COUGHTON PARISH COUNCIL
STANDING ORDERS

1. GENERAL
1.1 These Standing Orders regulate the proceedings and business of Coughton Parish Council (“the Council”).
1.2 These Standing Orders are based on the National Association of Local Councils (NALC) Model Standing Orders and shall be read in conjunction with the Council’s Financial Regulations, Code of Conduct, and other adopted policies.
1.3 Where legislation conflicts with these Standing Orders, legislation shall prevail.
1.4 These Standing Orders shall be reviewed annually or following relevant legislative or operational change.

2. MEETINGS OF THE COUNCIL
2.1 The Council shall hold at least four ordinary meetings each year.
2.2 The Annual Meeting of the Council shall be held in May in accordance with legislation.
2.3 Meetings shall not commence earlier than 6:00pm unless the Council resolves otherwise.
2.4 Meetings shall be held at a location agreed by the Council and accessible to the public where practicable.
2.5 The Council may hold extraordinary meetings as required, convened by the Proper Officer or Chair.

3. NOTICE OF MEETINGS
3.1 The Proper Officer shall issue a summons and agenda to councillors at least three clear days before the meeting.
3.2 Notice of meetings shall be published in accordance with legal requirements.
3.3 Supporting papers shall be provided where available and appropriate.

4. QUORUM
4.1 The quorum shall be:
· One-third of the total number of councillors, or
· A minimum of three councillors
(whichever is greater)
4.2 No business shall be transacted without a quorum.
4.3 If a quorum is not present within 15 minutes, the meeting shall be adjourned.

5. CHAIRING OF MEETINGS
5.1 The Chair of the Council shall preside at meetings.
5.2 In the absence of the Chair, the Vice-Chair shall preside.
5.3 If both are absent, members shall elect a Chair for that meeting.
5.4 The person presiding has responsibility for ensuring orderly conduct of meetings.

6. ORDER OF BUSINESS
The order of business shall normally be:
a) Apologies for absence
b) Declarations of interest
c) Minutes of previous meeting
d) Public participation
e) Reports (County/District/Clerk)
f) Planning matters
g) Finance and payments
h) Governance and policy matters
i) Correspondence
j) Items for next agenda
k) Date of next meeting

7. PUBLIC PARTICIPATION
7.1 Members of the public may speak at meetings at the discretion of the Chair.
7.2 Public participation shall normally be limited to 15 minutes in total.
7.3 Individual speakers may be limited to 3 minutes.
7.4 Public participation shall not form part of formal Council debate unless invited by the Chair.

8. MINUTES
8.1 The Proper Officer shall record minutes of all meetings.
8.2 Minutes shall include a record of decisions and resolutions.
8.3 Draft minutes shall be presented for approval at the next meeting.
8.4 Approved minutes shall be signed by the Chair as a true record.

9. VOTING
9.1 Decisions shall be taken by a majority of those present and voting.
9.2 Voting shall normally be by show of hands.
9.3 A recorded vote may be requested by any two councillors.
9.4 The Chair shall have a casting vote in the event of a tie.

10. DECLARATIONS OF INTEREST
10.1 Councillors must declare interests in accordance with the adopted Code of Conduct.
10.2 Members must declare any disclosable pecuniary interest at the relevant agenda item.
10.3 Where required, members must withdraw from the meeting during consideration of the item.

11. CODE OF CONDUCT
11.1 All councillors shall comply with the Council’s adopted Code of Conduct.
11.2 Members shall act with integrity, respect, and in the public interest.
11.3 Any breach may be referred to the principal authority’s monitoring officer.

12. PROPER OFFICER (CLERK)
12.1 The Council shall appoint a Proper Officer (the Clerk).
12.2 The Clerk is responsible for:
· Administration of Council business
· Implementation of Council decisions
· Issuing agendas and notices
· Maintaining records and minutes

13. DELEGATION OF FUNCTIONS
13.1 The Council may delegate functions to:
· The Clerk
· Committees (if appointed)
· Working groups (non-decision-making advisory groups)
13.2 Delegated authority must be clearly recorded in Council minutes.
13.3 All delegated decisions shall be reported to Council.

14. FINANCIAL MATTERS
14.1 All financial administration shall be conducted in accordance with the Council’s Financial Regulations.
14.2 No expenditure shall be incurred unless authorised by Council or under delegated authority.
14.3 All payments shall be properly recorded and reported to Council.

15. DISORDERLY CONDUCT
15.1 The Chair may require any person causing disruption to leave the meeting.
15.2 The Chair may adjourn or suspend the meeting if order cannot be maintained.

16. CORRESPONDENCE
16.1 Official Council correspondence shall normally be issued by the Clerk.
16.2 Councillors shall not issue correspondence on behalf of the Council without authority.

17. PRESS AND MEDIA
17.1 Statements to the press or media shall be made by an authorised spokesperson.
17.2 No councillor shall represent themselves as speaking on behalf of the Council unless authorised.

18. SUSPENSION OF STANDING ORDERS
18.1 Standing Orders may be suspended by resolution of the Council.
18.2 Suspension must be recorded in the minutes with reasons stated.

19. INTERPRETATION
19.1 The ruling of the Chair on the interpretation of Standing Orders shall be final at the meeting in question.

20. REVIEW
20.1 These Standing Orders shall be reviewed annually or as required by legislation or NALC updates.

ADOPTION
These Standing Orders were adopted by Coughton Parish Council on:
Date: ___________________________
Signed (Chair): ___________________________
Signed (Clerk): ___________________________


