
 Horden Parish Council 

 Horden Social Welfare Centre 
Seventh Street 

Horden, County Durham 
SR8 4LX 

Tel: 0191 518 0823 
30 May 2025 
 
Dear Member 
 
You are summoned to attend the Horden Parish Council Meeting to be held in Horden Social 
Welfare Centre, Seventh Street, Horden on Thursday 5 June 2025 at 6pm.  
 

HORDEN PARISH COUNCIL ORDER OF BUSINESS 
Meeting to be held 5 June 2025 

 
1. Apologies for Absence – to consider for approval. 
2. Declarations of Interest – to note declarations of interest from Members on items of the 

agenda.  
3. Minutes of the Horden Parish Council Meeting held 15 May 2024 (enclosed) – to 

consider for approval. 
4. Public Participation – to receive any representations or questions from the public in 

accordance with standing orders 3 e-g. Members of the Public are invited to address 
the Parish Council on matters relating to the agenda for up to 3 minutes per person 
during a period not exceeding 20 minutes. 

5. Register of Delegated Decisions – to note there are no additional decisions to approve.  
6. Damage and Incident Report (enclosed) – to consider report. 
7. Cemetery Burial and Income Report 28/4/25 – 23/5/25 (enclosed) – to receive the 

information.  
8. Outdoor Team Manager Report – to consider the report. 
9. County Councillor Update – to receive the information. 
10. Standing Orders – To consider for approval. 
11. Bank Transfer(s) – to approve any transfer(s). 
12. Invoices for endorsement for payment (enclosed) – to approve for payment.  
13. Members/Officers Allowances – to consider any claims for approval. 
14. Annual Governance & Accountability Return (enclosed) 

a) Internal Auditor’s Report – to consider report and action plan. 
b) Annual Governance Statement – to consider response for approval. 
c) Annual Accounting Statement – to consider for approval. 
d) Notification of dates for electors’ rights – to approve timetable to commence on 

Tuesday 11th June until Monday 22nd July 2025. 
e) Earmarked Reserves - to consider allocation. 

15. Horden 125 Working Group – to note the information. 
16. Horden Parish Council/Horden Together Joint Protocol – to consider for approval. 
17. VE Day Donation – to consider the report. 
18. NAC General Management Meeting Invitation – to consider attendance. 

.  
Samantha Shippen 

 Clerk to the Council 
30 May 2025 

To: All Members of Horden Parish Council/cc Public Notice 
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HORDEN PARISH COUNCIL 

Minutes of Annual Meeting held 15 May 2025 
 

Present: 
 
 
 
Staff: 
 

Councillor F Leadbitter (Chairman) 
Councillors C Armstrong, R Bagnall, T Baldesera, D Bellingham, C Cain, E Laing, C Robson, T Usher,  
J Ward, G Wetherell, L Williams and F Winrow.  
 
Mrs S Shippen (Clerk to the Council) and Mr C Jackson (Deputy Clerk) 
 

HPC 
25/26/001 
 
 
HPC  
25/26/002 
 
HPC  
25/26/003 
 
HPC  
25/26/004 
 
 
 
 
HPC  
25/26/005 
 
HPC  
25/26/006 
 
 
 
HPC  
25/26/007 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
HPC  
25/26/008 
 
HPC  
25/26/009 
 
 
 
HPC  
25/26/010 
 
HPC  
25/26/011 
 

Election of Chairman 
RESOLVED: That Councillor Frank Leadbitter be elected as Chairman for 2025/26.  Councillor Frank 
Leadbitter signed the declaration of acceptance of office for the position of Chairman. 
 
Election of Vice Chairman 
RESOLVED: That Councillor Rodie Bagnall be elected as Vice Chairman for 2025/26. 
 
Apologies for Absence. 
RESOLVED: That apologies be ACCEPTED for Councillor D Tait. 
 
Declaration of Disclosable Pecuniary Interests and Other Registerable Interests.  
RESOLVED:  The Clerk reported, under the Standing Order 13, a dispensation duration of up to 4 year in 
respect of Horden Recreation Ground Charity, she had received declarations from Cllrs C Armstrong, R 
Bagnall, T Baldesera, D Bellingham, C Cain, E Laing, F Leadbitter, C Robson, T Usher, J Ward,  
G Wetherell, L Willliams and F Winrow.  Councillor D Tait need to be submitted at the next meeting.  
 
Minutes of the Horden Parish Council Meeting held 3 April 2024. 
RESOLVED: That the Minutes be confirmed as a true record and signed by the Chairman.  
 
Review of Scheme of Delegation and Terms of Reference of Council Committees, Sub Committees, 
Staff and other local authorities. 
RESOLVED: Council AGREE the changes to the scheme of Delegation and Terms of Reference, and 
request for the final version be submitted at the next meeting for approval. 
 
Election of Members to Committees 
RESOLVED: that the following elections to Committees be made for 2025/26: 
Personnel Committee: Councillors T Baldesera, C Cain, J Ward, G Wetherell, L Williams.  
Chairman: Councillor L Williams. Vice Chairman: Councillor T Baldesera Substitutes: none appointed. 
Appeals Panel: Councillors C Armstrong. R Bagnall, F Leadbitter and C Robson.  
Chairman: to be appointed at any meeting of the panel. Substitutes: Councillor P Laing and F Winrow.  
Employee Forum: Councillors T Baldesera, C Cain, J Ward, G Wetherell, L Williams.  
Chairman: Councillor L Williams. Substitutes: none appointed. 
Asset and Risk Committee: Councillors C Cain, F Leadbitter, C Robson, L Williams and F Winrow. 
Chairman: Councillor C Cain. Vice Chairman: Councillor L Williams. Substitutes: Councillors R Bagnall 
and P Laing. 
Events Management Working Group: Councillors R Bagnall, C Robson, T Usher J Ward, and L Willams. 
Chairman: Councillor C Robson. Substitutes: Any Councillors can attend. 
 
