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APPENDIX 5
MODEL CONSTITUTION FOR COMMUNITY COUNCILS
This Model Constitution must be adopted by every Community Council established under the West Dunbartonshire Council Scheme for the Establishment of Community Councils. Any local addition or amendment must comply with the Scheme and receive the prior written approval of West Dunbartonshire Council.
1. Name
The name of the Community Council shall be ........................................................................................................ Community Council, referred to as “the Community Council” in this Constitution.

2. Area of the Community Council
The area represented by the Community Council shall be the area shown on the approved boundary map contained in Appendix 1 to the West Dunbartonshire Council Scheme for the Establishment of Community Councils, referred to as “the Scheme”.

3. Purpose and Objective 
The Community Council shall operate in accordance with the statutory purpose of Community Councils set out in section 51(2) of the Local Government (Scotland) Act 1973. Its objectives shall be:
(a)	to ascertain, co-ordinate and express the views of the community which it represents, while fairly reflecting the range and diversity of local opinion;
(b)	to communicate the views of the community to West Dunbartonshire Council, other public authorities and relevant organisations;
(c)	to take such action in the interests of the community as appears to be appropriate, practicable and consistent with the Scheme;
(d)	to promote the well-being of the community, support community participation and foster a positive sense of local identity;
(e)	to provide accessible opportunities for citizens to raise matters affecting their community and to participate in the work of the Community Council; and
(f)	to work constructively with citizens, local groups, elected members, public bodies and other partners while remaining non-party political, non-sectarian and inclusive.


4. Status, Governance and Responsibilities
The Community Council is a voluntary body established under the Scheme. It is not part of West Dunbartonshire Council and does not have the legal status, powers or protections of the local authority.
The Community Council and its members shall conduct their business in accordance with the Local Government (Scotland) Act 1973, the Scheme, this Constitution, the approved Standing Orders, the Code of Conduct for Community Councillors, the Community Council Complaints Procedure and any relevant guidance approved by West Dunbartonshire Council.
Where there is any conflict between this Constitution and the Scheme, the provisions of the Scheme shall take precedence. The detailed procedure for meetings shall be governed by the Model Standing Orders contained in Appendix 6 to the Scheme.

5. Membership
The maximum and minimum membership of the Community Council shall be those specified for its area in Appendix 2 to the Scheme. The minimum membership is one half of the approved maximum membership, rounded up to the nearest whole number where necessary.
Membership may include the following categories:
(a)	Elected members, who live in the Community Council area, are named on the electoral register for that area and have full voting rights;
(b)	Co-opted members, who meet the eligibility requirements for full membership and are appointed between elections in accordance with clause 7 of this Constitution. Co-opted members have full voting rights;
(c)	Associate members, who may contribute knowledge, skills, experience or a particular community perspective. Associate members do not have voting rights and are not counted towards the quorum; and
(d)	Ex-officio members, including local authority Councillors, Members of the Scottish Parliament and Members of the UK Parliament whose ward or constituency includes all or part of the Community Council area. Ex-officio members do not have voting rights and are not counted towards the quorum.
The number of co-opted members shall not exceed one third of the current elected membership of the Community Council. Membership shall end in the circumstances and through the processes set out in section 9 of the Scheme.

6. Method of Election and Term of Office
Community Council elections shall be administered by West Dunbartonshire Council in accordance with section 8 of the Scheme. Elections will normally take place on a four-year cycle on dates determined by the Council.
Elected Community Councillors shall normally hold office until the next scheduled election, unless their membership ends earlier under the Scheme. Co-opted members shall normally serve until the next scheduled election, unless their membership ends earlier.
The first meeting following an election shall be called by the Independent Returning Officer or West Dunbartonshire Council and shall take place within 21 days of the election, or as soon as practicable thereafter.

7. Casual Vacancies and Co-option
Where a vacancy arises and the elected membership remains at or above the minimum specified in Appendix 2 to the Scheme, the Community Council may:
(a)	ask West Dunbartonshire Council to arrange an interim election;
(b)	fill the vacancy by co-option in accordance with this clause; or
(c)	leave the vacancy unfilled until further local interest is expressed or until the next scheduled election.
Where elected membership falls below the minimum specified for the Community Council area, West Dunbartonshire Council must be informed without delay and arrangements shall be made for an interim election in accordance with the Scheme.
A proposed co-option must be notified to all Community Council members at least 14 days before the meeting at which it will be considered. A person may be co-opted only if they meet the eligibility requirements for full membership and the appointment is approved by a two-thirds majority of the elected Community Councillors present and voting.
The number of co-opted members must not exceed one third of the current elected membership. If the proportion of co-opted members becomes greater than one third, the Community Council must notify West Dunbartonshire Council and an interim election process shall be undertaken.

