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RULES OF DEBATE AT MEETINGS

Motions on the agenda shall be considered in the order that they appear unless the order is changed
atthe discretion of the chair of the meeting.

Amotion (includinganamendment) shall notbe progressed unless ithas been moved and
seconded.

A motion on the agenda thatis not moved by its proposer may be treated by the chair of the
meeting aswithdrawn.

Ifamotion (includinganamendment) has been seconded, itmay be withdrawn by the proposer only
with the consent of the seconder and the meeting.

Anamendmentis a proposal to remove or add words to a motion. It shall not negate the motion.

Ifanamendmenttotheoriginal motionis carried, the original motion (asamended) becomesthe
substantive motion upon which further amendment(s) may be moved.

An amendment shall not be considered unless early verbal notice of itis given at the meeting and, if
requested by the chair of the meeting, is expressedin writing to the chair.

Acouncillor may move anamendment to their own motion if agreed by the meeting. Ifa motion has
already been seconded, theamendment shall be with the consent of the seconder and the meeting.

Ifthereis morethan oneamendmenttoanoriginal or substantive motion, theamendments shall be
moved in the order directed by the chair of the meeting.

Subjecttostanding order 1(k),onlyoneamendmentshallbe moved and debated atatime, theorder
of which shall be directed by the chair of the meeting.

One or more amendments may be discussed together if the chair of the meeting considers this
expedient but eachamendment shall be voted upon separately.

Acouncillor may not move more than one amendment to an original or substantive motion.

m Themoverofanamendmenthasnorightofreplyattheend ofdebateonit.

n Whereaseriesofamendmentstoanoriginal motionarecarried, the mover ofthe original motion

shall have a right of reply either at the end of debate on the firstamendment or at the very end of
debateonthefinal substantive motionimmediately beforeitis puttothe vote.

Unless permitted by the chair of the meeting, a councillor may speak onceinthe debateon a
motion except:

to speak onanamendment moved by another councillor;

i tomove or speak on anotheramendment if the motion has been amended since they last
spoke;

ii.  tomake a point of order;



iv.  togiveapersonal explanation; or
V. to exercise a right of reply.

Duringthedebateonamotion,acouncillormayinterruptonlyonapointoforderorapersonal
explanation and the councillor who was interrupted shall stop speaking. A councillor raising a point
ofordershallidentifythestandingorderwhichtheyconsiderhasbeenbreachedorspecifythe
otherirregularity inthe proceedings of the meeting they are concerned by.

Apointof order shall be decided by the chair of the meeting and their decision shall be final.
Whenamotionisunderdebate, noother motionshallbe moved except:
toamend the motion;
i to proceed to the next business;
ii.  toadjournthedebate;
iv.  toputthe motiontoa vote;
V. toask apersontobenolongerheardortoleavethe meeting;
vi.  toreferamotiontoacommittee orsub-committeeforconsideration;
vii.  toexcludethe publicand press;
vii. ~ toadjournthe meeting; or

ix.  tosuspend particularstanding order(s) excepting those which reflect mandatory statutory or
legal requirements.

Beforeanoriginal orsubstantive motionis puttothevote, thechairofthemeetingshallbe
satisfied that the motion has been sufficiently debated and that the mover of the motion under
debate has exercised or waived his right of reply.

Excluding motions moved under standing order 1(r), the contributions or speeches by a councillor
shall relate only to the motion under discussion and shall not exceed 5 minutes without the consent
of the chair of the meeting.

DISORDERLY CONDUCT AT MEETINGS

Nopersonshall obstruct thetransaction of business at a meeting orbehave offensively or
improperly. Ifthis standing orderisignored, the chair of the meeting shall request such person(s) to
moderate orimprove their conduct.

If person(s) disregard the request of the chair of the meeting to moderate orimprove their conduct,
any councillororthechairofthe meeting may movethatthepersonbenolongerheardorbe
excluded from the meeting. The motion, if seconded, shall be put to the vote without discussion.

If a resolution made under standing order 2(b) isignored, the chair of the meeting may take further
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reasonable stepstorestore order orto progress the meeting. This may include temporarily
suspending or closing the meeting.

MEETINGS GENERALLY

Full Council meetings .
Committee meetings
Sub-committee meetings

Notices of meetings

The notice (including how the meeting may be accessed virtually, if
applicable) must be published electronically and in a conspicuous place in the
community at least three clear days before the meeting, or if the meeting is
convened at shorter notice, at the time it is convened.

If a member wants to receive the summons in writing rather than
electronically to the address allocated to them or notified as their address to
the clerk , they must give notice in writing to the clerk and specify the postal
address to which the summons should be sent.

The notice must provide details about how to access the meeting remotely ,
and the time and place of the meeting. The place may be omitted if the
meeting is held by remote means only.

In exceptional circumstances, a meeting of a committee or sub-committee of
the council may be called at shorter notice. In which case, notices should be
published with at least 24 hours’ notice.

These notice requirements also apply where a formal meeting is taking place which is not
open to the public.

