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Dear Councillor 
 
You are summoned to attend a Meeting of St Austell Bay Parish Council to be held 
on Thursday 5 September 2024 at 6.00 pm in The Pattern Hall, Charlestown 
Road.   
 
Julie Larter 
 
Julie Larter 
Clerk 
29 August 2024 
 
07873 383400 
enquiries@staustellbay-pc.gov.uk  
 
Please note that under the Openness of Local Government Bodies Regulations 2014 
this meeting may be recorded 
 

 
AGENDA 

 
1. 
 

Apologies for Absence 
 

 

2. Minutes of a Meeting of the Parish Council held on 18 July 
2024 
To resolve that the minutes of the above meeting be signed as a 
correct record of the meeting. 
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3. Matters to note 
To receive a verbal update from the Clerk on matters progressed 
since the last ordinary meeting 
 

 

4. Declarations of Interest 
(a) Pecuniary Interests 
Declare those interests which have been declared on your 
Register of Financial Interests relevant to the agenda of the 
meeting.  Whenever the item is being discussed, including public 
participation, you must leave the room and not take part in the 
discussion or decision. 
 
(b) Non-registerable Interests 
You must declare Non-registerable Interests at the start of the 
meeting or whenever the interest becomes apparent.  Then when 
the matter is being discussed, even during public participation, 
you must leave the room and not take part in the discussion or 
decision. 
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(c) Dispensations 
To consider any requests for dispensations relating to items on 
the agenda 
 
(d) Gifts and Hospitality 
To declare any gifts or hospitality 
 
Please call the Clerk before the meeting if you have any queries 
about these matters.     
 

5. Chairman's Announcements  
To allow the Chairman to make any announcements.  
 

 

6. Cornwall Councillor’ Report 
To receive a report from Cllr James Mustoe 
 

 

7. 
 
 
 
 
 
 
 

Public Participation 
The Chairman will invite Members of the public to address the 
meeting. 
 
15 minutes will be allocated for public participation (this can be 
extended at the Chairman's discretion).  Each person addressing 
the Council will be allocated a maximum of two minutes. 
 

 
 
 
 
 
 
 
 
 
 

8. Planning Applications and Related Matters 
(a) To consider a response to the following planning applications 
any planning applications received after publication of this 
agenda: 
 
(i) PA24/04060 – Watering Lane Nursery, Lobbs Shop: Erection 
of two research and development/industrial buildings 
 
(ii) PA24/05119/05120(LBC) – 10 Quay Road: Construction of a 
small cabin in a remote area of the garden at Marine Villa 
 
(iii) PA24/05856 – Open Space, Pagoda Drive: Works to trees 
subject to a TPO namely: T3 – Sycamore- reduce height of crown 
back to point of retrenchment (c10m to leave 8m in height) 
T8 – Remove the lowest limb over the wall and reduce the upper 
crown back by 3m in line with the wall to leave a 4m radial crown 
spread 
T11 – Beech – Dead snag, fell 
 
(iv) PA24/06010 – Porthpean Outdoor Education Centre: 
alteration to vehicular access consisting of the creation of hard 
surfaced areas for drop-off and collection of Centre users and 
visitors.  Repositioning of entrance gates.  Construction of fences, 
provision of hard and soft landscaping.  Part retrospective 
 
(v) PA24/03523 – 9 Charlestown Road: Upgrade and 
refurbishment of existing studio to form ancillary accommodation 
to main house 
 
(b) To ratify responses to planning applications made under the 
system of delegation during August 
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(i) PA24/04732 – Land north of 18-21 Quay Road: Erection of a 
new dwelling (resubmission of PA24/01509) 
This land was previously used as a storage area for the adjoining 
development and it is unlikely to be reasonable or practical to 
reinstate the land to its former condition.  The plot is within the 
Development Boundary and the amended design is smaller and 
more in keeping with the vernacular of Charlestown, therefore 
the parish council has no objections to the proposal. 
 
(ii) PA24/09903 – 20 Quay Road: Proposed demolition of existing 
workshop redeveloped into a garden room with office/studio 
above 
The parish council acknowledges that the current garden 
structure needs replacing, but a single storey building would be 
more appropriate.  Indeed it was inferred at a site meeting 
attended by parish councillors that the amended design would be 
sunk into the ground to make the replacement building less 
obtrusive.  Therefore the parish council objects to the current 
proposal. 
The application was subsequently refused. 
 
(iii) PA24/04786 – Land East of Trevean, Porthpean Beach Road: 
Reserved Matters application for access, appearance, 
landscaping, layout and scale following outline approval 
PA21/11667 dated 19/07/2022 for the construction of a single 
dwelling 
The parish council has no objections to the proposal 
 
(iv) PA24/05351 - 181 Charlestown Road: Works to trees subject 
to a TPO – Large leaved Lime – remove 3 limbs, fell 2 x poor 
quality Holly trees and remove 1 limb growing from neighbours 
Poplar tree 
Subject to the Tree Officer being content, the parish council has 
no objections to the proposed tree works 
 
(c) To receive an update on the following planning applications: 
 
(i) PA24/02382 – 5 Pavilion Walk, Duporth: To remove/vary 
section 106 legal agreement 
 
(ii) PA23/07802 – Ocean House, Porthpean: Proposed change of 
use of garden to allow for the siting of temporary accommodation 
units 
This application has been approved. 
 
(iii) PA22/09849 – Former Lovering Clay Dry: Proposed 
demolition and redevelopment of Clay Dry to provide 15 
dwellings and associated works without compliance with condition 
2 of decision notice PA19/07235 dated 08/06/2020 
This application has been approved 
 
(iv) PA22/02532 – Development of 4 dwellings with associated 
road, garage/carport and parking: Land North East to Recreation 
ground, Church Road 
And 
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PA22/02533 – Construction of 2 detached houses with associated 
drives and parking: Land to East of Charlestown Road 
These applications were refused by the Central Sub-Area 
Planning Committee on 29 July 
 

9. Standing Orders 
To review the Council’s Standing Orders 
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10. Regatta Playing Field 
To receive an update 
 

 

11. Highways Matters 
(i) Duporth Road Residents Parking Proposal 
To receive an update 
(ii) To note any concerns 
 

 
 

12. Financial Matters  
(i) To note that the Annual Audit has now been completed and no 
issues were identified 
(ii) To note that Cllr Wright undertook an internal control check 
on 29 July 
(iii) To note the current financial position and authorise payments 
 

 
 
Appendix (i) 
 
 
 
 
Appendix (ii) 
 

13. Meetings/Training Attended 
To receive an update from meetings or training recently attended 
by members or the Clerk 
  

 
 
 

14. Correspondence 
To note correspondence received since the last meeting 
 

 
P 31 
 

15. Dates for the Diary  
To note any forthcoming dates for members' diaries 
 

 
 
 

16. Dates of future Parish Council Meetings 
17 October, 21 November, 19 December 2024 
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MINUTES of a MEETING of ST AUSTELL BAY PARISH COUNCIL held on 
THURSDAY 18 JULY 2024 at 6.00pm in The Pattern Hall, Charlestown 
 
Present: Cllrs Bill Leach, Sue Leach, Chrissie Wright, Trudy Reynolds, Nick Foster, 
Richard Whitehouse, Sandie Bailey 
 
In attendance: Cornwall Councillor James Mustoe, Julie Larter (Clerk), 10 members 
of the public. 
 
