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REVISION HISTORY 
 
 
 
The Standing Orders were first adopted by the Parish Council in January 2000 

 
 

Revisions  
 

Adopted Significant Amendments 

January 2000 First adopted 

September 2001  

January 2003  

February 2004  

July 2005  

July 2007  

November 2011  

April 2012  

December 2014 • On-line banking provision 

• Increase to Chairman’s Allowance 

September 2016 • Public participation at meetings – changed to one 
session at the start of the meeting 

• Electronic distribution of summons – changed to allow 

• Charge Card – authorise use by Clerk 

• Spend which can be authorised by lead councillors 
increased from £200 to £300 

• Value of contract whereby three tenders are required 
increased from £1000 to £2000.  

• Addition of standing orders regarding: 
o Financial Control and Procurement. 
o Loans and investments 
o Freedom of Information and data protection 

• Replaced OGC with CCS and updated references to 
Public Contracts Regulations and Utilities Contracts 
Regulations 
 

November 2018 • Restructure standing orders 24 and 25 to address 
“financial controls and regulations”, and “procurement 
and contracts” respectively and clarify that the 
financial regulations supplement standing orders. 

• Remove inconsistencies regarding the tender process. 

• Set the value above which formal tenders are required 
to £50,000 
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1 OVERVIEW 
 

The Standing Orders for Swallowfield Parish Council (“SPC”), when formally adopted by 
the Council, define the organisation and governance of the Council’s business. Those 
listed in bold type are law and MUST be followed. 
 
Any others may be suspended or changed by resolution. 
 
Standing Orders, not highlighted in bold type are aimed at (i) highlighting matters that 
merit regulation by standing orders and (ii) encouraging use of standing orders to 
regulate routine administrative arrangements.  

 
 
 
2 MEETINGS 
 

2.1 Meetings shall be held in appropriate, accessible accommodation at a time and place 
duly notified by the Chairman at the previous meeting. 

2.2 In general, meetings shall be held on the 2nd Tuesday of each month. If required, a 
meeting of the Planning Committee will be held on the 4th Tuesday of each month. 

2.3 Unless no other accommodation is available, the meetings will not be held in premises 
where the business is the supply of alcohol. 

2.4 Smoking is not permitted at any meeting of the Council or within Council buildings. 

2.5 The responsibility for the preparation of agendas and the final decision on items for 
inclusion on the agenda is the sole responsibility of the Parish Clerk.  Consultation with 
the Chairman shall be at the Parish Clerk’s discretion.   Any Councillor may submit 
motions, items or reports to be considered for inclusion by giving its wording to the Clerk 
no later than 7 working days before the meeting. The Clerk may, before including a 
motion on the agenda received, correct obvious grammatical or typographical errors in 
the wording of the motion. Motions rejected by the Clerk for inclusion on the agenda 
shall be recorded in a book for that purpose with an explanation from the Clerk for their 
rejection.  The Clerk will consult with the Chairman prior to a decision on rejection being 
finalised. 

2.6 The Council may only take decisions on items clearly specified on the agenda. If agreed 
by the Chairman, any urgent items which are not on the agenda may be discussed, but 
no decision may be made at that meeting. 

2.7 The Clerk will at least three clear days before a meeting of the council or a committee 
serve on all councillors a signed summons confirming the time, place and agenda 
electronically via email. Councillors wishing to receive paper copies should notify the 
Clerk. 

2.8 The meeting will be adjourned at the sole discretion of the Chairman to allow for 
questions or comments from members of the public; this will normally be for a period of 
up to 20 minutes after the business items of Apologies for Absence and Declarations of 
Interest have been concluded.  Any question from members of the public or the press 
shall not require a response at the meeting nor start debate on the question.  The 
Chairman of the meeting may direct that a written or oral response be given. 

2.9 Public notices will be posted at least three clear working days (i.e. not including the day 
of the meeting or the day on which the notice was issued) before the meeting in 
conspicuous places informing members of the public of the venue, time, date and 
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business to be transacted at the meeting. The notice will be posted on the website and 
at a minimum the notice board outside the parish office. 