Further that any committee member who is not able to attend a meeting advises the Clerk of their 
substitute not less than 24 hours prior to a meeting. 
 
Appointment of New Committees 
RESOLVED: No new committees be formed. 
 
Review of Standing Orders 
RESOLVED: Standing Orders were proposed and seconded to remain on the table for consideration at the 
next meeting to consider to revoke existing Standing Orders and add new version in accordance with 
Standing Order 26. 
  
Review of Financial Regulations 
RESOLVED: Council APPROVE the Financial Regulations. 
 
Review of Arrangements with other bodies. 
RESOLVED: Council APPROVE the arrangements as set out in the report. 
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HPC  
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HPC  
25/26/025 
 
HPC  
25/26/026 
 

Election of Members to Outside Bodies 
RESOLVED: To APPOINT the following members to outside bodies County Durham Association of 
Local Councils and Larger Councils Forum – Councillors F Leadbitter and T Baldesera plus the Clerk to 
the Council; East Durham Association of Parish & Town Councils – Councillors F Leadbitter, R Bagnall 
and J Ward; Horden Residents’ Association – Councillor J Ward; Horden Community Welfare Football 
Club – Councillor F Winrow. 
 
General Power of Competence 
RESOLVED:  The Council AGREE they have met the eligibility to exercise the General Power of 
Competence until the Annual Meeting in May 2029. 
 
Confirmation of Insurance Cover 2025/26 
RESOLVED: Council NOTE the long-term agreement with Zurich Municipal which runs to June 2027. 
 
2025/26 Subscriptions 
RESOLVED: Council APPROVE the payment of subscriptions for 2025//26 to: 
Institute of Cemetery and Crematorium Management. 
North East Regional Employers Organisation. 
National Association of Councillors. 
County Durham Association of Local Councils. 
Society of Local Council Clerks. 
Information Commissioners Office. 
Grounds Management Association. 
 
Meeting dates 2025/26 
RESOLVED: Council APPROVE the schedule of meetings with the inclusion of an August recess. 
 
Public Participation. 
Durham County Councillor D Bellingham introduced herself and provided an update, she as been listening 
to residents and identifying concerns and is keen to have good communication between Parish and 
County. 
 
Register of Delegated Decisions. 
There were no delegated decisions to report. 
 
Damage and Incident Report(s). 
RESOLVED: Council NOTE the information and ADVISE officers to communicate with users of the kitchen 
area and contact Horden Together regarding supervision of their Tuesday Welcome Space.  
 
Cemetery Burial and Income Report 24 March to 27 April 2024.  
RESOLVED: Council NOTE the information.   
 
Outdoor Team Manager Report. 
RESOLVED: Council NOTE the information. 
 
Bank Signatories. 
RESOLVED:  Council APPROVE the removal of W Morrow, A Turner and W Smith from the Co-op bank; 
and the removal of W Morrow from CCLA, with Councillor C Cain to be added to the CCLA account. 
 
Parish Council Financial: 
a) Bank Balances (Balance Sheet). 
RESOLVED: Council APPROVE the Bank Balances to 31/3/2024 of £1,131,888.81, noting that year-end 
adjustments may occur.  

i. 
b) Finance Report to 31/3/2024 - Month 12 (unaudited). 
RESOLVED: Council APPROVE the Income, Expenditure and Variances Report to Month 12 noting that 
year-end adjustments may occur.  
 
c) Cash Withdrawal(s) and Debit Card Transactions.  
RESOLVED: Council APPROVE debit card transaction totalling £1,325.00 
 
d) Petty Cash 
RESOLVED: Council APPROVE petty cash balance of £33.27 
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e) Bank Transfer(s). 
The Clerk requested £50,000 to be transferred from the CCLA account to the Co-op account. RESOLVED: 
Council ENDORSE transfer of funds from CCLA to the Current bank account, some of which will be used to 
provide a grant to HRG Charity. 
 
Invoices for endorsement for payment. 
RESOLVED: to ENDORSE payment of the attached schedule of invoices plus the additional schedule 
totalling £48,462.46. Councillors R Bagnall and C Cain to authorise. 
 

Members/Officers Allowances. 
RESOLVED:  Council ENDORSE Officer allowances of £209.25. 

 
Notification of Annual Assembly Date 
RESOLVED: Council NOTE the date of 29th May 2025. 
 
South Wall Terrace Update. 
RESOLVED:  Council AGREE to adjourn the meeting until the Horden Recreation Ground Chairty Trustee 
meeting has met. 
 
Meeting adjourned at 7.20pm 
 
Meeting re-commenced at 8:10pm 
 
South Wall Terrace Update. 
RESOLVED:  Council AGREE to the request for financial support to the Horden Recreation Ground 
Charity Trustee up to the sum of £188,679 plus fees to be paid in instalments. 
 
