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Standing Orders adopted by Kington Langley Parish Council at the Meeting on 8th January 2001 Minute No. 09 01.
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Amended at the Meeting 5th May 2009 minute No. 80.09
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Amended at meeting 10th March 2014 minute No. 185.14(a) 
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Amended and adopted at meeting 14th March 2016 Min No. 217.16

Amended and adopted at meeting 17th March 2017 Min No. 190.17

Reviewed (no amendments) at meeting 12th March 2018 Min No. 188.18

Reviewed (no amendments) at meeting 11th March 2019 Min No 200.19

Reviewed (no amendments) at meeting 9th March 2020 min No. 186.20

Reviewed (no amendments) at meeting 15th March 2021 min no. 137.21

Amended at the meeting on 9th May 2022 Min No 019.22(a)

Amended at the meeting on 11th July 2022 Min No. 056.22(e)
Amended at the meeting on 14th November 2022 Min No 107.22
Amended at the meeting on 13th February 2023 Min No 157.22
KINGTON LANGLEY PARISH COUNCIL
MEETINGS
1. The Statutory Annual Meeting of the Parish Council shall

(a) In an election year the Annual Meeting of the Council shall be held on or within 14 days following the day on which the new councillors elected take office.  

(b) In a year, which is not an election year, the Annual Meeting of the Council shall be held on such day in May as the Council may direct.
2. The three other statutory meetings shall be held in the months of September, January and March. 

3. Additional meetings shall be held at the discretion of the Parish Council.

4. Extraordinary Meetings - The Chair of the Council may convene an extraordinary meeting of the council at any time. 

If the Chair of the Council does not or refuses to call an extraordinary meeting of the council within seven days of having been requested in writing to do so by two councillors, any two councillors may convene an extraordinary meeting of the council. The public notice giving the time, place, and agenda for such a meeting must be signed by the two councillors.

The Chair of a committee [or a sub-committee] may convene an extraordinary meeting of the committee [or the sub-committee] at any time. 


If the Chair of a committee [or a sub-committee] does not or refuses to call an extraordinary meeting within 7 days of having been requested by to do so by 2 members of the committee [or the sub-committee], any 2 members of the committee [and the sub-committee] may convene an extraordinary meeting of a committee [and a sub-committee].

CHAIR OF MEETING

5. The person presiding at a meeting may exercise all the powers and duties of the Chair in relation to the conduct of the Meeting.

PROPER OFFICER 

6. The Proper Officer of the Council is the Clerk.  The Responsible Financial Officer of the Council is the Clerk.  Other duties and responsibilities of the Clerk are as laid down in the Conditions of Service Contract and Job Description.  

QUORUM

7. Four members shall constitute a quorum.  If a quorum is not present when the Council meets or if during a meeting the number of Members, for whatever reason, falls below the quorum, the business not transacted at that meeting shall be transacted at the next meeting or on such other day as the Chair may decide.
VOTING

8. If a member so requires, the Clerk shall record the names of the members who voted on any question to show whether they voted for or against it.

9. (i) Subject to (ii) and (iii) below, the Chair may give an original vote on any matter put to the vote.  In the case of an equality of votes, the Chair shall have a second or casting vote.  
(ii) If the person presiding at the Annual Meeting would have ceased to be a member of the council but for the statutory provisions which preserve the membership of the Chair and Vice Chair until the end of their term of their office he may not give an original vote in an election for Chair.

(iii) The person presiding must give a casting vote whenever there is an equality of votes in an election for Chair.

ORDER OF BUSINESS

(Note- In an election year Councillors should execute Declarations of Acceptance of Office in each others’ presence, or in the presence of a proper officer previously authorised by the Council to take such declaration before the annual meeting commences.)

10. At each Annual Meeting the first business shall be

(a) To elect a Chair. 
(b) To receive the Chair’s declaration of acceptance of office or, if not then received, to decide when it shall be received.

(c) In the ordinary year of election of the Council to fill any vacancies left unfilled at the election by reason of insufficient nominations.

(d) To decide when any declarations of acceptance of office which have not been received as provided by law shall be received.

