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1.  PARISH COUNCIL MEETINGS 
 
a)  Timing 
 

The Parish Council must hold Meetings four times a year, one of which is the 
Annual Meeting to be held in May.  In a Parish Council election year, the Annual 
Meeting is held within fourteen days after the election and is the first Meeting of 
the new Council. 

 
However, the Parish Council normally holds Meetings starting at 7.30pm on the fourth 
Wednesday of each month, except for August and December.  The Council may 
change the dates of Meetings as it thinks fit. 

 
b)  Location 
 

Meetings are normally held in the Jubilee Hall, Timsbury, but may be in other premises 
within the Parish.  By law, Meetings shall not take place in premises which, at the 
time of the Meeting, are used for the supply of alcohol, unless no other premises 
are available free of charge or at a reasonable cost. 

 
c)  Calling of Meetings 
 

The usual procedure is that the Clerk calls Meetings by summonsing Councillors 
with a copy of the agenda listing the matters to be discussed, with three clear 
days' notice.  The agenda is also posted on the Council's noticeboard(s) to 
notify the public of the Meeting.  An invitation to attend a Meeting of the Council is 
normally sent, together with the agenda, to the Borough and County Councillor 
representing the Parish. 

 
When calculating the 3 clear days for notice of a Meeting to Councillors and the 
public, the day on which the 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 shall not count. 

 
d)  Chairman of a Meeting 
 

The Chairman, if present, shall preside at a Meeting.  If the Chairman is absent 
from a Meeting, the Vice-Chairman, if present, shall preside.  If both the 
Chairman and the Vice-Chairman are absent from a Meeting, a Councillor as 
chosen by the Councillors present at the Meeting shall preside at the Meeting.  
At no time may anyone other than a Councillor chair a Meeting or part of it. 

 
e)  Annual Meeting 
 

The Annual Meeting of the Parish Council is the same as a normal Meeting except for 
the following: 

 
 1 The election of the Chairman and Vice-Chairman of the Council shall be the 

first business completed at the Annual Meeting of the Council. 
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 2 The Chairman of the Council, unless he/she has resigned or becomes 

disqualified, shall continue in office and preside at the Annual Meeting until 
his/her successor is elected at the Meeting.  

 
 3 The Vice-Chairman of the Council unless he/she resigns or becomes 

disqualified, shall hold office until immediately after the election of the 
Chairman of the Council at the next Annual Meeting of the Council. 

 
 4 In an election year, if the current Chairman of the Council has not been re-

elected as a Member of the Council, he/she may preside at the Meeting until 
a successor Chairman of the Council has been elected. The current 
Chairman of the Council shall not have an original vote in respect of the 
election of the new Chairman of the Council but must give a casting vote in 
the case of an equality of votes. 

 5 In an election year, if the current Chairman of the Council has been re-
elected as a Member of the Council, he/she shall preside at the Meeting 
until a new Chairman of the Council has been elected.  He/she may exercise 
an original vote in respect of the election of the new Chairman of the 
Council and must give a casting vote in the case of an equality of votes. 

f)  Attendance by the public 
 

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 exclusion. 

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

g)  Open Period 
 

Except in those circumstances where the public is excluded from a Meeting, members 
of the public are permitted to make representations, answer questions and give 
evidence in respect of any item of business included in the agenda.  This is done in a 
public participation session known as the Open Period.  Members of the public may 
raise other matters of public interest and ask the Council to address these at a later 
date 

 
The Chairman may request that any member of the public wishing to speak during an 
Open Period should limit their talk to 3 minutes.  Where an interest group is 
represented at a Meeting, the Chairman may request that the members of the group 
nominate a spokesperson, rather than all speaking individually. 

 
A question asked by a member of the public during an Open Period shall not 
necessarily expect a response or debate; however, the Chairman may direct that such 
a question be referred to a Councillor for a spoken response or to the Clerk for a 
written or spoken response, unless the Chairman anticipates an answer is to be given 
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during discussion of the agenda item. 
 

Councillors with a Code of Conduct interest in relation to any item of business 
being transacted at a Meeting may make representations, answer questions and 
give evidence relating to the business being transacted during an Open Period. 

 
The Open Period will normally be near the beginning of a Council Meeting.  However, 
the Chairman may, after consultation with the Council, create additional Open Periods 
during the Meeting to elicit information from members of the public, or from Councillors 
who have declared a Code of Conduct interest in the matter. 