Meeting concluded at 8.25pm 
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Horden Parish Council Invoices for Payment April 2025 

  

SUPPLIER  DATE DESCRIPTION AMOUNT          Pay Ref: 

Amazon 02.04.25 Z-Fold Hand Towels - SWC £19.04 BACS 
Amazon 02.04.25 Toilet Rolls & Vinyl Gloves - SWC £27.68 BACS 
Amazon 02.04.25 Feather Duster - SWC £7.89 BACS 
Amazon 15.04.25 2 x Refuse Bag Holder £22.85 BACS 
Amazon 29.04.25 Toilet Rolls - SWC £27.15 BACS 
Amazon 29.04.25 Multi-Surface Polish - SWC £13.95 BACS 
Amazon 30.04.25 Cleaning Materials - SWC £87.27 BACS 
Amazon 01.05.25 Blue Roll - SWC £16.63 BACS 
Banner 07.04.25 2nd Class Postage Stamps £43.50 BACS 
Banner 28.04.25 Level Arch Files, Clear Pockets & File 

Dividers 
£34.32 BACS 

Banner 08.05.25 2 x 64GB Flash Drive £12.70 BACS 
Banner 08.05.25 A4 Copier Paper & Subject Dividers £70.61 BACS 
Citron Hygiene UK Limited 01.04.25 Sanitary Disposal SWC Annual Fee 04/25 

to 03/26 
£135.36 BACS 

Coast Road Karaoke & Disco 08.05.25 PA Hire VE Day Event  £100.00 BACS 
Co-operative Bank 01.04.25 BACS/FD Online Fees 01/03/25 - 31/03/25 £69.10 D/D 
Co-operative Bank 01.05.25 BACS/FD Online Fees 01/04/25 - 30/04/25 £70.64 D/D 
Corona Energy 04.04.25 Sunderland Road Pavilion Electricity 

01/03/25 - 31/03/25  
£147.38 D/D 

Corona Energy 15.04.25 Memorial Park Electricity 01/02/25 - 
28/02/25 CREDIT 

-£29.98 CREDIT 

Corona Energy 15.04.25 Memorial Park Electricity 01/02/25 - 
28/02/25 RECALCULATION 

£25.15 D/D 

Corona Energy 15.04.25 Memorial Park Electricity 01/03/25 - 
31/03/25  

£25.37 D/D 

Corona Energy 06.05.25 Memorial Park Electricity 01/04/25 - 
30/04/25  

£27.34 D/D 

Corona Energy 07.05.25 Sunderland Road Pavilion Electricity 
01/04/25 - 30/04/25  

£131.73 D/D 

County Durham Association of 
Local Councils 

30.04.25 20 x Good Councillor Guide £80.00 BACS 

Creative Youth Opportunities 28.04.25 Easter Event £630.00 BACS 
Culligan (was Waterlogic) 15.04.25 Water Cooler Rental & Service - April 2025 £31.80 D/D 
Document Solutions UK Ltd 30.04.25 Photocopying Fees April 2025 £48.68 D/D 
Durham County Council 28.04.25 Annual Bar Licence £180.00 BACS 
Durham County Council 29.04.25 Building Compliance Charges SWC Lift and 

Boiler 2025/2026 
£875.12 BACS 

East Durham College 09.04.25 Tractor Driving Course - CL & RH £420.00 BACS 
East Durham College 11.04.25 Tractor Driving Course Credit - RH -£210.00 CREDIT 
Eon Next 02.04.25 Gas SWC 01/03/2025 - 01/04/2025 £1,029.60 D/D 
Eon Next 02.04.25 Electricity Cemetery 03/03/25 - 31/03/25 £36.46 D/D 
Eon Next 02.05.25 Gas SWC 02/04/2025 - 01/05/2025 £492.58 D/D 
Eon Next 02.05.25 Electricity Cemetery 01/04/25 - 01/05/25 £35.05 D/D 
Hutton Fire Protection 14.04.25 Annual Fire Extinguisher Service, SWC, 

Memorial Park, Sunderland Road, 
Cemetery 

£115.20 BACS 

Institute of Cemetery and 
Crematorium Management 

01.04.25 ICCM Subscription 2025/26 £105.00 BACS 

ITC Service Limited 30.04.25 Unifi Security & Office 365 Officers & 
Domain/Hosting/Estate Management & 365 
Backup - May 

£435.56 D/D 

ITC Service Limited 09.05.25 Licence Upgrade - JP £150.00 D/D 
Pat Lavery Tyre & Exhaust Centre 
Limited 

09.04.25 Renew O/S Rear ABS Sensor - Iveco £171.00 BACS 
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Microshade Business Consultants 
Ltd 

15.04.25 Hosted Application Service - Rialtas 
15/04/2025 - 14/05/2025 

£143.52 BACS 

Microshade Business Consultants 
Ltd 

15.05.25 Hosted Application Service - Rialtas 
15/05/2025 - 14/06/2025 

£143.52 BACS 

Network Rail 14.05.25 Station Road Water Pipe Rent 24/06/25 - 
23/06/26 

£50.15 BACS 

North East Regional Employers 
Organisation 

16.04.25 Advisory Service too 31/03/2026 £354.00 BACS 

Octopus Energy Limited 25.04.25 Cemetery Lodge Gas & Electricity 
25/03/2025 - 24/04/2025 

£31.03 BACS 

Octopus Energy Limited 26.04.25 Welfare House Gas & Electricity 25/03/25 - 
25/04/25 

£32.08 BACS 

Peterlee Town Council 31.03.25 
rcvd 
01.05.25 

Reimburse BP Wages 17/03/25-31/03/25 £624.43 BACS 

Rialtas Business Solutions Limited 01.04.25 Omega Annual Support & Maintenance 
01/04/2025 - 31/03/2026 

