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Carlyon Parish Council  

 
Dear Councillor 
 
You are summoned to attend a Meeting of Carlyon Parish Council to be held on Tuesday 
19 July 2022 at 6.00 pm in Charlestown Primary School 
 
Julie Larter 
 
Mrs Julie Larter 
Clerk  
12 July 2022 
 
01872 501101 
clerk@carlyon-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 21 June 2022 
To resolve that the minutes of the above meeting be signed as a correct 
record of the meeting 
 

 
 

 
Pages 4-8  

3. Declarations of Interest on Items on the Agenda 
(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. 
(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. 
 

 

4. Chairman’s Announcements 
 

 

5. 
 
 
 

Public Participation  
The Chairman will invite Members of the public to address the meeting 
in relation to the business to be carried out at the meeting 
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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 
 

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

 

7. 
 

Planning Applications and Related Matters 
(a) To consider a response to consultation by the Planning Authority on 
the following applications and any applications received after 
publication of this summons 
 
(i) PA22/04993 – Boscundle Manor: Listed Building Consent for 
demolition and construction of orangery, replacement double glazing to 
main house 
 
(ii) PA22/05533 – Cuddra Aquatics: Change of use of previously 
developed land from A1 retail to 9 residential park homes, including 
external terraces and internal access. 
 
(iii) PA22/05871 – 39 Chatsworth Way: Retention and completion of 
remodelling of bungalow with a rear kitchen/en-suite extension 
 
(b) To receive an update on the following planning application:  
PA22/00415 – Mid Cornwall Business Centre, Par Moor Road: 
Construction of a new vehicular access to the existing site from Cypress 
Avenue 
 

 
 
 
 
 
 
 
 
 
 

8. Neighbourhood Plan 
To note any progress 
 

 

9. Community Energy Projects 
To receive a presentation  
 

 

10. Government Review into Short-Term Tourist Accommodation 
To consider responding to a consultation 
https://www.gov.uk/government/news/government-launches-review-
into-short-term-tourist-accommodation  
 

 

11. Policies and Procedures 
(i) To adopt new Standing Orders and review current Financial 
Regulations 
(ii) To adopt an expenses policy 
 

 
 

Pages 9-29 
 
 

Page 30-33 

12. Parish Projects 
To receive an update and authorise any expenditure 
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13. Parish Issues 
(i) Tregrehan Jubilee Park 
(a) To consider making a contribution towards materials for a parking    
sign 
(b) To note any concerns  
(ii) West Crinnis Fields 

(a) To consider the future of the dog waste bag dispenser 
(b) To note any concerns 

(iii) Beach Development 
To note the current situation 

(iv) Tregrehan Methodist Church 
      To note the current situation 
(v) Highways 
     To note any concerns 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

14. Financial Matters 
(i) To note the final expenditure on the Jubilee party 
(ii) To note the current financial position and authorise payments 
 

 
 
Page 34 
Pages35-36 
 

15. Training/Meetings Attended 
To note any training or meetings attended by members or the Clerk 
 

 
 

16. Correspondence 
To note any correspondence received since the last meeting 
 

 
 
Page 37 
 

17. Dates for the Diary  
To note dates for members’ diaries 
 

 

18. Dates of Forthcoming Meetings (Ch = Charlestown Primary School; 
T=Tregrehan Methodist Church) 
20 September (Ch), 18 October (T), 15 November (Ch), 20 December 
(T) 
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MINUTES of a MEETING OF CARLYON PARISH COUNCIL held on 21 June 2022 at 
6.00 pm in Tregrehan Methodist Centre  

Present: Cllrs Paul Trudgian (Chairman), Myles Breary, Ann Taylor, Lynn Parsons, Heidi 
Clemo, Nathan Cooper 

In attendance: Julie Larter (Clerk); 11 members of the public. 

 

(22/020) Apologies for Absence 

Apologies were received from Cllr James Mustoe, CC. 

 

(22/021) Minutes of the Annual Meeting of the Parish Council held on 17 May 
2022 

It was RESOLVED that the minutes of the Annual Meeting of the Parish Council 
held on 17 May 2022 be signed as an accurate record of the meeting. 

 

(22/022) Declarations of Interest on Items on the Agenda 

There were no declarations of Interest. 

 

(22/023) Chairman’s Announcements 

The Chairman thanked everyone involved in the Jubilee events in Carlyon Bay and 
Tregrehan Mills.  The Chairman also introduced 2 residents who are interested in joining 
the council. 

 

(21/024) Public Participation 

A member of the public thanked the parish council for the grant it gave towards the Jubilee 
celebrations in Tregrehan Mills.  The resident then also thanked the council for giving 
permission for her to hold a birthday party on the field. 

A member of the public enquired about the current situation regarding the South West 
Coast Path between Carlyon Bay and Charlestown.  The Clerk said that The Ramblers have 
now withdrawn their objection to the proposed Public Path Order subject to certain 
conditions.  Cornwall Council is hopeful that the path can be reopened shortly. 

 

(22/025) Cornwall Councillor’s Report 

In the absence of Cllr Mustoe, the Clerk summarised Cllr Mustoe’s report.  Cllr Mustoe 
commended the community on the recent Jubilee celebrations, which he was delighted to 
take part in.  Cllr Mustoe gave an update on the Par Moor cycle path improvements which 
are progressing well.   

Cllr Mustoe’s full report is on the parish council’s website. 
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(22/026) Planning Applications and Related Matters 

(i) PA22/05115 - 33 Sea Road: Removal of conservatory and erection of a sunroom 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(ii) PA22/05065 – Land South of 1 Gloucester Avenue: Construction of a new dwelling 
without compliance with condition 1 of decision notice Pa21/08829 dated 20/10/2022 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(iii) PA22/04823 – 31 Fairway: Extensions and general alterations 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(b) Update on PA22/00415 – Mid Cornwall Business Centre, Par Moor Road: Construction of 
a new vehicular access to the existing site from Cypress Avenue: 

No update was available 

(c) It was noted that a 5 day protocol letter had been received regarding PA21/05322 – Bal 
House, 18 Appletree Lane and council had responded stating that they agreed with the 
planning officer’s decision to refuse the application on the grounds that the applicant had 
failed to provide the information she had requested. 

 

(22/027) Neighbourhood Plan 

The Chairman confirmed that he has contacted a planning consultant asking him to write 
the required Basic Conditions Statement and is awaiting a response. 

 

(22/028) Parish Projects 

Jubilee Celebrations 

Final expenditure for the Jubilee event will be reported at next month’s meeting. 

 

Cllr Cooper joined the meeting. 

 

(22/029) Parish Issues 

(i) Jubilee Fields 

A member of the public spoke expressing his concerns regarding children and teenagers 
using the Jubilee field to play football.  The member of the public said that there was 
excessive noise, swearing and littering and that the ground was becoming damaged.  He 
also referenced that games of football restricted the use of the field for other residents and 
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that he did not believe the children using the field were local.  He asked for the goalposts 
to be taken down 

The Chairman said that the goalposts had been in place for decades and that it would not 
be reasonable to remove this long standing amenity on the request of one resident.  
Furthermore he had heard positive reports about the youngsters in general and that any 
issues were probably only caused by the minority and were an exception.  He added that 
the Jubilee field is a public open space and it is not practicable or reasonable to restrict the 
use of the field to village residents only.  The Chairman, with the agreement of the other 
councillors, said that the Parish Council’s position on the goal posts, and the use of the 
field, would not be reconsidered unless a significant number of residents could demonstrate 
a majority view in accordance with the member of the public’s request to remove the goal 
posts. 

Reflecting the member of the public’s comment regarding litter, the Clerk was asked to 
speak to Biffa to see if the dog waste bin could be replaced with a multi-use bin. 

The Chairman expressed the thanks of the parish council to Toby from the Football Golf 
who has undertaken vertidrain and re-seeding work free of charge to improve the field for 
the use of all members of the public. 

(ii) Sea Road Recreation Area 

It was RESOLVED that in the future these fields should be known as West Crinnis 
Fields and the purchase of a sign costing £175 was duly authorised. 

Concern was raised about the high volume of usage of dog waste bags from the dispenser 
as it appears that the provision of free bags is being abused.  The matter is to be reviewed 
at next month’s meeting. 

The Chairman explained that parking cones lent to Sea Road Residents’ Association had 
been removed after a visually impaired member of the public tripped on one and 
threatened legal action if they were not removed.  The Chairman subsequently attended a 
meeting of Sea Road Residents’ Association who are proposing putting double yellow lines 
between no 83 and the junction with Fairway.  SRRA have asked whether the parish council 
would be willing to support this measure and make a contribution towards the cost.  It is 
not possible for the council to offer money towards yellow lining on this private road, 
however it was RESOLVED to make a grant of £250 towards the cost of signage.  
Cllrs were concerned that this is a peace-meal approach to problem parking. 

(iii) Beach Development 

Dogs will be permitted on the beach over the summer once agreement has been reached 
between CEG and Biffa regarding the disposal of dog waste. 

(iv) Tregrehan Methodist Church 

No update was available. 

(v) Highways Matters 

Councillors remain concerned about the safety of the traffic build out over the stream and 
the Clerk is to ask the Highways Manager for another meeting. 

 

(22/030) Financial Matters 
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(i) It was RESOLVED to accept a quote from Complete Weed Control for pavement 
weed spraying in Carlyon Bay and Tregrehan Mills. 

(ii) It was noted that Cllr Taylor undertook an internal control check on 7 June. 

(iii) Current balances were noted and the following payments were authorised: 

DD Lloyds Bank Credit card £188.63 

BACS Cormac Solutions Removal of vegetation (min 21/151) £188.00 

BACS JP Hermes Reimbursement for Jubilee plaque (min21/113) (v) £135.00 

BACS M A Grigg Safety fencing and poles for Jubilee party £52.92 

BACS Alex Giles Performing at Jubilee party £75.00 

BACS Celtic Music Services Performing at Jubilee party £300.00 

BACS Hay Nurseries Replanting planters £132.00 

BACS HMRC PAYE/NI * 

BACS Mrs J Larter June salary * 

BACS Cornwall Pension Fund EE and ER contributions * 

DD Unity Trust Bank Quarterly bank charges 18.00 

 

(22/031) Meetings/Training Attended by Councillors or the Clerk 

9 June – Clerk attended an SLCC meeting for clerks to smaller councils 

9 June – Cllr Taylor attended the St Austell and Mevagissey Community Network Panel 
meeting 

15 June – Clerk attended a training session for town and parish councils about installing 
electric vehicle charging points 

 

(22/032) Correspondence Received 

A list of correspondence had previously been circulated and the following correspondence 
had been received after publication of the agenda: 

 CALC information regarding changes to the planning system 
 Invitation to attend Cormac engagement events 
 Civility and Respect newsletter 
 Several emails expressing thanks for the Jubilee events 
 Email from a resident offering to address a parish council about community energy 

projects.  The gentleman is to be invited to a future meeting 
 

(22/033) Dates for the Diary 

There were no dates for the diary. 

 

(22/034) Dates of Forthcoming Meetings  

19 July (Ch), 20 September (Ch), 18 October (T), 15 November (Ch), 20 December (T) 
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The meeting closed at 6.49pm 

 

 

 

 

………………………………………………                …………………………………………………….. 

Chairman                                            Date       
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CARLYON PARISH COUNCIL 
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INTRODUCTION 

This is version two of Model Standing Orders 2018 (England) updated on April 2022. 
Update to Model Standing Order 18 only. 

 

Standing orders are the written rules of a local council. Standing orders are essential to 
regulate the proceedings of a meeting.  A council may also use standing orders to confirm 
or refer to various internal organisational and administrative arrangements.  The standing 
orders of a council are not the same as the policies of a council but standing orders may 
refer to them.  

 

 

 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 chair 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 chair 
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 chair of the meeting, is expressed in writing to the 
chair.  

h A councillor may move an amendment to his/her/their 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 chair 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 chair of the meeting.  

k One or more amendments may be discussed together if the chair of the meeting 
considers this expedient but each amendment shall be voted upon separately. 
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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 immediately 
before it is put to the vote. 

o Unless permitted by the chair 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/she/they 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/she/they 
considers has been breached or specify the other irregularity in the proceedings of the 
meeting he/she/they is concerned by.  

q A point of order shall be decided by the chair of the meeting and his/her/their 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 chair of the meeting 
shall be satisfied that the motion has been sufficiently debated and that the mover of 
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the motion under debate has exercised or waived his/her/their 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 chair of the meeting. 
 

 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 chair of the meeting 
shall request such person(s) to moderate or improve their conduct. 

b If person(s) disregard the request of the chair of the meeting to moderate or improve 
their conduct, any councillor or the chair 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 chair 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 in respect of the business on the agenda. 

f The period of time designated for public participation at a meeting 
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in accordance with standing order 3(e) shall not exceed 15 minutes 
unless directed by the chair of the meeting. 

g Subject to standing order 3(f), a member of the public shall not 
speak for more than 2 minutes. 

h 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 
chair of the meeting may direct that a written or oral response be 
given. 

i A person shall raise his/her/their hand when requesting to speak 
and stand when speaking except when a person has a disability or 
is likely to suffer discomfort. 

j A person who speaks at a meeting shall direct his/her/their 
comments to the chair of the meeting. 

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

l Subject to standing order 3(m), a person who attends a meeting is 
permitted to report on the meeting whilst the meeting is open to 
the public.  To “report” means to film, photograph, make an audio 
recording of meeting proceedings, use any other means for 
enabling persons not present to see or hear the meeting as it takes 
place or later or to report or to provide oral or written commentary 
about the meeting so that the report or commentary is available as 
the meeting takes place or later to persons not present.  A person 
reporting the meeting is to inform the chair that he/she/they intend 
recording the meeting. 

m A person present at a meeting may not provide an oral report or 
oral commentary about a meeting as it takes place without 
permission.    

n 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.  

o Subject to standing orders which indicate otherwise, anything 
authorised or required to be done by, to or before the Chair of the 
Council may in his/her/their absence be done by, to or before the 
Vice-Chair of the Council. 

p The Chair of the Council, if present, shall preside at a meeting.  If 
the Chair is absent from a meeting, the Vice-Chair of the Council if 
present, shall preside.  If both the Chair and the Vice-Chair are 
absent from a meeting, a councillor as chosen by the councillors 
present at the meeting shall preside at the meeting. 
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q 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.  

r The chair 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/her/their casting vote whether or not he/she/they gave an 
original vote. 

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

s 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/her/their vote for or 
against that question. Such a request shall be made before moving 
on to the next item of business on the agenda. 

t 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 who are present and the names of 
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. 

u 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/her/their right to participate and vote on that matter. 

v 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. 
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w 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.  

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

 

 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 4(b) and (c), appoint and determine the terms 
of office of members of such a committee; 

v. may, subject to standing orders 4(b) and (c), appoint and determine the terms 
of office of the substitute members to a committee whose role is to 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 
chair of the standing committee; 

vii. shall permit a committee other than a standing committee, to appoint its own 
chair 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;  
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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 Chair and Vice-Chair of the Council. 

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

g The Vice-Chair of the Council, unless he/she/they resigns or becomes disqualified, 
shall hold office until immediately after the election of the Chair of the Council at the 
next annual meeting of the Council. 

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

j Following the election of the Chair of the Council and Vice-Chair of the Council at the 
annual meeting, the business shall include: 

i. In an election year, delivery by the Chair 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 Chair of the 
Council of his/her/their acceptance of office form unless the Council resolves for 
this to be done at a later date; 
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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; 

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; 

k The following must be reviewed annually – this can be at the annual meeting or at a 
meeting later in the year 

i. Review of inventory of land and other assets including buildings and office 
equipment.   

ii. Confirmation of arrangements for insurance cover in respect of all insurable 
risks; 

iii. Review of the Council’s and/or staff subscriptions to other bodies; 

iv. Review of the Council’s complaints procedure; 

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

vi. Review of the Council’s policy for dealing with the press/media; 

vii. Review of the Council’s employment policies and procedures; 

viii. Review of the Council’s expenditure incurred under s.137 of the Local 
Government Act 1972 or the general power of competence. 

ix. Determining the time and place of ordinary meetings of the Council up to and 
including the next annual meeting of the Council.  
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 EXTRAORDINARY MEETINGS OF THE COUNCIL, 
COMMITTEES AND SUB-COMMITTEES 
 

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

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

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

d If the chair of a committee does not call an extraordinary meeting within 7 days of 
having been requested to do so by 2 members of the committee, any 2 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 3 councillors to be given to the Proper Officer 
in accordance with standing order 9, or by a motion moved in pursuance of the 
recommendation of a committee. 

b When a motion moved pursuant to standing order 7(a) has been disposed of, no 
similar motion may be moved for a further six months. 

 VOTING ON APPOINTMENTS 
 

a 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 chair of the meeting. 
 

 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.  
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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 9(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 9(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 5 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 chair 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 Motions received shall be recorded and numbered in the order that they are received. 

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

 

 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; 

ii. to move to a vote;  

iii. to defer consideration of a motion;  

iv. to refer a motion to a particular 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; 
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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 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 
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with standing order 10(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 chair of the meeting and stand as an accurate record of the 
meeting to which the minutes relate.  

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

“The chair of this meeting does not believe that the 
minutes of the meeting held on [date] in respect of (   ) 
were a correct record but his/her/their 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 12(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(u).  
 

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

b Unless he/she/they has been granted a dispensation, a councillor or non-councillor 
with voting rights shall withdraw from a meeting when it is considering a matter in 
which he/she/they has a disclosable pecuniary interest.  He/she/they may return to 
the meeting after it has considered the matter in which he/she/they had the interest. 

c Unless he/she/they has been granted a dispensation, a councillor or non-councillor 
with voting rights shall withdraw from a meeting when it is considering a matter in 
which he/she/they has another interest if so required by the Council’s code of 
conduct.  He/she/they may return to the meeting after it has considered the matter in 
which he/she/they had the interest. 

d Dispensation requests 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 
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the dispensation is required. 

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

f 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 four years for which the 
dispensation is sought; and  

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

g Subject to standing orders 13(d) and (f), a dispensation request shall be considered at 
the beginning of the meeting of the Council, or committee or for which the dispensation 
is required. 

h A dispensation may be granted in accordance with standing order 13(e) if having regard 
to all relevant circumstances any of the following apply: 

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;  

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

b Where the notification in standing order 14(a) relates to a complaint made by the 
Proper Officer, the Proper Officer shall notify the Chair of Council of this fact, and the 
Chair shall nominate another staff member to assume the duties of the Proper Officer 
in relation to the complaint until it has been determined and the Council has agreed 
what action, if any, to take in accordance with standing order 14(d). 

c The Council may: 

i. provide information or evidence where such disclosure is necessary to investigate 
the complaint or is a legal requirement; 
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ii. seek information relevant to the complaint from the person or body with 
statutory responsibility for investigation of the matter; 

d 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 what, if 
any, action to take against him.  Such action excludes disqualification or suspension 
from office. 

 

 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, 

 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 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 9, include on the agenda all motions in the order 
received unless a councillor has given written notice at least 7 days before the 
meeting confirming his/her/their withdrawal of it; 

iii. convene a meeting of the Council for the election of a new Chair of the Council, 
occasioned by a casual vacancy in his/her/their 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; 
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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 Chair or in 
his/her/their absence the Vice chair 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; and 

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). 

 

 RESPONSIBLE FINANCIAL OFFICER  
 

a The Council shall appoint appropriate staff member(s) to undertake the work of the 
Responsible Financial Officer when the Responsible Financial Officer is absent. 
 

 ACCOUNTS AND ACCOUNTING STATEMENTS 
 

a “Proper practices” in standing orders refer to the most recent version of “Governance 
and Accountability for Local Councils – 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 and 31 December in 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 
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which includes a comparison with the budget for the financial year and highlights 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 shall consider and approve financial regulations drawn up by the 
Responsible Financial Officer, which shall 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 
required 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 and 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 standing order 18(f) 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 
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execution of works shall include, as a minimum, the following steps: 

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

ii. an invitation to tender shall be drawn up to confirm (i) the Council’s specification 
(ii) the time, date and address for the submission of tenders (iii) the date of the 
Council’s written response to the tender and (iv) 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. 

e. Neither the Council, nor a committee or a 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 Contracts 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 
council or staffing committee is subject to standing order 11. 

b Subject to the Council’s policy regarding absences from work, the Council’s most 
senior member of staff shall notify the chair of the council ors staffing committee or, if 
he/she/they is not available, the vice-chair of the staffing committee of absence 
occasioned by illness or other reason and that person shall report such absence to the 
council or committee at its next meeting. 

c The chair of the council or in his/her/their absence, the vice-chair shall upon a 
resolution conduct a review of the performance and annual appraisal of the work of 
the Clerk.  

d Subject to the Council’s policy regarding the handling of grievance matters, the 
Council’s most senior member of staff of staff shall contact the chair of the staffing 
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committee or in his/her/their absence, the vice-chair of 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. 

e Subject to the Council’s policy regarding the handling of grievance matters, if an 
informal or formal grievance matter raised by the Clerk relates to the chair or vice-
chair of the staffing committee this shall be communicated to another member of 
staffing committee, which shall be reported back and progressed by resolution of the 
staffing committee.  

f 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. 

 

g In accordance with standing order 11(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.  If gross annual income or expenditure (whichever is the higher) exceeds £200,000 
The Council, shall publish information in accordance with the requirements of the 
Local Government (Transparency Requirements) (England) Regulations 2015. 
 

 RESPONSIBILITIES UNDER DATA PROTECTION 
LEGISLATION  

 
(Below is not an exclusive list).  
 

See also standing order 11. 
 

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/her/their 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. 
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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 15(b)(xii) and (xvii). 

 

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

b 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 UNITARY COUNCILLORS 
 

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

 
 

 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. 
 

 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 
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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 2 councillors to be given 
to the Proper Officer in accordance with standing order 9. 

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

 

 

Revised Standing Orders Adopted 19 July 2022 
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CARLYON PARISH COUNCIL EXPENSES POLICY 

Purpose 

This policy sets out the Council's rules on how employees can claim for expenses incurred 
in the performance of their duties for the Council.  The purpose of this policy is to ensure 
that employees are properly reimbursed for legitimate business expenses and to ensure 
that these expenses are treated appropriately for tax purposes.  It does not apply to 
councillors. 

General procedure 

The Council will reimburse you for actual expenditure that is incurred wholly, necessarily 
and exclusively in connection with authorised duties that you undertake in the course of 
your employment.  To claim for expenses, you must set out the reasons why the expense 
was incurred on the monthly payment schedule. If you are unsure whether an expense can 
be claimed, you must seek prior written authorisation from the Chair. 

Expenses will not be paid unless supporting evidence is provided.  This should include 
original receipts or invoices with the date and time of the transaction (unless you are 
claiming for mileage).  When claiming for travel expenses on public transport, you should 
enclose the tickets showing the departure point and destination of your journey, where 
possible. Credit and debit card statements will not be accepted. Where you are submitting 
a VAT receipt, you should set out: 

 the name and VAT registration number of the retailer or service provider; 
 the goods and services provided; and 
 the amount of VAT payable. 

 

Expenses claims must be submitted in a timely manner of the expense being incurred. 

The Council will pay claims for authorised expenses by BACS transfer into the same bank 
account into which your salary is paid. 

In general, you should not incur expenses other than in the categories listed below. 
However, if you have claims for expenditure other than for those categories listed below, 
you should seek written approval from the Chair before incurring the expense. The Council 
will accept email as written approval where it is required in this policy. 

Any queries in relation to this policy should be directed to the Chair. 

Homeworkers 

If you are a Homeworker, your normal place of work as stated in your contract will be your 
home.  The council will reimburse all reasonable expenses incurred by homeworkers in the 
course of their duties upon receipt of satisfactory claims. 

The council will provide the following equipment necessary to enable homeworking 
employees to do their job. 

 Desk with lockable drawer (or separate secure document store) 
 Laptop or personal computer 
 Printer] 
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The council will also pay the employee for the costs associated with heating, lighting, etc. 
HMRC rules allow for some of these expenses to be paid tax-free (see HMRC guidance: 
www.gov.uk/expenses-and-benefits-homeworking/whats-exempt ). 

Training 

When attending training courses all employees and be able to claim travel expenses for the 
difference in the usual home to work costs.  Where the training takes place outside 
contracted daily hours, part-time employees should be paid on the basis as time spent on 
training is working time. 

Some training can be very expensive and as a condition for funding training, the council 
requires full repayment of all costs incurred for any training course in excess of £750 
should an employee not complete the training or leave the council within a year of 
completion.  Repayment of costs reduces to 50%] reimbursement in the second year. 

Travel 

Employees and managers should consider whether or not travel is necessary or if there are 
more appropriate means (for example tele-conferencing or video-conferencing). 

Rail 

You may claim for standard class rail fares only.  Where possible, rail journeys should be 
booked well in advance to benefit from any discounts for early booking. 

Use of your own car 

It may be appropriate and cost-effective to use your own car when travelling on business, 
for example if you are travelling with other staff or councillors or, where there is limited 
public transport to your destination, or the journey time is significantly shorter than using 
public transport.  Any use of your own car on business is subject to you: 

 holding a full UK driving licence; 
 ensuring that your car is roadworthy and fully registered; and 
 holding comprehensive motor insurance that provides for business use. 

Prior authorisation should be sought from the Chair, before using your own car on 
business. The Council accepts no liability for any accident, loss, damage or claim arising 
out of any journey that you make on business.  The Council will not pay for the cost of any 
insurance policy on your own car. 

To claim for petrol expenditure, you should set out the distance of the journey undertaken 
on your expenses claim form.  The Council will pay you a mileage allowance of 45p per mile 
for mileage under 10,000 miles and 25p per mile for mileage over 10,000 miles, or such 
other rate as set out from time to time by HM Revenue and Customs.  The Council will pay 
for tolls, congestion charges and parking costs incurred, where applicable. 

Use of bicycle or Motorcycle 

If use of your bicycle or motorcycle is approved, you can claim a mileage allowance of 20p 
per mile respectively. Any use of your own motorcycle on business is subject the same 
requirements as a car (see above). 

Taxis 

Any use of taxis will require prior approval and only in limited circumstances. These are: 
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 where taking a taxi would result in a significantly shorter travel time than using 
public transport; 

 where there is no available public transport (such as between a railway station and 
venue) 

 where there are several employees travelling together; or 
 where personal security and safety of employees is an issue, for example taxis may 

be permitted after 9.30pm. 

You must obtain a receipt with details of the date, place of departure and destination of the 
journey. 

Overnight accommodation 

As a guideline for travel on council business you should book accommodation equivalent to 
three-star standard or less. You may book hotel accommodation of up to £120 maximum in 
a major city and £100 elsewhere.  It is your responsibility to ensure that any hotel 
reservations are cancelled within the required cancellation period if they are no longer 
required. 

Meals 

If you are required to be away from home on council business, you may claim up to: 

 £10 for breakfast (if this is not included in the hotel room rate); 
 £15 for lunch; 
 £20 for dinner and 
 a daily allowance of £5 per night for general incidental costs such as a newspaper or 

telephone calls.] 

The maximum amounts above are inclusive of drinks.  Alcohol cannot be reclaimed under 
any circumstances. 

You should supply receipts and invoices for all hotel and meal expenses other than for the 
daily allowance, where no receipt is required. 

Entertainment/gifts 

The Council has strict rules about offering or receiving both entertainment and gifts. Any 
gifts, rewards or entertainment offered to you should be reported immediately to the Chair. 
As a general rule, small tokens of appreciation, for example flowers or a bottle of wine, 
may be retained by employees. 

Annual events  

The Council may decide to hold a staff event, such as a Christmas meal or other 
celebration.  Except where agreed to the contrary, attendance is not compulsory, and you 
will remain responsible for any expenses you incur. 

Expenses that will not be reimbursed 

The Council will not reimburse you for: 

 the cost of any travel between your home and usual place of work (except in 
exceptional circumstances for early morning/late night transport as set out above); 

 the cost of any travel undertaken for personal reasons; 
 the cost of any travel for your partner or spouse; 
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 any fines or penalties incurred while on council business for whatever reason, 
including penalties for not paying for a rail ticket in advance of boarding the train 
and penalties or fines associated with motoring offences, including speeding or 
parking fines, clamping or vehicle recovery charges; 

 alcohol; and 
 cash advances or withdrawals from an ATM machine. 

You are required to pay for any travel costs incurred by your partner or spouse in the event 
that he or she accompanies you on business. Your spouse or partner must have adequate 
travel insurance for that journey. 

False claims 

If the Council considers that any expenditure claimed was not legitimately incurred on 
behalf of the Council, it may request further details from you.  The Council will thoroughly 
investigate and check any expenses claim as it sees fit. It may withhold payment where 
insufficient supporting documents have been provided.  Where payment has been made to 
you prior to the discovery that the claim was not legitimate or correct, it may deduct the 
value of that claim from your salary. 

Any abuse of the Council's expenses policy will not be tolerated. This includes, but is not 
limited to: 

 false expenses claims; 
 claims for expenses that were not legitimately incurred; 
 claims for personal gain; 
 claims for hospitality and/or gifts without them having been declared; and 
 receipt by you of hospitality and/or gifts from contacts that may be perceived to 

influence your judgment. 

The Council will take disciplinary action where appropriate and, in certain circumstances, 
may treat a breach of this policy as gross misconduct, which may result in your summary 
dismissal.  In addition, the Council may report the matter to the police for investigation and 
criminal prosecution. 

This is a non-contractual procedure which will be reviewed from time to time. 

Date of policy: July 2022 
Date of approving meeting: 19 July 2022 
Policy version reference: v1 
Supersedes: N/a 
Policy effective from: August 2022 
Date for next review: July 2024 
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Agenda Item 14 (i) Jubilee Celebration Expenditure 

Original budget £2,000 increased to £2,500 (Min22/013)     
   Net   VAT   Total    
Bunting M Rundle  £                  270.00   £                           -     £    270.00    

Sound Equipment 
Freq Audio 
Systems  £                  650.00   £                  123.00   £    780.00    

Generator Ellis Event £519.50  £                  103.90   £    623.40  
Portaloos Brandon Hire  £                  180.00   £                    36.00   £    216.00    
Beacon Bullfinch  £                  490.00   £                    98.00   £    588.00    
Safety fencing and 
canes M A Grigg  £                    44.10   £                       8.82   £       52.92    
Alex Giles Performing  £                    75.00   £                           -     £       75.00    
Celtic Music Services Fable and Fusion  £                  300.00   £                           -     £    300.00    

Sweets Costco (£30)    £        0.07  
 7p 
profit   

Banners and flyers Vistaprint  £                  146.28   £                    29.26   £    175.54    

Fire extinguisher 
Fire Extinguisher 
shop  £                    30.68   £                       6.14   £       36.82    

Topsoil 
Roseland Plant 
Centre  £                    19.95   £                       3.99   £       23.94    

Toilet rolls and 
sanitiser Aldi 

 £                       
6.71   £                       1.34   £         8.05    

     £ 3,149.74    
   £              2,732.22   £                  410.45  £3,149.67   
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Carlyon Parish Council Budget Monitor Report to 30 June 2022  
 Budget Expenditure % of Budget 

 £ £ £ 
Employee Costs    
Clerk's salary (including oncosts)  £    11,000.00   £    2,206.59  20.06% 
Training & conference expenses  £         750.00   £         75.00  10.00% 
Clerks Room Allowance  £         320.00   £       156.00  48.75% 
Clerk's travel and subsistence  £         350.00   £       129.15  36.90% 
Total employee related costs  £   12,420.00   £   2,566.74  20.67% 

    
Administration Costs    
Office expenses  £         750.00   £         21.86  2.91% 
Postage  £         200.00   0.00% 
Photocopying  £         150.00   0.00% 
Office equipment  £         600.00   0.00% 
Insurance  £         600.00   0.00% 
Subscriptions  £         800.00   £       541.37  67.67% 
Website  £         500.00   £       126.00  25.20% 
Audit Fees  £         500.00   £       200.00  40.00% 
Bank charges  £         200.00   £         27.00  13.50% 
Books and Publications  £         100.00   0.00% 
Meeting Expenses  £         300.00   0.00% 
Total Administration Costs  £      4,700.00   £       916.23  19.49% 

    
Other Expenses    
Chairman's Allowance  £         100.00   0.00% 
Councillors Travel/Subsistence  £         500.00   0.00% 
Parish Maintenance  £    10,000.00   £    1,744.00  17.44% 
Parish Projects  £      7,000.00   £       909.26  12.99% 
Parish Newsletter  £      1,000.00   0.00% 
Events  £      2,000.00   £    2,431.24  121.56% 
Carlyon Recreation Field  £      1,500.00   £       100.00  6.67% 
Tregrehan Recreation Fields  £      1,500.00   £       180.00  12.00% 
Neighbourhood Plan  £      2,000.00   0.00% 
Tregrehan Methodist Church   £       750.00   
Total Other Expenses  £   25,600.00   £   6,114.50  23.88% 
Total VAT   £      1,500.00   £       863.33   
    
Total Expenditure  £   44,220.00   £ 10,460.80  23.66% 

    
Reserves    
Community building  £    84,250.00   0.00% 
CIL  £    22,540.00    
Election Fund  £      1,000.00    
Tregrehan Playing Fields Transfer  £      3,000.00    
General Contingency  £    15,000.00   £                -    0.00% 
Total Reserves  £ 125,790.00   £                -    0.00% 

    
Income    
Precept  £    35,069.13   £ 17,534.57  50.00% 
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CTSG  £         124.06   £         62.03   
VAT  £      1,000.00   £       424.34   
CIL  £                  -     £    5,617.00   
Other Income   £       428.47   
Total Income  £   36,193.19   £ 24,066.41   
    
Balance as at 31/03/2022    £ 135,317.05  

 Add income   £    24,066.41  

 Less expenditure  £    10,460.80  

    £ 148,922.66  

Bank Reconciliation    
Balance as at 30/06/2022 Current Account  £    58,148.37  

 Less outstanding payments  £                  -    

    £    58,148.37  

Balance as at 30/06/2022 
Instant 
Access   £    90,774.29  

    

 Total Funds Held  £ 148,922.66  
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Correspondence received since the last meeting 

 Details of CALC training programme 
 Citizens Advice Cornwall newsletter 
 Details of vacancies on Cornwall Council Standards Committee 
 Correspondence regarding the closure of the SWCP  
 Invitation to attend an Imerys Community Liaison Group meeting on 19 July 
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Carlyon Parish Council  

 
Dear Councillor 
 
You are summoned to attend a Meeting of Carlyon Parish Council to be held on Tuesday 
19 July 2022 at 6.00 pm in Charlestown Primary School 
 
Julie Larter 
 
Mrs Julie Larter 
Clerk  
12 July 2022 
 
01872 501101 
clerk@carlyon-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 21 June 2022 
To resolve that the minutes of the above meeting be signed as a correct 
record of the meeting 
 

 
 

 
Pages 4-8  

3. Declarations of Interest on Items on the Agenda 
(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. 
(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. 
 

 

4. Chairman’s Announcements 
 

 

5. 
 
 
 

Public Participation  
The Chairman will invite Members of the public to address the meeting 
in relation to the business to be carried out at the meeting 
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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 
 

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

 

7. 
 

Planning Applications and Related Matters 
(a) To consider a response to consultation by the Planning Authority on 
the following applications and any applications received after 
publication of this summons 
 
(i) PA22/04993 – Boscundle Manor: Listed Building Consent for 
demolition and construction of orangery, replacement double glazing to 
main house 
 
(ii) PA22/05533 – Cuddra Aquatics: Change of use of previously 
developed land from A1 retail to 9 residential park homes, including 
external terraces and internal access. 
 
(iii) PA22/05871 – 39 Chatsworth Way: Retention and completion of 
remodelling of bungalow with a rear kitchen/en-suite extension 
 
(b) To receive an update on the following planning application:  
PA22/00415 – Mid Cornwall Business Centre, Par Moor Road: 
Construction of a new vehicular access to the existing site from Cypress 
Avenue 
 

 
 
 
 
 
 
 
 
 
 

8. Neighbourhood Plan 
To note any progress 
 

 

9. Community Energy Projects 
To receive a presentation  
 

 

10. Government Review into Short-Term Tourist Accommodation 
To consider responding to a consultation 
https://www.gov.uk/government/news/government-launches-review-
into-short-term-tourist-accommodation  
 

 

11. Policies and Procedures 
(i) To adopt new Standing Orders and review current Financial 
Regulations 
(ii) To adopt an expenses policy 
 

 
 

Pages 9-29 
 
 

Page 30-33 

12. Parish Projects 
To receive an update and authorise any expenditure 
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13. Parish Issues 
(i) Tregrehan Jubilee Park 
(a) To consider making a contribution towards materials for a parking    
sign 
(b) To note any concerns  
(ii) West Crinnis Fields 

(a) To consider the future of the dog waste bag dispenser 
(b) To note any concerns 

(iii) Beach Development 
To note the current situation 

(iv) Tregrehan Methodist Church 
      To note the current situation 
(v) Highways 
     To note any concerns 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

14. Financial Matters 
(i) To note the final expenditure on the Jubilee party 
(ii) To note the current financial position and authorise payments 
 

 
 
Page 34 
Pages35-36 
 

15. Training/Meetings Attended 
To note any training or meetings attended by members or the Clerk 
 

 
 

16. Correspondence 
To note any correspondence received since the last meeting 
 

 
 
Page 37 
 

17. Dates for the Diary  
To note dates for members’ diaries 
 

 

18. Dates of Forthcoming Meetings (Ch = Charlestown Primary School; 
T=Tregrehan Methodist Church) 
20 September (Ch), 18 October (T), 15 November (Ch), 20 December 
(T) 
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MINUTES of a MEETING OF CARLYON PARISH COUNCIL held on 21 June 2022 at 
6.00 pm in Tregrehan Methodist Centre  

Present: Cllrs Paul Trudgian (Chairman), Myles Breary, Ann Taylor, Lynn Parsons, Heidi 
Clemo, Nathan Cooper 

In attendance: Julie Larter (Clerk); 11 members of the public. 

 

(22/020) Apologies for Absence 

Apologies were received from Cllr James Mustoe, CC. 

 

(22/021) Minutes of the Annual Meeting of the Parish Council held on 17 May 
2022 

It was RESOLVED that the minutes of the Annual Meeting of the Parish Council 
held on 17 May 2022 be signed as an accurate record of the meeting. 

 

(22/022) Declarations of Interest on Items on the Agenda 

There were no declarations of Interest. 

 

(22/023) Chairman’s Announcements 

The Chairman thanked everyone involved in the Jubilee events in Carlyon Bay and 
Tregrehan Mills.  The Chairman also introduced 2 residents who are interested in joining 
the council. 

 

(21/024) Public Participation 

A member of the public thanked the parish council for the grant it gave towards the Jubilee 
celebrations in Tregrehan Mills.  The resident then also thanked the council for giving 
permission for her to hold a birthday party on the field. 

A member of the public enquired about the current situation regarding the South West 
Coast Path between Carlyon Bay and Charlestown.  The Clerk said that The Ramblers have 
now withdrawn their objection to the proposed Public Path Order subject to certain 
conditions.  Cornwall Council is hopeful that the path can be reopened shortly. 

 

(22/025) Cornwall Councillor’s Report 

In the absence of Cllr Mustoe, the Clerk summarised Cllr Mustoe’s report.  Cllr Mustoe 
commended the community on the recent Jubilee celebrations, which he was delighted to 
take part in.  Cllr Mustoe gave an update on the Par Moor cycle path improvements which 
are progressing well.   

Cllr Mustoe’s full report is on the parish council’s website. 
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(22/026) Planning Applications and Related Matters 

(i) PA22/05115 - 33 Sea Road: Removal of conservatory and erection of a sunroom 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(ii) PA22/05065 – Land South of 1 Gloucester Avenue: Construction of a new dwelling 
without compliance with condition 1 of decision notice Pa21/08829 dated 20/10/2022 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(iii) PA22/04823 – 31 Fairway: Extensions and general alterations 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(b) Update on PA22/00415 – Mid Cornwall Business Centre, Par Moor Road: Construction of 
a new vehicular access to the existing site from Cypress Avenue: 

No update was available 

(c) It was noted that a 5 day protocol letter had been received regarding PA21/05322 – Bal 
House, 18 Appletree Lane and council had responded stating that they agreed with the 
planning officer’s decision to refuse the application on the grounds that the applicant had 
failed to provide the information she had requested. 

 

(22/027) Neighbourhood Plan 

The Chairman confirmed that he has contacted a planning consultant asking him to write 
the required Basic Conditions Statement and is awaiting a response. 

 

(22/028) Parish Projects 

Jubilee Celebrations 

Final expenditure for the Jubilee event will be reported at next month’s meeting. 

 

Cllr Cooper joined the meeting. 

 

(22/029) Parish Issues 

(i) Jubilee Fields 

A member of the public spoke expressing his concerns regarding children and teenagers 
using the Jubilee field to play football.  The member of the public said that there was 
excessive noise, swearing and littering and that the ground was becoming damaged.  He 
also referenced that games of football restricted the use of the field for other residents and 
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that he did not believe the children using the field were local.  He asked for the goalposts 
to be taken down 

The Chairman said that the goalposts had been in place for decades and that it would not 
be reasonable to remove this long standing amenity on the request of one resident.  
Furthermore he had heard positive reports about the youngsters in general and that any 
issues were probably only caused by the minority and were an exception.  He added that 
the Jubilee field is a public open space and it is not practicable or reasonable to restrict the 
use of the field to village residents only.  The Chairman, with the agreement of the other 
councillors, said that the Parish Council’s position on the goal posts, and the use of the 
field, would not be reconsidered unless a significant number of residents could demonstrate 
a majority view in accordance with the member of the public’s request to remove the goal 
posts. 

Reflecting the member of the public’s comment regarding litter, the Clerk was asked to 
speak to Biffa to see if the dog waste bin could be replaced with a multi-use bin. 

The Chairman expressed the thanks of the parish council to Toby from the Football Golf 
who has undertaken vertidrain and re-seeding work free of charge to improve the field for 
the use of all members of the public. 

(ii) Sea Road Recreation Area 

It was RESOLVED that in the future these fields should be known as West Crinnis 
Fields and the purchase of a sign costing £175 was duly authorised. 

Concern was raised about the high volume of usage of dog waste bags from the dispenser 
as it appears that the provision of free bags is being abused.  The matter is to be reviewed 
at next month’s meeting. 

The Chairman explained that parking cones lent to Sea Road Residents’ Association had 
been removed after a visually impaired member of the public tripped on one and 
threatened legal action if they were not removed.  The Chairman subsequently attended a 
meeting of Sea Road Residents’ Association who are proposing putting double yellow lines 
between no 83 and the junction with Fairway.  SRRA have asked whether the parish council 
would be willing to support this measure and make a contribution towards the cost.  It is 
not possible for the council to offer money towards yellow lining on this private road, 
however it was RESOLVED to make a grant of £250 towards the cost of signage.  
Cllrs were concerned that this is a peace-meal approach to problem parking. 

(iii) Beach Development 

Dogs will be permitted on the beach over the summer once agreement has been reached 
between CEG and Biffa regarding the disposal of dog waste. 

(iv) Tregrehan Methodist Church 

No update was available. 

(v) Highways Matters 

Councillors remain concerned about the safety of the traffic build out over the stream and 
the Clerk is to ask the Highways Manager for another meeting. 

 

(22/030) Financial Matters 
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(i) It was RESOLVED to accept a quote from Complete Weed Control for pavement 
weed spraying in Carlyon Bay and Tregrehan Mills. 

(ii) It was noted that Cllr Taylor undertook an internal control check on 7 June. 

(iii) Current balances were noted and the following payments were authorised: 

DD Lloyds Bank Credit card £188.63 

BACS Cormac Solutions Removal of vegetation (min 21/151) £188.00 

BACS JP Hermes Reimbursement for Jubilee plaque (min21/113) (v) £135.00 

BACS M A Grigg Safety fencing and poles for Jubilee party £52.92 

BACS Alex Giles Performing at Jubilee party £75.00 

BACS Celtic Music Services Performing at Jubilee party £300.00 

BACS Hay Nurseries Replanting planters £132.00 

BACS HMRC PAYE/NI * 

BACS Mrs J Larter June salary * 

BACS Cornwall Pension Fund EE and ER contributions * 

DD Unity Trust Bank Quarterly bank charges 18.00 

 

(22/031) Meetings/Training Attended by Councillors or the Clerk 

9 June – Clerk attended an SLCC meeting for clerks to smaller councils 

9 June – Cllr Taylor attended the St Austell and Mevagissey Community Network Panel 
meeting 

15 June – Clerk attended a training session for town and parish councils about installing 
electric vehicle charging points 

 

(22/032) Correspondence Received 

A list of correspondence had previously been circulated and the following correspondence 
had been received after publication of the agenda: 

 CALC information regarding changes to the planning system 
 Invitation to attend Cormac engagement events 
 Civility and Respect newsletter 
 Several emails expressing thanks for the Jubilee events 
 Email from a resident offering to address a parish council about community energy 

projects.  The gentleman is to be invited to a future meeting 
 

(22/033) Dates for the Diary 

There were no dates for the diary. 

 

(22/034) Dates of Forthcoming Meetings  

19 July (Ch), 20 September (Ch), 18 October (T), 15 November (Ch), 20 December (T) 

 



 

8 
 

The meeting closed at 6.49pm 

 

 

 

 

………………………………………………                …………………………………………………….. 

Chairman                                            Date       
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INTRODUCTION 

This is version two of Model Standing Orders 2018 (England) updated on April 2022. 
Update to Model Standing Order 18 only. 

 

Standing orders are the written rules of a local council. Standing orders are essential to 
regulate the proceedings of a meeting.  A council may also use standing orders to confirm 
or refer to various internal organisational and administrative arrangements.  The standing 
orders of a council are not the same as the policies of a council but standing orders may 
refer to them.  

 

 

 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 chair 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 chair 
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 chair of the meeting, is expressed in writing to the 
chair.  

h A councillor may move an amendment to his/her/their 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 chair 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 chair of the meeting.  

k One or more amendments may be discussed together if the chair of the meeting 
considers this expedient but each amendment shall be voted upon separately. 
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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 immediately 
before it is put to the vote. 

o Unless permitted by the chair 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/she/they 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/she/they 
considers has been breached or specify the other irregularity in the proceedings of the 
meeting he/she/they is concerned by.  

q A point of order shall be decided by the chair of the meeting and his/her/their 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 chair of the meeting 
shall be satisfied that the motion has been sufficiently debated and that the mover of 



 

12 
 

the motion under debate has exercised or waived his/her/their 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 chair of the meeting. 
 

 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 chair of the meeting 
shall request such person(s) to moderate or improve their conduct. 

b If person(s) disregard the request of the chair of the meeting to moderate or improve 
their conduct, any councillor or the chair 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 chair 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 in respect of the business on the agenda. 

f The period of time designated for public participation at a meeting 
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in accordance with standing order 3(e) shall not exceed 15 minutes 
unless directed by the chair of the meeting. 

g Subject to standing order 3(f), a member of the public shall not 
speak for more than 2 minutes. 

h 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 
chair of the meeting may direct that a written or oral response be 
given. 

i A person shall raise his/her/their hand when requesting to speak 
and stand when speaking except when a person has a disability or 
is likely to suffer discomfort. 

j A person who speaks at a meeting shall direct his/her/their 
comments to the chair of the meeting. 

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

l Subject to standing order 3(m), a person who attends a meeting is 
permitted to report on the meeting whilst the meeting is open to 
the public.  To “report” means to film, photograph, make an audio 
recording of meeting proceedings, use any other means for 
enabling persons not present to see or hear the meeting as it takes 
place or later or to report or to provide oral or written commentary 
about the meeting so that the report or commentary is available as 
the meeting takes place or later to persons not present.  A person 
reporting the meeting is to inform the chair that he/she/they intend 
recording the meeting. 

m A person present at a meeting may not provide an oral report or 
oral commentary about a meeting as it takes place without 
permission.    

n 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.  

o Subject to standing orders which indicate otherwise, anything 
authorised or required to be done by, to or before the Chair of the 
Council may in his/her/their absence be done by, to or before the 
Vice-Chair of the Council. 

p The Chair of the Council, if present, shall preside at a meeting.  If 
the Chair is absent from a meeting, the Vice-Chair of the Council if 
present, shall preside.  If both the Chair and the Vice-Chair are 
absent from a meeting, a councillor as chosen by the councillors 
present at the meeting shall preside at the meeting. 
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q 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.  

r The chair 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/her/their casting vote whether or not he/she/they gave an 
original vote. 

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

s 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/her/their vote for or 
against that question. Such a request shall be made before moving 
on to the next item of business on the agenda. 

t 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 who are present and the names of 
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. 

u 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/her/their right to participate and vote on that matter. 

v 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. 
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w 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.  

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

 

 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 4(b) and (c), appoint and determine the terms 
of office of members of such a committee; 

v. may, subject to standing orders 4(b) and (c), appoint and determine the terms 
of office of the substitute members to a committee whose role is to 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 
chair of the standing committee; 

vii. shall permit a committee other than a standing committee, to appoint its own 
chair 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;  
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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 Chair and Vice-Chair of the Council. 

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

g The Vice-Chair of the Council, unless he/she/they resigns or becomes disqualified, 
shall hold office until immediately after the election of the Chair of the Council at the 
next annual meeting of the Council. 

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

j Following the election of the Chair of the Council and Vice-Chair of the Council at the 
annual meeting, the business shall include: 

i. In an election year, delivery by the Chair 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 Chair of the 
Council of his/her/their acceptance of office form unless the Council resolves for 
this to be done at a later date; 
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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; 

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; 

k The following must be reviewed annually – this can be at the annual meeting or at a 
meeting later in the year 

i. Review of inventory of land and other assets including buildings and office 
equipment.   

ii. Confirmation of arrangements for insurance cover in respect of all insurable 
risks; 

iii. Review of the Council’s and/or staff subscriptions to other bodies; 

iv. Review of the Council’s complaints procedure; 

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

vi. Review of the Council’s policy for dealing with the press/media; 

vii. Review of the Council’s employment policies and procedures; 

viii. Review of the Council’s expenditure incurred under s.137 of the Local 
Government Act 1972 or the general power of competence. 

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



 

18 
 

 EXTRAORDINARY MEETINGS OF THE COUNCIL, 
COMMITTEES AND SUB-COMMITTEES 
 

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

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

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

d If the chair of a committee does not call an extraordinary meeting within 7 days of 
having been requested to do so by 2 members of the committee, any 2 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 3 councillors to be given to the Proper Officer 
in accordance with standing order 9, or by a motion moved in pursuance of the 
recommendation of a committee. 

b When a motion moved pursuant to standing order 7(a) has been disposed of, no 
similar motion may be moved for a further six months. 

 VOTING ON APPOINTMENTS 
 

a 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 chair of the meeting. 
 

 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.  
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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 9(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 9(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 5 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 chair 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 Motions received shall be recorded and numbered in the order that they are received. 

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

 

 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; 

ii. to move to a vote;  

iii. to defer consideration of a motion;  

iv. to refer a motion to a particular 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; 
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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 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 
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with standing order 10(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 chair of the meeting and stand as an accurate record of the 
meeting to which the minutes relate.  

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

“The chair of this meeting does not believe that the 
minutes of the meeting held on [date] in respect of (   ) 
were a correct record but his/her/their 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 12(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(u).  
 