11. At every meeting other than the Annual Meeting the first business shall be to appoint a Chair if the Chair and Vice-Chair be absent and to receive such declarations of acceptance of office (if any) as are required by law to be made, or if not then received to decide when they shall be received.

(a) After consideration to approve the signature of the Minutes by the person presiding as a correct record.

(b) To deal with business expressly required by statute to be done.

(c) The order of business shall be stated on an agenda paper which shall be delivered to each Member at least three clear days prior to the date of the meeting along with the summons convening the meeting.

RESOLUTIONS MOVED ON NOTICE

12. Except as provided by these Standing Orders, no resolution may be moved unless the business to which it relates has been included on the agenda.


13. Members may put an item or notice of resolution on the agenda by giving the Clerk written notice of the item or resolution at least seven clear days prior to the meeting to which that agenda relates.

RESOLUTIONS MOVED WITHOUT NOTICE

14. Resolutions on procedural matters may be moved without notice including those to vary the order of business on grounds of urgency or procedural efficiency.  Such resolutions shall be put to the vote without discussion. 

RESCISSION OF PREVIOUS RESOLUTIONS 

15. A decision of the Council (whether affirmative or negative) shall not be reversed within six months except by a special resolution, the written notice of which bears the names of at least three Members of the Council.  When such a resolution has been disposed of, no similar resolution may be moved within a further six months. 

DISORDERLY CONDUCT
16. All members must behave in a manner required by the Code of Conduct which was adopted by the Council on 2ND July 2012 (Minute 94.12) a copy of which is annexed to these Standing Orders.

17. INTERESTS
a All councillors with voting rights shall observe the code of conduct adopted by the council.

b Unless he has been granted a dispensation, a councillor with voting rights shall withdraw from a meeting when it is considering a matter in which he has a disclosable pecuniary interest. He may return to the meeting after it has considered the matter in which he had the interest.

c Unless he has been granted a dispensation, a councillor with voting rights shall withdraw from a meeting when it is considering a matter in which he has another interest if so required by the council’s code of conduct. He may return to the meeting after it has considered the matter in which he had the interest.

d Dispensation requests shall be in writing and submitted to the Proper Officer as soon as possible before the meeting, or failing that, at the start of the meeting for which the dispensation is required.

e A decision as to whether to grant a dispensation shall be made [by the Proper Officer] OR [by a meeting of the council, or committee or sub-committee for which the dispensation is required] and that decision is final.

f A dispensation request shall confirm:

i. the description and the nature of the disclosable pecuniary interest or other interest to which the request for the dispensation relates. 

ii. whether the dispensation is required to participate at a meeting in a discussion only or a discussion and a vote.
iii. the date of the meeting or the period (not exceeding four years) for which the dispensation is sought, and 

iv. an explanation as to why the dispensation is sought.

18. All members to register their interest online in accordance with regulations. 

19. If a member has a personal interest as defined by the Code of Conduct adopted by the Council on 2 July 2012 (Minute 94.12) then he shall declare such interest as soon as it becomes apparent, disclosing the nature and extent of that interest as required.  However, he/she may stay if he/she has valuable information to add.
INSPECTION OF DOCUMENTS

20. All documents including Minutes kept by the Council and by any committee shall be open for the inspection of any member of the Council and the public, on request.

ADMISSION OF THE PUBLIC AND PRESS TO MEETINGS

21. The public shall be admitted to all meetings of the Council and its committees and sub-committees, which may, however, temporarily exclude the public by means of the following resolution: 

“That in view of the [special] [confidential] nature of the business about to be transacted, it is advisable in the public interest that the public be temporarily excluded, and they are instructed to withdraw”

(Note – The special reasons should be stated. If a person’s advice or assistance is needed, they may be invited (by names) to remain after the exclusion resolution is passed).

A person may not orally report or comment about a meeting as it takes place but otherwise may - Film, photograph or make an audio recording of a meeting.

22. The Clerk shall afford to the press reasonable facilities for taking their report of any proceedings at which they are entitled to be present.