£1,270.80 BACS 

Rialtas Business Solutions Limited 01.04.25 Making Tax Digital for VAT Annual 
Subscription 01/04/2025 - 31/03/2026 

£139.20 BACS 

Rialtas Business Solutions Limited 01.04.25 Cemeteries Annual Support & Maintenance 
01/04/2025 - 31/03/2026 

£530.40 BACS 

Rialtas Business Solutions Limited 01.04.25 Asset Inventory Annual Support & 
Maintenance 01/04/25 - 31/03/26 

£208.80 BACS 

Rickerby Limited 30.04.25 3 x Kubota Blades £123.52 BACS 
Scottish Power 02.04.25 SWC Electricity 06/03/2025 - 02/04/2025 £550.25 D/D 
Scottish Power 06.05.25 SWC Electricity 03/04/2025 - 06/05/2025 £487.42 D/D 
Select Telecom Limited 31.03.25 Admin Phone Lines/Calls/Internet - April 

2025 
£115.30 D/D 

Select Telecom Limited 30.04.25 Admin Phone Lines/Calls/Internet - May 
2025 

£119.24 D/D 

TJ's Heating & Home 
Improvements 

10.05.25 Cemetery Lodge & Welfare House Boiler 
Annual Service 

£160.00 BACS 

Treasured Memories Limited 11.04.25 Memorial Plaque - KF £200.94 BACS 
Vodafone 20.03.25 Mobile Phone CREDIT -£7.14 CREDIT 
Vodafone 20.04.25 Mobile Phones £43.68 D/D 
Wex 07.04.25 Equipment Fuel - Cemetery £109.31 D/D 
Wex 27.04.25 Vehicle Trackers £14.40 D/D 
Wex 28.04.25 Equipment Fuel - Cemetery £105.40 D/D 
Wex 12.05.25 Equipment & Vehicle Fuel - Cemetery £141.13 D/D 
OTHER PAYMENTS         

Co-op Bank 03.04.25 Wages Week 52 £5,289.28 BACS 
Co-op Bank 10.04.25 Wages Week 1 £5,599.52 BACS 
Co-op Bank 17.04.25 Wages Week 2 £5,663.02 BACS 
Co-op Bank 24.04.25 Wages Week 3 £5,715.19 BACS 
Durham County Council 28.04.25 Attachment Weeks 1 - 4 £260.42 BACS 

Durham County Council 28.04.25 Superannuation Weeks 1 - 4 £7,178.60 BACS 

HMRC 28.04.25 PAYE Weeks 1 - 4 £7,111.97 BACS 

Wave 13.04.25 SWC Water 13/01/2025 - 12/04/2025 
(£114.00 pcm) 

£241.35 D/D 

    Horden Parish Council  
APRIL 2025 TOTAL 

 
£48,462.46  
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Thorpe Road Cemetery Report 28th April To 23rd May 2025      

INTERMENT (inc. Ashes)   
PLOT DETAIL RESIDENT FEE 
T19 FULL BURIAL YES £680.00 
T20 FULL BURIAL YES £680.00 
GARDEN A 86 ASHES YES £227.00 
G803 FULL BURIAL YES £340.00 
B1011 ASHES YES £227.00 
P16 FULL BURIAL YES £340.00 
  ASHES YES £227.00 

    TOTAL £2,721.00 

    
PURCHASE OF PLOT - EXCLUSIVE RIGHT  
PLOT DETAIL RESIDENT  FEE 
T19 NEW PURCHASE YES £567.00 
T20 NEW PURCHASE YES £567.00 
P36 TRANSFER YES £88.00 
GARDEN A 86 TRANSFER YES £88.00 
  NEW PURCHASE YES £227.00 

    TOTAL £1,537.00 

    
SUPPLY OF IMMOVABLE MEMORIAL   
PLOT DETAIL RESIDENT FEE 
GARDEN D 38 HEADSTONE YES £113.00 
B452 REFIX YES £28.00 
N110 INSCRIPTION YES £72.00 
G653 HEADSTONE YES £113.00 
GARDEN D 11 ADD INSCRIPTION NO £161.00 
B116 HEADSTONE YES £113.00 
        

    TOTAL £600.00 

    

SUPPLY OF MEMORIAL PLAQUE  
        
    TOTAL  £0.00 

    
MISCELLANEOUS      
    TOTAL £0.00 

      

  

TOTAL 
INCOME £4,858.00 
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Horden Parish Council 

Outdoor Team Manager Report  

1. Background 

This monthly report is to provide the council with a program of works, which were carried out in the 
Parks and FaciliƟes over the period of 8th May to 30th May. 

2. Parks and FaciliƟes update:  

2.1 Sunderland Road playing fields 
 Both playing fields are cut every week.  
 All surrounding areas are cut and strimmed and kept Ɵdy.  
 We have a regular liƩer picking programme, especially aŌer the games.  
 Both of the football pitches are marked out every week. 
 The changing room faciliƟes are cleaned out aŌer each of the games.  
 Goal posts have now been taken down and stored away 
 The worn areas in the football goal mouths have been re-seeded. 

2.2 Play Areas 
 Play areas are inspected every week and are found to be in good condiƟon. However the 

gate, at MariƟme crescent, is sƟll in for repair. 
 Cotsford Park play area has been strimmed and weed killer applied to surrounding fence 

area.  