8. Voting Rights and Decision-making
Only elected and eligible co-opted Community Councillors may vote at meetings of the Community Council or its committees. Associate members, ex-officio members and members of the public do not have voting rights.
Unless this Constitution, the Scheme or the Standing Orders require a different majority, decisions shall be made by a simple majority of those eligible to vote who are present and voting. Abstentions shall not be counted as votes cast.
A two-thirds majority is required for the co-option of a Community Councillor, alteration of this Constitution and voluntary dissolution of the Community Council, subject to the particular requirements set out in clauses 7, 17 and 18.
The Chairperson shall have an ordinary vote and, where the votes are equal, an additional casting vote. Proxy voting is not permitted.
9. Election of Office-Bearers
The Community Council shall appoint a Chairperson, Secretary and Treasurer from among its voting membership. It may also appoint a Vice-Chairperson and any other office-bearers it considers necessary.
Office-bearers shall be elected at the first meeting following a scheduled election and at each Annual General Meeting. They shall hold office until the conclusion of the next Annual General Meeting and shall be eligible for re-election.
Without the prior written approval of West Dunbartonshire Council, one person shall not hold more than one of the offices of Chairperson, Secretary or Treasurer at the same time. A vacancy in an office-bearer role shall be filled as soon as practicable at a properly convened meeting.
The appointment of office-bearers does not remove the collective responsibility of all voting members for the governance, decisions, finances and conduct of the Community Council.

10.  Committees, Working Groups and Representatives
The Community Council may establish committees or working groups and may appoint representatives to external groups where this supports its objectives.
For each committee or working group, the Community Council shall agree and record its membership, purpose, duration, reporting arrangements and any authority delegated to it. Unless specific decision-making authority has been formally delegated, recommendations shall be reported to the full Community Council for approval.
Committees, working groups and representatives shall comply with the Scheme, this Constitution, the Standing Orders and the Code of Conduct. They shall maintain an appropriate record of their meetings, decisions and actions and report regularly to the Community Council.

11. Meetings of the Community Council
The Community Council shall hold one Annual General Meeting and at least six ordinary meetings in each year. Meeting dates, times and venues or online arrangements should normally be agreed at the Annual General Meeting and notified to West Dunbartonshire Council.
Meetings may be held in person, online or on a hybrid basis. Arrangements shall be accessible, clearly publicised and designed to support participation by citizens from across the Community Council area.
The quorum shall be one third of the current voting membership, or three voting members, whichever is greater. Where a meeting is not quorate, no formal decision may be taken. Discussion may be recorded as notes, but any proposed decision must be considered at a future quorate meeting.
A Special Meeting may be called by the Chairperson, at the written request of at least one half of the voting membership, or following receipt of a written petition signed by at least 20 people resident within the Community Council area. A meeting requested by petition shall be held within 21 days of receipt of a valid request.
Notice of an ordinary meeting, Annual General Meeting or Special Meeting shall normally be issued and publicised at least 10 days before the meeting. Only the business stated in the published notice may be considered at a Special Meeting.
The Community Council shall conduct its meetings in accordance with the approved Standing Orders.

12.  Public Participation and Private Business
Meetings of the Community Council and its committees shall normally be open to members of the public. Reasonable provision shall be made for public attendance and for citizens to address the Community Council under the guidance of the Chairperson.
Public participation does not include a right to vote or to disrupt the orderly conduct of a meeting. The Chairperson may manage the time, relevance and manner of public contributions in accordance with the Standing Orders.
Notice of meetings shall be displayed prominently within the Community Council area and publicised through suitable channels, which may include websites, social media, local networks, noticeboards and other accessible methods.
The Community Council may agree that part of a meeting should be held in private only where this is reasonably necessary because the business involves confidential, legally sensitive, commercially sensitive or personal information. The reason for excluding the public shall be stated and recorded in the minutes. Decisions should be taken in public wherever possible.

13. Information to West Dunbartonshire Council
The Community Council shall provide West Dunbartonshire Council with the information reasonably required to support the administration and oversight of Community Councils. This shall include:
(a)	an annual calendar of meeting dates, times, venues and online arrangements;
(b)	draft and approved minutes of meetings, including Annual General Meetings and Special Meetings;
(c)	the annual report and independently examined annual accounts;
(d)	an annual membership return and prompt notification of resignations, co-options, changes of office-bearers and other membership changes;
(e)	advance notice of Special Meetings and any other information required under the Scheme or associated guidance.
Draft minutes should normally be prepared and circulated within 14 days of the meeting. Approved minutes shall be retained as the official record and made publicly available, subject to the removal of unnecessary personal, confidential or sensitive information.