Multi-location meetings

All community councils must make and publish arrangements for its meetings to
enable people who are not in the same place to meet. Under the arrangements,
councils will need to take reasonable steps to allow meetings to be held from
multiple locations. If the arrangements are revised or replaced the new
arrangements must also be published.

The minimum requirement is that members are able to hear and be heard by
others.

Meetings Generally — Other.

Meetings shall not take place in premises which at the time of the meeting are used for the
supply of alcohol, unless no other premises are available free of charge or ata reasonable
cost.

Theminimumthreecleardaysfornoticeofameetingdoesnotincludethedayonwhich
notice wasissued, the day of the meeting, a Sunday, a day of the Christmas break, a day of



the Easterbreak orofabank holiday oraday appointed for publicthanksgiving or
mourning.

The minimum three clear days’ public notice for a meeting does notinclude the day on
which the notice was issued or the day of the meeting unless the meeting is convened at
shorter notice.

Meetingsshallbeopentothepublicunlesstheirpresenceisprejudicialtothepublic
interest by reason of the confidential nature of the business to be transacted or for other
special reasons. The public’s exclusion from part or all of a meeting shall be by a resolution
which shall give reasons for the public’s exclusion. The person presiding over
the meeting must give members of the public in attendance a reasonable
opportunity to make representations about any business to be discussed at the
meeting, unless doing so is likely to prejudice the effective conduct of the
meeting. This does not mean that members of the public can take part in
debate, but they must be given a reasonable opportunity to make
representations about business to be discussed

Theperiod oftime designated for public participation ata meetinginaccordance with
standing order 3(e) shall not exceed 15 minutes unless directed by the chair of the meeting.

Subjecttostandingorder 3(f),anindividualmemberofthepublicshallnotspeakformore
than 3 minutes and may only speak once during a meeting.

Inaccordancewithstandingorder3(e), aquestionshallnotrequirearesponseatthe
meeting nor start a debate on the question. The chair of the meeting may direct that a
written or oral response be given.

Apersonshallraisetheirhandwhenrequestingtospeakand mayremainseated.
Apersonwhospeaksatameetingshalldirecttheircommentstothechairofthe meeting.

Onlyonepersonispermittedtospeakatatime. Ifmorethanonepersonwantstospeak,
the chair of the meeting shall direct the order of speaking.



o | Photographing, recording, broadcastingortransmittingtheproceedingsofameeting by
any meansisnotpermitted without the Council’s prior written consent.

e m Thepressshallbeprovided withreasonablefacilities forthetaking oftheirreportofallor
part of a meeting at which they are entitled to be present.

e n Subjectto standing orders which indicate otherwise, anything authorised or required to be
doneby, toorbeforethe Chairofthe Councilmayinhisabsencebedoneby, toorbefore
the Vice-Chair of the Council (if thereis one).

e 0 The Chair of the Council, if present, shall preside at a meeting. If the Chair is absent from a
meeting, the Vice-Chair of the Council (if thereis one), if present, shall preside. If both the
Chairandthe Vice-Chairareabsentfrom ameeting, a councilloraschosen by the
councillors present atthe meeting shall preside at the meeting.

e Subjecttoameetingbeingquorate, allquestionsatameetingshallbedecidedbya
majority of the councillorsand non-councillors with voting rights present and voting.

e q Thechairofameeting maygiveanoriginal vote onany matter puttothevote, andinthe
caseofanequality of votes may exercisetheir casting vote whetherornotthey gavean
original vote. Unless standing orders provide otherwise, voting on a question
shall be by a show of hands. At the request of a councillor, the voting on any
guestion shall be recorded so as to show whether each councillor present
and voting gave their vote for or against that question. Such a request shall be
made before moving on to the next item of business on the agenda.

See standing orders 5(h) and (i) for the different rules that apply in the election of the Chair
of the Council at the annual meeting of the Council.

e r Councillors who are members of Standing Committees are precluded at the following
Council Meeting from asking the Committee Chair questions relating to the minutes of the
° previous committee meeting

s Unlessstanding orders provide otherwise, votingon aquestion shallbe by ashow of hands.
Attherequestofacouncillor,thevotingonanyquestionshallberecordedsoastoshow
whether each councillor present and voting gave their vote for or against that question or
abstained. Such a request shall be made before moving on to the next item of business on
the agenda.

o t Theminutes of ameeting shallincludeanaccuraterecord of the following:

i. thetime and place of the meeting;

i, the names of all councillors who are present and the names of all councillors who are
absentindicatingifapologies werereceived priorto thestart ofthe meeting;

ii. intereststhathavebeendeclared by councillorsand non-councillors with voting
rights;

iv.  thegrantofdispensations (ifany) to councillors and non-councillors with voting
rights;



V. whethera councilloror non-councillor with voting rightsleftthe meeting when



matters that they held interests in were being considered;
vi.  iftherewasapublic participation session; and
vii.  the resolutionsmade.

u Acouncillororanon-councillorwith votingrightswhohasapersonal orprejudicialinterest
inamatterbeingconsidered atameetingwhichlimitsorrestrictstheirrighttoparticipate
in a discussion or vote on that matter is subject to obligations in the code of conduct

adopted by the Council.

