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Summary and 
Explanation 

 
 

1. THE COUNCIL’ S CONSTITUTION 
 
1.1      Cannock Chase District Council has adopted a revisedthis Constitution with 

effect from September 2008 setting out how the Council operates, how 
decisions are made and the procedures which are followed to ensure that 
these are efficient, transparent and accountable to local people.    Some of 
these processes are required by the law, while others are a matter for the 
Council to determine. 

 

 

1.2       The Constitution is divided into 50 sections Parts and Sections each of 
which set out the structure of the Council, who does what and the basic 
rules governing the Council‟s business.    More detailed procedures and codes of 
practice are provided in separate rules and protocols at the end of the document. 

 

 

1.3      The Council has  adopted this Constitution to reflect the Leader and Cabinet 
and Scrutinyexecutive arrangements it introduced after consultation and careful 
consideration of the needs of the community in order to provide effective 
leadership and the best quality of service. 

 
2. THE CONSTITUTION 
 
 

2.1       The Constitution commits the Council to managing its affairs in the 
best interest of the communities it serves.   Sections 2 to 17 explainThe 
Constitution is both the rights of citizenslegal mechanism for and description 
of how  the key parts of the Council operate.organises and does its work.   

 
3.  HOW THE COUNCIL OPERATES 
 
 

3.1       The Council is composed of 41 councillors with broadly. Elections are 
held for approximately one- third elected of councillors three years inout of 
every four.     Councillors are elected to serve for four years. Councillors are 
democratically accountable to residents in their Ward.    The overriding duty 
of councillors is to the whole community but they have  a special duty to 
their constituents including those who did not vote for them. 
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3.2       Councillors have to agree to follow a code of conduct to ensure high 
standards in the way they undertake their duties.    The Standards 
Committee trains and advises them on the code of conduct. 

 
3.3       All councillors meet together as the Council.   Meetings of the Council 

are normally open to the public.   Here councillors decide the Council‟s 
overall policies and set the budget each year.    The Council appoints a  
Leader of the Council for 4 years who may then appoint up to 9 other 
members to form the Executive called „the Cabinet‟.   The Leader can only 
be removed from office by the Council.   The Council has authorised the Leader 
to decidedecides what matters are delegated to which Cabinet or to individual 
members of the Cabinet, called Portfolio Leaders.   The Constitution 
provides for the actions and decisions of the Cabinet to be scrutinised by 
other elected councillors and for disputes to be resolved. 
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4.  HOW DECISIONS ARE MADE 
 
 

4.1       The Council (where all 41 Councillors meet as a single decision 
making body) is the most important meeting of the Authority.  Significant 
decisions affecting the District and how the District should be governed is 
decided by Council.  The Council elects the Leader of the Council and 
appoints councillors to committees, forums, and panels and allocates 
functions to these bodies.  The Council sets the Policy Framework and 
annual Budget within which the whole council should work. 

 
4.2      The Executive is the part of the Council which is responsible for 

most day-to-day decisions.   The Executive is made up of the Leader of 
the Council and a cabinetCabinet of up to 9 councillors including thea 
Deputy Leader appointed by the Leader.   Members appointed to the 
cabinet are given specific responsibilities known   as Portfolios.   These 
members are then also known as “Portfolio Leaders.   Holders”. When this 
Constitution refers to „the Cabinet‟ it means the Leader of the Council and 
the Portfolio Leadersother members of the Cabinet working together.    

 
4.3       When key decisions are to be made, these are published in the 

Cabinet‟s forward plan in so far as they can be anticipated.   Meetings of 
the Cabinet will generally be open for the public to attend except where 
personal or confidential matters are being discussed.    

 
4.4       The Cabinet has to make decisions which are in line with the 

Council‟s overall policies and budget.  If Cabinet considers a matter 
which is outside the budget or policy framework, this must be referred to 
the Council for determination. 

 
 

4.5       The Council appoints Committees to discharge its obligations and 
the. The Cabinet may also appoint Sub-Committees of the Cabinet (only)..  
Working groups may also be set 
 up from time to time to deal with specific  tasks  and to provide the  
Council and/or 

 Cabinet with information and advice. 
 
 

4.6      In addition the The Council also has  Committees which carry out a  
number of regulatory functions, including dealing with planning 
applications and licensing matters.   Meetings of these Committees are 
open to the public except where personal or confidential matters are 
being discussed. 
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5.  OVERVIEW AND SCRUTINY 
 
5.1  The Council is required to appoint anat least one Overview and Scrutiny 
Committee (oftenusually called a 

the „Scrutiny Committee‟) each year.  It holds enquiries in public into matters of 
local concern and may make reports and recommendations which advise 
the Cabinet and the Council as a whole on its policies, budget and service 
delivery and performance. 

 
5.2       The Scrutiny Committee also monitors the decisions of the Cabinet 

and can „call-in‟ a decision which has been made  by  the Cabinet but not 
yet implemented.    This enables them to consider whether the decision is 
appropriate and to make recommendations e.g. that the Cabinet 
reconsider the decision.   They may also be consulted by the Cabinet or 
the Council on forthcoming decisions and the development of policy.     
The Scrutiny Committee may set up  such Panels as  it considers 
appropriate to deal with reviews of service provision and delivery. 

 
6.  COMMUNITY FORUMS 
 
6.1       In order to give local citizens a greater say in Council affairs, a 

number of Community Forums have been created.  The areas covered by 
each Forum isare determined by the Council.  They provide an arena for 
councillors to raise matters on behalf of constituents and the public to 
raise Ward issues, concerns and problems; for the Council to carry out 
consultations; and to liaise with outside bodies.   They involve councillors 
for each Ward, Council officers and other representatives (such as the 
Police Authority) and are held in public. 

 
7. THE COUNCIL’S EMPLOYEES 
 
7.1 7.1       The Council employs staff (called „officers‟) to give advice, 

implement decisions and manage day-to-day delivery of its services.  
Certain specific officers have specific duties to ensure that the Council 
acts within the law and uses its resources wisely. 

 

 
 
 
 
 
NB.  Councillors are also referred to as “Members” . 
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PART 2 
 
 
 
 
 
 
 
 
 
 
 
 

 

SECTIONS OF THE 
CONSTITUTION 
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Section 1 
The Constitution 

 
 

1.1  POWERS OF THE COUNCIL 
 

 
The Council will exercise all its powers and duties in accordance with 
the law and this Constitution. 

 
1.2 THE CONSTITUTION 
 

This Constitution, and all its appendices, is the Constitution of the 
Cannock Chase District Council. 

District Council. 
 
1.3  PURPOSE OF THE CONSTITUTION  
 

a) The purpose of the Constitution is to: 
  
 

i) i)       enable the Council to provide clear leadership to 
the community in partnership with citizens, businesses 
and other organisations 

 
ii) ii)       support the active involvement of citizens in the 

process of local authority decision-making 
 

iii) iii) help Councillors represent their constituents more 
effectively iv)   

 
iv) enable decisions to be taken efficiently and effectively 

v)         
v) create a powerful and effective means of holding 

decision-makers to public account 
 

vi) vi)       ensure no-one will review or scrutinise a  decision 
in which they were directly involved 

 
vii) vii)     ensure that those responsible for decision making 

are clearly identifiable to local people and that they 
explain the reasons for decisions, and 

 
viii) viii)    provide a means  for improving delivery of services 

to the community 
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b)   The Council‟s role has now  developed beyond its essential objective of 

providing continuously improving services to providing leadership to the 

whole community.       This role is reflected in the Council‟s role within 
the Local Strategic Partnership whose vision is:- 

 
“By  2010  Cannock  Chase   will  have   a   vibrant  local  economy   with 
opportunities for all, in a clean, green and safe environment.” 

 
The Sustainable Community Strategy key themes are:- 

 

 

(i) to meet  the  needs  and  improve the  quality of life  of existing and 
future generations in Cannock Chase District; 

 
(ii) to develop common aims and joint priorities and co-ordinate local 

delivery of services; 
 

(iii) involve the community in the decisions which affect their lives. 

c)  This is reflected, in turn, in the Council‟s Vision : 

“By 2015, Cannock Chase District will be recognised as  a  place where 
everyone‟s lives are enriched by  a strong cultural identity, vibrant local 
economy and pride in the outstanding natural environment.” 

 
d)  The  Council‟s  strategic  objectives  are  represented  by  the  acronym  - 

C.H.A.S.E. 
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Children and Young 
People and Families 

 
 
 
 
 
 

 
Healthier Communities, 
Housing and Older People 

 
 
 
 
 
 

 
Access to Education, 
Skills and Employment 

- A place where children, 
young people and their 
families have a good start in 
life and remain healthy, safe 
from harm, achieve their 
potential in education and 
skills to make  a positive 
contribution to their 
community and become 
economically secure 

- A place where people are 
healthy, have opportunities to 
live in a decent house in a 
good environment.   Where 
people have greater choice 
and control over their own 
lives and have an active role 
in the community with 
access to the support they 
need to remain living as 
independently as they 
choose 

- A place with a thriving 
economy providing 
diverse employment 
opportunities to a 
workforce that is 
increasing its skills, 
knowledge and 
value by making the area 
more competitive and 
attractive to investors 

Safe, Strong and Cohesive 
Communities 

 
 
 
 
 
 

Environmental 
Sustainability 
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- A place where individuals, 
neighbourhoods and 
communities feel free from 
crime and anti-social 
behaviour;  where 
communities become 
stronger and the quality of 
life is improved for all 

- A place where the community 
values their local environment 
and contributes to its 
conservation, enhancement 
and management to meet the 
needs of the present without 
compromising the 
ability of future 
generations to meet their 
own needs 
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1.4  INTERPRETATION AND REVIEW OF THE CONSTITUTION 
 

a)           Where the Constitution permits the Council to choose 
between different courses of action, the Council will always 
choose the option which it considers is most appropriate to 
achieve its objectives. 

 

 
b)        Where there is any conflict between the provisions of this Constitution 

and any primary or secondary legislation or any statutory guidance, then 
statutory provisions shall prevail. 

 
c)          The Council will monitor and evaluate the operation of the 

Constitution as set out in Section 1712. 
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Section 2 
Members of the 

Council 

 
 

2.1  COMPOSITION AND ELIGIBILITY 
 
 

a)           Composition.   The Council comprises 41 Councillors 
(otherwise called Members).   One or more Councillors will be 
elected by the voters of each Ward. 

 
b)         Eligibility.   To be eligible to stand as a Councillor 

candidates must satisfy the relevant legislative criteria. 
 
2.2  ELECTION AND TERMS OF COUNCILLORS 

 
It is customary that the ordinary election of  a third (or as near as 
may be) of all Councillors will be held on the first Thursday in May 
in each year and. In every fourth year when there is a County 
Council election after there will be no regular election for Cannock 
Chase District Councillors.   The terms of office of Councillors will 
be four  years starting on the fourth day after being elected and 
finishing on the fourth day after the date of the regular election four 
years later. 
 

2.3  ROLES AND FUNCTIONS OF ALL COUNCILLORS 
 

All Councillors will: 
 

 

a) a)          collectively  be  the  ultimate  policy-makers  and  carry  
out  a  number  of strategic and corporate management 
functions; 

 
b) b)       contribute to the good governance of the area and 

actively encourage community participation and citizen 
involvement in decision making; 
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c) c)         represent their communities as „community leaders‟ 
and bring their views into the Council‟s decision-making 
process i.e. become the advocate of and for their 
communities; 

 
d) d)       participate in the governance and management of the 

Council and as necessary with other organisations and 
institutions in the District; 

 
e) e)         balance different interests identified within their Ward 

and represent the interest of the Ward as a whole; 
 
f)       deal with individual casework and act as an  advocate for 
constituents in resolving particular concerns or grievances; 
 

g)   
f) be involved in decision making; 

 
g) h)  be available to represent the Council on other bodies; 

 
h) i) maintain the highest standards of conduct and ethics. 

 
2.4  RIGHTS AND DUTIES 
 

a) a)          Councillors will have rights of access to documents, 
information, land and buildings of the Council as are 
necessary for the proper discharge of their functions and in 
accordance with the law. 

 
 

b) b)       Councillors will not make public information, which is 
confidential personal or exempt without the consent of the Council, 
or divulge information given in confidence to anyone other 
than to a Councillor or officer entitled to know it, unless done 
so in accordance with the Councillor‟s Code of Conduct.Law 

 
c) c)         For these purposes “confidential” and “exempt” 

information are defined in the Access to Information Rules in 
Part 4 of this Constitution. 

 
d) All Members of the Council will be entitled to inspect any 

document (except those available only in draft form) in the 
possession of or under the control of the Cabinet (or any of its 
committees or panels) which relates to any key decision or which 
contains material relating to any business to be transacted at a 
public meeting, unless it contains information falling within the 
categories of exempt information (See Access to Information 
Procedure Rules in Part 4). 
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2.5  CONDUCT 
 

Councillors  will at  all  times  observe  the  Members‟  Code of  
Conduct  and  the 

 Protocol for Member/Officer Relations set out in Part 5 of this 
Constitution. 

 
2.6  ALLOWANCES 
 
 

Councillors will be entitled to receive allowances in accordance with 
the Members‟ Allowances Scheme set out in Part 6 of this 
Constitution. 
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Section 3 
Citizens and the 

Council 

 
 

3.1  CITIZENS’ RIGHTS 
 
 

Citizens have the following rights. Their rights to information and to 
participate are explained in more detail in the Access to     

  
a) Information Rules in Part 4, Section.   Citizens have the right 

to : 
40 of this Constitution: 

 
a)          Voting and petitions.    Citizens on the electoral roll for the area 

have the right to vote and to start and/or sign a petition to request a 
referendum for an elected mayor form of Constitution. 

 
b)  Information.  Citizens have the right to : 

 
i)        attend meetings of the Council and its committees 

except where confidential or exempt information is 
likely to be disclosed, and that part of the meeting is 
therefore held in private; 

 
ii) ii) attend open meetings of the Cabinet; 

 
 

iii) iii)      find out from the forward plan what key 
decisions will be taken by the Cabinet and when; 

 
iv) iv)       see  reports and background papers, and any 

records of decisions made by the Council in 
accordance with the Access to Information 
Procedure Rules set out in Part 4; 

 
v) v)        inspect the Council‟s accounts and make their 

views known to the external auditor; and 
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vi) vi)  copies of public documents including this 
Constitution– a charge may be made for this. 

 
 

vii) c)         Inspect the Register of Member‟s Interests and 
other public registers during normal office hours at the 
Civic Offices Beecroft Road Cannock.  

 

b) Participation.    
 
a    Citizens have the right to attend Council meetings and 
submit  questions to Council and present deputations in 
accordance with the Council Procedure Rules (see Part 4). 
 
d) b         Citizens who are applicants or objectors to a 
planning application have a right to address the Planning 
Control Committee under the Protocol for Public Speaking 
at the Planning Control Committee in Part 4   

 
 
 
 
c      Complaints.   Citizens have the right to complain to : 

 
i) the Council itself under its complaints procedure;  

ii) (Information on how to complain may be 
obtained from Customer Services or the Council 
website); 

 
ii) the Local Government Ombudsman, having first 

used the Council‟s own complaints procedure; 
 
iii) iii) the Council‟s Monitoring Officer about a breach 

of the Councillors‟ Code of Conduct or other such 
matters; 

 
iv) iv)  their local Councillor. e)  Citizens have the right to: 

 
d) Citizens have the right to: 

 
  i) vote at local electionelections if they are registered 
 

ii) contact their local Councillor about any matters of 
concern to them iii) obtain a copy of the Constitution 

iv)       attend any meetings of the Council and its committees and the 
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Cabinet and any such Sub-Committees (except where, for 
example, personal or confidential matters are being discussed.  
This would not apply to a Working Group or Panels) 

 
v)  

iii) petition to request a referendum on a mayoral form of 
executive 

 
vi)        iv) participate in the Council‟s Community Forums 

to raise issues of concern and to provide information 
for feedback to the Cabinet 

 

 

vii)       find out, from the Cabinet‟s forward plan, what key decisions 
are to be discussed by the Cabinet or decided by the Cabinet or 
officers, and when 

 
viii)    complain to the Council about any matter for which the Council 

is responsible 

 
ix)      complain to the Local Government Ombudsman if they think the 

Council has not  followed its procedures properly.   However, 
they should only do this after using the Council‟s own complaints 
process 

 
x)       complain   to   the   Council‟s   Standards   Committee   

(through   the Monitoring Officer) if they have evidence which 
they  think shows that a Councillor has not followed the 
Councillors‟ Code of Conduct, and 

 

 

xi) inspect  the  Council‟s  accounts  and make  their views  known 
to the external auditor. 

 
 

  
3.2  CITIZENS’ RESPONSIBILITIES 
 

Citizens must not be violent, abusive, threatening or 
discriminatory to Councillors or officers and must not damage 
things owned by the Council, Councillors or officers. 

 
3.3  PLANNING COMMITTEE 

 

 

Citizens may in accordance with the relevant rules present their 
support/objections at the Planning Committee in respect of applications for 
planning consent. 

 

 



 

 

Section 4  
The Full Council 

 
 
4.1  INTRODUCTION 
 

 
The Local Government Act 2000 gives the Council responsibility for 
approving the Policy Framework and Budget.    The core statutory 
elements of the Council‟s Policy Framework are the Sustainable 
Community Strategy and the Corporate and Performance Plan. Plans.   
These are supported by  a range of policy/service plans and strategies 
all of which together form the Policy Framework. 

 
4.2  DEFINITIONS 
 

 
a)  Policy Framework.    The policy framework means the 

following plans and strategies: 
 
(i) (i) those required to be adopted by the Council in 

accordance with legislation 
 

(ii) 

(iii) 

(iv) 

The Sustainable Community Strategy 
 

Safer and Stronger Communities Strategy 
 

Plans and strategies which together comprise the 

 

 Local Development Framework 

 

(v) 
 

Asset Management Plan 

 

(vi) 
 

Licensing Policy 

 

(vii) 
 

Food Law Enforcement Service Plan 

 

(viii) 
 

Plans and  strategies which  together comprise 
Investment Programme 

 

the Housing 

 

(ix) 
 

Economic Regeneration Strategy 
 

 

(ii) The Sustainable Community Strategy 
 

(iii) The Corporate Plan and the Performance Plans 



 

 

  
(iv) Safer and Stronger Communities Strategy 

 
(v) Environmental Strategy 

 
 (vi) Plans and strategies which together comprise the 
 Local Development Framework 
 
 (vii) Asset Management Plan  
 

(viii) Licensing Policy 
 
(ix) Food Law Enforcement Service Plan 

 
(x) Plans and strategies which together comprise the 

Housing Investment Programme 
 

(xi) Economic Regeneration Strategy 
 

  
b)  Budget. The budget includes: 
 

(i) the allocation of financial resources to different services 
and projects 

(ii) proposed  contingency  funds,  i.e.  how  much  money  the  
Council should keep as a reserve 

 
(ii(iii) the council tax base, i.e. how the Council Tax should be 

fixed 
 

(iv)  setting the council tax 
 

 

(v) (v)  decisions relating to the control of the Council‟s   
borrowing requirements, i.e. when and how much it should 
borrow 

 
(vi)  the control of its capital expenditure, and 

 

 

(vii) the setting of virement limits, i.e. limits on the movement of 
money from one budget to another. 

 
c)         Housing Land Transfer.   Housing Land Transfer means the transfer of 

Council houses in the ownership of the Council for another legal entity. 
This requires the consent of the Government Minister when it relates to:- 

 
(i) a programme of disposal of 500 or more properties 

 
(ii) a change  in land ownership where the land is no longer to be used for 



 

 

Council housing purposes. 
 

(This  list  is  not exhaustive  and  may  change  in accordance  with legislation  and  as the 
Council deems appropriate). 

 
4.3  FUNCTIONS OF THE FULL COUNCIL 
 

Only the Council will exercise the following functions: 
 
a) a)  adopting and changing the Constitution or any part 
 

 

b) b)  approving or adopting the Policy Framework, and the 
Budget and 

 
c) making any application decision which is contrary to  the  Secretary  

of  State  in  respect  of  any  Housing  Land Transferapproved Policy 
Framework and/or the approved Budget 

 
c)         d) considering and approving any amendments to the Policy 

Framework and the Budget in accordance with the Budget and 
Policy Framework Procedure Rules (this does not apply where the 
Cabinet is acting in accordance with the “urgency procedure” where it can 
make urgent decisions as provided for in the Constitution)  

 
d) adopting the Council‟s code of conduct for Councillors 

 
e)         appointing electing the Leader of the Council and receiving 

notification from the Leader of the Council onof the number and 
natureidentity of the Cabinet Members and their Portfolios, and 
the identity of Cabinet Members and the Deputy Leader if a Deputy is 
to be so named 

 
f)        receiving notification from the Leader of the Opposition on the 

number and nature of the Shadow Cabinet portfolios and the 
identity of Shadow Cabinet Members 

 
g)          agreeing and/or amending the terms of reference for  

Committees, deciding on their composition and making 
appointments to them 

 
h)        appointing representatives to outside bodies in accordance with 

the provisions specified in Part 4, unless the appointment is an 
executive function or has been delegated by the Council 

 
i) adopting a Members‟ Allowance Scheme j) changing the name of the 

area  
 



 

 

j) changing the name of the area 
 

k) determining electoral matters which fall within the remit of the 
Council 

 
 

l) confirming the appointment of and removal of the three statutory 
officers, Head of Paid Service and the Monitoring Officer and 
„S.151‟ Officer (Chief Finance Officer) 

 
m) making, amending, revoking, re-enacting or adopting bylaws   

and promoting or opposing the making of local legislation 
 

n)        determining what should be undertaken by itself rather than the Cabinet, 
 and 

 
o)  all other matters which, by law, must be reserved to the 

Council.  This includes all those functions defined by either 
statute or by Section 13 in Part 3 of this Constitution as non-
executive functions.  The Council allocates these functions to 
various committees and officers in Part 3.  

 
4.4  COUNCIL MEETINGS 
 

There are three types of Council meetings : 
 
a) a)  the annual meeting b)   

 
b) ordinary meetings 

c)   
c) extraordinary meetings 

 
and they will be conducted in accordance with the Council‟s 
Procedure Rules in Part 4 of this Constitution. 

Part 4 of this Constitution. 
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Section 5  
The Role of the 
Chairman of the 

Council 

 
 

5.1 ROLE AND FUNCTION OF THE CHAIRMAN 
 
 

The Chairman and Vice-Chairman will be elected at the Annual 
Meeting of the Council. The Chairman and Vice-Chairman may 
not be members of the Executive. 
 
The Chairman of the Council and, in his/her absence, the Vice- 
Chairman, will have the following roles and functions: 
 
a) a)         the Chairman of the Council is the civic head of the 

Council and will represent the Council at such civic and 
ceremonial functions as the Council and he/she determine 
appropriate and will also act as the Council‟s ambassador 
within and outside the District 

 
b) b)        to preside over meetings of the Council so that its 

business can be carried out efficiently and effectively 
having regard to the rights of Councillors and the interests 
of the community 

 
 

c) c)        to ensure that the Council meeting is a forum for the 
debate of matters of concern to the local community and 
the place at which members determine strategic objectives, 
policies and programmes to be followed 

 
d) d)        to promote public involvement in the Council‟s 

activities 
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e) e)        to maintain the dignity of the office and at no time 
bring discredit to it or the Council 

 
f) f)       to be available for consultation on any matter upon 

which consultation with the Chairman of the Council is 
required under this Constitution. 

 
 
 
5.2  CHAIRMAN’S CHARITY & BALL 
 
 

(i) (i) The Chairman may organise, engage in or otherwise 
be involved in events for the purpose of fund raising for the 
Chairman‟s Charity Fund.   

 
(ii) (ii) The Chief Executive shall in consultation with the 

Chairman of the Council determine the distribution of the 
Chairman‟s Charity Fund. 

(iii) (iii)  The Chief Executive shall, in consultation with the 
Chairman of the Council, consider and determine all matters 
relevant to the Chairman‟s Charity Ball Event(s). 

 
(iv) (iv)  The Chief Executive shall, in consultation with the 

Chairman of the Council, consider and determine all matters 
relevant to the Council‟s Town Twinning arrangements. 

 



 

 

Section 6 
The Cabinet 

 

 

8.1 ROLE 

 
The Cabinet (acting in the capacity of an Executive) will carry out all of the Council’s functions 

which it is required to do by law or allowed to do under this Constitution.   These are identified in 

Part 3 of this Constitution. 

 
8.2 FORM AND COMPOSITION 

 
a)        The Cabinet will consist of the Leader of the Council (the Leader) together with at least 2 

but not more than 9 Councillors appointed to the Cabinet by the Leader, one of which 

shall be the Deputy Leader should the Leader so determine that a Deputy be appointed. 
 

b)        The Leader shall determine the number of Cabinet members and the nature of their 

portfolios. 

 
c)         The Leader shall report the form and composition of the Cabinet to the Annual Council 

Meeting each year and, should any changes occur during the municipal year, to the first 

available meeting of the Council thereafter. 

 
d)        The Cabinet may create such Committees (referred to as Cabinet Committees) for any 

such purposes if so deemed necessary 

 
8.3 LEADER 

 
a)        The Leader will be a Councillor elected to the position of the Leader by the Council 

usually at the first Annual General Meeting (AGM) after the previous Leader’s normal 

day of retirement as a Councillor. The Leader will hold office until the first Annual 

General Meeting (AGM) after their normal day of retirement as a Councillor or until any of 

the following events occur (if earlier): 

 
i) he/she resigns from office, or 

 
ii)         he/she  isshe is suspended  fromsuspended f r om being a Councillor  under  

Part III of the Local Government Act 2000 (as amended) (although he/she 

may resume office at the end of the period of suspension), or 

 
iii) he/she is no longer a Councillor, or 
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iv)        he/she is removed from office by resolution of the Council following consideration of a 
written motion of no confidence signed by a minimum of 25% of the membership of 

the Council, or 

 
v)         he/she  is removed  by Council  in order  to implement  a recommendation  of the 

Standards Board for England or the Council’s Standards Committee following a local 

determination. 

 
b)        If the Leader ceases to hold office under the provisions of 8.3(a)(i)-(v) above a the Council 

shall elect a new Leader either at the Council meeting at which he/she is removed or at a 

Council meeting to be called as soon as practicable. 

 
c)         For the avoidance of doubt the same Councillor may be re-elected as Leader on one or more 

occasions if the Council so wishes. 

 
d)        The Leader  shall not cease  to be a member  of the Council  on his/her  ordinary  day of 

retirement as a Councillor but shall continue to be a member during his/her term of office as 

Leader. 

 
8.4 OTHER CABINET MEMBERS 

 
a)        Other Cabinet members shall be appointed by the Leader at the AGM and shall hold office for 

such time as the Leader determines or until any of the following events occur (if earlier) : 

 
i) he/she resigns from office, or 

 
ii) he/she are suspended from being Councillors under Part III of the 

Local Government Act 2000 (although they may resume office at the end of the period 

of suspension), or 
 

iii) he/she are no longer a Councillor, or 

 
iv) he/she are removed from office, either individually or collectively,  by the Leader, or 

 
v)         he/she  are removed by Council in order to implement  a recommendation of the 

Standards Board for England or the Council’s Standards Committee following a local 

determination, or 

 
vi) the Leader for the time being ceases to hold that office. 

 
a)        For the avoidance  of doubt  the same  Councillor  may be re-appointed  on one or more 

occasions if the Leader so wishes. 

 
c)        The Leader may co-opt any such member as he/she deems appropriate to assist the Cabinet 

(or its Cabinet Committee) in its decision-making.   Such co-opted members shall not have 

voting rights and shall not constitute a ‘member’ for the purposes of a quorum.  The co-optee 
shall be an advisory appointment only. 
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8.5 DEPUTY LEADER 

 
The Leader shall appoint a member of the Cabinet as Deputy Leader who shall hold office until: 
 
a) The Leader for the time being ceases to hold that office. b) He/she resigns from the office. 

c) He/she ceases to be a member of the Cabinet. 
d) He/she is removed from that office by the Leader. 
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Section 107 
The Opposition &  
Shadow Cabinet 

 

 
 
10.1 ROLE OF SHADOW CABINET 
 

a) The role of the Shadow Cabinet shall be to oppose, 
question, challenge and support the decisions of Cabinet as 
they see fit. 

 
b) The Shadow Cabinet shall not act as a Scrutiny Committee 

or undertake a Scrutiny role as defined in the legislation. 
 