2.10 Meetings of the Parish Council and Planning Committee will be open to the public and 
press but they may be temporarily excluded from the meeting if the business is regarded 
as confidential by means of the following resolution: 

"That in view of the [special/confidential] nature of the business about to be transacted, 
that under the Public Bodies (Admission to Meetings) Act 1960 it is in the public interest 
that the public be temporarily excluded and they are instructed to withdraw.” 

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

2.12 If a member of the public interrupts the proceedings at any meeting, the Chairman may, 
after warning, order that the member of public be removed from the Council Chamber. 

2.13 The Statutory Annual Meeting shall be held: 

a) in an election year within 14 days after the ordinary day of elections to the 
Council. 

b) in a year which is not an election year on the 2nd Tuesday in May. 

2.14 The three other statutory meetings shall be held in the months October, January 
and March. 

2.15 The Chairman of the Council may convene an extraordinary meeting of the Council at 
any time. The Chair of Planning may also convene an extraordinary meeting at any time.  

2.16 Any person who speaks at a meeting shall direct his/her comments to the Chairman of 
the meeting. 

2.17 The Chairman shall preside at a meeting of the Council. If the Chairman is absent from a 
meeting, the Vice-Chairman shall preside. If both the Chairman and Vice-Chairman are 
absent from a meeting, a Councillor as chosen by the Councillors present at the meeting 
shall preside at the meeting.  

2.18 The Planning Committee of the Council shall comprise every member of the Council. 

2.19 All Standing Orders for the Council shall, where applicable, apply to the Planning 
Committee of the Council. 

2.20 The Planning Committee of the Council shall, without reference to the Council, be 
permitted to debate and vote on all matters appertaining to planning. 

2.21 At meetings of the Planning Committee, the Chairman of Planning shall preside. If the 
Chairman of Planning is absent from the meeting a Councillor as chosen by the 
Councillors present at the meeting shall preside at the meeting. 

2.22 Minutes of all meetings will be kept by the Clerk, or other nominated person in the 
Clerk’s absence. Any minutes circulated will be draft minutes until they are approved by 
the Parish Council at their next meeting and signed/dated by the person presiding at that 
meeting. 
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3 CHAIRMAN OF MEETING 
 
3.1 The person presiding at the meeting may exercise all the powers and duties of the 

Chairman of Council in relation to the conduct of the meeting. 
 
 
 
4 THE PROPER OFFICER 
 

4.1 The Proper Officer shall be either (i) the Clerk or (ii) other staff member nominated by 
the Council to undertake the work of the Proper Officer when the Proper Officer is 
absent.  

4.2 Where a Statute, regulation or order confers functions or duties on the Proper Officer of 
the Council as documented in standing order 4.3 he/she shall be the Clerk. 

4.3 The Proper Officer shall:  

(a) at least three clear days before a meeting of the Council or a committee serve on 
Councillors a summons, by email, confirming the time, place and the agenda 
provided any such email contains the electronic signature and title of the Proper 
Officer.  

(b) give public notice of the time, place and agenda at least three clear days before a 
meeting of the Council or a meeting of a committee (provided that the public notice 
with agenda of an extraordinary meeting of the Council convened by the Chairman 
is signed by the Chairman or another Councillor if appropriate).  

(c) subject to standing order 2.5 above, include on the agenda all motions in the order 
received unless a Councillor has given written notice at least 7 days before the 
meeting confirming his withdrawal of the motion. 

(d) convene a meeting of full Council for the election of a new Chairman of the Council, 
occasioned by a casual vacancy in his office. 

(e) facilitate inspection of the minute book by local government electors. 

(f) receive and retain copies of byelaws made by other local authorities. 

(g) retain acceptance of office forms from Councillors. 

(h) received and retain a copy of every Councillor’s register of interests. 

(i) sign summonses to attend meetings of the Council. 

(j) sign notices or other documents on behalf of the Council. 

(k) assist with responding to requests made under the Freedom of Information Act 2000 
and Data Protection Act 1998, in accordance with and subject to the Council’s 
policies and procedures relating to the same. 

(l) receive and send general correspondence and notices on behalf of the Council 
except where there is a resolution to the contrary. 

(m) manage the organisation, storage of, access to and destruction of information held 
by the Council in paper and electronic form. 