Y No business may be transacted at a meeting unless at least one-third of the whole number
of members of the Council are present and in no case shall the quorum of a meeting be less
than three.

See standing order 4(i)(iv) for the quorum of a committee or sub-committee meeting.

w  Ifameetingisorbecomesinquoratenobusinessshallbetransactedandthemeetingshall
beclosed.Thebusinessontheagendaforthemeetingshallbeadjournedtoanother
meeting.

X A meeting shall not exceed a period of 2 hours.

COMMITTEES ANDSUB-COMMITTEES

Unless the Council determines otherwise, a committee may appointa sub-committee whose terms
of reference shall be determined by the committee. The committee will notify council of the nature
of the planned sub-committee and interested councillors will notify the Chair of the committee of
their wish to be members of the sub-committee. In the event of more than 8 councillors wishing to
join the sub-committee, selection will be by vote at the next meeting of the committee responsible
for thesub-committee.

These sub-committees or working parties will report back to their lead committee.
Their recommendations will beincluded in that committee's minutes to full council.

The members of a committee may include non-councillors unless itis a committee which regulates
and controls the finances of the Council.

Unless the Council determines otherwise, allthe members of an advisory committee and a sub-
committee ofthe advisory committee may be non-councillors.

There shall be the following standing committees of the Council: Finance & Compliance Committee,
Community & Social Development Committee, Environmental Committee, Culture, Tourism &
Communication Committee, Personnel Committee and Appeals Committee

CommitteesshallreporttoCouncilatthenext Councilmeetingfollowingameeting ofthe



committee.

Committees to have a minimum of sixand a maximum of nine members excluding co-opted
persons not members of the Council.

The Council may appoint additional standing committees or other committees as may be necessary
Each committee:
shall determine their terms of reference;

i shallhold a minimum of 4 ordinary meetingsinany 12 month period excepting Personneland
Appeals which will meet as required.

ji.  shall permitacommittee, other than in respect of the ordinary meetings of a committee, to
determine the number and time of its meetings;

iv.  shalldeterminethe place, notice requirements and quorum for a meeting of a committee
and asub-committee which, inbothcases, shallbenolessthanthree;

V. shalldetermineifthe public may participate ata meeting of acommittee;

vi.  shall determineifthe publicand press are permitted to attend the meetings of a sub-
committee and also the advance public notice requirements, if any, required for the
meetings of a sub-committee;

vii.  shall determineif the public may participate at a meeting of a sub-committee that they are
permitted to attend; and

vii. ~ may dissolve a sub-committee.

iXx.  Wheretwo or more Committee or Sub-committee Meetings are held in sequence, then the
preceding meeting must close a minimum of five minutes before the time designated for the
opening of the subsequent meeting

ORDINARY COUNCILMEETINGS

Inanelection year, theannual meeting of the Council shall be held on or within 14 days following the
day on which the councillors elected take office.

Inayear whichis notan election year, the annual meeting of the Council shall be held on such day
in May as the Council decides.

Ifnoothertimeisfixed, theannual meeting of the Council shall take placeat 6pm.

Inaddition to the annual meeting of the Council, any number of other ordinary meetings may be
heldineach yearonsuch dates and times as the Council decides.

Thefirst business conducted atthe annual meeting of the Council shall be the election of the Chair
and Vice-Chair (if thereis one) of the Council.



The Chair of the Council, unless they have resigned or become disqualified, shall continue in office
and preside at the annual meeting until their successor is elected at the next annual meeting of the
Council.

The Vice-Chair of the Council if there is one, unless they have resigned or become disqualified, shall
hold office untilimmediately after the election ofthe Chairof the Council atthe nextannual
meeting of the Council.

Inanelectionyear,ifthecurrent Chairofthe Councilhasnotbeenre-electedasamemberofthe
Council, theyshallpresideattheannualmeetinguntilasuccessor Chairofthe Councilhasbeen

elected. The current Chair of the Council shall not have an original vote in respect of the election of
thenew Chairofthe Council butshall give a casting voteinthe case ofan equality of votes.

Inanelectionyear, ifthecurrent Chairofthe Councilhasbeenre-electedasa memberofthe
Council, they shall preside at theannual meeting until a new Chair of the Council has been elected.
Theymayexerciseanoriginal voteinrespect oftheelectionofthenew Chairofthe Counciland
shall give a casting votein the case of an equality of votes.

Nominations of councillors for election to the office of Chair and Vice-Chair of the Council must be
madein writing and endorsed with the consent of the candidate by 12 noon five clear days before
the AnnualMeeting.

No Councillor who has held the office of Chair for the previous two consecutive years may be
nominated forelection.