 
Although strictly not part of a Council Meeting, a reference to the Open Period shall be 
included in the Minutes of that Meeting. 

  
h)  Quorum 
 

No business may be transacted at a Meeting unless at least one third of the 
whole number of Members of the Council are present and in no case shall the 
quorum of a Meeting be less than 3. 

 
If a Meeting is inquorate or becomes inquorate during a Meeting, no business 
shall be transacted whilst inquorate. 

 
i)  Extraordinary and Planning Meetings 
 

The Chairman of the Council may convene an Extraordinary Meeting or Planning 
Meeting of the Council at any time, but will normally ask the Clerk to call the 

Meeting.  

If the Chairman of the Council does not or refuses to call an Extraordinary 
Meeting of the Council within 7 days of having been requested to do so by two 
Councillors, those two Councillors may convene an Extraordinary Meeting of the 
Council. The statutory public notice and notice to Councillors giving the time, 
venue and agenda for such a Meeting must be signed by the two Councillors. 

 
j)  Confidential business 
 

Councillors shall not disclose information given in confidence or which they believe, or 
ought to be aware is of a confidential nature.   

 
k)  Voting 
 

All voting at a Meeting shall be decided by a majority of the Councillors present.  
Voting on any question shall be by a show of hands.  At the request of a 
Councillor, the voting on any question shall be recorded so as to show whether 
each Councillor present and voting gave his/her vote for or against that 
question. 

 
The Chairman of a Meeting may vote on any matter put to the vote, and in the 
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case of an equality of votes may exercise a casting vote, whether or not he/she 
gave an original vote. 

 
l)  Minutes 
 

The Minutes of a Meeting shall record the names of Councillors present and 
apologies for absence. 

 
Minutes are not intended to be a verbatim record of the Meeting but they must record 
all decisions made, financial expenditure approved and also any parts of 
discussions relevant to the making of those decisions.  They would normally contain 
information given to the Council, such as planning decisions, and also a brief report of 
the Open Period. 

 
The agreed Minutes of a Meeting will normally be signed by the Chairman at the next 
Meeting.  Each page of the Minutes, including any amendment to correct their 
accuracy, shall be signed by the Chairman and stand as an accurate record of the 
Meeting to which the Minutes relate.  The Chairman shall also date the last page. 

 

If a copy of the draft Minutes has been circulated to Councillors no later than the day 
of service of the summons to attend the scheduled Meeting they shall be taken as 
read. 

 

No discussion of the draft Minutes of a preceding Meeting shall take place except in 
relation to their accuracy.  

 

If the Chairman of the Meeting does not consider the Minutes to be an accurate record 
of the Meeting to which they relate, he/she shall sign the Minutes and include a 
paragraph stating his/her disagreement. 

 
m)  Recording at Meetings 
 

In accordance with the Openness of Local Government Regulations 2014, 
members of the public are permitted to film, record or otherwise transmit a 
record of the proceedings of a Council's Meeting.  Such recording is required to be 
declared to the Council and to other members of the public in attendance.  A note to 
this effect will be appended to the agenda for the Meeting. 
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2.  APPOINTMENT OF COUNCILLORS 
 
a)  At election 
 

Parish Council elections are scheduled every four years, but voting only takes place if 
there are more than seven candidates for the seven seats available on the Council.   If 
there are seven or fewer candidates then all will be returned unopposed.  The Council 
must fill any unfilled seats as soon as possible by co-option.  This is a process by 
which the Council appoints Members.  The Council may agree to approach people 
who are considered to be prospective candidates but any discussions between 
Councillors and prospective candidates must be made public at a Council Meeting 
before any vote is taken to select candidates. 

 
Where more than 2 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. Any tie may be settled by the Chairman’s casting vote. 

 
The Council will approach all appointments in a fair, open and objective way. 

 
On election or co-option, all Councillors must sign the Declaration of Acceptance of 
Office, a record of which is held by the Clerk.  The Clerk will ensure that the Returning 
Officer is notified of the names and addresses of all serving Councillors. 
 
Councillors are also required to complete and keep up to date a Register of Members' 
Pecuniary Interests form which the Clerk will forward to the Borough Monitoring 
Officer.  The Borough Monitoring Officer is the keeper of the register of interests which 
is available for inspection by the public. 

 
b)  Casual Vacancy 
 

When a casual vacancy arises between elections, the Clerk will notify the Returning 
Officer who, unless the vacancy occurs within six months of a scheduled election, will 
issue a notice for display within the Parish.  This notice will ask if the electorate wishes 
to call an election. 