10.2 FORM AND COMPOSITION 
 

a)          Should no political group on the Council consider itself able to constitute the formal 

opposition to the Cabinet, there will be no Shadow Cabinet. 

 

b)          a) The Shadow Cabinet will consist of the Leader of the 
Opposition (Opposition Leader) together with at least 2 but 
not more than 9 Councillors appointed to the Shadow 
Cabinet by the Opposition Leader. 

 
c) b) The Opposition Leader shall determine the number 

of Shadow Cabinet members. 

 

d)           The  and shall identify lead Shadow Cabinet members to be 
the opposition spokespersons in respect of each of the 
such service areas and executive functions as he shall 
choose. 

 
c) The Opposition Leader or any one or more membersmember of 

the Shadow Cabinet will be entitled to attend and speak at 
any Cabinet meeting on giving at least 48 hours prior 
written notice to the Chief Executive. 

 
e)           d) The Leader of the Council may on giving at least 48 

hours prior written notice request the attendance at a 
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Cabinet meeting of any one or more members of the 
Shadow Cabinet. 

 
10.3  OPPOSITION LEADER 
 
 a) The Opposition Leader shall be the Leader: 
 
 

 i.       of the largest political group which does not hold any 
seats on the Cabinet, and considers itself to constitute the 
formal opposition to the Cabinet, and 

 
 ii.  who has accepted that office at a Council meeting 

 
b)         Should the person qualified under 10.3(a) not accept 

the Office there will be no Shadow Cabinet. 
 

c) The Opposition Leader shall hold that position for as long 
as  his political group fulfil the criteria in paragraphs 10.3 a) 
and/or b) or until any of the following events occur (if 
earlier) : 

 
 i.  he/she resigns from office, or 
 

ii.        he/she is suspended from being a Councillor under 
Part III of the Local Government Act 2000 (although 
he/she may resume office at the end of the period of 
suspension), or 

 
  
 iii.  he/she is no longer a Councillor, or 
 

 

iv.        he/she is removed from the position of Group Leader 
by his/her political group, or 

 
v.       he/she is removed by Council in order to implement a 

recommendation of the Standards Board for England 
or the Council’s Standards Committee following a 
local determination 

 
c)          The  Opposition  Leader  shall  report  the  form  and  

composition  of  the Shadow Cabinet to the Annual Council 
Meeting and, should any changes occur during the 
municipal year, to the first available meeting of the Council 
thereafter. 
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d)  For the  avoidance  of  doubt  the  same  Councillor  may  
be  re-elected  as 

 Opposition Leader on one or more occasions if the Council so 
wishes. 

 
 

 
10.4 OTHER SHADOW CABINET MEMBERS 
 
 

a)          Other Shadow Cabinet members shall be appointed 
from the opposition groups on the Council by the 
Opposition Leader and shall hold that position for such time 
as the Opposition Leader determines or until any of the 
following events occur (if earlier) :- 

 
 i.  they resign from office, or 

 
 

ii.        they are suspended from being a  Councillor under 
Part III of the Local Government Act 2000 (although 
he/she may resume office at the end of the period of 
suspension), or 

 
   iii.  they are no longer a Councillor, or 
 
 

iv.      they are removed from that position, either 
individually or collectively, by the Opposition Leader, 
or 

 
v.       they are removed by Council in order to implement a 

recommendation of the Standards Board for England 
or the Council’s Standards Committee following a 
local determination. 

 
 

vi.        the Opposition Leader for the time being 
ceases to hold that office following the occurrence of 
any event listed in paragraph 8.3 c) i) to v). 

 
 b)  For the avoidance of doubt the same Councillor may 

be re-appointed on one or more occasions if the 
Opposition Leader so wishes. 
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Section 149 
Officers 

 
 
149.1  MANAGEMENT STRUCTURE 
 
 

a)           General   The Council may engage such employees 
(called ‘officers’) as it considers necessary to carry out its 
functions 

 
b)        Chief Statutory Officers   The Council will engage 

persons for the following posts, who will be designated chief 
officers :. 

 
 

•  Chief Executive 

• Directors (For the purposes of this Section, ‘Directors’ includes 
the 

Deputy Chief Executive ) 
 

c)  (and Head  of Paid  Service,  ),  
 
  Monitoring Officer,  and  
 

  Chief  Finance 
 Officer  The Council will designate the following posts as shown: 

 

 

• Chief Executive Head of Paid Service 
 

 

• Director of Governance Monitoring(also referred to as the “S151 
Officer”) 

(Responsibilities in accordance 
with the Local Government 
and Housing 
Act 1989 and the Local 
Government 
Act 2000; the appointment 
to be effective from 1 June 
2007) 

• Head of Financial  
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  d) Management
 Chief Finance Officer 
(Responsibilities in accordance 
with the Local Government Act 
1972 and the Local 
Government Finance Act 
1
9
8
8
) 

 

 

Such  posts  will have  the  functions  described  in Sections  14.2 to  
14.4 below. 

 
d)        Structure     The  Head  of  Paid  Service  will  publicise  a 

description of the overall departmental structure of the Council 
showing the management structure and deployment of officers.  
of the Council. This is set out at Part 7in the Annex to this 
Section of this Constitution. 

 

14 
 
9.2  FUNCTIONS OF THE HEAD OF PAID SERVICE 
 

a)          Discharge of functions by the Council    a) The Head of 
Paid Service will report to full Council on the manner in 
which the discharge of the Council’s functions is co-
ordinated, the number and grade of officers required for the 
discharge of functions and the organisation of officers. 

 

 
b)        Restrictions on functions  The Head of Paid Service 

may not be the Monitoring Officer.  For the purposes of 
Good Governance the Head of Paid Service may not be the 
monitoring officer oris preferably not the chief finance officerChief 
Finance Officer. 

 
14c) Overall corporate management and operational 

responsibility (including overall management responsibility 
for all Officers) 

 
d) Provision of professional advice to all parties in the decision 

making process. 
 
e) Together with the Monitoring Officer, responsibility for a 

system of record keeping for all the Council’s decisions. 
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9.3   FUNCTIONS OF THE MONITORING OFFICER 
 
  In addition to the statutory functions listed in the Monitoring 
Officer Protocol in Section 44 the Monitoring Officer has the 
following functions 
 
  a)           Maintaining the Constitution    The Monitoring  

Officer will ensure that an up-to-date version of the 
Constitution is maintained and will ensure that it is widely 
available for consultation by Members, officers and the 
public. 

 
  b)        Ensuring lawfulness and fairness of decision making    

After consulting (only) with the Head of Paid Service and 
the Chief Finance Officer, the Monitoring Officer will report 
to the full Council, or to the Cabinet in relation to an 
executive function, if he or she considers that any proposal, 
decision or omission would give rise to unlawfulness or if 
any decision or omission has given rise to 
maladministration.    Such  a report will have the effect of 
stopping the proposal or decision being implemented until 
the report has been considered. 

 
 

  c)          Supporting the Standards Committee   The 
Monitoring  Officer will contribute to the promotion and 
maintenance of high standards of conduct through 
provision of support and services to the Standards 
Committee. 

 
  d)        Receiving  reports     The Monitoring  Officer  will 

receive  and  act  on reports made by investigators (internally) ethical 
standards officers and decisions of the case tribunals. 

 
e)        Conducting investigations    The Monitoring Officer will 

conduct investigations  into matters referred to him by the 
Standards  Committee Initial Assessment Panel (or Review Panel) 
(sitting as  Sub-Committees of the Standards Committee) and/or the 
ethical standards officers and make reports or recommendations in 
respect of them to the Standards Committee / Hearing Panel as 
necessary. 
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f)       Proper Officer for access to information    The 
Monitoring  Officer will ensure  that  Cabinet  decisions,  
together  with the  reasons  for those 

 decisions  and  relevant  officer reports  and  background  papers  are  
made publicly available as soon as possible. 

 
g)           e) Advising whether Cabinet decisions are 

within the budget and policy framework     The 
Monitoring Officer will advise whether decisions of the 
Cabinet are in accordance with the budget and policy 
framework. 

 
h)        Providing  advice     The Monitoring  Officer  will provide  

advice  on matters of Governance and on the scope of powers and 
authority to take decisions, maladministration, financial impropriety, 
probity and budget and policy framework issues to all Councillors. 

 
i 

  f) Restrictions on posts    
The Monitoring  Officer cannot be  the  Chief 

 Finance Officer or the Head of Paid Service. 
 
149.4  FUNCTIONS OF THE CHIEF FINANCE OFFICER 
 

a) a)          Ensuring lawfulness and financial prudence of 
decision making   After consulting only with the Head of 
Paid Service and the Monitoring Officer, the Chief Finance 
Officer will report to the full Council or to the Cabinet  in 
relation to an  executive  function and the  Council’s  
external auditor if he or  she  considers that any proposal,   
decision or course  of action will involve incurring unlawful 
expenditure, or is unlawful and is likely to cause a loss or 
deficiency or if the Council is about to enter an item of 
account unlawfully. 

 
 

b) b)        Administration of financial affairs    The Chief 
Finance Officer will have responsibility for the 
administration of the financial affairs of the Council. 

 
c) c)         Contributing to corporate management   The 

Chief Finance Officer will contribute to the corporate 
management of the Council, in particular through the 
provision of professional financial advice. 

 
a)d)  
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e) d)        Providing advice   The Chief Finance Officer will 
provide advice on the scope of powers and authority to take 
decisions, maladministration, financial impropriety, probity 
and budget and policy framework issues to all Councillors 
and will support and advise Councillors and officers in their 
respective roles. 

 
 

e)          Give financial information    The Chief Finance 
Officer will provide financial information to the media, 
members of the public and the community. 

14 
 
9.5  DUTY TO PROVIDE SUFFICIENT RESOURCES TO THE 

MONITORING OFFICER AND CHIEF FINANCE OFFICER 
 

The Council will provide the Monitoring Officer and the Chief 
Finance Officer with such officers, accommodation and other 
resources as are sufficient in the Monitoring Officer’s and the 
Chief Finance Officer’s opinions respectively to allow them to 
perform their duties. 
 

9.6  CONDUCT 
 

Officers will comply with such protocol that is specific to their role, 
the Protocol for Member/Officer Relations and the Officers’ Code 
of Conduct set out in Part 5 of this Constitution. 

 
149.7  EMPLOYMENT 
 
The recruitment,  selection and dismissal of officers will comply with the 
Human Resources Guidelines set out in Part 4 of this Constitution. 
 

 
 

 



 

 

Section 1712 
Review and 
Revision of the 

 Constitution 

 
 
1712.1 DUTY TO MONITOR AND REVIEW THE CONSTITUTION 
 
 

The Director of GovernanceMonitoring Officer will annually monitor 
and review the operation of the Constitution to ensure that the 
aims and principles of the Constitution are given full effect, and 
that the Constitution accurately reflects current law and practice. 
 

1712.2  CHANGES TO THE CONSTITUTION 
 
 

a)          Approval    Changes to the Constitution will only be 
approved by the full Council after consideration of the 
proposala report by the Monitoring Officer whether this report 
results from the annual review or the exercise of Council 
procedure Rule 24 or following a request by an Officer or 
Notice of Motion   

 
b) Where the Council has approved a document forming part 

of the Constitution such as the Members Allowance 
Scheme, Procedure rules, Codes of conduct, Delegations, 
these will be incorporated into the Constitution without 
further resort to the Council. . 

 
12.3 INTERPRETATION 
         a)       Where there is conflict between any provision of this 

Constitution and any  statutory provision the statutory 
provision will prevail. 

 



 

 

b) Wherein a meeting of the Council any meaning or 
application of any part of this Constitution is in question the 
ruling of the Chairman shall be final and not challenged. 

 
12.4 SUSPENSION  

a) The only parts of the Constitution which may be suspended 
are: 
Council Procedure Rules 
Cabinet Procedure Rules  
Finance Regulations 
Contract Procedure Rules  

  b) These may only be suspended in the case of Council or 
Cabinet Procedure Rules for the duration of the meeting and 
where at least two-thirds of members are present and only to the 
extent proportionate to the result to be achieved taking into 
account the purposes and principles of this Constitution, and only 
provided the suspension is lawful.  

 
  c)  Financial Regulations or Contract Procedure Rules may only 

be suspended to the extent needed and proportionate to the 
needs of the particular matter and with the approval of the Chief 
Financial Officer or Monitoring Officer 

 
12.5 PUBLICATION 
 

 The Chief Executive or person appointed by him for this purpose 
will ensure that copies of this Constitution are given to each 
councillor and are made available for inspection at the Council 
Offices, Libraries and at other appropriate locations. 

 
b)        Change   from  a  Leader  and  Cabinet  form  of  

executive  to alternative arrangements or a mayoral form  
The Council must take reasonable steps to consult with local electors 
and other interested persons in the area when drawing up proposals. 

  Printed copies can be purchased on payment of a reasonable 
fee. 



Section 1913 
Responsibility for Functions 

These are functions which the Council may decide should be exercised by the CabinetExecutive or by 

full Council, a Committee, Sub-Committee or officers. 
Details of the onward delegation of functions to officers are set out in the Scheme of Delegation in 

Section 38 of this Part of the Constitution 

FUNCTION  DECISION MAKING BODY MEMBERSHIP 
 

Any function under a 
local Act other than a 
function which is 
specified not to be the 
responsibility of the 
executive 

CabinetExecutive Leader and all 
members of the 
Cabinet 

 
Any function relating to 
contaminated land 

 
except where it involves 

CabinetExecutive 

a)   determining an application from a person for a 

licence, approval, consent, permission or 
registration, 

b)  direct regulation of a person (with substantial 
discretion as to the regulatory action), or 

c)   enforcement of any such licence approval, 
consent, permission or direct regulation. 

These fall within the remit of the Licensing and Public 
Protection Committee. 

 
The discharge of any 
function relating to the 

 
except where it involves 

CabinetExecutive 

control of pollution or 
the management of air 
quality 

a)   determining an application from a person for a 
licence, approval, consent, permission or 
registration, 

b)  direct regulation of a person (with substantial 
discretion as to the regulatory action), or 

c)   enforcement of any such licence approval, 
consent, permission or direct regulation. 

These fall within the remit of the Licensing and Public 
Protection Committee. 

 
The service of an 
abatement notice in 

 
except where it involves 

CabinetCouncil 

respect of a statutory a)   determining an application from a person for a 



FUNCTION DECISION MAKING BODY MEMBERSHIP  

nuisance licence, approval, consent, permission or 

registration, 
b)  direct regulation of a person (with substantial 

discretion as to the regulatory action), or 
c)   enforcement of any such licence approval, 

consent, permission or direct regulation. 
These fall within the remit of the Licensing and Public 

Protection Committee. 
 

The inspection of the 
authority's area to detect 

 
except where it involves 

CabinetCouncil 

any statutory nuisance 
 
 
 
 
 
 
 
 
 
 

 
The investigation of a 
complaint as to the 
existence of a statutory 
nuisance 

 

 
 
 
 
 
 
 
 
 

The obtaining of 
information under S.330 
of the Town and 
Country Planning Act 
1990  as to interest in 
land 

b)  determining an application from a person for a 
licence, approval, consent, permission or 
registration, 

b)  direct regulation of a person (with substantial 
discretion as to the regulatory action), or 

c)   enforcement of any such licence approval, 
consent, permission or direct regulation. 

These fall within the remit of the Licensing and Public 

Protection Committee. 
Cabinet

Council except where it involves 
c)  determining an application from a person for a 

licence, approval, consent, permission or 
registration, 

b)  direct regulation of a person (with substantial 
discretion as to the regulatory action), or 

c)   enforcement of any such licence approval, 
consent, permission or direct regulation. 

These fall within the remit of the Licensing and Public 
Protection Committee. 

CabinetExecutive 
only to the extent that it is necessary to exercise these 
powers in respect of actions which are preliminary to the 
exercise of powers to make compulsory purchase orders. 

 
The obtaining of 
particulars of persons 
interested in land under 
S.16 of the Local 
Government 
(Miscellaneous 
Provisions) Act 1976 

CabinetExecutive 

only to the extent that it is necessary to exercise these 
powers in respect of actions which are preliminary to the 
exercise of powers to make compulsory purchase orders. 
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The determination of 

appeals against a decision 
made by or on behalf of 
the authority as specified 
in Terms of Reference 

Appeals and 

Complaints Panel 

Up to 5 

members of the 
authority other 
than any 
member who 
took part in 
making the 
original decision 

 
The conducting of 
Scrutiny function in 
accordance with the 
Local Government Act 
2000 

Scrutiny Committee 
Cross-cutting (one per year) Fundamental Reviews 
undertaken by ad hoc time-limited Member Review 

Panels 

Drawn from all 
members of the 
Council 
(excluding 
members of the 
Cabinet and 
Audit and 
Governance 
Committee 
members) and 
Independent 
representatives 
as co-opted 

 
The passing of a 
resolution that Schedule 
2 of the Noise and 
Statutory Nuisance Act 
1993 should apply in the 
authority's area 

Council All members of 
the authority 

 
The appointment of any 
individual to 
a)   any office other than 

an office in which he 
is employed by the 
authority 

b)   any body other than 
the authority or a 
joint committee of 
two or more 
authorities 

c)   any committee or 
sub-committee of 
such a body 

and the revocation of any 
such appointment 

a)   the CabinetExecutive may request Council to 
recommend nominations  in connection with 
CabinetExecutive functions 

 

 
 

b)  Council in all other circumstances unless such 
appointment is directly related to the functions of a 
Committee.  In such circumstance, the relevant 
Committee shall make that appointment from the 
Committee’s membership (e.g. Scrutiny Committee 
may appoint one of its Members to the Scrutiny 
Committee (or similar body) of another organisation). 

 Leader and all 
members of the 
Cabinet 

 
All members of 
the authority 
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Section 2114 
Responsibility for 
Cabinet Functions –
Leader and Cabinet 
 
 
 

All executive functions (as defined by statute) shall be exercised by the 
Executive, i.e. the Leader and Cabinet except those specifically stated in Sections 

1 and 2 of this Part of the Constitution not to. The Leader will determine which 
executive functions will be the responsibility of the Cabinet collectively 
and which shall be the responsibility of each Portfolio Leader. Any 
executive functions not allocated to the Cabinet collectively or to a 
Portfolio Leader shall be the responsibility of the Leader. 
 
DetailsThe current allocation of onward delegationresponsibilities to the 
Cabinet and the Portfolio leaders is recorded in Section 15. 
 
The Executive may delegate any of its functions to officers of the 
Council where the law permits. The current delegations to officers are 
set out in the Scheme of Delegation inSection 31. 

Section 36 of this Part of the Constitution. 
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Section 2416 
Policy Development 

Committees  
Terms of Reference 

 

 
1.  STATUS 
 
 

1.1      The Policy Development Committees are committees of the Council 
with the purpose of undertaking policy review and development of service 
provision within the District through the performance management of the Council’s 
Priority Delivery Plans (‘PDPs’) (save the Corporate Improvement PDP).and advising the 
Executive and the Council as appropriate. They are not Scrutiny committees. 

 

 
 
2.   MEMBERSHIP AND METHOD OF APPOINTMENT 
 
2.1      All members of the Council are eligible to be members of the 

Policy Development Committees, except Cabinet members who are eligible 
only to be members of the Policy Development Committee(s) relevant to their 
Portfolio Lead responsibilities, as the role of the Committees does not include Scrutiny. 

 
 

2.2 2.2      A Policy Development Committee will comprise such Members as  are 
appointed by the Council in compliance with Section 15 and Schedule 1 of 
the Local Government and Housing Act 1989 concerning political balance.  

 
2.3 2.3      For the avoidance of doubt, the relevant Cabinet and Shadow Cabinet 

Portfolio Leader will be members of Policy Development Committee and their 
membership shall form part of the Political balance calculation. 

 
3.   CHAIRMAN  
 
3.1 3.1  The Chairman and Vice-Chairman will be appointed by Council. 
 
 

3.2 3.2      The Chairman  or Vice-Chairman  of the  Policy  Development  
Committee  will not be  a member of the Cabinet. 
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4. ATTENDANCE BY NON-MEMBERS 
 

4.1  Council Procedure Rules 6(6) and 19 will apply. 
 

4. 5.  FREQUENCY OF MEETINGS 
 
 

4.1 5.1      The meetings  of  the  Policy  Development  Committees  will be  held  
generally  every  3 months.  

 
4.2 5.2      The Chairman of  a Policy Development Committee shall, in 

consultation with the Chief Executive (or anyone duly authorised by him),  be 
entitled in exceptional circumstances and/or, in cases of urgency which cannot 
reasonably be considered at the next scheduled meeting of that Policy 
Development Committee, to convene  an additional meeting(s) of that Policy 
Development Committee. 

 
 

 
6.  NOTICE OF MEETING 
 
6.1 6.1      Prior to the meeting of a Policy Development Committee the Chief 

Executive will circulate to all Members of the Council, Agenda and Reports to 
be considered by the Policy Development Committee. 

 
 
 

7.  MINUTES OF MEETING 
 
7.1 7.1      Reports in the form of Minutes detailing recommendations and / or 

resolutions will be submitted to the Cabinet which may accept, amend or 
reject any recommendation, but not resolutions. 

 
 
 

8.  FUNCTIONS  
 
8.1  Policy Development Committees may: 
 
 

 (a) assist the Council and the Cabinet in the development of its budget 
and policy framework by in-depth analysis of policy issues; 

 
 (b)  assist the Cabinet in the development of policies as directed by the 

Cabinet; 
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 (c)  review current Council policies and consider future policy development 
falling within and arising out the scope andtheir remit of their allocated Priority 
Delivery Plan (‘PDP’) having regard for the Council’s Performance Management 
Framework; 

 
 
 
 (d) consider mechanisms to encourage and enhance community 

participation in the development of policy options and implement and/or 
recommend such mechanisms as appropriate within the scope and remit of 
the allocated PDP having regard for the Council’s Performance Management 
Framework; 

  
 (e)  question members of the Cabinet and senior Officers about issues and 

proposals that affect the area as appropriate within the scope andtheir 
remit of the allocated PDP; 

 
 (f) invite to meetings of a Policy Development Committee such individuals 

and/or representatives of organisations/public bodies as they consider 
may be able to make a contribution to their deliberations in respect of 
matters falling within the scope and remit of the allocated PDP having regard for 
the Council’s Performance Management Frameworktheir remit.; 

 
(g)  refer performance-related issues arising out of their allocated PDP to the 
Scrutiny 

(g)  Committee for further investigation; 
 

 

(h) (h)  consider       Consider matters referred to them by the other Committees or 
Cabinet. 

 
(i)       Consider any matter affecting the area or its inhabitants as appropriate 

within the  scope and remit of the allocated PDP having regard for the Council’s 
Performance Management Framework; 

 
(j) Recommend to other Policy Development Committees area of policy review that 

may (as a result of the original Policy Development Committee consideration) be 
worthy of specific examination; 

 
 
8.2  Performance manage the Priority Delivery Plans (‘PDPs’) as allocated in the 
table below: 
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POLICY DEVELOPMENT 
COMMITTEE 

PRIORITY DELIVERY PLAN 

Culture and Sport PDC Culture and Sport PDP 

Economic Development and 
Planning PDC 

Economic Development and 
Planning PDP 

Environment PDC Environment PDP 

Health and Wellbeing PDC Health and Wellbeing PDP 

Housing PDC Housing PDP 

Town Centre Regeneration PDC Town Centre Regeneration PDP 

 
8.3 i) reviewReview current  Council  policies  and  consider  future policy  

development arising from (ii) above;the PDP 
 

8.4 ii)       beBe available for consultation as required by the Council’s Performance 
Management Framework concerning any proposed changes to actions and/or 
targets set out in the relevant Priority Development Plan; 

 
8.3 5 To carry out its functions, a Policy Development Committee is entitled to 

invite any Member, Officer or representative of external bodies or 
organisations to submit written and/or oral evidence. 

 
8.4      6 The Policy Development Committees will make reports and/or 

recommendations to Cabinet council or Scrutiny as appropriate in connection 
with matters arising out of their allocated PDP and / or related performance, 
as appropriate. 

 
 
 

9.        DELEGATED POWERS 
 

 

9.1  The Policy Development Committees are empowered to deal with any functions detailed 
above. 

 
9.2  The Policy  Development  Committees  shall  be  entitled  to appoint  individuals  and  / or 

representatives of organisations as non-voting co-optees. 
 

 

For the avoidance of doubt, the Policy Development Committees shall not act in a defined scrutiny 
function but may review existing policy and its outcomes for the purposes of understanding how 
future policy should be developed. 
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POLICY DEVELOPMENT 
COMMITTEE 
 

PRIORITY DELIVERY 
PLAN 
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Section 617 
 Scrutiny Committee 

 
 
6.1 GENERAL TERMS OF REFERENCE 

1 STATUS 
 

The Council will appoint, in accordance with legislation an 
Overview & Scrutiny 

 Committee (referred to as “the Scrutiny Committee”). 
 
2 MEMBERSHIP AND METHOD OF APPOINTMENT 
 

Every Member of Cannock Chase District Council is eligible to be 
member of the Scrutiny Committee except those who are members 
of the CabinetExecutive. 

 
Membership of the Scrutiny Committee will be subject to the 
requirements as to political balance set out by Section 15 of the 
Local Government and Housing Act 1989 (as amended). 

1989 (as amended). 
 

In accordance with the Local Government Act 1972 and the Local Government 
and Housing Act 1989, a 

 

6.2 GENERAL ROLE 
The Scrutiny Committee shall be entitled to appoint individuals 
and/or representatives of organisations as non-voting co-optees 

3.   CHAIRMAN  
 
            The Chairman and Vice-Chairman will be appointed by Council. 
 
4. FREQUENCY OF MEETINGS  
 
4.1 The meetings of the Scrutiny Committee will be held generally 

every two months.  
 
4.2 The Chairman of the Scrutiny Committee shall convene additional 

meetings of the Scrutiny Committee as required to deal with „call-
ins‟ and matters referred to Scrutiny Committee which cannot 
reasonably be considered at the next scheduled meeting of the 
Scrutiny Committee.  



March 2012 Page  30  

 
 
 
4.3 The meetings of any time-limited panels or working groups set up 

by the Scrutiny Committee will be convened as their work 
programme requires.  

 
5. NOTICE OF MEETING 
 

 Prior to the meeting of the Scrutiny Committee, the Chief Executive 
will circulate to all Members of the Council, Agenda and Reports to 
be considered by the Scrutiny Committee. 
 

6.         WORK PROGRAMME AND AGENDA ITEMS 
 
6.1 The work programme of the Scrutiny Committee will be determined 

by the Committee in consultation with other stakeholders, including 
representatives from partner organisations.  
 

6.2 Any Member of the Council who wishes to do so may refer an item 
to be included on an agenda for consideration at a future meeting of 
the Scrutiny committee.  Such referrals must be in writing and 
received by the Chief Executive at least 7 working days prior to the 
date of the meeting at which the matter is to be considered. Such 
referrals must be relevant to the functions of Scrutiny Committee 
and relate to the discharge of any function of the Council.  
 

 
7. MINUTES OF MEETING 
 

 Reports detailing the recommendations will be submitted to the 
Council or the Executive, which may accept, amend or reject any 
recommendations of the Scrutiny Committee. 
Minutes will be presented to Council at the next available meeting 

 
8 ATTENDANCE BY NON-COMMITTEE MEMBERS 
 
8.1 The Scrutiny Committee may require any member of the Cabinet, the 

head of paid service, any director and/or head of service to attend before 
it to explain in relation to matters within their remit: 

 
(i) any particular decision or series of decisions;  
(ii) the extent to which the actions taken implement Council 

policy;                                                                                                            
and/or 

(iii) the performance of the service delivered 
 
and it is the duty of those persons to attend if so required. 
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8.2 The Scrutiny Committee and its panels/working groups may invite 

other people, external to the organisation, such as residents, 
stakeholders and members, officers and employees from other 
public sector organisations, to discuss issues of local concern 
and/or answer questions. 
 