The names of those nominated for election to the office of Chair and Vice-Chair shall form part of
the Agenda for the Annual Meeting

Following the election of the Chair of the Council and Vice-Chair (if there is one) of the Council at
the annual meeting, the business shall include:

I Inanelection year, delivery by the Chair of the Council and councillors of their acceptance of
officeformsunlesstheCouncilresolvesforthistobedoneatalaterdate. Inayearwhichis
notanelectionyear, delivery by the Chairofthe Council of hisacceptance of office form
unless the Council resolves forthisto be done at a later date;

i, Election of the Chairs of the four standing committees:
Nominations for Chair of the four standing committees will be taken at the Annual Meeting
and if there is more than onenomination, electionwillbebya show of hands the
successful candidate (butnotthemarginoftheirvictory)toberecordedinthe
minutes.

ii.  No Councillor who has held the office of Chair of one of the four standing committees for
the previous two consecutive years may be nominated for election.

iv.  Review of delegation arrangements to committees, sub-committees, staff and other local
authorities;

V. Review of the terms of reference for committees;

vi.  Appointment of members of committees by the following methods;



Vil

viii.

Xi.

Xii.

xiii.

Xiv.

XV,

XVi.

(a) Councillors wishing to serve on one of the four standing committees - should indicate no
more than two committee preferences plus a reserve committee preference in writing to the
ClerkoftheCouncilnolaterthan 12 noonfivecleardaysbeforethedate ofthe Annual
Meeting of the Council; Councillors may indicate a wish to serve on the Personnel or Appeals
Committee in addition to these.

(b) Acopy of the committee preference list to be sent to each Councillor with the summons
forthe Annual Meeting;

(c) Any committee chair or vice chair listing their current committee will automatically be
appointed to that committee;

(d) All councillors’will be appointed to their first committee preferences subject to their
being sufficient places; otherwisethe places will befilled by election;

(e)Ifthereareinsufficient first preferences to bring a committee to its maximum, those
listingitastheirsecond preferencewillbeappointedsubjecttotherebeingsufficient
places; otherwise the places will befilled by election;

(f) The same procedure as above will be followed for third preference

() Councillors who are co-opted to the council between Annual Meetings can request to join
thosecommitteesthatreflecttheirinterestand expertisesolongasthereislessthanthe
maximum of 9 members already on those committees.

Appointment ofany new committeesinaccordance withstanding order4(h);
Reviewandadoptionofappropriatestandingordersandfinancial regulations;

Review ofarrangements (includinglegalagreements) with otherlocal authorities, not-for-
profit bodies and businesses;

Review of representation on or work with external bodies and arrangements for reporting
back;

Review ofinventory ofland and otherassetsincluding buildings and office equipment;
Confirmationofarrangementsforinsurancecoverinrespectofallinsurablerisks;
Review of the Council’s and/or staff subscriptions to other bodies;

Review of the Council’s complaints procedure;

Review of the Council’s policies, procedures and practices in respect of its obligations under
freedom of information and data protection legislation (see also standing orders 11, 20 and
21);

Review ofthe Council’s policy for dealing with the press/media;



xvii. Review ofthe Council’semployment policies and procedures;

xviii. Reviewofthe Council’sexpenditureincurred unders.137oftheLocal GovernmentAct 1972 or
the power of well-being.

XiX.  Determining the time and place of ordinary meetings of the Council up to and including the
next annual meeting of the Council.

XX.  Therecord of councillors’attendance at council meetings and standing committee meetings
uponwhichtheyserveshallformpart ofthe minutes ofthe Annual Meeting of Council.

EXTRAORDINARY MEETINGS OF THE COUNCIL, COMMITTEES AND SUB-COMMITTEES
TheChairofthe Council may convenean extraordinary meeting ofthe Councilatany time.

If the Chair of the Council does not 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 thetime, place and agenda for such a
meeting shall be signed by the two councillors.

The chair of acommittee [or a sub-committee] may convenean extraordinary meeting of the
committee [orthe sub-committee] atany time.

If the chair of a committee [or a sub-committee] does not call an extraordinary meeting within 7
days of having been requested to do so by 3 members of the committee [or the sub-committee],
any 3members of the committee [or the sub-committee] may convenean extraordinary meeting of
the committee [or the sub-committee].

PREVIOUS RESOLUTIONS

Aresolutionshallnotbereversed withinsixmonths excepteitherbyaspecial motion, which
requires written notice by at least 6 councillors to be given to the Proper Officer in accordance with
standing order 9, or by a motion moved in pursuance of the recommendation of a committeeora
sub-committee.

When amotion moved pursuanttostandingorder 7(a) has beendisposed of, no similar motion may
be moved for a further six months.

VOTING ONAPPOINTMENT

Where more than two persons have been nominated for a position to be filled by the Council and
none of those persons has received an absolute majority of votesin their favour, the name of the
personhavingtheleastnumberofvotesshallbestruck offthelistandafresh votetaken. This
process shall continue until a majority of votes is given in favour of one person. Atiein votes may
be settled by the casting vote exercisable by the chair ofthe meeting.
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MOTIONS FOR A MEETING THATREQUIRE WRITTEN NOTICE TO BE GIVEN TO THE PROPER
OFFICER

A motion shall relate to the responsibilities of the meeting for which it istabled and in any event
shall relate to the performance of the Council’s statutory functions, powers and obligations oran
issue which specifically affects the Council’s area or its residents.