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

b Unless he/she/they has been granted a dispensation, a councillor or non-councillor 
with voting rights shall withdraw from a meeting when it is considering a matter in 
which he/she/they has a disclosable pecuniary interest.  He/she/they may return to 
the meeting after it has considered the matter in which he/she/they had the interest. 

c Unless he/she/they has been granted a dispensation, a councillor or non-councillor 
with voting rights shall withdraw from a meeting when it is considering a matter in 
which he/she/they has another interest if so required by the Council’s code of 
conduct.  He/she/they may return to the meeting after it has considered the matter in 
which he/she/they had the interest. 

d Dispensation requests 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 
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the dispensation is required. 

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

f 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 four years for which the 
dispensation is sought; and  

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

g Subject to standing orders 13(d) and (f), a dispensation request shall be considered at 
the beginning of the meeting of the Council, or committee or for which the dispensation 
is required. 

h A dispensation may be granted in accordance with standing order 13(e) if having regard 
to all relevant circumstances any of the following apply: 

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;  

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

b Where the notification in standing order 14(a) relates to a complaint made by the 
Proper Officer, the Proper Officer shall notify the Chair of Council of this fact, and the 
Chair shall nominate another staff member to assume the duties of the Proper Officer 
in relation to the complaint until it has been determined and the Council has agreed 
what action, if any, to take in accordance with standing order 14(d). 

c The Council may: 

i. provide information or evidence where such disclosure is necessary to investigate 
the complaint or is a legal requirement; 
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ii. seek information relevant to the complaint from the person or body with 
statutory responsibility for investigation of the matter; 

d 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 what, if 
any, action to take against him.  Such action excludes disqualification or suspension 
from office. 

 

 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, 

 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 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 9, include on the agenda all motions in the order 
received unless a councillor has given written notice at least 7 days before the 
meeting confirming his/her/their withdrawal of it; 

iii. convene a meeting of the Council for the election of a new Chair of the Council, 
occasioned by a casual vacancy in his/her/their 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; 
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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 Chair or in 
his/her/their absence the Vice chair 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; and 

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). 

 

 RESPONSIBLE FINANCIAL OFFICER  
 

a The Council shall appoint appropriate staff member(s) to undertake the work of the 
Responsible Financial Officer when the Responsible Financial Officer is absent. 
 

 ACCOUNTS AND ACCOUNTING STATEMENTS 
 

a “Proper practices” in standing orders refer to the most recent version of “Governance 
and Accountability for Local Councils – 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 and 31 December in 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 
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which includes a comparison with the budget for the financial year and highlights 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 shall consider and approve financial regulations drawn up by the 
Responsible Financial Officer, which shall 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 
required 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 and 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 standing order 18(f) 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 
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execution of works shall include, as a minimum, the following steps: 

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

ii. an invitation to tender shall be drawn up to confirm (i) the Council’s specification 
(ii) the time, date and address for the submission of tenders (iii) the date of the 
Council’s written response to the tender and (iv) 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. 

e. Neither the Council, nor a committee or a 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 Contracts 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 
council or staffing committee is subject to standing order 11. 

b Subject to the Council’s policy regarding absences from work, the Council’s most 
senior member of staff shall notify the chair of the council ors staffing committee or, if 
he/she/they is not available, the vice-chair of the staffing committee of absence 
occasioned by illness or other reason and that person shall report such absence to the 
council or committee at its next meeting. 

c The chair of the council or in his/her/their absence, the vice-chair shall upon a 
resolution conduct a review of the performance and annual appraisal of the work of 
the Clerk.  

d Subject to the Council’s policy regarding the handling of grievance matters, the 
Council’s most senior member of staff of staff shall contact the chair of the staffing 
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committee or in his/her/their absence, the vice-chair of 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. 

e Subject to the Council’s policy regarding the handling of grievance matters, if an 
informal or formal grievance matter raised by the Clerk relates to the chair or vice-
chair of the staffing committee this shall be communicated to another member of 
staffing committee, which shall be reported back and progressed by resolution of the 
staffing committee.  

f 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. 

 

g In accordance with standing order 11(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.  If gross annual income or expenditure (whichever is the higher) exceeds £200,000 
The Council, shall publish information in accordance with the requirements of the 
Local Government (Transparency Requirements) (England) Regulations 2015. 
 

 RESPONSIBILITIES UNDER DATA PROTECTION 
LEGISLATION  

 
(Below is not an exclusive list).  
 

See also standing order 11. 
 

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/her/their 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. 
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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 15(b)(xii) and (xvii). 

 

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

b 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 UNITARY COUNCILLORS 
 

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

 
 

 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. 
 

 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 
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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 2 councillors to be given 
to the Proper Officer in accordance with standing order 9. 

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

 

 

Revised Standing Orders Adopted 19 July 2022 
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CARLYON PARISH COUNCIL EXPENSES POLICY 

Purpose 

This policy sets out the Council's rules on how employees can claim for expenses incurred 
in the performance of their duties for the Council.  The purpose of this policy is to ensure 
that employees are properly reimbursed for legitimate business expenses and to ensure 
that these expenses are treated appropriately for tax purposes.  It does not apply to 
councillors. 

General procedure 

The Council will reimburse you for actual expenditure that is incurred wholly, necessarily 
and exclusively in connection with authorised duties that you undertake in the course of 
your employment.  To claim for expenses, you must set out the reasons why the expense 
was incurred on the monthly payment schedule. If you are unsure whether an expense can 
be claimed, you must seek prior written authorisation from the Chair. 

Expenses will not be paid unless supporting evidence is provided.  This should include 
original receipts or invoices with the date and time of the transaction (unless you are 
claiming for mileage).  When claiming for travel expenses on public transport, you should 
enclose the tickets showing the departure point and destination of your journey, where 
possible. Credit and debit card statements will not be accepted. Where you are submitting 
a VAT receipt, you should set out: 

 the name and VAT registration number of the retailer or service provider; 
 the goods and services provided; and 
 the amount of VAT payable. 

 

Expenses claims must be submitted in a timely manner of the expense being incurred. 

The Council will pay claims for authorised expenses by BACS transfer into the same bank 
account into which your salary is paid. 

In general, you should not incur expenses other than in the categories listed below. 
However, if you have claims for expenditure other than for those categories listed below, 
you should seek written approval from the Chair before incurring the expense. The Council 
will accept email as written approval where it is required in this policy. 

Any queries in relation to this policy should be directed to the Chair. 

Homeworkers 

If you are a Homeworker, your normal place of work as stated in your contract will be your 
home.  The council will reimburse all reasonable expenses incurred by homeworkers in the 
course of their duties upon receipt of satisfactory claims. 

The council will provide the following equipment necessary to enable homeworking 
employees to do their job. 

 Desk with lockable drawer (or separate secure document store) 
 Laptop or personal computer 
 Printer] 
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The council will also pay the employee for the costs associated with heating, lighting, etc. 
HMRC rules allow for some of these expenses to be paid tax-free (see HMRC guidance: 
www.gov.uk/expenses-and-benefits-homeworking/whats-exempt ). 

Training 

When attending training courses all employees and be able to claim travel expenses for the 
difference in the usual home to work costs.  Where the training takes place outside 
contracted daily hours, part-time employees should be paid on the basis as time spent on 
training is working time. 

Some training can be very expensive and as a condition for funding training, the council 
requires full repayment of all costs incurred for any training course in excess of £750 
should an employee not complete the training or leave the council within a year of 
completion.  Repayment of costs reduces to 50%] reimbursement in the second year. 

Travel 

Employees and managers should consider whether or not travel is necessary or if there are 
more appropriate means (for example tele-conferencing or video-conferencing). 

Rail 

You may claim for standard class rail fares only.  Where possible, rail journeys should be 
booked well in advance to benefit from any discounts for early booking. 

Use of your own car 

It may be appropriate and cost-effective to use your own car when travelling on business, 
for example if you are travelling with other staff or councillors or, where there is limited 
public transport to your destination, or the journey time is significantly shorter than using 
public transport.  Any use of your own car on business is subject to you: 

 holding a full UK driving licence; 
 ensuring that your car is roadworthy and fully registered; and 
 holding comprehensive motor insurance that provides for business use. 

Prior authorisation should be sought from the Chair, before using your own car on 
business. The Council accepts no liability for any accident, loss, damage or claim arising 
out of any journey that you make on business.  The Council will not pay for the cost of any 
insurance policy on your own car. 

To claim for petrol expenditure, you should set out the distance of the journey undertaken 
on your expenses claim form.  The Council will pay you a mileage allowance of 45p per mile 
for mileage under 10,000 miles and 25p per mile for mileage over 10,000 miles, or such 
other rate as set out from time to time by HM Revenue and Customs.  The Council will pay 
for tolls, congestion charges and parking costs incurred, where applicable. 

Use of bicycle or Motorcycle 

If use of your bicycle or motorcycle is approved, you can claim a mileage allowance of 20p 
per mile respectively. Any use of your own motorcycle on business is subject the same 
requirements as a car (see above). 

Taxis 

Any use of taxis will require prior approval and only in limited circumstances. These are: 
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 where taking a taxi would result in a significantly shorter travel time than using 
public transport; 

 where there is no available public transport (such as between a railway station and 
venue) 

 where there are several employees travelling together; or 
 where personal security and safety of employees is an issue, for example taxis may 

be permitted after 9.30pm. 

You must obtain a receipt with details of the date, place of departure and destination of the 
journey. 

Overnight accommodation 

As a guideline for travel on council business you should book accommodation equivalent to 
three-star standard or less. You may book hotel accommodation of up to £120 maximum in 
a major city and £100 elsewhere.  It is your responsibility to ensure that any hotel 
reservations are cancelled within the required cancellation period if they are no longer 
required. 

Meals 

If you are required to be away from home on council business, you may claim up to: 

 £10 for breakfast (if this is not included in the hotel room rate); 
 £15 for lunch; 
 £20 for dinner and 
 a daily allowance of £5 per night for general incidental costs such as a newspaper or 

telephone calls.] 

The maximum amounts above are inclusive of drinks.  Alcohol cannot be reclaimed under 
any circumstances. 

You should supply receipts and invoices for all hotel and meal expenses other than for the 
daily allowance, where no receipt is required. 

Entertainment/gifts 

The Council has strict rules about offering or receiving both entertainment and gifts. Any 
gifts, rewards or entertainment offered to you should be reported immediately to the Chair. 
As a general rule, small tokens of appreciation, for example flowers or a bottle of wine, 
may be retained by employees. 

Annual events  

The Council may decide to hold a staff event, such as a Christmas meal or other 
celebration.  Except where agreed to the contrary, attendance is not compulsory, and you 
will remain responsible for any expenses you incur. 

Expenses that will not be reimbursed 

The Council will not reimburse you for: 

 the cost of any travel between your home and usual place of work (except in 
exceptional circumstances for early morning/late night transport as set out above); 

 the cost of any travel undertaken for personal reasons; 
 the cost of any travel for your partner or spouse; 
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 any fines or penalties incurred while on council business for whatever reason, 
including penalties for not paying for a rail ticket in advance of boarding the train 
and penalties or fines associated with motoring offences, including speeding or 
parking fines, clamping or vehicle recovery charges; 

 alcohol; and 
 cash advances or withdrawals from an ATM machine. 

You are required to pay for any travel costs incurred by your partner or spouse in the event 
that he or she accompanies you on business. Your spouse or partner must have adequate 
travel insurance for that journey. 

False claims 

If the Council considers that any expenditure claimed was not legitimately incurred on 
behalf of the Council, it may request further details from you.  The Council will thoroughly 
investigate and check any expenses claim as it sees fit. It may withhold payment where 
insufficient supporting documents have been provided.  Where payment has been made to 
you prior to the discovery that the claim was not legitimate or correct, it may deduct the 
value of that claim from your salary. 

Any abuse of the Council's expenses policy will not be tolerated. This includes, but is not 
limited to: 

 false expenses claims; 
 claims for expenses that were not legitimately incurred; 
 claims for personal gain; 
 claims for hospitality and/or gifts without them having been declared; and 
 receipt by you of hospitality and/or gifts from contacts that may be perceived to 

influence your judgment. 

The Council will take disciplinary action where appropriate and, in certain circumstances, 
may treat a breach of this policy as gross misconduct, which may result in your summary 
dismissal.  In addition, the Council may report the matter to the police for investigation and 
criminal prosecution. 

This is a non-contractual procedure which will be reviewed from time to time. 

Date of policy: July 2022 
Date of approving meeting: 19 July 2022 
Policy version reference: v1 
Supersedes: N/a 
Policy effective from: August 2022 
Date for next review: July 2024 
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Agenda Item 14 (i) Jubilee Celebration Expenditure 

Original budget £2,000 increased to £2,500 (Min22/013)     
   Net   VAT   Total    
Bunting M Rundle  £                  270.00   £                           -     £    270.00    

Sound Equipment 
Freq Audio 
Systems  £                  650.00   £                  123.00   £    780.00    

Generator Ellis Event £519.50  £                  103.90   £    623.40  
Portaloos Brandon Hire  £                  180.00   £                    36.00   £    216.00    
Beacon Bullfinch  £                  490.00   £                    98.00   £    588.00    
Safety fencing and 
canes M A Grigg  £                    44.10   £                       8.82   £       52.92    
Alex Giles Performing  £                    75.00   £                           -     £       75.00    
Celtic Music Services Fable and Fusion  £                  300.00   £                           -     £    300.00    

Sweets Costco (£30)    £        0.07  
 7p 
profit   

Banners and flyers Vistaprint  £                  146.28   £                    29.26   £    175.54    

Fire extinguisher 
Fire Extinguisher 
shop  £                    30.68   £                       6.14   £       36.82    

Topsoil 
Roseland Plant 
Centre  £                    19.95   £                       3.99   £       23.94    

Toilet rolls and 
sanitiser Aldi 

 £                       
6.71   £                       1.34   £         8.05    

     £ 3,149.74    
   £              2,732.22   £                  410.45  £3,149.67   
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Carlyon Parish Council Budget Monitor Report to 30 June 2022  
 Budget Expenditure % of Budget 

 £ £ £ 
Employee Costs    
Clerk's salary (including oncosts)  £    11,000.00   £    2,206.59  20.06% 
Training & conference expenses  £         750.00   £         75.00  10.00% 
Clerks Room Allowance  £         320.00   £       156.00  48.75% 
Clerk's travel and subsistence  £         350.00   £       129.15  36.90% 
Total employee related costs  £   12,420.00   £   2,566.74  20.67% 

    
Administration Costs    
Office expenses  £         750.00   £         21.86  2.91% 
Postage  £         200.00   0.00% 
Photocopying  £         150.00   0.00% 
Office equipment  £         600.00   0.00% 
Insurance  £         600.00   0.00% 
Subscriptions  £         800.00   £       541.37  67.67% 
Website  £         500.00   £       126.00  25.20% 
Audit Fees  £         500.00   £       200.00  40.00% 
Bank charges  £         200.00   £         27.00  13.50% 
Books and Publications  £         100.00   0.00% 
Meeting Expenses  £         300.00   0.00% 
Total Administration Costs  £      4,700.00   £       916.23  19.49% 

    
Other Expenses    
Chairman's Allowance  £         100.00   0.00% 
Councillors Travel/Subsistence  £         500.00   0.00% 
Parish Maintenance  £    10,000.00   £    1,744.00  17.44% 
Parish Projects  £      7,000.00   £       909.26  12.99% 
Parish Newsletter  £      1,000.00   0.00% 
Events  £      2,000.00   £    2,431.24  121.56% 
Carlyon Recreation Field  £      1,500.00   £       100.00  6.67% 
Tregrehan Recreation Fields  £      1,500.00   £       180.00  12.00% 
Neighbourhood Plan  £      2,000.00   0.00% 
Tregrehan Methodist Church   £       750.00   
Total Other Expenses  £   25,600.00   £   6,114.50  23.88% 
Total VAT   £      1,500.00   £       863.33   
    
Total Expenditure  £   44,220.00   £ 10,460.80  23.66% 

    
Reserves    
Community building  £    84,250.00   0.00% 
CIL  £    22,540.00    
Election Fund  £      1,000.00    
Tregrehan Playing Fields Transfer  £      3,000.00    
General Contingency  £    15,000.00   £                -    0.00% 
Total Reserves  £ 125,790.00   £                -    0.00% 

    
Income    
Precept  £    35,069.13   £ 17,534.57  50.00% 



 

36 
 

CTSG  £         124.06   £         62.03   
VAT  £      1,000.00   £       424.34   
CIL  £                  -     £    5,617.00   
Other Income   £       428.47   
Total Income  £   36,193.19   £ 24,066.41   
    
Balance as at 31/03/2022    £ 135,317.05  

 Add income   £    24,066.41  

 Less expenditure  £    10,460.80  

    £ 148,922.66  

Bank Reconciliation    
Balance as at 30/06/2022 Current Account  £    58,148.37  

 Less outstanding payments  £                  -    

    £    58,148.37  

Balance as at 30/06/2022 
Instant 
Access   £    90,774.29  

    

 Total Funds Held  £ 148,922.66  
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Correspondence received since the last meeting 

 Details of CALC training programme 
 Citizens Advice Cornwall newsletter 
 Details of vacancies on Cornwall Council Standards Committee 
 Correspondence regarding the closure of the SWCP  
 Invitation to attend an Imerys Community Liaison Group meeting on 19 July 
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Carlyon Parish Council  

 
Dear Councillor 
 
You are summoned to attend a Meeting of Carlyon Parish Council to be held on Tuesday 
19 July 2022 at 6.00 pm in Charlestown Primary School 
 
Julie Larter 
 
Mrs Julie Larter 
Clerk  
12 July 2022 
 
01872 501101 
clerk@carlyon-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 21 June 2022 
To resolve that the minutes of the above meeting be signed as a correct 
record of the meeting 
 

 
 

 
Pages 4-8  

3. Declarations of Interest on Items on the Agenda 
(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. 
(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. 
 

 

4. Chairman’s Announcements 
 

 

5. 
 
 
 

Public Participation  
The Chairman will invite Members of the public to address the meeting 
in relation to the business to be carried out at the meeting 
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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 
 

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

 

7. 
 

Planning Applications and Related Matters 
(a) To consider a response to consultation by the Planning Authority on 
the following applications and any applications received after 
publication of this summons 
 
(i) PA22/04993 – Boscundle Manor: Listed Building Consent for 
demolition and construction of orangery, replacement double glazing to 
main house 
 
(ii) PA22/05533 – Cuddra Aquatics: Change of use of previously 
developed land from A1 retail to 9 residential park homes, including 
external terraces and internal access. 
 
(iii) PA22/05871 – 39 Chatsworth Way: Retention and completion of 
remodelling of bungalow with a rear kitchen/en-suite extension 
 
(b) To receive an update on the following planning application:  
PA22/00415 – Mid Cornwall Business Centre, Par Moor Road: 
Construction of a new vehicular access to the existing site from Cypress 
Avenue 
 

 
 
 
 
 
 
 
 
 
 

8. Neighbourhood Plan 
To note any progress 
 

 

9. Community Energy Projects 
To receive a presentation  
 

 

10. Government Review into Short-Term Tourist Accommodation 
To consider responding to a consultation 
https://www.gov.uk/government/news/government-launches-review-
into-short-term-tourist-accommodation  
 

 

11. Policies and Procedures 
(i) To adopt new Standing Orders and review current Financial 
Regulations 
(ii) To adopt an expenses policy 
 

 
 

Pages 9-29 
 
 

Page 30-33 

12. Parish Projects 
To receive an update and authorise any expenditure 
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13. Parish Issues 
(i) Tregrehan Jubilee Park 
(a) To consider making a contribution towards materials for a parking    
sign 
(b) To note any concerns  
(ii) West Crinnis Fields 

(a) To consider the future of the dog waste bag dispenser 
(b) To note any concerns 

(iii) Beach Development 
To note the current situation 

(iv) Tregrehan Methodist Church 
      To note the current situation 
(v) Highways 
     To note any concerns 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

14. Financial Matters 
(i) To note the final expenditure on the Jubilee party 
(ii) To note the current financial position and authorise payments 
 

 
 
Page 34 
Pages35-36 
 

15. Training/Meetings Attended 
To note any training or meetings attended by members or the Clerk 
 

 
 

16. Correspondence 
To note any correspondence received since the last meeting 
 

 
 
Page 37 
 

17. Dates for the Diary  
To note dates for members’ diaries 
 

 

18. Dates of Forthcoming Meetings (Ch = Charlestown Primary School; 
T=Tregrehan Methodist Church) 
20 September (Ch), 18 October (T), 15 November (Ch), 20 December 
(T) 
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MINUTES of a MEETING OF CARLYON PARISH COUNCIL held on 21 June 2022 at 
6.00 pm in Tregrehan Methodist Centre  

Present: Cllrs Paul Trudgian (Chairman), Myles Breary, Ann Taylor, Lynn Parsons, Heidi 
Clemo, Nathan Cooper 

In attendance: Julie Larter (Clerk); 11 members of the public. 

 

(22/020) Apologies for Absence 

Apologies were received from Cllr James Mustoe, CC. 

 

(22/021) Minutes of the Annual Meeting of the Parish Council held on 17 May 
2022 

It was RESOLVED that the minutes of the Annual Meeting of the Parish Council 
held on 17 May 2022 be signed as an accurate record of the meeting. 

 

(22/022) Declarations of Interest on Items on the Agenda 

There were no declarations of Interest. 

 

(22/023) Chairman’s Announcements 

The Chairman thanked everyone involved in the Jubilee events in Carlyon Bay and 
Tregrehan Mills.  The Chairman also introduced 2 residents who are interested in joining 
the council. 

 

(21/024) Public Participation 

A member of the public thanked the parish council for the grant it gave towards the Jubilee 
celebrations in Tregrehan Mills.  The resident then also thanked the council for giving 
permission for her to hold a birthday party on the field. 

A member of the public enquired about the current situation regarding the South West 
Coast Path between Carlyon Bay and Charlestown.  The Clerk said that The Ramblers have 
now withdrawn their objection to the proposed Public Path Order subject to certain 
conditions.  Cornwall Council is hopeful that the path can be reopened shortly. 

 

(22/025) Cornwall Councillor’s Report 

In the absence of Cllr Mustoe, the Clerk summarised Cllr Mustoe’s report.  Cllr Mustoe 
commended the community on the recent Jubilee celebrations, which he was delighted to 
take part in.  Cllr Mustoe gave an update on the Par Moor cycle path improvements which 
are progressing well.   

Cllr Mustoe’s full report is on the parish council’s website. 
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(22/026) Planning Applications and Related Matters 

(i) PA22/05115 - 33 Sea Road: Removal of conservatory and erection of a sunroom 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(ii) PA22/05065 – Land South of 1 Gloucester Avenue: Construction of a new dwelling 
without compliance with condition 1 of decision notice Pa21/08829 dated 20/10/2022 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(iii) PA22/04823 – 31 Fairway: Extensions and general alterations 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(b) Update on PA22/00415 – Mid Cornwall Business Centre, Par Moor Road: Construction of 
a new vehicular access to the existing site from Cypress Avenue: 

No update was available 

(c) It was noted that a 5 day protocol letter had been received regarding PA21/05322 – Bal 
House, 18 Appletree Lane and council had responded stating that they agreed with the 
planning officer’s decision to refuse the application on the grounds that the applicant had 
failed to provide the information she had requested. 

 

(22/027) Neighbourhood Plan 

The Chairman confirmed that he has contacted a planning consultant asking him to write 
the required Basic Conditions Statement and is awaiting a response. 

 

(22/028) Parish Projects 

Jubilee Celebrations 

Final expenditure for the Jubilee event will be reported at next month’s meeting. 

 

Cllr Cooper joined the meeting. 

 

(22/029) Parish Issues 

(i) Jubilee Fields 

A member of the public spoke expressing his concerns regarding children and teenagers 
using the Jubilee field to play football.  The member of the public said that there was 
excessive noise, swearing and littering and that the ground was becoming damaged.  He 
also referenced that games of football restricted the use of the field for other residents and 
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that he did not believe the children using the field were local.  He asked for the goalposts 
to be taken down 

The Chairman said that the goalposts had been in place for decades and that it would not 
be reasonable to remove this long standing amenity on the request of one resident.  
Furthermore he had heard positive reports about the youngsters in general and that any 
issues were probably only caused by the minority and were an exception.  He added that 
the Jubilee field is a public open space and it is not practicable or reasonable to restrict the 
use of the field to village residents only.  The Chairman, with the agreement of the other 
councillors, said that the Parish Council’s position on the goal posts, and the use of the 
field, would not be reconsidered unless a significant number of residents could demonstrate 
a majority view in accordance with the member of the public’s request to remove the goal 
posts. 

Reflecting the member of the public’s comment regarding litter, the Clerk was asked to 
speak to Biffa to see if the dog waste bin could be replaced with a multi-use bin. 

The Chairman expressed the thanks of the parish council to Toby from the Football Golf 
who has undertaken vertidrain and re-seeding work free of charge to improve the field for 
the use of all members of the public. 

(ii) Sea Road Recreation Area 

It was RESOLVED that in the future these fields should be known as West Crinnis 
Fields and the purchase of a sign costing £175 was duly authorised. 

Concern was raised about the high volume of usage of dog waste bags from the dispenser 
as it appears that the provision of free bags is being abused.  The matter is to be reviewed 
at next month’s meeting. 

The Chairman explained that parking cones lent to Sea Road Residents’ Association had 
been removed after a visually impaired member of the public tripped on one and 
threatened legal action if they were not removed.  The Chairman subsequently attended a 
meeting of Sea Road Residents’ Association who are proposing putting double yellow lines 
between no 83 and the junction with Fairway.  SRRA have asked whether the parish council 
would be willing to support this measure and make a contribution towards the cost.  It is 
not possible for the council to offer money towards yellow lining on this private road, 
however it was RESOLVED to make a grant of £250 towards the cost of signage.  
Cllrs were concerned that this is a peace-meal approach to problem parking. 

(iii) Beach Development 

Dogs will be permitted on the beach over the summer once agreement has been reached 
between CEG and Biffa regarding the disposal of dog waste. 

(iv) Tregrehan Methodist Church 

No update was available. 

(v) Highways Matters 

Councillors remain concerned about the safety of the traffic build out over the stream and 
the Clerk is to ask the Highways Manager for another meeting. 

 

(22/030) Financial Matters 
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(i) It was RESOLVED to accept a quote from Complete Weed Control for pavement 
weed spraying in Carlyon Bay and Tregrehan Mills. 

(ii) It was noted that Cllr Taylor undertook an internal control check on 7 June. 

(iii) Current balances were noted and the following payments were authorised: 

DD Lloyds Bank Credit card £188.63 

BACS Cormac Solutions Removal of vegetation (min 21/151) £188.00 

BACS JP Hermes Reimbursement for Jubilee plaque (min21/113) (v) £135.00 

BACS M A Grigg Safety fencing and poles for Jubilee party £52.92 

BACS Alex Giles Performing at Jubilee party £75.00 

BACS Celtic Music Services Performing at Jubilee party £300.00 

BACS Hay Nurseries Replanting planters £132.00 

BACS HMRC PAYE/NI * 

BACS Mrs J Larter June salary * 

BACS Cornwall Pension Fund EE and ER contributions * 

DD Unity Trust Bank Quarterly bank charges 18.00 

 

(22/031) Meetings/Training Attended by Councillors or the Clerk 

9 June – Clerk attended an SLCC meeting for clerks to smaller councils 

9 June – Cllr Taylor attended the St Austell and Mevagissey Community Network Panel 
meeting 

15 June – Clerk attended a training session for town and parish councils about installing 
electric vehicle charging points 

 

(22/032) Correspondence Received 

A list of correspondence had previously been circulated and the following correspondence 
had been received after publication of the agenda: 

 CALC information regarding changes to the planning system 
 Invitation to attend Cormac engagement events 
 Civility and Respect newsletter 
 Several emails expressing thanks for the Jubilee events 
 Email from a resident offering to address a parish council about community energy 

projects.  The gentleman is to be invited to a future meeting 
 

(22/033) Dates for the Diary 

There were no dates for the diary. 

 

(22/034) Dates of Forthcoming Meetings  

19 July (Ch), 20 September (Ch), 18 October (T), 15 November (Ch), 20 December (T) 
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The meeting closed at 6.49pm 

 

 

 

 

………………………………………………                …………………………………………………….. 

Chairman                                            Date       
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INTRODUCTION 

This is version two of Model Standing Orders 2018 (England) updated on April 2022. 
Update to Model Standing Order 18 only. 

 

Standing orders are the written rules of a local council. Standing orders are essential to 
regulate the proceedings of a meeting.  A council may also use standing orders to confirm 
or refer to various internal organisational and administrative arrangements.  The standing 
orders of a council are not the same as the policies of a council but standing orders may 
refer to them.  

 

 

 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 chair 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 chair 
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 chair of the meeting, is expressed in writing to the 
chair.  

h A councillor may move an amendment to his/her/their 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 chair 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 chair of the meeting.  

k One or more amendments may be discussed together if the chair of the meeting 
considers this expedient but each amendment shall be voted upon separately. 
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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 immediately 
before it is put to the vote. 

o Unless permitted by the chair 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/she/they 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/she/they 
considers has been breached or specify the other irregularity in the proceedings of the 
meeting he/she/they is concerned by.  

q A point of order shall be decided by the chair of the meeting and his/her/their 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 chair of the meeting 
shall be satisfied that the motion has been sufficiently debated and that the mover of 
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the motion under debate has exercised or waived his/her/their 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 chair of the meeting. 
 

 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 chair of the meeting 
shall request such person(s) to moderate or improve their conduct. 

b If person(s) disregard the request of the chair of the meeting to moderate or improve 
their conduct, any councillor or the chair 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 chair 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 in respect of the business on the agenda. 

f The period of time designated for public participation at a meeting 
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in accordance with standing order 3(e) shall not exceed 15 minutes 
unless directed by the chair of the meeting. 

g Subject to standing order 3(f), a member of the public shall not 
speak for more than 2 minutes. 

h 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 
chair of the meeting may direct that a written or oral response be 
given. 

i A person shall raise his/her/their hand when requesting to speak 
and stand when speaking except when a person has a disability or 
is likely to suffer discomfort. 

j A person who speaks at a meeting shall direct his/her/their 
comments to the chair of the meeting. 

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

l Subject to standing order 3(m), a person who attends a meeting is 
permitted to report on the meeting whilst the meeting is open to 
the public.  To “report” means to film, photograph, make an audio 
recording of meeting proceedings, use any other means for 
enabling persons not present to see or hear the meeting as it takes 
place or later or to report or to provide oral or written commentary 
about the meeting so that the report or commentary is available as 
the meeting takes place or later to persons not present.  A person 
reporting the meeting is to inform the chair that he/she/they intend 
recording the meeting. 

m A person present at a meeting may not provide an oral report or 
oral commentary about a meeting as it takes place without 
permission.    

n 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.  

o Subject to standing orders which indicate otherwise, anything 
authorised or required to be done by, to or before the Chair of the 
Council may in his/her/their absence be done by, to or before the 
Vice-Chair of the Council. 

p The Chair of the Council, if present, shall preside at a meeting.  If 
the Chair is absent from a meeting, the Vice-Chair of the Council if 
present, shall preside.  If both the Chair and the Vice-Chair are 
absent from a meeting, a councillor as chosen by the councillors 
present at the meeting shall preside at the meeting. 
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q 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.  

r The chair 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/her/their casting vote whether or not he/she/they gave an 
original vote. 

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

s 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/her/their vote for or 
against that question. Such a request shall be made before moving 
on to the next item of business on the agenda. 

t 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 who are present and the names of 
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. 

u 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/her/their right to participate and vote on that matter. 

v 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. 
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w 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.  

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

 

 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 4(b) and (c), appoint and determine the terms 
of office of members of such a committee; 

v. may, subject to standing orders 4(b) and (c), appoint and determine the terms 
of office of the substitute members to a committee whose role is to 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 
chair of the standing committee; 

vii. shall permit a committee other than a standing committee, to appoint its own 
chair 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;  
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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 Chair and Vice-Chair of the Council. 

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

g The Vice-Chair of the Council, unless he/she/they resigns or becomes disqualified, 
shall hold office until immediately after the election of the Chair of the Council at the 
next annual meeting of the Council. 

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

j Following the election of the Chair of the Council and Vice-Chair of the Council at the 
annual meeting, the business shall include: 

i. In an election year, delivery by the Chair 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 Chair of the 
Council of his/her/their acceptance of office form unless the Council resolves for 
this to be done at a later date; 
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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; 

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; 

k The following must be reviewed annually – this can be at the annual meeting or at a 
meeting later in the year 

i. Review of inventory of land and other assets including buildings and office 
equipment.   

ii. Confirmation of arrangements for insurance cover in respect of all insurable 
risks; 

iii. Review of the Council’s and/or staff subscriptions to other bodies; 

iv. Review of the Council’s complaints procedure; 

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

vi. Review of the Council’s policy for dealing with the press/media; 

vii. Review of the Council’s employment policies and procedures; 

viii. Review of the Council’s expenditure incurred under s.137 of the Local 
Government Act 1972 or the general power of competence. 

ix. Determining the time and place of ordinary meetings of the Council up to and 
including the next annual meeting of the Council.  
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 EXTRAORDINARY MEETINGS OF THE COUNCIL, 
COMMITTEES AND SUB-COMMITTEES 
 

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

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

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

d If the chair of a committee does not call an extraordinary meeting within 7 days of 
having been requested to do so by 2 members of the committee, any 2 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 3 councillors to be given to the Proper Officer 
in accordance with standing order 9, or by a motion moved in pursuance of the 
recommendation of a committee. 

b When a motion moved pursuant to standing order 7(a) has been disposed of, no 
similar motion may be moved for a further six months. 

 VOTING ON APPOINTMENTS 
 

a 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 chair of the meeting. 
 

 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.  
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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 9(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 9(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 5 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 chair 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 Motions received shall be recorded and numbered in the order that they are received. 

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

 

 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; 

ii. to move to a vote;  

iii. to defer consideration of a motion;  

iv. to refer a motion to a particular 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; 
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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 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 
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with standing order 10(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 chair of the meeting and stand as an accurate record of the 
meeting to which the minutes relate.  

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

“The chair of this meeting does not believe that the 
minutes of the meeting held on [date] in respect of (   ) 
were a correct record but his/her/their 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 12(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(u).  
 

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

b Unless he/she/they has been granted a dispensation, a councillor or non-councillor 
with voting rights shall withdraw from a meeting when it is considering a matter in 
which he/she/they has a disclosable pecuniary interest.  He/she/they may return to 
the meeting after it has considered the matter in which he/she/they had the interest. 

c Unless he/she/they has been granted a dispensation, a councillor or non-councillor 
with voting rights shall withdraw from a meeting when it is considering a matter in 
which he/she/they has another interest if so required by the Council’s code of 
conduct.  He/she/they may return to the meeting after it has considered the matter in 
which he/she/they had the interest. 

d Dispensation requests 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 
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the dispensation is required. 

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

f 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 four years for which the 
dispensation is sought; and  

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

g Subject to standing orders 13(d) and (f), a dispensation request shall be considered at 
the beginning of the meeting of the Council, or committee or for which the dispensation 
is required. 

h A dispensation may be granted in accordance with standing order 13(e) if having regard 
to all relevant circumstances any of the following apply: 

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;  

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

b Where the notification in standing order 14(a) relates to a complaint made by the 
Proper Officer, the Proper Officer shall notify the Chair of Council of this fact, and the 
Chair shall nominate another staff member to assume the duties of the Proper Officer 
in relation to the complaint until it has been determined and the Council has agreed 
what action, if any, to take in accordance with standing order 14(d). 

c The Council may: 

i. provide information or evidence where such disclosure is necessary to investigate 
the complaint or is a legal requirement; 
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ii. seek information relevant to the complaint from the person or body with 
statutory responsibility for investigation of the matter; 

d 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 what, if 
any, action to take against him.  Such action excludes disqualification or suspension 
from office. 

 

 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, 

 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 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 9, include on the agenda all motions in the order 
received unless a councillor has given written notice at least 7 days before the 
meeting confirming his/her/their withdrawal of it; 

iii. convene a meeting of the Council for the election of a new Chair of the Council, 
occasioned by a casual vacancy in his/her/their 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; 
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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 Chair or in 
his/her/their absence the Vice chair 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; and 

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). 

 

 RESPONSIBLE FINANCIAL OFFICER  
 

a The Council shall appoint appropriate staff member(s) to undertake the work of the 
Responsible Financial Officer when the Responsible Financial Officer is absent. 
 

 ACCOUNTS AND ACCOUNTING STATEMENTS 
 

a “Proper practices” in standing orders refer to the most recent version of “Governance 
and Accountability for Local Councils – 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 and 31 December in 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 
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which includes a comparison with the budget for the financial year and highlights 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 shall consider and approve financial regulations drawn up by the 
Responsible Financial Officer, which shall 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 
required 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 and 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 standing order 18(f) 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 
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execution of works shall include, as a minimum, the following steps: 

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

ii. an invitation to tender shall be drawn up to confirm (i) the Council’s specification 
(ii) the time, date and address for the submission of tenders (iii) the date of the 
Council’s written response to the tender and (iv) 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. 

e. Neither the Council, nor a committee or a 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 Contracts 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 
council or staffing committee is subject to standing order 11. 

b Subject to the Council’s policy regarding absences from work, the Council’s most 
senior member of staff shall notify the chair of the council ors staffing committee or, if 
he/she/they is not available, the vice-chair of the staffing committee of absence 
occasioned by illness or other reason and that person shall report such absence to the 
council or committee at its next meeting. 

c The chair of the council or in his/her/their absence, the vice-chair shall upon a 
resolution conduct a review of the performance and annual appraisal of the work of 
the Clerk.  

d Subject to the Council’s policy regarding the handling of grievance matters, the 
Council’s most senior member of staff of staff shall contact the chair of the staffing 
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committee or in his/her/their absence, the vice-chair of 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. 

e Subject to the Council’s policy regarding the handling of grievance matters, if an 
informal or formal grievance matter raised by the Clerk relates to the chair or vice-
chair of the staffing committee this shall be communicated to another member of 
staffing committee, which shall be reported back and progressed by resolution of the 
staffing committee.  

f 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. 

 

g In accordance with standing order 11(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.  If gross annual income or expenditure (whichever is the higher) exceeds £200,000 
The Council, shall publish information in accordance with the requirements of the 
Local Government (Transparency Requirements) (England) Regulations 2015. 
 

 RESPONSIBILITIES UNDER DATA PROTECTION 
LEGISLATION  

 
(Below is not an exclusive list).  
 

See also standing order 11. 
 

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/her/their 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. 
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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 15(b)(xii) and (xvii). 

 

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

b 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 UNITARY COUNCILLORS 
 

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

 
 

 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. 
 

 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 
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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 2 councillors to be given 
to the Proper Officer in accordance with standing order 9. 

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

 

 

Revised Standing Orders Adopted 19 July 2022 
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CARLYON PARISH COUNCIL EXPENSES POLICY 

Purpose 

This policy sets out the Council's rules on how employees can claim for expenses incurred 
in the performance of their duties for the Council.  The purpose of this policy is to ensure 
that employees are properly reimbursed for legitimate business expenses and to ensure 
that these expenses are treated appropriately for tax purposes.  It does not apply to 
councillors. 

General procedure 

The Council will reimburse you for actual expenditure that is incurred wholly, necessarily 
and exclusively in connection with authorised duties that you undertake in the course of 
your employment.  To claim for expenses, you must set out the reasons why the expense 
was incurred on the monthly payment schedule. If you are unsure whether an expense can 
be claimed, you must seek prior written authorisation from the Chair. 

Expenses will not be paid unless supporting evidence is provided.  This should include 
original receipts or invoices with the date and time of the transaction (unless you are 
claiming for mileage).  When claiming for travel expenses on public transport, you should 
enclose the tickets showing the departure point and destination of your journey, where 
possible. Credit and debit card statements will not be accepted. Where you are submitting 
a VAT receipt, you should set out: 

 the name and VAT registration number of the retailer or service provider; 
 the goods and services provided; and 
 the amount of VAT payable. 

 

Expenses claims must be submitted in a timely manner of the expense being incurred. 

The Council will pay claims for authorised expenses by BACS transfer into the same bank 
account into which your salary is paid. 

In general, you should not incur expenses other than in the categories listed below. 
However, if you have claims for expenditure other than for those categories listed below, 
you should seek written approval from the Chair before incurring the expense. The Council 
will accept email as written approval where it is required in this policy. 

Any queries in relation to this policy should be directed to the Chair. 

Homeworkers 

If you are a Homeworker, your normal place of work as stated in your contract will be your 
home.  The council will reimburse all reasonable expenses incurred by homeworkers in the 
course of their duties upon receipt of satisfactory claims. 

The council will provide the following equipment necessary to enable homeworking 
employees to do their job. 

 Desk with lockable drawer (or separate secure document store) 
 Laptop or personal computer 
 Printer] 
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The council will also pay the employee for the costs associated with heating, lighting, etc. 
HMRC rules allow for some of these expenses to be paid tax-free (see HMRC guidance: 
www.gov.uk/expenses-and-benefits-homeworking/whats-exempt ). 

Training 

When attending training courses all employees and be able to claim travel expenses for the 
difference in the usual home to work costs.  Where the training takes place outside 
contracted daily hours, part-time employees should be paid on the basis as time spent on 
training is working time. 

Some training can be very expensive and as a condition for funding training, the council 
requires full repayment of all costs incurred for any training course in excess of £750 
should an employee not complete the training or leave the council within a year of 
completion.  Repayment of costs reduces to 50%] reimbursement in the second year. 

Travel 

Employees and managers should consider whether or not travel is necessary or if there are 
more appropriate means (for example tele-conferencing or video-conferencing). 

Rail 

You may claim for standard class rail fares only.  Where possible, rail journeys should be 
booked well in advance to benefit from any discounts for early booking. 

Use of your own car 

It may be appropriate and cost-effective to use your own car when travelling on business, 
for example if you are travelling with other staff or councillors or, where there is limited 
public transport to your destination, or the journey time is significantly shorter than using 
public transport.  Any use of your own car on business is subject to you: 

 holding a full UK driving licence; 
 ensuring that your car is roadworthy and fully registered; and 
 holding comprehensive motor insurance that provides for business use. 

Prior authorisation should be sought from the Chair, before using your own car on 
business. The Council accepts no liability for any accident, loss, damage or claim arising 
out of any journey that you make on business.  The Council will not pay for the cost of any 
insurance policy on your own car. 

To claim for petrol expenditure, you should set out the distance of the journey undertaken 
on your expenses claim form.  The Council will pay you a mileage allowance of 45p per mile 
for mileage under 10,000 miles and 25p per mile for mileage over 10,000 miles, or such 
other rate as set out from time to time by HM Revenue and Customs.  The Council will pay 
for tolls, congestion charges and parking costs incurred, where applicable. 

Use of bicycle or Motorcycle 

If use of your bicycle or motorcycle is approved, you can claim a mileage allowance of 20p 
per mile respectively. Any use of your own motorcycle on business is subject the same 
requirements as a car (see above). 

Taxis 

Any use of taxis will require prior approval and only in limited circumstances. These are: 
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 where taking a taxi would result in a significantly shorter travel time than using 
public transport; 

 where there is no available public transport (such as between a railway station and 
venue) 

 where there are several employees travelling together; or 
 where personal security and safety of employees is an issue, for example taxis may 

be permitted after 9.30pm. 

You must obtain a receipt with details of the date, place of departure and destination of the 
journey. 

Overnight accommodation 

As a guideline for travel on council business you should book accommodation equivalent to 
three-star standard or less. You may book hotel accommodation of up to £120 maximum in 
a major city and £100 elsewhere.  It is your responsibility to ensure that any hotel 
reservations are cancelled within the required cancellation period if they are no longer 
required. 

Meals 

If you are required to be away from home on council business, you may claim up to: 

 £10 for breakfast (if this is not included in the hotel room rate); 
 £15 for lunch; 
 £20 for dinner and 
 a daily allowance of £5 per night for general incidental costs such as a newspaper or 

telephone calls.] 

The maximum amounts above are inclusive of drinks.  Alcohol cannot be reclaimed under 
any circumstances. 

You should supply receipts and invoices for all hotel and meal expenses other than for the 
daily allowance, where no receipt is required. 

Entertainment/gifts 

The Council has strict rules about offering or receiving both entertainment and gifts. Any 
gifts, rewards or entertainment offered to you should be reported immediately to the Chair. 
As a general rule, small tokens of appreciation, for example flowers or a bottle of wine, 
may be retained by employees. 

Annual events  

The Council may decide to hold a staff event, such as a Christmas meal or other 
celebration.  Except where agreed to the contrary, attendance is not compulsory, and you 
will remain responsible for any expenses you incur. 

Expenses that will not be reimbursed 

The Council will not reimburse you for: 

 the cost of any travel between your home and usual place of work (except in 
exceptional circumstances for early morning/late night transport as set out above); 

 the cost of any travel undertaken for personal reasons; 
 the cost of any travel for your partner or spouse; 
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 any fines or penalties incurred while on council business for whatever reason, 
including penalties for not paying for a rail ticket in advance of boarding the train 
and penalties or fines associated with motoring offences, including speeding or 
parking fines, clamping or vehicle recovery charges; 

 alcohol; and 
 cash advances or withdrawals from an ATM machine. 

You are required to pay for any travel costs incurred by your partner or spouse in the event 
that he or she accompanies you on business. Your spouse or partner must have adequate 
travel insurance for that journey. 

False claims 

If the Council considers that any expenditure claimed was not legitimately incurred on 
behalf of the Council, it may request further details from you.  The Council will thoroughly 
investigate and check any expenses claim as it sees fit. It may withhold payment where 
insufficient supporting documents have been provided.  Where payment has been made to 
you prior to the discovery that the claim was not legitimate or correct, it may deduct the 
value of that claim from your salary. 

Any abuse of the Council's expenses policy will not be tolerated. This includes, but is not 
limited to: 

 false expenses claims; 
 claims for expenses that were not legitimately incurred; 
 claims for personal gain; 
 claims for hospitality and/or gifts without them having been declared; and 
 receipt by you of hospitality and/or gifts from contacts that may be perceived to 

influence your judgment. 

The Council will take disciplinary action where appropriate and, in certain circumstances, 
may treat a breach of this policy as gross misconduct, which may result in your summary 
dismissal.  In addition, the Council may report the matter to the police for investigation and 
criminal prosecution. 

This is a non-contractual procedure which will be reviewed from time to time. 

Date of policy: July 2022 
Date of approving meeting: 19 July 2022 
Policy version reference: v1 
Supersedes: N/a 
Policy effective from: August 2022 
Date for next review: July 2024 
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Agenda Item 14 (i) Jubilee Celebration Expenditure 

Original budget £2,000 increased to £2,500 (Min22/013)     
   Net   VAT   Total    
Bunting M Rundle  £                  270.00   £                           -     £    270.00    

Sound Equipment 
Freq Audio 
Systems  £                  650.00   £                  123.00   £    780.00    

Generator Ellis Event £519.50  £                  103.90   £    623.40  
Portaloos Brandon Hire  £                  180.00   £                    36.00   £    216.00    
Beacon Bullfinch  £                  490.00   £                    98.00   £    588.00    
Safety fencing and 
canes M A Grigg  £                    44.10   £                       8.82   £       52.92    
Alex Giles Performing  £                    75.00   £                           -     £       75.00    
Celtic Music Services Fable and Fusion  £                  300.00   £                           -     £    300.00    

Sweets Costco (£30)    £        0.07  
 7p 
profit   

Banners and flyers Vistaprint  £                  146.28   £                    29.26   £    175.54    

Fire extinguisher 
Fire Extinguisher 
shop  £                    30.68   £                       6.14   £       36.82    

Topsoil 
Roseland Plant 
Centre  £                    19.95   £                       3.99   £       23.94    

Toilet rolls and 
sanitiser Aldi 

 £                       
6.71   £                       1.34   £         8.05    

     £ 3,149.74    
   £              2,732.22   £                  410.45  £3,149.67   
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Carlyon Parish Council Budget Monitor Report to 30 June 2022  
 Budget Expenditure % of Budget 

 £ £ £ 
Employee Costs    
Clerk's salary (including oncosts)  £    11,000.00   £    2,206.59  20.06% 
Training & conference expenses  £         750.00   £         75.00  10.00% 
Clerks Room Allowance  £         320.00   £       156.00  48.75% 
Clerk's travel and subsistence  £         350.00   £       129.15  36.90% 
Total employee related costs  £   12,420.00   £   2,566.74  20.67% 

    
Administration Costs    
Office expenses  £         750.00   £         21.86  2.91% 
Postage  £         200.00   0.00% 
Photocopying  £         150.00   0.00% 
Office equipment  £         600.00   0.00% 
Insurance  £         600.00   0.00% 
Subscriptions  £         800.00   £       541.37  67.67% 
Website  £         500.00   £       126.00  25.20% 
Audit Fees  £         500.00   £       200.00  40.00% 
Bank charges  £         200.00   £         27.00  13.50% 
Books and Publications  £         100.00   0.00% 
Meeting Expenses  £         300.00   0.00% 
Total Administration Costs  £      4,700.00   £       916.23  19.49% 

    
Other Expenses    
Chairman's Allowance  £         100.00   0.00% 
Councillors Travel/Subsistence  £         500.00   0.00% 
Parish Maintenance  £    10,000.00   £    1,744.00  17.44% 
Parish Projects  £      7,000.00   £       909.26  12.99% 
Parish Newsletter  £      1,000.00   0.00% 
Events  £      2,000.00   £    2,431.24  121.56% 
Carlyon Recreation Field  £      1,500.00   £       100.00  6.67% 
Tregrehan Recreation Fields  £      1,500.00   £       180.00  12.00% 
Neighbourhood Plan  £      2,000.00   0.00% 
Tregrehan Methodist Church   £       750.00   
Total Other Expenses  £   25,600.00   £   6,114.50  23.88% 
Total VAT   £      1,500.00   £       863.33   
    
Total Expenditure  £   44,220.00   £ 10,460.80  23.66% 

    
Reserves    
Community building  £    84,250.00   0.00% 
CIL  £    22,540.00    
Election Fund  £      1,000.00    
Tregrehan Playing Fields Transfer  £      3,000.00    
General Contingency  £    15,000.00   £                -    0.00% 
Total Reserves  £ 125,790.00   £                -    0.00% 

    
Income    
Precept  £    35,069.13   £ 17,534.57  50.00% 
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CTSG  £         124.06   £         62.03   
VAT  £      1,000.00   £       424.34   
CIL  £                  -     £    5,617.00   
Other Income   £       428.47   
Total Income  £   36,193.19   £ 24,066.41   
    
Balance as at 31/03/2022    £ 135,317.05  

 Add income   £    24,066.41  

 Less expenditure  £    10,460.80  

    £ 148,922.66  

Bank Reconciliation    
Balance as at 30/06/2022 Current Account  £    58,148.37  

 Less outstanding payments  £                  -    

    £    58,148.37  

Balance as at 30/06/2022 
Instant 
Access   £    90,774.29  

    

 Total Funds Held  £ 148,922.66  
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Correspondence received since the last meeting 

 Details of CALC training programme 
 Citizens Advice Cornwall newsletter 
 Details of vacancies on Cornwall Council Standards Committee 
 Correspondence regarding the closure of the SWCP  
 Invitation to attend an Imerys Community Liaison Group meeting on 19 July 
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Carlyon Parish Council  

 
Dear Councillor 
 
You are summoned to attend a Meeting of Carlyon Parish Council to be held on Tuesday 
19 July 2022 at 6.00 pm in Charlestown Primary School 
 
Julie Larter 
 
Mrs Julie Larter 
Clerk  
12 July 2022 
 
01872 501101 
clerk@carlyon-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 21 June 2022 
To resolve that the minutes of the above meeting be signed as a correct 
record of the meeting 
 

 
 

 
Pages 4-8  

3. Declarations of Interest on Items on the Agenda 
(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. 
(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. 
 