 
9  LIAISON WITH CABINET AND OTHER CHAIRMEN 
 
9.1 Liaison meetings will be held between the Cabinet and the 

Chairman of the Scrutiny Committee and the Chairmen of the Policy 
Development committees as a means of facilitating communication 
between them. 

 
 
10        GENERAL ROLE 
 

The Scrutiny Committee will: 
 

 

i) exercise  the  right  to  „call-in‟  for  consideration  the  decisions 
made but not yet implemented by the Cabinet; 

 
ii(i) be available for consultation in accordance with the Budget and 

 Policy Framework Procedure Rules; 
 

 

iii) co-opt such representatives onto the Scrutiny Committee in 
accordance with (a) and (b) below: 

 
(a) as the Scrutiny Committee deems appropriate, co-opt 

such representatives onto it membership. However, such 
co-optees shall not have the right to vote and shall not 
constitute a “member” for the purposes of a 
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quorum.  The co-optee shall be an advisory 
appointment only; 

 
(b)       if the Scrutiny Committee considers it appropriate, 

co- opt the SCC Performance and Policy Sub-
Committee representative onto the Scrutiny 
Committee. The co- optee shall be an advisory 
appointment only. 

 
(iv)  performance   manage   the   Corporate   Improvement   
Priority 

Delivery Plan („PDP‟) 
 

 

(v)       (ii) review  and  scrutinise decisions made by the 
Executive  

 
(iii) review and scrutinise current  Council  policies  and  

consider future policy development particularly arising 
from 6.2 (iv) above; 

 
(vi)  be available for consultation as required by the Council‟s 

Performance Management Framework concerning any 
proposed changes to actions and/or targets set out in any 
Priority Delivery Plan(s); 

 

 

(vii)     
(iv) Review and scrutinise decisions of the Council, 

committees and officers 
 
(v) receive and review, having regard to the Council‟s 

Performance Management Framework, the Council‟s 
Annual Performance Management report; 

 
(viii)  vi) scrutinise and review, as considered 

necessary, the Council‟s community consultation, 
engagement and empowerment arrangements; 

 
(ix)    deal with any issues or matters referred to it in pursuance of 

the Local Government and Public Involvement in Health Act 
2007 as it considers appropriate (which shall include but not be 
limited to establishing a „councillor call for action‟ protocol; 

 
(x 
(vii) receive and review all matters referred to it by other 

committees Council Cabinet or Members relevant to 
the scrutiny function  
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(viii) consider any reports and/or recommendations 
received from a Policy Development Committee; 

 
(xi 
 
(ix) monitor, review and/or scrutinise: 

 
a.   the  performance  of  the  Council  and  
its  Local Strategic Partners;b.  including 
cross-cutting issues in relation to the 
discharge of the Council‟s functions; 

 
(xiiix) make   reports  and/or  recommendations  to  
Council  and/or Cabinet in connection with the discharge 
of any functions; 

 

6.3  
11 SPECIFIC FUNCTIONS 
 
 The Scrutiny Committee may: 

 
 

i)       review and scrutinise executive by the Cabinet in accordance 
with the „call-in‟ procedures set out in Part 4 (Section 
43) of this Constitution; 

 

 

i) ii)       exercise the right to „call-in‟ for consideration 
the decisions made make recommendations to but not 
yet implemented by the Cabinet and/or Council arising 
from the outcome of the scrutiny process;; (See Scrutiny 
Procedure Rules Part 4)  

 
iii)      in undertaking 6.3 i) and ii), members of the Cabinet and 

Chief Officers about their decisions, whether generally having 
regard to the District Delivery Plan, Corporate Plan, Priority 
Delivery Plans, service plans and targets over a period of time, 
or in relation to particular decisions; 

 
ii) iv)       question  and  question and gather  evidence  

from  any  person  (with  their consent) deemed 
reasonably necessary to discharge its role and 
functions. 

 
v)       consider and in its discretion support any recommendations 
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received from a Policy Development Committee to the 
Cabinet, Council, and/or the Local Strategic Partnership; 

 
vi)  As deemed necessary and appropriate: 

 
a.   : 

 
i.  cross-cutting issues in relation to the discharge of 

the Council‟s functions including the Council‟s  in 
the broadest sense; 

 
ii.  in accordance with the legislation other public 

bodies in the area (including the Local Strategic 
Partnership), invite reports (both written and 
oral) from them and invite them to address the 
Scrutiny Committee about their activities and/or 
performance; 

 
iii) iii.  the performance review and scrutinise the performance of 

the Council, Cabinet and Chief Executive, Deputy Chief 
Executive and DirectorsOfficers in relation to Council 
priorities, policy objectives, performance & partnership 
matters; performance targets and/or particular service 
areas; 

b.   
iv) question members of the Cabinet and Chief Officers 

about their performance in relation to significant 
and/or major initiatives or projects; 

 
(viii)  In discharging its performance management function: - 

 

1.  Review and scrutinise the performance of the Cabinet 
and Chief Officers in relation to performance & 
partnership matters; 

 

2.  Review and scrutinise the performance of the Council in 
relation to its performance targets and/or particular 
service areas; 

 

3. Review and scrutinise the performance of the Chase 
Community Partnership in relation to its performance 
targets as set out in the Staffordshire Local Area 
Agreement and the Sustainable Community Strategy. 

 

4. Question members of the Cabinet, Chief Officers and 
partners about their decisions and performance, whether 
generally or in comparison with service plans and targets 
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over a period of time, or in relation to particular initiatives 
or projects. 

 

v) 6.4 If the Scrutiny Committee thinks that a key decision 
has been taken which was not included in the Forward 
Plan; or the subject of the general exception procedure; 
or subject of an agreement with the Scrutiny Committee 
Chairman under the Special Urgency Cabinet Procedure 
Rule, Scrutiny Committee may, require the Cabinet to 
submit a report to the Council. 

 
 

12 PROCEEDINGS OF THE SCRUTINY COMMITTEE  
 

The Scrutiny Committee will conduct its proceedings in 
accordance with the Overview and Scrutiny Procedure Rules set 
out in Part 4 (Section 4336) of this Constitution. 
 
 

13         TIME-LIMITED PANELS 
 
13.1 The Scrutiny Committee may set up panels to consider specific cross-

cutting issues and report back on their findings.  These panels will be 
time-limited to the duration of the review. 

 
13.2  The Scrutiny Committee may also set up working groups as it 

considers  appropriate to investigate and report back on issues. 
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Section 6A18 
Health Scrutiny 

Committee 

 
 
6.1  STATUS 
 
 

 The Health Scrutiny Committee is a Committee of the Council 
with the purpose of scrutinising health provision within the District. 

 
6.2 6.2  MEMBERSHIP AND METHOD OF APPOINTMENT 
 

The Health Scrutiny Committee will comprise 7 Members of the 
Council.  Every Member of Cannock Chase District Council is 
eligible to be member of the Health Scrutiny Committee except 
those who are members of the Cabinet. 

 
 

Membership of the Health Scrutiny Committee will be subject to 
the requirements as to political balance set out by Section 15 of 
the Local Government and Housing Act 1989 (as amended). 

 
A member of Staffordshire County Council and  an Independent 
Person shall be appointed as a co-opted members to the 
Committee with full voting rights.   
 

6.3 6.3 GENERAL ROLE 
 

 The Health  Scrutiny  Committee  will review and  scrutinise  in 
accordance  with Regulsations under the Health and Social Care 
Act, 2001, matters relating to the planning, provision and 
operation of health services in the District by organisations and 
institutions charged with delivering health services in pursuance 
of the Local Authority (Overview and Scrutiny Committees Health 
Scrutiny Functions), Regulations, 2002 and associated 
legislation. The Health Scrutiny Committee will make reports and 
/ or recommendations to Council and / or Cabinet in connection 
with the discharge of its functions. 
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6.4    
6.4 PROCEEDINGS OF THE HEALTH SCRUTINY COMMITTEE 
 
 

 The Health Scrutiny Committee will conduct its proceedings in 
accordance with the Overview and Scrutiny Procedure Rules set 
out in Part 4 (Section 36) of this Constitution. 

 
 
 

. 
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Section 2519 
PLANNING CONTROL 

COMMITTEE 
 

1. STATUS 

 

1.1 1.1  The Planning Control Committee is a Committee of the 
Council.   

 

 

2. 2.  MEMBERSHIP AND METHOD OF APPOINTMENT 

 

2.1 2.1      The Committee will comprise such Members as appointed by 
the Council in compliance with Section 15 and Schedule 1 of the 
Local Government and Housing Act 1989 concerning Political 
Balance.   

 

2.2 2.2      The Council’s “Substitution Scheme  for Committees” shall 
apply, with each  political group entitled to nominate one named 
substitute 

 

 

3. 3.  CHAIRMAN AND VICE-CHAIRMAN 

 

3.1 3.1      The Chairman and Vice-Chairman of the Committee will be 
appointed by the Council in accordance with Council Procedure 
Rule 17. 

 
 

4. 4. QUORUM 

 

4.1       No business shall be dealt with at the meeting unless one 
quarter of the whole number of theat least three Members of the Committee is, 
are present. If there is no quorum, the meeting will be adjourned 
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immediately and any remaining business postponed either to a time fixed 
by the Chairman or if no time is fixed, the next meeting of the Committee.  

 

 

5.        ATTENDANCE   BY COUNCILLORS  WHO ARE  NOT MEMBERS  OF  THE 
COMMITTEE 

 

5.1  Council Procedure Rule 6(6) will apply. 
 

5.2      The Local Protocol for Planning Decision Making (Part 5, Section 4940c) provides 
the process for non-Committee Councillors to make representations at the Committee 
and those Councillors of the Committee who may have  a personal or personal and 
prejudicial interest. 

66. ATTENDANCE BY THE GENERAL PUBLIC SPEAKING TO 
COMMITTEE 

 

6.1  A copy of the protocol for public speaking adopted by this Committee, is 
attached at 

4.1 Annex A toin Part 4 of this sectionConstitution. 

77.  FREQUENCY OF MEETINGS 

 

4.2 7.1      Meetings of the Committee will be held in accordance with 
the schedule of meetings agreed by the Council and other 
arrangements regarding the calling of meetings.  

 

 

88.  AGENDA 

 

8.1 Prior to the meeting of the Committee the Chief Executive will circulate to 
Members 

4.3  Agenda and Reports to be considered by the Committee.   

 

 

99.  PROCEEDINGS 

 

9.1  The Chief Executive  (or his  nominee)  shall  be  the  Clerk to  the  
Planning  Control 

4.4  Committee. 

 

9.2      The provisions of Schedule 12 of the Local Government Act 1972, as  amended, will 
apply where appropriate. 

 

4.5 9.3  Where not already provided for above, the Council’s Procedure 
Rules listed in Council Procedure Rule 22 will apply. 
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1010.  REPORTS TO COUNCIL 

 

4.6 10.1    Reports in the form of Minutes detailing action taken will be 
submitted to the Council which may accept, amend or reject any 
recommendation but not a resolution made by the Committee in 
accordance with its delegated powers.   

 

 

1111.  FUNCTIONS 

 

11.1  To carry out the following functions in accordance with the CodeCodes of 
Conduct, Local 

 Protocols and Planning Guidance Protocols:- 

 

(i) (i)      Determining applications made under the Town  and Country 
Planning Acts (applications for planning permission, approval of 
reserved matters, listed building consent, conservation area 
consent, consent to display advertisements, certification of lawful 
use for development, approval to fell or carry out work to trees 
which are the subject of Tree Preservation Orders (TPO), 
applications for prior notification of agricultural, forestry, 
telecommunications development and demolition).) other than those 
delegated to Officers under the Scheme of Delegation to Officers 

 

(ii) (ii)     Making of comments on applications made to Staffordshire 
County Council and adjoining local planning authorities.  

 

(iii) (iii) Enforcement of planning control. 
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(iv) (iv)  The making of Tree Preservation Orders. 

 

(v) (v)       Providing “screening” and “scoping” opinions on behalf of the 
Council under the terms of the Town  and Country Planning 
(Environmental Impact Assessment) Regulations 1999.  

 

 

1212. DELEGATED POWERS 

 

12.112.1  The Committee is empowered to deal with any functions 
detailed above, other than those delegated to officers in accordance with the 
Officer Scheme of Delegation. 

 
 

1313. OTHER  MATTERS 

 

 

12.1 It is compulsory for Members of 12.1     No Committee Member can attend 
the Committee to attend before s/he has attended relevant training events in 
relation to the functions of the Committee.  
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Annex A 
 

Protocols for Public Speaking at 
the Planning Control 

Committee 
 

 

1.  INTRODUCTION 
 

1.1      If you are an applicant, or a person objecting to an application, or a representative of a 
Parish Council which has submitted an objection to an application, you may address the 
meeting of the Planning Control Committee at the time the application is first reported 
for decision. 

 

2.  PROTOCOLS 
 

2.1  Who is Entitled to Speak:- 
 

(a)       The applicant or a person representing the applicant. 
 

(b)       An objector who is acting on his or her own behalf or on behalf of  a group of 
objectors or a person representing objectors.  Normally, only one person will be 
permitted to speak on behalf of all objectors unless it can be demonstrated that 
there are significantly differing points of view that are wished to be expressed 
when  a maximum of two people will be permitted to speak. 

 

(c)       A representative of the Parish Council. 
 

2.2  Making an Application to Speak 
 

Requests to speak must be made by completing an application form obtainable from the 
Planning Control Unit at the Civic Centre.  The completed form must be delivered to 
the Civic Centre by, at the latest, 12 noon on the Friday before the meeting of the 
Planning Sub-Committee due to take place the following Wednesday.   Receipt of the 
completed form will be acknowledged in writing. 

 

2.3  Procedure following Receipt of Application to Speak 
 

If an application to speak has been received from one of the three parties, Officers will 
use their best endeavours to contact the other parties to give them an opportunity of 
speaking if they so wish.  In cases where there are a large number of objectors, it may 
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not be possible to contact everyone.  As information about speaking rights will already 
have been sent to applicants, people notified of applications and Parish Councils at an 
early stage in the processing of an application, failure to contact other parties following 
receipt of an application to speak from one of them will not invalidate the procedure. 
No contact will be made in writing at this stage. 

 

2.4  Procedure at the Meeting 
 

Applications on which there are speakers will be dealt with at the start of the meeting. 
The procedure for dealing with these applications will be as follows:- 

 

(i) The Planning Officer will give a verbal report updating the written report with 
any information received after its completion. 

 

(ii)      Speakers will be called to speak in the following order:- 
 

• objector(s); 
 

• Parish; 
 

• applicant (where applicable). 
 

(iii)     Speeches must last no longer than * TEN MINUTES.   The Committee Clerk 
will invite the speaker to sum up before the ten minute time limit is reached. 

 

(iv)  Members of the Committee may then ask questions of any of the speakers. (v) 

 The Planning Officer may then answer any points arising from the speeches. 

(vi)      The speakers will then withdraw to the public gallery and  a decision will be 
made following whatever further discussion Members of the Committee wish to 
have. 

 

N.B.   In the event of a proposal for deferment of a decision to enable a site visit by Members of 
the Committee to take place immediately prior to the next meeting of the Committee, 
speakers will be invited to decide whether they wish to defer their speeches until that time. 
Only one opportunity to speak will be allowed. 

 

* It was agreed at Annual Council on 25 May 2011 that the time limit be extended 
from five minutes to ten minutes for a temporary 12 month period. 

 

2.5  Procedure after the Meeting 
 

Speakers will be sent written notification of the Committee's decision. 
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APPLICATION TO SPEAK AT A MEETING OF 
 

THE PLANNING CONTROL COMMITTEE 
 
 
 

PLEASE READ THE NOTES BEFORE YOU COMPLETE YOUR 
APPLICATION 

(PLEASE COMPLETE IN BLOCK 
CAPITALS) 

 

 

NAME:    ADDRESS:    
 

 
 
 
 
 
 

DAYTIME TEL. NO.:    
 

FAX NO.: 
 

 
 
 
 

PURPOSE OF WISHING TO SPEAK (Tick appropriate box):- 
 

As applicant or on behalf of 

applicant As objector or on behalf 

of objector As representative of 

Parish Council 
 

 
 
 
 

DETAILS OF PLANNING APPLICATION WHICH YOU WISH TO SPEAK ON:- 
 

(i) Description:      (ii) Reference No.:  Ch/ / 
 
 
 

YOU ARE REMINDED THAT, WHEN ADDRESSING THE COMMITTEE, 
YOU MUST NOT MAKE A DEFAMATORY STATEMENT.  IF YOU DO 

MAKE A DEFAMATORY STATEMENT, ACTION MAY BE TAKEN AGAINST 
YOU. 

 
 
 

THE LENGTH OF THE SPEECH MUST NOT EXCEED FIVE 
MINUTES 
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Signature:     Date:     
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Section 2923 
Audit & 
Governance 

 Committee  
Terms of 
Reference 

 

 
 

1.  STATUS 
 

1.1       The Audit & Governance Committee is a standing committee of 
the Council with the purpose providing independent assurance of the 
adequacy of  the risk management framework and the associated 
control environment. 

 

2.  MEMBERSHIP AND METHOD OF APPOINTMENT 
 

2.1 2.1      The Committee will comprise no more than 7 Members, 
appointed by the Council in compliance with Section 15 and Schedule 
1 of the Local Government and Housing Act 1989 concerning political 
balance. 

 

2.2  The Audit & Governance Committee may not include any member of 
the Cabinet or 

2.2  Scrutiny Committee. 
 

2.3 2.3  Members will be properly trained to fulfil their role.  

 

3.  CHAIRMAN AND VICE-CHAIRMAN 
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3.1 3.1  The Chairman  and  Vice-Chairman  will be  appointed  in 
accordance  with by the Council  

Procedure Rule 17. 
 

4.  QUORUM 

 
4.1       No business shall be dealt with at the meeting unless one 

quarter of the whole number of theat least 3 Members of the Committee is 
present. If there is no quorum, the meeting will be adjourned immediately 
and any remaining business postponed either to a time fixed by the 
Chairman or if no time is fixed, the next meeting of the Committee. 

 

5.         ATTENDANCE  BY COUNCILLORSPERSONS WHO ARE NOT 
MEMBERS  OF THE COMMITTEE 

5.1  Council Procedure Rule 19 will apply. 
 

6. 5.1 The Committee may invite or allow representations from Members 
Officers members of the public and experts so far as these relate to 
the matter before them and so far as they are appropriate and 
proportionate. 

 

6 FREQUENCY OF MEETINGS 

 

6.1       Meetings of the Committee will be held in accordance with the 
schedule of meetings agreed by the Council and other arrangements 
regarding the calling of meetings. 

 

7.  AGENDA 

 

7.1 Prior to the meeting of the  Committee, the Chief Executive will 
circulate to all 
 Members of the Council, Agenda and Reports to be considered by the 
Committee will be circulated to all members of the Council. 

 

8.  PROCEEDINGS 

 

8.1  The Chief Executive (or his nominee) shall be Clerk to the Committee. 

 

8.2      The provisions of Schedule 12A of the Local Government Act 1972, as amended, 
will apply where appropriate. 
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8.3  Where not already provided for above, the Council’s Procedure Rules will apply. 
 
 
 

 

9.  REPORTS TO COUNCIL 

 

9.1       Reports in the form of Minutes detailing action taken under 
delegated powers and  recommendations will be submitted to Council 
which may accept amend or reject  any recommendation but not a 
resolution of the Committee 

 

10.  CORE FUNCTIONS 
 
10.1  Audit Activity 

 

 • Receive, but not direct, internal audit’s strategy and audit plan    

• Consider reports dealing with the management and 
performance of Internal 

  Audit 

 • Consider the level of assurance Internal Audit can give over the 
Council’s corporate governance arrangements. 

 • Consider periodic reports from Internal Audit on the main issues 
arising from their work and “fundamental” recommendations not 
implemented within a reasonable timescale, and seek assurance 
that action has been taken where necessary. 

 • Consider the final Annual Audit and Inspection letter. 
 

10.2  Regulatory Framework 

 

 • Consider the internal control environment and the level of 
assurance that may be given as to its effectiveness, to include 
the review of the Statement on Internal Control and the 
recommendation to the Council of its adoption. 

 • Satisfy itself that the authority’s assurance statements, 
including the Statement on Internal Control, properly reflect the 
risk environment and any actions required to improve it.   

 • Monitor the effectiveness of the authority’s risk management 
arrangements, including the actions taken to manage risks and to 
receive regular reports on risk management.   

 • Monitor the effective development and operation of the 
corporate governance framework in the Council and to 
recommend to the Cabinet or the Council, as appropriate, the 
actions necessary to ensure compliance with best practice. 
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 • Monitor the effectiveness of the Council’s policies and 
arrangements for anti- fraud and corruption and whistleblowing.  

 
 

 
10.3  Accounts 

 

 • Review the financial statements, external auditor’s opinion and 
reports to members, following their reporting to Council, and 
monitor management action in response to the issues raised by 
external audit.  

 
11. DELEGATED POWERS 

 

11.1  The Committee is empowered to deal with the functions detailed above. 
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      Section 3024 
Rate Relief Committee 

Terms of 
Reference 

 

 
1.  STATUS 

 
1.1  The Rate Relief Committee is a Committee of the Council. 
 
2.  MEMBERSHIP AND METHOD OF APPOINTMENT 

 
 

2.1  The Committee will comprise such Members as appointed by the 
Council in compliance with Section 15 and Schedule 1 of the Local 
Government and Housing Act 1989 concerning Political Balance. 

1989 concerning Political Balance. 
 
3.  CHAIRMAN AND VICE-CHAIRMAN 

 
 

3.1  The Chairman and Vice-Chairman of the Committee will be appointed 
in accordance with Council Procedure Rule 17. 

 
4.  QUORUM 
 
4.1         No business shall be dealt with at the meeting unless one quarter of the 

whole number of theat least 3 Members of the Committee is present. If there is 
no quorum, the meeting will be adjourned immediately and any remaining 
business postponed either to a time fixed by the Chairman or if no time is 
fixed, the next meeting of the Committee. 

 
5.  ATTENDANCE BY NON-MEMBER COUNCILLORSPERSONS WHO 

ARE NOT MEMBERS OF THE COMMITTEE 
 
5.1  Council Procedure Rule 6(6) and 19 will apply. 

 
6.  
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5.1 The Committee may receive information and representations from 
officers and members of the public so far as these relate to the matter 
before them and so far as they are appropriate and proportionate 

 
 
 
6. FREQUENCY OF MEETINGS 

 
 

6.1  Meetings of the Committee will be convened by the Chief Executive 
following consultation with the Chairman. 

 
 
7.  AGENDA 

 
7.1 Prior to the meeting of the Committee, the Chief Executive Agenda and Reports to 
be considered by the Committee will  be circulated to Members, Agenda and Reports to be 
considered by the Committee. 

 
8.  PROCEEDINGS 
 
8.1  The Chief Executive (or his nominee) shall be the Clerk to the Rate 
Relief Committee. 
 

Committee. 
 

 

8.2  The provisions of Schedule 12 of the Local Government Act 1972, as amended, 
will apply where appropriate. 

 
8.3  Where not already provided for above, the Council Procedure Rules for 

the regulation of proceedings and business will apply. 
 
9. 8. REPORTS TO COUNCIL 

 
 

989.1         Reports in the form of Minutes detailing action taken will 
be submitted to the Council  which may accept, amend or reject any 
recommendation but not a resolution made by   the Committee in 
accordance with delegated powers. 
 
10. 910. FUNCTIONS 
 
10.1  To carry out the following functions in accordance with the Scheme of Delegation 
and 

Codes of Conduct:- 
 

(i) Consider and determine applications for Discretionary Rate Relief. 
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11. DELEGATED POWERS 
 
11.1  The Committee is empowered to deal with any functions detailed above. 
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Section 3730 
 

Substitution 
Scheme for 

 Committees 
 

 

1.  Introduction 

 

1.1       In addition to appointing usual Members to Serve on 
Committees, the Council may also appoint the number of Councillors 
shown below, on the nomination of each of the Political Groups, to act 
as  the substitute members for the following Committees:- 

 

(i) (i) Planning Control Committee – one substitute for each 
political group represented on the committee 

 

(ii) (ii) Policy Development Committees – one substitute for 
each political group represented on each of the committees  

 

(iii) (iii) Overview and Scrutiny Committee - substitute for 
each political group represented on the committee 

(iv) Licensing Committee – one substitute for each political 
group represented on the committee 

 

(v) (iv)  LocalPublic Protection Committee – one substitute for 
each political group represented on the committee 

(vi) Joint Parking Committee - one– one substitute for each 
political group represented on the committee 
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1.2       The substitute members of the Planning Control Committee 
and Licensing Committee and Public Protection Committee shall 
have had the relevant training in order to qualifybefore sitting on the 
committee as a substitute member. 

 

2.  Procedure  

 

2.1       If a usual member of the Committee is unable to attend a 
meeting, she/he may make the necessary arrangements with the 
named substitute members for that Committee from that Political 
Group. 

 

2.2       The usual member will either give, or arrange for the Group 
Leader (or his/her nominee) to give, written notice (or by e-mail)  of 
the substitution to the Chief Executive at least 24 hours before the 
start of the meeting.  The Chief Executive or the Legal & Democratic 
Services Managerhis appointee will record the substitution in a book kept 
for the purpose. 

 

2.3       The effect of a valid substitution notice will be that the usual 
member will cease to be a member of the committee for the duration 
of that meeting and for the duration of  any adjournment of it.  The 
substitute member shall be  a full member of the Committee for the 
same period.  

2.4       Once a valid substitution notice has been given for a meeting 
of a Committee, it may not be revoked.  

 

2.5       All usual members and all substitute members of the 
Committee will be given notice of Committee meetings in the normal 
way.  If any substitution notices are received after the notification of 
the meeting has been  sent, the usual member who is being 
substituted for will ensure that the substitute members are made 
aware of the date and time of the meeting, and will send all 
substitute members copies of the papers for each meeting.  

 

2.6       A member who is acting as a substitute for a usual member 
who is the Chairman or Vice-Chairman of the Committee will not, by 
virtue of that substitution, be entitled to act in that capacity.  
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2.7       When a member attends a meeting as a substitute for a usual 
member, the Minutes and any report of that meeting will include the 
name of the substitute, in alphabetical order, amongst those 
attending the meeting, followed by “(substitute for)” indicating the 
name of the usual member. 

 

3.  Application 

 

3.1  The list of substitute members is to be approved by the Council 
Meeting.  

 

 



 

 

Extract from Section 31 Scheme of Delegation showing only amendment 
 
 
 
 
 
CABINET 

 

Pay and Grading Issues 

 

2.1 All pay and grading issues relating to Chief Officers will be determined by the 
Cabinet. 

 

Early Retirement and Voluntary Redundancy 
 

2.21     Any retirement, other than on the grounds of permanent ill health, where access to augmented 
service to an employee’s pension or the payment of actuarial strain is a consideration, the Cabinet 

will determine whether the augmented service will be granted or actuarial strain paid within the 
Council’s policy. 

 

2.32     Subject to paragraph 2.4 below, for any early retirement/termination or redundancy where the 
payment of actuarial strain is a consideration Cabinet approval shall first be required before any 

proposed early retirement/termination redundancy can take effect. 
 

2.43     Cabinet approval, as referred to in paragraph 2.3 above shall not be required where early 

retirement/termination or redundancy has been approved as part of the annual budget setting 

process and details of the associated costs of any proposed redundancies or early 

retirements/terminations set out in the “Savings Option Taken from the Budget” Annex of the Budget 

Statement, or other report to Council as part of the annual budget. 
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PART 4 
 

 
 

SECTION 3932 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

COUNCIL 
PROCEDURE 

RULES 
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Council Procedure 
Rules 

 
 

1.  MEETINGS OF THE COUNCIL 
 

(1)  The annual  meeting  of the  Council  must  be  held  as  provided  
by the  Local 

 Government Act 1972 on a date and at a time fixed by the Council. 
 