No motion may be moved at a meeting unlessitis on the agenda and the mover has given written
notice of its wording to the Proper Officer at least 7 clear days before the meeting. Clear days do
notinclude the day of the notice orthe day of the meeting.

The Proper Officer may, before including a motion on the agenda, received in accordance with
standing order 9(b), correct obvious grammatical or typographical errorsinthe wording of the
motion.

If the Proper Officer considers the wording of a motion received in accordance with standing order
9(b)isnotclearin meaning, the motion shall be rejected until the mover of the motion re-submitsiit,
sothatitcanbeunderstood, inwriting, tothe Proper Officeratleast 5clear daysbeforethe
meeting.

Ifthewordingorsubjectofaproposed motionisconsideredimproper, theProper Officershall
consult with the chair of the forthcoming meeting or, as the case may be, the councillors who have
convened the meeting, to consider whether the motion shall beincluded in the agenda or rejected.

The decision of the Proper Officer as to whether or not to include the motion on the agenda shall be
final.

Motionsreceivedshallberecordedandnumberedintheorderthattheyarereceived.

Motions rejected shall be recorded with an explanation by the Proper Officer of the reason for
rejection.

MOTIONSATAMEETING THAT DO NOT REQUIRE WRITTEN NOTICE
Thefollowing motions maybe movedata meetingwithout written noticetothe Proper Officer:
tocorrectaninaccuracy inthe draft minutes of a meeting;
i, to move to a vote;
ii.  todeferconsideration of a motion;
iv.  toreferamotiontoa particularcommittee or sub-committee;
V. to appoint a personto preside at a meeting;

vi.  tochangetheorder of business onthe agenda;



vii.  toproceed tothe next business onthe agenda;

viii. ~ torequire a written report;

ix. toappointacommittee orsub-committee and their members;
X. to extend the time limits for speaking;

xi.  toexcludethe pressand public from a meeting in respect of confidential or other
information whichis prejudicial tothe publicinterest;

xii.  tonothearfurtherfromacouncillorora member of the public;
xii. toexcludeacouncillorormember ofthe publicfordisorderly conduct;
xiv. totemporarily suspend the meeting;

xv.  tosuspenda particularstanding order (unlessit reflects mandatory statutory orlegal
requirements);

xvi. toadjournthe meeting; or

xvii. toclose the meeting.

MANAGEMENT OFINFORMATION
See also standing order 20.

The Council shall havein place and keep under review, technical and organisational measures to
keep secureinformation (including personal data) which itholds in paper and electronicform. Such
arrangements shallinclude deciding who has access to personal data and encryption of personal
data.

TheCouncilshallhaveinplace, and keep underreview, policiesfortheretention andsafe
destruction of allinformation (including personal data) which it holds in paper and electronic form.
The Council’s retention policy shall confirm the period for which information (including personal
data) shall be retained or if this is not possible the criteria used to determine that period (e.g. the
Limitation Act1980).

Theagenda, papers that support the agenda and the minutes of a meeting shall not disclose or
otherwise undermine confidential information or personal data without legal justification.

Councillors, staff, the Council’s contractors and agents shall not disclose confidential information
or personal data without legal justification.
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DRAFT MINUTES

All draft minutes of a preceding meeting should be served on all councillors within 14 days of the
meeting to which they refer.

There shall be no discussion about the draft minutes of a preceding meeting exceptin relation to
theiraccuracy. Amotionto correctaninaccuracyinthedraft minutesshallbe movedin
accordance with standing order 10(a)(i).

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

Ifthechairofthemeetingdoesnotconsidertheminutestobeanaccuraterecord ofthemeeting
towhich they relate, they shall sign the minutes and include a paragraph in the following terms or to
the sameeffect:

either:

“The chair of this meeting does not believe that the minutes of the meeting of the ( ) held on [date]
inrespectof ( )wereacorrectrecord buttheir view wasnotupheld by the meetingandthe
minutes are confirmed as an accurate record of the proceedings.”

or
“The chair of this meeting does not believe that the minutes of the meeting of the ( ) held on [date]
inrespectof ( ) werea correctrecord and their view was upheld by the meeting.”

Subjecttostandingorder20(a)andfollowingaresolutionwhichconfirmstheaccuracyofthe
minutes of a meeting, the draft minutes or recordings of the meeting for which approved minutes
exist shall be destroyed.

CODE OF CONDUCT AND DISPENSATIONS

See also standing order 3(s).

Councillors and non-councillors with voting rights shall observe the code of conduct adopted by the
Council.

All councillors and non-councillors with voting rights shall undertake training in the code of conduct
within six months of the delivery of their acceptance of office form.