 
(24/037) Apologies for Absence 
Apologies were received from Cllrs Matt Sanders and Cllr Jackie Bull 
 
 
(24/038) Minutes of a meeting the Parish Council held on 20 June 2024 
It was RESOLVED that the minutes of the meeting of the Parish Council held 
on 20 June 2024 should be signed as an accurate record of the meeting 
subject to the following amendment: Minute (24/033)  It was noted that Cllrs 
Wright, Bailey and Whitehouse attended the D Day beacon commemoration and Cllr 
Wright also attended the 4 June site meeting. 
 
 
(24/038) Matters to Note 
The Clerk reported that Kathy Still’s Lost Voices from a Cornish Village book will be 
going to print in the next 10 days and she will be arranging a book launch in 
Porthpean during August and she hopes that some members of the parish council will 
attend.  Cleaning the public toilets has now reverted to its twice daily summer 
schedule.   
 
 
(24/039) Declarations of Interest on Items on the Agenda  
There were no declarations of interest. 
 
 
(24/040) Chairman’s Announcements 
The Chairman had no announcements to make. 
 
(24/041) Cornwall Councillors Report 
Cllr Mustoe’s report can be found on the parish council’s website. 
 
 
(24/042 Public Participation 
Two members of the public wished to speak on planning application PA24/04732 and 
one member of the public wished to speak about agenda item 9, Regatta Playing field.  
The Chairman invited them to speak at the respective points on the agenda. 
 
 
(24/043) Planning Applications and Related Matters 
(i) PA24/04732 – Land north of 18-21 Quay Road: Erection of a new dwelling 
(resubmission of PA24/01509) 
The applicant said that he has taken the consultees’ comments on board and the new 
plan amounted to a 30% reduction of the footprint and includes a landscaping 
scheme.  A member of the public enquired what the rationale for positioning the 
garage on his boundary was.  It was noted that neither the Historic Environment 
(Planning) officer’s, nor the WHS planning officer’s reports had been received and the 
matter was deferred until these are available. 
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(ii) PA24/04548 and 04545 (LBC) – Pier House Hotel: Proposed refurbishment and 
alteration works following fire damage with non compliance of condition 2 in relation 
to decision notice PA23/07023 dated 28/11/2023 
It was RESOLVED that the Clerk should respond to the Planning Application 
(Cornwall Council) stating that the parish council has no objections to the 
proposal.  
 
 
(iii) PA24/05011 – 58 Duporth Bay: Non material amendment in relation to decision 
notice PA23/05741 dated 07/09/2023 to omit external door and roof lights over 
bedroom 1, omit dormer, omit rear single storey utility extension, replace paved 
terrace with timber decked terrace, replace timber to cladding to dormers with painted 
render board and amend glazed gable from 5 panes to 4 panes 
It was RESOLVED that the Clerk should respond to the Planning Application 
(Cornwall Council) stating that the parish council has no objections to the 
proposed amendment.  
 
(iv) PA24/04950 – 3 The Old School, Charlestown Road: Notification of works to a tree 
in a Conservation Area, namely fell one Oak Tree – retain 5m of stem for habitat 
The application was noted. 
 
(b) An update on the following applications was given by the Clerk  
 
(i) PA24/09903 – 20 Quay Road: Proposed demolition of existing workshop 
redeveloped into a garden room with office/studio above 
Awaiting amended plans. 
 
(ii) PA24/02382 – 5 Pavilion Walk, Duporth: To remove/vary section 106 legal 
agreement 
Negotiations are ongoing. 
 
(iii) PA23/07802 – Ocean House, Porthpean: Proposed change of use of garden to 
allow for the siting of temporary accommodation units 
The Planning Group leader is in discussion with the agent. 
 
(iv) PA22/09849 – Former Lovering Clay Dry: Proposed demolition and redevelopment 
of Clay Dry to provide 15 dwellings and associated works without compliance with 
condition 2 of decision notice PA19/07235 dated 08/06/2020 
The S106 agreement is now nearing completion and the Planning Officer will be 
proceeding to approve the application subject to conditions, one of which will be 
requiring the resurfacing works to be completed in accordance with the previously 
agreed details within 6 weeks of the decision notice being issued. 
 
(v) It was noted that appeal has been lodged with the Planning Inspectorate for 
application PA24/06613 relating to land at Lobbs Shop.  Cllr Reynolds offered to 
compile some additional comments to forward on to the Planning Inspector. 
 
(c) System of Delegation for Planning Applications Received between July and 
September meetings 
It was RESOLVED that planning applications received during the summer 
period when the parish council does not meet will be dealt with via email 
circulation to councillors and the Clerk was delegated to respond on behalf of 
the parish council. 
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(24/044) Charlestown Regatta Playing Field 
The Clerk reported that the Regatta Working Party met on 10 July and discussed 
whether to agree with Cornwall Council’s ruling that it would not be possible to 
undertake engineering work to deal with the waterlogging issue, and its suggestion of 
putting a horticultural scheme in place.  This would enable c£20,000 S106 funds 
allocated for improving sporting facilities to be spent on the field.  The football pitch 
could be levelled, rotated and new goal posts could be installed and any remaining 
funds put towards a horticultural scheme.  The working party recommended that the 
parish council accepts the offer, provided the parish council and Regatta Committee 
are fully involved in the design process and a mutually agreeable design is finalised.   
Councillors were concerned that there is no plan to alleviate the flooding issue but 
accepted that it was important to improve sporting facilities in the field at the present 
time 
It was RESOLVED to accept the S106 funding expressly for improving the 
sports facilities, but to continue to find a resolution to the flooding issue.   
 
 
(24/045) Financial Regulations 
It was RESOLVED to adopt new Financial Regulations based on the National 
Association of Local Councils’ model document. 
 
 
(24/046) 80th Anniversary of VE Day 8 May 2025 
Cllr Leach reported that town and parish councils are being asked to mark the end of 
WW2 in Europe by lighting a beacon and holding an event by way of celebration.  Cllr 
Sue Leach said that she is happy to organise an event and has spoken to the harbour 
who are happy that an event can be held on the Quay.  The harbour has the 
necessary licenses.  Following the D Day commemoration, St Austell Town band 
enquired whether the parish council would like their services for the anniversary.  It 
was RESOLVED that an event should be organised with St Austell Town band 
playing half an hour of music from the period.  The cost is yet to be 
ascertained.  The Clerk is to register the event with the Pageantmaster and Eric 
Foster is to be booked for sound equipment.   It was noted that the Pageantmaster is 
suggesting that street parties are held and it was decided that individual areas could 
organise and fund their own celebrations, although the council’s gazebos will be 
available.  Cllr Whitehouse is to draft a press release and Cllr Leach asked for 
volunteers to act as marshalls on the evening. 
 