(n) arrange for legal deeds to be executed. 

(o) arrange or manage the prompt authorisation, approval, and instruction regarding 
any payments to be made by the Council in accordance with the Council’s financial 
regulations. 
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(p) record every planning application, associated correspondence and plans notified to 
the Council and the Council’s subsequent response to the local planning authority. 

(q) refer a planning application received by the Council to the Chair of Planning, or in 
his absence the Chairman of the Council, within two working days of receipt to 
facilitate an extraordinary meeting if the nature of a planning application requires 
consideration before the next ordinary meeting of the Council. 

(r) manage access to information about the Council via the Council’s website and other 
electronic means. 

(s) retain custody of the seal of the Council which shall not be used without a resolution 
to that effect. 

(t) retain safe custody of the Chairman’s chain of office. 

 

 
 
5 QUORUM 
 
5.1 Three members shall constitute a quorum. 
 
5.2 If a quorum is not present when the Council meet or if during a meeting the number of 

members present and not debarred by reason of a prejudicial interest 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 Chairman may fix. 

 
 
 
6 VOTING 
 

6.1 Members shall vote by show of hands unless a majority of Councillors request that a 
vote be taken by signed ballot.  

6.2 If a member so requires, the Clerk shall record the names of the members so as to 
show how each Councillor has voted, including abstentions. Any request of this 
nature will be made before moving to the next business. 

6.3 Subject to (6.4) and (6.5) below, the Chairman, or councillor presiding, may give an 
original vote on any matter put to the vote and in the case of an equality of votes 
may give a casting vote even though he gave no original vote. 

6.4 If the person presiding at the meeting would have ceased to be a member of the 
Council but for the statutory provisions which preserve the membership of the 
Chairman and Vice-Chairman until the end of their term of office he may not give 
an original vote in the election of the Chairman. 

6.5 The person presiding must give a casting vote whenever there is an equality of 
votes in an election for Chairman. 
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7 DRAFT MINUTES 
 

7.1 There shall be no discussion about the draft minutes of a preceding meeting except in 
relation to their accuracy. A motion to correct an inaccuracy in the draft minutes shall be 
moved in accordance with standing order 8.5(a) and 8.5(b). 

7.2 The accuracy of draft minutes, including any amendment(s) made to them, shall be 
confirmed by resolution and shall be signed by the chairman of the meeting and stand as 
an accurate record of the meeting to which the minutes relate.  

7.3 If the chairman of the meeting does not consider the minutes to be an accurate record of 
the meeting to which they relate, he shall sign the minutes and include a paragraph in 
the following terms or to the same effect: “The chairman [name] of this meeting does not 
believe that the minutes of the meeting of Swallowfield Parish Council held on [date] in 
respect of [item(s) disputed] were a correct record but his view was not upheld by the 
meeting and the minutes are confirmed as an accurate record of the proceedings.”  

7.4 Upon a resolution which confirms the accuracy of the minutes of a meeting, the draft 
minutes or recordings of the meeting for which approved minutes exist shall be 
destroyed. 

 
 
 
8 ORDER OF BUSINESS 

8.1 In an election year, members should execute Declarations of Acceptance of Office in 
each other’s presence or in the presence of a proper officer previously authorised by the 
Council to take such declaration, before the annual meeting commences.) 

8.2 At each Annual Meeting the first business shall be: 

a) To elect a Chairman.  A member of the Council shall not be eligible to be Chairman 
for more than four consecutive years unless, in the fifth and subsequent years no 
other member, who must be proposed and seconded, wishes to stand for election 
as Chairman. 
 

b) To receive the Chairman'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. 
 
e) To elect a Vice-Chairman. 
 
f) To elect the Planning Committee Chairman. 
 
g) To appoint members as ‘Lead Councillors’ for “Categories of Responsibility”. 
 
h) Thereafter to follow the order set out in Standing Order 8.5. 
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8.3 At every meeting other than the Annual Meeting the first business shall be to 
appoint a Chairman if the Chairman and Vice-Chairman 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. 

8.4 In every April, or as soon as practicable thereafter, the Council shall review the pay and 
conditions of service of existing employees for the current year. 