Dispensation requests shall be in writing and submitted to the standards committee of Swansea
Councilassoonaspossiblebeforethemeetingthatthedispensationisrequiredfor.

CODE OF CONDUCT COMPLAINTS

Wherethereisacomplaintbyacouncillorthatafellow councillor ornon-councillor with voting



rights has breached the Council’s code of conduct, it should be dealt with in the first instance
through the Local Resolution Process

Upon notification by Swansea Council that it is dealing with a complaint that a councillor or non-
councillor with voting rights has breached the Council’s code of conduct, the Proper Officer shall,
subjectto standing order 11, report this to the Council.

Wherethe notificationin standing order 14(b) relates to a complaint made by the Proper Officer, the
Proper Officershall notify the Chairof Council ofthisfact,andthe Chairshallnominateanother
staffmembertoassumetheduties ofthe Proper Officerinrelationtothe complaintuntilithas
been determined.

The Councilmay:

provide information or evidence where such disclosure is necessary to investigate the
complaint oris alegal requirement;

i seek information relevanttothe complaintfrom the person or body with statutory
responsibility forinvestigation of the matter;

ii.  indemnify the councillor or non-councillor with voting rights in respect of their related legal
costsandanysuchindemnityissubjecttoapprovalbyameetingofthe Council.

PROPER OFFICER

The Proper Officer shall be the Clerk or the Responsible Financial Officer/Assistant Clerk appointed
bythe Counciltoundertakethe work ofthe Proper Officer whentheProper Officeris absent.

The Proper Officer or Responsible Financial Officer/Assistant Clerk shall:
atleastthree cleardays beforea meeting of the council oracommittee:

e serveon councillors by email a signed summons confirming the time, place and the
agenda; and

e provide, inaconspicuous place, public notice of the time, place and agenda (provided
that the public notice with agenda of an extraordinary meeting of the Council convened
by councillors is signed by them) and publish electronically notice of the time and place
and, asfarasreasonablypracticable,anydocumentsrelatingtothebusinesstobe
transacted at the meeting unless they relate to business which is likely to be considered
in privateoriftheirdisclosure would be contrary toany enactment.

See standing order 3(b) for the meaning of clear days for a meeting of a full council and
standing order 3(c) forthemeaning of clear days fora meeting ofacommittee;

i subject to standing order 9, include on the agenda all motions in the order received unless a
councillorhasgivenwritten noticeatleast 5 days beforethe meeting confirming his
withdrawal ofit;
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Xil.

Xiil.

Xiv,

XV.

XVi.

convene a meeting of Council for the election of a new Chair of the Council, occasioned by a
casual vacancy in their office;

facilitateinspection ofthe minute book by local government electors;
receive and retain copies of byelaws made by otherlocal authorities;
hold acceptance of office forms from councillors;

hold a copy of every councillor’s register of interests;

assist with responding to requests made under freedom of information legislation and rights
exercisableunderdataprotectionlegislation,inaccordance withthe Council’srelevant
policies andprocedures;

liaise, as appropriate, withthe Council’s Data Protection Officer;

receive and send general correspondence and notices on behalf of the Council except where
thereis aresolution to the contrary;

assistin the organisation of, storage of, access to, security of and destruction of information
heldbytheCouncilinpaperandelectronicformsubjecttotherequirementsoffreedom of
informationand dataprotectionlegislationandotherlegitimaterequirements(e.g.the
Limitation Act 1980);

arrangeforlegal deeds to be executed;
Seealsostanding order 23;

record every planning application notified to the Council and the Council’s response to the
local planning authority ina book for such purpose;

refer a planning application received by the Council to the Chair or in his absence Vice-Chair
(ifthereis one) of the Planning Committee 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 Planning committee;

manageaccesstoinformationaboutthe Council viathe publicationscheme; and

retain custody of the seal of the Council (if there is one) which shall not be used without a
resolution to that effect.
See also standing order 23.

RESPONSIBLE FINANCIALOFFICER

The Council shall appoint the Clerk to undertake the work of the Responsible Financial Officer when
the Responsible Financial Officeris absent.

The Responsible Financial Officer/Assistant Clerk shall:
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i. arrangeor managethe promptauthorisation, approval andinstruction regarding any paymentsto
be made by the Council inaccordance with its financial regulations

ACCOUNTS AND ACCOUNTING STATEMENTS

“Proper practices”in standing orders refer to the most recent version of "Governanceand
Accountability for Local Councilsin Wales — A Practitioners’ Guide”.

All payments by the Council shall be authorised, approved and paid in accordance with the law,
proper practices and the Council’s financial regulations.

The Responsible Financial Officer shall supply to each councillor as soon as practicable after 30
June, 30 Septemberand 31 Decemberineachyearastatementtosummarise:

the Council'sreceiptsand payments (orincomeand expenditure) for each quarter;

i the Council’'saggregatereceiptsand payments (orincome and expenditure) for the yearto
date;

ii.  thebalancesforeachcommitteeheldattheendofthequarterbeingreportedand

whichincludes a comparison with the budget for the financial year and highlights any actual or
potential overspends.