 

(2) (2)      Other meetings of the Council shall be held at such other 
days  as the Council may fix. 

 

(3)  An extraordinary  meeting  of the  Council  may  be  called  at  any  
time  by the 

(3)  Chairman or the Monitoring Officer.   
 

(4) (4)       An extraordinary meeting of the Council may also be called 
provided that at least 5 Members have signed a requisition to that 
effect and have passed that to the Chairman of the Council.  If, at 
the expiry of 75 clear working days from the receipt of the request 
the Chairman fails to call the requested extraordinary meeting 
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within 1410 clear working days then any 5 Members (which can be 
the same Members as made  the initial request) may call an 
extraordinary meeting of the Council to which the Proper Officer 
shall so arrange.  

(5) (5)  The date, time and place of meetings will be determined by 
the Proper Officer. (6)   

The Proper Officer will give notice to the public of the time and place of 

any 

(6)  meeting in accordance with the Access to Information Rules and 
current regulations.   The Proper Officer will send  a summons by 
post or electronic means to every member of the Council or leave it 
at their usual place of residence.  The summons will give the date, 
time and place of each meeting and specify the business to be 
transacted and will be accompanied by such reports as are 
available. 

 
 
 

2.  CHAIRMAN AND VICE-CHAIRMAN OF THE COUNCIL 
 
 

(1)        The election of the Chairman of the Council shall be the first 
business to be transacted at the annual meeting of the Council. 

 
(2)  The Council shall at the annual meeting appoint, by election, a 

Vice--Chairman. (3)   
 

The Chairman  of the  Council  shall, or if present,  preside  at  a  meeting  of the 
Council and,  if the  Chairmanhe is  absent,  the  Vice-Chairman shall,  if 
present, 

(3) preside.  If the Chairman and Vice-Chairman are absent a Member 
who is not a Member of the Executive, shall be appointed, by 
election, by those present shallto preside. 

 
(4) (4)       Any power or duty of the Chairman of the Council in relation 

to the conduct of a meeting may be exercised by the Member 
presiding at a meeting. 
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(5)        
(5) The Chairman and Vice-Chairman will hold office for the municipal 

year and shall not be removed from office unless they resign, or are 
disqualified by law from remaining as a Councillor or if there is a 
change  in the administration of the Council, whereupon a  Member 
may move that the Chairman and  Vice- Chairman be removed and 
that a new  Chairman and Vice-Chairman be nominated and 
appointed.  For the avoidance of doubt, the Chairman or Vice- 
Chairman cannot be removed by  a motion of “no confidence” or 
other similar motion.   

 

 
 
3.  QUORUM 
 
 

No business shall be dealt with at a meeting of the Council unless one 
quarter of the whole number of Members of the Council is present.  If 
there is no quorum the meeting must be adjourned immediately and any 
remaining business postponed either to a time fixed by the Chairman at 
the adjournment or if no time is fixed, the next ordinary meeting. 

 
 
 

4A.  ORDER OF BUSINESS - ANNUAL MEETING 
 

(1)       In a year when there is an ordinary election of Councillors, the Annual 
Meeting will take place within 21 days of the retirement of the outgoing 
Councillors.  In any other year, the Annual meeting will take place in 
March, April or May: 

 
(a) To elect a  person  to preside if the  Chairman or Vice-Chairman of 

the Council is not present; 
 
(b)  To elect the Chairman of the Council; 
 
(c) To appoint, by election, the Vice-Chairman of the Council; 
 
 (d)  To approve the minutes of the last meeting; 
 
(e) To receive any announcements from the Chairman and/or Head of  

the paid service;  
 
(f) To elect the Leader of the Council; 
 
(g) To receive notification from the Leader of the Council of the number 

and identity of Cabinet Members and their Portfolios. 
 
(h)  To receive the acceptance of office from the Leader of the 

Opposition; 



Page 256 May 2011 

 

 

(i) To receive notification from the Leader of the Opposition of the 
number and identity of the Shadow Cabinet Members and their 
Portfolios; 

 
(j) To appoint at least one Overview and Scrutiny Committee (referred 

to as a  Scrutiny Committee), a  Standards Committee, a  Licensing 
and Public Protection Committee, a Planning Control Committee and 
such other Committees as the Council considers appropriate; 

 

(k) To receive and adopt any changes to the Constitution and decide 
which Committees and other bodies to establish for the municipal 
year; 

 

(l) To decide the size and terms of reference for those Committees for 
the municipal year and other bodies including any such scheme for 
substitute Members; 

 

(m) To appoint the Chairman and Vice-Chairman of Committees 
provided that advance  notification of  any Political Group‟s proposed 
Chairman, Vice- Chairman and membership has been circulated by 
the Proper Officer to all Members at least 24 hours prior to the 
Annual Meeting. 

 

(n) To decide the allocation of seats to political groups in accordance 
with the current legislation; 

 

(o) To appoint to Committees those Councillors named by the Group 
Leader. 

 

(p) To appoint representatives to outside bodies provided that Group 
Leaders have submitted their nominations to the Proper Officer at 
least 48 hours prior to the commencement of the Annual Meeting.   
The submitted nominations shall be circulated to Members of the 
Council at the meeting and no amendments shall be permitted once 
the nominations are received by the Proper Officer. 

 

(q) To agree the scheme of delegation or such part of it as the 
Constitution determines it is for the Council to agree; 

 

(r) To  consider  any  other  business  set  out  in  the  notice  convening  
the meeting. 

 
(2) The order of business may be changed, insofar as it is statutorily possible, 

at the discretion of the Chairman or by motion passed without discussion.  
The motion need not be in writing. 

 
4B.  ORDER OF BUSINESS - ORDINARY MEETINGS 
 

The order of business at every meeting of the Council shall be:- 
 
(a) To choose the person to preside if the Chairman and Vice-Chairman are 

absent; 
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(b) To approve as a correct record and sign the minutes of the last meeting of 

the Council; 

 

(c) To deal with any deputations or public questions received in accordance 

with the Council's approved schemes; 

 

(d) To receive any announcements from the Chairman and/or Head of the 

paid service; 

 

(e) In the event of the Leader being removed following a vote of „no 

confidence‟ or a change  in administration, to elect a Leader of the 

Council; 

 

(f) In the event of any change to the composition of the Cabinet (including 

the Leader), to receive notification from the Leader of the Council of the 

number and identity of Cabinet Members and their Portfolios; 

 

(g) In the event of a change in the leader of the Opposition, to receive the 

acceptance of office from the Leader of the Opposition; 

 

(h) In the event of any change to the composition of the Shadow Cabinet 

(including the Leader of the Opposition), to receive notification from the 

Leader of the Opposition of the number and identity of the Shadow 

Cabinet Members and their Portfolios; 

 

(i) In the event of any change in the Chair or Vice-Chair of a Committee, to 

appoint the Chair and Vice-Chair to such Committee. 

 

(j) In the event of any change in named membership of a Committee by a 

Group Leader, to appoint the newly named Member(s). 

 

(k)  To dispose of business (if any) remaining from the last meeting;  

 

(l) To answer questions asked under Rule 8; 

 

(m) To consider reports and recommendations of the Cabinet, Committees 

and Panels; 

 

(n) To consider motions under Rule 6 in the order in which notice has been 

received; 

 

(o) To consider other business, if any specified in the summons. 

 

(p) The order of business may be changed, insofar as it is statutorily possible, 

at the discretion of the Chairman or by motion passed without discussion.  

The motion need not be in writing. 
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5.  MINUTES 
 

(1)        The Chairman will move that the minutes of the previous 
Council meeting be signed as a correct record. 

 
(2)  No discussion shall take place on these minutes, except as to their 
accuracy.  The 

 Chairman shall sign the minutes when they have been agreed. 
 

(3) (3)      Extraordinary Meetings shall not be used to sign minutes.  
Minutes of Council Meetings shall only be approved by the Annual 
Meeting or an ordinary meeting of the Council.  

 
6.  NOTICES OF MOTION 
 

(1) Delivery of Notice of Motion 
 
 

(a)    Notice of a motion other than one referred to in Rule 7 must be 
given in writing and signed by the Member(s) giving notice.  It 
must be delivered to the Proper Officer at least ten calendar7 
clear working days before the meeting of the Council at which 
it is to be considered; 

 
(b)    The Proper Officer must ensure a record is kept of notices of 

motion received.  Members are entitled to see this record. 
 

(2) Motions to be set out in Summons 
 
 

The summons to a meeting of the Council must set out motions in 
the order in which they have been received unless they have been 
withdrawn in writing or relate to a later meeting. 

 
(3) Motions not Moved 

 
 

Unless postponed with the consent of the Council a  motion in the 
summons which is not moved (by the person who  has given notice 
or a Member on his behalf) is deemed to be withdrawn. 

 
(4) Automatic Reference to Cabinet, Committee or Sub-Committee 

 
 

If the subject matter of any motion of which notice has been  duly 
given comes within the province of the Cabinet or any Committee 
or Sub--Committee, it shall formally be moved  and seconded and 
stand referred without discussion to the next (where practicable) 
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Cabinet or to such Committee or Sub--Committee or to such  other 
Committee or Sub--Committee as  the Council may determine for 

 consideration  and  report;  provided that  the  Chairman  may,  if the  
Chairman considers it convenient and conducive to the despatch of 
business, allow the motion to be dealt with at the meeting at which it 
is brought forward. 

 
(5) Scope of Motions 

 
Every motion shall be relevant to some matter in relation to which 
the Council has powers or duties or which affects the district. 

 
(6) Mover of Motion may attend Cabinet, Committee or Sub-

Committee 
 

A Member of the Council who  has moved  a motion which has been 
referred to the Cabinet or any Committee or Sub-Committee shall 
have notice of the meeting at which it is proposed to consider the 
motion.  The Member shall have the right to attend the meeting and 
if the Member attends shall have the opportunity of explaining the 
motion,speak but shall not have  a right to vote upon that motion unless 
the Member is by appointment a a Member of the Cabinet, Committee 
or Sub-Committee considering the motion. 

 
 
 

7.  MOTIONS WHICH MAY BE MOVED WITHOUT NOTICE 
 

The following motions and amendments may be moved without notice:- 
 

(1) appointment of a Chairman of the meeting at which the motion is 
made; (2) motions relating to the accuracy of the minutes; 

 
(2) motions relating to the accuracy of the minutes; 

 
(3) that an item of business specified in the summons has precedence; 

 
 

(4)        a motion by the Chairman of the Council (or Member 
presiding) that a deputation or public question be allowed in 
accordance with the approved schemes; 

 
(5)  refer the item or motion to the Cabinet or a Committee or Sub-

Committee; 
 
 

(6)       appointment of a Committee, Sub-Committee or Members 
thereof arising from an item mentioned in the summons to the 
meeting; 
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(7)      receipt of reports and  adoption of recommendations of the Cabinet, 
Committees, Sub--Committees Panels or Officers and any 
consequent resolutions; 

 
(8) that leave be given to withdraw a motion; (9) extending the time 

limit for speeches; 
 

(9) extending the time limit for speeches; 
 

(10)  amendments to motions; 
 

(11)  that the Council proceed to the next business;  
 

(12)  that the question be now put; 
 

(13)  that the debate be now adjourned;  
 

(14)  that the Council do now adjourn; 
(15)   

(15) suspending Rules in accordance with Rule 31 24; 
 
(16) (16)  the Chairman (only) may move that a  Member named under 

Rule 11 be not further heard or that he/she leaves the meeting; 
 
 

(17) (17)  giving consent of the Council where the consent of the 
Council is required by the Constitution; 

 
(18) (18)  a motion under the Local Government Act 1972 to exclude 

the public. 
 
 
 

8.  QUESTIONS BY MEMBERS 
 
 (1) On reports of the Cabinet or Committees 
 

A member of the Council may ask the Leader of the Council or 
portfolio Lead or the Chairman of a Committee any question without 
notice upon an item of the report of the Cabinet or a Committee 
when that item is being received or under consideration by the 
Council. 

 
(2) (2) Questions on notice at full Council 

 
Subject to Rule 8(4), a member of the Council may ask: 
 

 

• •        the Chairman; 

• •        a member of the Cabinet; 
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•        the  Chairman  of  any  Committee or  Sub-Committee,  

Panel  or other 

•  Body 
 

 

a question on any matter in relation to which the Council has 
powers or duties or which affects the area. 

 
 (3) Questions on notice at Committees, Sub-Committees and 

Panels 
 

Subject to Rule 8, a member of a Committee, Sub-Committee or 
Panel may ask the Chairman of it a question on any matter in 
relation to which the Council has 

 powers or duties or which affect the area and which falls within the 
terms of reference of that Committee, Sub-Committee or Panel. 

 
 (4) Notice of questions 
 

A member may only ask a question under Rule 8.(2) or 8.(3) if 
either: 
 

 

(a) (a)      they have given at least 10 calendar days notice in 
writing of the question to the Proper Officer; or 

 
(b) (b)       the question relates to urgent matters, and they have 

the consent of the Chairman of the Council to the question 
being asked provided that such request is received not less 
than four hours before the start of the meeting.   The relevant 
Portfolio Holder, Leader or Committee Chairman shall 
respond at the Council meeting.  

 
 

(5) Response 
 

 An answer may take the form of: (a)  
 

(a) a direct oral answer; 
(b)        

(b) where the desired information is in a publication of the 
Council or other published work, a reference to that 
publication; or 

 
(c) (c)       where the reply cannot conveniently be given orally, a 

written answer circulated later and within a reasonable time to 
the questioner. 
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9.  CONSIDERATION  OF  REPORTS  OF  MEETINGS  OF  THE 
 CABINET, COMMITTEES, SUB-COMMITTEES AND PANELS 

 
 
 

(1)        The minutes  of Cabinet,  Committees,  Sub-Committees,  
Community Forums and Panels shall be submitted to Council. 

 
(2)        The Chairman shall move that all such minutes be received 

and noted by Council and will call each page in turn.  
 
(3)       In respect  of their  Cabinet/Portfolio/Committee/Panel  (or  on 

behalf  of an absent Leader, Portfolio Holder or Chair) the Forum‟s 
relevant Portfolio Holder/Chair may make the Council aware of an 
item included in the minutes of the Cabinet, Committee Panel or 
Forum within their purview.  

 
 

(4)     Questions  on  matters  in  the  minutes  may  be   asked  of  the 
Leader/Chair/Portfolio Holder by Council Members and the Leader, 
relevant Chair/Portfolio Holder shall respond to the question. 

 
(5)       A Member of the Council may speak on any particular 

paragraph of the minutes at such time as  it is actually before the 
Council, whether or not the Member moved anything in relation to 
the paragraph.  All remarks shall be confined to the subject matter of 
the paragraph on which the Member speaks and the Member shall 
not, subject to Rule 10(6) be entitled to speak twice on any one 
paragraph.   

 
(6) Any recommendations of the Cabinet, Committee, Sub-Committee, 

Panel or Community Forum which requires a decision by Council 
shall be considered as a separate agenda item on the Council 
agenda.   

 
 
 
 
 
10.  RULES OF DEBATE FOR COUNCIL MEETINGS 
 
 (1)  No speeches until motion seconded 
 
 

 No  speeches may be made after the mover has moved   a proposal 
and explained the purpose of it until the motion has been seconded. 

 
 (2) Right to require motion in writing 
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 Unless notice of the motion has already been given, the Chairman 
of the Council may require it to be written down and handed to 
him/her before it is discussed. 

 
 (3) Seconder's speech 
 

 When seconding a motion or amendment, a Member may reserve 
their right to speak until later in the debate. 

 
 (4) Content and length of speeches 
 

  Speeches must be directed to the question under discussion or to a 
personal explanation or point of order.  No speech may exceed 10 
minutes without the consent of the Chairman of the Council. 

 
  (5) Only one member to stand at a time 
 

  A member when speaking shall stand and address the Chairman.  If 
two or more members rise, the Chairman shall call on one to speak; 
the other or others shall then sit.  While a member is speaking the 
other members shall remain seated, unless rising to a point of order. 

 
  (6) When a member may speak again 
 
 

  A member who has spoken on a motion may not speak again whilst 
it is the subject of debate, except:-  

 
  (a) on an amendment moved by another member; 
 

 

  (b) to move  a further amendment if the motion has been 
amended  since he/she last spoke; 

 
(c)        if his/her first speech was on an amendment moved by 

another member, to speak on  the main issue (whether or not 
the amendment on which he/she spoke was carried); 

 
 (d)  in exercise of a right of reply; 

 
(a)(d) on a point of order or personal explanation.  

 
 
 
 
 
 

 
 (7) Alteration of motion 
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  (a) A member may amend  a motion of which he/she 
has given notice with 

 the consent of the meeting.  The meeting's consent by way of a vote will 
be signified without discussion. 

 

  (b)        A member may amend  a motion which he/she has 
moved  without notice with the consent of both the meeting 
and the seconder.  The meeting's consent will be signified by 
way of a vote without discussion. 

 

 (c) Only amendments under Rule 10(7)(a) are permitted.  
 

 (8) Amendments to motions 
 

(a)       An amendment to a  motion must be relevant to the 
motion and will either be:-  

 
  (i) to  refer the  matter  to an  appropriate  body or  

individual  for consideration or reconsideration; 
 
  (ii) to leave out words; 
 
  (iii) to leave out words and insert or add others; or 

 

 (iv)     to insert or add words  
 

 as long as the effect of (ii) to (iv) is not to negate the motion.  
 

 

 (b)       Only one amendment may be moved and discussed at 
any one time.  No further amendment may be moved until the 
amendment under discussion has been disposed of in 
accordance with Rule 15. 

 
 (c)        If an  amendment  is  not  carried,  other  amendments  

to  the  original motion may be moved. 
 

  (d) If an amendment is carried, the motion as amended takes the 
place of the original motion.  This becomes the substantive 
motion to which any further amendments are moved. 

 

 (e)        After an amendment has been carried, the Chairman of 
the Council will read out the amended motion before 
accepting any further amendments, or if there are none, put it 
to the vote. 
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 (f)       No amendments to the motions may be moved in respect of 
the Council, determination of the Budgetary Framework as 
specified in Part 4, Section 41.34.  

 

(9) Withdrawal of motion 

 

 A member may withdraw a motion which he/she has moved  with 
the consent of the seconder.  No member may speak on the motion 
after the mover has withdrawn the motion. 

 

 (10)  Right of reply 

 
 

  (a) The mover of the motion (or substantive motion) has a right to 
reply at the end of the debate on the motion, immediately 
before it is put to the vote; 

  (b) If an amendment is moved, the mover of the amendment has 
the right of reply at the close of the debate on the 
amendment, but may not otherwise speak on it; 

(11) Motions which may be moved during debate 

  When  a motion is under debate, no other motion may be moved  
except the following procedural motions: 

 

  (a) to withdraw a motion;  

  (b) to amend  a motion; 

  (c) to proceed to the next business;  

   (d) that the question be now put; 

  (e) to adjourn a debate;  

  (f) to adjourn a meeting; 

  (g)  that the meeting continue beyond five hours in duration; 

 

(h) to  exclude  the  public  and  press  in  accordance  with  the  
Access  to 

(h)  Information Rules; 
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(i) (i)      to not hear further a  member named under Rule 11.3 
or to exclude them from the meeting under Rule 11.4; and 

 

  (j) a requisition for a named  vote under Rule 15.5.  

 (12)  Closure motions 

  (a)       A member may move, without comment, the following 
motions at the end of a speech  of another member: 

 

  (i) to proceed to the next business;  

  (ii) that the question be now put;  

  (iii) to adjourn a debate; or 

  (iv)  to adjourn a meeting; 

 

  (b)        If a motion to proceed to next business is seconded 
and the Chairman thinks the item has been  sufficiently 
discussed, he or she will give the mover of the motion or the 
amendment the right of reply and then put the original motion 
to the vote without further debate or discussion. 

 

  (c)        If a motion that the question be now put is seconded 
and the Chairman thinks the item has been sufficiently 
discussed, he/she will put the procedural motion to the vote 
without further debate or discussion.  If it is passed he/she 
will give the mover of the motion or the amendment the right 
of reply before putting the motion to the vote. 

 

  (d)       If a motion to adjourn the debate or to adjourn the 
meeting is seconded and the Chairman thinks the item has 
not been sufficiently discussed and cannot reasonably be so 
discussed on that occasion, he/she will put the procedural  
motion to the  vote  without  giving any  right of reply  and 
without further debate or discussion. 

 

 (e)        Items of business not dealt with prior to the meeting 
being adjourned shall be considered at the re-convened 
meeting of Council which shall take place 1014 calendar days 
following the decision to adjourn. 
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 (13)  Points of Order and Personal Explanations 

 

(a) (a)      A member may raise a point of order at any time.  The 
Chairman will hear the argument immediately.  A point of 
order may only relate to an alleged breach of these Council 
Rules of Procedure or the law.   The Member must indicate 
the rule or law and the  way in which he/she considers it has 
been broken without which the alleged breach shall be 
disregarded.  Unless the Member refers explicitly to the 
relevant Rule of Procedure or law they shall not be heard.  

(b) (b)       A Personal  Explanation  shall  be  confined  to some  
material  part  of  a former speech made by that Member 
which may have been misunderstood in the present debate 
and to provide clarification.  The ruling of the Chairman on 
these matters will be final. 

 

(c) (c)       In both (a) and (b)  above the Member must AT THE 
START of their address refer to the Rule of Procedure, law or 
matter of Personal Explanation they wish to raise.  

 

 

 
11. CONDUCT  OF MEMBERS 
 
  (1) Standing to speak 

 

   When  a member or member of the public speaks at full Council 
they must stand (unless they are disabled from doing so) and 
address the meeting through the chairman.  If more than one 
member stands, the chairman will ask one to speak and the others 
must sit.  Other members must remain seated whilst a member is 
speaking unless they wish to make  a point of order or a point of 
personal explanation. 

 

  (2)  Chairman standing 

 

   When the Chairman stands during a debate, any member speaking 
at the time must immediately stop and sit down.  The meeting must 
be silent. 
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  (3)  Member not to be heard further 

 

   If a  member  persistently  disregards  the  ruling of the  chairman  by  
behaving improperly or offensively or deliberately obstructs 
business, the Chairman at his or her absolute discretion may move 
that the member be not heard further for the remainder of that item.  
If seconded, the motion will be voted on without discussion. 

 

  (4) Member to leave the meeting 

 

   If the member continues to behave improperly after such a motion 
is carried, the chairman may move that either the member leaves 
the meeting or that the meeting is adjourned for a specified period.   
If seconded, the motion will be voted on without discussion. 

 

  (5) General disturbance 

 

If there  is  a   general  disturbance  making  orderly  business  
impossible,  the Chairman may adjourn the meeting for as long as 
he/she thinks necessary.   

 
 
 

  
12.  DISTURBANCE BY MEMBERS OF THE PUBLIC 
(1)       

(1) If a member of the public interrupts the proceedings at any meeting, 
the Chairman shall issue a warning.  If the member of the public 
concerned continues the interruption, the Chairman shall order the 
removal of that person from the Council Chamber. 

 
(2)       In case of general disturbance in any part of the Chamber open to 
the public, the 

(2)  Chairman shall order that part to be cleared. 
 
 
 

13.  SUSPENSION OF SITTING 
 

If the business of the Council be not disposed of at the expiration of the 
fifth hour after commencement of the meeting, the Chairman shall ask for 
an immediate vote to be taken of the Members present as to whether they 
desire to proceed with the remaining business.   If the  Members  decide  
to adjourn  they  shall  fix upon   a  date  when  the adjourned meeting shall 
take place or, if no date and time is fixed, the remaining business will be 
included in the agenda for the next ordinary meeting. 



Page 269 May 2011 

 

 

 

14.  RESCISSION OF RESOLUTION 
 

No motion to rescind any resolution passed by  the Council within the 
preceding six months and no motion or amendment to the same effect as 
one which has been rejected within the preceding six months shall be 
proposed unless notice is given in accordance with Rule 6 and bears the 
names of at least fourteen Members of the Council.  When any such 
motion or amendment has been disposed of by the Council it shall not be 
open to any Member to propose a similar motion within a further period of 
six months.This Rule shall not apply to motions moved following a 
recommendation of a Committee to the Council. 

 
15.   
15. VOTING 
 

(1)       Majority 

 

  Unless this Constitution provides otherwise, any matter will be 
decided by  a simple majority of those members voting and present 
in the room at the time the question was put. 

 

  (2)       Chairman's casting vote 

 

   If there are equal numbers of votes for and against, the chairman 
will have  a second  or casting  vote.   There  will be no  restriction  
on how  the  chairman chooses to exercise a casting vote. 

 

  (3)        If the Chairman chooses not to exercise their casting vote 
and an equality of vote remains, the motion shall fall.   

 

  (4)        Show of hands 
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   Unless a recorded vote is demanded the Chairman will take the 
vote by show of hands, or if there is no dissent, by the affirmation 
of the meeting. 

 

  (5)  Named vote 

 

    If, before a vote is taken, a Member so requests and is supported 
by at least six other Members (support being signified by 
Members rising in their places) then the vote on any issue must 
be by a roll call.  In this event the way each Member present 
votes or abstains as the case may be must be recorded.   

 

  (6)  Recorded Vote 

 

    Prior to the vote being taken (and where no named vote has been 
requested) at least 6 Members of Council (indicating their support 
by rising in their place) may request that the numbers of votes for, 
against and abstentions be recorded in the minutes.  

 

  (7)  Right to require individual vote to be recorded 

 

    Where any member requests it immediately after the vote is 
taken, their vote will be so recorded in the minutes to show 
whether they voted for or against the motion or abstained from 
voting. 

 

  (8) Voting on appointments 

 

 If there are more than two people nominated for any position to 
be filled and there is not a clear majority of votes in favour of one 
person, then the name of the person with the least number of 
votes will be taken off the list and  a new vote taken.  The process 
will continue until there is a majority of votes for one person. 

 

 
 
16. RECORD OF ATTENDANCE 
 

(1) Members must sign the attendance book for every meeting at 
which they are present.  This shall be the responsibility of every 
Member.  
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17.  APPOINTMENT OF CHAIRMEN AND VICE-CHAIRMEN OF 

COMMITTEES, SUB--COMMITTEES AND OTHER BODIES 
 

(1) (1)      Members shall, at the annual meeting, in conjunction with 
the appointment of Committees, Sub-Committees and other 
bodies, also appoint the Chairmen and Vice-Chairmen thereof. 

 
(2) (2)      If the Chairman and Vice-Chairman are absent from a 

meeting, a Chairman for that meeting must be appointed by the 
other Members of the Committee, Sub- Committee or other body 
present at that meeting. 

 
 
18.  PROCEEDINGS OF COMMITTEES, SUB-COMMITTEES AND OTHER 

BODIES 
 

All agenda,  reports  and  other documents  and  all  proceedings  of 
Committees,  Sub- Committees and other bodies shall be subject to the 
Access to Information provisions. 

 
 
 

19.  REPRESENTATIVES ON COMMITTEES, SUB-COMMITTEES AND 
OTHER BODIES 

 
Where a Committee, Sub-Committee or other body of the Council so 
wishes it shall, as necessary or appropriate, produce schemes to allow 
the public to attend meetings so as to: 
 
(a) (a)      make representations and/or 
 

 

(b) (b)  provide information to assist the Committee, Sub-
Committee or other body in its consideration or determination of a 
particular matter. 