 
(24/047) Highways Matters 
(i) Residents Parking scheme for Duporth Road 
Councillors were very disappointed with the response received from Matt Philips, 
Highway Asset Manager for Cornwall Council.  The Clerk was asked to respond to Mr 
Philips saying that councillors would like to discuss with local residents whether limited 
parking restrictions might work for them, before formally responding. 
 
Cllr Leach said that at the recent AGM of Duporth Bay Residents Association, the 
directors were asked to write to Cornwall Council’s Highways Manager stating how 
concerned they are about safety on Duporth Road. 
 
(ii) Highways Concerns 
There were no other highways concerns. 
 
 
(24/048) Action Zero Hour 
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It was decided that as a new Government is now in power, more information was 
needed about the Climate and Nature Bill before making any commitment. 
 
 
(24/049) History Working Party 
Cllr Reynolds reported that the History Working Party met on 12 July.  Charlestown 
History group are accepting new members.  Cllr Foster is to advertise this on 
Facebook and the Clerk will put it on the council’s website.  Cllr Reynolds said that the 
working party had discussed updating the overhead power cables on Charlestown 
Road and replacing streetlights with a more appropriate design.   
 
It was RESOLVED that the parish council would produce an interpretation 
board to go near Porthpean Beach.  The Clerk is to ask Cornwall Council for 
permission to erect a board.   
 
 
(24/050) Financial Matters 
(i) An application for grant funding had been received from the Cornish Barbarians 
Rowing Club.  Representatives from the club explained the purpose of the club and 
said that this year the club is trying to raise money for Georgia’s Voice, a charity 
aimed at preventing suicide amongst teenage girls.  The parish council’s grant policy 
specifies that funds can only be given for specific reasons and cannot go into a 
general pot.  It was felt that that the grant application form had been badly written.  
The group is to re-write the application form and the matter will be considered at the 
next council meeting. 
 
(ii) It was RESOLVED to pay 50% cost of the Clerk’s attendance at the SLCC National 
Conference  (total cost £540) 
 
(iii) The current financial position was noted and the following payments authorised  
 
DD EE Mobile phone monthly charge  £         19.42  
DD BT Telephone and internet  £         82.88  
DD Lloyds Bank Credit card  £         51.84 
DD Xerox Finance Quarterly lease on printer  £       141.26 
DD  Pennon Water Monthly charge for water for public toilets £        150.00 
BACS ITEC Monthly printing charge £          42.88 

BACS Peake (GB) Ltd 
Annual charge for servicing nappy and 
sanitary bins  £       308.90 

BACS Biffa Monthly collection The Pattern Hall  £         26.38 

BACS Duchy Defibrillators 
Annual monitoring fee – Church Hall and 
Porthpean £        456.00 

BACS Vision ICT Website hosting Sept 24 – Aug 25  £       258.00 
BACS Staff/HMRC/CPF Salaries and oncosts  £    2,334.33 

 
 
(24/051) Meetings/Training Attended 

 1 July – Cllr Reynolds attended Biodiversity Net Gain briefing 
 9 July – Cllr Reynolds ran a Diggers and Doers session at Carrickowel Point 
 10 July – Chairman, Cllrs Leach and Bailey together with the Clerk attended a 

Regatta Field working party meeting 
 12 July – Cllr History working party 

 
 
(24/052) Correspondence 
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A list of correspondence had been previously circulated and in addition the following 
had been received: 

 Cornwall Council’s Affordable Housing newsletter 
 Details of planning enforcement training 
 Invitation from SWW to attend a stakeholder meeting regarding the proposed 

Par desalination meeting 
 Forest for Cornwall newsletter 
 Ocean Conservation Trust is planning some community engagement days as 

part of their Blue Meadows programme which focuses on the restoration and 
regeneration of seagrass beds in the UK and are hoping to run some sessions 
on Charlestown beach in August 
 

 
(24/053) Dates for the Diary 

 19 July – Private viewing of St Austell Association of Artists Annual Exhibition 
6.30 

 24 July – Community Area Partnership meeting, Cornubia, Par 6.00pm  
 25 July – Regatta Carnival Judging 6.15pm 
 29 July – Central Sub Area Planning Committee Meeting where planning 

applications PA22/02532 and PA22/02533 will be determined (The Chairman to 
attend) 

 
 
(24/054) Dates of future Parish Council Meetings 
5 September, 17 October, 21 November, 19 December 2024.   
 
 

The meeting closed at 7.32 
 
 
 

………………………………………………  …………………………………………………………………… 
Chairman     Date 
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ST AUSTELL BAY PARISH COUNCIL STANDING 
ORDERS 
 

RULES OF DEBATE AT MEETINGS 

a Motions on the agenda shall be considered in the order that they appear unless 
the order is changed at the discretion of the chairman of the meeting. 

b A motion (including an amendment) shall not be progressed unless it has been 
moved and seconded.  

c A motion on the agenda that is not moved by its proposer may be treated by the 
chairman of the meeting as withdrawn.  

d If a motion (including an amendment) has been seconded, it may be withdrawn 
by the proposer only with the consent of the seconder and the meeting. 

e An amendment is a proposal to remove or add words to a motion. It shall not 
negate the motion.  

f If an amendment to the original motion is carried, the original motion (as 
amended) becomes the substantive motion upon which further amendment(s) 
may be moved. 

g An amendment shall not be considered unless early verbal notice of it is given at 
the meeting and, if requested by the chairman of the meeting, is expressed in 
writing to the chairman.  

h A councillor may move an amendment to his own motion if agreed by the 
meeting. If a motion has already been seconded, the amendment shall be with 
the consent of the seconder and the meeting. 

i If there is more than one amendment to an original or substantive motion, the 
amendments shall be moved in the order directed by the chairman of the 
meeting. 

j Subject to standing order 1(k), only one amendment shall be moved and 
debated at a time, the order of which shall be directed by the chairman of the 
meeting.  

k One or more amendments may be discussed together if the chairman of the 
meeting considers this expedient but each amendment shall be voted upon 
separately. 

l A councillor may not move more than one amendment to an original or 
substantive motion.  

m The mover of an amendment has no right of reply at the end of debate on it.  

n Where a series of amendments to an original motion are carried, the mover of 
the original motion shall have a right of reply either at the end of debate on the 
first amendment or at the very end of debate on the final substantive motion 



 

11 
 

immediately before it is put to the vote. 

o Unless permitted by the chairman of the meeting, a councillor may speak once in 
the debate on a motion except: 

i. to speak on an amendment moved by another councillor;  

ii. to move or speak on another amendment if the motion has been amended 
since he last spoke;  

iii. to make a point of order;  

iv. to give a personal explanation; or  

v. to exercise a right of reply. 

p During the debate on a motion, a councillor may interrupt only on a point of 
order or a personal explanation and the councillor who was interrupted shall stop 
speaking. A councillor raising a point of order shall identify the standing order 
which he considers has been breached or specify the other irregularity in the 
proceedings of the meeting he is concerned by.  

q A point of order shall be decided by the chairman of the meeting and his decision 
shall be final.  

r When a motion is under debate, no other motion shall be moved except:  

i. to amend the motion; 

ii. to proceed to the next business; 

iii. to adjourn the debate; 

iv. to put the motion to a vote; 

v. to ask a person to be no longer heard or to leave the meeting; 

vi. to refer a motion to a committee or sub-committee for consideration;  

vii. to exclude the public and press; 

viii. to adjourn the meeting; or 

ix. to suspend particular standing order(s) excepting those which reflect 
mandatory statutory or legal requirements. 

s Before an original or substantive motion is put to the vote, the chairman of the 
meeting shall be satisfied that the motion has been sufficiently debated and that 
the mover of the motion under debate has exercised or waived his right of reply.  