 

4. Chairman’s Announcements 
 

 

5. 
 
 
 

Public Participation  
The Chairman will invite Members of the public to address the meeting 
in relation to the business to be carried out at the meeting 
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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 
 

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

 

7. 
 

Planning Applications and Related Matters 
(a) To consider a response to consultation by the Planning Authority on 
the following applications and any applications received after 
publication of this summons 
 
(i) PA22/04993 – Boscundle Manor: Listed Building Consent for 
demolition and construction of orangery, replacement double glazing to 
main house 
 
(ii) PA22/05533 – Cuddra Aquatics: Change of use of previously 
developed land from A1 retail to 9 residential park homes, including 
external terraces and internal access. 
 
(iii) PA22/05871 – 39 Chatsworth Way: Retention and completion of 
remodelling of bungalow with a rear kitchen/en-suite extension 
 
(b) To receive an update on the following planning application:  
PA22/00415 – Mid Cornwall Business Centre, Par Moor Road: 
Construction of a new vehicular access to the existing site from Cypress 
Avenue 
 

 
 
 
 
 
 
 
 
 
 

8. Neighbourhood Plan 
To note any progress 
 

 

9. Community Energy Projects 
To receive a presentation  
 

 

10. Government Review into Short-Term Tourist Accommodation 
To consider responding to a consultation 
https://www.gov.uk/government/news/government-launches-review-
into-short-term-tourist-accommodation  
 

 

11. Policies and Procedures 
(i) To adopt new Standing Orders and review current Financial 
Regulations 
(ii) To adopt an expenses policy 
 

 
 

Pages 9-29 
 
 

Page 30-33 

12. Parish Projects 
To receive an update and authorise any expenditure 
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13. Parish Issues 
(i) Tregrehan Jubilee Park 
(a) To consider making a contribution towards materials for a parking    
sign 
(b) To note any concerns  
(ii) West Crinnis Fields 

(a) To consider the future of the dog waste bag dispenser 
(b) To note any concerns 

(iii) Beach Development 
To note the current situation 

(iv) Tregrehan Methodist Church 
      To note the current situation 
(v) Highways 
     To note any concerns 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

14. Financial Matters 
(i) To note the final expenditure on the Jubilee party 
(ii) To note the current financial position and authorise payments 
 

 
 
Page 34 
Pages35-36 
 

15. Training/Meetings Attended 
To note any training or meetings attended by members or the Clerk 
 

 
 

16. Correspondence 
To note any correspondence received since the last meeting 
 

 
 
Page 37 
 

17. Dates for the Diary  
To note dates for members’ diaries 
 

 

18. Dates of Forthcoming Meetings (Ch = Charlestown Primary School; 
T=Tregrehan Methodist Church) 
20 September (Ch), 18 October (T), 15 November (Ch), 20 December 
(T) 
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MINUTES of a MEETING OF CARLYON PARISH COUNCIL held on 21 June 2022 at 
6.00 pm in Tregrehan Methodist Centre  

Present: Cllrs Paul Trudgian (Chairman), Myles Breary, Ann Taylor, Lynn Parsons, Heidi 
Clemo, Nathan Cooper 

In attendance: Julie Larter (Clerk); 11 members of the public. 

 

(22/020) Apologies for Absence 

Apologies were received from Cllr James Mustoe, CC. 

 

(22/021) Minutes of the Annual Meeting of the Parish Council held on 17 May 
2022 

It was RESOLVED that the minutes of the Annual Meeting of the Parish Council 
held on 17 May 2022 be signed as an accurate record of the meeting. 

 

(22/022) Declarations of Interest on Items on the Agenda 

There were no declarations of Interest. 

 

(22/023) Chairman’s Announcements 

The Chairman thanked everyone involved in the Jubilee events in Carlyon Bay and 
Tregrehan Mills.  The Chairman also introduced 2 residents who are interested in joining 
the council. 

 

(21/024) Public Participation 

A member of the public thanked the parish council for the grant it gave towards the Jubilee 
celebrations in Tregrehan Mills.  The resident then also thanked the council for giving 
permission for her to hold a birthday party on the field. 

A member of the public enquired about the current situation regarding the South West 
Coast Path between Carlyon Bay and Charlestown.  The Clerk said that The Ramblers have 
now withdrawn their objection to the proposed Public Path Order subject to certain 
conditions.  Cornwall Council is hopeful that the path can be reopened shortly. 

 

(22/025) Cornwall Councillor’s Report 

In the absence of Cllr Mustoe, the Clerk summarised Cllr Mustoe’s report.  Cllr Mustoe 
commended the community on the recent Jubilee celebrations, which he was delighted to 
take part in.  Cllr Mustoe gave an update on the Par Moor cycle path improvements which 
are progressing well.   

Cllr Mustoe’s full report is on the parish council’s website. 
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(22/026) Planning Applications and Related Matters 

(i) PA22/05115 - 33 Sea Road: Removal of conservatory and erection of a sunroom 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(ii) PA22/05065 – Land South of 1 Gloucester Avenue: Construction of a new dwelling 
without compliance with condition 1 of decision notice Pa21/08829 dated 20/10/2022 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(iii) PA22/04823 – 31 Fairway: Extensions and general alterations 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(b) Update on PA22/00415 – Mid Cornwall Business Centre, Par Moor Road: Construction of 
a new vehicular access to the existing site from Cypress Avenue: 

No update was available 

(c) It was noted that a 5 day protocol letter had been received regarding PA21/05322 – Bal 
House, 18 Appletree Lane and council had responded stating that they agreed with the 
planning officer’s decision to refuse the application on the grounds that the applicant had 
failed to provide the information she had requested. 

 

(22/027) Neighbourhood Plan 

The Chairman confirmed that he has contacted a planning consultant asking him to write 
the required Basic Conditions Statement and is awaiting a response. 

 

(22/028) Parish Projects 

Jubilee Celebrations 

Final expenditure for the Jubilee event will be reported at next month’s meeting. 

 

Cllr Cooper joined the meeting. 

 

(22/029) Parish Issues 

(i) Jubilee Fields 

A member of the public spoke expressing his concerns regarding children and teenagers 
using the Jubilee field to play football.  The member of the public said that there was 
excessive noise, swearing and littering and that the ground was becoming damaged.  He 
also referenced that games of football restricted the use of the field for other residents and 
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that he did not believe the children using the field were local.  He asked for the goalposts 
to be taken down 

The Chairman said that the goalposts had been in place for decades and that it would not 
be reasonable to remove this long standing amenity on the request of one resident.  
Furthermore he had heard positive reports about the youngsters in general and that any 
issues were probably only caused by the minority and were an exception.  He added that 
the Jubilee field is a public open space and it is not practicable or reasonable to restrict the 
use of the field to village residents only.  The Chairman, with the agreement of the other 
councillors, said that the Parish Council’s position on the goal posts, and the use of the 
field, would not be reconsidered unless a significant number of residents could demonstrate 
a majority view in accordance with the member of the public’s request to remove the goal 
posts. 

Reflecting the member of the public’s comment regarding litter, the Clerk was asked to 
speak to Biffa to see if the dog waste bin could be replaced with a multi-use bin. 

The Chairman expressed the thanks of the parish council to Toby from the Football Golf 
who has undertaken vertidrain and re-seeding work free of charge to improve the field for 
the use of all members of the public. 

(ii) Sea Road Recreation Area 

It was RESOLVED that in the future these fields should be known as West Crinnis 
Fields and the purchase of a sign costing £175 was duly authorised. 

Concern was raised about the high volume of usage of dog waste bags from the dispenser 
as it appears that the provision of free bags is being abused.  The matter is to be reviewed 
at next month’s meeting. 

The Chairman explained that parking cones lent to Sea Road Residents’ Association had 
been removed after a visually impaired member of the public tripped on one and 
threatened legal action if they were not removed.  The Chairman subsequently attended a 
meeting of Sea Road Residents’ Association who are proposing putting double yellow lines 
between no 83 and the junction with Fairway.  SRRA have asked whether the parish council 
would be willing to support this measure and make a contribution towards the cost.  It is 
not possible for the council to offer money towards yellow lining on this private road, 
however it was RESOLVED to make a grant of £250 towards the cost of signage.  
Cllrs were concerned that this is a peace-meal approach to problem parking. 

(iii) Beach Development 

Dogs will be permitted on the beach over the summer once agreement has been reached 
between CEG and Biffa regarding the disposal of dog waste. 

(iv) Tregrehan Methodist Church 

No update was available. 

(v) Highways Matters 

Councillors remain concerned about the safety of the traffic build out over the stream and 
the Clerk is to ask the Highways Manager for another meeting. 

 

(22/030) Financial Matters 
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(i) It was RESOLVED to accept a quote from Complete Weed Control for pavement 
weed spraying in Carlyon Bay and Tregrehan Mills. 

(ii) It was noted that Cllr Taylor undertook an internal control check on 7 June. 

(iii) Current balances were noted and the following payments were authorised: 

DD Lloyds Bank Credit card £188.63 

BACS Cormac Solutions Removal of vegetation (min 21/151) £188.00 

BACS JP Hermes Reimbursement for Jubilee plaque (min21/113) (v) £135.00 

BACS M A Grigg Safety fencing and poles for Jubilee party £52.92 

BACS Alex Giles Performing at Jubilee party £75.00 

BACS Celtic Music Services Performing at Jubilee party £300.00 

BACS Hay Nurseries Replanting planters £132.00 

BACS HMRC PAYE/NI * 

BACS Mrs J Larter June salary * 

BACS Cornwall Pension Fund EE and ER contributions * 

DD Unity Trust Bank Quarterly bank charges 18.00 

 

(22/031) Meetings/Training Attended by Councillors or the Clerk 

9 June – Clerk attended an SLCC meeting for clerks to smaller councils 

9 June – Cllr Taylor attended the St Austell and Mevagissey Community Network Panel 
meeting 

15 June – Clerk attended a training session for town and parish councils about installing 
electric vehicle charging points 

 

(22/032) Correspondence Received 

A list of correspondence had previously been circulated and the following correspondence 
had been received after publication of the agenda: 

 CALC information regarding changes to the planning system 
 Invitation to attend Cormac engagement events 
 Civility and Respect newsletter 
 Several emails expressing thanks for the Jubilee events 
 Email from a resident offering to address a parish council about community energy 

projects.  The gentleman is to be invited to a future meeting 
 

(22/033) Dates for the Diary 

There were no dates for the diary. 

 

(22/034) Dates of Forthcoming Meetings  

19 July (Ch), 20 September (Ch), 18 October (T), 15 November (Ch), 20 December (T) 
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The meeting closed at 6.49pm 

 

 

 

 

………………………………………………                …………………………………………………….. 

Chairman                                            Date       
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INTRODUCTION 

This is version two of Model Standing Orders 2018 (England) updated on April 2022. 
Update to Model Standing Order 18 only. 

 

Standing orders are the written rules of a local council. Standing orders are essential to 
regulate the proceedings of a meeting.  A council may also use standing orders to confirm 
or refer to various internal organisational and administrative arrangements.  The standing 
orders of a council are not the same as the policies of a council but standing orders may 
refer to them.  

 

 

 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 chair 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 chair 
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 chair of the meeting, is expressed in writing to the 
chair.  

h A councillor may move an amendment to his/her/their 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 chair 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 chair of the meeting.  

k One or more amendments may be discussed together if the chair of the meeting 
considers this expedient but each amendment shall be voted upon separately. 
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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 immediately 
before it is put to the vote. 

o Unless permitted by the chair 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/she/they 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/she/they 
considers has been breached or specify the other irregularity in the proceedings of the 
meeting he/she/they is concerned by.  

q A point of order shall be decided by the chair of the meeting and his/her/their 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 chair of the meeting 
shall be satisfied that the motion has been sufficiently debated and that the mover of 
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the motion under debate has exercised or waived his/her/their 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 chair of the meeting. 
 

 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 chair of the meeting 
shall request such person(s) to moderate or improve their conduct. 

b If person(s) disregard the request of the chair of the meeting to moderate or improve 
their conduct, any councillor or the chair 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 chair 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 in respect of the business on the agenda. 

f The period of time designated for public participation at a meeting 
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in accordance with standing order 3(e) shall not exceed 15 minutes 
unless directed by the chair of the meeting. 

g Subject to standing order 3(f), a member of the public shall not 
speak for more than 2 minutes. 

h 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 
chair of the meeting may direct that a written or oral response be 
given. 

i A person shall raise his/her/their hand when requesting to speak 
and stand when speaking except when a person has a disability or 
is likely to suffer discomfort. 

j A person who speaks at a meeting shall direct his/her/their 
comments to the chair of the meeting. 

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

l Subject to standing order 3(m), a person who attends a meeting is 
permitted to report on the meeting whilst the meeting is open to 
the public.  To “report” means to film, photograph, make an audio 
recording of meeting proceedings, use any other means for 
enabling persons not present to see or hear the meeting as it takes 
place or later or to report or to provide oral or written commentary 
about the meeting so that the report or commentary is available as 
the meeting takes place or later to persons not present.  A person 
reporting the meeting is to inform the chair that he/she/they intend 
recording the meeting. 

m A person present at a meeting may not provide an oral report or 
oral commentary about a meeting as it takes place without 
permission.    

n 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.  

o Subject to standing orders which indicate otherwise, anything 
authorised or required to be done by, to or before the Chair of the 
Council may in his/her/their absence be done by, to or before the 
Vice-Chair of the Council. 

p The Chair of the Council, if present, shall preside at a meeting.  If 
the Chair is absent from a meeting, the Vice-Chair of the Council if 
present, shall preside.  If both the Chair and the Vice-Chair are 
absent from a meeting, a councillor as chosen by the councillors 
present at the meeting shall preside at the meeting. 
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q 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.  

r The chair 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/her/their casting vote whether or not he/she/they gave an 
original vote. 

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

s 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/her/their vote for or 
against that question. Such a request shall be made before moving 
on to the next item of business on the agenda. 

t 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 who are present and the names of 
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. 

u 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/her/their right to participate and vote on that matter. 

v 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. 
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w 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.  

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

 

 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 4(b) and (c), appoint and determine the terms 
of office of members of such a committee; 

v. may, subject to standing orders 4(b) and (c), appoint and determine the terms 
of office of the substitute members to a committee whose role is to 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 
chair of the standing committee; 

vii. shall permit a committee other than a standing committee, to appoint its own 
chair 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;  
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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 Chair and Vice-Chair of the Council. 

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

g The Vice-Chair of the Council, unless he/she/they resigns or becomes disqualified, 
shall hold office until immediately after the election of the Chair of the Council at the 
next annual meeting of the Council. 

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

j Following the election of the Chair of the Council and Vice-Chair of the Council at the 
annual meeting, the business shall include: 

i. In an election year, delivery by the Chair 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 Chair of the 
Council of his/her/their acceptance of office form unless the Council resolves for 
this to be done at a later date; 
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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; 

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; 

k The following must be reviewed annually – this can be at the annual meeting or at a 
meeting later in the year 

i. Review of inventory of land and other assets including buildings and office 
equipment.   

ii. Confirmation of arrangements for insurance cover in respect of all insurable 
risks; 

iii. Review of the Council’s and/or staff subscriptions to other bodies; 

iv. Review of the Council’s complaints procedure; 

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

vi. Review of the Council’s policy for dealing with the press/media; 

vii. Review of the Council’s employment policies and procedures; 

viii. Review of the Council’s expenditure incurred under s.137 of the Local 
Government Act 1972 or the general power of competence. 

ix. Determining the time and place of ordinary meetings of the Council up to and 
including the next annual meeting of the Council.  
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 EXTRAORDINARY MEETINGS OF THE COUNCIL, 
COMMITTEES AND SUB-COMMITTEES 
 

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

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

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

d If the chair of a committee does not call an extraordinary meeting within 7 days of 
having been requested to do so by 2 members of the committee, any 2 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 3 councillors to be given to the Proper Officer 
in accordance with standing order 9, or by a motion moved in pursuance of the 
recommendation of a committee. 

b When a motion moved pursuant to standing order 7(a) has been disposed of, no 
similar motion may be moved for a further six months. 

 VOTING ON APPOINTMENTS 
 

a 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 chair of the meeting. 
 

 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.  
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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 9(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 9(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 5 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 chair 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 Motions received shall be recorded and numbered in the order that they are received. 

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

 

 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; 

ii. to move to a vote;  

iii. to defer consideration of a motion;  

iv. to refer a motion to a particular 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; 
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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 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 
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with standing order 10(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 chair of the meeting and stand as an accurate record of the 
meeting to which the minutes relate.  

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

“The chair of this meeting does not believe that the 
minutes of the meeting held on [date] in respect of (   ) 
were a correct record but his/her/their 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 12(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(u).  
 

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

b Unless he/she/they has been granted a dispensation, a councillor or non-councillor 
with voting rights shall withdraw from a meeting when it is considering a matter in 
which he/she/they has a disclosable pecuniary interest.  He/she/they may return to 
the meeting after it has considered the matter in which he/she/they had the interest. 

c Unless he/she/they has been granted a dispensation, a councillor or non-councillor 
with voting rights shall withdraw from a meeting when it is considering a matter in 
which he/she/they has another interest if so required by the Council’s code of 
conduct.  He/she/they may return to the meeting after it has considered the matter in 
which he/she/they had the interest. 

d Dispensation requests 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 
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the dispensation is required. 

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

f 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 four years for which the 
dispensation is sought; and  

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

g Subject to standing orders 13(d) and (f), a dispensation request shall be considered at 
the beginning of the meeting of the Council, or committee or for which the dispensation 
is required. 

h A dispensation may be granted in accordance with standing order 13(e) if having regard 
to all relevant circumstances any of the following apply: 

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;  

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

b Where the notification in standing order 14(a) relates to a complaint made by the 
Proper Officer, the Proper Officer shall notify the Chair of Council of this fact, and the 
Chair shall nominate another staff member to assume the duties of the Proper Officer 
in relation to the complaint until it has been determined and the Council has agreed 
what action, if any, to take in accordance with standing order 14(d). 

c The Council may: 

i. provide information or evidence where such disclosure is necessary to investigate 
the complaint or is a legal requirement; 
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ii. seek information relevant to the complaint from the person or body with 
statutory responsibility for investigation of the matter; 

d 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 what, if 
any, action to take against him.  Such action excludes disqualification or suspension 
from office. 

 

 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, 

 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 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 9, include on the agenda all motions in the order 
received unless a councillor has given written notice at least 7 days before the 
meeting confirming his/her/their withdrawal of it; 

iii. convene a meeting of the Council for the election of a new Chair of the Council, 
occasioned by a casual vacancy in his/her/their 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; 
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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 Chair or in 
his/her/their absence the Vice chair 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; and 

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). 

 

 RESPONSIBLE FINANCIAL OFFICER  
 

a The Council shall appoint appropriate staff member(s) to undertake the work of the 
Responsible Financial Officer when the Responsible Financial Officer is absent. 
 

 ACCOUNTS AND ACCOUNTING STATEMENTS 
 

a “Proper practices” in standing orders refer to the most recent version of “Governance 
and Accountability for Local Councils – 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 and 31 December in 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 
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which includes a comparison with the budget for the financial year and highlights 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 shall consider and approve financial regulations drawn up by the 
Responsible Financial Officer, which shall 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 
required 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 and 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 standing order 18(f) 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 
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execution of works shall include, as a minimum, the following steps: 

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

ii. an invitation to tender shall be drawn up to confirm (i) the Council’s specification 
(ii) the time, date and address for the submission of tenders (iii) the date of the 
Council’s written response to the tender and (iv) 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. 

e. Neither the Council, nor a committee or a 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 Contracts 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 
council or staffing committee is subject to standing order 11. 

b Subject to the Council’s policy regarding absences from work, the Council’s most 
senior member of staff shall notify the chair of the council ors staffing committee or, if 
he/she/they is not available, the vice-chair of the staffing committee of absence 
occasioned by illness or other reason and that person shall report such absence to the 
council or committee at its next meeting. 

c The chair of the council or in his/her/their absence, the vice-chair shall upon a 
resolution conduct a review of the performance and annual appraisal of the work of 
the Clerk.  

d Subject to the Council’s policy regarding the handling of grievance matters, the 
Council’s most senior member of staff of staff shall contact the chair of the staffing 
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committee or in his/her/their absence, the vice-chair of 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. 

e Subject to the Council’s policy regarding the handling of grievance matters, if an 
informal or formal grievance matter raised by the Clerk relates to the chair or vice-
chair of the staffing committee this shall be communicated to another member of 
staffing committee, which shall be reported back and progressed by resolution of the 
staffing committee.  

f 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. 

 

g In accordance with standing order 11(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.  If gross annual income or expenditure (whichever is the higher) exceeds £200,000 
The Council, shall publish information in accordance with the requirements of the 
Local Government (Transparency Requirements) (England) Regulations 2015. 
 

 RESPONSIBILITIES UNDER DATA PROTECTION 
LEGISLATION  

 
(Below is not an exclusive list).  
 

See also standing order 11. 
 

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/her/their 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. 
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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 15(b)(xii) and (xvii). 

 

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

b 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 UNITARY COUNCILLORS 
 

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

 
 

 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. 
 

 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 
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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 2 councillors to be given 
to the Proper Officer in accordance with standing order 9. 

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

 

 

Revised Standing Orders Adopted 19 July 2022 
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CARLYON PARISH COUNCIL EXPENSES POLICY 

Purpose 

This policy sets out the Council's rules on how employees can claim for expenses incurred 
in the performance of their duties for the Council.  The purpose of this policy is to ensure 
that employees are properly reimbursed for legitimate business expenses and to ensure 
that these expenses are treated appropriately for tax purposes.  It does not apply to 
councillors. 

General procedure 

The Council will reimburse you for actual expenditure that is incurred wholly, necessarily 
and exclusively in connection with authorised duties that you undertake in the course of 
your employment.  To claim for expenses, you must set out the reasons why the expense 
was incurred on the monthly payment schedule. If you are unsure whether an expense can 
be claimed, you must seek prior written authorisation from the Chair. 

Expenses will not be paid unless supporting evidence is provided.  This should include 
original receipts or invoices with the date and time of the transaction (unless you are 
claiming for mileage).  When claiming for travel expenses on public transport, you should 
enclose the tickets showing the departure point and destination of your journey, where 
possible. Credit and debit card statements will not be accepted. Where you are submitting 
a VAT receipt, you should set out: 

 the name and VAT registration number of the retailer or service provider; 
 the goods and services provided; and 
 the amount of VAT payable. 

 

Expenses claims must be submitted in a timely manner of the expense being incurred. 

The Council will pay claims for authorised expenses by BACS transfer into the same bank 
account into which your salary is paid. 

In general, you should not incur expenses other than in the categories listed below. 
However, if you have claims for expenditure other than for those categories listed below, 
you should seek written approval from the Chair before incurring the expense. The Council 
will accept email as written approval where it is required in this policy. 

Any queries in relation to this policy should be directed to the Chair. 

Homeworkers 

If you are a Homeworker, your normal place of work as stated in your contract will be your 
home.  The council will reimburse all reasonable expenses incurred by homeworkers in the 
course of their duties upon receipt of satisfactory claims. 

The council will provide the following equipment necessary to enable homeworking 
employees to do their job. 

 Desk with lockable drawer (or separate secure document store) 
 Laptop or personal computer 
 Printer] 
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The council will also pay the employee for the costs associated with heating, lighting, etc. 
HMRC rules allow for some of these expenses to be paid tax-free (see HMRC guidance: 
www.gov.uk/expenses-and-benefits-homeworking/whats-exempt ). 

Training 

When attending training courses all employees and be able to claim travel expenses for the 
difference in the usual home to work costs.  Where the training takes place outside 
contracted daily hours, part-time employees should be paid on the basis as time spent on 
training is working time. 

Some training can be very expensive and as a condition for funding training, the council 
requires full repayment of all costs incurred for any training course in excess of £750 
should an employee not complete the training or leave the council within a year of 
completion.  Repayment of costs reduces to 50%] reimbursement in the second year. 

Travel 

Employees and managers should consider whether or not travel is necessary or if there are 
more appropriate means (for example tele-conferencing or video-conferencing). 

Rail 

You may claim for standard class rail fares only.  Where possible, rail journeys should be 
booked well in advance to benefit from any discounts for early booking. 

Use of your own car 

It may be appropriate and cost-effective to use your own car when travelling on business, 
for example if you are travelling with other staff or councillors or, where there is limited 
public transport to your destination, or the journey time is significantly shorter than using 
public transport.  Any use of your own car on business is subject to you: 

 holding a full UK driving licence; 
 ensuring that your car is roadworthy and fully registered; and 
 holding comprehensive motor insurance that provides for business use. 

Prior authorisation should be sought from the Chair, before using your own car on 
business. The Council accepts no liability for any accident, loss, damage or claim arising 
out of any journey that you make on business.  The Council will not pay for the cost of any 
insurance policy on your own car. 

To claim for petrol expenditure, you should set out the distance of the journey undertaken 
on your expenses claim form.  The Council will pay you a mileage allowance of 45p per mile 
for mileage under 10,000 miles and 25p per mile for mileage over 10,000 miles, or such 
other rate as set out from time to time by HM Revenue and Customs.  The Council will pay 
for tolls, congestion charges and parking costs incurred, where applicable. 

Use of bicycle or Motorcycle 

If use of your bicycle or motorcycle is approved, you can claim a mileage allowance of 20p 
per mile respectively. Any use of your own motorcycle on business is subject the same 
requirements as a car (see above). 

Taxis 

Any use of taxis will require prior approval and only in limited circumstances. These are: 
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 where taking a taxi would result in a significantly shorter travel time than using 
public transport; 

 where there is no available public transport (such as between a railway station and 
venue) 

 where there are several employees travelling together; or 
 where personal security and safety of employees is an issue, for example taxis may 

be permitted after 9.30pm. 

You must obtain a receipt with details of the date, place of departure and destination of the 
journey. 

Overnight accommodation 

As a guideline for travel on council business you should book accommodation equivalent to 
three-star standard or less. You may book hotel accommodation of up to £120 maximum in 
a major city and £100 elsewhere.  It is your responsibility to ensure that any hotel 
reservations are cancelled within the required cancellation period if they are no longer 
required. 

Meals 

If you are required to be away from home on council business, you may claim up to: 

 £10 for breakfast (if this is not included in the hotel room rate); 
 £15 for lunch; 
 £20 for dinner and 
 a daily allowance of £5 per night for general incidental costs such as a newspaper or 

telephone calls.] 

The maximum amounts above are inclusive of drinks.  Alcohol cannot be reclaimed under 
any circumstances. 

You should supply receipts and invoices for all hotel and meal expenses other than for the 
daily allowance, where no receipt is required. 

Entertainment/gifts 

The Council has strict rules about offering or receiving both entertainment and gifts. Any 
gifts, rewards or entertainment offered to you should be reported immediately to the Chair. 
As a general rule, small tokens of appreciation, for example flowers or a bottle of wine, 
may be retained by employees. 

Annual events  

The Council may decide to hold a staff event, such as a Christmas meal or other 
celebration.  Except where agreed to the contrary, attendance is not compulsory, and you 
will remain responsible for any expenses you incur. 

Expenses that will not be reimbursed 

The Council will not reimburse you for: 

 the cost of any travel between your home and usual place of work (except in 
exceptional circumstances for early morning/late night transport as set out above); 

 the cost of any travel undertaken for personal reasons; 
 the cost of any travel for your partner or spouse; 
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 any fines or penalties incurred while on council business for whatever reason, 
including penalties for not paying for a rail ticket in advance of boarding the train 
and penalties or fines associated with motoring offences, including speeding or 
parking fines, clamping or vehicle recovery charges; 

 alcohol; and 
 cash advances or withdrawals from an ATM machine. 

You are required to pay for any travel costs incurred by your partner or spouse in the event 
that he or she accompanies you on business. Your spouse or partner must have adequate 
travel insurance for that journey. 

False claims 

If the Council considers that any expenditure claimed was not legitimately incurred on 
behalf of the Council, it may request further details from you.  The Council will thoroughly 
investigate and check any expenses claim as it sees fit. It may withhold payment where 
insufficient supporting documents have been provided.  Where payment has been made to 
you prior to the discovery that the claim was not legitimate or correct, it may deduct the 
value of that claim from your salary. 

Any abuse of the Council's expenses policy will not be tolerated. This includes, but is not 
limited to: 

 false expenses claims; 
 claims for expenses that were not legitimately incurred; 
 claims for personal gain; 
 claims for hospitality and/or gifts without them having been declared; and 
 receipt by you of hospitality and/or gifts from contacts that may be perceived to 

influence your judgment. 

The Council will take disciplinary action where appropriate and, in certain circumstances, 
may treat a breach of this policy as gross misconduct, which may result in your summary 
dismissal.  In addition, the Council may report the matter to the police for investigation and 
criminal prosecution. 

This is a non-contractual procedure which will be reviewed from time to time. 

Date of policy: July 2022 
Date of approving meeting: 19 July 2022 
Policy version reference: v1 
Supersedes: N/a 
Policy effective from: August 2022 
Date for next review: July 2024 

  



 

34 
 

 

Agenda Item 14 (i) Jubilee Celebration Expenditure 

Original budget £2,000 increased to £2,500 (Min22/013)     
   Net   VAT   Total    
Bunting M Rundle  £                  270.00   £                           -     £    270.00    

Sound Equipment 
Freq Audio 
Systems  £                  650.00   £                  123.00   £    780.00    

Generator Ellis Event £519.50  £                  103.90   £    623.40  
Portaloos Brandon Hire  £                  180.00   £                    36.00   £    216.00    
Beacon Bullfinch  £                  490.00   £                    98.00   £    588.00    
Safety fencing and 
canes M A Grigg  £                    44.10   £                       8.82   £       52.92    
Alex Giles Performing  £                    75.00   £                           -     £       75.00    
Celtic Music Services Fable and Fusion  £                  300.00   £                           -     £    300.00    

Sweets Costco (£30)    £        0.07  
 7p 
profit   

Banners and flyers Vistaprint  £                  146.28   £                    29.26   £    175.54    

Fire extinguisher 
Fire Extinguisher 
shop  £                    30.68   £                       6.14   £       36.82    

Topsoil 
Roseland Plant 
Centre  £                    19.95   £                       3.99   £       23.94    

Toilet rolls and 
sanitiser Aldi 

 £                       
6.71   £                       1.34   £         8.05    

     £ 3,149.74    
   £              2,732.22   £                  410.45  £3,149.67   
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Carlyon Parish Council Budget Monitor Report to 30 June 2022  
 Budget Expenditure % of Budget 

 £ £ £ 
Employee Costs    
Clerk's salary (including oncosts)  £    11,000.00   £    2,206.59  20.06% 
Training & conference expenses  £         750.00   £         75.00  10.00% 
Clerks Room Allowance  £         320.00   £       156.00  48.75% 
Clerk's travel and subsistence  £         350.00   £       129.15  36.90% 
Total employee related costs  £   12,420.00   £   2,566.74  20.67% 

    
Administration Costs    
Office expenses  £         750.00   £         21.86  2.91% 
Postage  £         200.00   0.00% 
Photocopying  £         150.00   0.00% 
Office equipment  £         600.00   0.00% 
Insurance  £         600.00   0.00% 
Subscriptions  £         800.00   £       541.37  67.67% 
Website  £         500.00   £       126.00  25.20% 
Audit Fees  £         500.00   £       200.00  40.00% 
Bank charges  £         200.00   £         27.00  13.50% 
Books and Publications  £         100.00   0.00% 
Meeting Expenses  £         300.00   0.00% 
Total Administration Costs  £      4,700.00   £       916.23  19.49% 

    
Other Expenses    
Chairman's Allowance  £         100.00   0.00% 
Councillors Travel/Subsistence  £         500.00   0.00% 
Parish Maintenance  £    10,000.00   £    1,744.00  17.44% 
Parish Projects  £      7,000.00   £       909.26  12.99% 
Parish Newsletter  £      1,000.00   0.00% 
Events  £      2,000.00   £    2,431.24  121.56% 
Carlyon Recreation Field  £      1,500.00   £       100.00  6.67% 
Tregrehan Recreation Fields  £      1,500.00   £       180.00  12.00% 
Neighbourhood Plan  £      2,000.00   0.00% 
Tregrehan Methodist Church   £       750.00   
Total Other Expenses  £   25,600.00   £   6,114.50  23.88% 
Total VAT   £      1,500.00   £       863.33   
    
Total Expenditure  £   44,220.00   £ 10,460.80  23.66% 

    
Reserves    
Community building  £    84,250.00   0.00% 
CIL  £    22,540.00    
Election Fund  £      1,000.00    
Tregrehan Playing Fields Transfer  £      3,000.00    
General Contingency  £    15,000.00   £                -    0.00% 
Total Reserves  £ 125,790.00   £                -    0.00% 

    
Income    
Precept  £    35,069.13   £ 17,534.57  50.00% 
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CTSG  £         124.06   £         62.03   
VAT  £      1,000.00   £       424.34   
CIL  £                  -     £    5,617.00   
Other Income   £       428.47   
Total Income  £   36,193.19   £ 24,066.41   
    
Balance as at 31/03/2022    £ 135,317.05  

 Add income   £    24,066.41  

 Less expenditure  £    10,460.80  

    £ 148,922.66  

Bank Reconciliation    
Balance as at 30/06/2022 Current Account  £    58,148.37  

 Less outstanding payments  £                  -    

    £    58,148.37  

Balance as at 30/06/2022 
Instant 
Access   £    90,774.29  

    

 Total Funds Held  £ 148,922.66  
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Correspondence received since the last meeting 

 Details of CALC training programme 
 Citizens Advice Cornwall newsletter 
 Details of vacancies on Cornwall Council Standards Committee 
 Correspondence regarding the closure of the SWCP  
 Invitation to attend an Imerys Community Liaison Group meeting on 19 July 
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Carlyon Parish Council  

 
Dear Councillor 
 
You are summoned to attend a Meeting of Carlyon Parish Council to be held on Tuesday 
19 July 2022 at 6.00 pm in Charlestown Primary School 
 
Julie Larter 
 
Mrs Julie Larter 
Clerk  
12 July 2022 
 
01872 501101 
clerk@carlyon-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 21 June 2022 
To resolve that the minutes of the above meeting be signed as a correct 
record of the meeting 
 

 
 

 
Pages 4-8  

3. Declarations of Interest on Items on the Agenda 
(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. 
(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. 
 

 

4. Chairman’s Announcements 
 

 

5. 
 
 
 

Public Participation  
The Chairman will invite Members of the public to address the meeting 
in relation to the business to be carried out at the meeting 
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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 
 

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

 

7. 
 

Planning Applications and Related Matters 
(a) To consider a response to consultation by the Planning Authority on 
the following applications and any applications received after 
publication of this summons 
 
(i) PA22/04993 – Boscundle Manor: Listed Building Consent for 
demolition and construction of orangery, replacement double glazing to 
main house 
 
(ii) PA22/05533 – Cuddra Aquatics: Change of use of previously 
developed land from A1 retail to 9 residential park homes, including 
external terraces and internal access. 
 
(iii) PA22/05871 – 39 Chatsworth Way: Retention and completion of 
remodelling of bungalow with a rear kitchen/en-suite extension 
 
(b) To receive an update on the following planning application:  
PA22/00415 – Mid Cornwall Business Centre, Par Moor Road: 
Construction of a new vehicular access to the existing site from Cypress 
Avenue 
 

 
 
 
 
 
 
 
 
 
 

8. Neighbourhood Plan 
To note any progress 
 

 

9. Community Energy Projects 
To receive a presentation  
 

 

10. Government Review into Short-Term Tourist Accommodation 
To consider responding to a consultation 
https://www.gov.uk/government/news/government-launches-review-
into-short-term-tourist-accommodation  
 

 

11. Policies and Procedures 
(i) To adopt new Standing Orders and review current Financial 
Regulations 
(ii) To adopt an expenses policy 
 

 
 

Pages 9-29 
 
 

Page 30-33 

12. Parish Projects 
To receive an update and authorise any expenditure 
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13. Parish Issues 
(i) Tregrehan Jubilee Park 
(a) To consider making a contribution towards materials for a parking    
sign 
(b) To note any concerns  
(ii) West Crinnis Fields 

(a) To consider the future of the dog waste bag dispenser 
(b) To note any concerns 

(iii) Beach Development 
To note the current situation 

(iv) Tregrehan Methodist Church 
      To note the current situation 
(v) Highways 
     To note any concerns 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

14. Financial Matters 
(i) To note the final expenditure on the Jubilee party 
(ii) To note the current financial position and authorise payments 
 

 
 
Page 34 
Pages35-36 
 

15. Training/Meetings Attended 
To note any training or meetings attended by members or the Clerk 
 

 
 

16. Correspondence 
To note any correspondence received since the last meeting 
 

 
 
Page 37 
 

17. Dates for the Diary  
To note dates for members’ diaries 
 

 

18. Dates of Forthcoming Meetings (Ch = Charlestown Primary School; 
T=Tregrehan Methodist Church) 
20 September (Ch), 18 October (T), 15 November (Ch), 20 December 
(T) 
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MINUTES of a MEETING OF CARLYON PARISH COUNCIL held on 21 June 2022 at 
6.00 pm in Tregrehan Methodist Centre  

Present: Cllrs Paul Trudgian (Chairman), Myles Breary, Ann Taylor, Lynn Parsons, Heidi 
Clemo, Nathan Cooper 

In attendance: Julie Larter (Clerk); 11 members of the public. 

 

(22/020) Apologies for Absence 

Apologies were received from Cllr James Mustoe, CC. 

 

(22/021) Minutes of the Annual Meeting of the Parish Council held on 17 May 
2022 

It was RESOLVED that the minutes of the Annual Meeting of the Parish Council 
held on 17 May 2022 be signed as an accurate record of the meeting. 

 

(22/022) Declarations of Interest on Items on the Agenda 

There were no declarations of Interest. 

 

(22/023) Chairman’s Announcements 

The Chairman thanked everyone involved in the Jubilee events in Carlyon Bay and 
Tregrehan Mills.  The Chairman also introduced 2 residents who are interested in joining 
the council. 

 

(21/024) Public Participation 

A member of the public thanked the parish council for the grant it gave towards the Jubilee 
celebrations in Tregrehan Mills.  The resident then also thanked the council for giving 
permission for her to hold a birthday party on the field. 

A member of the public enquired about the current situation regarding the South West 
Coast Path between Carlyon Bay and Charlestown.  The Clerk said that The Ramblers have 
now withdrawn their objection to the proposed Public Path Order subject to certain 
conditions.  Cornwall Council is hopeful that the path can be reopened shortly. 

 

(22/025) Cornwall Councillor’s Report 

In the absence of Cllr Mustoe, the Clerk summarised Cllr Mustoe’s report.  Cllr Mustoe 
commended the community on the recent Jubilee celebrations, which he was delighted to 
take part in.  Cllr Mustoe gave an update on the Par Moor cycle path improvements which 
are progressing well.   

Cllr Mustoe’s full report is on the parish council’s website. 
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(22/026) Planning Applications and Related Matters 

(i) PA22/05115 - 33 Sea Road: Removal of conservatory and erection of a sunroom 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(ii) PA22/05065 – Land South of 1 Gloucester Avenue: Construction of a new dwelling 
without compliance with condition 1 of decision notice Pa21/08829 dated 20/10/2022 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(iii) PA22/04823 – 31 Fairway: Extensions and general alterations 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(b) Update on PA22/00415 – Mid Cornwall Business Centre, Par Moor Road: Construction of 
a new vehicular access to the existing site from Cypress Avenue: 

No update was available 

(c) It was noted that a 5 day protocol letter had been received regarding PA21/05322 – Bal 
House, 18 Appletree Lane and council had responded stating that they agreed with the 
planning officer’s decision to refuse the application on the grounds that the applicant had 
failed to provide the information she had requested. 

 

(22/027) Neighbourhood Plan 

The Chairman confirmed that he has contacted a planning consultant asking him to write 
the required Basic Conditions Statement and is awaiting a response. 

 

(22/028) Parish Projects 

Jubilee Celebrations 

Final expenditure for the Jubilee event will be reported at next month’s meeting. 

 

Cllr Cooper joined the meeting. 

 

(22/029) Parish Issues 

(i) Jubilee Fields 

A member of the public spoke expressing his concerns regarding children and teenagers 
using the Jubilee field to play football.  The member of the public said that there was 
excessive noise, swearing and littering and that the ground was becoming damaged.  He 
also referenced that games of football restricted the use of the field for other residents and 
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that he did not believe the children using the field were local.  He asked for the goalposts 
to be taken down 

The Chairman said that the goalposts had been in place for decades and that it would not 
be reasonable to remove this long standing amenity on the request of one resident.  
Furthermore he had heard positive reports about the youngsters in general and that any 
issues were probably only caused by the minority and were an exception.  He added that 
the Jubilee field is a public open space and it is not practicable or reasonable to restrict the 
use of the field to village residents only.  The Chairman, with the agreement of the other 
councillors, said that the Parish Council’s position on the goal posts, and the use of the 
field, would not be reconsidered unless a significant number of residents could demonstrate 
a majority view in accordance with the member of the public’s request to remove the goal 
posts. 

Reflecting the member of the public’s comment regarding litter, the Clerk was asked to 
speak to Biffa to see if the dog waste bin could be replaced with a multi-use bin. 

The Chairman expressed the thanks of the parish council to Toby from the Football Golf 
who has undertaken vertidrain and re-seeding work free of charge to improve the field for 
the use of all members of the public. 

(ii) Sea Road Recreation Area 

It was RESOLVED that in the future these fields should be known as West Crinnis 
Fields and the purchase of a sign costing £175 was duly authorised. 

Concern was raised about the high volume of usage of dog waste bags from the dispenser 
as it appears that the provision of free bags is being abused.  The matter is to be reviewed 
at next month’s meeting. 

The Chairman explained that parking cones lent to Sea Road Residents’ Association had 
been removed after a visually impaired member of the public tripped on one and 
threatened legal action if they were not removed.  The Chairman subsequently attended a 
meeting of Sea Road Residents’ Association who are proposing putting double yellow lines 
between no 83 and the junction with Fairway.  SRRA have asked whether the parish council 
would be willing to support this measure and make a contribution towards the cost.  It is 
not possible for the council to offer money towards yellow lining on this private road, 
however it was RESOLVED to make a grant of £250 towards the cost of signage.  
Cllrs were concerned that this is a peace-meal approach to problem parking. 

(iii) Beach Development 

Dogs will be permitted on the beach over the summer once agreement has been reached 
between CEG and Biffa regarding the disposal of dog waste. 

(iv) Tregrehan Methodist Church 

No update was available. 

(v) Highways Matters 

Councillors remain concerned about the safety of the traffic build out over the stream and 
the Clerk is to ask the Highways Manager for another meeting. 

 

(22/030) Financial Matters 
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(i) It was RESOLVED to accept a quote from Complete Weed Control for pavement 
weed spraying in Carlyon Bay and Tregrehan Mills. 

(ii) It was noted that Cllr Taylor undertook an internal control check on 7 June. 

(iii) Current balances were noted and the following payments were authorised: 

DD Lloyds Bank Credit card £188.63 

BACS Cormac Solutions Removal of vegetation (min 21/151) £188.00 

BACS JP Hermes Reimbursement for Jubilee plaque (min21/113) (v) £135.00 

BACS M A Grigg Safety fencing and poles for Jubilee party £52.92 

BACS Alex Giles Performing at Jubilee party £75.00 

BACS Celtic Music Services Performing at Jubilee party £300.00 

BACS Hay Nurseries Replanting planters £132.00 

BACS HMRC PAYE/NI * 

BACS Mrs J Larter June salary * 

BACS Cornwall Pension Fund EE and ER contributions * 

DD Unity Trust Bank Quarterly bank charges 18.00 

 

(22/031) Meetings/Training Attended by Councillors or the Clerk 

9 June – Clerk attended an SLCC meeting for clerks to smaller councils 

9 June – Cllr Taylor attended the St Austell and Mevagissey Community Network Panel 
meeting 

15 June – Clerk attended a training session for town and parish councils about installing 
electric vehicle charging points 

 

(22/032) Correspondence Received 

A list of correspondence had previously been circulated and the following correspondence 
had been received after publication of the agenda: 

 CALC information regarding changes to the planning system 
 Invitation to attend Cormac engagement events 
 Civility and Respect newsletter 
 Several emails expressing thanks for the Jubilee events 
 Email from a resident offering to address a parish council about community energy 

projects.  The gentleman is to be invited to a future meeting 
 

(22/033) Dates for the Diary 

There were no dates for the diary. 

 

(22/034) Dates of Forthcoming Meetings  

19 July (Ch), 20 September (Ch), 18 October (T), 15 November (Ch), 20 December (T) 
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The meeting closed at 6.49pm 

 

 

 

 

………………………………………………                …………………………………………………….. 

Chairman                                            Date       
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INTRODUCTION 

This is version two of Model Standing Orders 2018 (England) updated on April 2022. 
Update to Model Standing Order 18 only. 

 

Standing orders are the written rules of a local council. Standing orders are essential to 
regulate the proceedings of a meeting.  A council may also use standing orders to confirm 
or refer to various internal organisational and administrative arrangements.  The standing 
orders of a council are not the same as the policies of a council but standing orders may 
refer to them.  

 

 

 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 chair 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 chair 
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 chair of the meeting, is expressed in writing to the 
chair.  

h A councillor may move an amendment to his/her/their 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 chair 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 chair of the meeting.  

k One or more amendments may be discussed together if the chair of the meeting 
considers this expedient but each amendment shall be voted upon separately. 
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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 immediately 
before it is put to the vote. 

o Unless permitted by the chair 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/she/they 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/she/they 
considers has been breached or specify the other irregularity in the proceedings of the 
meeting he/she/they is concerned by.  

q A point of order shall be decided by the chair of the meeting and his/her/their 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 chair of the meeting 
shall be satisfied that the motion has been sufficiently debated and that the mover of 
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the motion under debate has exercised or waived his/her/their 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 chair of the meeting. 
 

 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 chair of the meeting 
shall request such person(s) to moderate or improve their conduct. 

b If person(s) disregard the request of the chair of the meeting to moderate or improve 
their conduct, any councillor or the chair 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 chair 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 in respect of the business on the agenda. 

f The period of time designated for public participation at a meeting 
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in accordance with standing order 3(e) shall not exceed 15 minutes 
unless directed by the chair of the meeting. 

g Subject to standing order 3(f), a member of the public shall not 
speak for more than 2 minutes. 

h 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 
chair of the meeting may direct that a written or oral response be 
given. 

i A person shall raise his/her/their hand when requesting to speak 
and stand when speaking except when a person has a disability or 
is likely to suffer discomfort. 

j A person who speaks at a meeting shall direct his/her/their 
comments to the chair of the meeting. 

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

l Subject to standing order 3(m), a person who attends a meeting is 
permitted to report on the meeting whilst the meeting is open to 
the public.  To “report” means to film, photograph, make an audio 
recording of meeting proceedings, use any other means for 
enabling persons not present to see or hear the meeting as it takes 
place or later or to report or to provide oral or written commentary 
about the meeting so that the report or commentary is available as 
the meeting takes place or later to persons not present.  A person 
reporting the meeting is to inform the chair that he/she/they intend 
recording the meeting. 

m A person present at a meeting may not provide an oral report or 
oral commentary about a meeting as it takes place without 
permission.    

n 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.  

o Subject to standing orders which indicate otherwise, anything 
authorised or required to be done by, to or before the Chair of the 
Council may in his/her/their absence be done by, to or before the 
Vice-Chair of the Council. 

p The Chair of the Council, if present, shall preside at a meeting.  If 
the Chair is absent from a meeting, the Vice-Chair of the Council if 
present, shall preside.  If both the Chair and the Vice-Chair are 
absent from a meeting, a councillor as chosen by the councillors 
present at the meeting shall preside at the meeting. 
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q 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.  

r The chair 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/her/their casting vote whether or not he/she/they gave an 
original vote. 

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

s 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/her/their vote for or 
against that question. Such a request shall be made before moving 
on to the next item of business on the agenda. 

t 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 who are present and the names of 
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. 

u 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/her/their right to participate and vote on that matter. 

v 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. 

 



 

15 
 

w 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.  

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

 

 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 4(b) and (c), appoint and determine the terms 
of office of members of such a committee; 

v. may, subject to standing orders 4(b) and (c), appoint and determine the terms 
of office of the substitute members to a committee whose role is to 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 
chair of the standing committee; 

vii. shall permit a committee other than a standing committee, to appoint its own 
chair 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;  
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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 Chair and Vice-Chair of the Council. 

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

g The Vice-Chair of the Council, unless he/she/they resigns or becomes disqualified, 
shall hold office until immediately after the election of the Chair of the Council at the 
next annual meeting of the Council. 

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

j Following the election of the Chair of the Council and Vice-Chair of the Council at the 
annual meeting, the business shall include: 

i. In an election year, delivery by the Chair 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 Chair of the 
Council of his/her/their acceptance of office form unless the Council resolves for 
this to be done at a later date; 
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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; 

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; 

k The following must be reviewed annually – this can be at the annual meeting or at a 
meeting later in the year 

i. Review of inventory of land and other assets including buildings and office 
equipment.   

ii. Confirmation of arrangements for insurance cover in respect of all insurable 
risks; 

iii. Review of the Council’s and/or staff subscriptions to other bodies; 

iv. Review of the Council’s complaints procedure; 

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

vi. Review of the Council’s policy for dealing with the press/media; 

vii. Review of the Council’s employment policies and procedures; 

viii. Review of the Council’s expenditure incurred under s.137 of the Local 
Government Act 1972 or the general power of competence. 

ix. Determining the time and place of ordinary meetings of the Council up to and 
including the next annual meeting of the Council.  
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 EXTRAORDINARY MEETINGS OF THE COUNCIL, 
COMMITTEES AND SUB-COMMITTEES 
 

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

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

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

d If the chair of a committee does not call an extraordinary meeting within 7 days of 
having been requested to do so by 2 members of the committee, any 2 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 3 councillors to be given to the Proper Officer 
in accordance with standing order 9, or by a motion moved in pursuance of the 
recommendation of a committee. 

b When a motion moved pursuant to standing order 7(a) has been disposed of, no 
similar motion may be moved for a further six months. 

 VOTING ON APPOINTMENTS 
 

a 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 chair of the meeting. 
 

 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.  
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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 9(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 9(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 5 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 chair 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 Motions received shall be recorded and numbered in the order that they are received. 

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

 

 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; 

ii. to move to a vote;  

iii. to defer consideration of a motion;  

iv. to refer a motion to a particular 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; 
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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 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 
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with standing order 10(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 chair of the meeting and stand as an accurate record of the 
meeting to which the minutes relate.  

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

“The chair of this meeting does not believe that the 
minutes of the meeting held on [date] in respect of (   ) 
were a correct record but his/her/their 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 12(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(u).  
 

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

b Unless he/she/they has been granted a dispensation, a councillor or non-councillor 
with voting rights shall withdraw from a meeting when it is considering a matter in 
which he/she/they has a disclosable pecuniary interest.  He/she/they may return to 
the meeting after it has considered the matter in which he/she/they had the interest. 

c Unless he/she/they has been granted a dispensation, a councillor or non-councillor 
with voting rights shall withdraw from a meeting when it is considering a matter in 
which he/she/they has another interest if so required by the Council’s code of 
conduct.  He/she/they may return to the meeting after it has considered the matter in 
which he/she/they had the interest. 

d Dispensation requests 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 
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the dispensation is required. 