 
If no election is requested within the rules described in the notice, then the Returning 
Officer may invite the Council to fill the vacancy by co-option.  This vacancy will be 
advertised by the Council, but if the advertising does not generate appropriate 
candidates, then the Council to may agree to approach people who are considered to 
be prospective candidates and make an appointment as described in the previous 
section. 

 
If a Councillor sends in a letter of resignation, it takes immediate effect and any 
'notice period' the Councillor may have given is disregarded. 
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3.  CODE OF CONDUCT 
 

The Code of Conduct adopted by the Council shall apply to Councillors in 
respect of the entire Meeting and, where appropriate, outside a Meeting.   

 
The existence and nature of any pecuniary interest or Code of Conduct interest  
is required to be disclosed by a Councillor at a Meeting and shall be recorded in 
the Minutes.  It is entirely the responsibility of Councillors to declare any 
interest, though he/she may seek the advice of others and the Clerk. 

 

Councillors with a Code of Conduct interest are required to declare the fact and 
leave the room during any discussion on the topic concerned.   

 

However, in addition to Councillors having to declare any Code of Conduct interest 
which might be regarded as prejudicial, they are also to declare any minor or 'personal' 
interest which might exist but does not prevent them from taking part in any discussion 
or vote. 

All new Councillors shall undertake training in the Code of Conduct within 12 months 
of the completion of their declaration of acceptance of office. 

If the Clerk or Council receives notification that there has been an alleged breach of 
the Code of Conduct, this will be referred to the Monitoring Officer of Test Valley 
Borough Council.    The Parish Council will take no further action until advised to do 
so. 

  
 
 
4.  DISORDERLY CONDUCT 
 

No person shall obstruct the transaction of business at a Meeting or behave 
offensively or improperly.  

If, in the opinion of the Chairman, there has been such obstruction or offensive 
behaviour, he/she shall express that opinion and thereafter any Councillor (including 
the Chairman) may move that the person be silenced or excluded from the Meeting, 
and the motion, if seconded, shall be put forthwith and without discussion. 

If a resolution made in accordance with this procedure is disobeyed, the Chairman 
may take such further steps as may reasonably be necessary to enforce it and/or 
he/she may adjourn the Meeting. 
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5.  COMMITTEES AND ADVISORY GROUPS 
 

The Council may appoint Committees and Advisory Groups as may be necessary, 
and: 

 a shall determine their terms of reference; 

 b may permit Committees to determine the dates of their Meetings; 

 c shall appoint and determine the term of office of Councillor or non-Councillor 
 members of such a Committee (unless the appointment of non-Councillors is 
 prohibited by law)  

 d may appoint substitute Councillors to a Committee whose role is to replace 
ordinary Councillors at a Meeting of a Committee. 

 e may dissolve a Committee at any time. 

 

The Council may appoint Advisory Groups comprised of a number of Councillors and 
non-Councillors.  Where the appointment is to a Committee, the position will normally 
be advertised in a similar manner to a casual vacancy in Section 2b.  Non-
Councillors are required to abide by the Council's Code of Conduct and 
complete the Financial Interests declaration form. 

 
 Advisory Groups may consist wholly of persons who are non-Councillors. 
 

The procedure for the calling, managing and recording of a Committee Meeting 
is the same as that for a Council Meeting. 

 

 

6.  PARISH MEETINGS 
 

An Annual Parish Meeting shall be held between 1
st

 March and 1
st

 June each 
year.  The Meeting will normally commence at 7.30 pm.  Seven clear days notice 
must be given to the public.   

 
If present, the Chairman of the Parish Council shall chair Parish Meetings. 

 
The order of business at the Annual Parish Meeting shall be agreed with the 
Chairman, but shall include a report of the activities of the Council during the 
preceding year. 

 
Parish Meetings are not Council Meetings and any decisions made are not binding on 
the Council. 

 
Parish Meetings may be called at any other time of the year. 
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7.  PUBLIC CONSULTATION AND COMMUNICATION 
 

The Council will publish the following information on the Parish website: 
 

Minutes of Council and Parish Meetings 
Annual accounts 
Standing Orders, Financial Regulations and Freedom of Information policy 
Leases in operation 

 
In addition to the obligatory posting of Meeting agendas, the Council will post 
significant information using social media, to which the public may respond. 
 