CODE OF CONDUCT ON COMPLAINTS 

a Upon notification by the Unitary Council that it is dealing with a complaint that a councillor with voting rights has breached the council’s code of conduct, the Proper Officer shall, report this to the council.  The Council will then decide on what action (if any) to take. 
b Where the notification relates to a complaint made by the Proper Officer, the Proper Officer shall notify the Chair of Council of this fact, and the Chair will agree with members, what action, if any, to take 

c The Council may:

i.          provide information or evidence where such disclosure is necessary to progress an investigation of the complaint or is required by law.
ii.          seek information relevant to the complaint from the person or body with statutory responsibility for investigation of the matter.
iii. indemnify the councillor with voting rights in respect of his related legal costs and any such indemnity is subject to approval by a meeting of the council.

23. The Council shall deal with complaints of maladministration allegedly committed by the Council or by an Officer or member in such manner as adopted by the Council except for those complaints which may be directed to the Monitoring Officer at Wiltshire Council for consideration.

STANDING ORDERS TO BE GIVEN TO MEMBERS

24. A copy of these Standing Orders shall be given to each member by the Clerk upon delivery to him / her of the member’s declaration of acceptance of office and written undertaking to comply with the Code of Conduct adopted by the Council.

CONSIDERATION OF ADVICE PROVIDED AND GIVING REASONS

25. Councillors should have regard to advice from the Proper Officer of the Council where it is given under the officer’s statutory duties. Councillors should give reasons for all decisions in accordance with statutory requirements. Where councillors disagree with officer recommendations in making a decision, particular care should be taken in giving clear reasons for the decision.
DELEGATED POWERS

26. The Clerk to the Parish Council is given delegated powers to grant approval for requests to park on Kington Langley Registered Commons on behalf of the Parish Council and should report any such approvals to be minuted at the next meeting of the Parish Council.

FINANCIAL REGULATIONS
1.    GENERAL

1.1
These financial regulations govern the conduct of the financial transactions of the Council and may only be amended or varied by resolution of the Council.

1.2 The Responsible Financial Officer (RFO), under the policy direction of the Council, shall be responsible for the proper administration of the Council’s affairs.

1.3 The RFO shall be responsible for the production of financial management information
2. INCOME / EXPENDITURE
2.1
No expenditure shall be incurred in relation to any capital project and no contract entered into or tender accepted involving capital expenditure unless the Council is satisfied that the necessary funds are available, or the requisite borrowing approval has been obtained.

2.2
Apart from payments made under the provisions of section 5.2 payments must be agreed by the Council prior to payment.  A schedule of the payments required will form part of the Financial Report submitted to Councillors prior to the Parish Council meeting and the full particulars minuted.  Payments may be made by cheque signed by one or more authorised signatories or online from the Parish Council’s current account. Payments online are to be authorised online by the clerk (or in the event of a payment to the Clerk, the Chair).  Should, exceptionally, it be essential to make a payment prior to authorisation at a Council meeting the Clerk should, if possible, obtain agreement from the Chair, or if the Chair is not available from another signatory on the bank account.  Any such payments are to be reported in full to the next Council meeting giving the rationale for the exceptional circumstances and appropriately minuted.
2.3 
As Responsible Financial Officer, the Clerk should ensure that adequate funds are held in the Current Account to meet the ongoing payments. Any transfers of funds between the Current and Deposit Accounts and vice versa may be done by the clerk without prior approval of the Parish Council but must be reported at the following Parish Council meeting.

3. TRANSPARENCY CODE

3.1 
From 2017 The Council having a turnover of less than £25,000 will be required to complete and publish an Annual Return but will no longer be required to submit it for audit.
3.2 
As from 2017/2018, the Council will need to produce all information and post it on a website.   
4. STANDING ORDER ON CONTRACTS

4.1
Where it is intended to enter into a contract exceeding £1,000 in value for the supply of goods or materials or for the execution of works, notice to the public will be given through public notices / minutes of meetings.   

4.2
Notice of a contract exceeding £10,000 shall state the general nature of the intended contract and state the name and address of the person to whom tenders are to be addressed and the last date by which those tenders should reach that person in the ordinary course of post.

4.3.          Contracts up to the value of £25,000 – A procurement process will be introduced to source the most suitable contractors based on cost and their knowledge, experience, capability, and financial standing.