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

f 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 four years for which the 
dispensation is sought; and  

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

g Subject to standing orders 13(d) and (f), a dispensation request shall be considered at 
the beginning of the meeting of the Council, or committee or for which the dispensation 
is required. 

h A dispensation may be granted in accordance with standing order 13(e) if having regard 
to all relevant circumstances any of the following apply: 

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;  

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

b Where the notification in standing order 14(a) relates to a complaint made by the 
Proper Officer, the Proper Officer shall notify the Chair of Council of this fact, and the 
Chair shall nominate another staff member to assume the duties of the Proper Officer 
in relation to the complaint until it has been determined and the Council has agreed 
what action, if any, to take in accordance with standing order 14(d). 

c The Council may: 

i. provide information or evidence where such disclosure is necessary to investigate 
the complaint or is a legal requirement; 
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ii. seek information relevant to the complaint from the person or body with 
statutory responsibility for investigation of the matter; 

d 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 what, if 
any, action to take against him.  Such action excludes disqualification or suspension 
from office. 

 

 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, 

 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 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 9, include on the agenda all motions in the order 
received unless a councillor has given written notice at least 7 days before the 
meeting confirming his/her/their withdrawal of it; 

iii. convene a meeting of the Council for the election of a new Chair of the Council, 
occasioned by a casual vacancy in his/her/their 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; 
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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 Chair or in 
his/her/their absence the Vice chair 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; and 

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). 

 

 RESPONSIBLE FINANCIAL OFFICER  
 

a The Council shall appoint appropriate staff member(s) to undertake the work of the 
Responsible Financial Officer when the Responsible Financial Officer is absent. 
 

 ACCOUNTS AND ACCOUNTING STATEMENTS 
 

a “Proper practices” in standing orders refer to the most recent version of “Governance 
and Accountability for Local Councils – 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 and 31 December in 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 
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which includes a comparison with the budget for the financial year and highlights 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 shall consider and approve financial regulations drawn up by the 
Responsible Financial Officer, which shall 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 
required 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 and 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 standing order 18(f) 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 
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execution of works shall include, as a minimum, the following steps: 

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

ii. an invitation to tender shall be drawn up to confirm (i) the Council’s specification 
(ii) the time, date and address for the submission of tenders (iii) the date of the 
Council’s written response to the tender and (iv) 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. 

e. Neither the Council, nor a committee or a 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 Contracts 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 
council or staffing committee is subject to standing order 11. 

b Subject to the Council’s policy regarding absences from work, the Council’s most 
senior member of staff shall notify the chair of the council ors staffing committee or, if 
he/she/they is not available, the vice-chair of the staffing committee of absence 
occasioned by illness or other reason and that person shall report such absence to the 
council or committee at its next meeting. 

c The chair of the council or in his/her/their absence, the vice-chair shall upon a 
resolution conduct a review of the performance and annual appraisal of the work of 
the Clerk.  

d Subject to the Council’s policy regarding the handling of grievance matters, the 
Council’s most senior member of staff of staff shall contact the chair of the staffing 
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committee or in his/her/their absence, the vice-chair of 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. 

e Subject to the Council’s policy regarding the handling of grievance matters, if an 
informal or formal grievance matter raised by the Clerk relates to the chair or vice-
chair of the staffing committee this shall be communicated to another member of 
staffing committee, which shall be reported back and progressed by resolution of the 
staffing committee.  

f 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. 

 

g In accordance with standing order 11(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.  If gross annual income or expenditure (whichever is the higher) exceeds £200,000 
The Council, shall publish information in accordance with the requirements of the 
Local Government (Transparency Requirements) (England) Regulations 2015. 
 

 RESPONSIBILITIES UNDER DATA PROTECTION 
LEGISLATION  

 
(Below is not an exclusive list).  
 

See also standing order 11. 
 

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/her/their 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. 
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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 15(b)(xii) and (xvii). 

 

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

b 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 UNITARY COUNCILLORS 
 

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

 
 

 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. 
 

 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 
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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 2 councillors to be given 
to the Proper Officer in accordance with standing order 9. 

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

 

 

Revised Standing Orders Adopted 19 July 2022 
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CARLYON PARISH COUNCIL EXPENSES POLICY 

Purpose 

This policy sets out the Council's rules on how employees can claim for expenses incurred 
in the performance of their duties for the Council.  The purpose of this policy is to ensure 
that employees are properly reimbursed for legitimate business expenses and to ensure 
that these expenses are treated appropriately for tax purposes.  It does not apply to 
councillors. 

General procedure 

The Council will reimburse you for actual expenditure that is incurred wholly, necessarily 
and exclusively in connection with authorised duties that you undertake in the course of 
your employment.  To claim for expenses, you must set out the reasons why the expense 
was incurred on the monthly payment schedule. If you are unsure whether an expense can 
be claimed, you must seek prior written authorisation from the Chair. 

Expenses will not be paid unless supporting evidence is provided.  This should include 
original receipts or invoices with the date and time of the transaction (unless you are 
claiming for mileage).  When claiming for travel expenses on public transport, you should 
enclose the tickets showing the departure point and destination of your journey, where 
possible. Credit and debit card statements will not be accepted. Where you are submitting 
a VAT receipt, you should set out: 

 the name and VAT registration number of the retailer or service provider; 
 the goods and services provided; and 
 the amount of VAT payable. 

 

Expenses claims must be submitted in a timely manner of the expense being incurred. 

The Council will pay claims for authorised expenses by BACS transfer into the same bank 
account into which your salary is paid. 

In general, you should not incur expenses other than in the categories listed below. 
However, if you have claims for expenditure other than for those categories listed below, 
you should seek written approval from the Chair before incurring the expense. The Council 
will accept email as written approval where it is required in this policy. 

Any queries in relation to this policy should be directed to the Chair. 

Homeworkers 

If you are a Homeworker, your normal place of work as stated in your contract will be your 
home.  The council will reimburse all reasonable expenses incurred by homeworkers in the 
course of their duties upon receipt of satisfactory claims. 

The council will provide the following equipment necessary to enable homeworking 
employees to do their job. 

 Desk with lockable drawer (or separate secure document store) 
 Laptop or personal computer 
 Printer] 
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The council will also pay the employee for the costs associated with heating, lighting, etc. 
HMRC rules allow for some of these expenses to be paid tax-free (see HMRC guidance: 
www.gov.uk/expenses-and-benefits-homeworking/whats-exempt ). 

Training 

When attending training courses all employees and be able to claim travel expenses for the 
difference in the usual home to work costs.  Where the training takes place outside 
contracted daily hours, part-time employees should be paid on the basis as time spent on 
training is working time. 

Some training can be very expensive and as a condition for funding training, the council 
requires full repayment of all costs incurred for any training course in excess of £750 
should an employee not complete the training or leave the council within a year of 
completion.  Repayment of costs reduces to 50%] reimbursement in the second year. 

Travel 

Employees and managers should consider whether or not travel is necessary or if there are 
more appropriate means (for example tele-conferencing or video-conferencing). 

Rail 

You may claim for standard class rail fares only.  Where possible, rail journeys should be 
booked well in advance to benefit from any discounts for early booking. 

Use of your own car 

It may be appropriate and cost-effective to use your own car when travelling on business, 
for example if you are travelling with other staff or councillors or, where there is limited 
public transport to your destination, or the journey time is significantly shorter than using 
public transport.  Any use of your own car on business is subject to you: 

 holding a full UK driving licence; 
 ensuring that your car is roadworthy and fully registered; and 
 holding comprehensive motor insurance that provides for business use. 

Prior authorisation should be sought from the Chair, before using your own car on 
business. The Council accepts no liability for any accident, loss, damage or claim arising 
out of any journey that you make on business.  The Council will not pay for the cost of any 
insurance policy on your own car. 

To claim for petrol expenditure, you should set out the distance of the journey undertaken 
on your expenses claim form.  The Council will pay you a mileage allowance of 45p per mile 
for mileage under 10,000 miles and 25p per mile for mileage over 10,000 miles, or such 
other rate as set out from time to time by HM Revenue and Customs.  The Council will pay 
for tolls, congestion charges and parking costs incurred, where applicable. 

Use of bicycle or Motorcycle 

If use of your bicycle or motorcycle is approved, you can claim a mileage allowance of 20p 
per mile respectively. Any use of your own motorcycle on business is subject the same 
requirements as a car (see above). 

Taxis 

Any use of taxis will require prior approval and only in limited circumstances. These are: 
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 where taking a taxi would result in a significantly shorter travel time than using 
public transport; 

 where there is no available public transport (such as between a railway station and 
venue) 

 where there are several employees travelling together; or 
 where personal security and safety of employees is an issue, for example taxis may 

be permitted after 9.30pm. 

You must obtain a receipt with details of the date, place of departure and destination of the 
journey. 

Overnight accommodation 

As a guideline for travel on council business you should book accommodation equivalent to 
three-star standard or less. You may book hotel accommodation of up to £120 maximum in 
a major city and £100 elsewhere.  It is your responsibility to ensure that any hotel 
reservations are cancelled within the required cancellation period if they are no longer 
required. 

Meals 

If you are required to be away from home on council business, you may claim up to: 

 £10 for breakfast (if this is not included in the hotel room rate); 
 £15 for lunch; 
 £20 for dinner and 
 a daily allowance of £5 per night for general incidental costs such as a newspaper or 

telephone calls.] 

The maximum amounts above are inclusive of drinks.  Alcohol cannot be reclaimed under 
any circumstances. 

You should supply receipts and invoices for all hotel and meal expenses other than for the 
daily allowance, where no receipt is required. 

Entertainment/gifts 

The Council has strict rules about offering or receiving both entertainment and gifts. Any 
gifts, rewards or entertainment offered to you should be reported immediately to the Chair. 
As a general rule, small tokens of appreciation, for example flowers or a bottle of wine, 
may be retained by employees. 

Annual events  

The Council may decide to hold a staff event, such as a Christmas meal or other 
celebration.  Except where agreed to the contrary, attendance is not compulsory, and you 
will remain responsible for any expenses you incur. 

Expenses that will not be reimbursed 

The Council will not reimburse you for: 

 the cost of any travel between your home and usual place of work (except in 
exceptional circumstances for early morning/late night transport as set out above); 

 the cost of any travel undertaken for personal reasons; 
 the cost of any travel for your partner or spouse; 
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 any fines or penalties incurred while on council business for whatever reason, 
including penalties for not paying for a rail ticket in advance of boarding the train 
and penalties or fines associated with motoring offences, including speeding or 
parking fines, clamping or vehicle recovery charges; 

 alcohol; and 
 cash advances or withdrawals from an ATM machine. 

You are required to pay for any travel costs incurred by your partner or spouse in the event 
that he or she accompanies you on business. Your spouse or partner must have adequate 
travel insurance for that journey. 

False claims 

If the Council considers that any expenditure claimed was not legitimately incurred on 
behalf of the Council, it may request further details from you.  The Council will thoroughly 
investigate and check any expenses claim as it sees fit. It may withhold payment where 
insufficient supporting documents have been provided.  Where payment has been made to 
you prior to the discovery that the claim was not legitimate or correct, it may deduct the 
value of that claim from your salary. 

Any abuse of the Council's expenses policy will not be tolerated. This includes, but is not 
limited to: 

 false expenses claims; 
 claims for expenses that were not legitimately incurred; 
 claims for personal gain; 
 claims for hospitality and/or gifts without them having been declared; and 
 receipt by you of hospitality and/or gifts from contacts that may be perceived to 

influence your judgment. 

The Council will take disciplinary action where appropriate and, in certain circumstances, 
may treat a breach of this policy as gross misconduct, which may result in your summary 
dismissal.  In addition, the Council may report the matter to the police for investigation and 
criminal prosecution. 

This is a non-contractual procedure which will be reviewed from time to time. 

Date of policy: July 2022 
Date of approving meeting: 19 July 2022 
Policy version reference: v1 
Supersedes: N/a 
Policy effective from: August 2022 
Date for next review: July 2024 
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Agenda Item 14 (i) Jubilee Celebration Expenditure 

Original budget £2,000 increased to £2,500 (Min22/013)     
   Net   VAT   Total    
Bunting M Rundle  £                  270.00   £                           -     £    270.00    

Sound Equipment 
Freq Audio 
Systems  £                  650.00   £                  123.00   £    780.00    

Generator Ellis Event £519.50  £                  103.90   £    623.40  
Portaloos Brandon Hire  £                  180.00   £                    36.00   £    216.00    
Beacon Bullfinch  £                  490.00   £                    98.00   £    588.00    
Safety fencing and 
canes M A Grigg  £                    44.10   £                       8.82   £       52.92    
Alex Giles Performing  £                    75.00   £                           -     £       75.00    
Celtic Music Services Fable and Fusion  £                  300.00   £                           -     £    300.00    

Sweets Costco (£30)    £        0.07  
 7p 
profit   

Banners and flyers Vistaprint  £                  146.28   £                    29.26   £    175.54    

Fire extinguisher 
Fire Extinguisher 
shop  £                    30.68   £                       6.14   £       36.82    

Topsoil 
Roseland Plant 
Centre  £                    19.95   £                       3.99   £       23.94    

Toilet rolls and 
sanitiser Aldi 

 £                       
6.71   £                       1.34   £         8.05    

     £ 3,149.74    
   £              2,732.22   £                  410.45  £3,149.67   
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Carlyon Parish Council Budget Monitor Report to 30 June 2022  
 Budget Expenditure % of Budget 

 £ £ £ 
Employee Costs    
Clerk's salary (including oncosts)  £    11,000.00   £    2,206.59  20.06% 
Training & conference expenses  £         750.00   £         75.00  10.00% 
Clerks Room Allowance  £         320.00   £       156.00  48.75% 
Clerk's travel and subsistence  £         350.00   £       129.15  36.90% 
Total employee related costs  £   12,420.00   £   2,566.74  20.67% 

    
Administration Costs    
Office expenses  £         750.00   £         21.86  2.91% 
Postage  £         200.00   0.00% 
Photocopying  £         150.00   0.00% 
Office equipment  £         600.00   0.00% 
Insurance  £         600.00   0.00% 
Subscriptions  £         800.00   £       541.37  67.67% 
Website  £         500.00   £       126.00  25.20% 
Audit Fees  £         500.00   £       200.00  40.00% 
Bank charges  £         200.00   £         27.00  13.50% 
Books and Publications  £         100.00   0.00% 
Meeting Expenses  £         300.00   0.00% 
Total Administration Costs  £      4,700.00   £       916.23  19.49% 

    
Other Expenses    
Chairman's Allowance  £         100.00   0.00% 
Councillors Travel/Subsistence  £         500.00   0.00% 
Parish Maintenance  £    10,000.00   £    1,744.00  17.44% 
Parish Projects  £      7,000.00   £       909.26  12.99% 
Parish Newsletter  £      1,000.00   0.00% 
Events  £      2,000.00   £    2,431.24  121.56% 
Carlyon Recreation Field  £      1,500.00   £       100.00  6.67% 
Tregrehan Recreation Fields  £      1,500.00   £       180.00  12.00% 
Neighbourhood Plan  £      2,000.00   0.00% 
Tregrehan Methodist Church   £       750.00   
Total Other Expenses  £   25,600.00   £   6,114.50  23.88% 
Total VAT   £      1,500.00   £       863.33   
    
Total Expenditure  £   44,220.00   £ 10,460.80  23.66% 

    
Reserves    
Community building  £    84,250.00   0.00% 
CIL  £    22,540.00    
Election Fund  £      1,000.00    
Tregrehan Playing Fields Transfer  £      3,000.00    
General Contingency  £    15,000.00   £                -    0.00% 
Total Reserves  £ 125,790.00   £                -    0.00% 

    
Income    
Precept  £    35,069.13   £ 17,534.57  50.00% 
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CTSG  £         124.06   £         62.03   
VAT  £      1,000.00   £       424.34   
CIL  £                  -     £    5,617.00   
Other Income   £       428.47   
Total Income  £   36,193.19   £ 24,066.41   
    
Balance as at 31/03/2022    £ 135,317.05  

 Add income   £    24,066.41  

 Less expenditure  £    10,460.80  

    £ 148,922.66  

Bank Reconciliation    
Balance as at 30/06/2022 Current Account  £    58,148.37  

 Less outstanding payments  £                  -    

    £    58,148.37  

Balance as at 30/06/2022 
Instant 
Access   £    90,774.29  

    

 Total Funds Held  £ 148,922.66  
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Correspondence received since the last meeting 

 Details of CALC training programme 
 Citizens Advice Cornwall newsletter 
 Details of vacancies on Cornwall Council Standards Committee 
 Correspondence regarding the closure of the SWCP  
 Invitation to attend an Imerys Community Liaison Group meeting on 19 July 
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Carlyon Parish Council  

 
Dear Councillor 
 
You are summoned to attend a Meeting of Carlyon Parish Council to be held on Tuesday 
19 July 2022 at 6.00 pm in Charlestown Primary School 
 
Julie Larter 
 
Mrs Julie Larter 
Clerk  
12 July 2022 
 
01872 501101 
clerk@carlyon-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 21 June 2022 
To resolve that the minutes of the above meeting be signed as a correct 
record of the meeting 
 

 
 

 
Pages 4-8  

3. Declarations of Interest on Items on the Agenda 
(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. 
(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. 
 

 

4. Chairman’s Announcements 
 

 

5. 
 
 
 

Public Participation  
The Chairman will invite Members of the public to address the meeting 
in relation to the business to be carried out at the meeting 
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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 
 

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

 

7. 
 

Planning Applications and Related Matters 
(a) To consider a response to consultation by the Planning Authority on 
the following applications and any applications received after 
publication of this summons 
 
(i) PA22/04993 – Boscundle Manor: Listed Building Consent for 
demolition and construction of orangery, replacement double glazing to 
main house 
 
(ii) PA22/05533 – Cuddra Aquatics: Change of use of previously 
developed land from A1 retail to 9 residential park homes, including 
external terraces and internal access. 
 
(iii) PA22/05871 – 39 Chatsworth Way: Retention and completion of 
remodelling of bungalow with a rear kitchen/en-suite extension 
 
(b) To receive an update on the following planning application:  
PA22/00415 – Mid Cornwall Business Centre, Par Moor Road: 
Construction of a new vehicular access to the existing site from Cypress 
Avenue 
 

 
 
 
 
 
 
 
 
 
 

8. Neighbourhood Plan 
To note any progress 
 

 

9. Community Energy Projects 
To receive a presentation  
 

 

10. Government Review into Short-Term Tourist Accommodation 
To consider responding to a consultation 
https://www.gov.uk/government/news/government-launches-review-
into-short-term-tourist-accommodation  
 

 

11. Policies and Procedures 
(i) To adopt new Standing Orders and review current Financial 
Regulations 
(ii) To adopt an expenses policy 
 

 
 

Pages 9-29 
 
 

Page 30-33 

12. Parish Projects 
To receive an update and authorise any expenditure 
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13. Parish Issues 
(i) Tregrehan Jubilee Park 
(a) To consider making a contribution towards materials for a parking    
sign 
(b) To note any concerns  
(ii) West Crinnis Fields 

(a) To consider the future of the dog waste bag dispenser 
(b) To note any concerns 

(iii) Beach Development 
To note the current situation 

(iv) Tregrehan Methodist Church 
      To note the current situation 
(v) Highways 
     To note any concerns 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

14. Financial Matters 
(i) To note the final expenditure on the Jubilee party 
(ii) To note the current financial position and authorise payments 
 

 
 
Page 34 
Pages35-36 
 

15. Training/Meetings Attended 
To note any training or meetings attended by members or the Clerk 
 

 
 

16. Correspondence 
To note any correspondence received since the last meeting 
 

 
 
Page 37 
 

17. Dates for the Diary  
To note dates for members’ diaries 
 

 

18. Dates of Forthcoming Meetings (Ch = Charlestown Primary School; 
T=Tregrehan Methodist Church) 
20 September (Ch), 18 October (T), 15 November (Ch), 20 December 
(T) 
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MINUTES of a MEETING OF CARLYON PARISH COUNCIL held on 21 June 2022 at 
6.00 pm in Tregrehan Methodist Centre  

Present: Cllrs Paul Trudgian (Chairman), Myles Breary, Ann Taylor, Lynn Parsons, Heidi 
Clemo, Nathan Cooper 

In attendance: Julie Larter (Clerk); 11 members of the public. 

 

(22/020) Apologies for Absence 

Apologies were received from Cllr James Mustoe, CC. 

 

(22/021) Minutes of the Annual Meeting of the Parish Council held on 17 May 
2022 

It was RESOLVED that the minutes of the Annual Meeting of the Parish Council 
held on 17 May 2022 be signed as an accurate record of the meeting. 

 

(22/022) Declarations of Interest on Items on the Agenda 

There were no declarations of Interest. 

 

(22/023) Chairman’s Announcements 

The Chairman thanked everyone involved in the Jubilee events in Carlyon Bay and 
Tregrehan Mills.  The Chairman also introduced 2 residents who are interested in joining 
the council. 

 

(21/024) Public Participation 

A member of the public thanked the parish council for the grant it gave towards the Jubilee 
celebrations in Tregrehan Mills.  The resident then also thanked the council for giving 
permission for her to hold a birthday party on the field. 

A member of the public enquired about the current situation regarding the South West 
Coast Path between Carlyon Bay and Charlestown.  The Clerk said that The Ramblers have 
now withdrawn their objection to the proposed Public Path Order subject to certain 
conditions.  Cornwall Council is hopeful that the path can be reopened shortly. 

 

(22/025) Cornwall Councillor’s Report 

In the absence of Cllr Mustoe, the Clerk summarised Cllr Mustoe’s report.  Cllr Mustoe 
commended the community on the recent Jubilee celebrations, which he was delighted to 
take part in.  Cllr Mustoe gave an update on the Par Moor cycle path improvements which 
are progressing well.   

Cllr Mustoe’s full report is on the parish council’s website. 
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(22/026) Planning Applications and Related Matters 

(i) PA22/05115 - 33 Sea Road: Removal of conservatory and erection of a sunroom 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(ii) PA22/05065 – Land South of 1 Gloucester Avenue: Construction of a new dwelling 
without compliance with condition 1 of decision notice Pa21/08829 dated 20/10/2022 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(iii) PA22/04823 – 31 Fairway: Extensions and general alterations 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(b) Update on PA22/00415 – Mid Cornwall Business Centre, Par Moor Road: Construction of 
a new vehicular access to the existing site from Cypress Avenue: 

No update was available 

(c) It was noted that a 5 day protocol letter had been received regarding PA21/05322 – Bal 
House, 18 Appletree Lane and council had responded stating that they agreed with the 
planning officer’s decision to refuse the application on the grounds that the applicant had 
failed to provide the information she had requested. 

 

(22/027) Neighbourhood Plan 

The Chairman confirmed that he has contacted a planning consultant asking him to write 
the required Basic Conditions Statement and is awaiting a response. 

 

(22/028) Parish Projects 

Jubilee Celebrations 

Final expenditure for the Jubilee event will be reported at next month’s meeting. 

 

Cllr Cooper joined the meeting. 

 

(22/029) Parish Issues 

(i) Jubilee Fields 

A member of the public spoke expressing his concerns regarding children and teenagers 
using the Jubilee field to play football.  The member of the public said that there was 
excessive noise, swearing and littering and that the ground was becoming damaged.  He 
also referenced that games of football restricted the use of the field for other residents and 
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that he did not believe the children using the field were local.  He asked for the goalposts 
to be taken down 

The Chairman said that the goalposts had been in place for decades and that it would not 
be reasonable to remove this long standing amenity on the request of one resident.  
Furthermore he had heard positive reports about the youngsters in general and that any 
issues were probably only caused by the minority and were an exception.  He added that 
the Jubilee field is a public open space and it is not practicable or reasonable to restrict the 
use of the field to village residents only.  The Chairman, with the agreement of the other 
councillors, said that the Parish Council’s position on the goal posts, and the use of the 
field, would not be reconsidered unless a significant number of residents could demonstrate 
a majority view in accordance with the member of the public’s request to remove the goal 
posts. 

Reflecting the member of the public’s comment regarding litter, the Clerk was asked to 
speak to Biffa to see if the dog waste bin could be replaced with a multi-use bin. 

The Chairman expressed the thanks of the parish council to Toby from the Football Golf 
who has undertaken vertidrain and re-seeding work free of charge to improve the field for 
the use of all members of the public. 

(ii) Sea Road Recreation Area 

It was RESOLVED that in the future these fields should be known as West Crinnis 
Fields and the purchase of a sign costing £175 was duly authorised. 

Concern was raised about the high volume of usage of dog waste bags from the dispenser 
as it appears that the provision of free bags is being abused.  The matter is to be reviewed 
at next month’s meeting. 

The Chairman explained that parking cones lent to Sea Road Residents’ Association had 
been removed after a visually impaired member of the public tripped on one and 
threatened legal action if they were not removed.  The Chairman subsequently attended a 
meeting of Sea Road Residents’ Association who are proposing putting double yellow lines 
between no 83 and the junction with Fairway.  SRRA have asked whether the parish council 
would be willing to support this measure and make a contribution towards the cost.  It is 
not possible for the council to offer money towards yellow lining on this private road, 
however it was RESOLVED to make a grant of £250 towards the cost of signage.  
Cllrs were concerned that this is a peace-meal approach to problem parking. 

(iii) Beach Development 

Dogs will be permitted on the beach over the summer once agreement has been reached 
between CEG and Biffa regarding the disposal of dog waste. 

(iv) Tregrehan Methodist Church 

No update was available. 

(v) Highways Matters 

Councillors remain concerned about the safety of the traffic build out over the stream and 
the Clerk is to ask the Highways Manager for another meeting. 

 

(22/030) Financial Matters 
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(i) It was RESOLVED to accept a quote from Complete Weed Control for pavement 
weed spraying in Carlyon Bay and Tregrehan Mills. 

(ii) It was noted that Cllr Taylor undertook an internal control check on 7 June. 

(iii) Current balances were noted and the following payments were authorised: 

DD Lloyds Bank Credit card £188.63 

BACS Cormac Solutions Removal of vegetation (min 21/151) £188.00 

BACS JP Hermes Reimbursement for Jubilee plaque (min21/113) (v) £135.00 

BACS M A Grigg Safety fencing and poles for Jubilee party £52.92 

BACS Alex Giles Performing at Jubilee party £75.00 

BACS Celtic Music Services Performing at Jubilee party £300.00 

BACS Hay Nurseries Replanting planters £132.00 

BACS HMRC PAYE/NI * 

BACS Mrs J Larter June salary * 

BACS Cornwall Pension Fund EE and ER contributions * 

DD Unity Trust Bank Quarterly bank charges 18.00 

 

(22/031) Meetings/Training Attended by Councillors or the Clerk 

9 June – Clerk attended an SLCC meeting for clerks to smaller councils 

9 June – Cllr Taylor attended the St Austell and Mevagissey Community Network Panel 
meeting 

15 June – Clerk attended a training session for town and parish councils about installing 
electric vehicle charging points 

 

(22/032) Correspondence Received 

A list of correspondence had previously been circulated and the following correspondence 
had been received after publication of the agenda: 

 CALC information regarding changes to the planning system 
 Invitation to attend Cormac engagement events 
 Civility and Respect newsletter 
 Several emails expressing thanks for the Jubilee events 
 Email from a resident offering to address a parish council about community energy 

projects.  The gentleman is to be invited to a future meeting 
 

(22/033) Dates for the Diary 

There were no dates for the diary. 

 

(22/034) Dates of Forthcoming Meetings  

19 July (Ch), 20 September (Ch), 18 October (T), 15 November (Ch), 20 December (T) 
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The meeting closed at 6.49pm 

 

 

 

 

………………………………………………                …………………………………………………….. 

Chairman                                            Date       
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INTRODUCTION 

This is version two of Model Standing Orders 2018 (England) updated on April 2022. 
Update to Model Standing Order 18 only. 

 

Standing orders are the written rules of a local council. Standing orders are essential to 
regulate the proceedings of a meeting.  A council may also use standing orders to confirm 
or refer to various internal organisational and administrative arrangements.  The standing 
orders of a council are not the same as the policies of a council but standing orders may 
refer to them.  

 

 

 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 chair 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 chair 
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 chair of the meeting, is expressed in writing to the 
chair.  

h A councillor may move an amendment to his/her/their 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 chair 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 chair of the meeting.  

k One or more amendments may be discussed together if the chair of the meeting 
considers this expedient but each amendment shall be voted upon separately. 
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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 immediately 
before it is put to the vote. 

o Unless permitted by the chair 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/she/they 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/she/they 
considers has been breached or specify the other irregularity in the proceedings of the 
meeting he/she/they is concerned by.  

q A point of order shall be decided by the chair of the meeting and his/her/their 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 chair of the meeting 
shall be satisfied that the motion has been sufficiently debated and that the mover of 
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the motion under debate has exercised or waived his/her/their 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 chair of the meeting. 
 

 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 chair of the meeting 
shall request such person(s) to moderate or improve their conduct. 

b If person(s) disregard the request of the chair of the meeting to moderate or improve 
their conduct, any councillor or the chair 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 chair 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 in respect of the business on the agenda. 

f The period of time designated for public participation at a meeting 
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in accordance with standing order 3(e) shall not exceed 15 minutes 
unless directed by the chair of the meeting. 

g Subject to standing order 3(f), a member of the public shall not 
speak for more than 2 minutes. 

h 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 
chair of the meeting may direct that a written or oral response be 
given. 

i A person shall raise his/her/their hand when requesting to speak 
and stand when speaking except when a person has a disability or 
is likely to suffer discomfort. 

j A person who speaks at a meeting shall direct his/her/their 
comments to the chair of the meeting. 

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

l Subject to standing order 3(m), a person who attends a meeting is 
permitted to report on the meeting whilst the meeting is open to 
the public.  To “report” means to film, photograph, make an audio 
recording of meeting proceedings, use any other means for 
enabling persons not present to see or hear the meeting as it takes 
place or later or to report or to provide oral or written commentary 
about the meeting so that the report or commentary is available as 
the meeting takes place or later to persons not present.  A person 
reporting the meeting is to inform the chair that he/she/they intend 
recording the meeting. 

m A person present at a meeting may not provide an oral report or 
oral commentary about a meeting as it takes place without 
permission.    

n 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.  

o Subject to standing orders which indicate otherwise, anything 
authorised or required to be done by, to or before the Chair of the 
Council may in his/her/their absence be done by, to or before the 
Vice-Chair of the Council. 

p The Chair of the Council, if present, shall preside at a meeting.  If 
the Chair is absent from a meeting, the Vice-Chair of the Council if 
present, shall preside.  If both the Chair and the Vice-Chair are 
absent from a meeting, a councillor as chosen by the councillors 
present at the meeting shall preside at the meeting. 



 

14 
 

q 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.  

r The chair 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/her/their casting vote whether or not he/she/they gave an 
original vote. 

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

s 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/her/their vote for or 
against that question. Such a request shall be made before moving 
on to the next item of business on the agenda. 

t 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 who are present and the names of 
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. 

u 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/her/their right to participate and vote on that matter. 

v 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. 
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w 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.  

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

 

 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 4(b) and (c), appoint and determine the terms 
of office of members of such a committee; 

v. may, subject to standing orders 4(b) and (c), appoint and determine the terms 
of office of the substitute members to a committee whose role is to 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 
chair of the standing committee; 

vii. shall permit a committee other than a standing committee, to appoint its own 
chair 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;  
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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 Chair and Vice-Chair of the Council. 

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

g The Vice-Chair of the Council, unless he/she/they resigns or becomes disqualified, 
shall hold office until immediately after the election of the Chair of the Council at the 
next annual meeting of the Council. 

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

j Following the election of the Chair of the Council and Vice-Chair of the Council at the 
annual meeting, the business shall include: 

i. In an election year, delivery by the Chair 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 Chair of the 
Council of his/her/their acceptance of office form unless the Council resolves for 
this to be done at a later date; 
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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; 

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; 

k The following must be reviewed annually – this can be at the annual meeting or at a 
meeting later in the year 

i. Review of inventory of land and other assets including buildings and office 
equipment.   

ii. Confirmation of arrangements for insurance cover in respect of all insurable 
risks; 

iii. Review of the Council’s and/or staff subscriptions to other bodies; 

iv. Review of the Council’s complaints procedure; 

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

vi. Review of the Council’s policy for dealing with the press/media; 

vii. Review of the Council’s employment policies and procedures; 

viii. Review of the Council’s expenditure incurred under s.137 of the Local 
Government Act 1972 or the general power of competence. 

ix. Determining the time and place of ordinary meetings of the Council up to and 
including the next annual meeting of the Council.  
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 EXTRAORDINARY MEETINGS OF THE COUNCIL, 
COMMITTEES AND SUB-COMMITTEES 
 

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

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

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

d If the chair of a committee does not call an extraordinary meeting within 7 days of 
having been requested to do so by 2 members of the committee, any 2 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 3 councillors to be given to the Proper Officer 
in accordance with standing order 9, or by a motion moved in pursuance of the 
recommendation of a committee. 

b When a motion moved pursuant to standing order 7(a) has been disposed of, no 
similar motion may be moved for a further six months. 

 VOTING ON APPOINTMENTS 
 

a 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 chair of the meeting. 
 

 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.  
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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 9(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 9(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 5 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 chair 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 Motions received shall be recorded and numbered in the order that they are received. 

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

 

 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; 

ii. to move to a vote;  

iii. to defer consideration of a motion;  

iv. to refer a motion to a particular 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; 



 

20 
 

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 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 
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with standing order 10(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 chair of the meeting and stand as an accurate record of the 
meeting to which the minutes relate.  

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

“The chair of this meeting does not believe that the 
minutes of the meeting held on [date] in respect of (   ) 
were a correct record but his/her/their 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 12(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(u).  
 

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

b Unless he/she/they has been granted a dispensation, a councillor or non-councillor 
with voting rights shall withdraw from a meeting when it is considering a matter in 
which he/she/they has a disclosable pecuniary interest.  He/she/they may return to 
the meeting after it has considered the matter in which he/she/they had the interest. 

c Unless he/she/they has been granted a dispensation, a councillor or non-councillor 
with voting rights shall withdraw from a meeting when it is considering a matter in 
which he/she/they has another interest if so required by the Council’s code of 
conduct.  He/she/they may return to the meeting after it has considered the matter in 
which he/she/they had the interest. 

d Dispensation requests 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 
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the dispensation is required. 

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

f 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 four years for which the 
dispensation is sought; and  

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

g Subject to standing orders 13(d) and (f), a dispensation request shall be considered at 
the beginning of the meeting of the Council, or committee or for which the dispensation 
is required. 

h A dispensation may be granted in accordance with standing order 13(e) if having regard 
to all relevant circumstances any of the following apply: 

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;  

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

b Where the notification in standing order 14(a) relates to a complaint made by the 
Proper Officer, the Proper Officer shall notify the Chair of Council of this fact, and the 
Chair shall nominate another staff member to assume the duties of the Proper Officer 
in relation to the complaint until it has been determined and the Council has agreed 
what action, if any, to take in accordance with standing order 14(d). 

c The Council may: 

i. provide information or evidence where such disclosure is necessary to investigate 
the complaint or is a legal requirement; 
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ii. seek information relevant to the complaint from the person or body with 
statutory responsibility for investigation of the matter; 

d 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 what, if 
any, action to take against him.  Such action excludes disqualification or suspension 
from office. 

 

 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, 

 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 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 9, include on the agenda all motions in the order 
received unless a councillor has given written notice at least 7 days before the 
meeting confirming his/her/their withdrawal of it; 

iii. convene a meeting of the Council for the election of a new Chair of the Council, 
occasioned by a casual vacancy in his/her/their 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; 
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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 Chair or in 
his/her/their absence the Vice chair 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; and 

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). 

 

 RESPONSIBLE FINANCIAL OFFICER  
 

a The Council shall appoint appropriate staff member(s) to undertake the work of the 
Responsible Financial Officer when the Responsible Financial Officer is absent. 
 

 ACCOUNTS AND ACCOUNTING STATEMENTS 
 

a “Proper practices” in standing orders refer to the most recent version of “Governance 
and Accountability for Local Councils – 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 and 31 December in 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 
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which includes a comparison with the budget for the financial year and highlights 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 shall consider and approve financial regulations drawn up by the 
Responsible Financial Officer, which shall 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 
required 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 and 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 standing order 18(f) 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 
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execution of works shall include, as a minimum, the following steps: 

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

ii. an invitation to tender shall be drawn up to confirm (i) the Council’s specification 
(ii) the time, date and address for the submission of tenders (iii) the date of the 
Council’s written response to the tender and (iv) 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. 

e. Neither the Council, nor a committee or a 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 Contracts 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 
council or staffing committee is subject to standing order 11. 

b Subject to the Council’s policy regarding absences from work, the Council’s most 
senior member of staff shall notify the chair of the council ors staffing committee or, if 
he/she/they is not available, the vice-chair of the staffing committee of absence 
occasioned by illness or other reason and that person shall report such absence to the 
council or committee at its next meeting. 

c The chair of the council or in his/her/their absence, the vice-chair shall upon a 
resolution conduct a review of the performance and annual appraisal of the work of 
the Clerk.  

d Subject to the Council’s policy regarding the handling of grievance matters, the 
Council’s most senior member of staff of staff shall contact the chair of the staffing 
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committee or in his/her/their absence, the vice-chair of 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. 

e Subject to the Council’s policy regarding the handling of grievance matters, if an 
informal or formal grievance matter raised by the Clerk relates to the chair or vice-
chair of the staffing committee this shall be communicated to another member of 
staffing committee, which shall be reported back and progressed by resolution of the 
staffing committee.  

f 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. 

 

g In accordance with standing order 11(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.  If gross annual income or expenditure (whichever is the higher) exceeds £200,000 
The Council, shall publish information in accordance with the requirements of the 
Local Government (Transparency Requirements) (England) Regulations 2015. 
 

 RESPONSIBILITIES UNDER DATA PROTECTION 
LEGISLATION  

 
(Below is not an exclusive list).  
 

See also standing order 11. 
 

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/her/their 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. 
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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 15(b)(xii) and (xvii). 

 

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

b 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 UNITARY COUNCILLORS 
 

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

 
 

 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. 
 

 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 
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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 2 councillors to be given 
to the Proper Officer in accordance with standing order 9. 

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

 

 

Revised Standing Orders Adopted 19 July 2022 
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CARLYON PARISH COUNCIL EXPENSES POLICY 

Purpose 

This policy sets out the Council's rules on how employees can claim for expenses incurred 
in the performance of their duties for the Council.  The purpose of this policy is to ensure 
that employees are properly reimbursed for legitimate business expenses and to ensure 
that these expenses are treated appropriately for tax purposes.  It does not apply to 
councillors. 

General procedure 

The Council will reimburse you for actual expenditure that is incurred wholly, necessarily 
and exclusively in connection with authorised duties that you undertake in the course of 
your employment.  To claim for expenses, you must set out the reasons why the expense 
was incurred on the monthly payment schedule. If you are unsure whether an expense can 
be claimed, you must seek prior written authorisation from the Chair. 

Expenses will not be paid unless supporting evidence is provided.  This should include 
original receipts or invoices with the date and time of the transaction (unless you are 
claiming for mileage).  When claiming for travel expenses on public transport, you should 
enclose the tickets showing the departure point and destination of your journey, where 
possible. Credit and debit card statements will not be accepted. Where you are submitting 
a VAT receipt, you should set out: 

 the name and VAT registration number of the retailer or service provider; 
 the goods and services provided; and 
 the amount of VAT payable. 

 

Expenses claims must be submitted in a timely manner of the expense being incurred. 

The Council will pay claims for authorised expenses by BACS transfer into the same bank 
account into which your salary is paid. 

In general, you should not incur expenses other than in the categories listed below. 
However, if you have claims for expenditure other than for those categories listed below, 
you should seek written approval from the Chair before incurring the expense. The Council 
will accept email as written approval where it is required in this policy. 

Any queries in relation to this policy should be directed to the Chair. 

Homeworkers 

If you are a Homeworker, your normal place of work as stated in your contract will be your 
home.  The council will reimburse all reasonable expenses incurred by homeworkers in the 
course of their duties upon receipt of satisfactory claims. 

The council will provide the following equipment necessary to enable homeworking 
employees to do their job. 

 Desk with lockable drawer (or separate secure document store) 
 Laptop or personal computer 
 Printer] 
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The council will also pay the employee for the costs associated with heating, lighting, etc. 
HMRC rules allow for some of these expenses to be paid tax-free (see HMRC guidance: 
www.gov.uk/expenses-and-benefits-homeworking/whats-exempt ). 

Training 

When attending training courses all employees and be able to claim travel expenses for the 
difference in the usual home to work costs.  Where the training takes place outside 
contracted daily hours, part-time employees should be paid on the basis as time spent on 
training is working time. 

Some training can be very expensive and as a condition for funding training, the council 
requires full repayment of all costs incurred for any training course in excess of £750 
should an employee not complete the training or leave the council within a year of 
completion.  Repayment of costs reduces to 50%] reimbursement in the second year. 

Travel 

Employees and managers should consider whether or not travel is necessary or if there are 
more appropriate means (for example tele-conferencing or video-conferencing). 

Rail 

You may claim for standard class rail fares only.  Where possible, rail journeys should be 
booked well in advance to benefit from any discounts for early booking. 

Use of your own car 

It may be appropriate and cost-effective to use your own car when travelling on business, 
for example if you are travelling with other staff or councillors or, where there is limited 
public transport to your destination, or the journey time is significantly shorter than using 
public transport.  Any use of your own car on business is subject to you: 

 holding a full UK driving licence; 
 ensuring that your car is roadworthy and fully registered; and 
 holding comprehensive motor insurance that provides for business use. 

Prior authorisation should be sought from the Chair, before using your own car on 
business. The Council accepts no liability for any accident, loss, damage or claim arising 
out of any journey that you make on business.  The Council will not pay for the cost of any 
insurance policy on your own car. 

To claim for petrol expenditure, you should set out the distance of the journey undertaken 
on your expenses claim form.  The Council will pay you a mileage allowance of 45p per mile 
for mileage under 10,000 miles and 25p per mile for mileage over 10,000 miles, or such 
other rate as set out from time to time by HM Revenue and Customs.  The Council will pay 
for tolls, congestion charges and parking costs incurred, where applicable. 

Use of bicycle or Motorcycle 

If use of your bicycle or motorcycle is approved, you can claim a mileage allowance of 20p 
per mile respectively. Any use of your own motorcycle on business is subject the same 
requirements as a car (see above). 

Taxis 

Any use of taxis will require prior approval and only in limited circumstances. These are: 
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 where taking a taxi would result in a significantly shorter travel time than using 
public transport; 

 where there is no available public transport (such as between a railway station and 
venue) 

 where there are several employees travelling together; or 
 where personal security and safety of employees is an issue, for example taxis may 

be permitted after 9.30pm. 

You must obtain a receipt with details of the date, place of departure and destination of the 
journey. 

Overnight accommodation 

As a guideline for travel on council business you should book accommodation equivalent to 
three-star standard or less. You may book hotel accommodation of up to £120 maximum in 
a major city and £100 elsewhere.  It is your responsibility to ensure that any hotel 
reservations are cancelled within the required cancellation period if they are no longer 
required. 

Meals 

If you are required to be away from home on council business, you may claim up to: 

 £10 for breakfast (if this is not included in the hotel room rate); 
 £15 for lunch; 
 £20 for dinner and 
 a daily allowance of £5 per night for general incidental costs such as a newspaper or 

telephone calls.] 

The maximum amounts above are inclusive of drinks.  Alcohol cannot be reclaimed under 
any circumstances. 

You should supply receipts and invoices for all hotel and meal expenses other than for the 
daily allowance, where no receipt is required. 

Entertainment/gifts 

The Council has strict rules about offering or receiving both entertainment and gifts. Any 
gifts, rewards or entertainment offered to you should be reported immediately to the Chair. 
As a general rule, small tokens of appreciation, for example flowers or a bottle of wine, 
may be retained by employees. 

Annual events  

The Council may decide to hold a staff event, such as a Christmas meal or other 
celebration.  Except where agreed to the contrary, attendance is not compulsory, and you 
will remain responsible for any expenses you incur. 

Expenses that will not be reimbursed 

The Council will not reimburse you for: 

 the cost of any travel between your home and usual place of work (except in 
exceptional circumstances for early morning/late night transport as set out above); 

 the cost of any travel undertaken for personal reasons; 
 the cost of any travel for your partner or spouse; 
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 any fines or penalties incurred while on council business for whatever reason, 
including penalties for not paying for a rail ticket in advance of boarding the train 
and penalties or fines associated with motoring offences, including speeding or 
parking fines, clamping or vehicle recovery charges; 

 alcohol; and 
 cash advances or withdrawals from an ATM machine. 

You are required to pay for any travel costs incurred by your partner or spouse in the event 
that he or she accompanies you on business. Your spouse or partner must have adequate 
travel insurance for that journey. 

False claims 

If the Council considers that any expenditure claimed was not legitimately incurred on 
behalf of the Council, it may request further details from you.  The Council will thoroughly 
investigate and check any expenses claim as it sees fit. It may withhold payment where 
insufficient supporting documents have been provided.  Where payment has been made to 
you prior to the discovery that the claim was not legitimate or correct, it may deduct the 
value of that claim from your salary. 

Any abuse of the Council's expenses policy will not be tolerated. This includes, but is not 
limited to: 

 false expenses claims; 
 claims for expenses that were not legitimately incurred; 
 claims for personal gain; 
 claims for hospitality and/or gifts without them having been declared; and 
 receipt by you of hospitality and/or gifts from contacts that may be perceived to 

influence your judgment. 

The Council will take disciplinary action where appropriate and, in certain circumstances, 
may treat a breach of this policy as gross misconduct, which may result in your summary 
dismissal.  In addition, the Council may report the matter to the police for investigation and 
criminal prosecution. 

This is a non-contractual procedure which will be reviewed from time to time. 

Date of policy: July 2022 
Date of approving meeting: 19 July 2022 
Policy version reference: v1 
Supersedes: N/a 
Policy effective from: August 2022 
Date for next review: July 2024 

  



 

34 
 

 

Agenda Item 14 (i) Jubilee Celebration Expenditure 

Original budget £2,000 increased to £2,500 (Min22/013)     
   Net   VAT   Total    
Bunting M Rundle  £                  270.00   £                           -     £    270.00    

Sound Equipment 
Freq Audio 
Systems  £                  650.00   £                  123.00   £    780.00    

Generator Ellis Event £519.50  £                  103.90   £    623.40  
Portaloos Brandon Hire  £                  180.00   £                    36.00   £    216.00    
Beacon Bullfinch  £                  490.00   £                    98.00   £    588.00    
Safety fencing and 
canes M A Grigg  £                    44.10   £                       8.82   £       52.92    
Alex Giles Performing  £                    75.00   £                           -     £       75.00    
Celtic Music Services Fable and Fusion  £                  300.00   £                           -     £    300.00    

Sweets Costco (£30)    £        0.07  
 7p 
profit   

Banners and flyers Vistaprint  £                  146.28   £                    29.26   £    175.54    

Fire extinguisher 
Fire Extinguisher 
shop  £                    30.68   £                       6.14   £       36.82    

Topsoil 
Roseland Plant 
Centre  £                    19.95   £                       3.99   £       23.94    

Toilet rolls and 
sanitiser Aldi 

 £                       
6.71   £                       1.34   £         8.05    

     £ 3,149.74    
   £              2,732.22   £                  410.45  £3,149.67   
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Carlyon Parish Council Budget Monitor Report to 30 June 2022  
 Budget Expenditure % of Budget 

 £ £ £ 
Employee Costs    
Clerk's salary (including oncosts)  £    11,000.00   £    2,206.59  20.06% 
Training & conference expenses  £         750.00   £         75.00  10.00% 
Clerks Room Allowance  £         320.00   £       156.00  48.75% 
Clerk's travel and subsistence  £         350.00   £       129.15  36.90% 
Total employee related costs  £   12,420.00   £   2,566.74  20.67% 

    
Administration Costs    
Office expenses  £         750.00   £         21.86  2.91% 
Postage  £         200.00   0.00% 
Photocopying  £         150.00   0.00% 
Office equipment  £         600.00   0.00% 
Insurance  £         600.00   0.00% 
Subscriptions  £         800.00   £       541.37  67.67% 
Website  £         500.00   £       126.00  25.20% 
Audit Fees  £         500.00   £       200.00  40.00% 
Bank charges  £         200.00   £         27.00  13.50% 
Books and Publications  £         100.00   0.00% 
Meeting Expenses  £         300.00   0.00% 
Total Administration Costs  £      4,700.00   £       916.23  19.49% 

    
Other Expenses    
Chairman's Allowance  £         100.00   0.00% 
Councillors Travel/Subsistence  £         500.00   0.00% 
Parish Maintenance  £    10,000.00   £    1,744.00  17.44% 
Parish Projects  £      7,000.00   £       909.26  12.99% 
Parish Newsletter  £      1,000.00   0.00% 
Events  £      2,000.00   £    2,431.24  121.56% 
Carlyon Recreation Field  £      1,500.00   £       100.00  6.67% 
Tregrehan Recreation Fields  £      1,500.00   £       180.00  12.00% 
Neighbourhood Plan  £      2,000.00   0.00% 
Tregrehan Methodist Church   £       750.00   
Total Other Expenses  £   25,600.00   £   6,114.50  23.88% 
Total VAT   £      1,500.00   £       863.33   
    
Total Expenditure  £   44,220.00   £ 10,460.80  23.66% 

    
Reserves    
Community building  £    84,250.00   0.00% 
CIL  £    22,540.00    
Election Fund  £      1,000.00    
Tregrehan Playing Fields Transfer  £      3,000.00    
General Contingency  £    15,000.00   £                -    0.00% 
Total Reserves  £ 125,790.00   £                -    0.00% 

    
Income    
Precept  £    35,069.13   £ 17,534.57  50.00% 
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CTSG  £         124.06   £         62.03   
VAT  £      1,000.00   £       424.34   
CIL  £                  -     £    5,617.00   
Other Income   £       428.47   
Total Income  £   36,193.19   £ 24,066.41   
    
Balance as at 31/03/2022    £ 135,317.05  

 Add income   £    24,066.41  

 Less expenditure  £    10,460.80  

    £ 148,922.66  

Bank Reconciliation    
Balance as at 30/06/2022 Current Account  £    58,148.37  

 Less outstanding payments  £                  -    

    £    58,148.37  

Balance as at 30/06/2022 
Instant 
Access   £    90,774.29  

    

 Total Funds Held  £ 148,922.66  
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Correspondence received since the last meeting 

 Details of CALC training programme 
 Citizens Advice Cornwall newsletter 
 Details of vacancies on Cornwall Council Standards Committee 
 Correspondence regarding the closure of the SWCP  
 Invitation to attend an Imerys Community Liaison Group meeting on 19 July 
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Carlyon Parish Council  

 
Dear Councillor 
 
You are summoned to attend a Meeting of Carlyon Parish Council to be held on Tuesday 
19 July 2022 at 6.00 pm in Charlestown Primary School 
 
Julie Larter 
 
Mrs Julie Larter 
Clerk  
12 July 2022 
 
01872 501101 
clerk@carlyon-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 21 June 2022 
To resolve that the minutes of the above meeting be signed as a correct 
record of the meeting 
 

 
 

 
Pages 4-8  

3. Declarations of Interest on Items on the Agenda 
(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. 
(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. 
 

 

4. Chairman’s Announcements 
 

 

5. 
 