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

a No person shall obstruct the transaction of business at a meeting or behave 
offensively or improperly. If this standing order is ignored, the chairman of the 
meeting shall request such person(s) to moderate or improve their conduct. 

b If person(s) disregard the request of the chairman of the meeting to moderate or 
improve their conduct, any councillor or the chairman of the meeting may move 
that the person be no longer heard or be excluded from the meeting. The 
motion, if seconded, shall be put to the vote without discussion. 

c If a resolution made under standing order 2(b) is ignored, the chairman of the 
meeting may take further reasonable steps to restore order or to progress the 
meeting. This may include temporarily suspending or closing the meeting. 

 

MEETINGS GENERALLY 

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

 
 

b The minimum three clear days for notice of a meeting does not 
include the day on which notice was issued, the day of the meeting, a 
Sunday, a day of the Christmas break, a day of the Easter break or of 
a bank holiday or a day appointed for public thanksgiving or 
mourning. 

 c The minimum three clear days’ public notice for a Committee meeting 
does not include the day on which the notice was issued or the day of 
the meeting.  

 
 

d Meetings shall be open to the public unless their presence is 
prejudicial to the public interest by reason of the confidential nature 
of the business to be transacted or for other special reasons. The 
public’s exclusion from part or all of a meeting shall be by a 
resolution which shall give reasons for the public’s exclusion. 

 e Members of the public may make representations, answer questions 
and give evidence at a meeting which they are entitled to attend . 

 f At the Chairman’s discretion and with the agreement of the council, a 
member of the public may be invited to answer any questions on 
matters of fact relating to an item under consideration by the Council 
at that point on the agenda where the matter is to be discussed. 

g The period of time designated for public participation at a meeting in 
accordance with standing order 3(e) shall not exceed 15 minutes 
unless directed by the chairman of the meeting. 
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 h Subject to standing order 3(f), a member of the public shall not 
speak for more than 2 minutes. 

 i In accordance with standing order 3(e), a question shall not require a 
response at the meeting nor start a debate on the question. The 
chairman of the meeting may direct that a written or oral response 
be given. 

 j A person shall raise his hand when requesting to speak.  

 k A person who speaks at a meeting shall direct his comments to the 
chairman of the meeting. 

 l Only one person is permitted to speak at a time. If more than one 
person wants to speak, the chairman of the meeting shall direct the 
order of speaking. 

 
 

m The press shall be provided with reasonable facilities for the taking of 
their report of all or part of a meeting at which they are entitled to be 
present.  

 n Subject to standing orders which indicate otherwise, anything 
authorised or required to be done by, to or before the Chairman of 
the Council may in his absence be done by, to or before the Vice-
Chairman of the Council (if there is one). 

 o The Chairman of the Council, if present, shall preside at a meeting. If 
the Chairman is absent from a meeting, the Vice-Chairman of the 
Council (if there is one) if present, shall preside. If both the Chairman 
and the Vice-Chairman are absent from a meeting, a councillor as 
chosen by the councillors present at the meeting shall preside at the 
meeting. 

 
 
 

p Subject to a meeting being quorate, all questions at a meeting shall 
be decided by a majority of the councillors and non-councillors with 
voting rights present and voting.  

 
 
 

q The chairman of a meeting may give an original vote on any matter 
put to the vote, and in the case of an equality of votes may exercise 
his casting vote whether or not he gave an original vote. 

See standing orders 6 (e) and (f) for the different rules that apply in 
the election of the Chairman of the Council at the annual meeting of 
the Council. 

 r Unless standing orders provide otherwise, voting on a question shall 
be by a show of hands. At the request of a councillor, the voting on 
any question shall be recorded so as to show whether each councillor 
present and voting gave his vote for or against that question. Such a 
request shall be made before moving to the vote and will be taken in 
alphabetical order of those present at the meeting and eligible to 
vote.  This will be done before moving on to the next item of 
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business on the agenda. 

 s The minutes of a meeting shall include an accurate record of the 
following: 

i. the time and place of the meeting;  

ii. the names of councillors and non-councillors with voting rights 
who are present and the names of councillors and non-
councillors who are absent;  

iii. interests that have been declared by councillors and non-
councillors with voting rights; 

iv. the grant of dispensations (if any) to councillors and non-
councillors with voting rights; 

v. whether a councillor or non-councillor with voting rights left the 
meeting when matters that they held interests in were being 
considered; 

vi. if there was a public participation session; and  

vii. the resolutions made. 

 
 
 
 
 

t A councillor or a non-councillor with voting rights who has a 
disclosable pecuniary interest or another interest as set out in the 
Council’s code of conduct in a matter being considered at a meeting 
is subject to statutory limitations or restrictions under the code on his 
right to participate and vote on that matter. 

 
 
 

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

See standing order 5 d (viii) for the quorum of a committee or sub-
committee meeting.  

 
 
 
 

v If a meeting is or becomes inquorate no business shall be transacted 
and the meeting shall be closed. The business on the agenda for the 
meeting shall be adjourned to another meeting.  

 w A meeting shall not exceed a period of 3 hours. 

 

FILMING AND RECORDING MEETINGS 

a Whilst a meeting of the Council, its committees or sub committees is 
open to the public, any person, if present, may: 

 
(i)  film, photograph or make an audio recording of a meeting; 
(ii) use any other means for enabling persons not present to see or hear 

proceedings at a meeting as it takes place or later; 
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(iii)  report or comment on the proceedings in writing during or after a 
meeting or orally report or comment after the meeting. 

 
b Oral reporting, commentary or broadcasting is not permitted during any part of 
a meeting of the Council, its committees and sub committees. 
 
c An individual must be present and able to use their equipment in order to film, 
photograph or audio record a meeting.  There will be no opportunity to report on any 
part of the meeting where the Council has resolved to exclude the press and public. 
 
d Disruptive behaviour 

(i) No filming, photographing or audio recording of a meeting should be carried 
out in such a way as to disrupt the proceedings of the meeting. 
 (ii) If person(s) disregard the request of the chairman of the meeting to 
moderate or improve their behaviour, any councillor or the chairman of the 
meeting may move that the person be instructed to cease filming, 
photographing or audio recording.  The motion, if seconded, shall be put to the 
vote without discussion. 
(iii) If a resolution under standing order 4 d (ii) above is ignored, the chairman 
of the meeting may take further reasonable steps to restore order or to 
progress the meeting.  This may include temporarily suspending or closing the 
meeting. 
 

e Members of the Council recording meetings are reminded of their obligations 
under the Council’s Code of Conduct in respect of confidential matters. 
 