 
20.  SUB-COMMITTEES 
 

The   Council   and   every   Committee   appointed   by   the   Council   
may   appoint Sub--Committees for purposes to be specified by the 
Council or Committee.   Except where powers or duties are delegated to 
a Sub--Committee by the Council or a Committee to expedite decisions 
or whose acts in pursuance of any statutory enactment need not be 
submitted to the Committee for approval, no act of a Sub--Committee 
shall have effect until approved by the Committee. 
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21. QUORUM  OF COMMITTEES, SUB-COMMITTEES AND OTHER 
BODIES 

 
 

Except where authorised by theThe Quorum of any committee or sub-
committee or Panel or other body not being Full Council, business shall not 
be transacted at a meeting unless at least one quarter of the whole number of 
Membersmembership or 3 members whichever is present.the larger.  

 

 
 
22.  RULES  TO APPLY  TO COMMITTEES,  SUB-COMMITTEES  AND 

OTHER BODIES 
 

The Council's Rules relating to Rules of Debate, Voting and Interests of Members 
Unless otherwise stated in other sections, the following Council 
Procedure Rules will apply to meetings of Committees, Sub-
Committees:- 
 4B (a) (b) (o) and (p)   Order of business 
 5 (1) and other bodies except:-(2)  Minutes 

 
(1)      that Members or officers need not stand when speaking; 
and 

 

 

(2) that Members may speak more than once with the permission of the Chairman 
of the meeting.  These Rules will not apply to the Cabinet. 

 6 (6)   Attendance of Mover of Motion of referred to 
committee 
 10 (4) (9) and (10)  Length of speech, withdrawal of notice 
and right of reply 
 11 (3) (4) and (5)  Chair‟s removal of member and adjournment 
 12   Disturbance by members of the Public  
 15   Voting 
 16   Record of attendance 
 17 (2)   Absence of Chair and Vice-Chair  
 18   Application of Access to information 
 19   Public representations 
 20   sub- committees 
 21   Quorum  

 
23.  RECORDING APPARATUS AT MEETINGS 
 

The following  provisions  shall  have  effect  at  any  meeting  of  the  
Council,  or  a 

 Committee or a Sub-Committee thereof. 
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(1)        No person shall use in the Council Chamber or room in 
which such meeting shall be held or have in the person's 
possession or control:- 

 
(a) any camera or other apparatus capable of making a 

photographic or other pictorial record for subsequent use; 
 

(b)  any radio transmitting apparatus, recording machine or 
other apparatus capable of recording speech for 
subsequent use; 

 
(c)         any mobile phone or similar application; 

 
 

(unless the previous permission of the Chairman or other person 
presiding at the meeting has been obtained which permission 
may be given subject to conditions as to user or otherwise).  
 

(2)        Any person who brings into or controls, in the Council 
Chamber or other room in which such a meeting is held, any 
apparatus referred to in paragraph (1) above and does not 
comply with the requirements of that paragraph shall be treated, 
whether the person is a Member of the Council or of the public 
(including the press), as having committed a breach of order. 

 
 
 
 
 
 

24.  VARIATION AND REVOCATION OF RULES 
 

Any motion moved, without a report, to add to, vary or revoke these Rules shall, 
when proposed and seconded, stand adjourned without discussion to the next 
ordinary meeting of the Council whereupon the Monitoring Officer will present a 
report to the Council on the proposed changes. . 

 
 
 

25. 24. SUSPENSION OF RULES 
 

The Council can suspend the provision of these Rules in respect of any 
business at the meeting at which its suspension is authorised subject to 
the Monitoring Officer advising whether or not such suspension is 
permitted in law.  However, no motion to suspend these Rules can be 
moved  without notice under Rule 6 unless at least two--thirds of the whole 
number of the Council are present.  This Rule does not apply and only to 
Rule 5 or Rulethe extent proportionate to the result to be achieved and 
provided that the suspension is lawful.   
15(5), (6) and 
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(7).26.  
 
25. RULES TO BE GIVEN TO MEMBERS 
 
 

A printed copy of these  Rules shall be  given to each  Member of the  
Council upon delivery to the Proper Officer of the Members' declaration 
of acceptance of office on the Members being first elected to the 
Council. 

 
 
 

27. 26. INTERPRETATION OF RULES 
 
 

The ruling of the Chairman of the meeting as to the construction or 
application of any of these Rules or as to any proceedings shall not be 
challenged and shall be final. 
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Scheme for Receiving 
Questions from the 
Public at the Ordinary 

Meetings of the 
Council 

 

 
(a) The public may ask questions at any ordinary meeting of the Council so 

long as:- 
 
(i) (i)      Written notice of  a question is received by the Chief 

Executive no later than midday on the Monday in the week before 
the meeting.  The question will be recorded in such  a way as can 
be inspected by any Member of the Council or a Member of the 
public. 

 
 

(ii) (ii)     Questions will be heard in the order in which notice was 
received.  The question and the name(s) of the person(s) 
attending the meeting to ask the question will be included on the 
summons for the meeting. 

 
(iii) (iii)   Every question must be about something for which the 

Council has  a responsibility or which affects the area and must 
be addressed to the Chairman of the Council.  

 
(iv) (iv)      Any questions which are not dealt with will be heard at the 

next meeting or following meetings in the order in which notice 
was received. 

 
(v) (v)       The questioner is a resident of the district or conducts their 

business within the district. 
 

(vi) (vi)      If, in the opinion of the Chairman of the Council, the subject 
of the question has not been the subject of  a question asked 
within the last six months or is on  a relevant issue or matter 
arising from that question. 
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(b)        Public  questions  shall  be   the  first  item  on  the  Council  
Meeting  Agenda  after confirmation of the Minutes of the previous 
meeting and any statutory business to be transacted. 

 
(c) (c)       If the questioner is not present in person to ask the question, then 

the question will not be dealt with. 
 

(d) (d)       The questioner shall ask   the question as submitted and shall not 
otherwise address the meeting. 

(e)   

The Chairman of the Council will then call upon the Council Leader, or 
appropriate 

(e)  Portfolio Leader to reply. 
 
 
 

(f) (f) There will be no debate on either the question or the reply. 
 
(g) (g)       One supplementary question as  a  response to the reply to the 

first question will be permitted to which a reply may also be given.  No 
further question or debate will be allowed on the matter. 
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Scheme for Receiving 
Deputations at the 
Ordinary Meetings of 
the Council 
 
(a) Deputations may be received at any ordinary Council meeting of the 

Council so long as:- 
 
 (i)       Written notice of a deputation is received by the Chief Executive 

no later than midday on the Monday in the week before the 
meeting.  It must give the subject of the deputation and will be 
recorded in such  a way as can  be  inspected by Members of the 
Council and Members of the public. 

 
(ii) (ii)     Deputations  will be  heard  in the  order in which notice  was  

received.   The name(s) of the organisation(s) or person(s) 
attending and the subject of every deputation will be included on 
the summons for the meeting. 

 
(iii) (iii)    Every deputation must be about something for which the 

Council has a responsibility or which affects the area. 
 

(iv) (iv)      Any deputations which are not dealt with will be heard at 
the next meeting or following meetings in the order in which 
notice was received. 

 
(v) (v)       There can be no more than five people in a  deputation all 

of whom shall be residents of the district or conducts their 
business within the district.  Two of these may speak and the 
speeches, including the reading of any written material must not 
last longer than five minutes. 

 
(vi) (vi)      The subject of the deputation has  not been the subject of  

a Council decision made within the last six months or is on a 
relevant issue or matter arising from that decision. 

 
(b) (b)       Deputations shall be the first item on the Council Meeting Agenda 

after confirmation of the Minutes of the previous meeting and any 
statutory business to be transacted. 
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(c) (c)       After  a  deputation  has  addressed  the  Council,  Members  of  
the  Council  may  ask questions of the deputation.  Questions and 
answers must not last longer than ten minutes in total. 

 

(d)       
(d) If at the conclusion of questions and answers it is considered the 

subject matter should be discussed by the Council at that meeting a  
Member may move 'That the subject matter of the deputation be 
discussed' whereupon the Chairman shall put the motion without further 
discussion.  If the motion is carried, the subject matter shall be 
discussed at the conclusion of any other non-confidential business on 
the agenda.  However, if the subject matter is such that it introduces an 
item of business not included in the agenda it shall not be considered 
unless the Chairman of the meeting under the Local Government 
(Access to Information) Act 1985, by reason of special circumstances, 
which shall be specified in the Minutes, is of the opinion that the item 
should be considered at the meeting as a matter of urgency. 

 
 

(e) (e)       If the subject matter is not discussed as aforesaid at the Council 
meeting, the matter shall stand referred to the  Cabinet  or the  
appropriate Committee or Sub-Committee for consideration. 
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SECTION 4033 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

A    ACCESS TO INFORMATION 

PROCEDURE RULES 

 

B EXECUTIVE DECISION MAKING 

RULES – KEY DECISIONS 
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Access to Information 
 

Procedure Rules 
 
 

1. 1.  SCOPE 

 

1.1 These rules apply to all meetings of the Council, its Committees, Select Sub-
Committees or 

1.1  Panels and to meetings of the Cabinet (together called meetings). 

 

 

1.2 2.  For the avoidance of doubt none of these rules apply to informal 
meetings or to the Shadow Cabinet or to Forums 

2. ADDITIONAL RIGHTS TO INFORMATION 

 

2.1 These rules do not affect any more specific rights to information contained 
elsewhere in this 

2.1  Constitution or the law. 

 

 

3.  RIGHTS TO ATTEND MEETINGS 
 

3.1 Members of the public may attend all meetings subject only to the exceptions in these Rules. 
 

 

3. 4.  NOTICES OF MEETING 

 

3.1 4.1      The Council will give at least five clear days notice of any meeting by 
posting details of the meeting at the Civic Offices, Beecroft Road, Cannock, 
Staffs WS11 1BG (“the Civic Offices”). 

 

 

4. 5.  ACCESS TO AGENDA AND REPORTS BEFORE THE 
MEETING 
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4.1 5.1      The Council will make copies of the agenda and  reports which are 
open to the public available for inspection at the Civic Offices at least five 
clear days before the meeting.  If an item is added to the agenda later, the 
revised agenda will be open to inspection from the time the item was added 
to the agenda.  Where reports are prepared after the summons has been 
sent out, any such report will be made  available to the public as  soon as  the 
report is completed and sent to Members.   

 

 

4.2 6.  Where an executive member or officer receives a report which 
he intends taking into consideration when he makes a key decision he will 
ensure that report is made available for public inspection for at least 5 clear 
days. (see Rule 16)   

4.3 Planning Applications (whether or not delegated to the Planning Control 
Committee) and the planning files also constitute the Planning Register open 
to public inspection during normal office hours by appointment.   

 

5. SUPPLY OF COPIES 

 

5.1 6.1 The Council will (Subject to Rule 11) supply copies of: 

 

a) a) any agenda and reports which are open to public inspection; 
and 

 

b) b)  any further statements or particulars necessary to indicate the 
nature of the items in the agenda 

to any person on payment of a charge for postage and any other costs.  Copies 

of items (a) and (b) above shall be provided electronically, free of charge.  
 

 

6. 7.  ACCESS TO MINUTES ETC AFTER THE MEETING 

 

6.1 7.1      The Council will make available, as soon as reasonably practicable 
after a meeting or decision to which this rule applies has been taken, copies 
of the following: 

 

a) a)        the minutes of any meeting (or records of executive and/or key 
decisions taken, whether by  an individual decision taker or 

Cabinet1),Cabinet (Rule 16)), excluding any part of the minutes of 
proceedings when the meeting was not open to the public or which 
disclose exempt or confidential information; and 
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b) b)          a summary of any proceedings not open to the public where the 
minutes open to inspection would not provide a reasonably fair and 
coherent record 

 

and shall make arrangements to keep themthe minutes, agendas, records 
and reports, so far as these were open to the public, available for six years 
after the date of the meeting or the date of the decision as appropriate 

 

7.2  For six years following a meeting, the Council will also make arrangements to keep available: 
 

a) the agenda for the meeting; and 
 

b)  reports relating to items when the meeting was open to the public. 
 

 

7. 8. BACKGROUND  PAPERS  

List of background papers 

7.1 8.1      The Lead Officer2Officer1 responsible for the preparation of a report will 
set out in it a list of those documents (called background papers) relating to 
the subject matter of the report which in his/her opinion: 

 

a) a)        disclose any facts or matters on which the report or an important 
part of the report is based; and  

 

b) b)  which have been relied on to a material extent in preparing the 
report.  

 

8.2       

7.2 In the case of reports prepared jointly by more than one Lead Officer those 
Officers shall decide amongst themselves who shall be responsible for 
preparing this list. 

 

7.3 8.3      The list need not include published works or those documents which 
disclose exempt or confidential information (as defined in Rule 109). 

 

 
 
 

2  “Lead Officer” is defined in the Scheme of Delegation 
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Public inspection of background papers 

 

7.4 8.4      The Council will make available for public inspection for four years after 
the date of the meeting one copy of each of the documents on the list of 
background papers. 

 

 

8. 9.  SUMMARY OF PUBLIC’S PUBLIC RIGHTS TO ATTEND 
MEETINGS 

 

8.1 9.1      A written summary Members of the  public‟s  rights  topublic may attend all 
meetings  and  to inspect  and  copy documents must be kept at and availablesubject only 
to the public at the Civic Offices.  These rules constitute such written summaryexceptions 
in these Rules. 

 

 

9. 10.  EXCLUSION OF ACCESS BY THE PUBLIC TO MEETINGS  

Confidential information - requirement to exclude public 

9.1 10.1     The public will be excluded from meetings whenever it is likely in view 
of the nature of the business to be transacted or the nature of the 

proceedings that Confidential Information3Information2 will be disclosed. 

 

Exempt information - discretion to exclude public 

 

9.2 10.2     The public may be excluded from meetings whenever it is likely, in 
view of the nature of the business to be transacted or the nature of the 
proceedings, exempt information (meaning information falling into one or 
more of the categories set out in Part 1 of Schedule 1 to this Section) would be 
disclosed, subject to the Public Interest test described in the Schedule. 

 

10.3     Information which falls within any of the categories set out in Part 1 of Schedule 1 is not 
exempt if it falls within any of the qualifications set out in Part 2 of Schedule 1. 

 

10.4     Where the meeting will determine any person‟s civil rights or obligations, or 

adversely affect their possessions, Article 6 of the Human Rights Act 1998 

establishes a presumption that the meeting will be held in public unless a 

private hearing is necessary for one of the reasons specified in Article 6. 
 

Meetings of Cabinet 
 

                                                 
2  “Confidential information” means information given to the Council by a Government Department on terms which 

forbid its public disclosure or information which cannot be publicly disclosed by Court Order. 
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10.5     Subject to paragraphs 10.1 to 10.4 of this Rule, where the Leader or any other person likely  
to preside at a meeting of the Cabinet reasonably believes that one of the circumstances below 
applies in relation to that meeting, or part of it, that meeting or part of it must be held in public. 

 

10.6  The circumstances are - 
 

(a) a decision to be made will be a key decision; 
 
 
 
 
 

3 “Confidential information” means information given to the Council by a Government Department on terms which 
forbid its public disclosure or information which cannot be publicly disclosed by Court Order. 

(b)       a matter that is included on the forward plan or is the subject of a notice given under 
Rule 15 is likely to be discussed; and 

 

(c)       the decision on that matter is likely to be made within 28 days; and 
 

(d)         an officer will be present at the discussion. 
 

For the purposes of this paragraph "meeting" does not include a  meeting to which the 
circumstances specified in sub-paragraph (b) apply and the principal purpose of which is for 
Officers to brief Members of the Cabinet on matters connected with the making of an 
executive decision. 

 

 

11.  EXCLUSION OF ACCESS BY THE PUBLIC TO REPORTS 
 

9.3 11.1     If the Lead Officer responsible for preparing a report is of the opinion 
that, under Rule 10, the public is likely to be excluded from a meeting during 
its consideration, the public may be denied access to such report.  The 
reports will be marked "Not for Publication" and state the category of exempt 
information likely to be disclosed. 

9.4 Where the meeting will determine any person‟s civil rights or obligations, or 
adversely affect their possessions, Article 6 of the Human Rights Act 1998 
establishes a presumption that the meeting will be held in public unless a 
private hearing is necessary for one of the reasons specified in Article 6. 
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   SCHEDULE 1 

Categories of Exempt 
Information 

Schedule 12A, Local Government Act 1972 
The following categories of Information may be made exempt from 

publication unless it relates to proposed development for which the 

Council acting as local planning authority may grant itself planning 
permission pursuant to Regulation 3 of the Town and Country Planning 
General Regulations 1992. 

Before making such information exempt the Council must consider whether in all 
the circumstances of the case, the public interest in maintaining the 
exemption outweighs the public interest in disclosing the information. 

1. Information relating to any individual. 

2. Information which is likely to reveal the identity of an individual. 

3. Information relating to the financial or business affairs of any particular 
person (including the authority holding that information); unless the 
information is required to be registered under:- 

(a) the Companies Act 1985 

(b) the Friendly Societies Act 1974 

(c) the Friendly Societies Act 1992 

(d) the Industrial and Provident Societies Acts 1965 to 1978 

(e) the Building Societies Act 1986 

(f) the Charities Act 1993. 
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4. Information relating to any consultations or negotiations, or contemplated 
consultation or negotiations, in connection with any labour relations matter 
arising between the authority or a Minister of the Crown and employees 
of, or office holders under, the authority. 

5. Information in respect of which a claim to legal professional privilege could 
be maintained in legal proceedings 

6. Information which reveals that the authority proposes : 

(a) to give under any enactment a notice under or by virtue of which 
requirements are imposed on a person; or12.  

(b) to make an order or direction under any enactment. 

7. Information relating to any action taken or to be taken in connection with 
the prevention, investigation or prosecution of crime. 

 

 

 

 

 
 
 



September 2008 Page 289  

Executive Decision 
Making  

 Rules – Key Decisions 
 
 
34.1. KEY DECISIONS 
 

Key decisions are defined in Section 10, Decision Making.  Key decisions are 
significant in terms of their effect and/or expenditure and are subject to the 
additional rules of access and scrutiny below. 
 
Key decisions are subject to advance publication in documents called Forward 
Plans the rules for which are contained in the Schedule 2 to this Section.  

 

34.2. APPLICATION OF RULES TO THE CABINET 

 

1211.1     These Rules 13 to 21 apply when  a „key decision‟ (defined in 
Section 15 of this Constitution) is to be or has been  taken. Those rules also apply 
whentaken, whether by the Leader, the Cabinet, a Portfolio Leader, or an 
Officer makes a key  decisionor Member under delegated authority.   

 

12.2 If the Cabinet meets to either 
 

a)        take a key decision, and/or 
 

b)  discuss a key decision which, under the forward plan, is likely to be taken within 28 
days of the meeting 

 

11.2 then     These rules are in addition to complying withthe Access to Information 
Rules 1 to 11 it must also comply with the rules relating to taking or discussing keyfor 
decisions unless Rule 15 (general exception) or Rule 16 (special urgency) applytaken at 
Cabinet. 

 

12.3     For the avoidance of doubt, the Shadow Cabinet shall not be subject to the same provisions as 
the Cabinet as the Shadow Cabinet meets as a non-executive, non-statutory meeting. 

 

 

34.3 13. PROCEDURE BEFORE TAKING KEY DECISIONS 
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13.1     Key decisions are defined in Section 15 of the Constitution. 12.1  A key decision may not 
be taken unless: 

 

a) a) a  notice (called here a  forward planForward Plan) has been  
published in connection with the matter in question; and 

 

b) b)        at least 5 clear days have elapsed since the publication of the 
forward planForward Plan. 

9.5 13.2     If the decision is to be taken at a meeting of the Cabinet, Rule 43 
(notice of the meeting) still needs to be complied with. 

 

 

14. THE FORWARD PLAN 

Period of Forward Plan 

14.1     Forward Plans will be prepared by the Chief Executive on behalf of the Leader to cover a 
period of four months, beginning with the first day of  any month.   It forms a  „rolling 
programme‟; Forward plans will be prepared on a monthly basis and subsequent plans will 
cover a period beginning with the first day of the second month covered in the preceding 
Plan and so on. 

 

Contents of Forward Plan 
 

14.2     The Forward Plan will contain matters which the Leader has reason to believe will be the 
subject of a key decision to be taken by the Cabinet, officers, or under joint arrangements in 
the course of the discharge of an executive function during the period covered by the Plan. 
Subject to Rule 15, the Plan will describe the following particulars in so far as the 
information is available and might reasonably be expected to be obtained: 

 

a) the matter in respect of which a decision is to be made; 
 

b)        where the decision taker is an individual, his/her name and title, if any, and where 
the decision taker is a body, its name and details of membership; 

 

c)  the date on which, or the period within which, the decision will be taken; 
 

D)        THE IDENTITY OF THE PRINCIPAL GROUPS WHOM THE DECISION 
TAKER PROPOSES TO CONSULT BEFORE TAKING THE DECISION; 

 

e)  the means by which any such consultation is proposed to be undertaken; 
 

f)       the steps any person might take who wishes to make representations to 
the Cabinet or decision taker about the matter in respect of which the 
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decision is to be made, and the date by which those steps must be 
taken; and 

 

g)         a list of the documents submitted to the decision taker for consideration 

in relation to the matter. 
 

Notice of Forward Plan Process 

 

14.3  The Forward Plan will be published at least 14 days before the start of the period covered. 
The Leader will request the Chief Executive to arrange for the publication of a notice once a 
year in at least one newspaper circulating in the area, giving information on the Forward Plan 
as set out in Schedule 2. 

 

14.4  Neither Confidential Information nor Exempt information will be included in a Forward 
Plan. 

34.4 15. GENERAL EXCEPTION 

 

1513.1  If a matter which is likely to be a key decision has not been 
included in the Forward Plan, then subject to the Special Urgency Rule 16 
(special urgency),below, the decision will only be taken if: 

 

a) a)        the decision must be taken by such a date that it is impracticable to 
defer the decision until it has been  included in the next forward plan and until 
the start of the first month to which the next Forward Plan relates; 

 

b) b)        the Chief Executive has informed the Chairman of the Scrutiny 
Committee, or if there is no such person, each member of that committee in 
writing, by notice, of the matter to which the decision is to be made; 

 

c)         the Chief Executive has made copies of that notice available to the 
public at the Civic 

c)  Offices; and 

 

at least 5 clear days have elapsed since the Chief Executive complied with a) 
and b) above. 

 

 

34.5 16.  SPECIAL URGENCY  

 

34.6 16.1  If by virtue of the date by which a decision must be taken the 
General Exception Rule 15 (general exception)above cannot be followed, then 
the decision will only be taken if: 
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a) the Leader, Officer or Member taking the decision, if it is to be taken under delegated 
authority; or b) ,; or 

 the Leader, if the decision is to be taken by the Cabinet, 

obtains the agreement of the Chairman of the Scrutiny Committee that the 
making of the decision is urgent and cannot be reasonably deferred.  In the 
absence of the Scrutiny Committee Chairman, or if that Chairman is unable 
to act, then the agreement of the Chairman of the Council, or in his/her 
absence the Vice Chairman will suffice. 

 

 

17. REPORT TO COUNCIL 
 

When the Scrutiny Committee can require a report 
 

17.1 If the Scrutiny Committee thinks that a key decision has been taken which was not: 
 

a)        included in the Forward Plan; or 
 

b)        the subject of the general exception procedure; or 
 

c)         the  subject  of  an  agreement  with  the  Scrutiny  Committee  Chairman,  or  the 
Chairman/Vice Chairman of the Council under Rule 16; 

 

the Scrutiny Committee may, by resolution passed at a meeting of the Scrutiny Committee, 
require the Cabinet to submit a report to the Council. 

Cabinet‟s report to Council 
 

17.2     If required to do so under Rule 17.1 above, the Cabinet will ensure that a report is prepared 
for and submitted to the next available meeting of the Council.   However, if the next 
meeting of the Council is within 5 working days of receipt of the written notice, or the 
resolution of the Scrutiny Committee, then the report may be submitted to the Council 
meeting after that.  The report to Council will set out particulars of the decision and the 
reasons for the decision, the individual or body making the decision, and if the Leader is of 
the opinion that it was not a key decision the reasons for that opinion. 

 

Quarterly reports on special urgency decisions 

 

17.3     In any event the34.5.2 The Leader will request the Chief Executive to prepare 
quarterly reports on the executive decisions taken in the circumstances set 
out in Special Urgency Rule 16 (special urgency)above in the preceding three 
months and will submit such reports to the Council.  The report will include 
particulars of each decision made and a summary of the matters in respect of 
which of those decisions were made. 
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35 18. RECORD OF DECISIONS 

 

1815.1      After any meeting of the Cabinet, whether the public attend or 
are excluded under Rule 10, the Chief Executive or, where the Chief 
Executive was not present or represented, the person presiding at the 
meeting, will ensure a record is produced of every decision taken at that 

meeting as soon as reasonably practicable4practicable3.  The record will include 
each decision made and a statement of the reasons for each decision and 
any alternative options considered and rejected at that meeting, as well as 
particulars of any conflict of interest declared. 

 

 

36 19.  DECISIONS BY INDIVIDUAL OFFICERS 

 

1916.1      In the event that a key  decision is made by the Leader, a 
Portfolio Leader or is delegated to an Officer or a Member (“an individual 
decision taker”), whether specifically or under the Scheme of Delegation set out in this 
Constitution this Rule applies to the taking of that decision. 

 

Reports intended to be taken into account 

 

1916.2      Where an individual decision taker receives a written report 
which he/she intends to take into account in making any key decision, then 
he/she will not make the decision until at least 5 working days after receipt of 
that report. 

5 working days after receipt of that report. 
 

Provision of copies of reports to Scrutiny Committee 

 

1916.3     On giving of such  a report to an individual decision maker, the 
person who prepared the report will give a copy of it to the Chairman of the 
Scrutiny Committee as soon as reasonably practicable, and make it publicly 
available at the same time (subject to exceptions regarding disclosure of 
confidential or exempt information). 

 

 
 
 
 
 
 
 
 
 
 

                                                 
3  See Cabinet Procedure Rules 
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4  Record of individual decision 
 

16.4 19.4     As soon as  reasonably practicable after an  individual decision taker 
makes  an executive decision or makes a key decision, he/she will prepare a 
record of the decision.  That record will include the decision made, a 
statement of the reasons for it and any alternative options considered and 
rejected.  , and this record will be published in the same way as Cabinet 
decisions within …..Working Days of the decision being made. 

16.5 The provisions of Rules 76 and 87 (inspection of documents after meetings) 
will also apply to the making of decisions by an individual decision taker.  This 
does not require the disclosure of exempt or confidential information. 

 

 

20.  SCRUTINY COMMITTEE ACCESS TO DOCUMENTS 

Rights to copies 

20.1     Subject to Rule 20.2 below, members of the Scrutiny Committee will be entitled to copies 
of any document which is in the possession or control of the Cabinet and which contains 
material relating to: 

 

a) any business transacted at a meeting of the Cabinet; or 

b)  any key decision taken by an Officer. 

Limit on rights 
 

20.2  Members of the Scrutiny Committee will not be entitled to: 
 

a) any document that is in draft form; or 
 

b)         any part of a document that contains exempt or confidential information, unless that 
information is relevant to an action or decision they are reviewing or scrutinising or 
intend to scrutinise or which is contained in any programme of work for the 
Committee 

 

 

21.  ADDITIONAL RIGHTS OF ACCESS FOR MEMBERS 
 

21.1     All Members of the Council will be entitled to inspect any document (except those available 
only in draft form) in the possession of or under the control of the Cabinet (or any of its 
committees or panels) which relates to any key decision unless it contains exempt 
information falling within paragraphs 1 to 6, 9, 11, 12 and 14 of the categories of exempt 
information (See Schedule 1). 

 

21.2    All Members will be entitled to inspect any document in the possession or under the control 
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of the Cabinet and which contains material relating to any business to be transacted at a 
public meeting. 