 
 

Public Participation  
The Chairman will invite Members of the public to address the meeting 
in relation to the business to be carried out at the meeting 
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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 
 

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

 

7. 
 

Planning Applications and Related Matters 
(a) To consider a response to consultation by the Planning Authority on 
the following applications and any applications received after 
publication of this summons 
 
(i) PA22/04993 – Boscundle Manor: Listed Building Consent for 
demolition and construction of orangery, replacement double glazing to 
main house 
 
(ii) PA22/05533 – Cuddra Aquatics: Change of use of previously 
developed land from A1 retail to 9 residential park homes, including 
external terraces and internal access. 
 
(iii) PA22/05871 – 39 Chatsworth Way: Retention and completion of 
remodelling of bungalow with a rear kitchen/en-suite extension 
 
(b) To receive an update on the following planning application:  
PA22/00415 – Mid Cornwall Business Centre, Par Moor Road: 
Construction of a new vehicular access to the existing site from Cypress 
Avenue 
 

 
 
 
 
 
 
 
 
 
 

8. Neighbourhood Plan 
To note any progress 
 

 

9. Community Energy Projects 
To receive a presentation  
 

 

10. Government Review into Short-Term Tourist Accommodation 
To consider responding to a consultation 
https://www.gov.uk/government/news/government-launches-review-
into-short-term-tourist-accommodation  
 

 

11. Policies and Procedures 
(i) To adopt new Standing Orders and review current Financial 
Regulations 
(ii) To adopt an expenses policy 
 

 
 

Pages 9-29 
 
 

Page 30-33 

12. Parish Projects 
To receive an update and authorise any expenditure 
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13. Parish Issues 
(i) Tregrehan Jubilee Park 
(a) To consider making a contribution towards materials for a parking    
sign 
(b) To note any concerns  
(ii) West Crinnis Fields 

(a) To consider the future of the dog waste bag dispenser 
(b) To note any concerns 

(iii) Beach Development 
To note the current situation 

(iv) Tregrehan Methodist Church 
      To note the current situation 
(v) Highways 
     To note any concerns 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

14. Financial Matters 
(i) To note the final expenditure on the Jubilee party 
(ii) To note the current financial position and authorise payments 
 

 
 
Page 34 
Pages35-36 
 

15. Training/Meetings Attended 
To note any training or meetings attended by members or the Clerk 
 

 
 

16. Correspondence 
To note any correspondence received since the last meeting 
 

 
 
Page 37 
 

17. Dates for the Diary  
To note dates for members’ diaries 
 

 

18. Dates of Forthcoming Meetings (Ch = Charlestown Primary School; 
T=Tregrehan Methodist Church) 
20 September (Ch), 18 October (T), 15 November (Ch), 20 December 
(T) 
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MINUTES of a MEETING OF CARLYON PARISH COUNCIL held on 21 June 2022 at 
6.00 pm in Tregrehan Methodist Centre  

Present: Cllrs Paul Trudgian (Chairman), Myles Breary, Ann Taylor, Lynn Parsons, Heidi 
Clemo, Nathan Cooper 

In attendance: Julie Larter (Clerk); 11 members of the public. 

 

(22/020) Apologies for Absence 

Apologies were received from Cllr James Mustoe, CC. 

 

(22/021) Minutes of the Annual Meeting of the Parish Council held on 17 May 
2022 

It was RESOLVED that the minutes of the Annual Meeting of the Parish Council 
held on 17 May 2022 be signed as an accurate record of the meeting. 

 

(22/022) Declarations of Interest on Items on the Agenda 

There were no declarations of Interest. 

 

(22/023) Chairman’s Announcements 

The Chairman thanked everyone involved in the Jubilee events in Carlyon Bay and 
Tregrehan Mills.  The Chairman also introduced 2 residents who are interested in joining 
the council. 

 

(21/024) Public Participation 

A member of the public thanked the parish council for the grant it gave towards the Jubilee 
celebrations in Tregrehan Mills.  The resident then also thanked the council for giving 
permission for her to hold a birthday party on the field. 

A member of the public enquired about the current situation regarding the South West 
Coast Path between Carlyon Bay and Charlestown.  The Clerk said that The Ramblers have 
now withdrawn their objection to the proposed Public Path Order subject to certain 
conditions.  Cornwall Council is hopeful that the path can be reopened shortly. 

 

(22/025) Cornwall Councillor’s Report 

In the absence of Cllr Mustoe, the Clerk summarised Cllr Mustoe’s report.  Cllr Mustoe 
commended the community on the recent Jubilee celebrations, which he was delighted to 
take part in.  Cllr Mustoe gave an update on the Par Moor cycle path improvements which 
are progressing well.   

Cllr Mustoe’s full report is on the parish council’s website. 
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(22/026) Planning Applications and Related Matters 

(i) PA22/05115 - 33 Sea Road: Removal of conservatory and erection of a sunroom 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(ii) PA22/05065 – Land South of 1 Gloucester Avenue: Construction of a new dwelling 
without compliance with condition 1 of decision notice Pa21/08829 dated 20/10/2022 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(iii) PA22/04823 – 31 Fairway: Extensions and general alterations 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(b) Update on PA22/00415 – Mid Cornwall Business Centre, Par Moor Road: Construction of 
a new vehicular access to the existing site from Cypress Avenue: 

No update was available 

(c) It was noted that a 5 day protocol letter had been received regarding PA21/05322 – Bal 
House, 18 Appletree Lane and council had responded stating that they agreed with the 
planning officer’s decision to refuse the application on the grounds that the applicant had 
failed to provide the information she had requested. 

 

(22/027) Neighbourhood Plan 

The Chairman confirmed that he has contacted a planning consultant asking him to write 
the required Basic Conditions Statement and is awaiting a response. 

 

(22/028) Parish Projects 

Jubilee Celebrations 

Final expenditure for the Jubilee event will be reported at next month’s meeting. 

 

Cllr Cooper joined the meeting. 

 

(22/029) Parish Issues 

(i) Jubilee Fields 

A member of the public spoke expressing his concerns regarding children and teenagers 
using the Jubilee field to play football.  The member of the public said that there was 
excessive noise, swearing and littering and that the ground was becoming damaged.  He 
also referenced that games of football restricted the use of the field for other residents and 
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that he did not believe the children using the field were local.  He asked for the goalposts 
to be taken down 

The Chairman said that the goalposts had been in place for decades and that it would not 
be reasonable to remove this long standing amenity on the request of one resident.  
Furthermore he had heard positive reports about the youngsters in general and that any 
issues were probably only caused by the minority and were an exception.  He added that 
the Jubilee field is a public open space and it is not practicable or reasonable to restrict the 
use of the field to village residents only.  The Chairman, with the agreement of the other 
councillors, said that the Parish Council’s position on the goal posts, and the use of the 
field, would not be reconsidered unless a significant number of residents could demonstrate 
a majority view in accordance with the member of the public’s request to remove the goal 
posts. 

Reflecting the member of the public’s comment regarding litter, the Clerk was asked to 
speak to Biffa to see if the dog waste bin could be replaced with a multi-use bin. 

The Chairman expressed the thanks of the parish council to Toby from the Football Golf 
who has undertaken vertidrain and re-seeding work free of charge to improve the field for 
the use of all members of the public. 

(ii) Sea Road Recreation Area 

It was RESOLVED that in the future these fields should be known as West Crinnis 
Fields and the purchase of a sign costing £175 was duly authorised. 

Concern was raised about the high volume of usage of dog waste bags from the dispenser 
as it appears that the provision of free bags is being abused.  The matter is to be reviewed 
at next month’s meeting. 

The Chairman explained that parking cones lent to Sea Road Residents’ Association had 
been removed after a visually impaired member of the public tripped on one and 
threatened legal action if they were not removed.  The Chairman subsequently attended a 
meeting of Sea Road Residents’ Association who are proposing putting double yellow lines 
between no 83 and the junction with Fairway.  SRRA have asked whether the parish council 
would be willing to support this measure and make a contribution towards the cost.  It is 
not possible for the council to offer money towards yellow lining on this private road, 
however it was RESOLVED to make a grant of £250 towards the cost of signage.  
Cllrs were concerned that this is a peace-meal approach to problem parking. 

(iii) Beach Development 

Dogs will be permitted on the beach over the summer once agreement has been reached 
between CEG and Biffa regarding the disposal of dog waste. 

(iv) Tregrehan Methodist Church 

No update was available. 

(v) Highways Matters 

Councillors remain concerned about the safety of the traffic build out over the stream and 
the Clerk is to ask the Highways Manager for another meeting. 

 

(22/030) Financial Matters 
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(i) It was RESOLVED to accept a quote from Complete Weed Control for pavement 
weed spraying in Carlyon Bay and Tregrehan Mills. 

(ii) It was noted that Cllr Taylor undertook an internal control check on 7 June. 

(iii) Current balances were noted and the following payments were authorised: 

DD Lloyds Bank Credit card £188.63 

BACS Cormac Solutions Removal of vegetation (min 21/151) £188.00 

BACS JP Hermes Reimbursement for Jubilee plaque (min21/113) (v) £135.00 

BACS M A Grigg Safety fencing and poles for Jubilee party £52.92 

BACS Alex Giles Performing at Jubilee party £75.00 

BACS Celtic Music Services Performing at Jubilee party £300.00 

BACS Hay Nurseries Replanting planters £132.00 

BACS HMRC PAYE/NI * 

BACS Mrs J Larter June salary * 

BACS Cornwall Pension Fund EE and ER contributions * 

DD Unity Trust Bank Quarterly bank charges 18.00 

 

(22/031) Meetings/Training Attended by Councillors or the Clerk 

9 June – Clerk attended an SLCC meeting for clerks to smaller councils 

9 June – Cllr Taylor attended the St Austell and Mevagissey Community Network Panel 
meeting 

15 June – Clerk attended a training session for town and parish councils about installing 
electric vehicle charging points 

 

(22/032) Correspondence Received 

A list of correspondence had previously been circulated and the following correspondence 
had been received after publication of the agenda: 

 CALC information regarding changes to the planning system 
 Invitation to attend Cormac engagement events 
 Civility and Respect newsletter 
 Several emails expressing thanks for the Jubilee events 
 Email from a resident offering to address a parish council about community energy 

projects.  The gentleman is to be invited to a future meeting 
 

(22/033) Dates for the Diary 

There were no dates for the diary. 

 

(22/034) Dates of Forthcoming Meetings  

19 July (Ch), 20 September (Ch), 18 October (T), 15 November (Ch), 20 December (T) 

 



 

8 
 

The meeting closed at 6.49pm 

 

 

 

 

………………………………………………                …………………………………………………….. 

Chairman                                            Date       
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INTRODUCTION 

This is version two of Model Standing Orders 2018 (England) updated on April 2022. 
Update to Model Standing Order 18 only. 

 

Standing orders are the written rules of a local council. Standing orders are essential to 
regulate the proceedings of a meeting.  A council may also use standing orders to confirm 
or refer to various internal organisational and administrative arrangements.  The standing 
orders of a council are not the same as the policies of a council but standing orders may 
refer to them.  

 

 

 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 chair 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 chair 
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 chair of the meeting, is expressed in writing to the 
chair.  

h A councillor may move an amendment to his/her/their 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 chair 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 chair of the meeting.  

k One or more amendments may be discussed together if the chair of the meeting 
considers this expedient but each amendment shall be voted upon separately. 
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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 immediately 
before it is put to the vote. 

o Unless permitted by the chair 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/she/they 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/she/they 
considers has been breached or specify the other irregularity in the proceedings of the 
meeting he/she/they is concerned by.  

q A point of order shall be decided by the chair of the meeting and his/her/their 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 chair of the meeting 
shall be satisfied that the motion has been sufficiently debated and that the mover of 
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the motion under debate has exercised or waived his/her/their 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 chair of the meeting. 
 

 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 chair of the meeting 
shall request such person(s) to moderate or improve their conduct. 

b If person(s) disregard the request of the chair of the meeting to moderate or improve 
their conduct, any councillor or the chair 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 chair 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 in respect of the business on the agenda. 

f The period of time designated for public participation at a meeting 
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in accordance with standing order 3(e) shall not exceed 15 minutes 
unless directed by the chair of the meeting. 

g Subject to standing order 3(f), a member of the public shall not 
speak for more than 2 minutes. 

h 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 
chair of the meeting may direct that a written or oral response be 
given. 

i A person shall raise his/her/their hand when requesting to speak 
and stand when speaking except when a person has a disability or 
is likely to suffer discomfort. 

j A person who speaks at a meeting shall direct his/her/their 
comments to the chair of the meeting. 

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

l Subject to standing order 3(m), a person who attends a meeting is 
permitted to report on the meeting whilst the meeting is open to 
the public.  To “report” means to film, photograph, make an audio 
recording of meeting proceedings, use any other means for 
enabling persons not present to see or hear the meeting as it takes 
place or later or to report or to provide oral or written commentary 
about the meeting so that the report or commentary is available as 
the meeting takes place or later to persons not present.  A person 
reporting the meeting is to inform the chair that he/she/they intend 
recording the meeting. 

m A person present at a meeting may not provide an oral report or 
oral commentary about a meeting as it takes place without 
permission.    

n 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.  

o Subject to standing orders which indicate otherwise, anything 
authorised or required to be done by, to or before the Chair of the 
Council may in his/her/their absence be done by, to or before the 
Vice-Chair of the Council. 

p The Chair of the Council, if present, shall preside at a meeting.  If 
the Chair is absent from a meeting, the Vice-Chair of the Council if 
present, shall preside.  If both the Chair and the Vice-Chair are 
absent from a meeting, a councillor as chosen by the councillors 
present at the meeting shall preside at the meeting. 
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q 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.  

r The chair 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/her/their casting vote whether or not he/she/they gave an 
original vote. 

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

s 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/her/their vote for or 
against that question. Such a request shall be made before moving 
on to the next item of business on the agenda. 

t 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 who are present and the names of 
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. 

u 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/her/their right to participate and vote on that matter. 

v 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. 
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w 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.  

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

 

 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 4(b) and (c), appoint and determine the terms 
of office of members of such a committee; 

v. may, subject to standing orders 4(b) and (c), appoint and determine the terms 
of office of the substitute members to a committee whose role is to 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 
chair of the standing committee; 

vii. shall permit a committee other than a standing committee, to appoint its own 
chair 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;  
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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 Chair and Vice-Chair of the Council. 

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

g The Vice-Chair of the Council, unless he/she/they resigns or becomes disqualified, 
shall hold office until immediately after the election of the Chair of the Council at the 
next annual meeting of the Council. 

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

j Following the election of the Chair of the Council and Vice-Chair of the Council at the 
annual meeting, the business shall include: 

i. In an election year, delivery by the Chair 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 Chair of the 
Council of his/her/their acceptance of office form unless the Council resolves for 
this to be done at a later date; 
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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; 

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; 

k The following must be reviewed annually – this can be at the annual meeting or at a 
meeting later in the year 

i. Review of inventory of land and other assets including buildings and office 
equipment.   

ii. Confirmation of arrangements for insurance cover in respect of all insurable 
risks; 

iii. Review of the Council’s and/or staff subscriptions to other bodies; 

iv. Review of the Council’s complaints procedure; 

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

vi. Review of the Council’s policy for dealing with the press/media; 

vii. Review of the Council’s employment policies and procedures; 

viii. Review of the Council’s expenditure incurred under s.137 of the Local 
Government Act 1972 or the general power of competence. 

ix. Determining the time and place of ordinary meetings of the Council up to and 
including the next annual meeting of the Council.  
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 EXTRAORDINARY MEETINGS OF THE COUNCIL, 
COMMITTEES AND SUB-COMMITTEES 
 

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

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

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

d If the chair of a committee does not call an extraordinary meeting within 7 days of 
having been requested to do so by 2 members of the committee, any 2 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 3 councillors to be given to the Proper Officer 
in accordance with standing order 9, or by a motion moved in pursuance of the 
recommendation of a committee. 

b When a motion moved pursuant to standing order 7(a) has been disposed of, no 
similar motion may be moved for a further six months. 

 VOTING ON APPOINTMENTS 
 

a 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 chair of the meeting. 
 

 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.  
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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 9(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 9(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 5 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 chair 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 Motions received shall be recorded and numbered in the order that they are received. 

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

 

 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; 

ii. to move to a vote;  

iii. to defer consideration of a motion;  

iv. to refer a motion to a particular 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; 
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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 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 
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with standing order 10(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 chair of the meeting and stand as an accurate record of the 
meeting to which the minutes relate.  

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

“The chair of this meeting does not believe that the 
minutes of the meeting held on [date] in respect of (   ) 
were a correct record but his/her/their 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 12(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(u).  
 

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

b Unless he/she/they has been granted a dispensation, a councillor or non-councillor 
with voting rights shall withdraw from a meeting when it is considering a matter in 
which he/she/they has a disclosable pecuniary interest.  He/she/they may return to 
the meeting after it has considered the matter in which he/she/they had the interest. 

c Unless he/she/they has been granted a dispensation, a councillor or non-councillor 
with voting rights shall withdraw from a meeting when it is considering a matter in 
which he/she/they has another interest if so required by the Council’s code of 
conduct.  He/she/they may return to the meeting after it has considered the matter in 
which he/she/they had the interest. 

d Dispensation requests 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 
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the dispensation is required. 

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

f 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 four years for which the 
dispensation is sought; and  

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

g Subject to standing orders 13(d) and (f), a dispensation request shall be considered at 
the beginning of the meeting of the Council, or committee or for which the dispensation 
is required. 

h A dispensation may be granted in accordance with standing order 13(e) if having regard 
to all relevant circumstances any of the following apply: 

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;  

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

b Where the notification in standing order 14(a) relates to a complaint made by the 
Proper Officer, the Proper Officer shall notify the Chair of Council of this fact, and the 
Chair shall nominate another staff member to assume the duties of the Proper Officer 
in relation to the complaint until it has been determined and the Council has agreed 
what action, if any, to take in accordance with standing order 14(d). 

c The Council may: 

i. provide information or evidence where such disclosure is necessary to investigate 
the complaint or is a legal requirement; 
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ii. seek information relevant to the complaint from the person or body with 
statutory responsibility for investigation of the matter; 

d 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 what, if 
any, action to take against him.  Such action excludes disqualification or suspension 
from office. 

 

 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, 

 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 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 9, include on the agenda all motions in the order 
received unless a councillor has given written notice at least 7 days before the 
meeting confirming his/her/their withdrawal of it; 

iii. convene a meeting of the Council for the election of a new Chair of the Council, 
occasioned by a casual vacancy in his/her/their 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; 
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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 Chair or in 
his/her/their absence the Vice chair 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; and 

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). 

 

 RESPONSIBLE FINANCIAL OFFICER  
 

a The Council shall appoint appropriate staff member(s) to undertake the work of the 
Responsible Financial Officer when the Responsible Financial Officer is absent. 
 

 ACCOUNTS AND ACCOUNTING STATEMENTS 
 

a “Proper practices” in standing orders refer to the most recent version of “Governance 
and Accountability for Local Councils – 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 and 31 December in 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 
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which includes a comparison with the budget for the financial year and highlights 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 shall consider and approve financial regulations drawn up by the 
Responsible Financial Officer, which shall 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 
required 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 and 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 standing order 18(f) 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 
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execution of works shall include, as a minimum, the following steps: 

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

ii. an invitation to tender shall be drawn up to confirm (i) the Council’s specification 
(ii) the time, date and address for the submission of tenders (iii) the date of the 
Council’s written response to the tender and (iv) 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. 

e. Neither the Council, nor a committee or a 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 Contracts 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 
council or staffing committee is subject to standing order 11. 

b Subject to the Council’s policy regarding absences from work, the Council’s most 
senior member of staff shall notify the chair of the council ors staffing committee or, if 
he/she/they is not available, the vice-chair of the staffing committee of absence 
occasioned by illness or other reason and that person shall report such absence to the 
council or committee at its next meeting. 

c The chair of the council or in his/her/their absence, the vice-chair shall upon a 
resolution conduct a review of the performance and annual appraisal of the work of 
the Clerk.  

d Subject to the Council’s policy regarding the handling of grievance matters, the 
Council’s most senior member of staff of staff shall contact the chair of the staffing 
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committee or in his/her/their absence, the vice-chair of 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. 

e Subject to the Council’s policy regarding the handling of grievance matters, if an 
informal or formal grievance matter raised by the Clerk relates to the chair or vice-
chair of the staffing committee this shall be communicated to another member of 
staffing committee, which shall be reported back and progressed by resolution of the 
staffing committee.  

f 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. 

 

g In accordance with standing order 11(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.  If gross annual income or expenditure (whichever is the higher) exceeds £200,000 
The Council, shall publish information in accordance with the requirements of the 
Local Government (Transparency Requirements) (England) Regulations 2015. 
 

 RESPONSIBILITIES UNDER DATA PROTECTION 
LEGISLATION  

 
(Below is not an exclusive list).  
 

See also standing order 11. 
 

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/her/their 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. 
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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 15(b)(xii) and (xvii). 

 

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

b 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 UNITARY COUNCILLORS 
 

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

 
 

 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. 
 

 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 
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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 2 councillors to be given 
to the Proper Officer in accordance with standing order 9. 

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

 

 

Revised Standing Orders Adopted 19 July 2022 
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CARLYON PARISH COUNCIL EXPENSES POLICY 

Purpose 

This policy sets out the Council's rules on how employees can claim for expenses incurred 
in the performance of their duties for the Council.  The purpose of this policy is to ensure 
that employees are properly reimbursed for legitimate business expenses and to ensure 
that these expenses are treated appropriately for tax purposes.  It does not apply to 
councillors. 

General procedure 

The Council will reimburse you for actual expenditure that is incurred wholly, necessarily 
and exclusively in connection with authorised duties that you undertake in the course of 
your employment.  To claim for expenses, you must set out the reasons why the expense 
was incurred on the monthly payment schedule. If you are unsure whether an expense can 
be claimed, you must seek prior written authorisation from the Chair. 

Expenses will not be paid unless supporting evidence is provided.  This should include 
original receipts or invoices with the date and time of the transaction (unless you are 
claiming for mileage).  When claiming for travel expenses on public transport, you should 
enclose the tickets showing the departure point and destination of your journey, where 
possible. Credit and debit card statements will not be accepted. Where you are submitting 
a VAT receipt, you should set out: 

 the name and VAT registration number of the retailer or service provider; 
 the goods and services provided; and 
 the amount of VAT payable. 

 

Expenses claims must be submitted in a timely manner of the expense being incurred. 

The Council will pay claims for authorised expenses by BACS transfer into the same bank 
account into which your salary is paid. 

In general, you should not incur expenses other than in the categories listed below. 
However, if you have claims for expenditure other than for those categories listed below, 
you should seek written approval from the Chair before incurring the expense. The Council 
will accept email as written approval where it is required in this policy. 

Any queries in relation to this policy should be directed to the Chair. 

Homeworkers 

If you are a Homeworker, your normal place of work as stated in your contract will be your 
home.  The council will reimburse all reasonable expenses incurred by homeworkers in the 
course of their duties upon receipt of satisfactory claims. 

The council will provide the following equipment necessary to enable homeworking 
employees to do their job. 

 Desk with lockable drawer (or separate secure document store) 
 Laptop or personal computer 
 Printer] 
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The council will also pay the employee for the costs associated with heating, lighting, etc. 
HMRC rules allow for some of these expenses to be paid tax-free (see HMRC guidance: 
www.gov.uk/expenses-and-benefits-homeworking/whats-exempt ). 

Training 

When attending training courses all employees and be able to claim travel expenses for the 
difference in the usual home to work costs.  Where the training takes place outside 
contracted daily hours, part-time employees should be paid on the basis as time spent on 
training is working time. 

Some training can be very expensive and as a condition for funding training, the council 
requires full repayment of all costs incurred for any training course in excess of £750 
should an employee not complete the training or leave the council within a year of 
completion.  Repayment of costs reduces to 50%] reimbursement in the second year. 

Travel 

Employees and managers should consider whether or not travel is necessary or if there are 
more appropriate means (for example tele-conferencing or video-conferencing). 

Rail 

You may claim for standard class rail fares only.  Where possible, rail journeys should be 
booked well in advance to benefit from any discounts for early booking. 

Use of your own car 

It may be appropriate and cost-effective to use your own car when travelling on business, 
for example if you are travelling with other staff or councillors or, where there is limited 
public transport to your destination, or the journey time is significantly shorter than using 
public transport.  Any use of your own car on business is subject to you: 

 holding a full UK driving licence; 
 ensuring that your car is roadworthy and fully registered; and 
 holding comprehensive motor insurance that provides for business use. 

Prior authorisation should be sought from the Chair, before using your own car on 
business. The Council accepts no liability for any accident, loss, damage or claim arising 
out of any journey that you make on business.  The Council will not pay for the cost of any 
insurance policy on your own car. 

To claim for petrol expenditure, you should set out the distance of the journey undertaken 
on your expenses claim form.  The Council will pay you a mileage allowance of 45p per mile 
for mileage under 10,000 miles and 25p per mile for mileage over 10,000 miles, or such 
other rate as set out from time to time by HM Revenue and Customs.  The Council will pay 
for tolls, congestion charges and parking costs incurred, where applicable. 

Use of bicycle or Motorcycle 

If use of your bicycle or motorcycle is approved, you can claim a mileage allowance of 20p 
per mile respectively. Any use of your own motorcycle on business is subject the same 
requirements as a car (see above). 

Taxis 

Any use of taxis will require prior approval and only in limited circumstances. These are: 
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 where taking a taxi would result in a significantly shorter travel time than using 
public transport; 

 where there is no available public transport (such as between a railway station and 
venue) 

 where there are several employees travelling together; or 
 where personal security and safety of employees is an issue, for example taxis may 

be permitted after 9.30pm. 

You must obtain a receipt with details of the date, place of departure and destination of the 
journey. 

Overnight accommodation 

As a guideline for travel on council business you should book accommodation equivalent to 
three-star standard or less. You may book hotel accommodation of up to £120 maximum in 
a major city and £100 elsewhere.  It is your responsibility to ensure that any hotel 
reservations are cancelled within the required cancellation period if they are no longer 
required. 

Meals 

If you are required to be away from home on council business, you may claim up to: 

 £10 for breakfast (if this is not included in the hotel room rate); 
 £15 for lunch; 
 £20 for dinner and 
 a daily allowance of £5 per night for general incidental costs such as a newspaper or 

telephone calls.] 

The maximum amounts above are inclusive of drinks.  Alcohol cannot be reclaimed under 
any circumstances. 

You should supply receipts and invoices for all hotel and meal expenses other than for the 
daily allowance, where no receipt is required. 

Entertainment/gifts 

The Council has strict rules about offering or receiving both entertainment and gifts. Any 
gifts, rewards or entertainment offered to you should be reported immediately to the Chair. 
As a general rule, small tokens of appreciation, for example flowers or a bottle of wine, 
may be retained by employees. 

Annual events  

The Council may decide to hold a staff event, such as a Christmas meal or other 
celebration.  Except where agreed to the contrary, attendance is not compulsory, and you 
will remain responsible for any expenses you incur. 

Expenses that will not be reimbursed 

The Council will not reimburse you for: 

 the cost of any travel between your home and usual place of work (except in 
exceptional circumstances for early morning/late night transport as set out above); 

 the cost of any travel undertaken for personal reasons; 
 the cost of any travel for your partner or spouse; 
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 any fines or penalties incurred while on council business for whatever reason, 
including penalties for not paying for a rail ticket in advance of boarding the train 
and penalties or fines associated with motoring offences, including speeding or 
parking fines, clamping or vehicle recovery charges; 

 alcohol; and 
 cash advances or withdrawals from an ATM machine. 

You are required to pay for any travel costs incurred by your partner or spouse in the event 
that he or she accompanies you on business. Your spouse or partner must have adequate 
travel insurance for that journey. 

False claims 

If the Council considers that any expenditure claimed was not legitimately incurred on 
behalf of the Council, it may request further details from you.  The Council will thoroughly 
investigate and check any expenses claim as it sees fit. It may withhold payment where 
insufficient supporting documents have been provided.  Where payment has been made to 
you prior to the discovery that the claim was not legitimate or correct, it may deduct the 
value of that claim from your salary. 

Any abuse of the Council's expenses policy will not be tolerated. This includes, but is not 
limited to: 

 false expenses claims; 
 claims for expenses that were not legitimately incurred; 
 claims for personal gain; 
 claims for hospitality and/or gifts without them having been declared; and 
 receipt by you of hospitality and/or gifts from contacts that may be perceived to 

influence your judgment. 

The Council will take disciplinary action where appropriate and, in certain circumstances, 
may treat a breach of this policy as gross misconduct, which may result in your summary 
dismissal.  In addition, the Council may report the matter to the police for investigation and 
criminal prosecution. 

This is a non-contractual procedure which will be reviewed from time to time. 

Date of policy: July 2022 
Date of approving meeting: 19 July 2022 
Policy version reference: v1 
Supersedes: N/a 
Policy effective from: August 2022 
Date for next review: July 2024 
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Agenda Item 14 (i) Jubilee Celebration Expenditure 

Original budget £2,000 increased to £2,500 (Min22/013)     
   Net   VAT   Total    
Bunting M Rundle  £                  270.00   £                           -     £    270.00    

Sound Equipment 
Freq Audio 
Systems  £                  650.00   £                  123.00   £    780.00    

Generator Ellis Event £519.50  £                  103.90   £    623.40  
Portaloos Brandon Hire  £                  180.00   £                    36.00   £    216.00    
Beacon Bullfinch  £                  490.00   £                    98.00   £    588.00    
Safety fencing and 
canes M A Grigg  £                    44.10   £                       8.82   £       52.92    
Alex Giles Performing  £                    75.00   £                           -     £       75.00    
Celtic Music Services Fable and Fusion  £                  300.00   £                           -     £    300.00    

Sweets Costco (£30)    £        0.07  
 7p 
profit   

Banners and flyers Vistaprint  £                  146.28   £                    29.26   £    175.54    

Fire extinguisher 
Fire Extinguisher 
shop  £                    30.68   £                       6.14   £       36.82    

Topsoil 
Roseland Plant 
Centre  £                    19.95   £                       3.99   £       23.94    

Toilet rolls and 
sanitiser Aldi 

 £                       
6.71   £                       1.34   £         8.05    

     £ 3,149.74    
   £              2,732.22   £                  410.45  £3,149.67   
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Carlyon Parish Council Budget Monitor Report to 30 June 2022  
 Budget Expenditure % of Budget 

 £ £ £ 
Employee Costs    
Clerk's salary (including oncosts)  £    11,000.00   £    2,206.59  20.06% 
Training & conference expenses  £         750.00   £         75.00  10.00% 
Clerks Room Allowance  £         320.00   £       156.00  48.75% 
Clerk's travel and subsistence  £         350.00   £       129.15  36.90% 
Total employee related costs  £   12,420.00   £   2,566.74  20.67% 

    
Administration Costs    
Office expenses  £         750.00   £         21.86  2.91% 
Postage  £         200.00   0.00% 
Photocopying  £         150.00   0.00% 
Office equipment  £         600.00   0.00% 
Insurance  £         600.00   0.00% 
Subscriptions  £         800.00   £       541.37  67.67% 
Website  £         500.00   £       126.00  25.20% 
Audit Fees  £         500.00   £       200.00  40.00% 
Bank charges  £         200.00   £         27.00  13.50% 
Books and Publications  £         100.00   0.00% 
Meeting Expenses  £         300.00   0.00% 
Total Administration Costs  £      4,700.00   £       916.23  19.49% 

    
Other Expenses    
Chairman's Allowance  £         100.00   0.00% 
Councillors Travel/Subsistence  £         500.00   0.00% 
Parish Maintenance  £    10,000.00   £    1,744.00  17.44% 
Parish Projects  £      7,000.00   £       909.26  12.99% 
Parish Newsletter  £      1,000.00   0.00% 
Events  £      2,000.00   £    2,431.24  121.56% 
Carlyon Recreation Field  £      1,500.00   £       100.00  6.67% 
Tregrehan Recreation Fields  £      1,500.00   £       180.00  12.00% 
Neighbourhood Plan  £      2,000.00   0.00% 
Tregrehan Methodist Church   £       750.00   
Total Other Expenses  £   25,600.00   £   6,114.50  23.88% 
Total VAT   £      1,500.00   £       863.33   
    
Total Expenditure  £   44,220.00   £ 10,460.80  23.66% 

    
Reserves    
Community building  £    84,250.00   0.00% 
CIL  £    22,540.00    
Election Fund  £      1,000.00    
Tregrehan Playing Fields Transfer  £      3,000.00    
General Contingency  £    15,000.00   £                -    0.00% 
Total Reserves  £ 125,790.00   £                -    0.00% 

    
Income    
Precept  £    35,069.13   £ 17,534.57  50.00% 
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CTSG  £         124.06   £         62.03   
VAT  £      1,000.00   £       424.34   
CIL  £                  -     £    5,617.00   
Other Income   £       428.47   
Total Income  £   36,193.19   £ 24,066.41   
    
Balance as at 31/03/2022    £ 135,317.05  

 Add income   £    24,066.41  

 Less expenditure  £    10,460.80  

    £ 148,922.66  

Bank Reconciliation    
Balance as at 30/06/2022 Current Account  £    58,148.37  

 Less outstanding payments  £                  -    

    £    58,148.37  

Balance as at 30/06/2022 
Instant 
Access   £    90,774.29  

    

 Total Funds Held  £ 148,922.66  
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Correspondence received since the last meeting 

 Details of CALC training programme 
 Citizens Advice Cornwall newsletter 
 Details of vacancies on Cornwall Council Standards Committee 
 Correspondence regarding the closure of the SWCP  
 Invitation to attend an Imerys Community Liaison Group meeting on 19 July 
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Carlyon Parish Council  

 
Dear Councillor 
 
You are summoned to attend a Meeting of Carlyon Parish Council to be held on Tuesday 
19 July 2022 at 6.00 pm in Charlestown Primary School 
 
Julie Larter 
 
Mrs Julie Larter 
Clerk  
12 July 2022 
 
01872 501101 
clerk@carlyon-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 21 June 2022 
To resolve that the minutes of the above meeting be signed as a correct 
record of the meeting 
 

 
 

 
Pages 4-8  

3. Declarations of Interest on Items on the Agenda 
(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. 
(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. 
 

 

4. Chairman’s Announcements 
 

 

5. 
 
 
 

Public Participation  
The Chairman will invite Members of the public to address the meeting 
in relation to the business to be carried out at the meeting 
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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 
 

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

 

7. 
 

Planning Applications and Related Matters 
(a) To consider a response to consultation by the Planning Authority on 
the following applications and any applications received after 
publication of this summons 
 
(i) PA22/04993 – Boscundle Manor: Listed Building Consent for 
demolition and construction of orangery, replacement double glazing to 
main house 
 
(ii) PA22/05533 – Cuddra Aquatics: Change of use of previously 
developed land from A1 retail to 9 residential park homes, including 
external terraces and internal access. 
 
(iii) PA22/05871 – 39 Chatsworth Way: Retention and completion of 
remodelling of bungalow with a rear kitchen/en-suite extension 
 
(b) To receive an update on the following planning application:  
PA22/00415 – Mid Cornwall Business Centre, Par Moor Road: 
Construction of a new vehicular access to the existing site from Cypress 
Avenue 
 

 
 
 
 
 
 
 
 
 
 

8. Neighbourhood Plan 
To note any progress 
 

 

9. Community Energy Projects 
To receive a presentation  
 

 

10. Government Review into Short-Term Tourist Accommodation 
To consider responding to a consultation 
https://www.gov.uk/government/news/government-launches-review-
into-short-term-tourist-accommodation  
 

 

11. Policies and Procedures 
(i) To adopt new Standing Orders and review current Financial 
Regulations 
(ii) To adopt an expenses policy 
 

 
 

Pages 9-29 
 
 

Page 30-33 

12. Parish Projects 
To receive an update and authorise any expenditure 
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13. Parish Issues 
(i) Tregrehan Jubilee Park 
(a) To consider making a contribution towards materials for a parking    
sign 
(b) To note any concerns  
(ii) West Crinnis Fields 

(a) To consider the future of the dog waste bag dispenser 
(b) To note any concerns 

(iii) Beach Development 
To note the current situation 

(iv) Tregrehan Methodist Church 
      To note the current situation 
(v) Highways 
     To note any concerns 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

14. Financial Matters 
(i) To note the final expenditure on the Jubilee party 
(ii) To note the current financial position and authorise payments 
 

 
 
Page 34 
Pages35-36 
 

15. Training/Meetings Attended 
To note any training or meetings attended by members or the Clerk 
 

 
 

16. Correspondence 
To note any correspondence received since the last meeting 
 

 
 
Page 37 
 

17. Dates for the Diary  
To note dates for members’ diaries 
 

 

18. Dates of Forthcoming Meetings (Ch = Charlestown Primary School; 
T=Tregrehan Methodist Church) 
20 September (Ch), 18 October (T), 15 November (Ch), 20 December 
(T) 
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MINUTES of a MEETING OF CARLYON PARISH COUNCIL held on 21 June 2022 at 
6.00 pm in Tregrehan Methodist Centre  

Present: Cllrs Paul Trudgian (Chairman), Myles Breary, Ann Taylor, Lynn Parsons, Heidi 
Clemo, Nathan Cooper 

In attendance: Julie Larter (Clerk); 11 members of the public. 

 

(22/020) Apologies for Absence 

Apologies were received from Cllr James Mustoe, CC. 

 

(22/021) Minutes of the Annual Meeting of the Parish Council held on 17 May 
2022 

It was RESOLVED that the minutes of the Annual Meeting of the Parish Council 
held on 17 May 2022 be signed as an accurate record of the meeting. 

 

(22/022) Declarations of Interest on Items on the Agenda 

There were no declarations of Interest. 

 

(22/023) Chairman’s Announcements 

The Chairman thanked everyone involved in the Jubilee events in Carlyon Bay and 
Tregrehan Mills.  The Chairman also introduced 2 residents who are interested in joining 
the council. 

 

(21/024) Public Participation 

A member of the public thanked the parish council for the grant it gave towards the Jubilee 
celebrations in Tregrehan Mills.  The resident then also thanked the council for giving 
permission for her to hold a birthday party on the field. 

A member of the public enquired about the current situation regarding the South West 
Coast Path between Carlyon Bay and Charlestown.  The Clerk said that The Ramblers have 
now withdrawn their objection to the proposed Public Path Order subject to certain 
conditions.  Cornwall Council is hopeful that the path can be reopened shortly. 

 

(22/025) Cornwall Councillor’s Report 

In the absence of Cllr Mustoe, the Clerk summarised Cllr Mustoe’s report.  Cllr Mustoe 
commended the community on the recent Jubilee celebrations, which he was delighted to 
take part in.  Cllr Mustoe gave an update on the Par Moor cycle path improvements which 
are progressing well.   

Cllr Mustoe’s full report is on the parish council’s website. 
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(22/026) Planning Applications and Related Matters 

(i) PA22/05115 - 33 Sea Road: Removal of conservatory and erection of a sunroom 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(ii) PA22/05065 – Land South of 1 Gloucester Avenue: Construction of a new dwelling 
without compliance with condition 1 of decision notice Pa21/08829 dated 20/10/2022 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(iii) PA22/04823 – 31 Fairway: Extensions and general alterations 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(b) Update on PA22/00415 – Mid Cornwall Business Centre, Par Moor Road: Construction of 
a new vehicular access to the existing site from Cypress Avenue: 

No update was available 

(c) It was noted that a 5 day protocol letter had been received regarding PA21/05322 – Bal 
House, 18 Appletree Lane and council had responded stating that they agreed with the 
planning officer’s decision to refuse the application on the grounds that the applicant had 
failed to provide the information she had requested. 

 

(22/027) Neighbourhood Plan 

The Chairman confirmed that he has contacted a planning consultant asking him to write 
the required Basic Conditions Statement and is awaiting a response. 

 

(22/028) Parish Projects 

Jubilee Celebrations 

Final expenditure for the Jubilee event will be reported at next month’s meeting. 

 

Cllr Cooper joined the meeting. 

 

(22/029) Parish Issues 

(i) Jubilee Fields 

A member of the public spoke expressing his concerns regarding children and teenagers 
using the Jubilee field to play football.  The member of the public said that there was 
excessive noise, swearing and littering and that the ground was becoming damaged.  He 
also referenced that games of football restricted the use of the field for other residents and 
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that he did not believe the children using the field were local.  He asked for the goalposts 
to be taken down 

The Chairman said that the goalposts had been in place for decades and that it would not 
be reasonable to remove this long standing amenity on the request of one resident.  
Furthermore he had heard positive reports about the youngsters in general and that any 
issues were probably only caused by the minority and were an exception.  He added that 
the Jubilee field is a public open space and it is not practicable or reasonable to restrict the 
use of the field to village residents only.  The Chairman, with the agreement of the other 
councillors, said that the Parish Council’s position on the goal posts, and the use of the 
field, would not be reconsidered unless a significant number of residents could demonstrate 
a majority view in accordance with the member of the public’s request to remove the goal 
posts. 

Reflecting the member of the public’s comment regarding litter, the Clerk was asked to 
speak to Biffa to see if the dog waste bin could be replaced with a multi-use bin. 

The Chairman expressed the thanks of the parish council to Toby from the Football Golf 
who has undertaken vertidrain and re-seeding work free of charge to improve the field for 
the use of all members of the public. 

(ii) Sea Road Recreation Area 

It was RESOLVED that in the future these fields should be known as West Crinnis 
Fields and the purchase of a sign costing £175 was duly authorised. 

Concern was raised about the high volume of usage of dog waste bags from the dispenser 
as it appears that the provision of free bags is being abused.  The matter is to be reviewed 
at next month’s meeting. 

The Chairman explained that parking cones lent to Sea Road Residents’ Association had 
been removed after a visually impaired member of the public tripped on one and 
threatened legal action if they were not removed.  The Chairman subsequently attended a 
meeting of Sea Road Residents’ Association who are proposing putting double yellow lines 
between no 83 and the junction with Fairway.  SRRA have asked whether the parish council 
would be willing to support this measure and make a contribution towards the cost.  It is 
not possible for the council to offer money towards yellow lining on this private road, 
however it was RESOLVED to make a grant of £250 towards the cost of signage.  
Cllrs were concerned that this is a peace-meal approach to problem parking. 

(iii) Beach Development 

Dogs will be permitted on the beach over the summer once agreement has been reached 
between CEG and Biffa regarding the disposal of dog waste. 

(iv) Tregrehan Methodist Church 

No update was available. 

(v) Highways Matters 

Councillors remain concerned about the safety of the traffic build out over the stream and 
the Clerk is to ask the Highways Manager for another meeting. 

 

(22/030) Financial Matters 



 

7 
 

(i) It was RESOLVED to accept a quote from Complete Weed Control for pavement 
weed spraying in Carlyon Bay and Tregrehan Mills. 

(ii) It was noted that Cllr Taylor undertook an internal control check on 7 June. 

(iii) Current balances were noted and the following payments were authorised: 

DD Lloyds Bank Credit card £188.63 

BACS Cormac Solutions Removal of vegetation (min 21/151) £188.00 

BACS JP Hermes Reimbursement for Jubilee plaque (min21/113) (v) £135.00 

BACS M A Grigg Safety fencing and poles for Jubilee party £52.92 

BACS Alex Giles Performing at Jubilee party £75.00 

BACS Celtic Music Services Performing at Jubilee party £300.00 

BACS Hay Nurseries Replanting planters £132.00 

BACS HMRC PAYE/NI * 

BACS Mrs J Larter June salary * 

BACS Cornwall Pension Fund EE and ER contributions * 

DD Unity Trust Bank Quarterly bank charges 18.00 

 

(22/031) Meetings/Training Attended by Councillors or the Clerk 

9 June – Clerk attended an SLCC meeting for clerks to smaller councils 

9 June – Cllr Taylor attended the St Austell and Mevagissey Community Network Panel 
meeting 

15 June – Clerk attended a training session for town and parish councils about installing 
electric vehicle charging points 

 

(22/032) Correspondence Received 

A list of correspondence had previously been circulated and the following correspondence 
had been received after publication of the agenda: 

 CALC information regarding changes to the planning system 
 Invitation to attend Cormac engagement events 
 Civility and Respect newsletter 
 Several emails expressing thanks for the Jubilee events 
 Email from a resident offering to address a parish council about community energy 

projects.  The gentleman is to be invited to a future meeting 
 

(22/033) Dates for the Diary 

There were no dates for the diary. 

 

(22/034) Dates of Forthcoming Meetings  

19 July (Ch), 20 September (Ch), 18 October (T), 15 November (Ch), 20 December (T) 
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The meeting closed at 6.49pm 

 

 

 

 

………………………………………………                …………………………………………………….. 

Chairman                                            Date       
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INTRODUCTION 

This is version two of Model Standing Orders 2018 (England) updated on April 2022. 
Update to Model Standing Order 18 only. 

 

Standing orders are the written rules of a local council. Standing orders are essential to 
regulate the proceedings of a meeting.  A council may also use standing orders to confirm 
or refer to various internal organisational and administrative arrangements.  The standing 
orders of a council are not the same as the policies of a council but standing orders may 
refer to them.  

 

 

 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 chair 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 chair 
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 chair of the meeting, is expressed in writing to the 
chair.  

h A councillor may move an amendment to his/her/their 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 chair 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 chair of the meeting.  

k One or more amendments may be discussed together if the chair of the meeting 
considers this expedient but each amendment shall be voted upon separately. 
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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 immediately 
before it is put to the vote. 

o Unless permitted by the chair 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/she/they 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/she/they 
considers has been breached or specify the other irregularity in the proceedings of the 
meeting he/she/they is concerned by.  

q A point of order shall be decided by the chair of the meeting and his/her/their 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 chair of the meeting 
shall be satisfied that the motion has been sufficiently debated and that the mover of 
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the motion under debate has exercised or waived his/her/their 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 chair of the meeting. 
 

 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 chair of the meeting 
shall request such person(s) to moderate or improve their conduct. 

b If person(s) disregard the request of the chair of the meeting to moderate or improve 
their conduct, any councillor or the chair 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 chair 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 in respect of the business on the agenda. 

f The period of time designated for public participation at a meeting 
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in accordance with standing order 3(e) shall not exceed 15 minutes 
unless directed by the chair of the meeting. 

g Subject to standing order 3(f), a member of the public shall not 
speak for more than 2 minutes. 

h 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 
chair of the meeting may direct that a written or oral response be 
given. 

i A person shall raise his/her/their hand when requesting to speak 
and stand when speaking except when a person has a disability or 
is likely to suffer discomfort. 

j A person who speaks at a meeting shall direct his/her/their 
comments to the chair of the meeting. 

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

l Subject to standing order 3(m), a person who attends a meeting is 
permitted to report on the meeting whilst the meeting is open to 
the public.  To “report” means to film, photograph, make an audio 
recording of meeting proceedings, use any other means for 
enabling persons not present to see or hear the meeting as it takes 
place or later or to report or to provide oral or written commentary 
about the meeting so that the report or commentary is available as 
the meeting takes place or later to persons not present.  A person 
reporting the meeting is to inform the chair that he/she/they intend 
recording the meeting. 

m A person present at a meeting may not provide an oral report or 
oral commentary about a meeting as it takes place without 
permission.    

n 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.  

o Subject to standing orders which indicate otherwise, anything 
authorised or required to be done by, to or before the Chair of the 
Council may in his/her/their absence be done by, to or before the 
Vice-Chair of the Council. 

p The Chair of the Council, if present, shall preside at a meeting.  If 
the Chair is absent from a meeting, the Vice-Chair of the Council if 
present, shall preside.  If both the Chair and the Vice-Chair are 
absent from a meeting, a councillor as chosen by the councillors 
present at the meeting shall preside at the meeting. 
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q 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.  

r The chair 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/her/their casting vote whether or not he/she/they gave an 
original vote. 

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

s 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/her/their vote for or 
against that question. Such a request shall be made before moving 
on to the next item of business on the agenda. 

t 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 who are present and the names of 
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. 

u 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/her/their right to participate and vote on that matter. 

v 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. 
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w 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.  

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

 

 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 4(b) and (c), appoint and determine the terms 
of office of members of such a committee; 

v. may, subject to standing orders 4(b) and (c), appoint and determine the terms 
of office of the substitute members to a committee whose role is to 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 
chair of the standing committee; 

vii. shall permit a committee other than a standing committee, to appoint its own 
chair 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;  
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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 Chair and Vice-Chair of the Council. 

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

g The Vice-Chair of the Council, unless he/she/they resigns or becomes disqualified, 
shall hold office until immediately after the election of the Chair of the Council at the 
next annual meeting of the Council. 

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

j Following the election of the Chair of the Council and Vice-Chair of the Council at the 
annual meeting, the business shall include: 

i. In an election year, delivery by the Chair 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 Chair of the 
Council of his/her/their acceptance of office form unless the Council resolves for 
this to be done at a later date; 
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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; 

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; 

k The following must be reviewed annually – this can be at the annual meeting or at a 
meeting later in the year 

i. Review of inventory of land and other assets including buildings and office 
equipment.   

ii. Confirmation of arrangements for insurance cover in respect of all insurable 
risks; 

iii. Review of the Council’s and/or staff subscriptions to other bodies; 

iv. Review of the Council’s complaints procedure; 

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

vi. Review of the Council’s policy for dealing with the press/media; 

vii. Review of the Council’s employment policies and procedures; 

viii. Review of the Council’s expenditure incurred under s.137 of the Local 
Government Act 1972 or the general power of competence. 

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



 

18 
 

 EXTRAORDINARY MEETINGS OF THE COUNCIL, 
COMMITTEES AND SUB-COMMITTEES 
 

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

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

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

d If the chair of a committee does not call an extraordinary meeting within 7 days of 
having been requested to do so by 2 members of the committee, any 2 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 3 councillors to be given to the Proper Officer 
in accordance with standing order 9, or by a motion moved in pursuance of the 
recommendation of a committee. 

b When a motion moved pursuant to standing order 7(a) has been disposed of, no 
similar motion may be moved for a further six months. 

 VOTING ON APPOINTMENTS 
 

a 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 chair of the meeting. 
 

 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.  
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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 9(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 9(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 5 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 chair 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 Motions received shall be recorded and numbered in the order that they are received. 

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

 

 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; 

ii. to move to a vote;  

iii. to defer consideration of a motion;  

iv. to refer a motion to a particular 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; 
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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 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 
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with standing order 10(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 chair of the meeting and stand as an accurate record of the 
meeting to which the minutes relate.  

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

“The chair of this meeting does not believe that the 
minutes of the meeting held on [date] in respect of (   ) 
were a correct record but his/her/their 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 12(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(u).  
 

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

b Unless he/she/they has been granted a dispensation, a councillor or non-councillor 
with voting rights shall withdraw from a meeting when it is considering a matter in 
which he/she/they has a disclosable pecuniary interest.  He/she/they may return to 
the meeting after it has considered the matter in which he/she/they had the interest. 

c Unless he/she/they has been granted a dispensation, a councillor or non-councillor 
with voting rights shall withdraw from a meeting when it is considering a matter in 
which he/she/they has another interest if so required by the Council’s code of 
conduct.  He/she/they may return to the meeting after it has considered the matter in 
which he/she/they had the interest. 

d Dispensation requests 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 
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the dispensation is required. 