COMMITTEES AND SUB-COMMITTEES 

a Unless the Council determines otherwise, a committee may appoint a sub-
committee whose terms of reference and members shall be determined by the 
committee. 

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

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

d The Council may appoint standing committees or other committees as may be 
necessary, and: 

(i) shall determine their terms of reference; 

(ii) shall determine the number and time of the ordinary meetings of a standing 
committee up until the date of the next annual meeting of the Council; 

(iii) shall permit a committee, other than in respect of the ordinary meetings of 
a committee, to determine the number and time of its meetings; 

(iv) shall, subject to standing orders 5(b) and (c), appoint and determine the 
terms of office of members of such a committee; 

(v) may, subject to standing orders 5(b) and (c), appoint and determine the 
terms of office of the substitute members to a committee whose role is to 
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replace the ordinary members at a meeting of a committee if the ordinary 
members of the committee confirm to the Proper Officer 3 days before the 
meeting that they are unable to attend; 

(vi) shall, after it has appointed the members of a standing committee, appoint 
the chairman of the standing committee; 

(vii) shall permit a committee other than a standing committee, to appoint its 
own chairman at the first meeting of the committee;  

(viii) shall determine the place, notice requirements and quorum for a meeting of 
a committee and a sub-committee which, in both cases, shall be no less 
than three; 

(ix) shall determine if the public may participate at a meeting of a committee; 

(x) shall determine if the public and press are permitted to attend the meetings 
of a sub-committee and also the advance public notice requirements, if any, 
required for the meetings of a sub-committee;  

(xi) shall determine if the public may participate at a meeting of a sub-
committee that they are permitted to attend; and 

(xii) may dissolve a committee or a sub-committee. 

 

ORDINARY COUNCIL MEETINGS  

a In an election year, the annual meeting of the Council shall be held on or within 
14 days following the day on which the councillors elected take office. 

b In a year which is not an election year, the annual meeting of the Council shall 
be held on such day in May as the Council decides. 

c If no other time is fixed, the annual meeting of the Council shall take place at 
6pm. 

d In addition to the annual meeting of the Council, at least three other ordinary 
meetings shall be held in each year on such dates and times as the Council 
decides. 

e The first business conducted at the annual meeting of the Council shall be the 
election of the Chairman and Vice-Chairman (if there is one) of the Council. 

f The Chairman of the Council, unless he has resigned or becomes disqualified, 
shall continue in office and preside at the annual meeting until his successor is 
elected at the next annual meeting of the Council.  

g The Vice-Chairman of the Council, if there is one, unless he resigns or becomes 
disqualified, shall hold office until immediately after the election of the Chairman 
of the Council at the next annual meeting of the Council. 

h In an election year, if the current Chairman of the Council has not been re-
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elected as a member of the Council, he shall preside at the annual meeting until 
a successor Chairman of the Council has been elected. The current Chairman of 
the Council shall not have an original vote in respect of the election of the new 
Chairman of the Council but shall give a casting vote in the case of an equality of 
votes. 

i In an election year, if the current Chairman of the Council has been re-elected as 
a member of the Council, he shall preside at the annual meeting until a new 
Chairman of the Council has been elected. He may exercise an original vote in 
respect of the election of the new Chairman of the Council and shall give a 
casting vote in the case of an equality of votes. 

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

i. In an election year, delivery by the Chairman of the Council and councillors 
of their acceptance of office forms unless the Council resolves for this to be 
done at a later date. In a year which is not an election year, delivery by the 
Chairman of the Council of his acceptance of office form unless the Council 
resolves for this to be done at a later date; 

ii. Confirmation of the accuracy of the minutes of the last meeting of the 
Council; 

iii. Receipt of the minutes of the last meeting of a committee; 

iv. Consideration of the recommendations made by a committee; 

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

vi. Review of the terms of reference for committees; 

vii. Appointment of members to existing committees; 

viii. Appointment of any new committees in accordance with standing order 4; 

ix. Review and adoption of appropriate standing orders and financial 
regulations or agree to review and adopt appropriate standing orders at a 
point during the forthcoming year. 

x. Review of arrangements (including legal agreements) with other local 
authorities, not-for-profit bodies and businesses. 

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

xii. In an election year, to make arrangements with a view to the Council 
becoming eligible to exercise the General Power of Competence in the 
future; 

xiii. Review of inventory of land and other assets including buildings and office 
equipment; or within 4 months of the annual meeting. 
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xiv. Confirmation of arrangements for insurance cover in respect of all insurable 
risks; or within 4 months of the annual meeting.  

xv. Review council policies; or within 4 months of the annual meeting 

 

EXTRAORDINARY MEETINGS OF THE COUNCIL, COMMITTEES AND SUB-
COMMITTEES 

a The Chairman of the Council may convene an extraordinary meeting of the 
Council at any time.  

b If the Chairman of the Council does not call an extraordinary meeting of the 
Council within seven days of having been requested in writing to do so by two 
councillors, any two councillors may convene an extraordinary meeting of the 
Council.  The public notice giving the time, place and agenda for such a meeting 
shall be signed by the two councillors. 

c The chairman of a committee may convene an extraordinary meeting of the 
committee at any time.  

d If the chairman of a committee does not call an extraordinary meeting within 5 
days of having been requested to do so by 3 members of the committee, any 3 
members of the committee may convene an extraordinary meeting of the 
committee. 

 

PREVIOUS RESOLUTIONS 

a A resolution shall not be reversed within six months except either by a special 
motion, which requires written notice by at least 4 councillors to be given to the 
Proper Officer in accordance with standing order 10. 

b When a motion moved pursuant to standing order 8(a) has been disposed of, no 
similar motion may be moved for a further six months. 

 

VOTING ON APPOINTMENTS 

Where more than two persons have been nominated for a position to be filled by 
the Council and none of those persons has received an absolute majority of votes 
in their favour, the name of the person having the least number of votes shall be 
struck off the list and a fresh vote taken. This process shall continue until a 
majority of votes is given in favour of one person. A tie in votes may be settled 
by the casting vote exercisable by the chairman of the meeting. 
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MOTIONS FOR A MEETING THAT REQUIRE WRITTEN NOTICE TO BE 
GIVEN TO THE PROPER OFFICER  

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

b No motion may be moved at a meeting unless it is on the agenda and the mover 
has given written notice of its wording to the Proper Officer at least 7 clear days 
before the meeting. Clear days do not include the day of the notice or the day of 
the meeting. 

c The Proper Officer may, before including a motion on the agenda received in 
accordance with standing order 10(b), correct obvious grammatical or 
typographical errors in the wording of the motion.  

d If the Proper Officer considers the wording of a motion received in accordance 
with standing order 10(b) is not clear in meaning, the motion shall be rejected 
until the mover of the motion resubmits it, so that it can be understood, in 
writing, to the Proper Officer at least 4 clear days before the meeting.  

e If the wording or subject of a proposed motion is considered improper, the 
Proper Officer shall consult with the chairman of the forthcoming meeting or, as 
the case may be, the councillors who have convened the meeting, to consider 
whether the motion shall be included in the agenda or rejected.  