 

21.3  These rights of a Member are additional to any other right he/she may have. 

22.  REGISTER OF MEMBER INTERESTS 
 

16.416.6 22.1    For clarity the General Exception And Special Urgency 
rules apply to these decisions. 
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16.7  

SCHEDULE 2  

The Register of Member Interests set up and maintained by the Monitoring Officer 

under Section 81(1) Local Government Act 2000 (as amended) is deposited at the Civic Offices, 

Beecroft Road, Cannock andForward Plan  

Period of Forward Plan 

14.1 Forward Plans will be prepared by the Chief Executive on behalf of the 
Leader to cover a period of four months, beginning with the first day of any 
month.  It forms a „rolling programme‟; Forward plans will be prepared on a 
monthly basis and subsequent plans will cover a period beginning with the 
first day of the second month covered in the preceding Plan and so on. 

14.2 The Forward Plan will be published at least 14 days before the start of the 
period covered.   

14.3 Each current Forward Plan may be inspected during normal office hours, free 
of charge., at the Civic Centre Beecroft Road Cannock  

Contents of Forward Plan 

4 The Forward Plan will contain matters which the Leader has reason to 
believe will be the subject of a key decision to be taken by the Cabinet, 
officers, or under joint arrangements in the course of the discharge of an 
executive function during the period covered by the Plan. Subject to Rules on 
Special and General Urgency above, the Forward Plan will describe the 
following particulars in so far as the information is available: 

 i)  the matter in respect of which a decision is to be made; 

 Ii)  where the decision taker is an individual, his/her name and title, if any, 
and where the decision taker is a body, its name and details of membership; 

 Iii)   the date on which, or the period within which, the decision will be 
taken; 

iv) the identity of the principal groups whom the decision taker proposes 
to consult before taking the decision; 
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 v) the means by which any such consultation is proposed to be 
undertaken; 

vi) the steps any person might take who wishes to make representations 
to the Cabinet or decision taker about the matter in respect of which 
the decision is to be made, and the date by which those steps must be 
taken; and 

vii) a list of the documents submitted to the decision taker for 
consideration in relation to the matter. 

Notice of Forward Plan Process 

5.1 The Leader will request the Chief Executive to arrange for the publication of a 
notice once a year in at least one newspaper circulating in the area, giving 
information on the Forward Plan as set out in the Annex to this Schedule 2. 

5.2 Neither Confidential Information 
 

 
 
 

Schedule 12A, Local Government Act 1972 
 

Part 1 
 

Description of  nor Exempt Information 
 

 

1.  Information relating to any individual. 
 

2.  Information which is likely to reveal the identity of an individual. 
 

3.          Information relating to the financial or business affairs of any particular person (including 
the authority holding that information). 

 

4.          Information relating to any consultations or negotiations, or contemplated consultation 
or negotiations, in connection with any labour relations  matter arising between the 
authority or a Minister of the Crown and employees of, or office holders under, the 
authority. 

 

5.          Information  in  respect  of  which  a  claim  to  legal  professional  privilege  could  be 
maintained in legal proceedings 

 

6.  Information which reveals that the authority proposes : 
 

(a) to give under any enactment a notice under or by virtue of which 
requirements are imposed on a person; or 

 

(b) to make an order or direction under any enactment. 
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7.          Information  relating  to  any  action  taken  or  to  be taken  in  connection  with  the 
prevention, investigation or prosecution of crime. 

Part 2 
 

Qualifications 
 

 

8.         Information falling within paragraph 3 above is not exempt information by virtue of that 

paragraph if it is required to be registered under: 
 

(a)    the Companies Act 1985 
 

(b)  the Friendly Societies Act 1974 

(c)  the Friendly Societies Act 1992 

(d)  the Industrial and Provident Societies Acts 1965 to 1978 

(e)  the Building Societies Act 1986 

(f)    the Charities Act 1993. 
 

9.          Information is not exempt information if it relates to proposed development for 
which the local planning authority may grant itself planning permission pursuant to 
Regulation 3 of the Town and Country Planning General Regulations 1992. 

 

10.  Information which: 
 

(will be included in a)    falls within any of paragraphs 1 to 7 above; and Forward Plan. 

 

(b)    is not prevented from being exempt by virtue of paragraph 8 and 9 above, 
 

is exempt information if and so long, as in all the circumstances of the case, the public 
interest in maintaining the exemption outweighs the public interest in disclosing the 
information. 
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SCHEDULE 
2 

 

ANNEX  
Annual Notice of 
Forward 

 

 Plan Process 
 

 

The information to be contained in the notice required by Rule 14 
c)5.2 above is: 

 

i. i.  that key decisions are to be taken on behalf of the Council; 

 

ii. ii.       that a Forward Plan containing particulars of the 
matters on which decisions are to he taken will be prepared 
on a monthly basis; 

 

iii. iii.      that the Plan will contain details of the key decisions to 
be made for the four month period following its publication; 

 

iv. iv.       that each Plan will be available for inspection at 
reasonable hours free of charge at the Council's offices; 

 

v. v.        that each Plan will contain a list of the documents 
submitted to the decision takers for consideration in relation 
to the key decisions on the Plan; 

 

vi. vi.      the address from which, subject to any prohibition or 
restriction on their disclosure, copies of, or extracts from, 
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any document listed in the Forward Plan is available; 

 

vii. vii.  that other documents may be submitted to decision takers; 

 

viii. viii.    the procedure for requesting details of documents (if 
any) as they become available: and 

 

ix. ix.      the dates of each month in the following year on which 
each Forward Plan will be published and available to the 
public at the Council's offices. 
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PART 4 
 

SECTION 4235 

Cabinet Procedure 
Rules 

 

 

1.  OPERATION OF THE CABINET 

 

1.1 1.1  Cabinet functions may be discharged by: (i)  

(i) the Cabinet as a whole;, or by delegation from Cabinet to: 

(ii) (ii) a Committee established by the Cabinet; (iii) or to  

(iii) an officer; or to 

(iv) (iv)      a Joint Authority 

 

1.2  Time, Date and Location of Cabinet meetings 

 

 The Cabinet will meet at such time or day or location to be agreed 
by the Leader of the 

 Council. 

 

1.3  Public /private meetings of the Cabinet 

 

 The Cabinet will meet in public subject to the right to meet in private 
under the Access to Information Rules. 

 

1.4  Quorum 

 

 The quorum for a meeting of the Cabinet, shall be 3 Cabinet members. 
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1.5  How decisions will be taken by the Cabinet 

 

Cabinet decisions will be taken at a meeting convened in accordance with 
the Access to 

 Information Rules following presentation and a debate on the agenda item and by 
voting on a show of hands. 

1.6 The Cabinet will make a decision on all matters for which it has statutory 
powers to determine but may defer making decisions to enable it to obtain 
further information, undertake consultation or seek views of others, including 
Council Committees or outside bodies.  Where matters are outside the 
Cabinet's statutory powers to make decisions, these will be deferred for 
determination by the Council or such other Committee of the Council as 
appropriate. 

1.7 The Cabinet will only make Key decisions in accordance with the Access to 
information Rules, Section 33, and in particular the Forward Plan advance 
notice rules in Schedule 2 of that Section. 

 

2. CONDUCT OF CABINET MEETINGS 

 

2.1  Chairman 

 

 If the Council Leader is present he/she will preside.  In his/her absence 
the Deputy Council Leader will preside. In the absence of both, a person 
appointed to do so by those present shall preside. 

 

2.2  Attendance at Meetings 
 

Details are set out in the Access to Information Rules in this Constitution. 
 

2.3  Business to be Transacted 

 

 At each meeting of the Cabinet the following business will be conducted:  

(i) adoption of the minutes of the last meeting; 
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(ii) (ii)     declarations of interest, if any; 

 

(iii)     reports and updates from the Council Leader, Deputy 
Council Leader and 

(iii)  Portfolio Leaders. 

 

(iv)      the agenda shall indicate which are key decisions and which are 
not to be considered in public in accordance with the Access to 
Information Procedure Rules set out in Section 33 of this 
Constitution..(“Key decisions” are defined in Section 10.) 

 

2.4  Consultation 

 

 All reports to the Cabinet on proposals relating to the budget and policy 
framework must contain in a standard paragraph of the report details of 
the nature and extent of consultation with stakeholders and the Scrutiny 
Committee, and where known the outcome of that consultation.  Reports 
about other matters will set out the details and outcome of consultation 
as  appropriate.   The level of consultation required will be appropriate to 
the nature of the matter under consideration. 

 

2.5  Items for the Cabinet agenda 

 

 (i)       The Leader of the Council may put on the agenda of any Cabinet 
meeting any matter which he/she wishes, whether or not authority 
has been  delegated to the Cabinet, or to an officer in respect of 
that matter. 

 

(ii) (ii)     Any member of the Cabinet may require the Leader of the 
Council to place an item on the agenda of  the next available 
meeting of the Cabinet for consideration.  If he/she receives such  
a requirement in writing the Leader of the Council will comply with 
it; 

 

(iii) (iii)    The Proper  Officer  will place  on  the  agenda of  the  next 
or next but one meeting of the Cabinet any item which Scrutiny 
Committee or the Council has resolved that it be considered by 
the Cabinet; 

 

(iv) (iv)      Any Councillor may ask the Leader of the Council to put an 
item on the agenda of a Cabinet meeting for consideration and 
the item will be considered at the next or next but one meeting of 
the Cabinet.  The notice of the meeting will give the name of the 
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Councillor who asked for the item to be considered.  The 
Councillor will be invited to attend the meeting, whether or not it is 
a public meeting. 

 

(v) (v)       The Monitoring  Officer and/or the Chief Financial Officer 
may require the Proper Officer to place an item for consideration 
on the agenda of an Cabinet meeting and may request  him to call 
such  a meeting in pursuance of their statutory duties.  

 

3. (vi)      Items to be included on the agenda shall be notified to the Proper 
Officer at least 5 working days before the date of the meeting when the 
matter is to be considered.  

3.4. 3. RECORD OF DECISIONS AND CALL-IN 

 

4.1 3.1      When a  decision is made by  the Cabinet, the decision shall be  
published within  5 calendar3 working days  of being made.   These 
records will contain sufficient information to explain the decision and the 
reason behind it.  They will also indicate clearly which matters are 
subject to the call-in.  Copies of the records of all such decisions will be 
sent to all members of the Council within 5 calendar3 working days of 
being made, by the person responsible for publishing the decision. 

 

4.2 3.2      That notice will bear the date on which it is published and will 
specify that the decision will come into force and may then be 
implemented on the expiry of 7 calendar5 working days after the 
publication of the decision.  The process for call-in is explained in detail 
in the Scrutiny Procedure Rules. 

 

3.3      The Cabinet will make  a decision on all matters for which it has statutory 
powers to determine but may defer making decisions to enable it to obtain further 
information, undertake consultation or seek views of others, including Council 

Committees or outside bodies. When the Scrutiny Committee can require a 

report to Council 

3.3 If the Scrutiny Committee thinks that a key decision has been taken which 
was not: 

a) included in the Forward Plan; or 

b) the subject of the general exception procedure; or 

c) the subject of an agreement with the Scrutiny Committee Chairman, 
or the Chairman/Vice Chairman of the Council under Rule 16; 
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the Scrutiny Committee may, by resolution passed at a meeting of the 
Scrutiny Committee, require the Cabinet to submit a report to the Council. 

Cabinet’s report to Council 

3.4 If required to do so under Rule 3.3 above, the Cabinet will ensure that a 
report is prepared for and submitted to the next available meeting of the 
Council.  However, if the next meeting of the Council is within 5 working 
days of receipt of the written notice, or the resolution of the Scrutiny 
Committee, then the report may be submitted to the Council meeting after 
that.  The report to Council will set out particulars of the decision and the 
reasons for the decision, the individual or body making the decision, and if 
the Leader is of the opinion that it was not a key decision the reasons for 
that opinion. 

  Where matters are outside the Cabinet's statutory powers to make decisions, these 
will be deferred for determination by the Council or such other Committee of 
the Council as appropriate. 
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PART 4 
 
 
 
 

 

SECTION 4336 
 
 
 

 
 

OVERVIEW AND 
SCRUTINY AND 

CALL-IN 
PROCEDURE RULES 

AND TERMS OF 
REFERENCE 
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1. THEREPORTS TO SCRUTINY COMMITTEE 
 

1.1  The Council‟s  overviewCabinet, Policy Development committees, other 
Committees, and  scrutiny  functions  will be  undertaken  on behalf  of the 

Council by the Members may refer matters to Scrutiny Committee as the 
Council considers appropriate. 

 
1.2  The responsibilities of the Scrutiny Committee are detailed in Section 6. 

 
1.3  The Council shall appoint a Scrutiny Committee to : 

 
(i)      provide an  effective  mechanism  for scrutinising executive  decisions  using  the 

call-in process and undertaking fundamental reviews and reviewing health 
provision for the District; 

 

 

(ii)     as it considers necessary to provide an effective mechanism for scrutinising and 
reviewing current policies and make recommendations to Council, Cabinet or 
other Committees as appropriate; and 

 
(iii) performance manage  the Council‟s Corporate Improvement  Priority 

Development Plans („PDP‟). 
 

 

1.4      Where the Scrutiny Committee identifies the need to appoint sub-committees, it may 
recommend to Council to do so provided that it has consulted with interested parties, if 
appropriate. 

 
1.5      The Scrutiny  Committee  may  set  up panels  to undertake  reviews  of specific  issues, 

which fall within  their terms of reference.   These panels will be time-limited to the 
duration of the review. 

 
1.6      The Scrutiny Committee may set up working  groups as  they consider appropriate to 

investigate and report back on issues. 
 
 
 

2.  CO-OPTEES 
 

 

2.1      The Scrutiny Committee shall be entitled to appoint individuals and/or representatives 
of organisations as non-voting co-optees, unless there is a statutory power for them to 
vote. 

 
 
 

3.  MEETINGS OF THE SCRUTINY COMMITTEE 
 

3.1  The meetings of the Scrutiny Committee will be held generally every three months. 
 

3.2  The Chairman  of the  Scrutiny  Committee  shall  convene  additional  meetings  of the 
Scrutiny Committee as required to deal with „call-ins‟ as referred to in this section. 
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3.3      The Chairman of the Scrutiny Committee shall in consultation with the Chief Executive 
(or anyone duly authorised by him) be entitled, in exceptional circumstances and/or in 
cases of urgency which cannot reasonably be considered at the next scheduled meeting of 
the Scrutiny Committee, to convene  an additional meeting(s) of the Scrutiny 
Committee. 

 

 

3.4      The meetings of any time-limited panels or working groups will be convened   as their 
work programme requires. 

 
 
 

4. WORK PROGRAMME 
 

 

4.1      The work programme of the Scrutiny Committee will be determined by the Committee 
having regard to the Council‟s Performance Management Framework and in 
consultation with other stakeholders, including representatives from partner 
organisations which will include health reviews (as considered appropriate). 

 
 
 

5.      MATTERS WITHIN THE  REMIT OF  MORE THAN ONE  POLICY 
COMMITTEE 

 
1.1 5.1      Where a matter for consideration by a Policy Development Committee also 

falls within the remit of one or more other Committees, the decision as to which 
Committee will consider it will be resolved at a meeting of the Chairmen of the Policy 
Development Committees. 

 
 
 

6. AGENDA ITEMS 
 

6.1      Any overview and scrutiny member who wishes to do so may request that an item be 
included on an agenda for consideration at a future meeting of the relevant committee or 
Policy  Development  Committee,  even if the  member  making  that  request  is  not a 
member of the relevant committee.  If the requesting member is not a member of the 
relevant committee, the Chairman may invite that requesting member to address the 
committee. 

 
6.2      Such requests must be in writing and received by the Chief Executive at least 7 working 

days prior to the date of the meeting at which the matter is to be considered, with a copy 
of the letter being forwarded by the Chief Executive to the Chairman of the appropriate 
Committee. 
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7.       POLICY REVIEW AND DEVELOPMENT – THE POLICY DEVELOPMENT 
COMMITTEES 

 
7.1      In relation to the development of the Council‟s approach to other matters not forming 

part of the process for adopting its policy and budget framework, the Policy 
Development Committees may make proposals to the Cabinet so far as they relate to 
matters falling within their terms of reference. 

 
7.2  The Policy Development Committee shall not act as a Scrutiny Committee. 

 
 
 

8.     REPORTS  FROM  SCRUTINY  AND/OR  POLICY  DEVELOPMENT 
COMMITTEES 

 
1.2 8.1      When the Scrutiny Committee or Policy Development Committees have 

considered a matter and reached a conclusion they will minute their 
decision and, if it is considered necessary, prepare a formal report and 
submit it to the Cabinet, Scrutiny or other Committee or Council as 
appropriate. The Scrutiny Committee can submit a report to Council if it considers it 
appropriate. 

 

 

8.2        
1.3 Once a report has been prepared for considerationsubmitted, it shall be 

considered by Cabinet or the appropriate committee as soon as practicably 
possible.  If for any reason there is an undue delay it will be referred to 
Council for review.   The Chief Executive will call a Council meeting to 
consider the report and make an appropriate recommendation. 

 
1.4 8.3      On consideration of the report by Cabineta called-in decision, if it is 

determined that the recommendations would require a departure from or a 
change  to the agreed budget and policy framework, Cabinet will refer its 
recommendations to Council for consideration. 

 
 
 

9. ATTENDANCE  OF CABINET MEMBERS AND LEAD OFFICERS 
 

 

2. 9COMMITTEE PROCEDURE RULES 
 
2.1      Although members of the Cabinet cannot be members of the  Council Procedure 

Rules applicable to committees under Council Procedure Rule 22 except 
Rule 10 will apply to Scrutiny Committee they may be invited by the Chairman of 
the and sub-committee to attend meetings and speak but not vote. Cabinet 
Members may be members of Policy Development Committees..  
 

9.2      As well as reviewing performance and policies, in fulfilling the overview and scrutiny 
role, the Scrutiny Committee may require any member of the Cabinet, the head of paid 
service, any director1 and/or head of service to attend before it to explain in relation to 
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matters within their remit: 
 

(i) any particular decision or series of decisions; 
 

(ii) the extent to  which the actions taken implement Council policy; 
and/or 

 
(iii) the performance of the service delivered 

 

and it is the duty of those persons to attend if so required. 
 
2.2 9.3      Where any member or officer is required to attend a Scrutiny 

Committee under this provision, the chairman of that committeeChairman will 
inform the Chief Executive.  The Chief Executive shall informnotify the 
member or lead officer in writing giving at least 10 calendar days notice of 
the meeting at which he/she is required to attend.  The notice will state the 
nature of the item on which he/she is required to attend to give account 
and whether any papers are required to be produced for the committee.   
Where the account to be given to the committee will require the production 
of a report, then the person who has been called to attend will be given 
sufficient notice to allow for preparation of that documentation and its 
circulation at least 5 clear working days before the meeting. 

 
 

9.4      2.3 Where the member or lead officer is unable to attend on the required 
date, then the Chairman of the Scrutiny Committee shall in consultation 
with that member or lead officer arrange an alternative date for attendance. 
 
 
 

10. ATTENDANCE BY OTHERS 
 

 

10.1    The Scrutiny Committee and its panels/working groups may invite (and exercise its 
statutory powers (as available) and require) other people, external to the organisation, 
such  as residents, stakeholders and members, officers and employees from other public 
sector organisations, to discuss issues of local concern and/or answer questions. 

 
 
 

11.  LIAISON WITH CABINET 
 

 

11.1    Liaison meetings will be held between the Cabinet and the Chairman of the Scrutiny 
Committee as a means  of facilitating communication between the Cabinet and Scrutiny 
members, as necessary. 

 
 
 

12.  
 

 
3 THE CALL-IN PROCEDURE 
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123.1     A key function  of Scrutiny  Committee  is  to hold  the  Executive  to 
account  for the discharge of its functions.  This can have four principal 
elements: - 

 

(i) Scrutinising including scrutinising Executive decisions before they are 
implemented; (ii) Scrutinising decisions after they have been implemented; and (iii)
 Reviewing the performance of the Executive. – known as “Call-in” 

12.2    The „call-in‟ mechanism may be used to review the decisions of the Cabinet prior to 
implementation.   Call-in  should  only  be  used  where Members  have  evidence  which 

suggests that the Cabinet did not take the decision in accordance with the following 
principles, set out in Section 15 (Decision Making): 

 
(i) Proportionality (i.e. the action must be appropriate to the desired outcome). 
(ii) Due consultation and the taking of professional advice. 
(iii) A presumption in favour of openness. 
(iv) Respect for human rights. 
(v)  Explain what options were considered. 
(vi)  Giving reasons for the decision. 

 
12.3 3.2 Call-in can be used whenever an Executive decision, which is not 

made under Special Urgency Rule 14 of Section 33 is not yet 
implemented.  The effect is to prevent implementation until Scrutiny 
Committee have examined the decision and made no referral and 
recommendation to either Cabinet or Council, or the referral has been 
decided by Cabinet or Council in favour of the decision.  

  
3.3 The Statutory Guidance requires local authorities to make provision in their 

executive arrangements: 
 
 

(i)       To ensure that there is an appropriate balance between effectively 
holding the executive to account, being able to question decisions 
before they are implemented and allowing effective and efficient 
decision making by the executive within the Policy Framework and 
Budget; 

 
(ii)      To ensure that any call-in procedure is not abused or used unduly to 

delay decisions or slow down the process of decision making; and 
 

(iii)     To develop local conventions and protocols to prevent abuse of 
Scrutiny Committee‟s powers to recommend that decisions made, 
but not yet implemented, be reconsidered. 

 
123.4 In order to meet these requirements the Council adopts the following 

procedure: 



May 2009 Page 314 

 

 

 
 

(i) (i)      The Cabinet (Executive) publishes within  5 calendar3 Working 
days decisions made at a Cabinet meeting. There is then a period of 
7 calendar5 working days during which decisions can be subject to 
call-in.  

 

(ii) (ii)     To call-in a decision five Members, none of whom are Cabinet 
Members, must complete and return formsa form requesting and 
supporting the request for a decision to be called in, within 7 calendar5 
Working days after the publication of the decision.  The request for call-
in must clearly state the reason for the call-in, explaining why it is considered that 
the Cabinet did not take the decision in accordance with either or all of the 
principles outlined above.   

 
(iii) The call-in form should also present a motion which will be proposed 

at the Scrutiny Committee., and which will contain a request that the 
decision is referred back to Cabinet or on to Council to be re-
considered, and a proposed recommendation to accompany the 
referral.  

 
 

(iv) (iii)    The Call-in form must also include clear reasons why the 
motion is being requested.  The following are examples of sound 
reasons.   

 
a. Members have evidence which suggests that the Executive did 

not take the decision in accordance with the following principles, 
set out in Section 15 (Decision Making) 

b. Proportionality (action was not appropriate to the outcome) 
c. The decision has detrimental financial or social effects 
d. Professional advice had not been followed 
e. The decision has not been made in accordance with the 

Budget and Policy Framework. 
 
(v) The Chief Executive is responsible for notifying the appropriate 

DirectorOfficer to ensure that all action to implement a decision 
subject to call-in is suspended and that the decision is not 
implemented for the duration of the call-in.  The matter is then 
referred to Scrutiny Committee for consideration. 

 
(vi) (iv)      A meeting of the Scrutiny Committee is to be held within 20 

working days from the end of the call-in period.   A report will be  
prepared by the appropriate DirectorOfficer (which identifies those 
Members who  have made and support the call-in), containing the 
original Cabinet report and an extract from the Cabinet Minute. 
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in), containing  the  original  Cabinet  report  and  an  extract  from the  Cabinet 
Minute. 

 
(v)        

(vii) Arrangements will be made by  the  Chief Executive to invite to the 
Scrutiny Committee those persons who the personMembers 
requesting the call-in wisheswish to be present (as specified on the 
call-in form) such  as the Cabinet Portfolio Leader(s), appropriate employees of 
the Council etc.  On occasions, other people, such as representatives  from other 
organisations  and members  of the  public, may be invited to attend to provide the 
Scrutiny Committee with information.).  

 
123.5  The procedure for debating the call-in at the meeting will be as follows: 

 
 

(i) (i)      TheA Proposer, who shall be one of the five Members 
requesting the call-in, shall read their motion and give a brief reason 
their reasons for the call-in.  There will be no Seconder required at this stage. 

 
(If at the meeting (or any adjourned meeting) the proposer of the call-in is not 
present, one of the five Members who supported the request for the call-in may 
stand in as the proposer for the duration of the meeting.  In the event that there 
be no stand-in proposer, the motion will fall and the Scrutiny will end.   The 
resolution of Cabinet will then be implemented). 

 
(ii)     The Proposer shall introduce those persons to support his/her case.  Each person 

will be requested to come in turn before the Committee.  The Proposer shall ask 
questions of the invited persons.  Such questions will be for clarity and will relate 
only to the reasons given for the call-in.  Any  such person called by the Proposer 
shall remain available for questioning by the Portfolio Holder. 

 
(iii)     Members of the Scrutiny Committee (only) will be invited to ask questions of the 

persons called by the Proposer.   Once the Members of the Committee have 
finished asking questions of the person invited by the Proposer, the Proposer 
may ask a brief set of questions to clarify any matters which have not been 
already established by the Committee. 

 
(iv)      When the Proposer has called all of his/her witnesses, the Portfolio Holder shall 

come forward and present his/her response to the call-in.  The Portfolio Holder 
will give a summary response to the decisions made by the Cabinet which is the 
subject  of the  call-in.   The Portfolio Holder will call any invited persons  to 
support the executive decision and to respond to the call-in.  Each person will be 
requested to come forward one at a time. 

 
(v)       The Members of the Committee will be given an opportunity to ask each person 

invited by the Portfolio Holder any questions relating to the information given by 
them.  Such questions will be limited to points of clarification.  No debate on the 
merits of the call-in shall be undertaken directly or indirectly through the process 
of questioning.   The  Proposer  of the  motion may  also  ask  questions  of the 
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persons  invited  by  the  Portfolio  Holder  who  have   not  been  previously 
questioned. 

 
(vi)      The Portfolio Holder may also ask  those  persons  invited by the  Proposer to 

support his/her case  to come forward again for questioning by the  Portfolio 
Holder.  In the event that the Portfolio Holder asks questions of persons 
originally invited by the Proposer, the Proposer may subsequently ask questions 
of clarity (by way of re-examination) of the invited persons following their 
responses to the questions by the Portfolio Holder. 

 
(vii)      The Portfolio Holder will then summarise his/her response to the call-in but will 

not call any further persons in support of his case.  Questions may be asked by 
the Proposer and the Committee following his/her response unless exceptional 
circumstances arise.   The Proposer of the call-in will not be given a  further 
opportunity to make  a statement to the Committee (as this will have been dealt 
with during the opening statements by the Proposer and in the course of asking 
questions of those invited by him). 

 

 

(viii)    The Proposer will be invited to read out his/her motion.  In the event that the 
Proposer is no longer present and any member of the Committee who supported 
the original call-in may act as the Proposer. 

 
(ix) A Seconder will be requested to the Proposers motion. 

 

 

(ii) (x)     Scrutiny meeting Procedure Rules will apply (see 2 above) 
 

(iii) Scrutiny Committee may exercise their statutory powers to invite 
such persons and request such information as they consider 
necessary to facilitate their examination of the matter and they may 
adjourn the meeting if necessary to facilitate this. 

 
(iv) Prior to Members of the Committee debating the call-in, other Members of 

the Council present and other invited persons who are not Members of the 

Scrutiny Committee will be requested to sit in the  public gallery.   All 
Members of the Cabinet will be required to leave the meeting in accordance with 
the Council‟s Code of Conduct.public gallery 

 

(v) (xi)    During the course of the debate Members of the Committee may 
propose minor amendments to the motion with the consent of the 

Proposer (or the stand-in Proposer).  The accepted amendments must be 
incorporated by the proposer of the call-in at the meeting before it is voted upon. 

 

 

(xii)    After sufficient time, the discussions shall be brought to a close and the Proposer 
requested to sum up before the motion shall be put to the vote. 

 
(vi) (xiii) The Committee may:- 

 
(a) vote onreject the original motion (, or as amended) or 
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(b) vote on a motion to seek an adjournment or 
(iii) request an extension of time from the Cabinet or 

 
(xiv)  to refer the matter to the Council‟s Statutory Officers (Monitoring Officer and 

Chief Finance Officer and Head of Paid Service) for an opinion as to whether or 

not the refer the decision of the executive falls outside the policy framework 
and/or budget framework in full or part.  In such circumstances such  a report 
shall be presented to the Council. 