8.5 After the first business has been completed, the order of business, unless the Council 
otherwise decides on the grounds of urgency, shall be as follows: 

a) To read and consider the Minutes, provided that if a copy has been circulated to 
each member not later than the day of issue of the summons to attend the meeting, 
the Minutes may be taken as read. 
 

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

 
c) To deal with business expressly required by statute to be done. 
 
d) To dispose of business, if any, remaining from the last meeting. 
 
e) To receive such communications as the person presiding may wish to lay before the 

Council. 
 
f) To answer written questions from Councillors. 
 
g) To receive and consider reports from the Chairman of the Planning Committee, and 

to consider resolutions or recommendations relating to Planning. 
 
h) To receive and consider reports from ‘Lead Councillors’ for their “Categories of 

Responsibility”, and to consider resolutions or recommendations relating to the Lead 
Councillors’ Categories of Responsibility. 
 

i) To receive and consider reports from officers of the Council. 
 

j) To authorise the 'sealing' of documents. 
 
k) Any other business specified in the summons. 

 

8.6 A motion to alter the order of business on the grounds of urgency: 

a) may be proposed by the Chairman or by any member and if proposed by the 
Chairman, may be put to the vote without being seconded; and 

b) shall be put to the vote without discussion. 

 
 
9 RESOLUTIONS MOVED ON NOTICE 
 

9.1 Except as provided by these Standing Orders, no resolution may be moved unless the 
business to which it relates has been put on the Agenda by the Clerk or the mover has 
given notice in writing of its terms and has delivered the notice to the Clerk at least five 
clear days before the next meeting of the Council. 
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9.2 The Clerk shall enter all such notices of resolutions in a book, numbered and dated.  
This book shall be open to all members. 

9.3 All notices of resolutions, properly requested, shall be inserted in the summons in the 
order in which they were received unless previously withdrawn by the member 
concerned. 

9.4 If a resolution or recommendation specified in the summons is not moved by the 
introducing member, or another, it shall unless postponed be treated as withdrawn and 
shall not be moved without fresh notice. 

9.5 If a subject matter of a resolution comes within the province of the Planning Committee 
of the Council, it shall, upon being moved and seconded, stand referred to the Planning 
Committee without discussion.  The Chairman may allow it to be dealt with at the 
meeting at which it was raised if he considers it a matter of urgency. 

9.6 Every resolution or recommendation shall be relevant to some subject over which the 
Council has power or which affects its area. 

 

 

 

10 RESOLUTIONS MOVED WITHOUT NOTICE 
 
10.1 Resolutions dealing with the following matters may be moved without notice: 
 

a) To appoint a Chairman of a meeting. 

b) To correct and/or approve the minutes. 

c) To alter the order of business. 

d) To close or adjourn the debate. 

e) To refer a matter to the Planning Committee. 

f) To refer a matter to a “Lead Councillor” for their “Category of Responsibility”. 

g) To appoint a member to act as “Lead Councillor” for a “Category of Responsibility”. 

h) To create a “Category of Responsibility”. 

i) To adopt a report. 

j) To authorise the 'sealing' of documents. 

k) To exclude the public 

l) To silence or eject from the meeting any member named for misconduct 

m) To amend a motion. 

n) To give leave to withdraw a resolution or an amendment. 

o) To adjourn the meeting 

p) To proceed to the next business. 

q) To give the consent of the Council where such consent is required by these 
Standing Orders. 
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11 QUESTIONS 
 
11.1 A member may ask the Chairman, Clerk or any other Officer any question concerning 

the business of the Council and may expect a reply consistent with the best knowledge 
of the Chairman or Officers. 

 

11.2 No question not connected with the business under discussion shall be asked. 
 

11.3 Questions shall be put and answered without discussion. 
 

11.4 A person to whom a question has been put may decline to answer. 
 
 
 
12 RULES OF DEBATE 
 

12.1 No discussion shall take place upon the Minutes except upon their accuracy.  
Corrections to the Minutes shall be made by resolution and must be initialled by the 
Chairman. 

12.2 A resolution shall not be discussed unless it has been proposed and seconded.   If 
proper notice has not been given, then it shall be referred to the next Council meeting 
unless the Chairman, on grounds of urgency, permits such resolution. 