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

g A written notice of the motion shall not relate to any matter which may be 
considered under the Council’s complaints or employment policies and 
procedures or its code of conduct. 

h Motions received shall be recorded and numbered in the order that they are 
received. 

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

j A written notice of motion shall not relate to any matter which may be 
considered under the Council’s Code of Conduct, Complaints Procedure or 
employment policies. 

 

MOTIONS AT A MEETING THAT DO NOT REQUIRE WRITTEN NOTICE  

a The following motions may be moved at a meeting without written notice to the 
Proper Officer: 

i. to correct an inaccuracy in the draft minutes of a meeting; 
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ii. to move to a vote;  

iii. to defer consideration of a motion;  

iv. to refer a motion to a particular committee or sub-committee; 

v. to appoint a person to preside at a meeting; 

vi. to change the order of business on the agenda;  

vii. to proceed to the next business on the agenda;  

viii. to require a written report; 

ix. to appoint a committee or sub-committee and their members; 

x. to extend the time limits for speaking; 

xi. to exclude the press and public from a meeting in respect of confidential or 
other information which is prejudicial to the public interest; 

xii. to not hear further from a councillor or a member of the public; 

xiii. to exclude a councillor or member of the public for disorderly conduct;  

xiv. to temporarily suspend the meeting;  

xv. to suspend a particular standing order (unless it reflects mandatory 
statutory or legal requirements); 

xvi. to adjourn the meeting; or 

xvii. to close the meeting.  

 

MANAGEMENT OF INFORMATION  

See also standing order 20. 

a The Council shall have in place and keep under review, technical and 
organisational measures to keep secure information (including personal data) 
which it holds in paper and electronic form. Such arrangements shall include 
deciding who has access to personal data and encryption of personal data.  

b The Council shall have in place, and keep under review, policies for the retention 
and safe destruction of all information (including personal data) which it holds in 
paper and electronic form. The Council’s retention policy shall confirm the period 
for which information (including personal data) shall be retained or if this is not 
possible the criteria used to determine that period (e.g. the Limitation Act 1980).  

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

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

 

DRAFT MINUTES  

 a If the draft minutes of a preceding meeting have been served on 
councillors with the agenda to attend the meeting at which they 
are due to be approved for accuracy, they shall be taken as read. 

 b There shall be no discussion about the draft minutes of a preceding 
meeting except in relation to their accuracy. A motion to correct an 
inaccuracy in the draft minutes shall be moved in accordance with 
standing order 11(a)(i). 

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

 d If the chairman of the meeting does not consider the minutes to be 
an accurate record of the meeting to which they relate, he shall sign 
the minutes and include a paragraph in the following terms or to the 
same effect: 

“The chairman of this meeting does not believe that the 
minutes of the meeting of the (   ) held on [date] in respect 
of (   ) were a correct record but his view was not upheld by 
the meeting and the minutes are confirmed as an accurate 
record of the proceedings.” 

 
 
 
 

e If the Council’s gross annual income or expenditure (whichever is 
higher) does not exceed £25,000, it shall publish draft minutes on a 
website which is publicly accessible and free of charge not later than 
one month after the meeting has taken place. 

 f Subject to the publication of draft minutes in accordance with 
standing order 13(e) and standing order 20(a) and following a 
resolution which confirms the accuracy of the minutes of a meeting, 
the draft minutes or recordings of the meeting for which approved 
minutes exist shall be destroyed. 

 

CODE OF CONDUCT AND DISPENSATIONS 

See also standing order 3(t).  

General 

a The Council has adopted the Cornwall Code of Conduct for City, Community, 
Parish and Town Councils which will apply to all councillors and members of the 
public co-opted to serve on committees and sub committees of the Council in 
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respect of the entire meeting. 

All interests arising from the Code of Conduct adopted by the Council will be 
recorded in the minutes giving the existence and nature of the interest. 

b Members must have particular regard to their obligation to record and leave the 
room for certain matters in which they have an interest as defined by the Code 
of Conduct or by relevant legislation. 

c The Council shall maintain for public inspection, a Register of Members’ interests 
that is compliant with the Code of Conduct and with relevant legislation. 

Members and the Code of Conduct 

d All councillors and members of the public co-opted to serve on Council 
committees and sub committees shall observe the Code of Conduct adopted by 
the Council. 

e All councillors and members of the public co-opted to serve on Council 
committees and sub committees shall maintain a Register of Disclosable 
Pecuniary Interests, and must update their register by notifying the Monitoring 
Officer and the Clerk of any changes within 28 days. 

f All councillors shall undertake training in the code of conduct within 6 months of 
the delivery of their declaration of acceptance of office. 

g Unless granted a dispensation, a councillor or non-councillor with voting rights who 
has registered a Disclosable Pecuniary Interest in relation to any item of business 
being transacted at a meeting, shall leave the room whenever the item is being 
discussed, including any part of the meeting where the public are entitled to 
speak. 

h Unless granted a dispensation, a councillor or non-councillor with voting rights who 
has registered a non-registerable interest in relation to any item of business being 
transacted at a meeting, shall leave the room whenever the item is being 
discussed, including any part of the meeting where the public are entitled to 
speak. 

i Where a non-registerable interest arises from membership of an outside body as 
defined in 3.5a of the Council’s code of conduct, a councillor may remain in the 
room to address the meeting, provide a short statement and answer questions for 
no more than 3 minutes before leaving the room at the request of the Chairman. 

j You must record in a register of interests maintained by the Proper Officer any 
gifts or hospitality that you are offered or receive in connection with your official 
duties as a member and the source of the gift or hospitality that could be seen by 
the public as likely to influence your judgement in these matters. 

k A Member of the Council may, for the purposes of his duty as a member but not 
otherwise, inspect any document which has been considered by a Committee or by 
the Council.  The Proper Officer or Solicitor to the Council may decline to allow 
inspection of any document which is protected by other legislation or in the event 
of legal proceedings would be protected by privilege arising from the relationship 
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of solicitor and client.  All Minutes kept for any committee shall be open for the 
inspection of any member of the council during office hours. 