14. Control of Finance
All funds raised by or on behalf of the Community Council, or provided by West Dunbartonshire Council or another funder, shall be used only to further the objectives of the Community Council and in accordance with any conditions attached to the funding.
The Community Council shall operate a bank account in its own name. The account must not be held in the name of an individual member.
There shall be at least three authorised signatories or approved account users. Every payment or withdrawal must be approved by at least two authorised persons. The two people approving a transaction must not live at the same address and should not be closely related.
The Treasurer shall maintain proper financial records and provide regular financial reports to meetings. Financial responsibility rests with the Community Council as a whole and not with the Treasurer alone. Significant expenditure, grant applications and other financial decisions shall be approved by the Community Council and recorded in the minutes.
The financial year shall run from 1 April to 31 March. At the end of each financial year, the Community Council shall prepare an annual statement of accounts. The accounts shall be independently examined by a suitably independent person or persons who are not members of the Community Council and who have no conflict of interest.
The independently examined accounts shall be presented to the Annual General Meeting for approval and submitted to West Dunbartonshire Council within the timescale set out in the Scheme, Handbook or associated finance guidance.
Receipts, invoices, bank statements, approvals and other financial records shall be retained and made available for inspection by West Dunbartonshire Council where reasonably required. Community Council funds must not be used for personal benefit, party-political activity or any purpose unrelated to the objectives of the Community Council.

15. Property, Assets and Commitments
Property and other assets belonging to the Community Council shall be vested in the Chairperson, Secretary and Treasurer and their successors in those offices, to be held for the purposes of the Community Council.
No member shall enter into a contract, lease, funding agreement, purchase, employment arrangement or other commitment on behalf of the Community Council unless the commitment has been properly authorised at a quorate meeting and recorded in the minutes.
The Community Council shall ensure that suitable insurance, risk management, permissions and financial controls are in place before undertaking events, projects or activities. Assets and commitments shall be recorded and managed in accordance with the Scheme and any guidance issued by West Dunbartonshire Council.

16. Conduct, Interests and Accountability
All members shall comply with the Code of Conduct for Community Councillors and shall act in the interests of the community, with honesty, respect, openness and accountability.
A member must declare any relevant financial or non-financial interest before the matter is considered, or as soon as the interest becomes apparent. The declaration, and any withdrawal from discussion or voting, shall be recorded in the minutes.
Complaints and concerns about conduct shall be considered in accordance with the approved Community Council Complaints Procedure. Any action affecting membership must be fair, proportionate and consistent with the Scheme. Removal, suspension or disqualification may take place only through the approved process.

17. Alterations to the Constitution
A proposal to alter this Constitution must be considered at a properly convened public meeting of the Community Council. The exact wording of the proposed alteration shall be included in the notice and agenda issued at least 10 days before the meeting.
An alteration shall require the support of at least two thirds of the total voting membership of the Community Council and the prior written approval of West Dunbartonshire Council. No alteration may conflict with the Scheme, legislation or another document approved as part of the Scheme.
An approved alteration shall take effect on the date specified in the written approval issued by West Dunbartonshire Council.

18. Dissolution
Where the Community Council considers that it is no longer able to operate effectively, it may propose voluntary dissolution. The proposal must first be supported by at least two thirds of the total voting membership at a properly convened meeting.
Following that decision, the Community Council shall arrange a public meeting to discuss the proposed dissolution. At least 10 days’ public notice shall be given and the notice shall state the terms of the proposal. After considering the views expressed at the public meeting, the Community Council may confirm the proposal by a two-thirds majority of its total voting membership.
Voluntary dissolution shall take effect only after written approval by West Dunbartonshire Council. After payment of any proper debts and liabilities, remaining funds, assets, records and property shall transfer to West Dunbartonshire Council, which may hold them in trust for a future Community Council representing the area or manage them in accordance with the Scheme.
West Dunbartonshire Council may also take steps to dissolve a Community Council in the circumstances and through the process set out in section 14 of the Scheme, including where the Community Council fails to meet for three consecutive prescribed meeting dates or its elected membership remains below the minimum for three consecutive prescribed meeting dates.
Where a Community Council has been dissolved, 20 or more electors may subsequently request its re-establishment in accordance with section 52(7) of the Local Government (Scotland) Act 1973 and the Scheme.

19.  Approval and Adoption of the Constitution
This Constitution was adopted by the Community Council at a properly convened meeting and takes effect following approval by West Dunbartonshire Council.
	Community Council
	................................................................................................................................

	Date adopted
	................................................................................................................................

	Chairperson
	Name: ........................................................   Signature: ........................................................

	Community Councillor
	Name: ........................................................   Signature: ........................................................

	Community Councillor
	Name: ........................................................   Signature: ........................................................

	Approved for West Dunbartonshire Council by
	Name and position: ........................................................................................................

	Date approved
	................................................................................................................................
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