Procedure Rule 2 — Council

Procedure Rule 2 — Council

2.1 Suspension of Procedure Rules

2.1.1 Subject to Statutory provisions, the Council may decide to suspend any Procedure Rules at a
Council meeting provided:

i.  Notice has been given on the Agenda (either under Procedure Rule 2.17 or by way of a
Committee Recommendation) or;
ii.  One half of the Members of the Council are present

2.2 Ruling of the Mayor

2.2.1 The ruling of the Mayor on the application of Procedure Rules or any proceedings of the Council
shall not be challenged

2.3 Disorderly Conduct
Members

2.3.1 The Mayor shall warn a Member who behaves improperly.

2.3.2 If the Member continues the misconduct the Mayor may move that the Member be excluded
from the meeting (in which case the Motion shall be put and determined without seconding or
discussion)

2.3.3 If the Motion is approved the Member shall leave the Chamber

Public

2.3.4 The Mayor shall warn a member of the public who interrupts the proceedings of any meeting

2.3.5 If the interruption continues the Mayor shall order removal of the person concerned from the
Chamber

2.3.6 In the case of general disturbance, the Mayor shall order the public gallery to be cleared and, if
appropriate, adjourn the meeting.

2.4 Meetings of the Council
Annual Meeting

2.4.1 The Annual Meeting of the Council shall be held in May each year unless otherwise agreed by
the Mayor, Council or set by Government regulation.

Ordinary Meetings

2.4.2 The Council will hold Ordinary Meetings on the dates set out in a Schedule of Meetings agreed
by the Council and no less than once every quarter.

Extraordinary Meetings

2.4.3 The Council, or the Mayor, or the Monitoring Officer may call an Extraordinary Meeting of the
Council at any time.
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2.4.4 If, following a request from five Members of the Council, the Mayor refuses to call an
Extraordinary Meeting, or fails to call it within seven days, then any five Members may call the
meeting.

Time

2.4.5 All Council Meetings shall start at 7.30 p.m. unless otherwise agreed by the Mayor or the
Council.

Change of Date or Time of Meetings

2.4.6 The Council or the Mayor can change the date and/or time or cancel a meeting of the Council
due to lack of business or other special circumstances before the Summons is issued.

2.5 Quorum
2.5.1 The quorum of a Council Meeting shall be thirteen Members
2.5.2 If there is not a quorum present, the meeting shall be adjourned for fifteen minutes

2.5.3 If after fifteen minutes there is still no quorum, all uncompleted business shall be deferred to the
next Ordinary Meeting or such other date as shall be determined by the Mayor.

2.6 Adjournment
2.6.1 The Council may adjourn a meeting at any time.

2.6.2 If the business is not completed by 10.30 p.m. the Council may decide in relation to all or part of
the remaining business to:

a. Approve items without debate
b. Continue the meeting to complete the business

c. Refer the business to the next Ordinary meeting
d. Adjourn to a specific date

2.7 Prayers

2.7.1 Prayers shall be said before the start of all Council meetings, and not form part of the formal
meeting

2.8 Order of business at Council meetings

Annual Meeting

2.8.1 The order of business at the Annual Meeting shall be:
1. Election of Mayor
2. Election of Deputy Mayor
3. Minutes

4. Apologies for absence
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5. Declarations of Interest
6. The result of Local Elections (if appropriate)
7. Election of the Leader
8. Appointment of:
a. Atleast one Overview and Scrutiny Committee
b. A Standards Committee
c. Such other Committees as the Council consider appropriate
9. Any other business specified on the Agenda
10. Urgent Business
11. Vote of Thanks to Council employees

12. Leader’'s Announcements

13. Mayor’s Announcements

Ordinary Meetings
2.8.2 The order of business at Ordinary Meetings shall be:
1. Minutes
2. Apologies for absence
3. Declarations of Interest
4. Urgent Business
5. Any Business remaining from the last meeting
6. Questions by members of the public
7. To receive any petitions under the Petition Scheme
8. Questions by Members