As soon as possible after the financial year end at 31 March, the Responsible Financial Officer shall
provide:

i each councillor with a statement summarising the Council’s receipts and payments (or
income and expenditure) for the last quarter and the year to date for information; and

i totheCounciltheaccountingstatementsfortheyearintheformofSection 1 oftheannual
governance and accountability return, as required by proper practices, for consideration and
approval.

Theyear-end accounting statements shall be prepared in accordance with proper practices and
apply the form of accounts determined by the Council (receipts and payments orincome and
expenditure)fortheyearto 31 March. Acompleted draftannual governance and accountability
return shall be presented to all councillors at least 14 days prior to anticipated approval by the
Council. Theannual governance and accountability return of the Council, which is subject to
externalaudit, including theannual governance statement, shall be presented to the Council for
consideration and formal approval before 30 June.

FINANCIAL CONTROLS AND PROCUREMENT

The Council shall consider and approve financial regulations drawn up by the Responsible Financial
Officer, which shallinclude detailed arrangementsinrespect ofthefollowing:

the keeping of accounting records and systems of internal controls;



i, theassessment and management of financial risks faced by the Council;

iii.  theworkoftheindependentinternalauditorinaccordancewithproperpracticesandthe
receipt of regular reports from theinternal auditor, which shall be required atleast annually;

iv.  theinspectionand copying by councillors and local electors of the Council’s accounts and/or
orders of payments; and

V. subjecttostandingorders 18(e)and (f) whethercontractswithanestimatedvaluebelow
£25,000 or due to special circumstances are exempt from a tendering process or
procurement exercise .

Financialregulationsshallbereviewed regularly and atleastannually for fitness of purpose.

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

a specification for the goods, materials, services or the execution of works shall be drawn
up;

i aninvitation to tender shall be drawn up to confirm (i) the Council’s specification (ii) thetime,
dateand address for the submission of tenders (iii) the date of the Council’s written response
tothe tender and (iv) the prohibition on prospective contractors contacting councillors or
stafftoencourage orsupporttheirtenderoutsidethe prescribed process;

ii.  theinvitationtotender shallbeadvertised inalocal newspaper and inany other manner that
isappropriate;

iv.  tendersaretobesubmitted in writing in a sealed marked envelope addressed to the Proper
Officer;

V. tenders shall be opened by the Proper Officer in the presence of at least two councillors after
the deadline for submission of tenders has passed;

vi.  tendersaretobereportedtoand considered by the appropriate meeting of the Council or a
committee or sub-committee with delegated responsibility.

vii.  Tenders selected/shortlisted by a committee or sub-committee must be presented to
council for final selection and approval.

Neither the Council, nora committee or a sub-committee with delegated responsibility for
considering tenders, isboundtoacceptthe lowest valuetender.

Apublic contract regulated by the Public Contracts Regulations 2015 with an estimated valuein
excessof £181,302forapublicservice or supply contract orinexcess of £4,551,413 fora public
works contract (or otherthresholds determined by the European Commission every two yearsand
publishedintheOfficial Journalofthe EuropeanUnion(OJEU))shallcomplywiththerelevant
procurement procedures and other requirementsin the Public Contracts Regulations 2015 which
include advertisingthe contractopportunity onthe Contracts Finder websiteandin OJEU.
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Apublic contractin connection with the supply of gas, heat, electricity, drinking water, transport
services, or postal services to the public; or the provision of a port or airport; or the exploration for
orextraction of gas, oilorsolid fuel withanestimated valueinexcessof £363,424forasupply,
services or design contract; orinexcessof £4,551,413 foraworks contract; or £820,370for a social
and other specific services contract (or other thresholds determined by the European Commission
every two years and published in 0JEU) shall comply with the relevant procurement procedures and
otherrequirementsinthe Utilities Contracts Regulations 2016.

HANDLING STAFFMATTERS

A matter personal to a member of staff that is being considered by a meeting of Council OR the
Personnel committee is subject to standing order 11.

Subjecttothe Council’s policy regarding absences from work, the Council’s most senior member of
staff shall notify the chair of the Personnel committee or, if they are not available, the vice-chair of
the Personnel committee of absence occasioned by illness or other reason and that person shall
reportsuch absencetothe Personnel committee at its next meeting.

ThechairofthePersonnelcommitteeorintheirabsence, thevice-chairshalluponaresolution
conductareview ofthe performanceand annual appraisal ofthe work ofthe Clerkand the
Responsible Financial Officer/Assistant Clerk. The reviews and appraisal shall be reported in writing
and aresubjecttoapproval by resolution by the Personnel committee.

Subjecttothe Council’s policy regarding the handling of grievance matters, the Council’s most senior
member of staff (or other members of staff) shall contact the chair of the Personnel committee orin
theirabsence, thevice-chairofthe Personnel committeeinrespect ofaninformal orformal
grievancematter, andthis mattershallbereportedbackandprogressedbyresolution ofthe
Personnel committee.