12.3 If an amendment be carried, the resolution as amended shall take the place of the 
original resolution and become the resolution on which any further amendment may be 
moved. 

12.4 The ruling of the Chairman on a point of order or on the admissibility of a personal 
explanation shall not be discussed. 

12.5 Members shall address the Chairman, who will decide who shall speak. 

12.6 The Chairman shall decide, after due time as been allowed for discussion, when to close 
the discussion on the matter under consideration. 

12.7 During the debate of a motion, a Councillor may interrupt only on a point of order or a 
personal explanation and the Councillor who was interrupted shall stop speaking. A 
Councillor raising a point of order shall identify the Standing Order which he considers 
has been breached or specify the other irregularity in the proceedings of the meeting 
he/she is concerned by.  

12.8 At the end of any speech a member may, without comment, move "that the question be 
now put", "that the debate be now adjourned" or "that the Council do now adjourn".  If 
such motion is seconded the Chairman shall put the motion but, in the case of a motion 
"to put the question", only if he is of the opinion that the question before the Council has 
been sufficiently debated.  If the motion "that the question be now put" is carried, he shall 
call upon the mover to exercise or waive his right of reply and shall put the question 
immediately after that right has been exercised or waived.  The adjournment of a debate 
or of the Council shall not prejudice the mover's right of reply at the resumption. 

 
(Note:  Where a meeting is adjourned the subsequent proceedings are part of the 
original meeting and no new notices or agendas need to be issued except a notification 
to members not present of the date of the continuation of the meeting.) 
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13 DISORDERLY CONDUCT 
 

13.1 All members must observe the Code of Conduct adopted by the Parish Council 
and annexed to these Standing Orders. 

13.2 No member shall at a meeting persistently disregard the ruling of the Chairman, wilfully 
obstruct business, or behave irregularly, offensively, improperly or in such a manner as 
to bring it into disrepute. 

13.3 If, in the opinion of the Chairman, a member has broken the provisions of 13.1 of this 
Standing Order, the Chairman shall express that opinion to the Council and thereafter 
any member may move that the member named be no longer heard or that the member 
named do leave the meeting, and the motion, if seconded, shall be put forth with and 
without discussion. 

13.4 If either of the motions mentioned in 13.2 of this Standing Order is disobeyed, the 
Chairman may suspend the meeting or take such further steps as may reasonably be 
necessary to enforce them. 

 
 
 
14 RIGHT OF REPLY 
 
14.1 The mover of a resolution shall have a right to reply immediately before the resolution is 

put to the vote.  If an amendment is proposed the mover of the amendment shall be 
entitled to reply immediately before the amendment is put to the vote.  A member 
exercising a right of reply shall not introduce new matter.  After the right of reply has 
been exercised or waived, a vote shall be taken without further discussion. 

 
15 ALTERATION OF A RESOLUTION 

15.1 A member may, with the consent of his seconder, move amendments to his own 
resolution. 

 
 
 
16 RESCISSION OF A PREVIOUS RESOLUTION 

16.1 A decision (whether affirmative or negative) of the Council, or the Planning Committee, 
shall not be reversed within six months except by a special resolution, the written notice 
whereof bears the names of at least three members of the Council. 

 
 
 
17 VOTING ON APPOINTMENTS 
 
17.1 Where more than two persons have been nominated for any position to be filled by the 

Council and of the votes given there is not an absolute majority in favour of one person, 
the name of the person having the least number of votes shall be struck off the list and a 
fresh vote taken, and so on until a majority of votes is given in favour of one person. 
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18 DISCUSSIONS AND RESOLUTIONS AFFECTING EMPLOYEES OF THE COUNCIL 
 

18.1 If at any meeting there arises any question relating to the appointment, conduct, 
promotion, dismissal, salary or conditions of service, of any person employed by the 
Council, it shall not be considered until the Council has decided whether or not the public 
shall be excluded. (See Standing Order 2.10) 

 
 
 
19 EXPENDITURE 
 

19.1 Expenditure up to £300 may be authorised by the Chairman, or by the relevant ‘Lead 
Councillor’ for that “Category of Responsibility”, so long as it is provided for in the budget 
and is to be for the purpose so provided for. 