4.4
Tenders shall be opened by the Clerk or other person to whom tenders are required to be addressed on the date specified pursuant to paragraph (b) of this Order and shall be reported by the person who opened them to the Council, or where the tenders have been sought by a committee or sub-committee to that committee or sub-committee.

4.5
Neither the Council nor any committee, or sub-committee is bound to accept the lowest tender.

4.6.         If no tenders are received or if all tenders are identical the council may make such arrangements for procuring the goods or materials or executing the works as it thinks fit. 
5.    PAYMENT OF SALARIES

5.1          As an employer, the council shall make arrangements to meet fully the statutory requirements placed on all employers by PAYE and National Insurance legislation. The payment of all salaries shall be made in accordance with payroll records and the rules of PAYE and National Insurance currently operating, and salary rates shall be as agreed by the council or duly delegated committee. 

5.2         Payment of salaries and payment of deductions from salary such as may be required to be made for tax, national insurance and pension contributions, or similar statutory or discretionary deductions must be made in accordance with the payroll records and on the appropriate dates stipulated in employment contracts, provided that each payment is reported to the next available council meeting, as set out in these regulations above. 

5.3       No changes shall be made to any employee’s pay, emoluments, or terms and conditions of employment without the prior consent of the council apart from monthly variances calculated by HMRC between net salary and PAYE payment as long as the total gross pay remains as agreed by the council.

5.4       Each and every payment to employees of net salary and to the appropriate creditor of the statutory and discretionary deductions shall be recorded in a separate confidential record (confidential cash book). This confidential record is not open to inspection or review (under the Freedom of Information Act 2000 or otherwise) other than:

1. by any councillor who can demonstrate a need to know.
2. by the internal auditor.
3. by the external auditor, or

4. by any person authorised under Audit Commission Act 1998, or any superseding legislation.

5.5       The total of such payments in each calendar month shall be reported with all other payments as made as may be required under these Financial Regulations, to ensure that only payments due for the period have actually been paid.

5.6.     Any termination payments shall be supported by a clear business case and reported to the council. Termination payments shall only be authorised by council.

6.    LOANS AND INVESTMENTS
6.1       All borrowings shall be effected in the name of the council, after obtaining any necessary borrowing approval. Any application for borrowing approval shall be approved by Council as to terms and purpose. The application for borrowing approval, and subsequent arrangements for the loan shall only be approved by full council.

6.2      Any financial arrangement which does not require formal borrowing approval from the Secretary of State / Welsh Assembly Government (such as Hire Purchase or Leasing of tangible assets) shall be subject to approval by the full council. In each case a report in writing shall be provided to council in respect of value for money for the proposed transaction.

6.3      The council will arrange with the council’s banks and investment providers for the sending of a copy of each statement of account to the to the Clerk or RFO.

6.4      The council shall consider the need for an Investment Strategy and Policy which, if drawn up, shall be in accordance with relevant regulations, proper practices and guidance. Any Strategy and Policy shall be reviewed by the council at least annually. 

6.5      All investments of money under the control of the council shall be in the name of the council.

6.6      All investment certificates and other documents relating thereto shall be retained in the custody of the RFO.

6.7      Payments in respect of short term or long-term investments, including transfers between bank accounts held in the same bank, or branch, shall be made in accordance with Regulation 5 (Authorisation of payments) and Regulation 6 (Instructions for payments).

7. INSURANCE
The Council shall maintain insurance cover for the risks it considers appropriate but shall, as a minimum cover, include Public Liability, Employers Liability, Money and Fidelity Guarantee.

8. ASSETS
The RFO shall ensure that an appropriate and accurate Register of Assets and Investments is Kept up to date.

No asset shall be sold, leased, or otherwise disposed of without resolution by the Council, together with any other consents required by law. 
9. RISK MANAGEMENT

The Council is responsible for putting in place arrangements for the management of risk. The Clerk shall establish and maintain a Risk Management Register.
10. REVISION OF FINANCIAL REGULATIONS
It shall be the duty of the Council to review the Financial Regulations of the Council annually.
11. INTERNAL CHECK
An Internal review of the accounts shall be carried out twice a year by the appointed Internal Auditor.
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