 
(xiv)    If, having considered the decision, the Scrutiny Committee is still 
concerned about the matter, it may refer it back to the Cabinet for 
reconsideration, setting out in writing the nature of its concerns.  The 
Cabinet will then reconsider and make  a decision.  Cabinet may also be 
requested to allow further time for the Scrutiny Committee to seek the advice 
of the Monitoring Officer and/or Chief Finance Officer and/or Head of Paid 
Service as to whether the decision of Cabinet is contrary (wholly or in part) 
with the policy framework or budget framework and, if applicable, to refer the 
matter to full Council for a final decision.a recommendation.   
 
(c) refer the matter to full Council with a recommendation for a 
decision  

 
(viii) A formal written decision will be made on the call-in within ten days 
of the Scrutiny Committee first meeting. 

 
12.6  The procedure for handling items which have been called in is attached at Annex 1. 

 
 
 

Call-In and Urgency 
 
3.6 12.7    The call-in procedure set out above shall not apply where the decision 

being taken by the Cabinet is urgent. A decision will be urgent ifwas made under 
Special Urgency rule 14 of Section 33 OR any delay likely to be caused by 
thea call -in process would, seriously prejudice the Council‟s or the public‟s 
interests.   

 
3.7 The record of the decision, and notice by which it is made public shall state 

whether in the opinion of the decision making person or body, the decision 
is an urgent one, and therefore not be subject to call-in. 

 
 

 

Safe Guards 
 

 

12.83.7      The following  safeguards  will apply  so  as  to ensure  that  decisions  
are  not called-    in unnecessarily or that the call-in process is abused: 
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(i) (i)      The Cabinet (Executive) minutes contain sufficient 
information to explain the decision and the reasoning behind it. The 
Cabinet (Executive) minutes are structured in such  a way as to 
indicate clearly which matters are subject to Call- in.  

 
(ii) (ii) No matter may be Called-in more than once. 

 

(iii)   
(iii) Any Member proposing that a matter be called-in should first discuss 

this with the appropriate portfolio Leader or in his absence the Council 
Leader or Deputy Leader.  This  provides  opportunity for detailed 
explanation of the  decision and further information. 

 
 

(iv)    The request for call-in, detailed on the form, must clearly state the intention of the 
call-in and present a motion which will be proposed at the Scrutiny Committee. 

 
(iv) (v)    The portfolio leader has the right to attend the Scrutiny 

Committee and speak on an item where a call-in is received in respect 
of their portfolio area. 

 
(v) (vi)   Members of the Scrutiny Committee are to be present for all of 

the evidence and debate prior to them exercising their vote to ensure 
that Members of the Committee make an informed decision based on 
the evidence presented.  

 
 
 

 Support from Officers 

 

12.9    3.8 The role of DirectorsOfficers is to support both the 
Scrutiny and Executive functions and as such they will provide impartial 
and objective advice to all Members. DirectorsOfficers will avoid being 
drawn into discussion of the merits of alternative policies where this is 
politically contentious. Any comment by DirectorsOfficers on the Executive‟s 
policies and actions will always be consistent with the requirement for 
officers to remain politically impartial. 

 

12.10  Directors3.9 Officers in supporting the Scrutiny function may exercise this 
role in person, they may be supported by other officers or they may choose 
to nominate a particular officer to assist the Scrutiny Committee with a 
specific issue. 

 

12.11  3.10 Members of the Scrutiny Committee may wish to seek the 
advice of the Monitoring Officer where it is considered that a decision of 
the Executive might be contrary to the policy framework. 
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12.12  3.11 Any Member submitting a request for a matter to be called-in, 
will be entitled to receive advice and support from DirectorsOfficers as 
appropriate and/or the Chief Executive Officer‟s Policy Unit.Officer.  

 
 
 

4.0 13.        SCRUTINY COMMITTEE ACCESS TO DOCUMENTS 

 Subject to the limit below, members of the Scrutiny Committee will be entitled 
to copies of any document which is in the possession or control of the 
Executive and which contains material relating to any business transacted at a 
meeting of the Cabinet, or any key decision taken by an Officer. 

Limit on rights 

4.2 Members of the Scrutiny Committee will not be entitled to: 

a) any document that is in draft form; or 

b) any part of a document that contains exempt or confidential information, 
unless that information is relevant to an action or decision they are 
reviewing or scrutinising or intend to scrutinise or which is contained in 
any programme of work for the Committee 

 
5.0        THE PARTY WHIP 

 
 

135.1     When considering any matter in respect of which a member of the 
Scrutiny Committee or Select Committee is subject to a party whip the 
member must declare the existence of the whip, and the nature of it before 
the commencement of the committee‟s deliberations on the matter.   The 
declaration, and the detail of the whipping arrangements, shall be recorded 
in the minutes of the meeting. 
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14.  BEST VALUE REVIEWS 
 

14.1    In order to discharge the statutory requirement to undertake cross-cutting best value 
reviews of all the Council‟s services an annual fundamental service review will be 
undertaken. 

 

 

14.2   The programme and arrangements for the fundamental service review will be 
determined by the Scrutiny Committee having regard to the provisions of the 
Performance Management Framework and relevant performance management 
information produced by the Council. 

 
14.3    The fundamental service review will be carried out through a panel made up of Scrutiny 

Members („Fundamental Review Panel‟).  The Fundamental Review Panel will be time- 
limited to the duration of the review.  Meetings will be called as and when necessary and 
not on a  strict cycle.   Members  will be  expected to take  a  „hands  on‟  approach to 
reviews and should seek views from key stakeholders and specialists. 

 
14.4   The report of the Fundamental Review Panel will be presented to the Scrutiny 

Committee.   The Scrutiny Committee may add recommendations to the report to be 
considered by the Cabinet. 
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1.  STATUS 

Scrutiny Committee 
Terms of Reference 

 
1.1      The Council‟s  scrutiny  & overview functions  shall  be  undertaken  by  the  Overview & 

Scrutiny Committee (referred to as “the Scrutiny Committee”). The Scrutiny Committee is 
a committee of the Council with the purpose of providing an effective mechanism for, inter 
alia, holding the Cabinet to account through the call-in of executive decisions, providing a 
forum for consultation in accordance with the Budget and Policy Framework Rules, 
performance managing the Council‟s Corporate Improvement Priority Delivery Plan and 
undertaking fundamental reviews. 

 
 
 

2.  MEMBERSHIP AND METHOD OF APPOINTMENT 
 

 

2.1      All members of the Council are eligible to be members of the Scrutiny Committee except 
those members of the Cabinet and/or Audit and Governance Committee. 

 
2.2      The Scrutiny Committee will comprise such Members as are appointed by the Council in 

compliance with Section 15 and Schedule 1 of the Local Government and Housing Act 1989 
concerning political balance. 

 
2.3      A Member of Staffordshire County Council shall be appointed as a Co-opted Member to the 

Committee with full voting rights for the purposes of scrutinising health services and 
providers in the District.  In turn, a Member of the Committee shall be appointed as a Co- 
opted Member to that Committee of Staffordshire County Council with equivalent voting 
rights for the purpose of scrutinising health services within the County. 

 
 
 

3.  CHAIRMAN 
 
3.1  The Chairman and Vice-Chairman will be appointed by Council. 

 
 
 

4. ATTENDANCE BY NON-MEMBERS 
 
4.1  Council Procedure Rules 6(6) and 19 will apply. 
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5.  FREQUENCY OF MEETINGS 
 

5.1  The meetings of the Scrutiny Committee will be held generally every three months. 
 

5.2  The  Chairman  of  the  Scrutiny  Committee  shall  convene  additional  meetings  of  the 
Scrutiny Committee as required to deal with „call-ins‟ as referred to in this Section. 

 

 

5.3      The Chairman of a Scrutiny Committee shall in consultation with the Chief Executive (or 
anyone duly authorised by him) be entitled, in exceptional circumstances and/or in cases of 
urgency which cannot reasonably be considered at the next scheduled meeting of the 
Scrutiny Committee, to convene an additional meeting(s) of the Scrutiny Committee. 

 
5.4  The meetings  of  any  time-limited  panels  or  working  groups  set  up  by  the  Scrutiny 

Committee will be convened as their work programme requires. 
 
 
 

6.  NOTICE OF MEETING 
 

6.1 Prior to the meeting of the Scrutiny Committee, the Chief Executive will circulate to all 
Members of the Council, Agenda and Reports to be considered by the Scrutiny Committee. 

 
 
 

7.  MINUTES OF MEETING 
 

 

7.1     Reports in the form of Minutes detailing recommendations and/or resolutions will be 
submitted to the Council, which may accept, amend or reject any recommendation, but not 
resolutions, of the Scrutiny Committee. 

 
 
 

8.  FUNCTIONS 
 

8.1  The Scrutiny Committee shall: 
 

 

a)      Make reports and/or recommendations to Cabinet in connection with the discharge 
of any function on which it has been  consulted in accordance with the Budget and 
Policy Framework Rules, as considered appropriate. 

 
b)    Exercise the right to call-in for consideration the decisions made but not yet 

implemented by the Cabinet. 
 

c)      Performance manage in accordance with the Performance Management Framework, 
the Corporate Improvement Priority Delivery Plan. 

 
d) Receive and review the Council‟s quarterly and annual performance reports; 

 
e)  Undertake Value for Money reviews, as appropriate. 
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8.2      To carry out its functions, the Scrutiny Committee will be able to call upon any Member, 
Officer or representative of external bodies or organisations in accordance with paragraphs 
9 and 10 of the Overview and Scrutiny Procedure Rules to submit written and/or oral 
evidence. 

 
8.3  Performance manage the Corporate Improvement Priority Delivery Plan („PDP‟). 

 

 

8.4      Review and scrutinise current Council policies and consider future policy development 
particularly arising from paragraph 8.3 above. 

 
8.5  Be available  for  consultation  in  accordance  with  the  Budget  and  Policy  Framework 

Procedure Rules. 
 

 

8.6      Be available for consultation as  required by the Council‟s Performance Management 
Framework concerning any proposed changes to actions and/or targets set out in the 
Priority Delivery Plans; 

 
8.7     Scrutinise and review, as considered necessary, the Council‟s community consultation, 

engagement and empowerment arrangements, as  appropriate having regard to the work 
programme of Policy Development Committees. 

 
8.8      Deal with any issues or matters referred to it in pursuance of the Local Government and 

Public Involvement in Health Act 2007 as it considers appropriate (which shall include but 
not be limited to establishing a „councillor call for action‟ protocol). 

 
8.9  Consider  any  reports  and/or  recommendations  received  from  a  Policy  Development 

Committee; 
 

8.10 Monitor, review and/or scrutinise: 
 

a. the performance of the Council and its Local Strategic Partners; 
 

b.  cross-cutting issues in relation to the discharge of the Council‟s functions; 
 

c.        any matter relating to the planning, provision and operation of health services in the 
District by organisations and institutions charged with delivering health services in 
pursuance of the Local Authority (Overview and Scrutiny Committees Health 
Scrutiny Functions) Regulations 2002 and associated legislation. 

 

 

8.11    Report its findings and recommendations to the Cabinet, Council or other committee as 
appropriate. 

 
8.12  Undertake those Specific Functions set out Part 2, Section 6, paragraph 6.3 of the Council‟s 

Constitution. 
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9.  TIME-LIMITED PANELS 
 

9.1      The Scrutiny Committee may set up panels to undertake best value 
reviews of specific cross-cutting issues and report back on their findings.  
These panels will be time-limited to the duration of the review. 

 

 

9.2      The Scrutiny Committee may also set up working  groups as  it considers 
appropriate to investigate and report back on issues. 

 
 
 

10. DELEGATED POWERS 
 

10.1  The Scrutiny Committee is empowered to deal with any functions detailed 
above. 

 

 

10.2    The Scrutiny Committee shall be entitled to appoint individuals and/or 
representatives of organisations as non-voting co-optees. 
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LOCAL PROTOCOL FOR PLANNING DECISION MAKING 

 

INTRODUCTION 
 

 
 
 

• THE AIM OF THIS LOCAL PROTOCOL is to ensure that in the planning process there are no 
grounds for suggesting that a decision has been biased, partial or not well founded in any way. 

 
• THE KEY PURPOSE OF PLANNING it to control development in the public interest. 

 
• YOUR  ROLE AS  A MEMBER OF THE PLANNING  AUTHORITY  is  to make  planning 

decisions openly, impartially, with sound judgement and for justifiable reasons. 
 
• WHEN THE LOCAL PROTOCOL APPLIES – it applies to Councillors at all times when 

involving themselves in the planning process.  (This includes when taking part in the decision 
making meetings of the Council in exercising the functions of the Planning Authority or when 
involved on less formal occasions, such  as meetings with officers or the public and consultative 
meetings). 

 
• DEVELOPMENT PROPOSALS AND INTERESTS UNDER THE MEMBERS‟ CODE – make 

sure that you disclose the existence and nature of your interest at any relevant meeting, including 
informal meetings or discussions with officers and other Councillors. 

 
• LOBBYING COUNCILLORS – make sure that you explain to those lobbying or attempting to 

lobby you that, whilst you can listen to what is said, it prejudices your impartiality and therefore 
your ability to participate in the Planning Control Committee‟s decision making to express an 
intention to vote one way or another or take such  a firm point of view that it amounts to the 
same thing. Remember that your overriding duty is to the whole community. 

 
• LOBBYING  BY  COUNCILLORS  – do not  become a  member  of, lead  or represent  an 

organisation whose primary purpose is to lobby or promote or oppose planning proposals. If you 
do, you have fettered your discretion and are likely to have a personal and prejudicial interest. 
Do join general interest groups which reflect your areas of interest and which concentrate on 
issues beyond particular planning proposals, e.g. Victorian Society, a local Civic Society, but 
disclose a personal interest, where that organisation has made  representations on  a particular 
proposal. 

 
• SITE VISITS – do try to attend site visits organised by the Council where possible.  Do not 

request a site visit unless you feel that it is strictly necessary. 
 
• DECISION MAKING – come to a meeting of the Planning Control Committee with an open 

mind and demonstrate that you are open-minded.  Make sure you come to a decision only after 
due consideration of all the information reasonably required upon which to base a decision.  Do 
not take part in the meeting‟s discussion or vote on a proposal unless you have been present to 
hear the entire debate, including the officers‟ introduction to the matter.  If you come to the 
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meeting with a fixed view on a  proposal or have  made  a clear statement in advance of the 
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meeting for a particular outcome, you must declare that you have pre-determined the matter and 
take no part in the decision making other than addressing the Committee as a local Councillor. 

 

IF YOU HAVE ANY DOUBTS ABOUT THE APPLICATION OF THIS LOCAL PROTOCOL TO 
YOUR  OWN CIRCUMSTANCES,  YOU SHOULD  SEEK  ADVICE  EARLY  FROM  THE 
MONITORING OFFICER OR THE DEPUTY MONITORING  OFFICER. 
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LOCAL PROTOCOL FOR PLANNING DECISION MAKING 
 

CONTENTS 

 

 
 
 

1. 1.  Purpose of the Protocol 
 

2. 2.  The Role and Conduct of Councillors and Officers 
 

3. 3.  Declaration and Registration of Interests 
 

 
 

4. 4.  Development Proposals Submitted by Councillors and Officers and Development Proposals by 
the Council 

 

 
 

5. 5.  Lobbying of and by Councillors 
 

 
 

6. 6.  Pre-application Discussions and Negotiations during the Processing of Applications 
 

 
 

7.    Decision Making Procedures 
 
 
 

8.  Planning Obligations 
 

 
 

9.   Decisions Contrary to Officer Recommendation and/or the Development Plan 
 

 
 

10. Access to Information 
 

 
 

11. Comments, Compliments and Complaints 
 

 
 

ANNEX A: Protocols for Public Speaking at the Planning Control Committee 
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1. 1.  
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    Purpose of the Protocol 
 
 
 

1.1    Cannock Chase Council is a local planning authority and two of the most important 
responsibilities it has are to make decisions on planning and other applications made under 
the Town & Country Planning Acts and to prepare, adopt and review a Local Development 
Framework, which comprises a number of Development Plan Documents and 
Supplementary Planning Documents providing the policy context for decision making on 
applications. 

 

 
 

1.2     The purpose of this Protocol is to explain how the Council carries out its planning duties and in 
particular how the decision making processes work.  It will be of particular interest to 
applicants for planning permission, people who may be affected by other people‟s planning 
proposals or those interested in the preparation of the Development Plan Documents and 
Supplementary Planning Documents. 

 

 
 

1.3     The Council has  adopted and published in leaflet form local charters for applicants, for 
publicity and information about planning applications and for those involved with a planning 
enforcement  problem.   These  leaflets  give  more detail about  the  services  the  Council 
provides when it is dealing with these matters.  The Council has also adopted a Statement of 
Community Involvement June 2006 setting out how it will inform, consult and involve the 
community in the preparation of planning policy documents and the determination of 
planning applications. 

 

 
 

2. The This Protocol is intended as a practice code and guide to all Members involved, 
whether as a member of the Planning Control Committee or otherwise, in how to ensure that 
the processes and decisions are undertaken in an open, impartial, fair, and justifiable manner and 
that the Council and they, individually are beyond reproach. 

This Protocol is in addition to the other Codes and Protocols contained in this Constitution.  

2.     The Role and Conduct of Councillor and Officers 
 
 
 

2.1 2.1     Councillors and Officers have different, but complementary, roles.   
Both serve the public but Councillors are responsible to the electorate, while 
Officers are responsible to the Council as a whole.   Officers advise 
Councillors and the Council, and carry out the Council’s work.  They are 
employed by the Council, not by individual Councillors, and instructions 
may only be given to Officers through a Council, Cabinet or Committee 
decision. 
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2.2 2.2     Both Councillors and Officers are guided by  codes of conduct.   The Council’s Code of 
Conduct based on the statutory Model Code provides guidance and standards for Councillors.  
Breaches of the Code may be reported to the Standards Board for England for investigations and 
may be regarded as maladministration by the Local Ombudsman.   

 

 
 

2.3     Whilst Councillors have a special duty to their ward constituents, including those who did not 
vote for them, their overriding duty is to the whole community. The General Principles 
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2.3  of Conduct issued by the Government state that Councillors should not favour any individuals 
or groups and, although they may take into account the views of others, they should reach their 
own conclusions on the issues before them and act in accordance with those conclusions. 
Councillors must, therefore, represent their constituents as a body  and vote in the interests of 
the whole district especially when discharging their planning responsibilities.   

 

 
 

2.4 2.4     Planning Officers who are Chartered Town Planners are guided by the Royal Town 
Planning Institute’s (RTPI) Code of Professional Conduct.  Breaches of the Code may be subject 
to disciplinary action by the Institute.  The Code requires members not to make or subscribe to 
any statements or reports which are contrary to their own bona fide professional opinions and to 
take all reasonable steps to ensure that all town planning matters in the organisations for which 
they have responsibility are conducted in accordance with the Code whoever undertakes such 
work. The Council is committed to upholding this principle in its role as local planning 
authority. 

 

 
 

3.  Declaration    Personal and Registration ofPrejudicial Interests 
 

 
 

3. 3.1    The law and the Council‟s – under Code of Conduct set out requirements and guidance 

for Councillors, respectively, on declaring personal and prejudicial interests and the consequences 

of having such interests.Members 
 

 
 

3.2     Do disclose the existence and nature of your interest at any relevant meeting, including 
informal meetings or discussions with officers and other Councillors.  Preferably, disclose 
your interest at the beginning of the meeting and not just at the commencement of 
discussion on that particular matter. 

 

 
 

3.1 3.3     Do then act accordingly. Where you interest is personal and prejudicial (i.e. 
where you Where you have a personal interest and that interest is one which a member of the 
public with knowledge of the relevant facts would reasonably regard as so  significant that is 

likely to prejudice your judgement of the public interest):- you should :- 
 

 
 

Don‟tNot participate, or give the appearance of trying to participate, in the making of any 
decision on the matter by the planning authority.  

 
 
 
 

Don‟tNot give or try to represent ward views, get another Ward Member to do so instead.  
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Don‟tNot get involved in the processing of the application.  
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Don‟tNot seek or accept any preferential treatment, or place yourself in a position that could 
lead the public to think you are receiving preferential treatment, because of your position as a 
Councillor.   This would include, where you  have a personal and prejudicial interest in a 
proposal, using your position to discuss that proposal with officers or Members when other 
members of the public would not have the same opportunity to do so.  

 
 
 
 

Do be aware that, whilst you are not prevented from seeking to explain and justify a proposal in 
which you have a personal and prejudicial interest to an appropriate office, in person or in 
writing, the Code places limitations on you in representing that proposal.  You may address the 
Committee but only to make  a presentation in the same manner that would apply to a normal 
member of the public, after which you must leave the room whilst the meeting considers it (you 
may not remain to observe the meeting’s considerations on it from the public gallery).   

 

 
 
 

3.2 3.4     Do consider yourself able to take part in the debate on a proposal when acting as part of a 
consultee body (where you are also a member of the Parish Council, for example, or both a 
District and County Councillor), provided:-  

 

 
 

i. i.  The proposal does not substantially effect the well-being or financial standing of the 
consultee body;  

 

 
 

ii. ii.      You make it clear to the consultee body that:-   
 
 
 

 • Your views are expressed on the limited information before you only; 
 
 
 

 • You must reserve judgement and the independence to make up your own mind 
on each separate proposal, based on your overriding duty to the whole community 
and not just the people in that area, Ward or Parish, as and when it comes before 
the Committee and your hear all of the relevant information; and  

 
 
 

 • You will not in any way commit yourself as to how you or others may vote 
when the proposal comes before the Committee. 
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iii.     You disclose  the  personal  interest  regarding  your membership  or role  when the 
iii.  Committee comes to consider the proposal. 
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3.5 Officers are required to follow the Council‟s Code of Conduct for Employees. 
 

 
 

4.   

    Development  Proposals  Submitted  by  Councillors  and  Officers  and 
4.  Development Proposals by the Council 
 

 
 

4.1 4.1     Serving Councillors who act as agents for people pursuing a planning matter within their 
authority will play no part in the decision making process for that proposal.   Similarly, should  
they  submit  their own proposal  to the  authority,  they  will take  no part  in its processing. 

 

 
 

4.2 4.2     Proposals of this nature will be identified and reported to the Planning Control 
Committee for decision and not dealt with by officers under delegated powers.  The same 
approach will be applied to applications submitted by planning officers employed by the 
Council. 

 

 
 

4.3 4.3     Proposals for the Council’s own development will be treated in exactly the same way as 
those by private developers. 

 

 
 

5. 5.      Lobbying of and by Councillors 
 

 
 

5.1 5.1     Lobbying is a normal and perfectly proper part of the political process 
and applicants or third parties who may be affected by a planning decision 
may choose to approach their elected Ward Councillors or members of the 
Planning Control Committee to put their point of view in addition to 
discussing matters with planning officers.   Members of the Planning Control 
Committee must take care about expressing an opinion that may be taken  to 
indicate  that  they have already  made their  mind  up on a planning proposal 
before they have had an opportunity to consider all the evidence and 
arguments. 

 

 
 

5.2 5.2    A Ward Councillor who is not a member of the Planning Control Committee may 
respond to lobbying by declaring their support for a particular outcome and may address the 
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meeting of the Planning Control Committee which is to determine the application.  The 
Councillor will be given the same amount of time to speak as a member of the public i.e. 5 

minutes (see Annex A).. 
 

 
 

5.3 5.3    A Ward Councillor who is also a member of the Planning Control Committee must 
make a clear choice in response to lobbying either to: 
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i.         inform the lobbyist that they must maintain a  neutral position on 
the proposal until the meeting which is due to determine it, when they will 
have read the report and listened to any discussion there may be about the 
proposal, in order to carry out their job as decision maker in an even 
handed way (a standard written response could be used for the purpose), or 

 
 

 ii.        decide to declare support for a particular outcome but then declare 
at the Committee meeting that they have pre-determined the decision and 
take no part in the decision making other than addressing the Committee as 
a Ward Councillor. 

 
This does not apply if the Ward Councillor has a prejudicial interest which arises from 

his/her own personal circumstances.   In that case, the Councillor may make 
representations to the Planning Control Committee and answer questions as a 
member of public would be able to but must then leave the room and take no part 
in the decision making. 

 

 
 

6.  Pre-application Discussions and Negotiations During the Processing of 
6.  Applications 
 

 
 

6.1 6.1     An important part of the planning service provided by the Council is 
the advice given by Officers to both applicants and people affected by 
planning proposals both before the submission of applications and during 
the processing of applications. It is considered to be a more effective use of 
resources  to give  advice  to applicants  to enable  them to present  their 
applications in a manner which meets the appropriate planning policy 
requirements first time rather than not to do so which could result in more 
applications being refused and having to be resubmitted or determined at 
appeal. 

 

 
 

6.2 6.2 The following principles will apply to the giving of advice: 
 

 
 

i. i.    It will always be made clear that any advice cannot bind the Council to making a 
particular decision. 
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ii. ii.   Advice will be based solely upon approved policy considerations contained in the 
development plan, approved supplementary planning guidance and in appropriate 
cases government planning guidance. 

 
 

iii. iii.  When Councillors are requested to advise, the meeting will take place in the 
presence of an appropriate Officer. 
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iv.   
iv. A written record of the meeting including any agreed outcome will be made and 

placed on the case file. 
 

 
 

6.3 6.3     These protocols relate to the giving advice on planning policy. Advice on procedure can 
be given by individual Officers or Councillors at any time. 

 

 

 

7. 7.      Decision Making Procedures 

 

 
 

7.1    The Council is required to prepare Development Plan Documents (DPD‟s) 
and (if appropriate) Supplementary Planning Documents (SPD‟s) to 
provide a robust local planning policy context for decision making on 
planning applications.   Public consultation in accordance with the 
principles set out in the Council‟s adopted Statement of Community 
Involvement June 2006 is carried out at specific stages in the preparation 
of DPD‟s which are adopted following an independent examination by an 
Inspector acting on behalf of the Secretary of State for Communities and 
Local Government. 

 

 
 

7.2     Decisions to take  formal  DPD‟s through their  stages  as far  as preferred 
options are taken by the Cabinet and decisions to submit documents for 
examination and formally adopt them are taken by the Council.  Decisions 
to adopt SPD‟s are taken by Cabinet. 

 

 
 

7.3     The policies and proposals in the District‟s DPD‟s when adopted and the 
adopted Regional Spatial Strategy (RSS) are the most important matters to 
inform decision making on planning applications together with  the 
policies contained in SPD‟s which give more detailed guidance on specific 
planning subjects, e.g. affordable housing, open space, sport and 
recreation.    There is  a  presumption  that  decisions  should  be made in accordance with 

the adopted policies in these documentsof the Council and National and Regional policy 

with most weight to be given to Council adopted policies in the Development Plan 

(DPD‟s and RSS). 
 

 
 

7.4     Decisions on planning and other applications submitted under the Town & Country 
Planning Acts including applications for listed building consent, conservation area consent, 
consent to display an advertisement, certificates or lawful use or development and prior 
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notification of agricultural, telecommunication development and demolitions (referred to 
and defined as Planning Applications under paragraph 7.4(A)(1) below) are made by one of 
the following two methods:- 



October 2011 Page 459K 

1.3  

 

A. By the Head of  Service or a  manager in the Planning Division in the following 
circumstances:- 

 
 
 
 

1)        All applications seeking planning consent that have been duly accepted for 
determination by the Council (“Planning Applications”) but, in the 
reasonable opinion and judgement of the officer(s) duly authorised by the 
Deputy Chief Executive to determine Planning Applications (“Authorised 
Officer(s)), substantially fail to meet the express requirements of applicable 
Council policies and/or are considered contrary to the objectives of relevant 
Council policies, may be refused (on behalf of the Council) by the 
Authorised Officer(s). 