19.2 Expenditure above £300 must be considered by the Council  

19.3 Expenditure not in the budget must be considered by the Council. 

19.4 The balance of petty cash held by the Clerk shall not exceed £1,000. 

19.5 The Chairman's Allowance, payable under sections 15(5) and 35(5) of the LGA 1972, 
shall be a maximum of £1,000 per annum. The Chairman will only use the allowance to 
offset identified expenditure directly associated with Council business. 

19.6 Orders for the payment of money shall be authorised by resolution of the Council 
and signed by two members. Payments of money shall include electronic bank 
payments which require the same level of approval as manual payments, but 
which shall be in the form of digital signatures. 

19.7 A resolution of the Council will nominate at least three (3) members to be authorised by 
the Council to sign cheques or make on-line payment approvals 

19.8 The Clerk shall have delegated power to authorise emergency payments when 
necessary. Orders for such payments shall be signed by two members. 

19.9 Payments covered under this section may be made by the Clerk using an authorised 
charge card subject to restrictions contained within the Council’s Financial Regulations. 

 

 

 

20 SEALING OF DOCUMENTS 
 
20.1 A document shall not be sealed on behalf of the Council unless its sealing has been 

authorised by a resolution.  Documents that do not have to be sealed may be completed 
just by signature, although the preference is for sealing. 

 
20.2 The seal shall be applied by the proper officer in the presence of two members who shall 

sign the document as witnesses. 
 

 

 

21 ACCOUNTS AND FINANCIAL STATEMENTS 
 

21.1 Except as provided in 21.2 of these Standing Orders or by statute, all accounts for 
payment and claims upon the Council shall be laid before the Council. 

21.2 Where it is necessary to make a payment before it has been authorised by the Council, 
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such payment shall be certified as to its correctness and urgency by the appropriate 
officer.  Such payment shall be authorised by the Proper Officer for payments with the 
approval of the Chairman or Vice-Chairman of the Council or by the Planning Committee 
Chairman if such payment relates to planning. 

21.3 All payments ratified in accordance with the Financial Regulations shall be separately 
included in the next schedule of payments laid before the Council. 

21.4 The Clerk shall supply to each member at an ordinary meeting within six months of the 
end of the Financial Year, a statement of receipts and payments. 

 
 
 
22 BUDGETS 
 

22.1 The Council shall approve written budgets for the coming financial year by the end of 
February. 

22.2 The Chairman of the Planning Committee of the Council and ‘Lead Councillors’ shall at a 
time to be agreed by the Council, and in any event not later than the Council meeting in 
January, submit their budgets for their Committee or ‘Categories of Responsibility’ for the 
coming year. 

 
 
 
23 LOANS AND INVESTMENTS 
 

23.1 All loans and investments will be negotiated in the name of Swallowfield Parish  Council 
and will be set for a period approved by the Council. 

23.2 All borrowings will be in the name of Swallowfield Parish Council and will not be  entered 
into until necessary approvals have been given. Any application will be approved by the 
Council regarding supplier, terms and purpose.  

23.3 These terms shall be reviewed annually. 

23.4 All investments of money under the control of the Council will be in the name of 
Swallowfield Parish Council and all certificates or other documents will be retained by 
the RFO. 

 

 

 

24 FINANCIAL CONTROLS AND REGULATIONS 

24.1 The Council shall consider and approve financial regulations drawn up by the 
Responsible Financial Officer, which shall include detailed financial controls and 
arrangements in respect of the following: 

 
a) the keeping of accounting records and systems of internal controls including regular 

updates of income and expenditure throughout the year and detail actual figures 
againt budget. 
 

b) the assessment and management of financial risks faced by the Council 
 

c) the work of the independent internal auditor in accordance with proper practices and 
the receipt of regular reports from the internal auditor, which shall be required at 
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least annually 
 

d) the inspection and copying by Councillors and local electors of the Council’s 
accounts and/or orders of payments 
 

e) procurement policies subject to and supplemental to those set out in standing 
order 25  

 
f) completion of the annual financial statements of the Council including the Annual 

Return and submission of the Annual Return, once approved by the Council and 
Internal Auditor, to the External Auditor. 