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

f 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 four years for which the 
dispensation is sought; and  

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

g Subject to standing orders 13(d) and (f), a dispensation request shall be considered at 
the beginning of the meeting of the Council, or committee or for which the dispensation 
is required. 

h A dispensation may be granted in accordance with standing order 13(e) if having regard 
to all relevant circumstances any of the following apply: 

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;  

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

b Where the notification in standing order 14(a) relates to a complaint made by the 
Proper Officer, the Proper Officer shall notify the Chair of Council of this fact, and the 
Chair shall nominate another staff member to assume the duties of the Proper Officer 
in relation to the complaint until it has been determined and the Council has agreed 
what action, if any, to take in accordance with standing order 14(d). 

c The Council may: 

i. provide information or evidence where such disclosure is necessary to investigate 
the complaint or is a legal requirement; 
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ii. seek information relevant to the complaint from the person or body with 
statutory responsibility for investigation of the matter; 

d 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 what, if 
any, action to take against him.  Such action excludes disqualification or suspension 
from office. 

 

 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, 

 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 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 9, include on the agenda all motions in the order 
received unless a councillor has given written notice at least 7 days before the 
meeting confirming his/her/their withdrawal of it; 

iii. convene a meeting of the Council for the election of a new Chair of the Council, 
occasioned by a casual vacancy in his/her/their 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; 
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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 Chair or in 
his/her/their absence the Vice chair 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; and 

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). 

 

 RESPONSIBLE FINANCIAL OFFICER  
 

a The Council shall appoint appropriate staff member(s) to undertake the work of the 
Responsible Financial Officer when the Responsible Financial Officer is absent. 
 

 ACCOUNTS AND ACCOUNTING STATEMENTS 
 

a “Proper practices” in standing orders refer to the most recent version of “Governance 
and Accountability for Local Councils – 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 and 31 December in 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 
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which includes a comparison with the budget for the financial year and highlights 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 shall consider and approve financial regulations drawn up by the 
Responsible Financial Officer, which shall 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 
required 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 and 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 standing order 18(f) 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 
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execution of works shall include, as a minimum, the following steps: 

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

ii. an invitation to tender shall be drawn up to confirm (i) the Council’s specification 
(ii) the time, date and address for the submission of tenders (iii) the date of the 
Council’s written response to the tender and (iv) 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. 

e. Neither the Council, nor a committee or a 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 Contracts 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 
council or staffing committee is subject to standing order 11. 

b Subject to the Council’s policy regarding absences from work, the Council’s most 
senior member of staff shall notify the chair of the council ors staffing committee or, if 
he/she/they is not available, the vice-chair of the staffing committee of absence 
occasioned by illness or other reason and that person shall report such absence to the 
council or committee at its next meeting. 

c The chair of the council or in his/her/their absence, the vice-chair shall upon a 
resolution conduct a review of the performance and annual appraisal of the work of 
the Clerk.  

d Subject to the Council’s policy regarding the handling of grievance matters, the 
Council’s most senior member of staff of staff shall contact the chair of the staffing 
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committee or in his/her/their absence, the vice-chair of 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. 

e Subject to the Council’s policy regarding the handling of grievance matters, if an 
informal or formal grievance matter raised by the Clerk relates to the chair or vice-
chair of the staffing committee this shall be communicated to another member of 
staffing committee, which shall be reported back and progressed by resolution of the 
staffing committee.  

f 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. 

 

g In accordance with standing order 11(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.  If gross annual income or expenditure (whichever is the higher) exceeds £200,000 
The Council, shall publish information in accordance with the requirements of the 
Local Government (Transparency Requirements) (England) Regulations 2015. 
 

 RESPONSIBILITIES UNDER DATA PROTECTION 
LEGISLATION  

 
(Below is not an exclusive list).  
 

See also standing order 11. 
 

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/her/their 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. 
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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 15(b)(xii) and (xvii). 

 

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

b 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 UNITARY COUNCILLORS 
 

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

 
 

 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. 
 

 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 
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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 2 councillors to be given 
to the Proper Officer in accordance with standing order 9. 

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

 

 

Revised Standing Orders Adopted 19 July 2022 
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CARLYON PARISH COUNCIL EXPENSES POLICY 

Purpose 

This policy sets out the Council's rules on how employees can claim for expenses incurred 
in the performance of their duties for the Council.  The purpose of this policy is to ensure 
that employees are properly reimbursed for legitimate business expenses and to ensure 
that these expenses are treated appropriately for tax purposes.  It does not apply to 
councillors. 

General procedure 

The Council will reimburse you for actual expenditure that is incurred wholly, necessarily 
and exclusively in connection with authorised duties that you undertake in the course of 
your employment.  To claim for expenses, you must set out the reasons why the expense 
was incurred on the monthly payment schedule. If you are unsure whether an expense can 
be claimed, you must seek prior written authorisation from the Chair. 

Expenses will not be paid unless supporting evidence is provided.  This should include 
original receipts or invoices with the date and time of the transaction (unless you are 
claiming for mileage).  When claiming for travel expenses on public transport, you should 
enclose the tickets showing the departure point and destination of your journey, where 
possible. Credit and debit card statements will not be accepted. Where you are submitting 
a VAT receipt, you should set out: 

 the name and VAT registration number of the retailer or service provider; 
 the goods and services provided; and 
 the amount of VAT payable. 

 

Expenses claims must be submitted in a timely manner of the expense being incurred. 

The Council will pay claims for authorised expenses by BACS transfer into the same bank 
account into which your salary is paid. 

In general, you should not incur expenses other than in the categories listed below. 
However, if you have claims for expenditure other than for those categories listed below, 
you should seek written approval from the Chair before incurring the expense. The Council 
will accept email as written approval where it is required in this policy. 

Any queries in relation to this policy should be directed to the Chair. 

Homeworkers 

If you are a Homeworker, your normal place of work as stated in your contract will be your 
home.  The council will reimburse all reasonable expenses incurred by homeworkers in the 
course of their duties upon receipt of satisfactory claims. 

The council will provide the following equipment necessary to enable homeworking 
employees to do their job. 

 Desk with lockable drawer (or separate secure document store) 
 Laptop or personal computer 
 Printer] 
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The council will also pay the employee for the costs associated with heating, lighting, etc. 
HMRC rules allow for some of these expenses to be paid tax-free (see HMRC guidance: 
www.gov.uk/expenses-and-benefits-homeworking/whats-exempt ). 

Training 

When attending training courses all employees and be able to claim travel expenses for the 
difference in the usual home to work costs.  Where the training takes place outside 
contracted daily hours, part-time employees should be paid on the basis as time spent on 
training is working time. 

Some training can be very expensive and as a condition for funding training, the council 
requires full repayment of all costs incurred for any training course in excess of £750 
should an employee not complete the training or leave the council within a year of 
completion.  Repayment of costs reduces to 50%] reimbursement in the second year. 

Travel 

Employees and managers should consider whether or not travel is necessary or if there are 
more appropriate means (for example tele-conferencing or video-conferencing). 

Rail 

You may claim for standard class rail fares only.  Where possible, rail journeys should be 
booked well in advance to benefit from any discounts for early booking. 

Use of your own car 

It may be appropriate and cost-effective to use your own car when travelling on business, 
for example if you are travelling with other staff or councillors or, where there is limited 
public transport to your destination, or the journey time is significantly shorter than using 
public transport.  Any use of your own car on business is subject to you: 

 holding a full UK driving licence; 
 ensuring that your car is roadworthy and fully registered; and 
 holding comprehensive motor insurance that provides for business use. 

Prior authorisation should be sought from the Chair, before using your own car on 
business. The Council accepts no liability for any accident, loss, damage or claim arising 
out of any journey that you make on business.  The Council will not pay for the cost of any 
insurance policy on your own car. 

To claim for petrol expenditure, you should set out the distance of the journey undertaken 
on your expenses claim form.  The Council will pay you a mileage allowance of 45p per mile 
for mileage under 10,000 miles and 25p per mile for mileage over 10,000 miles, or such 
other rate as set out from time to time by HM Revenue and Customs.  The Council will pay 
for tolls, congestion charges and parking costs incurred, where applicable. 

Use of bicycle or Motorcycle 

If use of your bicycle or motorcycle is approved, you can claim a mileage allowance of 20p 
per mile respectively. Any use of your own motorcycle on business is subject the same 
requirements as a car (see above). 

Taxis 

Any use of taxis will require prior approval and only in limited circumstances. These are: 
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 where taking a taxi would result in a significantly shorter travel time than using 
public transport; 

 where there is no available public transport (such as between a railway station and 
venue) 

 where there are several employees travelling together; or 
 where personal security and safety of employees is an issue, for example taxis may 

be permitted after 9.30pm. 

You must obtain a receipt with details of the date, place of departure and destination of the 
journey. 

Overnight accommodation 

As a guideline for travel on council business you should book accommodation equivalent to 
three-star standard or less. You may book hotel accommodation of up to £120 maximum in 
a major city and £100 elsewhere.  It is your responsibility to ensure that any hotel 
reservations are cancelled within the required cancellation period if they are no longer 
required. 

Meals 

If you are required to be away from home on council business, you may claim up to: 

 £10 for breakfast (if this is not included in the hotel room rate); 
 £15 for lunch; 
 £20 for dinner and 
 a daily allowance of £5 per night for general incidental costs such as a newspaper or 

telephone calls.] 

The maximum amounts above are inclusive of drinks.  Alcohol cannot be reclaimed under 
any circumstances. 

You should supply receipts and invoices for all hotel and meal expenses other than for the 
daily allowance, where no receipt is required. 

Entertainment/gifts 

The Council has strict rules about offering or receiving both entertainment and gifts. Any 
gifts, rewards or entertainment offered to you should be reported immediately to the Chair. 
As a general rule, small tokens of appreciation, for example flowers or a bottle of wine, 
may be retained by employees. 

Annual events  

The Council may decide to hold a staff event, such as a Christmas meal or other 
celebration.  Except where agreed to the contrary, attendance is not compulsory, and you 
will remain responsible for any expenses you incur. 

Expenses that will not be reimbursed 

The Council will not reimburse you for: 

 the cost of any travel between your home and usual place of work (except in 
exceptional circumstances for early morning/late night transport as set out above); 

 the cost of any travel undertaken for personal reasons; 
 the cost of any travel for your partner or spouse; 
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 any fines or penalties incurred while on council business for whatever reason, 
including penalties for not paying for a rail ticket in advance of boarding the train 
and penalties or fines associated with motoring offences, including speeding or 
parking fines, clamping or vehicle recovery charges; 

 alcohol; and 
 cash advances or withdrawals from an ATM machine. 

You are required to pay for any travel costs incurred by your partner or spouse in the event 
that he or she accompanies you on business. Your spouse or partner must have adequate 
travel insurance for that journey. 

False claims 

If the Council considers that any expenditure claimed was not legitimately incurred on 
behalf of the Council, it may request further details from you.  The Council will thoroughly 
investigate and check any expenses claim as it sees fit. It may withhold payment where 
insufficient supporting documents have been provided.  Where payment has been made to 
you prior to the discovery that the claim was not legitimate or correct, it may deduct the 
value of that claim from your salary. 

Any abuse of the Council's expenses policy will not be tolerated. This includes, but is not 
limited to: 

 false expenses claims; 
 claims for expenses that were not legitimately incurred; 
 claims for personal gain; 
 claims for hospitality and/or gifts without them having been declared; and 
 receipt by you of hospitality and/or gifts from contacts that may be perceived to 

influence your judgment. 

The Council will take disciplinary action where appropriate and, in certain circumstances, 
may treat a breach of this policy as gross misconduct, which may result in your summary 
dismissal.  In addition, the Council may report the matter to the police for investigation and 
criminal prosecution. 

This is a non-contractual procedure which will be reviewed from time to time. 

Date of policy: July 2022 
Date of approving meeting: 19 July 2022 
Policy version reference: v1 
Supersedes: N/a 
Policy effective from: August 2022 
Date for next review: July 2024 
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Agenda Item 14 (i) Jubilee Celebration Expenditure 

Original budget £2,000 increased to £2,500 (Min22/013)     
   Net   VAT   Total    
Bunting M Rundle  £                  270.00   £                           -     £    270.00    

Sound Equipment 
Freq Audio 
Systems  £                  650.00   £                  123.00   £    780.00    

Generator Ellis Event £519.50  £                  103.90   £    623.40  
Portaloos Brandon Hire  £                  180.00   £                    36.00   £    216.00    
Beacon Bullfinch  £                  490.00   £                    98.00   £    588.00    
Safety fencing and 
canes M A Grigg  £                    44.10   £                       8.82   £       52.92    
Alex Giles Performing  £                    75.00   £                           -     £       75.00    
Celtic Music Services Fable and Fusion  £                  300.00   £                           -     £    300.00    

Sweets Costco (£30)    £        0.07  
 7p 
profit   

Banners and flyers Vistaprint  £                  146.28   £                    29.26   £    175.54    

Fire extinguisher 
Fire Extinguisher 
shop  £                    30.68   £                       6.14   £       36.82    

Topsoil 
Roseland Plant 
Centre  £                    19.95   £                       3.99   £       23.94    

Toilet rolls and 
sanitiser Aldi 

 £                       
6.71   £                       1.34   £         8.05    

     £ 3,149.74    
   £              2,732.22   £                  410.45  £3,149.67   
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Carlyon Parish Council Budget Monitor Report to 30 June 2022  
 Budget Expenditure % of Budget 

 £ £ £ 
Employee Costs    
Clerk's salary (including oncosts)  £    11,000.00   £    2,206.59  20.06% 
Training & conference expenses  £         750.00   £         75.00  10.00% 
Clerks Room Allowance  £         320.00   £       156.00  48.75% 
Clerk's travel and subsistence  £         350.00   £       129.15  36.90% 
Total employee related costs  £   12,420.00   £   2,566.74  20.67% 

    
Administration Costs    
Office expenses  £         750.00   £         21.86  2.91% 
Postage  £         200.00   0.00% 
Photocopying  £         150.00   0.00% 
Office equipment  £         600.00   0.00% 
Insurance  £         600.00   0.00% 
Subscriptions  £         800.00   £       541.37  67.67% 
Website  £         500.00   £       126.00  25.20% 
Audit Fees  £         500.00   £       200.00  40.00% 
Bank charges  £         200.00   £         27.00  13.50% 
Books and Publications  £         100.00   0.00% 
Meeting Expenses  £         300.00   0.00% 
Total Administration Costs  £      4,700.00   £       916.23  19.49% 

    
Other Expenses    
Chairman's Allowance  £         100.00   0.00% 
Councillors Travel/Subsistence  £         500.00   0.00% 
Parish Maintenance  £    10,000.00   £    1,744.00  17.44% 
Parish Projects  £      7,000.00   £       909.26  12.99% 
Parish Newsletter  £      1,000.00   0.00% 
Events  £      2,000.00   £    2,431.24  121.56% 
Carlyon Recreation Field  £      1,500.00   £       100.00  6.67% 
Tregrehan Recreation Fields  £      1,500.00   £       180.00  12.00% 
Neighbourhood Plan  £      2,000.00   0.00% 
Tregrehan Methodist Church   £       750.00   
Total Other Expenses  £   25,600.00   £   6,114.50  23.88% 
Total VAT   £      1,500.00   £       863.33   
    
Total Expenditure  £   44,220.00   £ 10,460.80  23.66% 

    
Reserves    
Community building  £    84,250.00   0.00% 
CIL  £    22,540.00    
Election Fund  £      1,000.00    
Tregrehan Playing Fields Transfer  £      3,000.00    
General Contingency  £    15,000.00   £                -    0.00% 
Total Reserves  £ 125,790.00   £                -    0.00% 

    
Income    
Precept  £    35,069.13   £ 17,534.57  50.00% 
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CTSG  £         124.06   £         62.03   
VAT  £      1,000.00   £       424.34   
CIL  £                  -     £    5,617.00   
Other Income   £       428.47   
Total Income  £   36,193.19   £ 24,066.41   
    
Balance as at 31/03/2022    £ 135,317.05  

 Add income   £    24,066.41  

 Less expenditure  £    10,460.80  

    £ 148,922.66  

Bank Reconciliation    
Balance as at 30/06/2022 Current Account  £    58,148.37  

 Less outstanding payments  £                  -    

    £    58,148.37  

Balance as at 30/06/2022 
Instant 
Access   £    90,774.29  

    

 Total Funds Held  £ 148,922.66  
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Correspondence received since the last meeting 

 Details of CALC training programme 
 Citizens Advice Cornwall newsletter 
 Details of vacancies on Cornwall Council Standards Committee 
 Correspondence regarding the closure of the SWCP  
 Invitation to attend an Imerys Community Liaison Group meeting on 19 July 
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Carlyon Parish Council  

 
Dear Councillor 
 
You are summoned to attend a Meeting of Carlyon Parish Council to be held on Tuesday 
19 July 2022 at 6.00 pm in Charlestown Primary School 
 
Julie Larter 
 
Mrs Julie Larter 
Clerk  
12 July 2022 
 
01872 501101 
clerk@carlyon-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 21 June 2022 
To resolve that the minutes of the above meeting be signed as a correct 
record of the meeting 
 

 
 

 
Pages 4-8  

3. Declarations of Interest on Items on the Agenda 
(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. 
(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. 
 

 

4. Chairman’s Announcements 
 

 

5. 
 
 
 

Public Participation  
The Chairman will invite Members of the public to address the meeting 
in relation to the business to be carried out at the meeting 
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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 
 

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

 

7. 
 

Planning Applications and Related Matters 
(a) To consider a response to consultation by the Planning Authority on 
the following applications and any applications received after 
publication of this summons 
 
(i) PA22/04993 – Boscundle Manor: Listed Building Consent for 
demolition and construction of orangery, replacement double glazing to 
main house 
 
(ii) PA22/05533 – Cuddra Aquatics: Change of use of previously 
developed land from A1 retail to 9 residential park homes, including 
external terraces and internal access. 
 
(iii) PA22/05871 – 39 Chatsworth Way: Retention and completion of 
remodelling of bungalow with a rear kitchen/en-suite extension 
 
(b) To receive an update on the following planning application:  
PA22/00415 – Mid Cornwall Business Centre, Par Moor Road: 
Construction of a new vehicular access to the existing site from Cypress 
Avenue 
 

 
 
 
 
 
 
 
 
 
 

8. Neighbourhood Plan 
To note any progress 
 

 

9. Community Energy Projects 
To receive a presentation  
 

 

10. Government Review into Short-Term Tourist Accommodation 
To consider responding to a consultation 
https://www.gov.uk/government/news/government-launches-review-
into-short-term-tourist-accommodation  
 

 

11. Policies and Procedures 
(i) To adopt new Standing Orders and review current Financial 
Regulations 
(ii) To adopt an expenses policy 
 

 
 

Pages 9-29 
 
 

Page 30-33 

12. Parish Projects 
To receive an update and authorise any expenditure 
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13. Parish Issues 
(i) Tregrehan Jubilee Park 
(a) To consider making a contribution towards materials for a parking    
sign 
(b) To note any concerns  
(ii) West Crinnis Fields 

(a) To consider the future of the dog waste bag dispenser 
(b) To note any concerns 

(iii) Beach Development 
To note the current situation 

(iv) Tregrehan Methodist Church 
      To note the current situation 
(v) Highways 
     To note any concerns 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

14. Financial Matters 
(i) To note the final expenditure on the Jubilee party 
(ii) To note the current financial position and authorise payments 
 

 
 
Page 34 
Pages35-36 
 

15. Training/Meetings Attended 
To note any training or meetings attended by members or the Clerk 
 

 
 

16. Correspondence 
To note any correspondence received since the last meeting 
 

 
 
Page 37 
 

17. Dates for the Diary  
To note dates for members’ diaries 
 

 

18. Dates of Forthcoming Meetings (Ch = Charlestown Primary School; 
T=Tregrehan Methodist Church) 
20 September (Ch), 18 October (T), 15 November (Ch), 20 December 
(T) 
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MINUTES of a MEETING OF CARLYON PARISH COUNCIL held on 21 June 2022 at 
6.00 pm in Tregrehan Methodist Centre  

Present: Cllrs Paul Trudgian (Chairman), Myles Breary, Ann Taylor, Lynn Parsons, Heidi 
Clemo, Nathan Cooper 

In attendance: Julie Larter (Clerk); 11 members of the public. 

 

(22/020) Apologies for Absence 

Apologies were received from Cllr James Mustoe, CC. 

 

(22/021) Minutes of the Annual Meeting of the Parish Council held on 17 May 
2022 

It was RESOLVED that the minutes of the Annual Meeting of the Parish Council 
held on 17 May 2022 be signed as an accurate record of the meeting. 

 

(22/022) Declarations of Interest on Items on the Agenda 

There were no declarations of Interest. 

 

(22/023) Chairman’s Announcements 

The Chairman thanked everyone involved in the Jubilee events in Carlyon Bay and 
Tregrehan Mills.  The Chairman also introduced 2 residents who are interested in joining 
the council. 

 

(21/024) Public Participation 

A member of the public thanked the parish council for the grant it gave towards the Jubilee 
celebrations in Tregrehan Mills.  The resident then also thanked the council for giving 
permission for her to hold a birthday party on the field. 

A member of the public enquired about the current situation regarding the South West 
Coast Path between Carlyon Bay and Charlestown.  The Clerk said that The Ramblers have 
now withdrawn their objection to the proposed Public Path Order subject to certain 
conditions.  Cornwall Council is hopeful that the path can be reopened shortly. 

 

(22/025) Cornwall Councillor’s Report 

In the absence of Cllr Mustoe, the Clerk summarised Cllr Mustoe’s report.  Cllr Mustoe 
commended the community on the recent Jubilee celebrations, which he was delighted to 
take part in.  Cllr Mustoe gave an update on the Par Moor cycle path improvements which 
are progressing well.   

Cllr Mustoe’s full report is on the parish council’s website. 
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(22/026) Planning Applications and Related Matters 

(i) PA22/05115 - 33 Sea Road: Removal of conservatory and erection of a sunroom 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(ii) PA22/05065 – Land South of 1 Gloucester Avenue: Construction of a new dwelling 
without compliance with condition 1 of decision notice Pa21/08829 dated 20/10/2022 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(iii) PA22/04823 – 31 Fairway: Extensions and general alterations 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(b) Update on PA22/00415 – Mid Cornwall Business Centre, Par Moor Road: Construction of 
a new vehicular access to the existing site from Cypress Avenue: 

No update was available 

(c) It was noted that a 5 day protocol letter had been received regarding PA21/05322 – Bal 
House, 18 Appletree Lane and council had responded stating that they agreed with the 
planning officer’s decision to refuse the application on the grounds that the applicant had 
failed to provide the information she had requested. 

 

(22/027) Neighbourhood Plan 

The Chairman confirmed that he has contacted a planning consultant asking him to write 
the required Basic Conditions Statement and is awaiting a response. 

 

(22/028) Parish Projects 

Jubilee Celebrations 

Final expenditure for the Jubilee event will be reported at next month’s meeting. 

 

Cllr Cooper joined the meeting. 

 

(22/029) Parish Issues 

(i) Jubilee Fields 

A member of the public spoke expressing his concerns regarding children and teenagers 
using the Jubilee field to play football.  The member of the public said that there was 
excessive noise, swearing and littering and that the ground was becoming damaged.  He 
also referenced that games of football restricted the use of the field for other residents and 
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that he did not believe the children using the field were local.  He asked for the goalposts 
to be taken down 

The Chairman said that the goalposts had been in place for decades and that it would not 
be reasonable to remove this long standing amenity on the request of one resident.  
Furthermore he had heard positive reports about the youngsters in general and that any 
issues were probably only caused by the minority and were an exception.  He added that 
the Jubilee field is a public open space and it is not practicable or reasonable to restrict the 
use of the field to village residents only.  The Chairman, with the agreement of the other 
councillors, said that the Parish Council’s position on the goal posts, and the use of the 
field, would not be reconsidered unless a significant number of residents could demonstrate 
a majority view in accordance with the member of the public’s request to remove the goal 
posts. 

Reflecting the member of the public’s comment regarding litter, the Clerk was asked to 
speak to Biffa to see if the dog waste bin could be replaced with a multi-use bin. 

The Chairman expressed the thanks of the parish council to Toby from the Football Golf 
who has undertaken vertidrain and re-seeding work free of charge to improve the field for 
the use of all members of the public. 

(ii) Sea Road Recreation Area 

It was RESOLVED that in the future these fields should be known as West Crinnis 
Fields and the purchase of a sign costing £175 was duly authorised. 

Concern was raised about the high volume of usage of dog waste bags from the dispenser 
as it appears that the provision of free bags is being abused.  The matter is to be reviewed 
at next month’s meeting. 

The Chairman explained that parking cones lent to Sea Road Residents’ Association had 
been removed after a visually impaired member of the public tripped on one and 
threatened legal action if they were not removed.  The Chairman subsequently attended a 
meeting of Sea Road Residents’ Association who are proposing putting double yellow lines 
between no 83 and the junction with Fairway.  SRRA have asked whether the parish council 
would be willing to support this measure and make a contribution towards the cost.  It is 
not possible for the council to offer money towards yellow lining on this private road, 
however it was RESOLVED to make a grant of £250 towards the cost of signage.  
Cllrs were concerned that this is a peace-meal approach to problem parking. 

(iii) Beach Development 

Dogs will be permitted on the beach over the summer once agreement has been reached 
between CEG and Biffa regarding the disposal of dog waste. 

(iv) Tregrehan Methodist Church 

No update was available. 

(v) Highways Matters 

Councillors remain concerned about the safety of the traffic build out over the stream and 
the Clerk is to ask the Highways Manager for another meeting. 

 

(22/030) Financial Matters 
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(i) It was RESOLVED to accept a quote from Complete Weed Control for pavement 
weed spraying in Carlyon Bay and Tregrehan Mills. 

(ii) It was noted that Cllr Taylor undertook an internal control check on 7 June. 

(iii) Current balances were noted and the following payments were authorised: 

DD Lloyds Bank Credit card £188.63 

BACS Cormac Solutions Removal of vegetation (min 21/151) £188.00 

BACS JP Hermes Reimbursement for Jubilee plaque (min21/113) (v) £135.00 

BACS M A Grigg Safety fencing and poles for Jubilee party £52.92 

BACS Alex Giles Performing at Jubilee party £75.00 

BACS Celtic Music Services Performing at Jubilee party £300.00 

BACS Hay Nurseries Replanting planters £132.00 

BACS HMRC PAYE/NI * 

BACS Mrs J Larter June salary * 

BACS Cornwall Pension Fund EE and ER contributions * 

DD Unity Trust Bank Quarterly bank charges 18.00 

 

(22/031) Meetings/Training Attended by Councillors or the Clerk 

9 June – Clerk attended an SLCC meeting for clerks to smaller councils 

9 June – Cllr Taylor attended the St Austell and Mevagissey Community Network Panel 
meeting 

15 June – Clerk attended a training session for town and parish councils about installing 
electric vehicle charging points 

 

(22/032) Correspondence Received 

A list of correspondence had previously been circulated and the following correspondence 
had been received after publication of the agenda: 

 CALC information regarding changes to the planning system 
 Invitation to attend Cormac engagement events 
 Civility and Respect newsletter 
 Several emails expressing thanks for the Jubilee events 
 Email from a resident offering to address a parish council about community energy 

projects.  The gentleman is to be invited to a future meeting 
 

(22/033) Dates for the Diary 

There were no dates for the diary. 

 

(22/034) Dates of Forthcoming Meetings  

19 July (Ch), 20 September (Ch), 18 October (T), 15 November (Ch), 20 December (T) 
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The meeting closed at 6.49pm 

 

 

 

 

………………………………………………                …………………………………………………….. 

Chairman                                            Date       
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INTRODUCTION 

This is version two of Model Standing Orders 2018 (England) updated on April 2022. 
Update to Model Standing Order 18 only. 

 

Standing orders are the written rules of a local council. Standing orders are essential to 
regulate the proceedings of a meeting.  A council may also use standing orders to confirm 
or refer to various internal organisational and administrative arrangements.  The standing 
orders of a council are not the same as the policies of a council but standing orders may 
refer to them.  

 

 

 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 chair 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 chair 
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 chair of the meeting, is expressed in writing to the 
chair.  

h A councillor may move an amendment to his/her/their 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 chair 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 chair of the meeting.  

k One or more amendments may be discussed together if the chair of the meeting 
considers this expedient but each amendment shall be voted upon separately. 
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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 immediately 
before it is put to the vote. 

o Unless permitted by the chair 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/she/they 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/she/they 
considers has been breached or specify the other irregularity in the proceedings of the 
meeting he/she/they is concerned by.  

q A point of order shall be decided by the chair of the meeting and his/her/their 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 chair of the meeting 
shall be satisfied that the motion has been sufficiently debated and that the mover of 
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the motion under debate has exercised or waived his/her/their 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 chair of the meeting. 
 

 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 chair of the meeting 
shall request such person(s) to moderate or improve their conduct. 

b If person(s) disregard the request of the chair of the meeting to moderate or improve 
their conduct, any councillor or the chair 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 chair 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 in respect of the business on the agenda. 

f The period of time designated for public participation at a meeting 
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in accordance with standing order 3(e) shall not exceed 15 minutes 
unless directed by the chair of the meeting. 

g Subject to standing order 3(f), a member of the public shall not 
speak for more than 2 minutes. 

h 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 
chair of the meeting may direct that a written or oral response be 
given. 

i A person shall raise his/her/their hand when requesting to speak 
and stand when speaking except when a person has a disability or 
is likely to suffer discomfort. 

j A person who speaks at a meeting shall direct his/her/their 
comments to the chair of the meeting. 

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

l Subject to standing order 3(m), a person who attends a meeting is 
permitted to report on the meeting whilst the meeting is open to 
the public.  To “report” means to film, photograph, make an audio 
recording of meeting proceedings, use any other means for 
enabling persons not present to see or hear the meeting as it takes 
place or later or to report or to provide oral or written commentary 
about the meeting so that the report or commentary is available as 
the meeting takes place or later to persons not present.  A person 
reporting the meeting is to inform the chair that he/she/they intend 
recording the meeting. 

m A person present at a meeting may not provide an oral report or 
oral commentary about a meeting as it takes place without 
permission.    

n 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.  

o Subject to standing orders which indicate otherwise, anything 
authorised or required to be done by, to or before the Chair of the 
Council may in his/her/their absence be done by, to or before the 
Vice-Chair of the Council. 

p The Chair of the Council, if present, shall preside at a meeting.  If 
the Chair is absent from a meeting, the Vice-Chair of the Council if 
present, shall preside.  If both the Chair and the Vice-Chair are 
absent from a meeting, a councillor as chosen by the councillors 
present at the meeting shall preside at the meeting. 
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q 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.  

r The chair 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/her/their casting vote whether or not he/she/they gave an 
original vote. 

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

s 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/her/their vote for or 
against that question. Such a request shall be made before moving 
on to the next item of business on the agenda. 

t 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 who are present and the names of 
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. 

u 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/her/their right to participate and vote on that matter. 

v 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. 
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w 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.  

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

 

 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 4(b) and (c), appoint and determine the terms 
of office of members of such a committee; 

v. may, subject to standing orders 4(b) and (c), appoint and determine the terms 
of office of the substitute members to a committee whose role is to 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 
chair of the standing committee; 

vii. shall permit a committee other than a standing committee, to appoint its own 
chair 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;  
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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 Chair and Vice-Chair of the Council. 

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

g The Vice-Chair of the Council, unless he/she/they resigns or becomes disqualified, 
shall hold office until immediately after the election of the Chair of the Council at the 
next annual meeting of the Council. 

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

j Following the election of the Chair of the Council and Vice-Chair of the Council at the 
annual meeting, the business shall include: 

i. In an election year, delivery by the Chair 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 Chair of the 
Council of his/her/their acceptance of office form unless the Council resolves for 
this to be done at a later date; 
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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; 

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; 

k The following must be reviewed annually – this can be at the annual meeting or at a 
meeting later in the year 

i. Review of inventory of land and other assets including buildings and office 
equipment.   

ii. Confirmation of arrangements for insurance cover in respect of all insurable 
risks; 

iii. Review of the Council’s and/or staff subscriptions to other bodies; 

iv. Review of the Council’s complaints procedure; 

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

vi. Review of the Council’s policy for dealing with the press/media; 

vii. Review of the Council’s employment policies and procedures; 

viii. Review of the Council’s expenditure incurred under s.137 of the Local 
Government Act 1972 or the general power of competence. 

ix. Determining the time and place of ordinary meetings of the Council up to and 
including the next annual meeting of the Council.  
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 EXTRAORDINARY MEETINGS OF THE COUNCIL, 
COMMITTEES AND SUB-COMMITTEES 
 

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

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

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

d If the chair of a committee does not call an extraordinary meeting within 7 days of 
having been requested to do so by 2 members of the committee, any 2 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 3 councillors to be given to the Proper Officer 
in accordance with standing order 9, or by a motion moved in pursuance of the 
recommendation of a committee. 

b When a motion moved pursuant to standing order 7(a) has been disposed of, no 
similar motion may be moved for a further six months. 

 VOTING ON APPOINTMENTS 
 

a 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 chair of the meeting. 
 

 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.  
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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 9(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 9(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 5 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 chair 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 Motions received shall be recorded and numbered in the order that they are received. 

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

 

 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; 

ii. to move to a vote;  

iii. to defer consideration of a motion;  

iv. to refer a motion to a particular 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; 
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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 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 
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with standing order 10(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 chair of the meeting and stand as an accurate record of the 
meeting to which the minutes relate.  

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

“The chair of this meeting does not believe that the 
minutes of the meeting held on [date] in respect of (   ) 
were a correct record but his/her/their 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 12(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(u).  
 

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

b Unless he/she/they has been granted a dispensation, a councillor or non-councillor 
with voting rights shall withdraw from a meeting when it is considering a matter in 
which he/she/they has a disclosable pecuniary interest.  He/she/they may return to 
the meeting after it has considered the matter in which he/she/they had the interest. 

c Unless he/she/they has been granted a dispensation, a councillor or non-councillor 
with voting rights shall withdraw from a meeting when it is considering a matter in 
which he/she/they has another interest if so required by the Council’s code of 
conduct.  He/she/they may return to the meeting after it has considered the matter in 
which he/she/they had the interest. 

d Dispensation requests 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 
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the dispensation is required. 

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

f 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 four years for which the 
dispensation is sought; and  

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

g Subject to standing orders 13(d) and (f), a dispensation request shall be considered at 
the beginning of the meeting of the Council, or committee or for which the dispensation 
is required. 

h A dispensation may be granted in accordance with standing order 13(e) if having regard 
to all relevant circumstances any of the following apply: 

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;  

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

b Where the notification in standing order 14(a) relates to a complaint made by the 
Proper Officer, the Proper Officer shall notify the Chair of Council of this fact, and the 
Chair shall nominate another staff member to assume the duties of the Proper Officer 
in relation to the complaint until it has been determined and the Council has agreed 
what action, if any, to take in accordance with standing order 14(d). 

c The Council may: 

i. provide information or evidence where such disclosure is necessary to investigate 
the complaint or is a legal requirement; 
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ii. seek information relevant to the complaint from the person or body with 
statutory responsibility for investigation of the matter; 

d 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 what, if 
any, action to take against him.  Such action excludes disqualification or suspension 
from office. 

 

 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, 

 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 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 9, include on the agenda all motions in the order 
received unless a councillor has given written notice at least 7 days before the 
meeting confirming his/her/their withdrawal of it; 

iii. convene a meeting of the Council for the election of a new Chair of the Council, 
occasioned by a casual vacancy in his/her/their 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; 
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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 Chair or in 
his/her/their absence the Vice chair 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; and 

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). 

 

 RESPONSIBLE FINANCIAL OFFICER  
 

a The Council shall appoint appropriate staff member(s) to undertake the work of the 
Responsible Financial Officer when the Responsible Financial Officer is absent. 
 

 ACCOUNTS AND ACCOUNTING STATEMENTS 
 

a “Proper practices” in standing orders refer to the most recent version of “Governance 
and Accountability for Local Councils – 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 and 31 December in 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 
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which includes a comparison with the budget for the financial year and highlights 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 shall consider and approve financial regulations drawn up by the 
Responsible Financial Officer, which shall 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 
required 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 and 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 standing order 18(f) 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 
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execution of works shall include, as a minimum, the following steps: 

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

ii. an invitation to tender shall be drawn up to confirm (i) the Council’s specification 
(ii) the time, date and address for the submission of tenders (iii) the date of the 
Council’s written response to the tender and (iv) 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. 

e. Neither the Council, nor a committee or a 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 Contracts 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 
council or staffing committee is subject to standing order 11. 

b Subject to the Council’s policy regarding absences from work, the Council’s most 
senior member of staff shall notify the chair of the council ors staffing committee or, if 
he/she/they is not available, the vice-chair of the staffing committee of absence 
occasioned by illness or other reason and that person shall report such absence to the 
council or committee at its next meeting. 

c The chair of the council or in his/her/their absence, the vice-chair shall upon a 
resolution conduct a review of the performance and annual appraisal of the work of 
the Clerk.  

d Subject to the Council’s policy regarding the handling of grievance matters, the 
Council’s most senior member of staff of staff shall contact the chair of the staffing 
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committee or in his/her/their absence, the vice-chair of 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. 

e Subject to the Council’s policy regarding the handling of grievance matters, if an 
informal or formal grievance matter raised by the Clerk relates to the chair or vice-
chair of the staffing committee this shall be communicated to another member of 
staffing committee, which shall be reported back and progressed by resolution of the 
staffing committee.  

f 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. 

 

g In accordance with standing order 11(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.  If gross annual income or expenditure (whichever is the higher) exceeds £200,000 
The Council, shall publish information in accordance with the requirements of the 
Local Government (Transparency Requirements) (England) Regulations 2015. 
 

 RESPONSIBILITIES UNDER DATA PROTECTION 
LEGISLATION  

 
(Below is not an exclusive list).  
 

See also standing order 11. 
 

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/her/their 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. 
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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 15(b)(xii) and (xvii). 

 

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

b 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 UNITARY COUNCILLORS 
 

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

 
 

 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. 
 

 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 
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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 2 councillors to be given 
to the Proper Officer in accordance with standing order 9. 

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

 

 

Revised Standing Orders Adopted 19 July 2022 
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CARLYON PARISH COUNCIL EXPENSES POLICY 

Purpose 

This policy sets out the Council's rules on how employees can claim for expenses incurred 
in the performance of their duties for the Council.  The purpose of this policy is to ensure 
that employees are properly reimbursed for legitimate business expenses and to ensure 
that these expenses are treated appropriately for tax purposes.  It does not apply to 
councillors. 

General procedure 

The Council will reimburse you for actual expenditure that is incurred wholly, necessarily 
and exclusively in connection with authorised duties that you undertake in the course of 
your employment.  To claim for expenses, you must set out the reasons why the expense 
was incurred on the monthly payment schedule. If you are unsure whether an expense can 
be claimed, you must seek prior written authorisation from the Chair. 

Expenses will not be paid unless supporting evidence is provided.  This should include 
original receipts or invoices with the date and time of the transaction (unless you are 
claiming for mileage).  When claiming for travel expenses on public transport, you should 
enclose the tickets showing the departure point and destination of your journey, where 
possible. Credit and debit card statements will not be accepted. Where you are submitting 
a VAT receipt, you should set out: 

 the name and VAT registration number of the retailer or service provider; 
 the goods and services provided; and 
 the amount of VAT payable. 

 

Expenses claims must be submitted in a timely manner of the expense being incurred. 

The Council will pay claims for authorised expenses by BACS transfer into the same bank 
account into which your salary is paid. 

In general, you should not incur expenses other than in the categories listed below. 
However, if you have claims for expenditure other than for those categories listed below, 
you should seek written approval from the Chair before incurring the expense. The Council 
will accept email as written approval where it is required in this policy. 

Any queries in relation to this policy should be directed to the Chair. 

Homeworkers 

If you are a Homeworker, your normal place of work as stated in your contract will be your 
home.  The council will reimburse all reasonable expenses incurred by homeworkers in the 
course of their duties upon receipt of satisfactory claims. 

The council will provide the following equipment necessary to enable homeworking 
employees to do their job. 

 Desk with lockable drawer (or separate secure document store) 
 Laptop or personal computer 
 Printer] 
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The council will also pay the employee for the costs associated with heating, lighting, etc. 
HMRC rules allow for some of these expenses to be paid tax-free (see HMRC guidance: 
www.gov.uk/expenses-and-benefits-homeworking/whats-exempt ). 

Training 

When attending training courses all employees and be able to claim travel expenses for the 
difference in the usual home to work costs.  Where the training takes place outside 
contracted daily hours, part-time employees should be paid on the basis as time spent on 
training is working time. 

Some training can be very expensive and as a condition for funding training, the council 
requires full repayment of all costs incurred for any training course in excess of £750 
should an employee not complete the training or leave the council within a year of 
completion.  Repayment of costs reduces to 50%] reimbursement in the second year. 

Travel 

Employees and managers should consider whether or not travel is necessary or if there are 
more appropriate means (for example tele-conferencing or video-conferencing). 

Rail 

You may claim for standard class rail fares only.  Where possible, rail journeys should be 
booked well in advance to benefit from any discounts for early booking. 

Use of your own car 

It may be appropriate and cost-effective to use your own car when travelling on business, 
for example if you are travelling with other staff or councillors or, where there is limited 
public transport to your destination, or the journey time is significantly shorter than using 
public transport.  Any use of your own car on business is subject to you: 

 holding a full UK driving licence; 
 ensuring that your car is roadworthy and fully registered; and 
 holding comprehensive motor insurance that provides for business use. 

Prior authorisation should be sought from the Chair, before using your own car on 
business. The Council accepts no liability for any accident, loss, damage or claim arising 
out of any journey that you make on business.  The Council will not pay for the cost of any 
insurance policy on your own car. 

To claim for petrol expenditure, you should set out the distance of the journey undertaken 
on your expenses claim form.  The Council will pay you a mileage allowance of 45p per mile 
for mileage under 10,000 miles and 25p per mile for mileage over 10,000 miles, or such 
other rate as set out from time to time by HM Revenue and Customs.  The Council will pay 
for tolls, congestion charges and parking costs incurred, where applicable. 

Use of bicycle or Motorcycle 

If use of your bicycle or motorcycle is approved, you can claim a mileage allowance of 20p 
per mile respectively. Any use of your own motorcycle on business is subject the same 
requirements as a car (see above). 

Taxis 

Any use of taxis will require prior approval and only in limited circumstances. These are: 
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 where taking a taxi would result in a significantly shorter travel time than using 
public transport; 

 where there is no available public transport (such as between a railway station and 
venue) 

 where there are several employees travelling together; or 
 where personal security and safety of employees is an issue, for example taxis may 

be permitted after 9.30pm. 

You must obtain a receipt with details of the date, place of departure and destination of the 
journey. 

Overnight accommodation 

As a guideline for travel on council business you should book accommodation equivalent to 
three-star standard or less. You may book hotel accommodation of up to £120 maximum in 
a major city and £100 elsewhere.  It is your responsibility to ensure that any hotel 
reservations are cancelled within the required cancellation period if they are no longer 
required. 

Meals 

If you are required to be away from home on council business, you may claim up to: 

 £10 for breakfast (if this is not included in the hotel room rate); 
 £15 for lunch; 
 £20 for dinner and 
 a daily allowance of £5 per night for general incidental costs such as a newspaper or 

telephone calls.] 

The maximum amounts above are inclusive of drinks.  Alcohol cannot be reclaimed under 
any circumstances. 

You should supply receipts and invoices for all hotel and meal expenses other than for the 
daily allowance, where no receipt is required. 

Entertainment/gifts 

The Council has strict rules about offering or receiving both entertainment and gifts. Any 
gifts, rewards or entertainment offered to you should be reported immediately to the Chair. 
As a general rule, small tokens of appreciation, for example flowers or a bottle of wine, 
may be retained by employees. 

Annual events  

The Council may decide to hold a staff event, such as a Christmas meal or other 
celebration.  Except where agreed to the contrary, attendance is not compulsory, and you 
will remain responsible for any expenses you incur. 

Expenses that will not be reimbursed 

The Council will not reimburse you for: 

 the cost of any travel between your home and usual place of work (except in 
exceptional circumstances for early morning/late night transport as set out above); 

 the cost of any travel undertaken for personal reasons; 
 the cost of any travel for your partner or spouse; 
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 any fines or penalties incurred while on council business for whatever reason, 
including penalties for not paying for a rail ticket in advance of boarding the train 
and penalties or fines associated with motoring offences, including speeding or 
parking fines, clamping or vehicle recovery charges; 

 alcohol; and 
 cash advances or withdrawals from an ATM machine. 

You are required to pay for any travel costs incurred by your partner or spouse in the event 
that he or she accompanies you on business. Your spouse or partner must have adequate 
travel insurance for that journey. 

False claims 

If the Council considers that any expenditure claimed was not legitimately incurred on 
behalf of the Council, it may request further details from you.  The Council will thoroughly 
investigate and check any expenses claim as it sees fit. It may withhold payment where 
insufficient supporting documents have been provided.  Where payment has been made to 
you prior to the discovery that the claim was not legitimate or correct, it may deduct the 
value of that claim from your salary. 

Any abuse of the Council's expenses policy will not be tolerated. This includes, but is not 
limited to: 

 false expenses claims; 
 claims for expenses that were not legitimately incurred; 
 claims for personal gain; 
 claims for hospitality and/or gifts without them having been declared; and 
 receipt by you of hospitality and/or gifts from contacts that may be perceived to 

influence your judgment. 

The Council will take disciplinary action where appropriate and, in certain circumstances, 
may treat a breach of this policy as gross misconduct, which may result in your summary 
dismissal.  In addition, the Council may report the matter to the police for investigation and 
criminal prosecution. 

This is a non-contractual procedure which will be reviewed from time to time. 

Date of policy: July 2022 
Date of approving meeting: 19 July 2022 
Policy version reference: v1 
Supersedes: N/a 
Policy effective from: August 2022 
Date for next review: July 2024 

  



 

34 
 

 

Agenda Item 14 (i) Jubilee Celebration Expenditure 

Original budget £2,000 increased to £2,500 (Min22/013)     
   Net   VAT   Total    
Bunting M Rundle  £                  270.00   £                           -     £    270.00    

Sound Equipment 
Freq Audio 
Systems  £                  650.00   £                  123.00   £    780.00    

Generator Ellis Event £519.50  £                  103.90   £    623.40  
Portaloos Brandon Hire  £                  180.00   £                    36.00   £    216.00    
Beacon Bullfinch  £                  490.00   £                    98.00   £    588.00    
Safety fencing and 
canes M A Grigg  £                    44.10   £                       8.82   £       52.92    
Alex Giles Performing  £                    75.00   £                           -     £       75.00    
Celtic Music Services Fable and Fusion  £                  300.00   £                           -     £    300.00    

Sweets Costco (£30)    £        0.07  
 7p 
profit   

Banners and flyers Vistaprint  £                  146.28   £                    29.26   £    175.54    

Fire extinguisher 
Fire Extinguisher 
shop  £                    30.68   £                       6.14   £       36.82    

Topsoil 
Roseland Plant 
Centre  £                    19.95   £                       3.99   £       23.94    

Toilet rolls and 
sanitiser Aldi 

 £                       
6.71   £                       1.34   £         8.05    

     £ 3,149.74    
   £              2,732.22   £                  410.45  £3,149.67   
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Carlyon Parish Council Budget Monitor Report to 30 June 2022  
 Budget Expenditure % of Budget 

 £ £ £ 
Employee Costs    
Clerk's salary (including oncosts)  £    11,000.00   £    2,206.59  20.06% 
Training & conference expenses  £         750.00   £         75.00  10.00% 
Clerks Room Allowance  £         320.00   £       156.00  48.75% 
Clerk's travel and subsistence  £         350.00   £       129.15  36.90% 
Total employee related costs  £   12,420.00   £   2,566.74  20.67% 

    
Administration Costs    
Office expenses  £         750.00   £         21.86  2.91% 
Postage  £         200.00   0.00% 
Photocopying  £         150.00   0.00% 
Office equipment  £         600.00   0.00% 
Insurance  £         600.00   0.00% 
Subscriptions  £         800.00   £       541.37  67.67% 
Website  £         500.00   £       126.00  25.20% 
Audit Fees  £         500.00   £       200.00  40.00% 
Bank charges  £         200.00   £         27.00  13.50% 
Books and Publications  £         100.00   0.00% 
Meeting Expenses  £         300.00   0.00% 
Total Administration Costs  £      4,700.00   £       916.23  19.49% 

    
Other Expenses    
Chairman's Allowance  £         100.00   0.00% 
Councillors Travel/Subsistence  £         500.00   0.00% 
Parish Maintenance  £    10,000.00   £    1,744.00  17.44% 
Parish Projects  £      7,000.00   £       909.26  12.99% 
Parish Newsletter  £      1,000.00   0.00% 
Events  £      2,000.00   £    2,431.24  121.56% 
Carlyon Recreation Field  £      1,500.00   £       100.00  6.67% 
Tregrehan Recreation Fields  £      1,500.00   £       180.00  12.00% 
Neighbourhood Plan  £      2,000.00   0.00% 
Tregrehan Methodist Church   £       750.00   
Total Other Expenses  £   25,600.00   £   6,114.50  23.88% 
Total VAT   £      1,500.00   £       863.33   
    
Total Expenditure  £   44,220.00   £ 10,460.80  23.66% 

    
Reserves    
Community building  £    84,250.00   0.00% 
CIL  £    22,540.00    
Election Fund  £      1,000.00    
Tregrehan Playing Fields Transfer  £      3,000.00    
General Contingency  £    15,000.00   £                -    0.00% 
Total Reserves  £ 125,790.00   £                -    0.00% 

    
Income    
Precept  £    35,069.13   £ 17,534.57  50.00% 
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CTSG  £         124.06   £         62.03   
VAT  £      1,000.00   £       424.34   
CIL  £                  -     £    5,617.00   
Other Income   £       428.47   
Total Income  £   36,193.19   £ 24,066.41   
    
Balance as at 31/03/2022    £ 135,317.05  

 Add income   £    24,066.41  

 Less expenditure  £    10,460.80  

    £ 148,922.66  

Bank Reconciliation    
Balance as at 30/06/2022 Current Account  £    58,148.37  

 Less outstanding payments  £                  -    

    £    58,148.37  

Balance as at 30/06/2022 
Instant 
Access   £    90,774.29  

    

 Total Funds Held  £ 148,922.66  
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Correspondence received since the last meeting 

 Details of CALC training programme 
 Citizens Advice Cornwall newsletter 
 Details of vacancies on Cornwall Council Standards Committee 
 Correspondence regarding the closure of the SWCP  
 Invitation to attend an Imerys Community Liaison Group meeting on 19 July 
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Carlyon Parish Council  

 
Dear Councillor 
 
You are summoned to attend a Meeting of Carlyon Parish Council to be held on Tuesday 
19 July 2022 at 6.00 pm in Charlestown Primary School 
 
Julie Larter 
 
Mrs Julie Larter 
Clerk  
12 July 2022 
 
01872 501101 
clerk@carlyon-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 21 June 2022 
To resolve that the minutes of the above meeting be signed as a correct 
record of the meeting 
 

 
 

 
Pages 4-8  

3. Declarations of Interest on Items on the Agenda 
(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. 
(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. 
 

 

4. Chairman’s Announcements 
 

 

5. 
 
 
 

Public Participation  
The Chairman will invite Members of the public to address the meeting 
in relation to the business to be carried out at the meeting 
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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 
 

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

 

7. 
 

Planning Applications and Related Matters 
(a) To consider a response to consultation by the Planning Authority on 
the following applications and any applications received after 
publication of this summons 
 
(i) PA22/04993 – Boscundle Manor: Listed Building Consent for 
demolition and construction of orangery, replacement double glazing to 
main house 
 
(ii) PA22/05533 – Cuddra Aquatics: Change of use of previously 
developed land from A1 retail to 9 residential park homes, including 
external terraces and internal access. 
 