2.3 Memorial Park 
 The lawns in the park are cut and edged every week.   
 The park is opened every morning by workforce who also carry out liƩer picking duƟes on 

way through the park.  
 All of bedding plants have been removed in preparaƟon for the planƟng of the summer 

bedding scheme.  

2.4 Cemetery  
 We have a regular programme of cuƫng and strimming every day.  
 Bins are empƟed every week. 
 Several graves have been topped up.   
 Commenced removal of the winter bedding plants in preparaƟon for the summer planning 

scheme.  
 We have not created a wild flower meadow in the valley of the new secƟon, which is 

approximately 1500 square metres.  
 We had an aƩempted break in at the cemetery compound on Wednesday 28th May. Luckily 

the staff disturbed them when arriving to lock the gates. Reported to the police who are 
dealing with the incident.  
 

3. RecommendaƟon: The council is recommended to note this report.  
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Horden Parish Council 
 
5 Jun 2025 
 
Durham County Councillor Report 
 
1. County Formation of Cabinet and Committees  
 
The formation of the Committee and Cabinet leadership teams is almost finalised and I have 
been nominated as the Vice Chair of County Planning as well as committee member for 
Highways and Environment & sustainable communities O&S. Any issues relating to Horden 
from any committees will be articulated in this monthly report.   
 
2. Matters from Residents 
 
There has been a focus on overgrown trees in the Parish that may have been previously 
reported. It is not the season for tree felling as it is bird nesting season. However, I have 
made a note of any overgrown trees reported to me and will continue to press this 
throughout the year.  
Empty en-block garages are becoming a concern and the insecure roofing may become a 
health and safety hazard in the future. I am working with Member Services to hold third party 
contractors to account so that a resolution can be sought and the areas become safer.  
New sign for Horden on the road from Blackhall has been requested.  
 
3. Future Planning 
 
I will be meeting with Inspector Carter from Peterlee Police Stn on 4th Jun (prior to this 
meeting) and I will make the committee aware of any ongoing issues that may be useful to 
the committee. 
I have meetings planned on 11 Jun with campaign group against the redevelopment of 
Horden. I would be grateful for input of the committee. 
 
4. Consumer Safety Investigation 
 
For a number of months an investigation has taken place regarding a retail premises in 
Horden. This premises was found to be selling contraband tobacco. I provided a supporting 
report to the Consumer Safety Officer and the premises is to be closed down on Tue 3rd Jun 
at 1600. This process is delivered through the legal framework.  
 
 
 
(Electronically Signed) 
 
Cllr Dawn Bellingham 
Horden and Dene House 
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Horden Parish Council 

 

Standing Orders 2025 

 
Adapted From NALC Model Orders 2025 
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INTRODUCTION 

This is an update taken from NALC Model Standing Orders. 

HOW TO USE MODEL STANDING ORDERS  

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.  

Local councils operate within a wide statutory framework. NALC model standing orders 
incorporate and reference many statutory requirements to which councils are subject. It 
is not possible for the model standing orders to contain or reference all the statutory or 
legal requirements which apply to local councils. For example, it is not practical for model 
standing orders to document all obligations under data protection legislation. The 
statutory requirements to which a council is subject apply whether or not they are 
incorporated in a council’s standing orders. 

The model standing orders do not include model financial regulations. Financial 
regulations are standing orders to regulate and control the financial affairs and 
accounting procedures of a local council. The financial regulations, as opposed to the 
standing orders of a council, include most of the requirements relevant to the council’s 
Responsible Financial Officer. Model financial regulations are available to councils in 
membership of NALC. 

DRAFTING NOTES 

Model standing orders that are in bold type contain legal and statutory requirements. It is 
recommended that councils adopt them without changing them or their meaning. Model 
standing orders not in bold are designed to help councils operate effectively but they do 
not contain statutory requirements so they may be adopted as drafted or amended to suit 
a council’s needs. It is NALC’s view that all model standing orders will generally be 
suitable for councils.  

For convenience, the word “councillor” is used in model standing orders and, unless the 
context suggests otherwise, includes a non-councillor with or without voting rights. Model 
standing orders use gender-neutral language (e.g. “Chair”). 
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 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, unless it is proposed by another member.  

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 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. 

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 they last spoke;  
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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 they 
considers has been breached or specify the other irregularity in the proceedings of 
the meeting they are concerned by.  

q A point of order shall be decided by the chair of the meeting and 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 the motion under debate has exercised or waived 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. 
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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 of Council 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 Council 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 unless the meeting is convened at shorter notice.   

 d Council and Committee 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 in 
accordance with standing order 3(e) shall not exceed 20 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 3 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 hand when requesting to speak. 

 j A person who speaks at a meeting shall direct 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 Council or a 
Committee 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 
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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. 

 m A person present at Council or a Committee 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 Council or Committee meeting at which 
they are entitled to be present.  

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

 p The Chair of the Council, if present at a Council meeting, shall preside. 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. 

 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. This applies to Council, Committees and Sub-
Committees.  

 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 their casting 
vote whether or not they gave an original vote. This applies to Council, 
Committees and Sub-Committees. 

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 at 
Council 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 their vote for or against that 
question. Such a request shall be made before the vote is taken. 

Members can individually, if they so wish, have recorded in the minutes the 
way in which they voted on a particular question without having to invoke the 
above paragraph. However no personal comments or reasons for voting in a 
particular way are to be included.  