24.2 Financial regulations shall be reviewed regularly and at least annually for fitness of 
purpose. Such review will include examination of having an adequate and effective 
system of internal audit of the Council’s accounting, financial and other procedures in 
line with Proper Practice. 

24.3 Financial regulations shall confirm that a proposed contract for the supply of goods, 
materials, services and the execution of works with an estimated value of £50,000 or 
more shall be procured on the basis of a formal tender as summarised in standing 
order 25.4. 

 

 

25 PROCUREMENT AND CONTRACTS 
 

25.1 Where the anticipated value of a contract exceeds £2,000 and is below £50,000 then, 
where practicable, a minimum of three candidate suppliers shall be approached for the 
supply of the goods, materials, services, or the execution of works as appropriate.  The 
candidate suppliers shall be approached to provide either a quotation or, if the Council 
deems it appropriate, a tender. 

25.2 Where the anticipated value of a contract is £50,000 or more, standing order 25.4 
applies and, where practicable, a minimum of three candidate suppliers should be 
formally invited to tender.  

25.3 In all cases candidate suppliers shall be of good standing and suitable for the purposes 
of the given contract.   

25.4 Subject to additional requirements in the financial regulations of the Council, the formal 
tender process for contracts for the supply of goods, materials, services or the execution 
of works shall include, as a minimum, the following steps:  

 
a) a specification for the goods, materials, services or the execution of works shall be 

drawn up 
 

b) an invitation to tender shall be drawn up to confirm: 
i. the Council’s specification  
ii. the time, date and address for the submission of tenders  
iii. the date of the Council’s written response to the tender 
iv. the prohibition on prospective contractors contacting Councillors or staff to 

encourage or support their tender outside the prescribed process 
 

c) the invitation to tender shall be advertised in a local newspaper and in any other 
manner that is appropriate. 
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d) questions from tenderers and the Council’s responses shall be copied to all 
tenderers. 

 
e) tenders are to be submitted in writing in a sealed marked envelope addressed to the 

Clerk. 
 
f) tenders shall be opened by the Clerk after the deadline for the submission of 

tenders has passed and in the presence of the Chairman or Vice-Chairman of the 
Council, or if relating to the Planning Committee of the Council, the Chairman of the 
Planning Committee.. 

 
g) tenders are to be reported to and considered by the appropriate meeting of the 

Council or a committee with delegated responsibility. 
 
h) neither the Council, nor a committee with delegated responsibility for considering 

tenders, is bound to accept the lowest value tender. 
 
i) where the value of a contract is likely to exceed the threshold specified by the 

Crown Commercial Service (CCS)  from time to time, the Council must consider 
whether the Public Contracts Regulations 2015 and the Utilities Contracts 
Regulations 2016 or such other Regulations as may replace them apply to the 
contract and, if either of those Regulations or their replacements apply, the Council 
must comply with EU procurement rules and advertise the contract via the Official 
Journal of the European Union (OJEU). 

25.5 Quotations shall be addressed to the Clerk or other person to whom the quotations are 
required to be addressed. 

25.6 The Council is not bound to accept the lowest, or any, formal tender or quotation. 

25.7 If no tenders or quotations are received or if all the tenders or quotations are identical 
the Council may make such arrangements for procuring the goods, materials, services or 
the execution of works as it thinks fit. 

25.8 These conditions shall apply other than in an emergency which shall be decided at the 
discretion of the Chairman and two other members and be subject to a report to Council. 

 
 

 
26 MODEL CODE OF CONDUCT, AND APPOINTMENT OF CANDIDATES 
 
26.1 Members shall comply with the Local Code of Conduct for members as adopted by 

Swallowfield Parish Council which includes Paragraph 12(2), allowing members having a 
prejudicial interest, to attend and speak, provided also that members of the public have 
the same right. After making representations members must still withdraw from the 
meeting. 