9. Recommendations and/or reports on Executive functions and/or from Committees of
the Council

10. Quarterly reports on Special Urgency decisions (if any) under Procedure Rule 3.5.12
11. To receive any Statement from the Leader of the Council, Members of the Executive,

Chairmen of Committees or the Managing Director
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12. Motions
13. Any other business specified on the Agenda
14. Leader’'s Announcements

15. Mayor’s Announcements

Extraordinary Meetings
2.8.3 The order of business at Extraordinary Meetings shall be:
1. Minutes
2. Apologies for absence
3. Declarations of Interest
4. Urgent Business

5. Recommendations and/or reports on Executive functions and/or from Committees of
the Council (if any)

6. Business specified on the Agenda

Budget Meeting

2.8.4 The procedure for dealing with the conduct of the Budget Meeting shall be agreed by the
Mayor.

2.9 Absence of Mayor or Deputy Mayor

2.9.1 In the absence of the Mayor, the Deputy Mayor shall take the Chair.

2.9.2 In the absence of the Mayor and Deputy Mayor, a Chairman for the meeting shall be elected.
The Chairman for the meeting shall not be the Leader of the Council or a Member of the
Executive. Any power or duty of the Mayor in relation to the conduct of the meeting may be
exercised by the person in the Chair.

2.10 Minutes

2.10.1 The Minutes of every Council Meeting shall be circulated to all Members and presented to the
next Council Meeting for confirmation and signature by the Mayor

2.10.2 Where this is impractical, owing to the short time between meetings, or where the next
meeting is an Extraordinary Meeting the Minutes may be presented to the next Council
Meeting.
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2.10.3 No discussion shall take place upon the Minutes other than on their accuracy.

2.10.4 If no point of accuracy is raised, or it is raised then as soon as it has been disposed of, the
Mayor shall sign the minutes.

2.11 Urgent Business
2.11.1 If an item is not included on the Agenda it shall not be discussed unless the Mayor is of the
opinion that, by reason of special circumstances, which shall be specified in the Minutes, it

should be considered at the meeting as a matter of urgency.

2.11.2 ltems of urgent business must be in writing for circulation to the Members present (and the
Press and public as appropriate) but may be supplemented by an oral report.

2.12 Petitions
2.12.1 Petitions will be dealt with in accordance with the Petition Scheme.
2.13 Recommendations from the Leader/ Executive decision maker and Committees

2.13.1 Recommendations from the Leader/Executive Decision Makers and Committees shall be
submitted to Council

2.13.2 The Mayor shall draw attention to each Recommendation which is before the Council for
determination

2.13.3 All Recommendations shall be taken as agreed by General asset unless, in the opinion of the
Mayor, there is dissent to warrant a vote being taken.

2.13.4 A Member may:

i. Speak for or against a Recommendation
i.  Move an Amendment provided written notice has been given to the Managing Director by
10.00 a.m. on the preceding Tuesday for a Thursday Council Meeting. For meetings held
on other days, the equivalent period of working days’ notice shall be given
iii. Speak for or against an Amendment

2.13.5 Amendments to Recommendations submitted under Procedure Rule 2.13.4(ii) shall be notified
to all Members of the Council not later than the working day before the meeting.

2.14 Questions by members of the public
2.14.1 Members of the public who live or work in the Borough may ask questions of the Leader,
Members of the Executive or Chairmen of Committees in accordance with the agreed
procedures for Public Questions set out in Annex 1 to Procedure Rule 2.

2.15 Questions by Members

2.15.1 A Member may ask a question of either the Leader, or an Executive Member or a Committee
or Sub-Committee Chairman to be answers orally at an Ordinary Meeting provided:
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2.15.2

2.15.3

2154

2.15.5

2.15.6

2.15.7

2.15.8

i.  Written notice has been given to the Managing Director by 10.00 a.m. on the preceding
Tuesday for a Thursday Council Meeting. For meetings held on other days, the
equivalent period of working days’ notice shall be given; and

ii.  the question relates to a function of the Council or affects the Borough

In the absence of the Member who submitted the question, the said Member may appoint
another Member to ask the question on their behalf.

