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APPENDIX 6
MODEL Standing Orders FOR COMMUNITY COUNCILS
These Model Standing Orders must be adopted by every Community Council established under the West Dunbartonshire Council Scheme for the Establishment of Community Councils. They should be read with the Scheme, the Model Constitution in Appendix 5, the Code of Conduct in Appendix 3 and the Community Council Complaints Procedure in Appendix 4. Any local addition or amendment must comply with those documents and receive the prior written approval of West Dunbartonshire Council.

1.  Meetings
(a)	The Community Council shall hold one Annual General Meeting and at least six ordinary meetings in each year. The dates, times, venues and any online arrangements should normally be agreed at the Annual General Meeting and notified to West Dunbartonshire Council.
(b)	Meetings may be held in person, online or on a hybrid basis. Meeting arrangements shall be accessible, clearly publicised and designed to support participation by citizens from across the Community Council area.
(c)	A Special Meeting may be called by the Chairperson, following a written request from at least one half of the voting membership, or following receipt of a valid written petition signed by at least 20 people resident within the Community Council area.
(d)	A Special Meeting requested by petition shall be held within 21 days of receipt of the valid request. Only the business stated in the published notice may be considered at a Special Meeting.
(e)	Meetings shall normally be open to members of the public. Part of a meeting may be held in private only in the circumstances set out in the Constitution. The reason for excluding the public shall be stated by the Chairperson and recorded in the minutes.

2. Notice, Agendas and Meeting Papers
(a)	Notice of an ordinary meeting, Annual General Meeting or Special Meeting shall normally be issued and publicised at least 10 days before the meeting. The notice shall state the date, time, venue and any online access arrangements.
(b)	The Secretary shall prepare the agenda in consultation with the Chairperson. Community Councillors should submit proposed agenda items to the Secretary in sufficient time for inclusion, normally no later than seven days before the meeting.
(c)	The agenda and available meeting papers shall be circulated to Community Council members and West Dunbartonshire Council and made publicly available through appropriate channels. Publicity may include local noticeboards, websites, social media, community networks and other accessible methods.
(d)	Substantive decisions should not normally be taken on matters that were not included on the published agenda. An urgent matter may be considered where the Chairperson explains the reason for urgency and a majority of the voting members present agree that it should be considered. The reason and decision shall be recorded in the minutes.
(e)	Where a document contains personal, confidential, legally sensitive or commercially sensitive information, an appropriate public version should be provided where practicable and the confidential material handled in accordance with the Constitution and relevant data protection requirements.

3. Minutes and Meeting Records
(a)	Draft minutes shall normally be prepared and circulated within 14 days of the meeting. They shall be clearly marked as draft until approved at a subsequent meeting.
(b)	Minutes shall provide an objective record of the meeting and shall normally include the date, time and place or online format; Community Councillors present; apologies received; declarations of interest; the main matters considered; decisions reached; the outcome of any vote; agreed actions; the person responsible for each action; and any agreed timescale.
(c)	Minutes are not a word-for-word transcript. They should record the substance of the business and the decisions taken without including unnecessary personal, confidential or sensitive information. The attendance of elected members, officers and invited speakers may be recorded. Members of the public need not normally be named unless this is relevant and appropriate.
(d)	Draft minutes shall be considered at the next ordinary meeting or other appropriate meeting. Once approved, they shall be signed or otherwise formally confirmed by the person presiding and retained as the official record.
(e)	Any correction to draft minutes shall relate to whether the minutes accurately record the previous meeting. A matter arising from the minutes shall be considered separately and shall not be used to alter a decision properly taken at the earlier meeting.

4. Quorum
The quorum shall be one third of the current voting membership of the Community Council, or three voting members, whichever is greater.
(a)	Only elected and eligible co-opted Community Councillors are counted when calculating the quorum. Associate members, ex-officio members and members of the public are not counted.
(b)	Where a meeting is not quorate, no formal decision may be taken. Discussion may continue and be recorded as notes, but any proposed decision must be considered at a future quorate meeting.
(c)	If a meeting becomes inquorate after it has started, the Chairperson shall suspend formal business. The meeting may continue for information or discussion only, or may be adjourned to another date.
(d)	Proxy attendance and proxy voting are not permitted.