 

26.2 For the purposes of clarity with regard to the Local Code of Conduct for members as 
adopted by Swallowfield Parish Council, a member shall be deemed to have both a 
personal interest and a prejudicial interest in a matter if that matter relates to a club or 
organisation in which the member is the Chairman, Officer, Committee Member, or 
holder of any other post to which he has been elected.  If, however, the member has not 
been elected to any post within that club or organisation, then the member is deemed to 
have a personal interest but not to have a prejudicial interest in such a matter. 
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26.3 If a candidate for any appointment under the Council is to his knowledge related to any 
member of or the holder of any office under the Council, he and the person to whom he 
is related shall disclose the relationship in writing to the Clerk.  A candidate who fails so 
to do shall be disqualified for such appointment and, if appointed, may be dismissed 
without notice.  The Clerk shall report to the Council any such disclosure. The Clerk shall 
make known the purport of this Standing Order to every candidate. 

 
 
 
27 INTERESTS 
 

27.1 If a member has a personal interest as defined by the Code of Conduct adopted by 
the Council then he shall declare such interest as soon as it becomes apparent, 
disclosing the existence and nature of that interest as required. 

27.2 If a member who has declared a personal interest then considers the interest to be 
prejudicial, he must withdraw from the room during consideration of the item to 
which the interest relates. 

27.3 The Clerk may be required to compile and hold a register of member’s interests in 
accordance with agreement reached with the Monitoring Officer of the 
Responsible Authority and/or as required by statute. 

27.4 Where a personal interest refers to a planning matter, the member may make a 
submission to the Council in a private capacity but is then required to withdraw from the 
room. 

 
 
 
28 CANVASSING OF AND RECOMMENDATIONS BY MEMBERS 
 

28.1 Canvassing of members directly or indirectly, for any appointment under the Council 
shall disqualify the candidate for such appointment.  The Clerk shall make known the 
purport of this sub-paragraph of this Standing Order to every candidate. 

28.2 A member shall not solicit for any person any appointment under the Council or 
recommend any person for such appointment or for promotion; but, nevertheless, any 
such member may give a written testimonial of a candidate's ability, experience or 
character for submission to the Council with an application for appointment. 

28.3 Standing Orders Nos. 27 and 28 shall apply to tenders as if the person making the 
tender were a candidate for an appointment. 

 

 

 
29 INSPECTION OF DOCUMENTS 
 
29.1 A member may, for the purpose of his duty as such (but not otherwise), inspect any 

document in possession of the Council and shall on request be supplied with copies if 
available. 

29.2 All minutes kept by the Council shall be open for the inspection of any member. 
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30 ACTIONS ON BEHALF OF THE COUNCIL 
 
30.1 Unless authorised to do so by the Council, no member of the Council shall in the name 

of or on behalf of the Council: 

a) inspect any lands or premises which the Council has a right or duty to inspect; or 
 

b) issue orders, instructions or directions. 
 
 
 

31 CONFIDENTIAL BUSINESS 
 
31.1 No Councillor or member of staff shall disclose to any person not a member of the 

Council any confidential or sensitive information which would not be in the public 
domain. 

 
 
 
32 CODE OF CONDUCT ON COMPLAINTS 
 
32.1 The Council shall deal with complaints of maladministration allegedly committed by the 

Council or by any officer or member in line with current advice issued by the National 
Association of Local Councils and consistent with Swallowfield Parish Council’s Code of 
Conduct.      

 
 
 
33 FREEDOM OF INFORMATION AND DATA PROTECTION 
 
33.1 The Council is subject to the Freedom of Information Act 2000 and Data Protection Act 

1998. The Council has adopted the Model Publication Scheme that has been prepared 
and approved by the Information Commissioner. This is available via the Council’s 
website or, by request, from the Parish Office. 

 
 
 
34 VARIATION, REVOCATION AND SUSPENSION OF STANDING ORDERS 
 

34.1 All or part of a standing order, except one that incorporates mandatory statutory 
requirements (those in bold print), may be suspended by resolution in relation to the 
consideration of an item on the agenda for a meeting.  

34.2 A motion to add, vary or revoke one or more of the Council’s standing orders, except 
one that incorporates mandatory statutory requirements, shall be proposed and 
seconded and stand adjourned without discussion to the next ordinary meeting of the 
Council. 

34.3 The Clerk shall provide a copy of the Council’s standing orders to a Councillor as soon 
as possible after he/she has delivered their acceptance of office form.  

34.4 The decision of the Chairman of a meeting as to the application and interpretation of 
standing orders at the meeting shall be final. 