(iii) PA22/05871 – 39 Chatsworth Way: Retention and completion of 
remodelling of bungalow with a rear kitchen/en-suite extension 
 
(b) To receive an update on the following planning application:  
PA22/00415 – Mid Cornwall Business Centre, Par Moor Road: 
Construction of a new vehicular access to the existing site from Cypress 
Avenue 
 

 
 
 
 
 
 
 
 
 
 

8. Neighbourhood Plan 
To note any progress 
 

 

9. Community Energy Projects 
To receive a presentation  
 

 

10. Government Review into Short-Term Tourist Accommodation 
To consider responding to a consultation 
https://www.gov.uk/government/news/government-launches-review-
into-short-term-tourist-accommodation  
 

 

11. Policies and Procedures 
(i) To adopt new Standing Orders and review current Financial 
Regulations 
(ii) To adopt an expenses policy 
 

 
 

Pages 9-29 
 
 

Page 30-33 

12. Parish Projects 
To receive an update and authorise any expenditure 
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13. Parish Issues 
(i) Tregrehan Jubilee Park 
(a) To consider making a contribution towards materials for a parking    
sign 
(b) To note any concerns  
(ii) West Crinnis Fields 

(a) To consider the future of the dog waste bag dispenser 
(b) To note any concerns 

(iii) Beach Development 
To note the current situation 

(iv) Tregrehan Methodist Church 
      To note the current situation 
(v) Highways 
     To note any concerns 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

14. Financial Matters 
(i) To note the final expenditure on the Jubilee party 
(ii) To note the current financial position and authorise payments 
 

 
 
Page 34 
Pages35-36 
 

15. Training/Meetings Attended 
To note any training or meetings attended by members or the Clerk 
 

 
 

16. Correspondence 
To note any correspondence received since the last meeting 
 

 
 
Page 37 
 

17. Dates for the Diary  
To note dates for members’ diaries 
 

 

18. Dates of Forthcoming Meetings (Ch = Charlestown Primary School; 
T=Tregrehan Methodist Church) 
20 September (Ch), 18 October (T), 15 November (Ch), 20 December 
(T) 
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MINUTES of a MEETING OF CARLYON PARISH COUNCIL held on 21 June 2022 at 
6.00 pm in Tregrehan Methodist Centre  

Present: Cllrs Paul Trudgian (Chairman), Myles Breary, Ann Taylor, Lynn Parsons, Heidi 
Clemo, Nathan Cooper 

In attendance: Julie Larter (Clerk); 11 members of the public. 

 

(22/020) Apologies for Absence 

Apologies were received from Cllr James Mustoe, CC. 

 

(22/021) Minutes of the Annual Meeting of the Parish Council held on 17 May 
2022 

It was RESOLVED that the minutes of the Annual Meeting of the Parish Council 
held on 17 May 2022 be signed as an accurate record of the meeting. 

 

(22/022) Declarations of Interest on Items on the Agenda 

There were no declarations of Interest. 

 

(22/023) Chairman’s Announcements 

The Chairman thanked everyone involved in the Jubilee events in Carlyon Bay and 
Tregrehan Mills.  The Chairman also introduced 2 residents who are interested in joining 
the council. 

 

(21/024) Public Participation 

A member of the public thanked the parish council for the grant it gave towards the Jubilee 
celebrations in Tregrehan Mills.  The resident then also thanked the council for giving 
permission for her to hold a birthday party on the field. 

A member of the public enquired about the current situation regarding the South West 
Coast Path between Carlyon Bay and Charlestown.  The Clerk said that The Ramblers have 
now withdrawn their objection to the proposed Public Path Order subject to certain 
conditions.  Cornwall Council is hopeful that the path can be reopened shortly. 

 

(22/025) Cornwall Councillor’s Report 

In the absence of Cllr Mustoe, the Clerk summarised Cllr Mustoe’s report.  Cllr Mustoe 
commended the community on the recent Jubilee celebrations, which he was delighted to 
take part in.  Cllr Mustoe gave an update on the Par Moor cycle path improvements which 
are progressing well.   

Cllr Mustoe’s full report is on the parish council’s website. 
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(22/026) Planning Applications and Related Matters 

(i) PA22/05115 - 33 Sea Road: Removal of conservatory and erection of a sunroom 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(ii) PA22/05065 – Land South of 1 Gloucester Avenue: Construction of a new dwelling 
without compliance with condition 1 of decision notice Pa21/08829 dated 20/10/2022 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(iii) PA22/04823 – 31 Fairway: Extensions and general alterations 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(b) Update on PA22/00415 – Mid Cornwall Business Centre, Par Moor Road: Construction of 
a new vehicular access to the existing site from Cypress Avenue: 

No update was available 

(c) It was noted that a 5 day protocol letter had been received regarding PA21/05322 – Bal 
House, 18 Appletree Lane and council had responded stating that they agreed with the 
planning officer’s decision to refuse the application on the grounds that the applicant had 
failed to provide the information she had requested. 

 

(22/027) Neighbourhood Plan 

The Chairman confirmed that he has contacted a planning consultant asking him to write 
the required Basic Conditions Statement and is awaiting a response. 

 

(22/028) Parish Projects 

Jubilee Celebrations 

Final expenditure for the Jubilee event will be reported at next month’s meeting. 

 

Cllr Cooper joined the meeting. 

 

(22/029) Parish Issues 

(i) Jubilee Fields 

A member of the public spoke expressing his concerns regarding children and teenagers 
using the Jubilee field to play football.  The member of the public said that there was 
excessive noise, swearing and littering and that the ground was becoming damaged.  He 
also referenced that games of football restricted the use of the field for other residents and 
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that he did not believe the children using the field were local.  He asked for the goalposts 
to be taken down 

The Chairman said that the goalposts had been in place for decades and that it would not 
be reasonable to remove this long standing amenity on the request of one resident.  
Furthermore he had heard positive reports about the youngsters in general and that any 
issues were probably only caused by the minority and were an exception.  He added that 
the Jubilee field is a public open space and it is not practicable or reasonable to restrict the 
use of the field to village residents only.  The Chairman, with the agreement of the other 
councillors, said that the Parish Council’s position on the goal posts, and the use of the 
field, would not be reconsidered unless a significant number of residents could demonstrate 
a majority view in accordance with the member of the public’s request to remove the goal 
posts. 

Reflecting the member of the public’s comment regarding litter, the Clerk was asked to 
speak to Biffa to see if the dog waste bin could be replaced with a multi-use bin. 

The Chairman expressed the thanks of the parish council to Toby from the Football Golf 
who has undertaken vertidrain and re-seeding work free of charge to improve the field for 
the use of all members of the public. 

(ii) Sea Road Recreation Area 

It was RESOLVED that in the future these fields should be known as West Crinnis 
Fields and the purchase of a sign costing £175 was duly authorised. 

Concern was raised about the high volume of usage of dog waste bags from the dispenser 
as it appears that the provision of free bags is being abused.  The matter is to be reviewed 
at next month’s meeting. 

The Chairman explained that parking cones lent to Sea Road Residents’ Association had 
been removed after a visually impaired member of the public tripped on one and 
threatened legal action if they were not removed.  The Chairman subsequently attended a 
meeting of Sea Road Residents’ Association who are proposing putting double yellow lines 
between no 83 and the junction with Fairway.  SRRA have asked whether the parish council 
would be willing to support this measure and make a contribution towards the cost.  It is 
not possible for the council to offer money towards yellow lining on this private road, 
however it was RESOLVED to make a grant of £250 towards the cost of signage.  
Cllrs were concerned that this is a peace-meal approach to problem parking. 

(iii) Beach Development 

Dogs will be permitted on the beach over the summer once agreement has been reached 
between CEG and Biffa regarding the disposal of dog waste. 

(iv) Tregrehan Methodist Church 

No update was available. 

(v) Highways Matters 

Councillors remain concerned about the safety of the traffic build out over the stream and 
the Clerk is to ask the Highways Manager for another meeting. 

 

(22/030) Financial Matters 
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(i) It was RESOLVED to accept a quote from Complete Weed Control for pavement 
weed spraying in Carlyon Bay and Tregrehan Mills. 

(ii) It was noted that Cllr Taylor undertook an internal control check on 7 June. 

(iii) Current balances were noted and the following payments were authorised: 

DD Lloyds Bank Credit card £188.63 

BACS Cormac Solutions Removal of vegetation (min 21/151) £188.00 

BACS JP Hermes Reimbursement for Jubilee plaque (min21/113) (v) £135.00 

BACS M A Grigg Safety fencing and poles for Jubilee party £52.92 

BACS Alex Giles Performing at Jubilee party £75.00 

BACS Celtic Music Services Performing at Jubilee party £300.00 

BACS Hay Nurseries Replanting planters £132.00 

BACS HMRC PAYE/NI * 

BACS Mrs J Larter June salary * 

BACS Cornwall Pension Fund EE and ER contributions * 

DD Unity Trust Bank Quarterly bank charges 18.00 

 

(22/031) Meetings/Training Attended by Councillors or the Clerk 

9 June – Clerk attended an SLCC meeting for clerks to smaller councils 

9 June – Cllr Taylor attended the St Austell and Mevagissey Community Network Panel 
meeting 

15 June – Clerk attended a training session for town and parish councils about installing 
electric vehicle charging points 

 

(22/032) Correspondence Received 

A list of correspondence had previously been circulated and the following correspondence 
had been received after publication of the agenda: 

 CALC information regarding changes to the planning system 
 Invitation to attend Cormac engagement events 
 Civility and Respect newsletter 
 Several emails expressing thanks for the Jubilee events 
 Email from a resident offering to address a parish council about community energy 

projects.  The gentleman is to be invited to a future meeting 
 

(22/033) Dates for the Diary 

There were no dates for the diary. 

 

(22/034) Dates of Forthcoming Meetings  

19 July (Ch), 20 September (Ch), 18 October (T), 15 November (Ch), 20 December (T) 
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The meeting closed at 6.49pm 

 

 

 

 

………………………………………………                …………………………………………………….. 

Chairman                                            Date       
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INTRODUCTION 

This is version two of Model Standing Orders 2018 (England) updated on April 2022. 
Update to Model Standing Order 18 only. 

 

Standing orders are the written rules of a local council. Standing orders are essential to 
regulate the proceedings of a meeting.  A council may also use standing orders to confirm 
or refer to various internal organisational and administrative arrangements.  The standing 
orders of a council are not the same as the policies of a council but standing orders may 
refer to them.  

 

 

 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 chair 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 chair 
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 chair of the meeting, is expressed in writing to the 
chair.  

h A councillor may move an amendment to his/her/their 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 chair 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 chair of the meeting.  

k One or more amendments may be discussed together if the chair of the meeting 
considers this expedient but each amendment shall be voted upon separately. 
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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 immediately 
before it is put to the vote. 

o Unless permitted by the chair 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/she/they 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/she/they 
considers has been breached or specify the other irregularity in the proceedings of the 
meeting he/she/they is concerned by.  

q A point of order shall be decided by the chair of the meeting and his/her/their 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 chair of the meeting 
shall be satisfied that the motion has been sufficiently debated and that the mover of 
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the motion under debate has exercised or waived his/her/their 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 chair of the meeting. 
 

 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 chair of the meeting 
shall request such person(s) to moderate or improve their conduct. 

b If person(s) disregard the request of the chair of the meeting to moderate or improve 
their conduct, any councillor or the chair 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 chair 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 in respect of the business on the agenda. 

f The period of time designated for public participation at a meeting 
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in accordance with standing order 3(e) shall not exceed 15 minutes 
unless directed by the chair of the meeting. 

g Subject to standing order 3(f), a member of the public shall not 
speak for more than 2 minutes. 

h 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 
chair of the meeting may direct that a written or oral response be 
given. 

i A person shall raise his/her/their hand when requesting to speak 
and stand when speaking except when a person has a disability or 
is likely to suffer discomfort. 

j A person who speaks at a meeting shall direct his/her/their 
comments to the chair of the meeting. 

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

l Subject to standing order 3(m), a person who attends a meeting is 
permitted to report on the meeting whilst the meeting is open to 
the public.  To “report” means to film, photograph, make an audio 
recording of meeting proceedings, use any other means for 
enabling persons not present to see or hear the meeting as it takes 
place or later or to report or to provide oral or written commentary 
about the meeting so that the report or commentary is available as 
the meeting takes place or later to persons not present.  A person 
reporting the meeting is to inform the chair that he/she/they intend 
recording the meeting. 

m A person present at a meeting may not provide an oral report or 
oral commentary about a meeting as it takes place without 
permission.    

n 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.  

o Subject to standing orders which indicate otherwise, anything 
authorised or required to be done by, to or before the Chair of the 
Council may in his/her/their absence be done by, to or before the 
Vice-Chair of the Council. 

p The Chair of the Council, if present, shall preside at a meeting.  If 
the Chair is absent from a meeting, the Vice-Chair of the Council if 
present, shall preside.  If both the Chair and the Vice-Chair are 
absent from a meeting, a councillor as chosen by the councillors 
present at the meeting shall preside at the meeting. 
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q 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.  

r The chair 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/her/their casting vote whether or not he/she/they gave an 
original vote. 

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

s 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/her/their vote for or 
against that question. Such a request shall be made before moving 
on to the next item of business on the agenda. 

t 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 who are present and the names of 
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. 

u 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/her/their right to participate and vote on that matter. 

v 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. 
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w 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.  

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

 

 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 4(b) and (c), appoint and determine the terms 
of office of members of such a committee; 

v. may, subject to standing orders 4(b) and (c), appoint and determine the terms 
of office of the substitute members to a committee whose role is to 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 
chair of the standing committee; 

vii. shall permit a committee other than a standing committee, to appoint its own 
chair 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;  
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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 Chair and Vice-Chair of the Council. 

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

g The Vice-Chair of the Council, unless he/she/they resigns or becomes disqualified, 
shall hold office until immediately after the election of the Chair of the Council at the 
next annual meeting of the Council. 

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

j Following the election of the Chair of the Council and Vice-Chair of the Council at the 
annual meeting, the business shall include: 

i. In an election year, delivery by the Chair 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 Chair of the 
Council of his/her/their acceptance of office form unless the Council resolves for 
this to be done at a later date; 
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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; 

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; 

k The following must be reviewed annually – this can be at the annual meeting or at a 
meeting later in the year 

i. Review of inventory of land and other assets including buildings and office 
equipment.   

ii. Confirmation of arrangements for insurance cover in respect of all insurable 
risks; 

iii. Review of the Council’s and/or staff subscriptions to other bodies; 

iv. Review of the Council’s complaints procedure; 

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

vi. Review of the Council’s policy for dealing with the press/media; 

vii. Review of the Council’s employment policies and procedures; 

viii. Review of the Council’s expenditure incurred under s.137 of the Local 
Government Act 1972 or the general power of competence. 

ix. Determining the time and place of ordinary meetings of the Council up to and 
including the next annual meeting of the Council.  
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 EXTRAORDINARY MEETINGS OF THE COUNCIL, 
COMMITTEES AND SUB-COMMITTEES 
 

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

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

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

d If the chair of a committee does not call an extraordinary meeting within 7 days of 
having been requested to do so by 2 members of the committee, any 2 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 3 councillors to be given to the Proper Officer 
in accordance with standing order 9, or by a motion moved in pursuance of the 
recommendation of a committee. 

b When a motion moved pursuant to standing order 7(a) has been disposed of, no 
similar motion may be moved for a further six months. 

 VOTING ON APPOINTMENTS 
 

a 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 chair of the meeting. 
 

 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.  
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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 9(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 9(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 5 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 chair 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 Motions received shall be recorded and numbered in the order that they are received. 

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

 

 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; 

ii. to move to a vote;  

iii. to defer consideration of a motion;  

iv. to refer a motion to a particular 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; 
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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 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 
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with standing order 10(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 chair of the meeting and stand as an accurate record of the 
meeting to which the minutes relate.  

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

“The chair of this meeting does not believe that the 
minutes of the meeting held on [date] in respect of (   ) 
were a correct record but his/her/their 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 12(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(u).  
 

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

b Unless he/she/they has been granted a dispensation, a councillor or non-councillor 
with voting rights shall withdraw from a meeting when it is considering a matter in 
which he/she/they has a disclosable pecuniary interest.  He/she/they may return to 
the meeting after it has considered the matter in which he/she/they had the interest. 

c Unless he/she/they has been granted a dispensation, a councillor or non-councillor 
with voting rights shall withdraw from a meeting when it is considering a matter in 
which he/she/they has another interest if so required by the Council’s code of 
conduct.  He/she/they may return to the meeting after it has considered the matter in 
which he/she/they had the interest. 

d Dispensation requests 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 
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the dispensation is required. 

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

f 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 four years for which the 
dispensation is sought; and  

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

g Subject to standing orders 13(d) and (f), a dispensation request shall be considered at 
the beginning of the meeting of the Council, or committee or for which the dispensation 
is required. 

h A dispensation may be granted in accordance with standing order 13(e) if having regard 
to all relevant circumstances any of the following apply: 

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;  

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

b Where the notification in standing order 14(a) relates to a complaint made by the 
Proper Officer, the Proper Officer shall notify the Chair of Council of this fact, and the 
Chair shall nominate another staff member to assume the duties of the Proper Officer 
in relation to the complaint until it has been determined and the Council has agreed 
what action, if any, to take in accordance with standing order 14(d). 

c The Council may: 

i. provide information or evidence where such disclosure is necessary to investigate 
the complaint or is a legal requirement; 
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ii. seek information relevant to the complaint from the person or body with 
statutory responsibility for investigation of the matter; 

d 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 what, if 
any, action to take against him.  Such action excludes disqualification or suspension 
from office. 

 

 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, 

 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 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 9, include on the agenda all motions in the order 
received unless a councillor has given written notice at least 7 days before the 
meeting confirming his/her/their withdrawal of it; 

iii. convene a meeting of the Council for the election of a new Chair of the Council, 
occasioned by a casual vacancy in his/her/their 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; 
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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 Chair or in 
his/her/their absence the Vice chair 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; and 

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). 

 

 RESPONSIBLE FINANCIAL OFFICER  
 

a The Council shall appoint appropriate staff member(s) to undertake the work of the 
Responsible Financial Officer when the Responsible Financial Officer is absent. 
 

 ACCOUNTS AND ACCOUNTING STATEMENTS 
 

a “Proper practices” in standing orders refer to the most recent version of “Governance 
and Accountability for Local Councils – 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 and 31 December in 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 



 

25 
 

which includes a comparison with the budget for the financial year and highlights 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 shall consider and approve financial regulations drawn up by the 
Responsible Financial Officer, which shall 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 
required 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 and 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 standing order 18(f) 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 
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execution of works shall include, as a minimum, the following steps: 

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

ii. an invitation to tender shall be drawn up to confirm (i) the Council’s specification 
(ii) the time, date and address for the submission of tenders (iii) the date of the 
Council’s written response to the tender and (iv) 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. 

e. Neither the Council, nor a committee or a 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 Contracts 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 
council or staffing committee is subject to standing order 11. 

b Subject to the Council’s policy regarding absences from work, the Council’s most 
senior member of staff shall notify the chair of the council ors staffing committee or, if 
he/she/they is not available, the vice-chair of the staffing committee of absence 
occasioned by illness or other reason and that person shall report such absence to the 
council or committee at its next meeting. 

c The chair of the council or in his/her/their absence, the vice-chair shall upon a 
resolution conduct a review of the performance and annual appraisal of the work of 
the Clerk.  

d Subject to the Council’s policy regarding the handling of grievance matters, the 
Council’s most senior member of staff of staff shall contact the chair of the staffing 
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committee or in his/her/their absence, the vice-chair of 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. 

e Subject to the Council’s policy regarding the handling of grievance matters, if an 
informal or formal grievance matter raised by the Clerk relates to the chair or vice-
chair of the staffing committee this shall be communicated to another member of 
staffing committee, which shall be reported back and progressed by resolution of the 
staffing committee.  

f 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. 

 

g In accordance with standing order 11(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.  If gross annual income or expenditure (whichever is the higher) exceeds £200,000 
The Council, shall publish information in accordance with the requirements of the 
Local Government (Transparency Requirements) (England) Regulations 2015. 
 

 RESPONSIBILITIES UNDER DATA PROTECTION 
LEGISLATION  

 
(Below is not an exclusive list).  
 

See also standing order 11. 
 

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/her/their 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. 
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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 15(b)(xii) and (xvii). 

 

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

b 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 UNITARY COUNCILLORS 
 

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

 
 

 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. 
 

 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 
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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 2 councillors to be given 
to the Proper Officer in accordance with standing order 9. 

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

 

 

Revised Standing Orders Adopted 19 July 2022 
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CARLYON PARISH COUNCIL EXPENSES POLICY 

Purpose 

This policy sets out the Council's rules on how employees can claim for expenses incurred 
in the performance of their duties for the Council.  The purpose of this policy is to ensure 
that employees are properly reimbursed for legitimate business expenses and to ensure 
that these expenses are treated appropriately for tax purposes.  It does not apply to 
councillors. 

General procedure 

The Council will reimburse you for actual expenditure that is incurred wholly, necessarily 
and exclusively in connection with authorised duties that you undertake in the course of 
your employment.  To claim for expenses, you must set out the reasons why the expense 
was incurred on the monthly payment schedule. If you are unsure whether an expense can 
be claimed, you must seek prior written authorisation from the Chair. 

Expenses will not be paid unless supporting evidence is provided.  This should include 
original receipts or invoices with the date and time of the transaction (unless you are 
claiming for mileage).  When claiming for travel expenses on public transport, you should 
enclose the tickets showing the departure point and destination of your journey, where 
possible. Credit and debit card statements will not be accepted. Where you are submitting 
a VAT receipt, you should set out: 

 the name and VAT registration number of the retailer or service provider; 
 the goods and services provided; and 
 the amount of VAT payable. 

 

Expenses claims must be submitted in a timely manner of the expense being incurred. 

The Council will pay claims for authorised expenses by BACS transfer into the same bank 
account into which your salary is paid. 

In general, you should not incur expenses other than in the categories listed below. 
However, if you have claims for expenditure other than for those categories listed below, 
you should seek written approval from the Chair before incurring the expense. The Council 
will accept email as written approval where it is required in this policy. 

Any queries in relation to this policy should be directed to the Chair. 

Homeworkers 

If you are a Homeworker, your normal place of work as stated in your contract will be your 
home.  The council will reimburse all reasonable expenses incurred by homeworkers in the 
course of their duties upon receipt of satisfactory claims. 

The council will provide the following equipment necessary to enable homeworking 
employees to do their job. 

 Desk with lockable drawer (or separate secure document store) 
 Laptop or personal computer 
 Printer] 
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The council will also pay the employee for the costs associated with heating, lighting, etc. 
HMRC rules allow for some of these expenses to be paid tax-free (see HMRC guidance: 
www.gov.uk/expenses-and-benefits-homeworking/whats-exempt ). 

Training 

When attending training courses all employees and be able to claim travel expenses for the 
difference in the usual home to work costs.  Where the training takes place outside 
contracted daily hours, part-time employees should be paid on the basis as time spent on 
training is working time. 

Some training can be very expensive and as a condition for funding training, the council 
requires full repayment of all costs incurred for any training course in excess of £750 
should an employee not complete the training or leave the council within a year of 
completion.  Repayment of costs reduces to 50%] reimbursement in the second year. 

Travel 

Employees and managers should consider whether or not travel is necessary or if there are 
more appropriate means (for example tele-conferencing or video-conferencing). 

Rail 

You may claim for standard class rail fares only.  Where possible, rail journeys should be 
booked well in advance to benefit from any discounts for early booking. 

Use of your own car 

It may be appropriate and cost-effective to use your own car when travelling on business, 
for example if you are travelling with other staff or councillors or, where there is limited 
public transport to your destination, or the journey time is significantly shorter than using 
public transport.  Any use of your own car on business is subject to you: 

 holding a full UK driving licence; 
 ensuring that your car is roadworthy and fully registered; and 
 holding comprehensive motor insurance that provides for business use. 

Prior authorisation should be sought from the Chair, before using your own car on 
business. The Council accepts no liability for any accident, loss, damage or claim arising 
out of any journey that you make on business.  The Council will not pay for the cost of any 
insurance policy on your own car. 

To claim for petrol expenditure, you should set out the distance of the journey undertaken 
on your expenses claim form.  The Council will pay you a mileage allowance of 45p per mile 
for mileage under 10,000 miles and 25p per mile for mileage over 10,000 miles, or such 
other rate as set out from time to time by HM Revenue and Customs.  The Council will pay 
for tolls, congestion charges and parking costs incurred, where applicable. 

Use of bicycle or Motorcycle 

If use of your bicycle or motorcycle is approved, you can claim a mileage allowance of 20p 
per mile respectively. Any use of your own motorcycle on business is subject the same 
requirements as a car (see above). 

Taxis 

Any use of taxis will require prior approval and only in limited circumstances. These are: 
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 where taking a taxi would result in a significantly shorter travel time than using 
public transport; 

 where there is no available public transport (such as between a railway station and 
venue) 

 where there are several employees travelling together; or 
 where personal security and safety of employees is an issue, for example taxis may 

be permitted after 9.30pm. 

You must obtain a receipt with details of the date, place of departure and destination of the 
journey. 

Overnight accommodation 

As a guideline for travel on council business you should book accommodation equivalent to 
three-star standard or less. You may book hotel accommodation of up to £120 maximum in 
a major city and £100 elsewhere.  It is your responsibility to ensure that any hotel 
reservations are cancelled within the required cancellation period if they are no longer 
required. 

Meals 

If you are required to be away from home on council business, you may claim up to: 

 £10 for breakfast (if this is not included in the hotel room rate); 
 £15 for lunch; 
 £20 for dinner and 
 a daily allowance of £5 per night for general incidental costs such as a newspaper or 

telephone calls.] 

The maximum amounts above are inclusive of drinks.  Alcohol cannot be reclaimed under 
any circumstances. 

You should supply receipts and invoices for all hotel and meal expenses other than for the 
daily allowance, where no receipt is required. 

Entertainment/gifts 

The Council has strict rules about offering or receiving both entertainment and gifts. Any 
gifts, rewards or entertainment offered to you should be reported immediately to the Chair. 
As a general rule, small tokens of appreciation, for example flowers or a bottle of wine, 
may be retained by employees. 

Annual events  

The Council may decide to hold a staff event, such as a Christmas meal or other 
celebration.  Except where agreed to the contrary, attendance is not compulsory, and you 
will remain responsible for any expenses you incur. 

Expenses that will not be reimbursed 

The Council will not reimburse you for: 

 the cost of any travel between your home and usual place of work (except in 
exceptional circumstances for early morning/late night transport as set out above); 

 the cost of any travel undertaken for personal reasons; 
 the cost of any travel for your partner or spouse; 
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 any fines or penalties incurred while on council business for whatever reason, 
including penalties for not paying for a rail ticket in advance of boarding the train 
and penalties or fines associated with motoring offences, including speeding or 
parking fines, clamping or vehicle recovery charges; 

 alcohol; and 
 cash advances or withdrawals from an ATM machine. 

You are required to pay for any travel costs incurred by your partner or spouse in the event 
that he or she accompanies you on business. Your spouse or partner must have adequate 
travel insurance for that journey. 

False claims 

If the Council considers that any expenditure claimed was not legitimately incurred on 
behalf of the Council, it may request further details from you.  The Council will thoroughly 
investigate and check any expenses claim as it sees fit. It may withhold payment where 
insufficient supporting documents have been provided.  Where payment has been made to 
you prior to the discovery that the claim was not legitimate or correct, it may deduct the 
value of that claim from your salary. 

Any abuse of the Council's expenses policy will not be tolerated. This includes, but is not 
limited to: 

 false expenses claims; 
 claims for expenses that were not legitimately incurred; 
 claims for personal gain; 
 claims for hospitality and/or gifts without them having been declared; and 
 receipt by you of hospitality and/or gifts from contacts that may be perceived to 

influence your judgment. 

The Council will take disciplinary action where appropriate and, in certain circumstances, 
may treat a breach of this policy as gross misconduct, which may result in your summary 
dismissal.  In addition, the Council may report the matter to the police for investigation and 
criminal prosecution. 

This is a non-contractual procedure which will be reviewed from time to time. 

Date of policy: July 2022 
Date of approving meeting: 19 July 2022 
Policy version reference: v1 
Supersedes: N/a 
Policy effective from: August 2022 
Date for next review: July 2024 
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Agenda Item 14 (i) Jubilee Celebration Expenditure 

Original budget £2,000 increased to £2,500 (Min22/013)     
   Net   VAT   Total    
Bunting M Rundle  £                  270.00   £                           -     £    270.00    

Sound Equipment 
Freq Audio 
Systems  £                  650.00   £                  123.00   £    780.00    

Generator Ellis Event £519.50  £                  103.90   £    623.40  
Portaloos Brandon Hire  £                  180.00   £                    36.00   £    216.00    
Beacon Bullfinch  £                  490.00   £                    98.00   £    588.00    
Safety fencing and 
canes M A Grigg  £                    44.10   £                       8.82   £       52.92    
Alex Giles Performing  £                    75.00   £                           -     £       75.00    
Celtic Music Services Fable and Fusion  £                  300.00   £                           -     £    300.00    

Sweets Costco (£30)    £        0.07  
 7p 
profit   

Banners and flyers Vistaprint  £                  146.28   £                    29.26   £    175.54    

Fire extinguisher 
Fire Extinguisher 
shop  £                    30.68   £                       6.14   £       36.82    

Topsoil 
Roseland Plant 
Centre  £                    19.95   £                       3.99   £       23.94    

Toilet rolls and 
sanitiser Aldi 

 £                       
6.71   £                       1.34   £         8.05    

     £ 3,149.74    
   £              2,732.22   £                  410.45  £3,149.67   
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Carlyon Parish Council Budget Monitor Report to 30 June 2022  
 Budget Expenditure % of Budget 

 £ £ £ 
Employee Costs    
Clerk's salary (including oncosts)  £    11,000.00   £    2,206.59  20.06% 
Training & conference expenses  £         750.00   £         75.00  10.00% 
Clerks Room Allowance  £         320.00   £       156.00  48.75% 
Clerk's travel and subsistence  £         350.00   £       129.15  36.90% 
Total employee related costs  £   12,420.00   £   2,566.74  20.67% 

    
Administration Costs    
Office expenses  £         750.00   £         21.86  2.91% 
Postage  £         200.00   0.00% 
Photocopying  £         150.00   0.00% 
Office equipment  £         600.00   0.00% 
Insurance  £         600.00   0.00% 
Subscriptions  £         800.00   £       541.37  67.67% 
Website  £         500.00   £       126.00  25.20% 
Audit Fees  £         500.00   £       200.00  40.00% 
Bank charges  £         200.00   £         27.00  13.50% 
Books and Publications  £         100.00   0.00% 
Meeting Expenses  £         300.00   0.00% 
Total Administration Costs  £      4,700.00   £       916.23  19.49% 

    
Other Expenses    
Chairman's Allowance  £         100.00   0.00% 
Councillors Travel/Subsistence  £         500.00   0.00% 
Parish Maintenance  £    10,000.00   £    1,744.00  17.44% 
Parish Projects  £      7,000.00   £       909.26  12.99% 
Parish Newsletter  £      1,000.00   0.00% 
Events  £      2,000.00   £    2,431.24  121.56% 
Carlyon Recreation Field  £      1,500.00   £       100.00  6.67% 
Tregrehan Recreation Fields  £      1,500.00   £       180.00  12.00% 
Neighbourhood Plan  £      2,000.00   0.00% 
Tregrehan Methodist Church   £       750.00   
Total Other Expenses  £   25,600.00   £   6,114.50  23.88% 
Total VAT   £      1,500.00   £       863.33   
    
Total Expenditure  £   44,220.00   £ 10,460.80  23.66% 

    
Reserves    
Community building  £    84,250.00   0.00% 
CIL  £    22,540.00    
Election Fund  £      1,000.00    
Tregrehan Playing Fields Transfer  £      3,000.00    
General Contingency  £    15,000.00   £                -    0.00% 
Total Reserves  £ 125,790.00   £                -    0.00% 

    
Income    
Precept  £    35,069.13   £ 17,534.57  50.00% 
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CTSG  £         124.06   £         62.03   
VAT  £      1,000.00   £       424.34   
CIL  £                  -     £    5,617.00   
Other Income   £       428.47   
Total Income  £   36,193.19   £ 24,066.41   
    
Balance as at 31/03/2022    £ 135,317.05  

 Add income   £    24,066.41  

 Less expenditure  £    10,460.80  

    £ 148,922.66  

Bank Reconciliation    
Balance as at 30/06/2022 Current Account  £    58,148.37  

 Less outstanding payments  £                  -    

    £    58,148.37  

Balance as at 30/06/2022 
Instant 
Access   £    90,774.29  

    

 Total Funds Held  £ 148,922.66  
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Correspondence received since the last meeting 

 Details of CALC training programme 
 Citizens Advice Cornwall newsletter 
 Details of vacancies on Cornwall Council Standards Committee 
 Correspondence regarding the closure of the SWCP  
 Invitation to attend an Imerys Community Liaison Group meeting on 19 July 
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Carlyon Parish Council  

 
Dear Councillor 
 
You are summoned to attend a Meeting of Carlyon Parish Council to be held on Tuesday 
19 July 2022 at 6.00 pm in Charlestown Primary School 
 
Julie Larter 
 
Mrs Julie Larter 
Clerk  
12 July 2022 
 
01872 501101 
clerk@carlyon-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 21 June 2022 
To resolve that the minutes of the above meeting be signed as a correct 
record of the meeting 
 

 
 

 
Pages 4-8  

3. Declarations of Interest on Items on the Agenda 
(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. 
(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. 
 

 

4. Chairman’s Announcements 
 

 

5. 
 
 
 

Public Participation  
The Chairman will invite Members of the public to address the meeting 
in relation to the business to be carried out at the meeting 
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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 
 

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

 

7. 
 

Planning Applications and Related Matters 
(a) To consider a response to consultation by the Planning Authority on 
the following applications and any applications received after 
publication of this summons 
 
(i) PA22/04993 – Boscundle Manor: Listed Building Consent for 
demolition and construction of orangery, replacement double glazing to 
main house 
 
(ii) PA22/05533 – Cuddra Aquatics: Change of use of previously 
developed land from A1 retail to 9 residential park homes, including 
external terraces and internal access. 
 
(iii) PA22/05871 – 39 Chatsworth Way: Retention and completion of 
remodelling of bungalow with a rear kitchen/en-suite extension 
 
(b) To receive an update on the following planning application:  
PA22/00415 – Mid Cornwall Business Centre, Par Moor Road: 
Construction of a new vehicular access to the existing site from Cypress 
Avenue 
 

 
 
 
 
 
 
 
 
 
 

8. Neighbourhood Plan 
To note any progress 
 

 

9. Community Energy Projects 
To receive a presentation  
 

 

10. Government Review into Short-Term Tourist Accommodation 
To consider responding to a consultation 
https://www.gov.uk/government/news/government-launches-review-
into-short-term-tourist-accommodation  
 

 

11. Policies and Procedures 
(i) To adopt new Standing Orders and review current Financial 
Regulations 
(ii) To adopt an expenses policy 
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12. Parish Projects 
To receive an update and authorise any expenditure 
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13. Parish Issues 
(i) Tregrehan Jubilee Park 
(a) To consider making a contribution towards materials for a parking    
sign 
(b) To note any concerns  
(ii) West Crinnis Fields 

(a) To consider the future of the dog waste bag dispenser 
(b) To note any concerns 

(iii) Beach Development 
To note the current situation 

(iv) Tregrehan Methodist Church 
      To note the current situation 
(v) Highways 
     To note any concerns 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

14. Financial Matters 
(i) To note the final expenditure on the Jubilee party 
(ii) To note the current financial position and authorise payments 
 

 
 
Page 34 
Pages35-36 
 

15. Training/Meetings Attended 
To note any training or meetings attended by members or the Clerk 
 

 
 

16. Correspondence 
To note any correspondence received since the last meeting 
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17. Dates for the Diary  
To note dates for members’ diaries 
 

 

18. Dates of Forthcoming Meetings (Ch = Charlestown Primary School; 
T=Tregrehan Methodist Church) 
20 September (Ch), 18 October (T), 15 November (Ch), 20 December 
(T) 
 

 



 

4 
 

 
MINUTES of a MEETING OF CARLYON PARISH COUNCIL held on 21 June 2022 at 
6.00 pm in Tregrehan Methodist Centre  

Present: Cllrs Paul Trudgian (Chairman), Myles Breary, Ann Taylor, Lynn Parsons, Heidi 
Clemo, Nathan Cooper 

In attendance: Julie Larter (Clerk); 11 members of the public. 

 

(22/020) Apologies for Absence 

Apologies were received from Cllr James Mustoe, CC. 

 

(22/021) Minutes of the Annual Meeting of the Parish Council held on 17 May 
2022 

It was RESOLVED that the minutes of the Annual Meeting of the Parish Council 
held on 17 May 2022 be signed as an accurate record of the meeting. 

 

(22/022) Declarations of Interest on Items on the Agenda 

There were no declarations of Interest. 

 

(22/023) Chairman’s Announcements 

The Chairman thanked everyone involved in the Jubilee events in Carlyon Bay and 
Tregrehan Mills.  The Chairman also introduced 2 residents who are interested in joining 
the council. 

 

(21/024) Public Participation 

A member of the public thanked the parish council for the grant it gave towards the Jubilee 
celebrations in Tregrehan Mills.  The resident then also thanked the council for giving 
permission for her to hold a birthday party on the field. 

A member of the public enquired about the current situation regarding the South West 
Coast Path between Carlyon Bay and Charlestown.  The Clerk said that The Ramblers have 
now withdrawn their objection to the proposed Public Path Order subject to certain 
conditions.  Cornwall Council is hopeful that the path can be reopened shortly. 

 

(22/025) Cornwall Councillor’s Report 

In the absence of Cllr Mustoe, the Clerk summarised Cllr Mustoe’s report.  Cllr Mustoe 
commended the community on the recent Jubilee celebrations, which he was delighted to 
take part in.  Cllr Mustoe gave an update on the Par Moor cycle path improvements which 
are progressing well.   

Cllr Mustoe’s full report is on the parish council’s website. 
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(22/026) Planning Applications and Related Matters 

(i) PA22/05115 - 33 Sea Road: Removal of conservatory and erection of a sunroom 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(ii) PA22/05065 – Land South of 1 Gloucester Avenue: Construction of a new dwelling 
without compliance with condition 1 of decision notice Pa21/08829 dated 20/10/2022 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(iii) PA22/04823 – 31 Fairway: Extensions and general alterations 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(b) Update on PA22/00415 – Mid Cornwall Business Centre, Par Moor Road: Construction of 
a new vehicular access to the existing site from Cypress Avenue: 

No update was available 

(c) It was noted that a 5 day protocol letter had been received regarding PA21/05322 – Bal 
House, 18 Appletree Lane and council had responded stating that they agreed with the 
planning officer’s decision to refuse the application on the grounds that the applicant had 
failed to provide the information she had requested. 

 

(22/027) Neighbourhood Plan 

The Chairman confirmed that he has contacted a planning consultant asking him to write 
the required Basic Conditions Statement and is awaiting a response. 

 

(22/028) Parish Projects 

Jubilee Celebrations 

Final expenditure for the Jubilee event will be reported at next month’s meeting. 

 

Cllr Cooper joined the meeting. 

 

(22/029) Parish Issues 

(i) Jubilee Fields 

A member of the public spoke expressing his concerns regarding children and teenagers 
using the Jubilee field to play football.  The member of the public said that there was 
excessive noise, swearing and littering and that the ground was becoming damaged.  He 
also referenced that games of football restricted the use of the field for other residents and 



 

6 
 

that he did not believe the children using the field were local.  He asked for the goalposts 
to be taken down 

The Chairman said that the goalposts had been in place for decades and that it would not 
be reasonable to remove this long standing amenity on the request of one resident.  
Furthermore he had heard positive reports about the youngsters in general and that any 
issues were probably only caused by the minority and were an exception.  He added that 
the Jubilee field is a public open space and it is not practicable or reasonable to restrict the 
use of the field to village residents only.  The Chairman, with the agreement of the other 
councillors, said that the Parish Council’s position on the goal posts, and the use of the 
field, would not be reconsidered unless a significant number of residents could demonstrate 
a majority view in accordance with the member of the public’s request to remove the goal 
posts. 

Reflecting the member of the public’s comment regarding litter, the Clerk was asked to 
speak to Biffa to see if the dog waste bin could be replaced with a multi-use bin. 

The Chairman expressed the thanks of the parish council to Toby from the Football Golf 
who has undertaken vertidrain and re-seeding work free of charge to improve the field for 
the use of all members of the public. 

(ii) Sea Road Recreation Area 

It was RESOLVED that in the future these fields should be known as West Crinnis 
Fields and the purchase of a sign costing £175 was duly authorised. 

Concern was raised about the high volume of usage of dog waste bags from the dispenser 
as it appears that the provision of free bags is being abused.  The matter is to be reviewed 
at next month’s meeting. 

The Chairman explained that parking cones lent to Sea Road Residents’ Association had 
been removed after a visually impaired member of the public tripped on one and 
threatened legal action if they were not removed.  The Chairman subsequently attended a 
meeting of Sea Road Residents’ Association who are proposing putting double yellow lines 
between no 83 and the junction with Fairway.  SRRA have asked whether the parish council 
would be willing to support this measure and make a contribution towards the cost.  It is 
not possible for the council to offer money towards yellow lining on this private road, 
however it was RESOLVED to make a grant of £250 towards the cost of signage.  
Cllrs were concerned that this is a peace-meal approach to problem parking. 

(iii) Beach Development 

Dogs will be permitted on the beach over the summer once agreement has been reached 
between CEG and Biffa regarding the disposal of dog waste. 

(iv) Tregrehan Methodist Church 

No update was available. 

(v) Highways Matters 

Councillors remain concerned about the safety of the traffic build out over the stream and 
the Clerk is to ask the Highways Manager for another meeting. 

 

(22/030) Financial Matters 
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(i) It was RESOLVED to accept a quote from Complete Weed Control for pavement 
weed spraying in Carlyon Bay and Tregrehan Mills. 

(ii) It was noted that Cllr Taylor undertook an internal control check on 7 June. 

(iii) Current balances were noted and the following payments were authorised: 

DD Lloyds Bank Credit card £188.63 

BACS Cormac Solutions Removal of vegetation (min 21/151) £188.00 

BACS JP Hermes Reimbursement for Jubilee plaque (min21/113) (v) £135.00 

BACS M A Grigg Safety fencing and poles for Jubilee party £52.92 

BACS Alex Giles Performing at Jubilee party £75.00 

BACS Celtic Music Services Performing at Jubilee party £300.00 

BACS Hay Nurseries Replanting planters £132.00 

BACS HMRC PAYE/NI * 

BACS Mrs J Larter June salary * 

BACS Cornwall Pension Fund EE and ER contributions * 

DD Unity Trust Bank Quarterly bank charges 18.00 

 

(22/031) Meetings/Training Attended by Councillors or the Clerk 

9 June – Clerk attended an SLCC meeting for clerks to smaller councils 

9 June – Cllr Taylor attended the St Austell and Mevagissey Community Network Panel 
meeting 

15 June – Clerk attended a training session for town and parish councils about installing 
electric vehicle charging points 

 

(22/032) Correspondence Received 

A list of correspondence had previously been circulated and the following correspondence 
had been received after publication of the agenda: 

 CALC information regarding changes to the planning system 
 Invitation to attend Cormac engagement events 
 Civility and Respect newsletter 
 Several emails expressing thanks for the Jubilee events 
 Email from a resident offering to address a parish council about community energy 

projects.  The gentleman is to be invited to a future meeting 
 

(22/033) Dates for the Diary 

There were no dates for the diary. 

 

(22/034) Dates of Forthcoming Meetings  

19 July (Ch), 20 September (Ch), 18 October (T), 15 November (Ch), 20 December (T) 
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The meeting closed at 6.49pm 

 

 

 

 

………………………………………………                …………………………………………………….. 

Chairman                                            Date       
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INTRODUCTION 

This is version two of Model Standing Orders 2018 (England) updated on April 2022. 
Update to Model Standing Order 18 only. 

 

Standing orders are the written rules of a local council. Standing orders are essential to 
regulate the proceedings of a meeting.  A council may also use standing orders to confirm 
or refer to various internal organisational and administrative arrangements.  The standing 
orders of a council are not the same as the policies of a council but standing orders may 
refer to them.  

 

 

 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 chair 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 chair 
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 chair of the meeting, is expressed in writing to the 
chair.  

h A councillor may move an amendment to his/her/their 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 chair 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 chair of the meeting.  

k One or more amendments may be discussed together if the chair of the meeting 
considers this expedient but each amendment shall be voted upon separately. 
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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 immediately 
before it is put to the vote. 

o Unless permitted by the chair 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/she/they 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/she/they 
considers has been breached or specify the other irregularity in the proceedings of the 
meeting he/she/they is concerned by.  

q A point of order shall be decided by the chair of the meeting and his/her/their 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 chair of the meeting 
shall be satisfied that the motion has been sufficiently debated and that the mover of 
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the motion under debate has exercised or waived his/her/their 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 chair of the meeting. 
 

 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 chair of the meeting 
shall request such person(s) to moderate or improve their conduct. 

b If person(s) disregard the request of the chair of the meeting to moderate or improve 
their conduct, any councillor or the chair 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 chair 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 in respect of the business on the agenda. 

f The period of time designated for public participation at a meeting 
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in accordance with standing order 3(e) shall not exceed 15 minutes 
unless directed by the chair of the meeting. 

g Subject to standing order 3(f), a member of the public shall not 
speak for more than 2 minutes. 

h 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 
chair of the meeting may direct that a written or oral response be 
given. 

i A person shall raise his/her/their hand when requesting to speak 
and stand when speaking except when a person has a disability or 
is likely to suffer discomfort. 

j A person who speaks at a meeting shall direct his/her/their 
comments to the chair of the meeting. 

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

l Subject to standing order 3(m), a person who attends a meeting is 
permitted to report on the meeting whilst the meeting is open to 
the public.  To “report” means to film, photograph, make an audio 
recording of meeting proceedings, use any other means for 
enabling persons not present to see or hear the meeting as it takes 
place or later or to report or to provide oral or written commentary 
about the meeting so that the report or commentary is available as 
the meeting takes place or later to persons not present.  A person 
reporting the meeting is to inform the chair that he/she/they intend 
recording the meeting. 

m A person present at a meeting may not provide an oral report or 
oral commentary about a meeting as it takes place without 
permission.    

n 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.  

o Subject to standing orders which indicate otherwise, anything 
authorised or required to be done by, to or before the Chair of the 
Council may in his/her/their absence be done by, to or before the 
Vice-Chair of the Council. 

p The Chair of the Council, if present, shall preside at a meeting.  If 
the Chair is absent from a meeting, the Vice-Chair of the Council if 
present, shall preside.  If both the Chair and the Vice-Chair are 
absent from a meeting, a councillor as chosen by the councillors 
present at the meeting shall preside at the meeting. 
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q 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.  

r The chair 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/her/their casting vote whether or not he/she/they gave an 
original vote. 

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

s 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/her/their vote for or 
against that question. Such a request shall be made before moving 
on to the next item of business on the agenda. 

t 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 who are present and the names of 
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. 

u 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/her/their right to participate and vote on that matter. 

v 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. 

 



 

15 
 

w 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.  

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

 

 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 4(b) and (c), appoint and determine the terms 
of office of members of such a committee; 

v. may, subject to standing orders 4(b) and (c), appoint and determine the terms 
of office of the substitute members to a committee whose role is to 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 
chair of the standing committee; 

vii. shall permit a committee other than a standing committee, to appoint its own 
chair 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;  
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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 Chair and Vice-Chair of the Council. 

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

g The Vice-Chair of the Council, unless he/she/they resigns or becomes disqualified, 
shall hold office until immediately after the election of the Chair of the Council at the 
next annual meeting of the Council. 

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

j Following the election of the Chair of the Council and Vice-Chair of the Council at the 
annual meeting, the business shall include: 

i. In an election year, delivery by the Chair 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 Chair of the 
Council of his/her/their acceptance of office form unless the Council resolves for 
this to be done at a later date; 
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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; 

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; 

k The following must be reviewed annually – this can be at the annual meeting or at a 
meeting later in the year 

i. Review of inventory of land and other assets including buildings and office 
equipment.   

ii. Confirmation of arrangements for insurance cover in respect of all insurable 
risks; 

iii. Review of the Council’s and/or staff subscriptions to other bodies; 

iv. Review of the Council’s complaints procedure; 

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

vi. Review of the Council’s policy for dealing with the press/media; 

vii. Review of the Council’s employment policies and procedures; 

viii. Review of the Council’s expenditure incurred under s.137 of the Local 
Government Act 1972 or the general power of competence. 

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



 

18 
 

 EXTRAORDINARY MEETINGS OF THE COUNCIL, 
COMMITTEES AND SUB-COMMITTEES 
 

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

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

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

d If the chair of a committee does not call an extraordinary meeting within 7 days of 
having been requested to do so by 2 members of the committee, any 2 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 3 councillors to be given to the Proper Officer 
in accordance with standing order 9, or by a motion moved in pursuance of the 
recommendation of a committee. 

b When a motion moved pursuant to standing order 7(a) has been disposed of, no 
similar motion may be moved for a further six months. 

 VOTING ON APPOINTMENTS 
 

a 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 chair of the meeting. 
 

 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.  
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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 9(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 9(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 5 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 chair 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 Motions received shall be recorded and numbered in the order that they are received. 

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

 

 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; 

ii. to move to a vote;  

iii. to defer consideration of a motion;  

iv. to refer a motion to a particular 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; 
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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 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 
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with standing order 10(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 chair of the meeting and stand as an accurate record of the 
meeting to which the minutes relate.  

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

“The chair of this meeting does not believe that the 
minutes of the meeting held on [date] in respect of (   ) 
were a correct record but his/her/their 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 12(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(u).  
 

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

b Unless he/she/they has been granted a dispensation, a councillor or non-councillor 
with voting rights shall withdraw from a meeting when it is considering a matter in 
which he/she/they has a disclosable pecuniary interest.  He/she/they may return to 
the meeting after it has considered the matter in which he/she/they had the interest. 

c Unless he/she/they has been granted a dispensation, a councillor or non-councillor 
with voting rights shall withdraw from a meeting when it is considering a matter in 
which he/she/they has another interest if so required by the Council’s code of 
conduct.  He/she/they may return to the meeting after it has considered the matter in 
which he/she/they had the interest. 

d Dispensation requests 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 
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the dispensation is required. 

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

f 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 four years for which the 
dispensation is sought; and  

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

g Subject to standing orders 13(d) and (f), a dispensation request shall be considered at 
the beginning of the meeting of the Council, or committee or for which the dispensation 
is required. 

h A dispensation may be granted in accordance with standing order 13(e) if having regard 
to all relevant circumstances any of the following apply: 

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;  

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

b Where the notification in standing order 14(a) relates to a complaint made by the 
Proper Officer, the Proper Officer shall notify the Chair of Council of this fact, and the 
Chair shall nominate another staff member to assume the duties of the Proper Officer 
in relation to the complaint until it has been determined and the Council has agreed 
what action, if any, to take in accordance with standing order 14(d). 

c The Council may: 

i. provide information or evidence where such disclosure is necessary to investigate 
the complaint or is a legal requirement; 
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ii. seek information relevant to the complaint from the person or body with 
statutory responsibility for investigation of the matter; 

d 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 what, if 
any, action to take against him.  Such action excludes disqualification or suspension 
from office. 