The Council encourages public involvement in all aspects of its work.  It holds an open 
period during each Meeting and organises Parish Meetings on matters which are of 
wide interest to the village.    

   
 
8.  FINANCIAL MATTERS 
 

Any expenditure incurred by the Council and payments made shall be in accordance 
with the Council’s financial regulations which shall be kept up to date.  All expenditure 
shall be recorded in the Minutes. 

 
The Council’s financial regulations may make provision for the authorisation of 
the payment of money in exercise of any of the Council’s functions to be 
delegated to a committee or to an employee.  

 
 The Responsible Financial Officer, who is the Clerk, shall supply to each Councillor 
 by email a quarterly statement summarising the Council’s receipts and payments for 
 the quarter and the balances held at the end of the quarter.  
 

A Financial Statement for the Council prepared on a receipts and payments basis for 
the year to 31 March and the Statement of Accounts shall be presented to the Council 
for formal approval before 30 June or as soon after as reasonably possible. 

 
The Council shall approve a budget and precept for the coming financial year by 
mid January in time for notification of the precept to the Borough Council. 

 
 
 
9.  INSPECTION OF DOCUMENTS 
 

Except in respect of matters which are confidential, a Councillor may, for the purpose 
of his/her official duties only, inspect any document in the possession of the Council 
and request a copy for the same purpose.  The Minutes of Meetings of the Council and 
its Committees shall be available for inspection by Councillors and the public. 
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10.  FREEDOM OF INFORMATION 
 

The Council must maintain and publish a Freedom of Information policy 
document.  All requests for information held by the Council shall be processed in 
accordance with the Council’s policy under the Freedom of Information Act 2000. 

 
Correspondence from, and notices served by, the Information Commissioner shall be 
referred by the Clerk to the Chairman. 

 
 
 
11.  COUNCIL EMPLOYEES 
 

If a Meeting considers any matter is personal to the Clerk as an employee of the 
Council, it shall not be considered until the Council has decided whether or not the 
press and public shall be excluded.  The Clerk may also be asked to leave the room. 

On behalf of the Council as employer, the Chairman shall conduct a review of the 
performance and/or appraisal of the Clerk and shall keep a written record of it. 

The Chairman shall keep written records relating to employees secure. All paper 
records shall be secured under lock and electronic records shall be password 
protected.  

Records documenting reasons for an employee’s absence due to ill health or details of 
a medical condition shall be made available only to the Chairman. 

Access and means of access by keys and/or computer passwords to records of 
employment referred to above shall be provided only to the Chairman and vice 
Chairman of the Council 
 

12.  RECRUITMENT 
 

From time to time, the Council might wish to engage the services of local tradespeople 
to carry out small-scale works in the Parish without necessarily advertising the 
requirement.  The Council will make any appointments in a fair and open manner, with 
Councillors abiding by the Code of Conduct and declaring any interests.  

 
13.  DEEDS 
 

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

In accordance with a resolution, any two members of the Council may sign on 
behalf of the Council any deed required by law and the Proper Officer (ie the 
Clerk) shall witness their signatures.  

 
 
 
14.  REPRESENTING THE COUNCIL 
 

Unless authorised, no individual Councillor shall claim to represent the views of the 
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Council or to have the authority of the Council.  However, Councillors are permitted to 
state in public any agreed position of the Council, unless confidential. 

 
 
15.  COMPLAINTS 
 

The Council will investigate all complaints and will take appropriate action unless 
perceived to be vexacious or frivolous.  Complaints by members of the public should 
be made to the Council or to the Chairman.  Members of the public are entitled to refer 
matters relating to the Code of Conduct to the Borough Council Monitoring Officer or 
financial matters to the Audit Commission.  The Monitoring Officer and the Audit 
Commission have the right to charge the investigation costs of complaints to the 
Parish Council, regardless of their merit. 

 
 
16.  VARIATION OF STANDING ORDERS 
 

A motion to permanently add to or to vary or to revoke one or more of the Council’s 
standing orders shall not be carried unless at least half of all the Councillors vote in 
favour of the same.   However, the orders written in bold above are Parish Council law 
and may not be varied. 

  
The Chairman’s decision as to the application of standing orders at Meetings shall be 
final. 

 
 
Approved: .......................................................... 
 
 
Minute reference: .............................................. 
 
 
Signed ............................................................... 
 
 
Dated: ............................................................... 
 