5. Order of Business

5.1 Ordinary Meeting 
The normal order of business at an ordinary meeting shall be:
(a)	welcome, attendance and apologies;
(b)	declarations of financial or non-financial interests;
(c)	approval of the minutes of the previous meeting;
(d)	matters arising and review of agreed actions;
(e)	Treasurer’s report and any financial decisions;
(f)	planning, licensing, consultations and correspondence, where relevant;
(g)	reports from committees, representatives, elected members, officers or partner organisations, where relevant;
(h)	substantive agenda items;
(i)	public participation and questions;
(j)	any other competent business, subject to clause 2(d); and
(k)	date and arrangements for the next meeting.

5.2 Annual General Meeting
The normal order of business at an Annual General Meeting shall be:
(a)	welcome, attendance and apologies;
(b)	declarations of interests;
(c)	approval of the minutes of the previous Annual General Meeting;
(d)	presentation and consideration of the Community Council’s annual report;
(e)	presentation and approval of the independently examined annual accounts;
(f)	the standing down of existing office-bearers and election of the Chairperson, Secretary, Treasurer and any other office-bearers;
(g)	appointment of representatives, committees, working groups or independent examiners where required;
(h)	agreement of the annual meeting calendar, where practicable; and
(i)	date of the next Annual General Meeting, where known, and close of meeting.
An ordinary meeting may be held immediately after the Annual General Meeting, provided that it has been separately notified and has its own agenda.

5.3 Special Meeting
The order of business at a Special Meeting shall be:
(a)	welcome, attendance and apologies;
(b)	declarations of interests;
(c)	the business stated in the published notice; and
(d)	close of meeting.
No other business may be considered at a Special Meeting.

6. Chairing, Conduct and Public Participation
(a)	The Chairperson shall manage the meeting fairly and reasonably, having regard to the Scheme, the Constitution and these Standing Orders. The Chairperson shall determine questions of order, relevance and competence and shall explain a ruling where this is reasonably required.
(b)	The Chairperson shall seek to ensure that relevant views are heard, that no person unreasonably dominates the discussion, that contributions remain focused on the matter under consideration and that decisions are reached in a clear and democratic manner.
(c)	Community Councillors and all other participants shall treat each other with courtesy and respect. Personal attacks, discriminatory language, intimidation, threatening behaviour and persistent disruption are not acceptable.
(d)	Where disorder or persistent disruption occurs, the Chairperson may issue a warning, require the behaviour to stop, briefly suspend the meeting or adjourn the meeting to another date. A member of the public who continues to disrupt the meeting after a warning may be required to leave. Conduct by a Community Councillor shall also be dealt with under the Code of Conduct and Community Council Complaints Procedure.
(e)	The Community Council shall provide a reasonable opportunity for public participation. The Chairperson may determine when public contributions are taken, the time allowed, the order of speakers and whether a question or contribution is relevant to the Community Council’s role or the business before the meeting.
(f)	Members of the public may address the Community Council but do not have voting rights. Public participation shall not be used to disclose confidential personal information, make unsupported allegations about an individual or disrupt the orderly conduct of the meeting. Where appropriate, a matter may be referred to the relevant complaints or service process.
(g)	A Community Councillor must declare any relevant financial or non-financial interest before the matter is considered, or as soon as the interest becomes apparent. The Chairperson shall ensure that the declaration, and any withdrawal from discussion or voting, is recorded in the minutes.

7. Motions, Amendments and Debate
(a)	A proposal requiring a formal decision should be stated as a clear motion. A motion must be moved by one voting Community Councillor and seconded by another before it is debated or voted upon.
(b)	An amendment must be relevant to the motion and must also be moved and seconded. The Chairperson may require a motion or amendment to be provided in writing where this is necessary for clarity.
(c)	Where there is more than one amendment, the Chairperson shall determine the order in which they are considered. Amendments shall normally be decided before the substantive motion. If an amendment is carried, the amended motion becomes the substantive motion for any further debate and decision.
(d)	The mover of the original motion shall normally be offered a right of reply before the final vote. After that reply, no further debate shall take place unless the Chairperson considers that clarification is required.
(e)	A motion or amendment that has been moved and seconded may be withdrawn only with the agreement of the mover and seconder and, once debate has begun, with the consent of the meeting.
(f)	A proposal that would reverse or materially alter a decision taken within the previous six months shall not normally be considered unless significant new information or a material change in circumstances has arisen. The Chairperson shall explain the basis on which reconsideration is permitted and this shall be recorded in the minutes.
(g)	The Chairperson may bring debate to a close when the matter has been adequately considered, subject to ensuring that a fair opportunity has been given for differing views to be heard.