 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 
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who have given their apologies for absence;  

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 histheir right to participate 
and vote on that matter. This applies to Council, Committees and Sub-
Committees. 

 v No business may be transacted at a meeting of Council unless at least 
one-third of the whole number of members of the Council are present 
and in no case shall the quorum of a meeting be less than three. 
See standing order 4d(viii) for the quorum of a committee or sub-committee 
meeting.  

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. This applies to Council, Committees and Sub-
Committees. 

x A meeting shall not exceed a period of 3 hours. Motions to extend the meeting may 
be put to enable business on the agenda to be concluded. Note, the one hour limit 
excludes public participation and representations made by other bodies invited to 
a meeting. 

 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: 
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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 1 day 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. may 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;  

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

xii. may dissolve a committee or a sub-committee; and 

xiii. at the Annual Meeting of the Council or at the time of appointment of 
Committees, the Council shall determine the number of members up to a 
maximum of 10, with the exception of Horden Recreation Ground. 
 

e       With the exception of those matters dealt with under delegated powers, all 
decisions made by committees are subject to confirmation by the Council. (Local) 

f        Decisions taken by sub-committees, working groups and advisory bodies must be 
endorsed by their committees and by the Council unless they have been given 
delegated powers. (Local) 

 ANNUAL AND 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. 
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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- of the Council. 

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

g The Vice-Chair of the Council unless they resign 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, 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, they shall preside at the annual meeting until a new 
Chair of the Council has been elected. 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- of the Council at the 
annual meeting, the business shall include items i xv. (Amended locally): 

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 their acceptance of office form 
unless the Council resolves for this to be done at a later date; 

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

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

iv. Consideration of the recommendations made by a committee; 

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

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

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

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

k  At an ordinary meeting during each year, the business shall include 

i. Review of the Council’s complaints procedure; 

ii. 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); 

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

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

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

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

 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. 
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c The chair of a committee [or a sub-committee] may convene an extraordinary 
meeting of the committee [or the sub-committee] at any time.  

d If the chair of a committee [or a sub-committee] does not call an extraordinary 
meeting within 7 days of having been requested to do so by 2 members of the 
committee [or the sub-committee], any 2 members of the committee [or the sub-
committee] may convene an extraordinary meeting of the committee [or a sub-
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 5 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 or a sub-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 

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.  

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. Therefore if a meeting is on a Thursday the Notice of Motion must be 
received on the Tuesday before at the latest (excluding any bank holidays etc.). 

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 7 clear days before the meeting.  

e If the wording or subject of a proposed motion is considered improper, the Proper 
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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 

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 or sub-committee; 

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

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

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

viii. to require a written report; 

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

x. to extend the time limits for speaking; 

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

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

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

xiv. to temporarily suspend the meeting;  

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

xvi. to adjourn the meeting; or 

xvii. to close the meeting.  
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 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. Any proposed amendments shall 
be notified to the Proper Officer not less than 1 day in advance of the 
meeting. 

 b There shall be no discussion about the draft minutes of a preceding meeting 
except in relation to their accuracy. A motion to correct an inaccuracy in the 
draft minutes shall be moved in accordance with standing order 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 chairmanchair 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, 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 of the (   ) held on [date] in respect of (   ) were a correct 
record but this view was not upheld by the meeting and the minutes 
are confirmed as an accurate record of the proceedings.” 

 e Subject to the publication of draft minutes in accordance with standing order  
20(a) and following a resolution which confirms the accuracy of the minutes of 
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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 they have 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 
they have a disclosable pecuniary interest. They may return to the meeting after it 
has considered the matter in which they had the interest. 

c Unless they have 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 
they have another interest if so required by the Council’s code of conduct. They 
may return to the meeting after it has considered the matter in which 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 the dispensation is required. 

e A decision as to whether to grant a dispensation shall be made [by the Proper 
Officer 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 
by the Proper Officer before the meeting or, if this is not possible, at the start of the 
meeting 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 
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Council’s area; or 

iii. it is otherwise appropriate to grant a dispensation 

 CODE OF CONDUCT COMPLAINTS  

a Upon notification by the County 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 Chairman of Council of this fact, 
and the Chairman 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; 

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

d Upon notification by the County 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 them. 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 or 
a sub-committee, 

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

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

See standing order 3(b) for the meaning of clear days for a meeting of a 
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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 clear days 
before the meeting confirming 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 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. receive and send general correspondence and notices on behalf of the 
Council except where there is a resolution to the contrary; 

x. 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); 

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

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

xiii. record every planning application notified to the Council and the Council’s 
response to the local planning authority in an electronic list for such purpose; 

xiv. refer a planning application received by the Council to the [Chair or in their 
absence the Vice- 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; 

xv. manage access to information about the Council via the publication scheme 

 RESPONSIBLE FINANCIAL OFFICER  

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

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

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

b 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  income and expenditure for each quarter;  

ii. the Council’s aggregate income and expenditure for the year to date; 

iii. the balances held at the end of the quarter being reported and 

which includes a comparison with the budget for the financial year and highlights 
any actual or potential overspends. 

c 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 income and 
expenditure 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. 

d 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, or income and expenditure) for the year to 31 March. A completed draft 
annual governance and accountability return shall be presented to all councillors at 
least 14 days prior to anticipated approval by the Council. 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. 

e The Council will prepare written revenue and capital budgets for the coming 
financial year and approve these and set the annual precept at a meeting of the 
Council by the 31st January.  