 

 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, 

 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 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 9, include on the agenda all motions in the order 
received unless a councillor has given written notice at least 7 days before the 
meeting confirming his/her/their withdrawal of it; 

iii. convene a meeting of the Council for the election of a new Chair of the Council, 
occasioned by a casual vacancy in his/her/their 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; 
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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 Chair or in 
his/her/their absence the Vice chair 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; and 

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). 

 

 RESPONSIBLE FINANCIAL OFFICER  
 

a The Council shall appoint appropriate staff member(s) to undertake the work of the 
Responsible Financial Officer when the Responsible Financial Officer is absent. 
 

 ACCOUNTS AND ACCOUNTING STATEMENTS 
 

a “Proper practices” in standing orders refer to the most recent version of “Governance 
and Accountability for Local Councils – 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 and 31 December in 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 
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which includes a comparison with the budget for the financial year and highlights 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 shall consider and approve financial regulations drawn up by the 
Responsible Financial Officer, which shall 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 
required 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 and 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 standing order 18(f) 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 
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execution of works shall include, as a minimum, the following steps: 

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

ii. an invitation to tender shall be drawn up to confirm (i) the Council’s specification 
(ii) the time, date and address for the submission of tenders (iii) the date of the 
Council’s written response to the tender and (iv) 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. 

e. Neither the Council, nor a committee or a 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 Contracts 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 
council or staffing committee is subject to standing order 11. 

b Subject to the Council’s policy regarding absences from work, the Council’s most 
senior member of staff shall notify the chair of the council ors staffing committee or, if 
he/she/they is not available, the vice-chair of the staffing committee of absence 
occasioned by illness or other reason and that person shall report such absence to the 
council or committee at its next meeting. 

c The chair of the council or in his/her/their absence, the vice-chair shall upon a 
resolution conduct a review of the performance and annual appraisal of the work of 
the Clerk.  

d Subject to the Council’s policy regarding the handling of grievance matters, the 
Council’s most senior member of staff of staff shall contact the chair of the staffing 
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committee or in his/her/their absence, the vice-chair of 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. 

e Subject to the Council’s policy regarding the handling of grievance matters, if an 
informal or formal grievance matter raised by the Clerk relates to the chair or vice-
chair of the staffing committee this shall be communicated to another member of 
staffing committee, which shall be reported back and progressed by resolution of the 
staffing committee.  

f 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. 

 

g In accordance with standing order 11(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.  If gross annual income or expenditure (whichever is the higher) exceeds £200,000 
The Council, shall publish information in accordance with the requirements of the 
Local Government (Transparency Requirements) (England) Regulations 2015. 
 

 RESPONSIBILITIES UNDER DATA PROTECTION 
LEGISLATION  

 
(Below is not an exclusive list).  
 

See also standing order 11. 
 

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/her/their 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. 
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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 15(b)(xii) and (xvii). 

 

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

b 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 UNITARY COUNCILLORS 
 

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

 
 

 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. 
 

 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 
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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 2 councillors to be given 
to the Proper Officer in accordance with standing order 9. 

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

 

 

Revised Standing Orders Adopted 19 July 2022 
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CARLYON PARISH COUNCIL EXPENSES POLICY 

Purpose 

This policy sets out the Council's rules on how employees can claim for expenses incurred 
in the performance of their duties for the Council.  The purpose of this policy is to ensure 
that employees are properly reimbursed for legitimate business expenses and to ensure 
that these expenses are treated appropriately for tax purposes.  It does not apply to 
councillors. 

General procedure 

The Council will reimburse you for actual expenditure that is incurred wholly, necessarily 
and exclusively in connection with authorised duties that you undertake in the course of 
your employment.  To claim for expenses, you must set out the reasons why the expense 
was incurred on the monthly payment schedule. If you are unsure whether an expense can 
be claimed, you must seek prior written authorisation from the Chair. 

Expenses will not be paid unless supporting evidence is provided.  This should include 
original receipts or invoices with the date and time of the transaction (unless you are 
claiming for mileage).  When claiming for travel expenses on public transport, you should 
enclose the tickets showing the departure point and destination of your journey, where 
possible. Credit and debit card statements will not be accepted. Where you are submitting 
a VAT receipt, you should set out: 

 the name and VAT registration number of the retailer or service provider; 
 the goods and services provided; and 
 the amount of VAT payable. 

 

Expenses claims must be submitted in a timely manner of the expense being incurred. 

The Council will pay claims for authorised expenses by BACS transfer into the same bank 
account into which your salary is paid. 

In general, you should not incur expenses other than in the categories listed below. 
However, if you have claims for expenditure other than for those categories listed below, 
you should seek written approval from the Chair before incurring the expense. The Council 
will accept email as written approval where it is required in this policy. 

Any queries in relation to this policy should be directed to the Chair. 

Homeworkers 

If you are a Homeworker, your normal place of work as stated in your contract will be your 
home.  The council will reimburse all reasonable expenses incurred by homeworkers in the 
course of their duties upon receipt of satisfactory claims. 

The council will provide the following equipment necessary to enable homeworking 
employees to do their job. 

 Desk with lockable drawer (or separate secure document store) 
 Laptop or personal computer 
 Printer] 
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The council will also pay the employee for the costs associated with heating, lighting, etc. 
HMRC rules allow for some of these expenses to be paid tax-free (see HMRC guidance: 
www.gov.uk/expenses-and-benefits-homeworking/whats-exempt ). 

Training 

When attending training courses all employees and be able to claim travel expenses for the 
difference in the usual home to work costs.  Where the training takes place outside 
contracted daily hours, part-time employees should be paid on the basis as time spent on 
training is working time. 

Some training can be very expensive and as a condition for funding training, the council 
requires full repayment of all costs incurred for any training course in excess of £750 
should an employee not complete the training or leave the council within a year of 
completion.  Repayment of costs reduces to 50%] reimbursement in the second year. 

Travel 

Employees and managers should consider whether or not travel is necessary or if there are 
more appropriate means (for example tele-conferencing or video-conferencing). 

Rail 

You may claim for standard class rail fares only.  Where possible, rail journeys should be 
booked well in advance to benefit from any discounts for early booking. 

Use of your own car 

It may be appropriate and cost-effective to use your own car when travelling on business, 
for example if you are travelling with other staff or councillors or, where there is limited 
public transport to your destination, or the journey time is significantly shorter than using 
public transport.  Any use of your own car on business is subject to you: 

 holding a full UK driving licence; 
 ensuring that your car is roadworthy and fully registered; and 
 holding comprehensive motor insurance that provides for business use. 

Prior authorisation should be sought from the Chair, before using your own car on 
business. The Council accepts no liability for any accident, loss, damage or claim arising 
out of any journey that you make on business.  The Council will not pay for the cost of any 
insurance policy on your own car. 

To claim for petrol expenditure, you should set out the distance of the journey undertaken 
on your expenses claim form.  The Council will pay you a mileage allowance of 45p per mile 
for mileage under 10,000 miles and 25p per mile for mileage over 10,000 miles, or such 
other rate as set out from time to time by HM Revenue and Customs.  The Council will pay 
for tolls, congestion charges and parking costs incurred, where applicable. 

Use of bicycle or Motorcycle 

If use of your bicycle or motorcycle is approved, you can claim a mileage allowance of 20p 
per mile respectively. Any use of your own motorcycle on business is subject the same 
requirements as a car (see above). 

Taxis 

Any use of taxis will require prior approval and only in limited circumstances. These are: 
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 where taking a taxi would result in a significantly shorter travel time than using 
public transport; 

 where there is no available public transport (such as between a railway station and 
venue) 

 where there are several employees travelling together; or 
 where personal security and safety of employees is an issue, for example taxis may 

be permitted after 9.30pm. 

You must obtain a receipt with details of the date, place of departure and destination of the 
journey. 

Overnight accommodation 

As a guideline for travel on council business you should book accommodation equivalent to 
three-star standard or less. You may book hotel accommodation of up to £120 maximum in 
a major city and £100 elsewhere.  It is your responsibility to ensure that any hotel 
reservations are cancelled within the required cancellation period if they are no longer 
required. 

Meals 

If you are required to be away from home on council business, you may claim up to: 

 £10 for breakfast (if this is not included in the hotel room rate); 
 £15 for lunch; 
 £20 for dinner and 
 a daily allowance of £5 per night for general incidental costs such as a newspaper or 

telephone calls.] 

The maximum amounts above are inclusive of drinks.  Alcohol cannot be reclaimed under 
any circumstances. 

You should supply receipts and invoices for all hotel and meal expenses other than for the 
daily allowance, where no receipt is required. 

Entertainment/gifts 

The Council has strict rules about offering or receiving both entertainment and gifts. Any 
gifts, rewards or entertainment offered to you should be reported immediately to the Chair. 
As a general rule, small tokens of appreciation, for example flowers or a bottle of wine, 
may be retained by employees. 

Annual events  

The Council may decide to hold a staff event, such as a Christmas meal or other 
celebration.  Except where agreed to the contrary, attendance is not compulsory, and you 
will remain responsible for any expenses you incur. 

Expenses that will not be reimbursed 

The Council will not reimburse you for: 

 the cost of any travel between your home and usual place of work (except in 
exceptional circumstances for early morning/late night transport as set out above); 

 the cost of any travel undertaken for personal reasons; 
 the cost of any travel for your partner or spouse; 
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 any fines or penalties incurred while on council business for whatever reason, 
including penalties for not paying for a rail ticket in advance of boarding the train 
and penalties or fines associated with motoring offences, including speeding or 
parking fines, clamping or vehicle recovery charges; 

 alcohol; and 
 cash advances or withdrawals from an ATM machine. 

You are required to pay for any travel costs incurred by your partner or spouse in the event 
that he or she accompanies you on business. Your spouse or partner must have adequate 
travel insurance for that journey. 

False claims 

If the Council considers that any expenditure claimed was not legitimately incurred on 
behalf of the Council, it may request further details from you.  The Council will thoroughly 
investigate and check any expenses claim as it sees fit. It may withhold payment where 
insufficient supporting documents have been provided.  Where payment has been made to 
you prior to the discovery that the claim was not legitimate or correct, it may deduct the 
value of that claim from your salary. 

Any abuse of the Council's expenses policy will not be tolerated. This includes, but is not 
limited to: 

 false expenses claims; 
 claims for expenses that were not legitimately incurred; 
 claims for personal gain; 
 claims for hospitality and/or gifts without them having been declared; and 
 receipt by you of hospitality and/or gifts from contacts that may be perceived to 

influence your judgment. 

The Council will take disciplinary action where appropriate and, in certain circumstances, 
may treat a breach of this policy as gross misconduct, which may result in your summary 
dismissal.  In addition, the Council may report the matter to the police for investigation and 
criminal prosecution. 

This is a non-contractual procedure which will be reviewed from time to time. 

Date of policy: July 2022 
Date of approving meeting: 19 July 2022 
Policy version reference: v1 
Supersedes: N/a 
Policy effective from: August 2022 
Date for next review: July 2024 
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Agenda Item 14 (i) Jubilee Celebration Expenditure 

Original budget £2,000 increased to £2,500 (Min22/013)     
   Net   VAT   Total    
Bunting M Rundle  £                  270.00   £                           -     £    270.00    

Sound Equipment 
Freq Audio 
Systems  £                  650.00   £                  123.00   £    780.00    

Generator Ellis Event £519.50  £                  103.90   £    623.40  
Portaloos Brandon Hire  £                  180.00   £                    36.00   £    216.00    
Beacon Bullfinch  £                  490.00   £                    98.00   £    588.00    
Safety fencing and 
canes M A Grigg  £                    44.10   £                       8.82   £       52.92    
Alex Giles Performing  £                    75.00   £                           -     £       75.00    
Celtic Music Services Fable and Fusion  £                  300.00   £                           -     £    300.00    

Sweets Costco (£30)    £        0.07  
 7p 
profit   

Banners and flyers Vistaprint  £                  146.28   £                    29.26   £    175.54    

Fire extinguisher 
Fire Extinguisher 
shop  £                    30.68   £                       6.14   £       36.82    

Topsoil 
Roseland Plant 
Centre  £                    19.95   £                       3.99   £       23.94    

Toilet rolls and 
sanitiser Aldi 

 £                       
6.71   £                       1.34   £         8.05    

     £ 3,149.74    
   £              2,732.22   £                  410.45  £3,149.67   
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Carlyon Parish Council Budget Monitor Report to 30 June 2022  
 Budget Expenditure % of Budget 

 £ £ £ 
Employee Costs    
Clerk's salary (including oncosts)  £    11,000.00   £    2,206.59  20.06% 
Training & conference expenses  £         750.00   £         75.00  10.00% 
Clerks Room Allowance  £         320.00   £       156.00  48.75% 
Clerk's travel and subsistence  £         350.00   £       129.15  36.90% 
Total employee related costs  £   12,420.00   £   2,566.74  20.67% 

    
Administration Costs    
Office expenses  £         750.00   £         21.86  2.91% 
Postage  £         200.00   0.00% 
Photocopying  £         150.00   0.00% 
Office equipment  £         600.00   0.00% 
Insurance  £         600.00   0.00% 
Subscriptions  £         800.00   £       541.37  67.67% 
Website  £         500.00   £       126.00  25.20% 
Audit Fees  £         500.00   £       200.00  40.00% 
Bank charges  £         200.00   £         27.00  13.50% 
Books and Publications  £         100.00   0.00% 
Meeting Expenses  £         300.00   0.00% 
Total Administration Costs  £      4,700.00   £       916.23  19.49% 

    
Other Expenses    
Chairman's Allowance  £         100.00   0.00% 
Councillors Travel/Subsistence  £         500.00   0.00% 
Parish Maintenance  £    10,000.00   £    1,744.00  17.44% 
Parish Projects  £      7,000.00   £       909.26  12.99% 
Parish Newsletter  £      1,000.00   0.00% 
Events  £      2,000.00   £    2,431.24  121.56% 
Carlyon Recreation Field  £      1,500.00   £       100.00  6.67% 
Tregrehan Recreation Fields  £      1,500.00   £       180.00  12.00% 
Neighbourhood Plan  £      2,000.00   0.00% 
Tregrehan Methodist Church   £       750.00   
Total Other Expenses  £   25,600.00   £   6,114.50  23.88% 
Total VAT   £      1,500.00   £       863.33   
    
Total Expenditure  £   44,220.00   £ 10,460.80  23.66% 

    
Reserves    
Community building  £    84,250.00   0.00% 
CIL  £    22,540.00    
Election Fund  £      1,000.00    
Tregrehan Playing Fields Transfer  £      3,000.00    
General Contingency  £    15,000.00   £                -    0.00% 
Total Reserves  £ 125,790.00   £                -    0.00% 

    
Income    
Precept  £    35,069.13   £ 17,534.57  50.00% 
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CTSG  £         124.06   £         62.03   
VAT  £      1,000.00   £       424.34   
CIL  £                  -     £    5,617.00   
Other Income   £       428.47   
Total Income  £   36,193.19   £ 24,066.41   
    
Balance as at 31/03/2022    £ 135,317.05  

 Add income   £    24,066.41  

 Less expenditure  £    10,460.80  

    £ 148,922.66  

Bank Reconciliation    
Balance as at 30/06/2022 Current Account  £    58,148.37  

 Less outstanding payments  £                  -    

    £    58,148.37  

Balance as at 30/06/2022 
Instant 
Access   £    90,774.29  

    

 Total Funds Held  £ 148,922.66  
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Correspondence received since the last meeting 

 Details of CALC training programme 
 Citizens Advice Cornwall newsletter 
 Details of vacancies on Cornwall Council Standards Committee 
 Correspondence regarding the closure of the SWCP  
 Invitation to attend an Imerys Community Liaison Group meeting on 19 July 
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Carlyon Parish Council  

 
Dear Councillor 
 
You are summoned to attend a Meeting of Carlyon Parish Council to be held on Tuesday 
19 July 2022 at 6.00 pm in Charlestown Primary School 
 
Julie Larter 
 
Mrs Julie Larter 
Clerk  
12 July 2022 
 
01872 501101 
clerk@carlyon-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 21 June 2022 
To resolve that the minutes of the above meeting be signed as a correct 
record of the meeting 
 

 
 

 
Pages 4-8  

3. Declarations of Interest on Items on the Agenda 
(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. 
(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. 
 

 

4. Chairman’s Announcements 
 

 

5. 
 
 
 

Public Participation  
The Chairman will invite Members of the public to address the meeting 
in relation to the business to be carried out at the meeting 
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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 
 

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

 

7. 
 

Planning Applications and Related Matters 
(a) To consider a response to consultation by the Planning Authority on 
the following applications and any applications received after 
publication of this summons 
 
(i) PA22/04993 – Boscundle Manor: Listed Building Consent for 
demolition and construction of orangery, replacement double glazing to 
main house 
 
(ii) PA22/05533 – Cuddra Aquatics: Change of use of previously 
developed land from A1 retail to 9 residential park homes, including 
external terraces and internal access. 
 
(iii) PA22/05871 – 39 Chatsworth Way: Retention and completion of 
remodelling of bungalow with a rear kitchen/en-suite extension 
 
(b) To receive an update on the following planning application:  
PA22/00415 – Mid Cornwall Business Centre, Par Moor Road: 
Construction of a new vehicular access to the existing site from Cypress 
Avenue 
 

 
 
 
 
 
 
 
 
 
 

8. Neighbourhood Plan 
To note any progress 
 

 

9. Community Energy Projects 
To receive a presentation  
 

 

10. Government Review into Short-Term Tourist Accommodation 
To consider responding to a consultation 
https://www.gov.uk/government/news/government-launches-review-
into-short-term-tourist-accommodation  
 

 

11. Policies and Procedures 
(i) To adopt new Standing Orders and review current Financial 
Regulations 
(ii) To adopt an expenses policy 
 

 
 

Pages 9-29 
 
 

Page 30-33 

12. Parish Projects 
To receive an update and authorise any expenditure 
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13. Parish Issues 
(i) Tregrehan Jubilee Park 
(a) To consider making a contribution towards materials for a parking    
sign 
(b) To note any concerns  
(ii) West Crinnis Fields 

(a) To consider the future of the dog waste bag dispenser 
(b) To note any concerns 

(iii) Beach Development 
To note the current situation 

(iv) Tregrehan Methodist Church 
      To note the current situation 
(v) Highways 
     To note any concerns 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

14. Financial Matters 
(i) To note the final expenditure on the Jubilee party 
(ii) To note the current financial position and authorise payments 
 

 
 
Page 34 
Pages35-36 
 

15. Training/Meetings Attended 
To note any training or meetings attended by members or the Clerk 
 

 
 

16. Correspondence 
To note any correspondence received since the last meeting 
 

 
 
Page 37 
 

17. Dates for the Diary  
To note dates for members’ diaries 
 

 

18. Dates of Forthcoming Meetings (Ch = Charlestown Primary School; 
T=Tregrehan Methodist Church) 
20 September (Ch), 18 October (T), 15 November (Ch), 20 December 
(T) 
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MINUTES of a MEETING OF CARLYON PARISH COUNCIL held on 21 June 2022 at 
6.00 pm in Tregrehan Methodist Centre  

Present: Cllrs Paul Trudgian (Chairman), Myles Breary, Ann Taylor, Lynn Parsons, Heidi 
Clemo, Nathan Cooper 

In attendance: Julie Larter (Clerk); 11 members of the public. 

 

(22/020) Apologies for Absence 

Apologies were received from Cllr James Mustoe, CC. 

 

(22/021) Minutes of the Annual Meeting of the Parish Council held on 17 May 
2022 

It was RESOLVED that the minutes of the Annual Meeting of the Parish Council 
held on 17 May 2022 be signed as an accurate record of the meeting. 

 

(22/022) Declarations of Interest on Items on the Agenda 

There were no declarations of Interest. 

 

(22/023) Chairman’s Announcements 

The Chairman thanked everyone involved in the Jubilee events in Carlyon Bay and 
Tregrehan Mills.  The Chairman also introduced 2 residents who are interested in joining 
the council. 

 

(21/024) Public Participation 

A member of the public thanked the parish council for the grant it gave towards the Jubilee 
celebrations in Tregrehan Mills.  The resident then also thanked the council for giving 
permission for her to hold a birthday party on the field. 

A member of the public enquired about the current situation regarding the South West 
Coast Path between Carlyon Bay and Charlestown.  The Clerk said that The Ramblers have 
now withdrawn their objection to the proposed Public Path Order subject to certain 
conditions.  Cornwall Council is hopeful that the path can be reopened shortly. 

 

(22/025) Cornwall Councillor’s Report 

In the absence of Cllr Mustoe, the Clerk summarised Cllr Mustoe’s report.  Cllr Mustoe 
commended the community on the recent Jubilee celebrations, which he was delighted to 
take part in.  Cllr Mustoe gave an update on the Par Moor cycle path improvements which 
are progressing well.   

Cllr Mustoe’s full report is on the parish council’s website. 
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(22/026) Planning Applications and Related Matters 

(i) PA22/05115 - 33 Sea Road: Removal of conservatory and erection of a sunroom 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(ii) PA22/05065 – Land South of 1 Gloucester Avenue: Construction of a new dwelling 
without compliance with condition 1 of decision notice Pa21/08829 dated 20/10/2022 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(iii) PA22/04823 – 31 Fairway: Extensions and general alterations 

It was RESOLVED that the Clerk should respond to the Planning Authority 
(Cornwall Council) stating that the parish council has no objections to the 
proposal. 

(b) Update on PA22/00415 – Mid Cornwall Business Centre, Par Moor Road: Construction of 
a new vehicular access to the existing site from Cypress Avenue: 

No update was available 

(c) It was noted that a 5 day protocol letter had been received regarding PA21/05322 – Bal 
House, 18 Appletree Lane and council had responded stating that they agreed with the 
planning officer’s decision to refuse the application on the grounds that the applicant had 
failed to provide the information she had requested. 

 

(22/027) Neighbourhood Plan 

The Chairman confirmed that he has contacted a planning consultant asking him to write 
the required Basic Conditions Statement and is awaiting a response. 

 

(22/028) Parish Projects 

Jubilee Celebrations 

Final expenditure for the Jubilee event will be reported at next month’s meeting. 

 

Cllr Cooper joined the meeting. 

 

(22/029) Parish Issues 

(i) Jubilee Fields 

A member of the public spoke expressing his concerns regarding children and teenagers 
using the Jubilee field to play football.  The member of the public said that there was 
excessive noise, swearing and littering and that the ground was becoming damaged.  He 
also referenced that games of football restricted the use of the field for other residents and 
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that he did not believe the children using the field were local.  He asked for the goalposts 
to be taken down 

The Chairman said that the goalposts had been in place for decades and that it would not 
be reasonable to remove this long standing amenity on the request of one resident.  
Furthermore he had heard positive reports about the youngsters in general and that any 
issues were probably only caused by the minority and were an exception.  He added that 
the Jubilee field is a public open space and it is not practicable or reasonable to restrict the 
use of the field to village residents only.  The Chairman, with the agreement of the other 
councillors, said that the Parish Council’s position on the goal posts, and the use of the 
field, would not be reconsidered unless a significant number of residents could demonstrate 
a majority view in accordance with the member of the public’s request to remove the goal 
posts. 

Reflecting the member of the public’s comment regarding litter, the Clerk was asked to 
speak to Biffa to see if the dog waste bin could be replaced with a multi-use bin. 

The Chairman expressed the thanks of the parish council to Toby from the Football Golf 
who has undertaken vertidrain and re-seeding work free of charge to improve the field for 
the use of all members of the public. 

(ii) Sea Road Recreation Area 

It was RESOLVED that in the future these fields should be known as West Crinnis 
Fields and the purchase of a sign costing £175 was duly authorised. 

Concern was raised about the high volume of usage of dog waste bags from the dispenser 
as it appears that the provision of free bags is being abused.  The matter is to be reviewed 
at next month’s meeting. 

The Chairman explained that parking cones lent to Sea Road Residents’ Association had 
been removed after a visually impaired member of the public tripped on one and 
threatened legal action if they were not removed.  The Chairman subsequently attended a 
meeting of Sea Road Residents’ Association who are proposing putting double yellow lines 
between no 83 and the junction with Fairway.  SRRA have asked whether the parish council 
would be willing to support this measure and make a contribution towards the cost.  It is 
not possible for the council to offer money towards yellow lining on this private road, 
however it was RESOLVED to make a grant of £250 towards the cost of signage.  
Cllrs were concerned that this is a peace-meal approach to problem parking. 

(iii) Beach Development 

Dogs will be permitted on the beach over the summer once agreement has been reached 
between CEG and Biffa regarding the disposal of dog waste. 

(iv) Tregrehan Methodist Church 

No update was available. 

(v) Highways Matters 

Councillors remain concerned about the safety of the traffic build out over the stream and 
the Clerk is to ask the Highways Manager for another meeting. 

 

(22/030) Financial Matters 
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(i) It was RESOLVED to accept a quote from Complete Weed Control for pavement 
weed spraying in Carlyon Bay and Tregrehan Mills. 

(ii) It was noted that Cllr Taylor undertook an internal control check on 7 June. 

(iii) Current balances were noted and the following payments were authorised: 

DD Lloyds Bank Credit card £188.63 

BACS Cormac Solutions Removal of vegetation (min 21/151) £188.00 

BACS JP Hermes Reimbursement for Jubilee plaque (min21/113) (v) £135.00 

BACS M A Grigg Safety fencing and poles for Jubilee party £52.92 

BACS Alex Giles Performing at Jubilee party £75.00 

BACS Celtic Music Services Performing at Jubilee party £300.00 

BACS Hay Nurseries Replanting planters £132.00 

BACS HMRC PAYE/NI * 

BACS Mrs J Larter June salary * 

BACS Cornwall Pension Fund EE and ER contributions * 

DD Unity Trust Bank Quarterly bank charges 18.00 

 

(22/031) Meetings/Training Attended by Councillors or the Clerk 

9 June – Clerk attended an SLCC meeting for clerks to smaller councils 

9 June – Cllr Taylor attended the St Austell and Mevagissey Community Network Panel 
meeting 

15 June – Clerk attended a training session for town and parish councils about installing 
electric vehicle charging points 

 

(22/032) Correspondence Received 

A list of correspondence had previously been circulated and the following correspondence 
had been received after publication of the agenda: 

 CALC information regarding changes to the planning system 
 Invitation to attend Cormac engagement events 
 Civility and Respect newsletter 
 Several emails expressing thanks for the Jubilee events 
 Email from a resident offering to address a parish council about community energy 

projects.  The gentleman is to be invited to a future meeting 
 

(22/033) Dates for the Diary 

There were no dates for the diary. 

 

(22/034) Dates of Forthcoming Meetings  

19 July (Ch), 20 September (Ch), 18 October (T), 15 November (Ch), 20 December (T) 
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The meeting closed at 6.49pm 

 

 

 

 

………………………………………………                …………………………………………………….. 

Chairman                                            Date       

  



 

9 
 

 

CARLYON PARISH COUNCIL 

MODEL STANDING ORDERS 2018 (ENGLAND) — UPDATED APRIL 
2022 

 

Introduction ............................................................................... 10 

Rules of debate at meetings ............................................................ 4 

Disorderly conduct at meetings ........................................................ 4 

eetings generally ....................................................................... 12 

Committees and sub-committees ..................................................... 7 

Ordinary council meetings ............................................................. 16 

xtraordinary meetings of the council, committees and sub-committees18 

Previous resolutions .................................................................... 181 

oting on appointments ................................................................ 18 

otions for a meeting that require written notice to be given to the proper officer
 18 

otions at a meeting that do not require written notice ..................... 19 

anagement of information........................................................... 20 

raft minutes ............................................................................. 14 

ode of conduct and dispensations ................................................. 15 

ode of conduct complaints ........................................................... 16 

roper officer .............................................................................  19 

esponsible financial officer .......................................................... 24 

ccounts and accounting statements .............................................. 19 

Financial controls and procurement ................................................ 20 

Handling staff matters .................................................................  21 

Responsibilities to provide information ...........................................  22 

Responsibilities under data protection legislation .............................. 23 

Relations with the press/media .....................................................  23 

Execution and sealing of legal deeds ............................................... 23 

Communicating with Unitary Councillors     24 

 

Restrictions on councillor activities ................................................. 24 

Standing orders generally  ......                                                          24 



 

10 
 

INTRODUCTION 

This is version two of Model Standing Orders 2018 (England) updated on April 2022. 
Update to Model Standing Order 18 only. 

 

Standing orders are the written rules of a local council. Standing orders are essential to 
regulate the proceedings of a meeting.  A council may also use standing orders to confirm 
or refer to various internal organisational and administrative arrangements.  The standing 
orders of a council are not the same as the policies of a council but standing orders may 
refer to them.  

 

 

 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 chair 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 chair 
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 chair of the meeting, is expressed in writing to the 
chair.  

h A councillor may move an amendment to his/her/their 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 chair 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 chair of the meeting.  

k One or more amendments may be discussed together if the chair of the meeting 
considers this expedient but each amendment shall be voted upon separately. 
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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 immediately 
before it is put to the vote. 

o Unless permitted by the chair 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/she/they 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/she/they 
considers has been breached or specify the other irregularity in the proceedings of the 
meeting he/she/they is concerned by.  

q A point of order shall be decided by the chair of the meeting and his/her/their 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 chair of the meeting 
shall be satisfied that the motion has been sufficiently debated and that the mover of 
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the motion under debate has exercised or waived his/her/their 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 chair of the meeting. 
 

 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 chair of the meeting 
shall request such person(s) to moderate or improve their conduct. 

b If person(s) disregard the request of the chair of the meeting to moderate or improve 
their conduct, any councillor or the chair 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 chair 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 in respect of the business on the agenda. 

f The period of time designated for public participation at a meeting 
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in accordance with standing order 3(e) shall not exceed 15 minutes 
unless directed by the chair of the meeting. 

g Subject to standing order 3(f), a member of the public shall not 
speak for more than 2 minutes. 

h 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 
chair of the meeting may direct that a written or oral response be 
given. 

i A person shall raise his/her/their hand when requesting to speak 
and stand when speaking except when a person has a disability or 
is likely to suffer discomfort. 

j A person who speaks at a meeting shall direct his/her/their 
comments to the chair of the meeting. 

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

l Subject to standing order 3(m), a person who attends a meeting is 
permitted to report on the meeting whilst the meeting is open to 
the public.  To “report” means to film, photograph, make an audio 
recording of meeting proceedings, use any other means for 
enabling persons not present to see or hear the meeting as it takes 
place or later or to report or to provide oral or written commentary 
about the meeting so that the report or commentary is available as 
the meeting takes place or later to persons not present.  A person 
reporting the meeting is to inform the chair that he/she/they intend 
recording the meeting. 

m A person present at a meeting may not provide an oral report or 
oral commentary about a meeting as it takes place without 
permission.    

n 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.  

o Subject to standing orders which indicate otherwise, anything 
authorised or required to be done by, to or before the Chair of the 
Council may in his/her/their absence be done by, to or before the 
Vice-Chair of the Council. 

p The Chair of the Council, if present, shall preside at a meeting.  If 
the Chair is absent from a meeting, the Vice-Chair of the Council if 
present, shall preside.  If both the Chair and the Vice-Chair are 
absent from a meeting, a councillor as chosen by the councillors 
present at the meeting shall preside at the meeting. 
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q 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.  

r The chair 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/her/their casting vote whether or not he/she/they gave an 
original vote. 

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

s 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/her/their vote for or 
against that question. Such a request shall be made before moving 
on to the next item of business on the agenda. 

t 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 who are present and the names of 
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. 

u 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/her/their right to participate and vote on that matter. 

v 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. 
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w 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.  

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

 

 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 4(b) and (c), appoint and determine the terms 
of office of members of such a committee; 

v. may, subject to standing orders 4(b) and (c), appoint and determine the terms 
of office of the substitute members to a committee whose role is to 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 
chair of the standing committee; 

vii. shall permit a committee other than a standing committee, to appoint its own 
chair 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;  
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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 Chair and Vice-Chair of the Council. 

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

g The Vice-Chair of the Council, unless he/she/they resigns or becomes disqualified, 
shall hold office until immediately after the election of the Chair of the Council at the 
next annual meeting of the Council. 

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

j Following the election of the Chair of the Council and Vice-Chair of the Council at the 
annual meeting, the business shall include: 

i. In an election year, delivery by the Chair 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 Chair of the 
Council of his/her/their acceptance of office form unless the Council resolves for 
this to be done at a later date; 
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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; 

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; 

k The following must be reviewed annually – this can be at the annual meeting or at a 
meeting later in the year 

i. Review of inventory of land and other assets including buildings and office 
equipment.   

ii. Confirmation of arrangements for insurance cover in respect of all insurable 
risks; 

iii. Review of the Council’s and/or staff subscriptions to other bodies; 

iv. Review of the Council’s complaints procedure; 

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

vi. Review of the Council’s policy for dealing with the press/media; 

vii. Review of the Council’s employment policies and procedures; 

viii. Review of the Council’s expenditure incurred under s.137 of the Local 
Government Act 1972 or the general power of competence. 

ix. Determining the time and place of ordinary meetings of the Council up to and 
including the next annual meeting of the Council.  
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 EXTRAORDINARY MEETINGS OF THE COUNCIL, 
COMMITTEES AND SUB-COMMITTEES 
 

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

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

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

d If the chair of a committee does not call an extraordinary meeting within 7 days of 
having been requested to do so by 2 members of the committee, any 2 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 3 councillors to be given to the Proper Officer 
in accordance with standing order 9, or by a motion moved in pursuance of the 
recommendation of a committee. 

b When a motion moved pursuant to standing order 7(a) has been disposed of, no 
similar motion may be moved for a further six months. 

 VOTING ON APPOINTMENTS 
 

a 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 chair of the meeting. 
 

 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.  
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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 9(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 9(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 5 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 chair 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 Motions received shall be recorded and numbered in the order that they are received. 

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

 

 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; 

ii. to move to a vote;  

iii. to defer consideration of a motion;  

iv. to refer a motion to a particular 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; 
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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 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 
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with standing order 10(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 chair of the meeting and stand as an accurate record of the 
meeting to which the minutes relate.  

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

“The chair of this meeting does not believe that the 
minutes of the meeting held on [date] in respect of (   ) 
were a correct record but his/her/their 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 12(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(u).  
 

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

b Unless he/she/they has been granted a dispensation, a councillor or non-councillor 
with voting rights shall withdraw from a meeting when it is considering a matter in 
which he/she/they has a disclosable pecuniary interest.  He/she/they may return to 
the meeting after it has considered the matter in which he/she/they had the interest. 

c Unless he/she/they has been granted a dispensation, a councillor or non-councillor 
with voting rights shall withdraw from a meeting when it is considering a matter in 
which he/she/they has another interest if so required by the Council’s code of 
conduct.  He/she/they may return to the meeting after it has considered the matter in 
which he/she/they had the interest. 

d Dispensation requests 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 
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the dispensation is required. 

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

f 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 four years for which the 
dispensation is sought; and  

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

g Subject to standing orders 13(d) and (f), a dispensation request shall be considered at 
the beginning of the meeting of the Council, or committee or for which the dispensation 
is required. 

h A dispensation may be granted in accordance with standing order 13(e) if having regard 
to all relevant circumstances any of the following apply: 

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;  

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

b Where the notification in standing order 14(a) relates to a complaint made by the 
Proper Officer, the Proper Officer shall notify the Chair of Council of this fact, and the 
Chair shall nominate another staff member to assume the duties of the Proper Officer 
in relation to the complaint until it has been determined and the Council has agreed 
what action, if any, to take in accordance with standing order 14(d). 

c The Council may: 

i. provide information or evidence where such disclosure is necessary to investigate 
the complaint or is a legal requirement; 
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ii. seek information relevant to the complaint from the person or body with 
statutory responsibility for investigation of the matter; 

d 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 what, if 
any, action to take against him.  Such action excludes disqualification or suspension 
from office. 

 

 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, 

 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 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 9, include on the agenda all motions in the order 
received unless a councillor has given written notice at least 7 days before the 
meeting confirming his/her/their withdrawal of it; 

iii. convene a meeting of the Council for the election of a new Chair of the Council, 
occasioned by a casual vacancy in his/her/their 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; 
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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 Chair or in 
his/her/their absence the Vice chair 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; and 

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). 

 

 RESPONSIBLE FINANCIAL OFFICER  
 

a The Council shall appoint appropriate staff member(s) to undertake the work of the 
Responsible Financial Officer when the Responsible Financial Officer is absent. 
 

 ACCOUNTS AND ACCOUNTING STATEMENTS 
 

a “Proper practices” in standing orders refer to the most recent version of “Governance 
and Accountability for Local Councils – 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 and 31 December in 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 
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which includes a comparison with the budget for the financial year and highlights 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 shall consider and approve financial regulations drawn up by the 
Responsible Financial Officer, which shall 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 
required 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 and 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 standing order 18(f) 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 
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execution of works shall include, as a minimum, the following steps: 

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

ii. an invitation to tender shall be drawn up to confirm (i) the Council’s specification 
(ii) the time, date and address for the submission of tenders (iii) the date of the 
Council’s written response to the tender and (iv) 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. 

e. Neither the Council, nor a committee or a 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 Contracts 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 
council or staffing committee is subject to standing order 11. 

b Subject to the Council’s policy regarding absences from work, the Council’s most 
senior member of staff shall notify the chair of the council ors staffing committee or, if 
he/she/they is not available, the vice-chair of the staffing committee of absence 
occasioned by illness or other reason and that person shall report such absence to the 
council or committee at its next meeting. 

c The chair of the council or in his/her/their absence, the vice-chair shall upon a 
resolution conduct a review of the performance and annual appraisal of the work of 
the Clerk.  

d Subject to the Council’s policy regarding the handling of grievance matters, the 
Council’s most senior member of staff of staff shall contact the chair of the staffing 
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committee or in his/her/their absence, the vice-chair of 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. 

e Subject to the Council’s policy regarding the handling of grievance matters, if an 
informal or formal grievance matter raised by the Clerk relates to the chair or vice-
chair of the staffing committee this shall be communicated to another member of 
staffing committee, which shall be reported back and progressed by resolution of the 
staffing committee.  

f 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. 

 

g In accordance with standing order 11(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.  If gross annual income or expenditure (whichever is the higher) exceeds £200,000 
The Council, shall publish information in accordance with the requirements of the 
Local Government (Transparency Requirements) (England) Regulations 2015. 
 

 RESPONSIBILITIES UNDER DATA PROTECTION 
LEGISLATION  

 
(Below is not an exclusive list).  
 

See also standing order 11. 
 

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/her/their 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. 
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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 15(b)(xii) and (xvii). 

 

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

b 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 UNITARY COUNCILLORS 
 

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

 
 

 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. 
 

 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 
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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 2 councillors to be given 
to the Proper Officer in accordance with standing order 9. 

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

 

 

Revised Standing Orders Adopted 19 July 2022 
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CARLYON PARISH COUNCIL EXPENSES POLICY 

Purpose 

This policy sets out the Council's rules on how employees can claim for expenses incurred 
in the performance of their duties for the Council.  The purpose of this policy is to ensure 
that employees are properly reimbursed for legitimate business expenses and to ensure 
that these expenses are treated appropriately for tax purposes.  It does not apply to 
councillors. 

General procedure 

The Council will reimburse you for actual expenditure that is incurred wholly, necessarily 
and exclusively in connection with authorised duties that you undertake in the course of 
your employment.  To claim for expenses, you must set out the reasons why the expense 
was incurred on the monthly payment schedule. If you are unsure whether an expense can 
be claimed, you must seek prior written authorisation from the Chair. 

Expenses will not be paid unless supporting evidence is provided.  This should include 
original receipts or invoices with the date and time of the transaction (unless you are 
claiming for mileage).  When claiming for travel expenses on public transport, you should 
enclose the tickets showing the departure point and destination of your journey, where 
possible. Credit and debit card statements will not be accepted. Where you are submitting 
a VAT receipt, you should set out: 

 the name and VAT registration number of the retailer or service provider; 
 the goods and services provided; and 
 the amount of VAT payable. 

 

Expenses claims must be submitted in a timely manner of the expense being incurred. 

The Council will pay claims for authorised expenses by BACS transfer into the same bank 
account into which your salary is paid. 

In general, you should not incur expenses other than in the categories listed below. 
However, if you have claims for expenditure other than for those categories listed below, 
you should seek written approval from the Chair before incurring the expense. The Council 
will accept email as written approval where it is required in this policy. 

Any queries in relation to this policy should be directed to the Chair. 

Homeworkers 

If you are a Homeworker, your normal place of work as stated in your contract will be your 
home.  The council will reimburse all reasonable expenses incurred by homeworkers in the 
course of their duties upon receipt of satisfactory claims. 

The council will provide the following equipment necessary to enable homeworking 
employees to do their job. 

 Desk with lockable drawer (or separate secure document store) 
 Laptop or personal computer 
 Printer] 
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The council will also pay the employee for the costs associated with heating, lighting, etc. 
HMRC rules allow for some of these expenses to be paid tax-free (see HMRC guidance: 
www.gov.uk/expenses-and-benefits-homeworking/whats-exempt ). 

Training 

When attending training courses all employees and be able to claim travel expenses for the 
difference in the usual home to work costs.  Where the training takes place outside 
contracted daily hours, part-time employees should be paid on the basis as time spent on 
training is working time. 

Some training can be very expensive and as a condition for funding training, the council 
requires full repayment of all costs incurred for any training course in excess of £750 
should an employee not complete the training or leave the council within a year of 
completion.  Repayment of costs reduces to 50%] reimbursement in the second year. 

Travel 

Employees and managers should consider whether or not travel is necessary or if there are 
more appropriate means (for example tele-conferencing or video-conferencing). 

Rail 

You may claim for standard class rail fares only.  Where possible, rail journeys should be 
booked well in advance to benefit from any discounts for early booking. 

Use of your own car 

It may be appropriate and cost-effective to use your own car when travelling on business, 
for example if you are travelling with other staff or councillors or, where there is limited 
public transport to your destination, or the journey time is significantly shorter than using 
public transport.  Any use of your own car on business is subject to you: 

 holding a full UK driving licence; 
 ensuring that your car is roadworthy and fully registered; and 
 holding comprehensive motor insurance that provides for business use. 

Prior authorisation should be sought from the Chair, before using your own car on 
business. The Council accepts no liability for any accident, loss, damage or claim arising 
out of any journey that you make on business.  The Council will not pay for the cost of any 
insurance policy on your own car. 

To claim for petrol expenditure, you should set out the distance of the journey undertaken 
on your expenses claim form.  The Council will pay you a mileage allowance of 45p per mile 
for mileage under 10,000 miles and 25p per mile for mileage over 10,000 miles, or such 
other rate as set out from time to time by HM Revenue and Customs.  The Council will pay 
for tolls, congestion charges and parking costs incurred, where applicable. 

Use of bicycle or Motorcycle 

If use of your bicycle or motorcycle is approved, you can claim a mileage allowance of 20p 
per mile respectively. Any use of your own motorcycle on business is subject the same 
requirements as a car (see above). 

Taxis 

Any use of taxis will require prior approval and only in limited circumstances. These are: 
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 where taking a taxi would result in a significantly shorter travel time than using 
public transport; 

 where there is no available public transport (such as between a railway station and 
venue) 

 where there are several employees travelling together; or 
 where personal security and safety of employees is an issue, for example taxis may 

be permitted after 9.30pm. 

You must obtain a receipt with details of the date, place of departure and destination of the 
journey. 

Overnight accommodation 

As a guideline for travel on council business you should book accommodation equivalent to 
three-star standard or less. You may book hotel accommodation of up to £120 maximum in 
a major city and £100 elsewhere.  It is your responsibility to ensure that any hotel 
reservations are cancelled within the required cancellation period if they are no longer 
required. 

Meals 

If you are required to be away from home on council business, you may claim up to: 

 £10 for breakfast (if this is not included in the hotel room rate); 
 £15 for lunch; 
 £20 for dinner and 
 a daily allowance of £5 per night for general incidental costs such as a newspaper or 

telephone calls.] 

The maximum amounts above are inclusive of drinks.  Alcohol cannot be reclaimed under 
any circumstances. 

You should supply receipts and invoices for all hotel and meal expenses other than for the 
daily allowance, where no receipt is required. 

Entertainment/gifts 

The Council has strict rules about offering or receiving both entertainment and gifts. Any 
gifts, rewards or entertainment offered to you should be reported immediately to the Chair. 
As a general rule, small tokens of appreciation, for example flowers or a bottle of wine, 
may be retained by employees. 

Annual events  

The Council may decide to hold a staff event, such as a Christmas meal or other 
celebration.  Except where agreed to the contrary, attendance is not compulsory, and you 
will remain responsible for any expenses you incur. 

Expenses that will not be reimbursed 

The Council will not reimburse you for: 

 the cost of any travel between your home and usual place of work (except in 
exceptional circumstances for early morning/late night transport as set out above); 

 the cost of any travel undertaken for personal reasons; 
 the cost of any travel for your partner or spouse; 
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 any fines or penalties incurred while on council business for whatever reason, 
including penalties for not paying for a rail ticket in advance of boarding the train 
and penalties or fines associated with motoring offences, including speeding or 
parking fines, clamping or vehicle recovery charges; 

 alcohol; and 
 cash advances or withdrawals from an ATM machine. 

You are required to pay for any travel costs incurred by your partner or spouse in the event 
that he or she accompanies you on business. Your spouse or partner must have adequate 
travel insurance for that journey. 

False claims 

If the Council considers that any expenditure claimed was not legitimately incurred on 
behalf of the Council, it may request further details from you.  The Council will thoroughly 
investigate and check any expenses claim as it sees fit. It may withhold payment where 
insufficient supporting documents have been provided.  Where payment has been made to 
you prior to the discovery that the claim was not legitimate or correct, it may deduct the 
value of that claim from your salary. 

Any abuse of the Council's expenses policy will not be tolerated. This includes, but is not 
limited to: 

 false expenses claims; 
 claims for expenses that were not legitimately incurred; 
 claims for personal gain; 
 claims for hospitality and/or gifts without them having been declared; and 
 receipt by you of hospitality and/or gifts from contacts that may be perceived to 

influence your judgment. 

The Council will take disciplinary action where appropriate and, in certain circumstances, 
may treat a breach of this policy as gross misconduct, which may result in your summary 
dismissal.  In addition, the Council may report the matter to the police for investigation and 
criminal prosecution. 

This is a non-contractual procedure which will be reviewed from time to time. 

Date of policy: July 2022 
Date of approving meeting: 19 July 2022 
Policy version reference: v1 
Supersedes: N/a 
Policy effective from: August 2022 
Date for next review: July 2024 
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Agenda Item 14 (i) Jubilee Celebration Expenditure 

Original budget £2,000 increased to £2,500 (Min22/013)     
   Net   VAT   Total    
Bunting M Rundle  £                  270.00   £                           -     £    270.00    

Sound Equipment 
Freq Audio 
Systems  £                  650.00   £                  123.00   £    780.00    

Generator Ellis Event £519.50  £                  103.90   £    623.40  
Portaloos Brandon Hire  £                  180.00   £                    36.00   £    216.00    
Beacon Bullfinch  £                  490.00   £                    98.00   £    588.00    
Safety fencing and 
canes M A Grigg  £                    44.10   £                       8.82   £       52.92    
Alex Giles Performing  £                    75.00   £                           -     £       75.00    
Celtic Music Services Fable and Fusion  £                  300.00   £                           -     £    300.00    

Sweets Costco (£30)    £        0.07  
 7p 
profit   

Banners and flyers Vistaprint  £                  146.28   £                    29.26   £    175.54    

Fire extinguisher 
Fire Extinguisher 
shop  £                    30.68   £                       6.14   £       36.82    

Topsoil 
Roseland Plant 
Centre  £                    19.95   £                       3.99   £       23.94    

Toilet rolls and 
sanitiser Aldi 

 £                       
6.71   £                       1.34   £         8.05    

     £ 3,149.74    
   £              2,732.22   £                  410.45  £3,149.67   
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Carlyon Parish Council Budget Monitor Report to 30 June 2022  
 Budget Expenditure % of Budget 

 £ £ £ 
Employee Costs    
Clerk's salary (including oncosts)  £    11,000.00   £    2,206.59  20.06% 
Training & conference expenses  £         750.00   £         75.00  10.00% 
Clerks Room Allowance  £         320.00   £       156.00  48.75% 
Clerk's travel and subsistence  £         350.00   £       129.15  36.90% 
Total employee related costs  £   12,420.00   £   2,566.74  20.67% 

    
Administration Costs    
Office expenses  £         750.00   £         21.86  2.91% 
Postage  £         200.00   0.00% 
Photocopying  £         150.00   0.00% 
Office equipment  £         600.00   0.00% 
Insurance  £         600.00   0.00% 
Subscriptions  £         800.00   £       541.37  67.67% 
Website  £         500.00   £       126.00  25.20% 
Audit Fees  £         500.00   £       200.00  40.00% 
Bank charges  £         200.00   £         27.00  13.50% 
Books and Publications  £         100.00   0.00% 
Meeting Expenses  £         300.00   0.00% 
Total Administration Costs  £      4,700.00   £       916.23  19.49% 

    
Other Expenses    
Chairman's Allowance  £         100.00   0.00% 
Councillors Travel/Subsistence  £         500.00   0.00% 
Parish Maintenance  £    10,000.00   £    1,744.00  17.44% 
Parish Projects  £      7,000.00   £       909.26  12.99% 
Parish Newsletter  £      1,000.00   0.00% 
Events  £      2,000.00   £    2,431.24  121.56% 
Carlyon Recreation Field  £      1,500.00   £       100.00  6.67% 
Tregrehan Recreation Fields  £      1,500.00   £       180.00  12.00% 
Neighbourhood Plan  £      2,000.00   0.00% 
Tregrehan Methodist Church   £       750.00   
Total Other Expenses  £   25,600.00   £   6,114.50  23.88% 
Total VAT   £      1,500.00   £       863.33   
    
Total Expenditure  £   44,220.00   £ 10,460.80  23.66% 

    
Reserves    
Community building  £    84,250.00   0.00% 
CIL  £    22,540.00    
Election Fund  £      1,000.00    
Tregrehan Playing Fields Transfer  £      3,000.00    
General Contingency  £    15,000.00   £                -    0.00% 
Total Reserves  £ 125,790.00   £                -    0.00% 

    
Income    
Precept  £    35,069.13   £ 17,534.57  50.00% 
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CTSG  £         124.06   £         62.03   
VAT  £      1,000.00   £       424.34   
CIL  £                  -     £    5,617.00   
Other Income   £       428.47   
Total Income  £   36,193.19   £ 24,066.41   
    
Balance as at 31/03/2022    £ 135,317.05  

 Add income   £    24,066.41  

 Less expenditure  £    10,460.80  

    £ 148,922.66  

Bank Reconciliation    
Balance as at 30/06/2022 Current Account  £    58,148.37  

 Less outstanding payments  £                  -    

    £    58,148.37  

Balance as at 30/06/2022 
Instant 
Access   £    90,774.29  

    

 Total Funds Held  £ 148,922.66  
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Correspondence received since the last meeting 

 Details of CALC training programme 
 Citizens Advice Cornwall newsletter 
 Details of vacancies on Cornwall Council Standards Committee 
 Correspondence regarding the closure of the SWCP  
 Invitation to attend an Imerys Community Liaison Group meeting on 19 July 

 


