Caerphilly Town Council  
Standing Orders
1 Definitions
Meaning to the terms applied in these standing orders:
“standing orders” are these Standing Orders as adopted by the Town Council
“clerk” is the Town Clerk
“RFO” is the Responsible Financial Officer
“RFO” is the Town Clerk (Caerphilly Town Council has appointed the Town Clerk to fulfil the role of RFO in addition to the statutory role of Proper Officer)
“proper officer” is the Town Clerk (the Town Clerk is responsible in law for the administration of the Town Council, and can act on behalf of the Town Council under delegated authority)
“council” is the Caerphilly Town Council
“Mayor” is Town Mayor, and Chair of the Town Council
“member” is an elected Town Councillor
2 General
Standing orders are the written rules of procedure and are complementary to the separate financial regulations which control the financial processes and accounting procedures. The Council is the decision making body but may delegate decisions to the Clerk. There are no committees or sub committees with delegated powers. Standing orders are supplemental to but do not override statutory and legal requirements which apply to local councils.
3 The Annual Meeting
(i) In an election year the annual meeting of the Council will be held on or within 14 days following the day on which the councillors take office.
(ii) In a year which is not an election the annual meeting of the Council will be held on such day in May as the Council decides.  
(iii) The first business at the annual meeting is to elect a Town Mayor and receive the declaration of acceptance of office. 
(iv) A Deputy Town Mayor may also be elected and the declaration of acceptance of office received. 
(v) Declarations of acceptance of office should have been received from all members prior to the commencement of the first annual meeting following an election.
4 Ordinary Meetings
The Council will hold 10 meetings each calendar year, excluding August and December, and normally on the third Monday of the month. The notice of meeting is published on the council website at least three clear days before the date of the meeting. All meetings will be held in accordance with the requirements for multi location attendance. In the absence of the Mayor and Deputy Mayor a Chair will be elected from those present to preside over the business.
5 Extraordinary Meetings
The Mayor may convene an extraordinary meeting of the council at any time advised by the clerk. Any 4 members may make a request for the Mayor to convene an extraordinary meeting and if within 14 days the request is not acted on the 4 members acting in concert may convene an extraordinary meeting.
6 Duration Of Meetings
Council meetings will commence at 6.30pm, unless varied at the Annual Meeting or due to exceptional circumstances, and will not continue after 9.00pm and any business not dealt with shall stand adjourned to the next ordinary meeting of the council.
7 Chair
The chair presiding at the meeting will manage the agenda, vary the running order, and conduct the meeting in a common sense and business like manner. If a point of order is raised in respect of procedural matters the chair will, on advice from the clerk, rule on the matter and the chair’s decision will be final. The decision of the chair of a meeting as to the application of any of the standing orders at the meeting will be final.
8 Attendance by press and public
All meetings of the council are open to the public and press either in person or by remote access. Where a matter is considered to be confidential the exclusion of the public and press will require a resolution setting out the reason for the exclusion. Any member of the public wishing to attend and speak on any item (those parts of the meeting which are open to the public) should advise the clerk in advance of the meeting so the Mayor or other person presiding at the meeting can be advised. A time limit of 5 minutes will be imposed but may be extended at the discretion of the person chairing the meeting.

9 Quorum
The Council has a membership of 12 councillors and the quorum will be one third of the membership (4 councillors). In the absence of a quorum no decisions can be made and business will be adjourned toa future meeting.
10 Voting
Subject to the meeting being quorate decisions are made by a majority of members present by a show of hands. Where there is an equality of votes the Chair presiding at the meeting may exercise a casting vote. The way individual members voted is not recorded.
A member may request a recorded vote on the matter in question prior to the vote being taken and a majority of the members present must vote in favour of the recorded vote. The clerk will undertake a roll call of members and record for or against which will be included within the minutes of the meeting.
A member who has declared a personal or prejudicial interest in a matter to be decided upon at the meeting should not take part in the debate and if appropriate should leave the room.
11 Disorderly conduct at meetings
No member or other person attending the meeting should obstruct the transaction of business or behave offensively or improperly. The chair will take appropriate action to request such person to moderate or improve their conduct, or exclude from the meeting, or temporarily suspend, or close the meeting. No member should act in such a way to bring the council into disrepute.
12 Change to previous resolution
A resolution will not be reversed within six months except in exceptional circumstances where new information becomes available which had it being known at the time could have affected the decision.
13 Motions for a meeting requiring written notice to be given to the clerk
Notices of motion should be in writing and relate to the performance of the council’s statutory functions, powers and responsibilities, or specifically affect the council’s area or its residents.
The decision of the clerk as to whether or not to include the motion on the next available council meeting agenda is final. Reasons for rejection should be given in writing to the proposer.
These are distinct and separate from procedural motions moved at a meeting which do not require written notice.
14 Procedure for dealing with motions 
Where the clerk determines a notice of motion can be included in the next available council agenda it will be in the form as submitted by the proposer.
The motion will need to be seconded before it can proceed to be debated. The proposer will present the arguments in favour of the motion. The chair presiding will then invite other members to contribute to the debate. When the chair is satisfied the motion has been sufficiently debated, including any amendments, the proposer of the motion will be allowed to close the debate before the vote on the motion. Amendments that have been proposed and seconded will be voted ahead of the original motion.
15 Minutes
Minutes of council meetings will be prepared promptly by the clerk and no later than 7 working days from the meeting will be published on the website. The minutes will record the names of the members attending the meeting, apologies for absence, any declarations of interest, and decisions taken at the meeting, including any recorded votes. The minutes should be clear which members are present when decisions / votes are made on agenda items, for example where members leave early or lose remote access connection.
The minutes will be subject to approval at the next available council meeting.
16 Code of Conduct
All members will observe the Code of Conduct adopted by the council. All members will undertake Code of Conduct training within six months of being elected to the council.
The clerk will report to the council any complaints received that a member has breached the Code of Conduct.
17 Proper Officer
The council must appoint a Proper Officer to administer the affairs of the council and ensure compliance with statutory and legal requirements 
18 Responsible Financial Officer
The council must appoint a Responsible Financial Officer to manage the financial affairs of the council and ensure all payments are authorised, approved and paid in accordance with the law, proper practices and financial regulations. The RFO is responsible for the preparation of the year end accounting statements. The annual return, which is subject to external audit, must be presented to the council for consideration and formal approval before 30 June.

19 Information and Data Protection
Where the council holds information, this will be made available on request in accordance with the provisions of freedom of information legislation. The council will comply with responsibilities under data protection legislation and maintain security of personal data. 
20 Restrictions on members
No individual member has authority to instruct the clerk, issue orders, or directions to suppliers and contractors. The clerk will only act on decisions made by the council, including where there are delegated powers.
21 Standing Orders Generally
All or part of a standing order, except one that incorporates mandatory, statutory or legal requirements, may be suspended by resolution in relation to the consideration of an item on the agenda for a meeting
It will be the duty of the council to periodically review the standing orders.
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