 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; 
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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 £30,000 including VATdue 
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. Subject to additional requirements in the financial regulations of the Council, the 
tender process for contracts for the supply of goods, materials, services or the 
execution of works shall include, as a minimum, the following steps: 

i. a specification 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. tenders are to be submitted in writing in a sealed marked envelope 
addressed to the Proper Officer;  

iv. 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;  

v. tenders are to be reported to and considered by the appropriate meeting of 
the Council or a committee or sub-committee with delegated responsibility. 

d. Neither the Council, nor a committee or a sub-committee with delegated 
responsibility for considering tenders, is bound to accept the lowest value tender. 

e. Where the value of a contract is likely to exceed the threshold specified by 
the Government from time to time, the Council must consider whether the 
contract is subject to the requirements of the current procurement legislation 
and, if so, 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 
Council or a committee or a sub-committee is subject to standing order 11. 

b Matters pertaining to staff will be dealt with under relevant Council policies as 
appropriate to the matter under consideration.  

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

d 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. 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 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. 

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 

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). 

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 
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the Council, any deed required by law and the Proper Officer shall witness 
their signatures.  

c A register of such signed deeds shall be kept by the Proper Officer to include 
details of the signatures of councillors. 

 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 County Council representing the area of the 
Horden Parish Council.  

b Unless the Council determines otherwise, a copy of each letter sent to the County 
Council shall be sent to the ward councillor(s) representing the area of the Council. 

c The Council will send copies of agendas and papers to Durham County Council 
upon request. (Local) 

d The Council will inform local County Councillors of any local views or information 
relating to their responsibilities.  

 
 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 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 3 councillors to be 
given to the Proper Officer in accordance with standing order 9. Or prepared by the 
Proper Officer following regular review. 

c Once a motion to add to or vary or revoke one or more of the Council’s standing 
orders is proposed and seconded, it will remain on the table without debate until 
the next meeting of Council. 

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

e The decision of the chair of a meeting as to the application of standing orders at the 
meeting shall be final. 
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 QUESTIONS PUT TO OFFICERS AT MEETINGS 
 

If a member wishes to ask questions, or otherwise seek clarity on any item of  
information published on the agenda, they must, in the first instance, raise their 
request with the Proper Officer prior to the meeting to obtain the required 
clarification. 

 



Agenda Item 12 

 

Horden Parish Council Invoices for Payment May 2025 
  

SUPPLIER  DATE DESCRIPTION AMOUNT          Pay 
Ref: 

Culligan (was 
Waterlogic) 

15.05.25 Water Cooler Rental & Service - May 
2025 

£31.80 D/D 

Durham County 
Council 

14.05.25 Trade Waste 2025/2026 - SWC (£139.53 
x 8 and £139.64 x 1) 

£1,255.88 D/D 

Durham County 
Council 

14.05.25 Trade Waste 2025/2026 - Cemetery 
(£219.71 x 8 & £219.88 x1) 

£1,977.56 D/D 

Durham County 
Council 

15.05.25 Repair Starting Fault on Kubota - 
Cemetery 

£39.47 BACS 

Grounds Management 
Association 

01.05.25 Membership 31/05/2025 - 30/05/2026 £196.00 BACS 

Lloyds Limited 12.05.25 Replacement Rollers for Kubota - 
Cemetery 

£86.16 BACS 

Lloyds Limited 27.05.25 Carriage for Replacement Rollers for 
Kubota - Cemetery 

£18.00 BACS 

Magnum Cleaning 
Services (Adam Bell) 

16.05.25 Window Clenaing - SWC £45.00 BACS 

M W Roofing & 
Plastics Specialist 

16.05.25 Repair and Cement Gable End - SWC £300.00 BACS 

National Association of 
Councillors 

30.04.25 
RCVD 
19.05.25 

Membership Fees 2025/26 £342.00 BACS 

Octopus Energy 
Limited 

21.05.25 Welfare House Gas & Electricity 
26/04/2025 - 20/05/2025 

£29.03 BACS 

Octopus Energy 
Limited 

21.05.25 Cemetery Lodge Gas & Electricity 
25/04/2025 - 20/05/2025 

£29.02 BACS 

Vodafone 20.05.25 Mobile Phones £44.90 D/D 
Wex 19.05.25 Equipment Fuel - Cemetery £107.24 D/D 
Wex 25.05.25 Vehicle Trackers £14.40 D/D 
OTHER PAYMENTS         
Co-op Bank 01.05.25 Wages Week 4 £5,721.91 BACS 
Co-op Bank 08.05.25 Wages Week 5 £5,730.71 BACS 
Co-op Bank 15.05.25 Wages Week 6 £5,901.63 BACS 
Co-op Bank 22.05.25 Wages Week 7 £5,939.56 BACS 
Co-op Bank 29.05.25 Wages Week 8 £5,730.71 BACS 
    Horden Parish Council  

MAY 2025 TOTAL 
 

£33,540.98  
  

 

























































































Agenda Item 16                  

Horden Parish Council (HPC) & Horden Together Partnership (HTP) 

Joint Working Agreement  

Our Pledge 

We will work together to collaborate and support our partners and our communities to 

promote safer places, protect the environment and empower people                                                      

to live healthier and happier lives. 

In particular we will:- 

 Support an inclusive environment that promotes dignity, equity and respect.  

 Support community engagement by sharing opportunities to participate in activities that 
help create healthy communities. 

 Provide access to common spaces in a fair and equitable manner.  

 Actively engage in environmentally sustainable projects and activities 

 Communicate effectively and openly, in a timely manner.  