 

2)        All Planning Applications that are considered, in the reasonable opinion and 
judgement of the Authorised Officer(s), to meet all applicable Council 
policies notwithstanding any objections that have been received in response 
to any publicity and/or consultation, may be determined and approved by 
the Authorised Officer(s). 

 

3)        All Planning Applications which in the reasonable opinion and judgement of 
the Authorised Officer(s) should be approved despite not fully complying 
with applicable Council policies, shall be reported to the Planning Control 
Committee for determination (whether or not any objections are received) 
with a recommendation from the Authorised Officer(s) that the Planning 
Applications be approved. 

 

4)       No Authorised Officer(s) shall exercise any powers of determination as 
confirmed in paragraphs 1 -3 above in respect of any Planning Applications 
that:- 

 

(a) Generates/leads to significant public opposition; 
 

(b)    Has been made by a serving Member of the Council or an employee of 
the Council; 

 

(c)  Is  a  major  application  and  has been  made  by  or on behalf  of the 
Council; 

 

(d)   Relates to a telecommunications development which involve the 
erection or installation of new masts to which there has been recorded 
public opposition; 

 

(e)    Results in a request being received from an objector or the applicant 
seeking to address the Planning Control Committee in connection 
with the determination of the Planning Application; and/or 
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(f) Members  of the  Council  have  asked  be  referred to  the  Planning 
Control Committee for determination. 

 

(B)       Council‟s Planning Control Committee: 
 

5)      documents.  Where any sub-paragraph under clause 4 applies to a Planning 

Application, then that Planning Application shall be reported to the 
Planning Control Committee for determination. 

 
 
 
 

6)        Where a Member of the Council seeks to invoke and rely upon clause 4 sub- 
paragraph (f) then: 

 

(a)    the Member shall be afforded the opportunity to have an informal site 
visit with the appropriate case officer to determine whether it should 
be recommended to the Planning Control Committee that a formal 
site visit be undertaken; and then shall 

 

(b)    proceed to making a written request (using the necessary referral form 
available from the Council‟s Planning Section), which must: 

 

7.1 (i)    set out the specificthe decision taken is not in accordance with a policy, 

full reasons for why the request is being made for the Planning Application to be 

referred to the Planning Control Committee for determination; andmust be given. 
 

(ii) be received by the Council‟s Planning Section within the initial 
21 day consultation period. 

 

7.5     Decisions to take formal enforcement action under the Town & Country Planning Acts, 
to make Tree Preservation Orders (TPO)  and to determine applications to carry out 
works to TPO trees are made by senior officers. Where there is an unresolved objection to a 
proposed TPO or an unresolved complaint about a planning enforcement matter where 
officers are not recommending formal enforcement action, the final decision on these 
matters is also made by the Planning Control Committee. 

 

 
 

7.6     The Planning Control Committee normally meets once every 3 weeks.  It considers reports 
prepared by planning officers which make an assessment of all the relevant planning issues, 
summarise all comments received and make  a recommendation to approve or refuse the 
application with appropriate reasons based on national and local planning policies.  A 
recommendation of approval may include conditions to ensure that the proposed 
development meets with the appropriate planning requirements. It may also require the 
applicant to complete a planning obligation (S106 of the Town & Country Planning Act 

 1990) to deal with the affects of the development on the local area in a way which cannot be 
controlled by a planning condition (see Section 8 below).  The Committee decides whether 
or not to accept the recommendation.  It may defer consideration of the application to seek 
 further information  or to enable  a  site  inspection  to take  place  (see  7.83 below). The 



October 2011 Page 459M 

1.3  

 

7.2  procedures at Planning Control Committee provide for the applicant, a maximum of two 
objectors, Ward Councillors and a representative of a Parish Council to address the Committee 
before it makes a decision on a planning application, TPO or enforcement case. Full details of 

the operating rules for people to address the Committee are set out in AnnexPart 4. 

„A‟. 
 
 
 
 
 
 
 
 

7.7  

 

 

7.3 Site Inspections by members of the Planning Control Committee. 
 

 
 

7.4 7.8     Inspections can be made to sites which are the subject of planning applications, TPOs or 
enforcement cases in the following circumstances: 

 
 

 

i. i.    When officers recommend an inspection in advance of producing a report so that if 
Committee agrees the inspection can take place on the day the Committee meets to 
consider the report on the application. 

 

ii. ii.   When  a member of the Committee requests an inspection as part of the 
procedure in 7.4 ii) 6 above. 

 

iii. iii.  When the Committee decides it needs to defer a decision on an application in 
order for a site inspection to take place. 

 

 
 

7.5 7.9     In all cases clear and relevant planning reasons must be given as to why an inspection is 
considered necessary and what it would be likely to achieve.   As a general principle an 
inspection is only likely to be appropriate when it will clarify or supplement information 
contained in the officer’s written report and that information cannot be obtained in another 
way.  It will not be appropriate for an inspection to take place merely because a consultee or 
neighbour has requested it unless Councillors can identify clear and relevant planning reasons. 

 

 
 



October 2011 Page 459M 

1.3  

 

7.6 7.10   The purpose of the inspection is to obtain additional information about a proposal by 
looking at the site and the surroundings.  It is not an opportunity to discuss the merits of the 
proposal with the applicant or objectors.   Representations from applicants and third parties will 
therefore not be permitted.  The following procedure will apply: 

 
 

 

i.      The inspection will be managed by the Chairman of the Committee or in his/her absence 
the Vice Chairman. 
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ii.      Applicants will be informed of the time of the inspection but not invited to participate 
other than to allow access to land or property if appropriate. 

 
 
 
 

iii.     Officers will attend to give a brief explanation of the proposal and answer any questions 
from Councillors 

 
 
 
 

iv.     Officers will make  a brief note of the inspection including a record of which members 
attended and any new factual information which may have been brought out.  This will be 
placed on the case file. 

 
v.      Third parties (objectors) are not invited to inspections and would not be entitled to 

enter the site unless invited to do so by the applicant.  If objectors are present with the 
consent of the applicant they may listen to the officers’ explanation and Councillors’ 
discussion but not participate. 

 

 

 

8.  Planning Obligations (S106 Agreements) 
 

 
 

8.1     In order to mitigate the impact of development on the environment, deal 
effectively with transport, other infrastructure and community facility 
requirements generated by new development, agreements under S106 of 
the Town & Country Planning Act 1990 are negotiated with developers 
prior to the grant of planning permission.  In some cases developers may 
offer unilaterally to make such provision. 

 

 
 

8.2     These planning obligations whether made by  agreement or unilaterally are  required to 
ensure that development complies with the appropriate policies in the Development Plan 
and may include making payments to the District Council or County Council to enable 
facilities such as open  space and school buildings to be provided.  The fact that payments 
need to be made in order to secure the grant of a planning permission can give rise to a 
misunderstanding that somehow developers are „buying‟ a planning permission.  This is not 
the case but is a legitimate means of ensuring that the appropriate planning requirements are 
met.  In order to ensure a consistent approach to negotiating obligations the Council has 
adopted a Supplementary Planning Document entitled „Developer Contributions‟. 

 
 
 

8.3  For  the  purpose  of  this  Protocol  two  key elements  of  the  Supplementary  Planning 
Document are important: 
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i.     The issues to be dealt with by an obligation will be described in sufficient detail in 
the report on the planning application to be considered by the Planning Control 
Committee. This will include financial information if it is available at this stage. 

 
ii.    The completed obligation will be placed on deposit in the planning register at the 

same time as a copy of the related planning permission. 
 
 
 

 
8. 9.      Decisions Contrary to Officer Recommendation and/or the Development Plan 
 

 
 

8.1 9.1     Planning is not an exact science.  It relies on making informed judgements within a firm 
policy context.  The weight given to particular planning considerations in a specific case can 
make  a difference to the final outcome and it is perfectly justifiable for the Committee to give 
different weights to issues than those given by Officers and thereby reach a different overall 
conclusion to that recommended by officers. 

 

 
 

8.2 9.2     It may be clear from the original Officers’ report when a conclusion to recommend 
approval is reached ‘on balance’ that there are sustainable reasons which can be adduced to 
support a decision to refuse planning permission and these may be brought out at the 
Committee meeting.  In other cases the reasons may need further consideration in which case it 
may be appropriate for the matter to be deferred to determine at the next meeting.  When the 
Committee wish to approve  an  application contrary to the  officer recommendation  of refusal, 
deferral may also be necessary to enable appropriate conditions to attach to the approval to be 
drafted. 

 

 
 

8.3 9.3     Do make sure that if you are proposing, seconding or supporting a decision contrary to 
officer recommendations or the Development Plan that you clearly identify and understand the 
planning reasons leading to this conclusion/decision.  These reasons must be given prior to the 
vote and be recorded.  Be aware that you may have to justify the resulting decision by giving 
evidence in the event of any challenge.  

 

 
 

8.4 9.4     When it is intended to approve an application which is contrary to the Development Plan 
the material planning considerations which are judged to be more significant than the policies in 
the plan will be clearly identified in the report.  In some cases the  Secretary of State for 
Communities and Local Government must be informed and may decide not to permit the 
Council to approve the application but instead make the decision himself after holding a Local 
Public Inquiry. 
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10. Access to Information 
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10.1  The whole of the process of determining planning applications takes place 
in an open and accessible manner. Applications are deposited on a public 
register and all background information including any letters of objection 
or support for an application are available for inspection by law 5 clear 
working days before the application is due to be determined by the 
Committee.  If an application is subject to an appeal the Council‟s and the 
appellant‟s evidence are made available for inspection and if people wish 
to express an opinion in writing or at a local inquiry or hearing they may 
do so. 

 

 
 

10.2   The Council is committed to making the process as open  and accessible to people as possible 
within the financial constraints it has to operate.  It therefore provides the following services 
in addition to the minimum statutory requirements: 

 

 
 

i.     Copies of planning applications are deposited at Rugeley area office and Hednesford 
Library in addition to the Civic Centre.  Parish Councils are provided with copies of 
planning applications and the decisions made on them. 

 
ii.     A copy of any agreement or obligation made under the Town & Country Planning Act 

to provide for measures, financial or otherwise, to enable a proposed development to 
comply with the planning requirements is included in the planning register. 

 

 
 

iii.    All planning application case files are available for inspection by appointment at any time 
prior to the 5 clear working days before the meeting of the Committee which is due to 
determine the application.  No appointment is needed during the 5 working days before 
the meeting. 

 

 
 

11.  Comments, Compliments and Complaints 
 

11.1     Cannock Chase Council is committed to serving the community in the most efficient and 
courteous way possible.  We welcome your comments, compliments and complaints as this 
helps us to know what are the good things about our services and what things we need to 
improve.  If you wish to make  a comment, compliment or complaint a „How To‟ form is 
available at the Council Offices in Cannock and Rugeley:- 

 

 
 

Cannock Chase Council, Civic Centre, 

Beecroft Road, Cannock, WS11 1BG 

Telephone: 01543-462621 
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Rugeley Area Office, Anson Street, 

Rugeley, WS15 2BA 

Telephone: 01889-583474 
 
 
 
 

11.2     A complaint can only be investigated if it relates to the way a matter was dealt with rather 
than the actual outcome i.e. the fact that this Council made a planning decision which people 
disagree with is not a basis for lodging a complaint. 
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ANNEX A 
 
 
 
 

 
PROTOCOLS FOR PUBLIC SPEAKING AT PLANNING CONTROL COMMITTEE 

 

 
 
 
 
 
 

1. Protocols 
 

 
 

1.1 Who is Entitled to Speak 
 

 
 

i.  In relation to a planning application: 
 

 
 

a.   The applicant or a person representing the applicant. 
 

 
 

b.  An objector who is acting on his or her behalf or on behalf of a group of objectors 
or a person representing objectors.   Normally, only one person will be 
permitted to speak on behalf of all objectors unless it can be demonstrated that 
there are significantly differing points of view that are wished to be expressed 
when a maximum of two people will be permitted to speak. 

 

 
 

c.   A Ward Councillor 
 

 
 

d.  A representative of the Parish Council. 

ii.  In relation to Tree Preservation Orders: 

a.   A person or representative of a person supporting the making of an order. b.  

A person or representative of a person objecting to the making of an order. c.   

A Ward Councillor 

d.  A representative of the Parish Council. 
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iii.      In relation to planning enforcement cases: 
 

 
 

a.   A person or representative of  a person making a complaint about a planning 
enforcement matter. 

 

 
 

b.  A person or representative of a person responsible for the alleged unauthorised 
development. 

 

 
 

c.   A Ward Councillor 
 

 
 

d.  A representative of the Parish Council. 
 

 
 

1.2 Making an Application to Speak 
 

 
 

Requests to speak must be made by completing an application form obtainable from the 
Planning Control Unit at the Civic Centre. The completed form must be delivered to the 
Civic Centre by, at the latest, 12 noon on the Friday before the meeting of the Planning 
Control Committee due to take place the following Wednesday.  Receipt of the completed 
form will be acknowledged in writing.  Ward Councillors need not complete an application 
form but should inform the Chairman of the Planning Control Committee that they wish to 
speak on a particular application. 

 
 
 
 

1.3 Procedure following Receipt of Application to Speak 
 

 
 

If an application to speak  has been  received from one of the parties, other than a Ward 
Councillor, officers will use their best endeavours to contact the other parties to give them an 
opportunity  of speaking if they so  wish.   In cases  where  there  are  a  large  number of 
objectors, it may not be possible to contact everyone.  As information about speaking rights 
will already have been sent to applicants, people notified of applications and Parish Councils 
at an early stage in the processing of an application, failure to contact other parties following 
receipt of an application to speak from one of them will not invalidate the procedure.  No 
contact will be made in writing at this stage. 
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1.4 Procedure at the Meeting 
 

Applications and other matters on which there are speakers will be dealt with at the start of 
the meeting. The procedure for dealing with these matters will be as follows: 

 
 
 
 

i.        An officer will give a verbal report updating the written report with any information 
received after its completion. 

 

 
 

ii.  Speakers will be called to speak in the following order: 
 

 
 

- objector(s); 

- Parish; 

- Ward Councillor 

- Applicant or supporter or alleged contravener (where applicable) 
 

 
 

iii.      Speeches must last no longer than TEN MINUTES.  The Chairman will invite the 
speaker to sum up before the ten-minute time limit is reached. 

 

 
 

iv.       Members of the Planning Control Committee may then ask questions of any of the 
speakers. 

 

 
 

v.  The Planning Officer may then answer any points arising from the speeches. 
 

 
 

vi.        The speakers will then withdraw to the public gallery and a decision will be made 
following whatever further discussions members of the Planning Control Committee 
wish to have. 

 

 
 

N.B.   In the event of a proposal for deferment of a decision to enable a site inspection by 
members of the Planning Control Committee to take place immediately prior to the 
next meeting of the Planning Control Committee, speakers will be invited to decide 
whether they wish to defer their speeches until that time.  Only one opportunity to 
speak will be allowed. 
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1.5 Procedure after the Meeting 
 

Speakers will be sent written notification of the Planning Control Committee‟s decision. 
 
 
 
 

1.6 Chairman 
 

 
 

The ruling of the Chairman of the meeting as to the construction or application of any of the 
above shall not be challenged. 
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APPLICATION TO SPEAK AT A MEETING OF THE PLANNING CONTROL 
COMMITTEE 

 

1.1  PLEASE READ THE NOTES BEFORE YOU COMPLETE YOUR APPLICATION 
(PLEASE COMPLETE IN BLOCK CAPITALS) 

 

1.2 NAME:   
 

1.3 ADDRESS:    
 

 
 
 
 
 
 

1.4 DAY TIME TEL. NO.     
 

1.5 FAX NO.    
 

1.6 Purpose of wishing to speak (tick appropriate box):- 
 

As applicant or on behalf of applicant 0 
 

As objector to a planning application or on behalf of objector 0 
 

As supporter of a Tree Preservation Order 0 
 

As objector to a Tree Preservation Order 0 
 

As complainant concerning a planning enforcement issue 0 
 

As person alleged to be in contravention of planning regulations 0 
 

As representative of a Parish Council 0 
 

1.7  Details of Planning Application, Tree Preservation Order or Enforcement Case which you 
wish to speak on:- 

 

(i) Description:    
 

(ii) Reference No. 
 

1.8                You are  reminded  that  when  addressing  the  Committee  you must  not  make   a 
defamatory statement.  If you do make a defamatory statement, action may be taken 
against you. 

 

1.9 THE LENGTH OF THE SPEECH MUST NOT EXCEED TEN MINUTES 
 
 
 
 

Signature:    Date:    
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REQUEST FOR APPLICATION TO BE DETERMINED 
 

BY THE PLANNING CONTROL COMMITTEE 
 
 
 

If a Member wishes an application to be decided by the Planning Control Committee rather than by 
officers under the adopted scheme of delegated decision-making, this form must be completed and 
sent to the Planning Services Manager within 21 days of an application appearing on the weekly list of 
applications received. 

Application No.  CH/ 

Location: 

 

Description: 
 

 
 
 
 

Do you wish to discuss the application with the case officer or manager before confirming your 
request? 

 

 

Yes No  (Delete as applicable) 
 

 

Reason for requesting consideration by the Planning Control Committee: 
 

 
 
 
 
 
 
 

Do you wish the Committee to make a site visit? 
 

 

Yes No  (Delete as applicable) 
 

 

Reason for site visit: 
 
 
 
 
 
 
 
 
 

Signature:    Date:    



1.3  

 

CONTAC
TS 

 
 
 
 

Planning Services Manager - John Heminsley 
 

Tel. 01543-464521 
 

e-mail: johnheminsley@cannockchasedc.gov.uk 
 
 

 

Development Control Manager - Mazer Aqbal 

Tel. 01543 

464515 e-mail : mazeraqbal@cannockchasedc.gov.uk 
 
 

 

Customer Care Assistant - Sharon Dzuba 
 

Tel. 01543-464315 
 

e-mail: sharondzuba@cannockchasedc.gov.uk 
 

 
 
 
 

Cannock Chase District Council 
Civic Centre 
PO Box 28 
Beecroft 
Road 
Cannock 
WS11 1BG 

 
Telephone: 01543-462621 
Fax: 01543-464512 

 
www.cannockchasedc.gov.uk/planning 

 
developmentcontrol@cannockchasedc.gov.uk 

 
 
 
 
 
 
 
 
 
 
 
 

mailto:johnheminsley@cannockchasedc.gov.uk
mailto:mazeraqbal@cannockchasedc.gov.uk
mailto:sharondzuba@cannockchasedc.gov.uk
http://www.cannockchasedc.gov.uk/planning
mailto:developmentcontrol@cannockchasedc.gov.uk


1.3  
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PART 5 

SECTION 43 

 
MONITORING OFFICER 

PROTOCOL  
 

 

 
 
 
 
 

Monitoring Officer Protocol 
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A.  GENERAL INTRODUCTION TO STATUTORY RESPONSIBILITIES 
 
1.         The Monitoring Officer is a statutory appointment made by full 

Council pursuant to section 5 of the Local Government and Housing Act 
1989. This Protocol provides some general information on how  those  
statutory  requirements  will be  discharged  in Cannock  Chase  District 
Council. 

 
2.         The current responsibilities of the Monitoring Officer role rest with the 

Director of Governance, who undertakes to discharge his statutory 
responsibilities with a positive determination and in a manner that 
enhances the overall reputation of the Council. In doing so, he will also 
safeguard, so far as  is possible, Members and Officers, whilst acting in 
their official capacities, from legal difficulties and/or criminal sanctions. 

 
 

3.         A summary list of the statutory responsibilities appears in the table 
annexed to this document. In general terms, the Monitoring Officer's ability 
to discharge these duties and responsibilities will depend, to a large 
extent, on Members and Officers:- 

 
a)  complying with the law of the land (including any relevant Codes of 

Conduct); 
b)  complying  with  any  General  Guidance  issued,  from  time  to  
time,  by  the 

 Standards Committee and the Monitoring Officer; 
c)  making lawful and proportionate decisions; and 
d)  generally,  not  taking  action  that  would  bring the  Council,  their  

offices  or professions into disrepute. 
 

4.    In the  absence  of the  Monitoring Officer  this  Protocol  shall  apply  to 
the  Deputy Monitoring Officer. who shall be appointed by the Monitoring 
Officer. 

 

 
 
B.  WORKING ARRANGEMENTS 
 
5.         Having good working relations with Members and Officers will assist 

in the discharge of the statutory responsibilities on the Monitoring Officer 
and keep the Council out of trouble. Equally, a  speedy flow of relevant 
information and  access to debate (particularly at the early stages of  any 
decision-making by the Council) will assist in fulfilling those 
responsibilities. Members and Officers must, therefore, work with the 
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Monitoring Officer (and his staff) to discharge the Council’s statutory and 
discretionary responsibilities. 

 
 
6.        The following arrangements and understandings between the Monitoring 

Officer, Members and Chief Officers are designed to ensure the effective 
discharge of the Council’s business and functions. The Monitoring Officer 
will:- 

 
(a)       be alerted by Members and Officers to any issue(s) that may 

become of concern to the Council, including, in particular issues 
around legal powers to do something or not, ethical standards, 
probity, propriety, procedural or other constitutional issues that are 
likely to (or do) arise; 

 
(b)         have advance notice (including receiving Agendas, Minutes, 

Reports and related papers) of all relevant meetings of the Council 
at which a binding decision of the Council may be made (including a 
failure to take a decision where one should have been taken) at or 
before the Council, Cabinet, Cabinet Member, Committee meetings 
and/or Directors’ Management Team (or equivalent arrangements); 

 
(c)         have the right to attend any meeting of the Council (including 

the right to be heard) before any binding decision is taken by the 
Council (including a failure to take a  decision where one should 
have been taken) at or before the Council, Cabinet, Cabinet 
Member, Committee meetings and/or Directors’ Management Team 
(or equivalent arrangements); 

 

 
(d)        in carrying out any investigation(s) have unqualified access  to 

any information held by the Council and to any Officer who  can 
assist in the discharge of his functions; 

 
(e)        ensure the other statutory officers (Head of Paid Service and 

the Chief Financial Officer) are kept up-to-date with relevant 
information regarding any legal, ethical standards, probity, propriety, 
procedural or other constitutional issues that are likely to (or do) 
arise;  

 
 

 
(f)       meet regularly with the Head of Paid Service and the Chief Finance 

Officer to consider and recommend action in connection with 
Corporate Governance issues and other matters of concern 
regarding any legal, ethical standards, probity, propriety, procedural 
or other constitutional issues that are likely to (or do) arise; 
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(g)        report to the Council, from time to time, on the Constitution 
and any necessary or desirable changes following consultation, in 
particular, with the Head of Paid Service, Chief Financial Officer and 
the Standards Committee; 

 
(h)        as per the statutory requirements, make  a report to the 

Council, as necessary on the staff, accommodation and resources 
he requires to discharge his statutory functions; 

 
(i)       have  a special relationship of respect and trust with the Leader, 

Deputy Leader and the Chairs of the Cabinet, Standards, Overview 
and Scrutiny Committees with a view to ensuring the effective and 
efficient discharge of Council business;  

 
(j)       develop effective working liaison and relationship with the Standards 

Board for England, the Councils external Auditors and the Local 
Government Ombudsman (including having the authority, on behalf 
of the Council, to complain to the same, refer any breaches to the 
same or give and receive any relevant information, whether 
confidential or otherwise, through appropriate protocols, if 
necessary) and settle any compensation payments for alleged or 
actual maladministration found against the Council;  

 
 

(k)      maintain and keep up-to-date relevant statutory registers for the 
declaration of members’ interests, gifts and hospitality;  

 
(l)      give informal advice and undertake relevant enquiries into 

allegations of misconduct (in the absence of a written complaint 
being received by the Standards Board for England) and, if 
appropriate, make  a written report to the Standards Committee 
(unless the Chair of Standards Committee agrees a report is not 
necessary) or to the Standards Board for England if, in the opinion 
of the Monitoring Officer, there is a serious breach of the Councils 
Code of Conduct for Members; 

 

 

  
(m)     in consultation, as necessary, with the Chairs of the Council, 

Cabinet, Standards Committee and the Standards Board for 
England, defer the making of a formal report under Section 5 Local 
Government and Housing Act 1989 where another investigative 
body is involved; 

 
(n)  have sufficient resources to enable him to address any matters 

concerning his Monitoring Officer functions; 
Monitoring Officer functions; 
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(o)       subject  to  the  approval  of  the  Standards  Committee,  be  
responsible  for preparing any training programme for members on 
ethical standards and Code of Conduct issues; and 

 
(p)       appoint a deputy and keep him or her briefed on any relevant 

issues that s/he may be required to deal with in the absence of the 
Monitoring Officer. 

 
7.  To ensure the effective and efficient discharge of the arrangements set out 

in paragraph 5 above, Members and Officers will report any breaches of 
statutory duty or Council policies or procedures and other vires or 
constitutional concerns to the Monitoring Officer, as soon as practicable. 

5 above, Members and Officers will report any breaches of statutory duty or Council 
policies  or procedures  and  other vires  or constitutional concerns  to the  Monitoring 

Officer, as soon as practicable. 
 
 
 
8.         The Monitoring  Officer is also available for Members and Officers to 

consult on any issues of the Council’s legal powers, possible 
maladministration, impropriety and probity issues, or general advice on the 
constitutional arrangements (e.g. Standing Orders, policy framework, 
terms of reference, scheme of delegations etc.).  

 
9.  To  ensure  the  effective  and  efficient  discharge  of  this  Protocol,  the  
Director  of 

GovernanceMonitoring Officer will ensure adequate insurance and 
indemnity arrangements are in place for the same to protect and 
safeguard the interests of the Council and the proper discharge of the 
Monitoring Officer role. 

 

 
 
C.      SANCTIONS FOR BREACH OF CANNOCK’S CODE OF CONDUCT 

FOR MEMBERS AND THIS PROTOCOL 
 
10.       Complaints against any breach of Cannock Chase District Council’s 

Code of Conduct for Members must be referred to the Standards Board for 
England, which could lead, ultimately, to the disqualification of  a Member. 
Complaints against any breach of this Protocol by a Member will be 
referred to the Standards Committee and to the relevant Leader and/or 
Chief Whip of the Political Party Group. Complaints against any breach of 
this Protocol by an Officer may be referred to the Chief Executive. 
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SUMMARY OF MONITORING FUNCTIONS 

 

 Description Source 

1. Report on contraventions or likely 
 contraventions of any enactment or 
rule of law.  

Section 5 Local Government 
and 

 Housing Act 1989. 

2. Report on any maladministration or 
injustice 

 where Ombudsman has carried out 
an investigation. 

Section 5(7) Local Government 
and 

 Housing Act 1989. 

3. Appointment of DutyDeputy. Section 5 Local Government 
and 

 Housing Act 1989. 

4. Report on resources. Section 5 Local Government 
and 

 Housing Act 1989.  

5. Receive copies of whistleblowing 
allegations of 

 misconduct. 

Local Policy.  

6. Investigate misconduct in compliance 
with 
 Regulations (when made) and 
directions of 

 Ethical Standards Officers. 

Regulations when made.  
Directions 
 when made in individual cases.  
LGA 

 2000 Section 66 (1) + 66(6). 

7. Establish and maintain registers of 
members 

members’ interests and gifts and 
hospitality. 

Sections 81 LGA 2000 and draft 
Model 

 Code. 

8. Advice to Members on interpretation 
of Code. 

Adopted Code.  

9. Key role in promoting and 
maintaining high 
 standards of conduct through 
support to the 

 Standards Committee. 

Statutory Guidance  paragraph 
8.20 (as 

 amended) 

10. Liaison with Standards Board and 
Ethical 

 Standards Officers.  

SBE guidance.  

11. Ethical framework functions in 
relation to 

 Parish Councils.  

Section 83 (12) LGA 2000. 

12. Compensation for maladministration. Section 92 LGA 2000.  

13. Advice on vires, issues, 
maladministration, 

 financial impropriety, prohibityprobity 
and policy framework and budget 
issues to all Members.  

DCGL guidance and associated 
 legislation.  
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