Oral questions shall be put and answered without discussion but the person whom a question
has been put may decline to answer.

An answer may be given by the Member to whom the question was put, or by another Member
nominated by the Member to whom the question was put:

a. Orally

b. In writing

c. By reference to a published document

One supplementary question may be asked by the original questioner arising directly out of the
reply to an oral question

Questions shall be taken Portfolio to Portfolio followed by the Committees in alphabetical order
With the consent of the Mayor, similar questions shall be grouped together and received a
single response. Each questioner shall however have the risk to ask a supplementary question

under Procedure Rule 2.15.5

Any Member may ask additional questions. A written answer shall be given to the Member
concerned. Copies of the questions and answers shall be placed on the Council’s website.

2.16 Motions not requiring notice

2.16.1

Motions may be moved without notice to:

i.  Appoint a Chairman of the meeting
ii.  Question the accuracy of the Minutes
iii.  Vary the order of business
iv. Refer a matter to the Leader, a Committee or Sub-Committee
v.  Extend the time limit for speeches
vi.  Amend Motions and recommendations to reports direct to Council but not Executive or
Committee Recommendations contained within Minutes
vii.  Proceed to the next business
viii.  Take vote
ix.  Adjourn the meeting
X.  Adjourn the debate

xi.  Suspend Procedure Rules
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xii.  Exclude the press and public
xii.  End a named Member’s speech

xiv.  Give the consent of the Council when it is required by this Constitution

2.17 Motions requiring notice

2.17.1 Notice of Motions shall be given to the Managing Director in writing at least nine Working Days
before the Council Meeting at which they are to be submitted

2.17.2 Motions will be set out in the Agenda for the next Ordinary meeting unless a motion:

a. Atthe request of the Member is to be submitted to another meeting;
b. Relates to a matter before an Extraordinary Meeting; or
c. Has been withdrawn in writing

2.17.3 Motions shall upon being moved and seconded, be referred without discussion to the Leader
or the relevant Committee or Sub-Committee for consideration and recommendation to
Council (if appropriate) unless it is within the Council’s remit and in the opinion of the Mayor, it
is convenient and conducive to the conduct of business to allow the Motion to be dealt with at
the meeting in which case prior notification must be given to all Members not later than the
working day before the meeting.

2.17.4 Every motion shall relate to a function of the Council or affect the Borough

2.17.5 The Mayor, in consultation with the Managing Director, may determine that a Motion is
contrary to the Constitution in which case the Member concerned shall be informed that the
Motion shall not be included on the Agenda.

2.17.6 Where an Extraordinary Meeting of the Council has been convened for a specific purpose, any
Motion shall relate to that matter and any other Motions received shall be submitted to the next
Ordinary Meeting of the Council.

2.18 Motions and Amendments on Expenditure
2.18.1 No Motion or Amendment which would increase the net expenditure or reduce the income of
the Council shall be moved at any Council Meeting except in the form of a reference to the
Leader or a Committee for consideration or report, unless the alternative proposal was set out
in the original report or is based on financial information contained in that report.
2.19 Rules of Debate

2.19.1 Motions and Amendments shall be proposed and seconded

2.19.2 If notice is given of a Motion or Amendment any other Member of the Council may move or
second it if the mover or the seconder does not do so or is absent

2.19.3 If a Motion or Amendment is not moved either by the Member who gave notice or another
Member, it shall be treated as withdrawn and shall not be moved without fresh notice
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2.19.6

2.19.7

2.19.8

2.19.9
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The seconder of a Motion or Amendment may reserve the right to speak later in the debate
When speaking a Member shall stand and address the Mayor
Only one Member may speak at a time