 Take a shared role in maintaining health & safety in the workplace, protecting personal 
safety and securing the building by ensure that doors are not left open unnecessarily 
and that windows are closed when leaving the space. 

 Provide advance notification to each other of any new large event / organised activity 
that will impact upon the routine car parking arrangements at the Horden Social & 
Welfare Centre.  

 Share relevant information with others and uphold confidentiality of sensitive 
information as necessary and in accordance with any data sharing agreements.  

 Work together to provide oversight and reports to the HPC and HTP Board on any 
relevant matters of mutual interest or concern.   

The Horden Parish Council as a responsible landlord will:-  

 Foster a positive workplace culture and demonstrate attitudes and behaviours that will 
contribute to a supportive, harmonious, and engaging environment that protects 
wellbeing of staff and service users.  

 Treat all HTP partners, volunteers, guests and service users with respect and courtesy  

in all of their interactions.  

 Develop and maintain the trust of the HTP through communications that are unbiased, 

transparent and accessible.   

 Actively engage in environmentally sustainable projects and provide sustainable 
solutions and recycling services.  

 Listen to, acknowledge and respond to reported issues and concerns raised by HTP 

 Provide clean, safe, well-maintained spaces for building users.  



 
 

 Make suitable arrangements to access and egress the building following notification by 
HPT to extend working hours.  

 Raise any issues concerning conditions of use as set out within the licence directly with 
the Head of Corporate Property and Land, DCC.  

 Raise any other issues concerning the Horden Together Partnership directly with Head 
of Community Protection, DCC.   

The Horden Together Partnership as a responsible tenant will:- 

 Foster a positive workplace culture and demonstrate attitudes and behaviours that will 
contribute to a supportive, harmonious, and engaging environment that protects 
wellbeing of staff and service users.  

 Communicate and interact with all persons who work and visit the Horden Social and 
Welfare Centre in a respectful, professional and courteous manner 

 Champion the climate change emergency through the promotion of sustainable  
activities, campaigns and projects and adherence to measures aimed at reducing 
energy consumption.  

 Make suitable arrangements for any visitors or service users who do not have 
authorised access or an appointment to access the building on the ground floor.     

 Keep common spaces clean and be responsible for their own conduct as well as the 
conduct of occupants and visitors they bring into the building. 

 Maintain a clean and tidy office area; everyone is personally responsible for their own 
belongings and communal amenities; cleaning of kitchen, crockery, and cutlery. 

 Maintain an up to date list of organisations and individuals involved in the HTP and who 
have been given access to the Horden Social & Welfare Centre.  

 Regularly update the HPC with the list of HTP partners for their information 

 It is reasonable for HPT to request infrequent extended opening hours for issues 
relating to community engagement. In such circumstances, HTP will give prior written 
notification to the HPC in relation to any requirements from HTP to extend working 
hours.  

 Report any imminent safety issues and/or hazardous conditions without delay directly 
to Horden Parish Council staff 

 Raise any issues concerning conditions of use as set out within the licence directly with 
the Head of Corporate Property and Land, DCC  

 Raise any other issues concerning the Horden Together Partnership directly with Head 
of Community Protection, DCC  

 

This is a voluntary agreement and will not supersede any terms and conditions as set out within the licence 
granted by HPC to Durham County Council in relation to Safe Durham Partnership activities and occupation of 
the defined space. 

 

 

Signed on behalf of      Signed on behalf of  

 

Horden Parish Council     Horden Together Partnership 
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HORDEN PARISH COUNCIL 

Donation to John Harper 

1 Background          
 1.1 An Events working group meeting was held on 25th March which was  
  attended by Cllr Frank Leadbitter and Cllr Cheryl Robson to decide the 
  donation to be given to Mr Harper for his part in the VE Day 80th Anniversary 
  Celebration. 

1.2 The donation for Mr Harper’s contribution to the evening was originally £30 
but as this was for Charity £50 would be donated. The Clerk has advised this 
is redirected to council as the Events Working Group cannot make decisions.
         

2 Recommendation 

 That Council considers what contribution is to be given to Mr Harper   
  

Angela Lee           

SWC Building and Events Manager 

June 2025 
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From: General Secretary 
Sent: 19 May 2025 20:51 
Subject: NAC General Management Meeting, Carlisle  

 Dear Colleagues, 

The Next meeting of the NAC will be held on Monday 9th June in the Station Hotel, Carlisle at 
10.30am (Please find agenda attached) tea and coƯee will be available from 10am during 
registration. 

The hotel is located next door to the railway station and there is car parking at the rear. 

 
Councillor Brian Nelson 
National Secretary 
National Association of Councillors  
0191 3789947  oƯice 
0779 1574879  mobile 

 
National Association of Councillors 

General Management Meeting 
 

9th June 2025 at 10.30am 
The Station Hotel, Carlisle 

 
 
 

Meeting called by: The Chairman 
Chairman: Councillor Graeme Brooks 

Attendees: NAC Delegates 
 

Agenda 

 Chairman’s Welcome   Cllr. Graeme Brooks 
 Apologies for absence  
 Minutes of the previous meeting 
 Matters arising   
 National Secretary’s Report           National Secretary 
 NAC Conferences 2025 
 Local Government Elections 2025 
 Finance Statement   Susan Nelson 
 Training OƯicers Report  Cllr. Anne Bonner 
 Regional Reports   Regional OƯicers 
 Dates/Venues for future meetings 