Dispensations 

l Dispensation request shall be in writing and submitted to the Proper Officer as 
soon as possible before the meeting, or failing that, at the start of the meeting for 
which the dispensation is required. 

m A decision as to whether to grant a dispensation shall be made by a meeting of the 
Council, or committee or sub-committee for which the dispensation is required and 
that decision is final. 

n A dispensation request shall confirm: 

 (i) the description and the nature of the disclosable pecuniary interest or other 
interest to which the request for the dispensation relates; 

(ii) whether the dispensation is required to participate at a meeting in a 
discussion only or a discussion and a vote; 

(iii) the date of the meeting or the period (not exceeding 4 years) for which the 
dispensation is sought; and 

(iv) an explanation as to why the dispensation is sought. 

O This policy shall apply to all meetings of the Council, its committees and sub-
committees. 

P No dispensation will be awarded for any meeting where there are no minutes of 
the proceedings. 

Q A dispensation may be granted in accordance with standing order 14 (l) above if 
having regard to all relevant circumstances the following applies: 

i. without the dispensation the number of persons prohibited from 
participating in the particular business would be so great a proportion of the 
meeting transacting the business as to impede the transaction of the 
business; or 

ii. granting the dispensation is in the interests of persons living in the Council’s 
area; or 

iii. it is otherwise appropriate to grant a dispensation. 

 

CODE OF CONDUCT COMPLAINTS  

a Notification of any complaint shall remain confidential to the Proper Officer of the 
Council until such time as the matter has been concluded, when the outcome of 
the complaint shall be reported to a meeting of full council. 

b Where the notification relates to a complaint made by the Proper Officer, the 
Proper Officer shall notify the Chairman of Council of that fact, who, upon receipt 
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of such notification, shall nominate a person to assume the duties of the Proper 
Officer set out in this Standing Order, and who shall continue to act in respect of 
that matter as such until the complaint is resolved. 

c Where a notification relates to a complaint made by an employee (not being the 
Proper Officer) the Proper Officer shall ensure that the employee in question does 
not deal with any aspect of the complaint. 

d The Council may: 

i. provide information or evidence where such disclosure is necessary to 
investigate the complaint or is required by law; 

ii. seek information relevant to the complaint from the person or body with 
statutory responsibility for investigation of the matter; 

e References to a notification shall be taken to refer to a communication of any 
kind which relates to a breach or an alleged breach of the code of conduct by a 
councillor. 

f Upon notification by Cornwall Council that a councillor or non-councillor with 
voting rights has breached the Council’s code of conduct, the Council shall 
consider any recommendations and what, if any, action to take against him.  
Such action excludes disqualification or suspension from office and shall be 
limited to those sanctions recommended as part of the Decision Notice. 

 
PROPER OFFICER  

a The Proper Officer shall be either (i) the clerk or (ii) other staff member(s) 
nominated by the Council to undertake the work of the Proper Officer when the 
Proper Officer is absent.  

b The Proper Officer shall: 

i. at least three clear days before a meeting of the council, a committee or a 
sub-committee, 

 serve on councillors by delivery or post at their residences or by email 
authenticated in such manner as the Proper Officer thinks fit, a signed 
summons confirming the time, place and the agenda (provided the 
councillor has consented to service by email), and 

 Provide, in a conspicuous place, public notice of the time, place and 
agenda (provided that the public notice with agenda of an extraordinary 
meeting of the Council convened by councillors is signed by them). 

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

ii. subject to standing order 10, include on the agenda all motions in the order 
received unless a councillor has given written notice at least 2 days before 
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the meeting confirming his withdrawal of it; 

iii. convene a meeting of the Council for the election of a new Chairman of the 
Council, occasioned by a casual vacancy in his office; 

iv. facilitate inspection of the minute book by local government electors; 

v. receive and retain copies of byelaws made by other local authorities; 

vi.  hold acceptance of office forms from councillors; 

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

viii. assist with responding to requests made under freedom of information 
legislation and rights exercisable under data protection legislation, in 
accordance with the Council’s relevant policies and procedures; 

ix. liaise, as appropriate, with the Council’s Data Protection Officer (if there is 
one); 

x. receive and send general correspondence and notices on behalf of the 
Council except where there is a resolution to the contrary; 

xi. assist in the organisation of, storage of, access to, security of and 
destruction of information held by the Council in paper and electronic form 
subject to the requirements of data protection and freedom of information 
legislation and other legitimate requirements (e.g. the Limitation Act 1980); 

xii. arrange for legal deeds to be executed;  
(see also standing order 23); 

xiii. arrange or manage the prompt authorisation, approval, and instruction 
regarding any payments to be made by the Council in accordance with its 
financial regulations; 

xiv. record every planning application notified to the Council and the Council’s 
response to the local planning authority in a book for such purpose; 

xv. refer a planning application received by the Council to the Chairman or in 
his absence the Vice-Chairman (if there is one) of the Council OR within two 
working days of receipt to facilitate an extraordinary meeting if the nature 
of a planning application requires consideration before the next ordinary 
meeting of the Council. 

xvi. manage access to information about the Council via the publication scheme; 

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

xviii. The Council delegates authority to the Clerk in consultation with the 
Chairman and Vice Chairman to take any actions necessary with associated 
expenditure to protect the interests of the community and ensure council 
business continuity, informed by consultation with the members of the 
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council.  The scheme of delegation is for periods of time when the council 
cannot or does not meet, for example in August. 

 

RESPONSIBLE FINANCIAL OFFICER  

When the Responsible Financial Officer is absent, the Council will appoint a member to 
an unpaid post to undertake the work of the Responsible Financial Officer if required. 

18 ACCOUNTS AND ACCOUNTING STATEMENTS 

a “Proper practices” in standing orders refer to the most recent version of 
“Governance and Accountability – a Practitioners’ Guide”. 

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

c   The Responsible Financial Officer shall supply to each councillor as soon as 
practicable after 30 June, 30 September, 31 December each year a statement to 
summarise: 

(i) the council’s receipts and payments (or income and expenditure) for each 
quarter 

(ii) the council’s aggregate receipts and payments for the year to date 

(iii) the balances held at the end of the quarter being reported and which 
includes a comparison with the budget for the financial year and highlights 
to any actual or potential overspends. 

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

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

(ii) to the council the accounting statements for the year in the form of 
Section 2 of the Annual Governance and Accountability return, as 
required by proper practices, for consideration and approval. 

e   The year-end accounting statements shall be prepared in accordance with proper 
practices and apply the form of accounts determined by the council (receipts and 
payments) for the year to 31 March.  The Annual Governance and Accountability 
return of the council, which is subject to external audit, including the Annual 
Governance Statement, shall be presented to the council for consideration and formal 
approval before 30 June. 

 

FINANCIAL CONTROLS AND PROCUREMENT 

a  The Council has established financial regulations for the governance and 
management of its finances and to meet the requirements of the audit and 
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accountability regime in place at the time.  These are attached as part II of these 
Standing Orders.   