Subjecttothe Council’s policy regarding the handling of grievance matters, if aninformal or formal
grievance matter raised by the Clerk or Responsible Financial Officer/Assistant Clerk relates to the
chairofthe Personnel committee, thisshallbecommunicated to vice-chairofthe Personnel
committee, which shall be reported back and progressed by resolution of the Personnel
committee.

Anypersonsresponsibleforallorpartofthe managementofstaffshalltreatasconfidential the
written records of all meetings relating to their performance, capabilities, grievance or disciplinary
matters.

Inaccordancewithstandingorder11(a), personswithlinemanagementresponsibilitiesshallhave
access to staff records referred to in standing order 19(f).

RESPONSIBILITIES TO PROVIDE INFORMATION

See also standing order 21.
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Inaccordance with freedom of information legislation, the Council shall publish informationin
accordance with its publication scheme and respond to requests for information held by the
Council.

RESPONSIBILITIES UNDER DATAPROTECTION LEGISLATION

(Belowisnotanexclusivelist).
Seealsostandingorder11.

The Council may appoint a Data Protection Officer.

The Council shall have policies and procedures in place to respond to an individual exercising
statutory rights concerning his personal data.

The Council shall have a written policy in place for responding to and managing a personal data
breach.

The Council shall keep a record of all personal data breaches comprising the facts relating to the
personal databreach, its effects and the remedial action taken.

The Council shall ensure thatinformation communicated inits privacy notice(s) isin an easily
accessible and available form and kept up to date.

The Council shall maintain a written record of its processing activities.

RELATIONS WITH THE PRESS/MEDIA

Allrequestsfromthepressorothermediaforanoral orwrittencommentorstatementfromthe
Council, its councillors or staff shall be referred to the Chair, or in their absence the Vice-chair, and
Clerk, orinhisabsencetheResponsible Financial Officer/Assistant Clerk, foraresponse.

EXECUTION AND SEALING OF LEGAL DEEDS
See also standing orders 15(b)(xii) and (xvii).
Alegaldeedshallnotbe executed on behalf ofthe Councilunless authorised by aresolution.

Subjecttostanding order 23(a), the Council’s common seal shall alone be used for sealing a deed

required by law. It shall be applied by the Proper Officer in the presence of at least two councillors
beingthechairandvice-chairoftheCouncilor,intheabsenceofoneorboth,byone/twoother
councillorsnominatedbytheChairorVice-chairwhoshallsignthedeedaswitnesses.

The above is applicable to a Council with a common seal.
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COMMUNICATINGWITHCOUNTYBOROUGHORCOUNTY COUNCILCOUNCILLORS

Aninvitation to attend a meeting of the Council shall be sent, together with the agenda, to the ward
councillor(s) ofthe City & County of Swansearepresenting thearea ofthe Council.

Unless the Council determines otherwise, a copy of each letter sent to the City & County of
Swanseashallbesenttothewardcouncillor(s) representingtheareaofthe Council.

RESTRICTIONS ON COUNCILLOR ACTIVITIES
Unless duly authorised no councillor shall:
inspectanylandand/orpremises whichthe Councilhasarightordutytoinspect; or

i issue orders, instructions or directions.

MEETINGS WITH OUTSIDE BODIES

a: Arrangements for formal meetings:

(i) Allmeetings with outside bodies mustbearranged throughthe Clerkor, in his absence, the
Responsible Financial Officer/Assistant Clerk, or, the Clerk must be notified of any meeting
arranged, andthetime, placeand attendees mustbe entered ontotheoffice calendar

(i) Atleasttwo councillors mustattend all meetings with outside bodies

(i) TheChairofthe relevant Committee/ Full Council must be informed of the meeting and may
attend if they wish

(iv) AReport of the meeting will be sent to the Chair of the relevant Committee/Full Council within
7daysofthemeetinganditwillbeincludedinthenextCommittee/Councilagenda.

b:Noreports, recommendationsoroutcomesofany meeting withoutsidebodieswillbe
considered orincluded on the agenda of any committee or council meeting if any or all of the
pointsin Standing Order 26a are not complied with.

c: Inthe eventof non-compliance with any/all of the points above, a further meeting with the
outside body will be scheduled if the relevant committee/full council considers it necessary.

STANDING ORDERS GENERALLY

Allorpartofastandingorder, exceptonethatincorporates mandatory statutoryorlegal
requirements, may be suspended by resolution in relation to the consideration ofanitem on the
agenda for a meeting.



AmotiontoaddtoorvaryorrevokeoneormoreoftheCouncil’'sstandingorders, exceptonethat
incorporates mandatory statutory orlegal requirements, shall be proposed by a special motion, the

written notice by at least 2 councillors to be given to the Proper Officer in accordance with standing
order9.

The Proper Officer shall provide a copy of the Council’s standing orders to a councillor as soon as
possible.

The decision of the chair of a meeting as to the application of standing orders at the meeting shall
be final.