8. Voting
(a)	Only elected and eligible co-opted Community Councillors may vote. Associate members, ex-officio members and members of the public do not have voting rights.
(b)	Where no voting member requests a formal vote, the Chairperson may confirm that a decision has been reached by general agreement. Where a vote is required, it shall normally be taken by a show of hands or an equivalent electronic method for online or hybrid meetings.
(c)	The election of office-bearers may be conducted by secret ballot where there is more than one candidate or where the meeting otherwise agrees. A secret ballot shall be administered by an impartial person appointed by the meeting.
(d)	Unless the Scheme, Constitution or these Standing Orders require a different majority, a proposal shall be decided by a simple majority of those eligible to vote who are present and voting. Abstentions are not counted as votes cast.
(e)	The Chairperson has an ordinary vote and, where votes are equal, an additional casting vote.
(f)	The outcome of a vote shall be recorded in the minutes. The numbers voting for, against and abstaining should be recorded where a count is taken. A Community Councillor may request that their own vote or abstention be recorded by name, provided the request is made before the meeting moves to the next item.

9. Committees, Working Groups and Representatives
(a)	The Community Council may establish committees or working groups and appoint representatives to external bodies in accordance with the Constitution.
(b)	The Community Council shall agree and record the membership, purpose, duration, reporting arrangements and any delegated authority of each committee or working group. It shall also determine any quorum required for a committee.
(c)	Unless specific decision-making authority has been formally delegated, a committee or working group may make recommendations only. Recommendations shall be reported to the full Community Council for consideration and approval.
(d)	Committees and working groups shall keep an appropriate record of meetings, decisions and actions. They shall report regularly to the Community Council and remain accountable to it.
(e)	A representative appointed to an external body shall act in accordance with any remit agreed by the Community Council and shall provide appropriate reports to Community Council meetings.
(f)	Meetings of committees shall normally be open to the public where they are conducting delegated Community Council business, subject to the provisions on private and confidential business in the Constitution.



10.  Alteration and Suspension of Standing Orders

10.1 Alteration 
(a)	A proposal to alter these Standing Orders must be included in the notice and agenda for a properly convened public meeting issued at least 10 days before the meeting.
(b)	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.
(c)	No alteration may conflict with legislation, the Scheme, the Constitution, the Code of Conduct, the Community Council Complaints Procedure or another document approved as part of the Scheme. An alteration shall take effect only on the date specified in the written approval issued by West Dunbartonshire Council.

10.2 Suspension 
(a)	A Standing Order may be suspended for a specified item of business only where at least three quarters of the total voting membership is present and at least two thirds of those present and voting agree to the suspension.
(b)	The mover shall state the Standing Order to be suspended, the reason for the suspension and the item of business to which it applies. The decision and reason shall be recorded in the minutes.
(c)	Suspension shall apply only for the duration of the specified business. These Standing Orders shall automatically resume when that business has concluded.
(d)	Standing Orders may not be suspended where this would conflict with legislation, the Scheme or Constitution; remove the requirement for a quorum; alter voting rights; avoid required public notice; set aside financial controls; bypass the Code of Conduct or Complaints Procedure; or permit the Community Council to act beyond its authority.

11. Interpretation, Approval and Adoption
(a)	These Standing Orders shall be interpreted consistently with the Scheme and the Constitution. Where there is any conflict, the Scheme shall take precedence, followed by the Constitution.
(b)	Where a procedural issue is not covered by these Standing Orders, the Chairperson shall make a reasonable ruling for the purpose of the meeting, subject to any subsequent guidance or determination by West Dunbartonshire Council.
(c)	These Standing Orders shall take effect when adopted by the Community Council and approved in writing 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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