A point of order shall relate only to an alleged breach of Procedure Rules or statutory
provisions

If a speech by a Member appears to have been misunderstood, the Member may give a
personal explanation

The ruling of the Mayor on a point of order or on the admissibility of a personal explanation
shall not be open to discussion

2.19.10 No speech shall exceed five minutes without the consent of the Council

2.19.11

2.19.12

2.19.13

2.19.14

2.19.15

No Member shall speak more than once in the same debate except:

i. To speak once on an Amendment
ii. If the Motion or Recommendation has been amended since the Member last spoke, to
move a further Amendment
iii.  To speak on the main issue after an Amendment upon which the Member has spoken
has been disposed of
iv.  In exercise of a right of reply
v.  On a point of order

vi. By way of personal explanation

Amendments to Motions of Recommendations may:

i.  Refer a subject of debate to the Leader (or relevant Executive decision maker) or a
Committee or Sub-Committee for consideration or reconsideration;
ii. Leave out words and/or figures;
iii. Leave out words and/or figured and add others;

iv.  Add words and/or figures

But shall not introduce a new proposal or negate the Motion or Recommendation before the
Council

Only one Amendment may be moved and discussed at a time and no further Amendment
shall be moved until the Amendment under discussion has been disposed of

If an Amendment is lost, other amendments may be moved on the original Motion or
Recommendation
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2.19.16

2.19.17

2.19.18

2.19.19

2.19.20

2.19.21

2.19.22

If an Amendment is carried the Motion as amended shall take the place of the original Motion
and shall become the Motion upon which any further amendment may be moved

The exception to this is where a reference back is moved upon which being carried on further
amendment may be moved.

A Member may with the consent of the Council given without discussion:

i.  Alter a Motion or Amendment of which the Member has given notice; or
ii. With the further consent of the seconder, alter a Motion or Amendment which the

Member has moved

If (in either case) the alteration is one which could be made as an Amendment

A Motion or Amendment may be withdrawn by the mover with the consent of the seconder
and of the Council, given without discussion

No Member may speak upon the Motion or Amendment after the mover has asked
permission for its withdrawal, unless permission has been refused

The right to reply at the close of a debate shall be as follows:

Motions

i.  The Leader of the Council (Executive business), the Chairman of the appropriate
Committee or other nominated Member immediately before the mover’s final speech
i.  The mover of the Motion immediately before the vote is taken
iii. If an amendment is moved, the mover of the original Motion shall also have a right of
reply at the close of the debate on the Amendment but shall not otherwise speak on the

Amendment

Recommendations from the Leader/Executive Decision Maker or from Committees

i.  The Leader of the Council (Executive business), the Chairman of the appropriate
Committee or other nominated Member has the right of reply on Recommendations on
Executive functions or from Committees and any amendment to them immediately
before the vote is taken.

ii.  The mover of an Amendment should speak to the proposal when proposing the

Amendment and has no right of reply at the close of the debate on the Amendment.

2.19.23 When a Motion is under debate no other Motion shall be moved except to:

i.  Amend the Motion or postpone its consideration;

ii. Extend the time limit for speeches
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iii. Proceed to the next business
iv.  Take a vote
v.  Adjourn the meeting
vi.  Adjourn the debate
vii.  Suspend Procedure Rules
viii.  Exclude the press and public
ix. End anamed Member’s speech; and
x.  Defer the subject of the debate or refer it to the Leader or a Committee or Sub-

Committee;

2.19.24 A further Motion under Procedure Rule 2.19.23(v) and (vi) above shall not be moved within
20 minutes

2.19.25 If a Member has spoken during a debate that Member may not move a Motion under
Procedure Rule 2.19.23(iii), (iv), (v) and (vi)

2.19.26 A Motion under Procedure Rule 2.19.23(iii), (iv), (v) and (vi) shall not be put to the vote if the
Mayor considers that the Motion under debate has been insufficiently discussed

2.19.27 If a Motion to proceed to the next business is carried the matter under debate shall be
considered closed.

2.19.28 If a Motion to proceed to the next business is carried, then the mover of the original Motion
shall be given a right of reply before the Motion is put to the vote.