“Proper practices” in standing orders refer to the most recent version of “Governance 
and Accountability for Local Councils – a Practitioners’ Guide”.  Financial Regulations 
include detailed arrangements in respect of the following: 

(i) The keeping of accounting records and systems of internal controls; 

(ii) The assessment and management of financial risks faced by the Council;  

(iii) the work of the independent internal auditor in accordance with proper practices 
and the receipt of regular reports from the internal auditor, which shall be at least 
annually; 

(iv) the inspection and copying by councillors and local electors of the Council’s 
accounts and/or orders of payments; and 

(v) whether contracts with an estimated value below £25,000 due to special 
circumstances are exempt from a tendering process or procurement exercise. 

b    Financial regulations shall be reviewed regularly at least annually for fitness of 
purpose. 

c    A public contract regulated by the Public Contracts Regulations 2015 with an estimated 
value in excess of £25,000 but less than the relevant thresholds referred to in financial 
regulation 11 is subject to the “light touch” arrangements under Regulations 109-114 of 
the Public Contracts Regulations 2015 unless it proposes to use an existing list of approved 
suppliers (framework agreement). 
 
d… Subject to additional requirements in the financial regulations of the council, the tender 
process for contracts for the supply of goods, materials, services or the execution of works 
shall include, as a minimum, the following steps: 

(i) a specification of the goods, materials, services or the execution of the works shall 
be drawn up; 
(ii) an invitation to tender shall be drawn up to confirm  

(iv) the Council’s specification  
(v) the time, date and address for the submission of tenders  
(vi) the date of the Council’s written response to the tender and  
(vii) the prohibition on prospective contractors contacting councillors, or 

staff to encourage or support their tender outside the prescribed process; 
(iii)   the invitation to tender shall be advertised in a local newspaper and in any 
other manner that is appropriate; 
(iv)   tenders are to be submitted in writing in a sealed marked envelope addressed 
to the Proper Officer; 
(v)   tenders shall be opened by the Proper Officer in the presence of at least one 
councillor after the deadline for submission of tenders has passed; 
(vi)   tenders are to be reported to and considered by the appropriate meeting of the 
Council or a committee or sub-committee with delegated responsibility. 
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e) Neither the council, nor a committee, or sub-committee with delegated responsibility 
for considering tenders, is bound to accept the lowest value tender. 
 
f) Where the value of a contract is likely to exceed the threshold specified by the Office of 
Government Commerce from time to time, the Council must consider whether the Public 
Contracts Regulations 2015 or the Utilities Contract Regulations 2016 apply to the contract 
and, if either of those Regulations apply, the Council must comply with procurement rules.  
NALC’s procurement guidance contains further details. 

 

HANDLING STAFF MATTERS 

a A matter personal to a member of staff that is being considered by a meeting of 
the Parish Council is subject to standing order 12. 

b The Chairman of the Council shall conduct a review of the performance and 
annual appraisal of the work of the Clerk.   

c Subject to the Council’s policy regarding the handling of performance, capability, 
sickness, absence, disciplinary and grievance matters, the Council’s most senior 
member of staff (or other members of staff) shall contact the Chairman of the 
staffing committee in respect of an informal or formal grievance matter, and this 
matter shall be reported back and progressed by resolution of the staffing 
committee in accordance with its terms of reference. 

d Subject to the Council’s policy regarding the handling of grievance matters, if an 
informal or formal grievance matter raised by the Clerk/RFO relates to the 
Chairman or Vice-Chairman of the staffing committee this shall be communicated 
to another member of the staffing committee which shall be reported back and 
progressed by resolution of the staffing committee in accordance with its terms 
of reference. 

e Any persons responsible for all or part of the management of staff shall treat as 
confidential the written records of all meetings relating to their performance, 
capabilities, grievance or disciplinary matters. 

 
f In accordance with standing order 12(a), persons with line management 

responsibilities shall have access to staff records referred to in standing order 
19(f).  

 

RESPONSIBILITIES TO PROVIDE INFORMATION  

See also standing order 21. 

a In accordance with freedom of information legislation, the Council shall publish 
information in accordance with its publication scheme and respond to requests 
for information held by the Council.   

b. The Council shall publish information in accordance with the requirements of the 
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Smaller Authorities (Transparency Requirements) (England) Regulations 2015. 

 

RESPONSIBILITIES UNDER DATA PROTECTION LEGISLATION  
(Below is not an exclusive list).  
 

See also standing order 12. 

 

a The Council may appoint a Data Protection Officer. 

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

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

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

e The Council shall ensure that information communicated in its privacy notice(s) is 
in an easily accessible and available form and kept up to date. 

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

 

RELATIONS WITH THE PRESS/MEDIA 

 
a Requests from the press or other media for an oral or written comment or 

statement from the Council, its councillors or staff shall be handled in accordance 
with the Council’s policy in respect of dealing with the press and/or other media. 

 

EXECUTION AND SEALING OF LEGAL DEEDS  

See also standing orders 16(b)(xii) and (xvii). 

 

a A legal deed shall not be executed on behalf of the Council unless authorised by 
a resolution. 

Subject to standing order 23(a), any two councillors may sign, on behalf of the 
Council, any deed required by law and the Proper Officer shall witness their 
signatures. 

 
COMMUNICATING WITH CORNWALL COUNCILLORS 

a An invitation to attend a meeting of the Council shall be sent, together with the 
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agenda, to the divisional councillor(s) representing the area of the Council.  

b At the Chairman’s invitation the divisional member may be invited to speak 
during any item on the agenda to make a short statement and answer any 
questions. 

 
RESTRICTIONS ON COUNCILLOR ACTIVITIES 

a. Unless duly authorised no councillor shall: 

i. inspect any land and/or premises which the Council has a right or duty to 
inspect; or 

ii. issue orders, instructions or directions. 

iii. Incur any expenditure on behalf of the Council or issue an instruction to 
incur expenditure. 

 

STANDING ORDERS GENERALLY 

a All or part of a standing order, except one that incorporates mandatory statutory 
or legal requirements, may be suspended by resolution in relation to the 
consideration of an item on the agenda for a meeting. 

b A motion to add to or vary or revoke one or more of the Council’s standing 
orders, except one that incorporates mandatory statutory or legal requirements, 
shall be proposed by a special motion, the written notice by at least 4 councillors 
to be given to the Proper Officer in accordance with standing order 10. 

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

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

 

Reviewed 5 September 2024 
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Agenda Item 13 
 

 
Correspondence Received 
 
The following correspondence has been received since the last meeting 

 
 

 Invitation to attend a Homes for Cornwall Event at the Hall for Cornwall 
on 17 September 

 Cornwall Council’s Town and Parish newsletter 
 Cornwall Council’s Positive Planning newsletter 
 Details of CALC training 
 Correspondence relating to the sale of The Ledrah 
 Complaint about the ice cream van at Charlestown Harbour 
 Complaint about dogs on Porthpean beach 
 Complaint about the public toilets in Charlestown 
 Complaint about clearance work adjacent to the bridleway 21 at 

Porthpean Golf Club 
 Invitation to a briefing by Cornwall Council on its Framework for Leisure 
 Correspondence from a resident regarding groundwater issues in 

Charlestown Road 