2.20 Rescission or Amendment of previous decisions
2.20.1 The Managing Director, in consultation with the Leader of the Council or relevant Committee
Chairman may propose a review of a previous decision of the Council if there has been a
material change in circumstances
2.21 Voting
2.21.1 Voting shall be a show of hands
2.21.2 At the request of five Members of the Council made before the vote is taken, the voting shall
be recorded in the Minutes. This should be by roll-call and the vote or abstention of each

Member shall be recorded.

2.21.3 Decisions relating to the annual budget and Council Tax shall be made by a recorded vote,
without the requirement of Procedure Rule 2.21.2 above

2.21.4 In the case of an equality of votes the Mayor shall have a second or casting vote. The casting
vote may be used whether or not the Mayor has already voted.

2.21.5 A Member’s vote for or against (or abstention) shall be recorded in the Minutes provided a
request to do so is made by the Member immediately after the vote is taken.
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ANNEX 1: QUESTIONS BY MEMBERS OF THE PUBLIC

1. General

1.1 Members of the public who live or work in the Borough may ask questions of Members of
the Executive or Chairmen of Committees at ordinary meetings of the Council.

1.2 A maximum of fifteen minutes in total shall be allowed at each meeting for public
questions.

2. Order of questions

2.1 Questions will be asked in the order they are received, except that the Managing Director
may group together similar questions.

3. Notice of questions

3.1 A question may only be asked if notice has been given by delivering it in writing or by
electronic mail to the Managing Director no later than midday 6 working days before the day of
the meeting. Each question must give the name and address or workplace, as appropriate, of
the questioner and must name the Member of the Council to whom it is to be put.

4. Number and time of questions

4.1 At any one meeting no person may submit more than one question and no more than one
such question may be asked on behalf of an organisation. Questions when asked at the
meeting may only last for up to 2 minutes.

5. Scope of questions

1.1 The Managing Director may reject a question if it:

I.  Is not about a matter for which the local authority has a responsibility, or which affects
the Borough;
Il Is defamatory, frivolous or offensive;
lll. Is substantially the same as a question which has been put at a meeting of the Council
in the past six months;
IV.  Requires the disclosure of confidential or exempt information; or

V. Relates to an individual application

6. Record of Questions

6.1 The Managing Director will place each question on the Council’s website and will
send a copy of the question to the Member to whom it is to be put. Rejected
questions will include reasons for rejection.
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6.2 Copies of all questions not rejected will be circulated to all Members of the meeting
and will be made available to the Press and public attending the meeting.

7. Asking the question at the meeting

7.1 The Mayor will invite the questioner to put the question to the Member named in
the notice

1.2 The questioner must not deviate from the submitted wording.
1.3 If a questioner who has submitted a written question is unable to be
1.4 present, they may ask a representative to put the question on their behalf

1.5 The Member named shall give an oral reply at the meeting. In the absence of the
named Member, they can appoint another Member to respond on their behalf. In
the absence of the questioner or his/her representative a written reply will be
given.

8. Supplementary question

8.1 A questioner who has put a question in person may also put one supplementary
question without notice to the Member who has replied to his or her original question. A
supplementary question must arise directly out of the original question or the reply. The
Mayor may reject a supplementary question on any of the grounds in Rule 5 above.

9. Limitation on discussion

9.1 Every question shall be put and answered without discussion.

10. Written answers

10.1Any question which cannot be dealt with during public question time, either
because of lack of time or because of the non-attendance of the questioner or
his/her representative or the Member (or in their absence their nominee) to whom
it was to be put, will be dealt with by a written answer.

Reigate & Banstead Borough Council
December 2022



