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BIRCHAM PARISH COUNCIL 

Standing Orders 

Adopted by the Council  14 October 2015 
Reviewed and Amended  18 July 2018  
Added Coronavirus Addendum 10 June 2020 
 

1.0. The Council’s Legal Framework. 

1.1 Notwithstanding these Orders, in all respects, the Council will carry out its duties in accordance 
with current law including the procedural requirements in Schedule 12 of the Local Government 
Act 1972 and with regard to advice from such bodies as the Norfolk and National Associations of 
Local Councils. 
1.2 The Council shall deal only with matters for which the Council has a responsibility, or which 
affect the parish. Other matters (as agenda items, motions, questions or petitions) will be out of 
order. 
 
2.0 Officers of the Parish Council 

2.1.  A Chair and a Vice Chair shall be elected annually to serve for a year. 
2.2.  The Proper Officer shall be the Clerk who will also be the Responsible Financial Officer. 
2.3.  The Chair of the Council or, in their absence, the Vice Chair, shall chair meetings of the Council. 
If both are absent, the Council shall select another member to chair that meeting. 
 
3.0 Holding Parish Council Meetings 

3.1  An Annual Meeting of the Council shall be held each May. In the years of ordinary elections of 
parish councillors, the Annual Meeting shall be held within 14 days after the day on which 
councillors elected take office. 
3.2  At least 3 other meetings of the Council shall be held in every year. 
3.3  An extraordinary meeting of the Council may be called at any time by the Chair. 
3.4  In addition to any informal request, any 2 members may submit a formal written request signed 
by them to the Chair to call an extraordinary meeting. In the event of the Chair not calling an 
extraordinary meeting within 7 days of receiving such a request, or refusing to call an extraordinary 
meeting, the 2 members may call an extraordinary meeting and, where practical, should consult 
the Clerk. 
3.5  Notice of the time and place of all meetings, and the agenda for meetings, must be posted on 
the principal parish council notice board at least 3 clear days before the meeting. Where a meeting 
is called by members of the Council (under 3.4 above), the notice shall be signed by those members 
and shall specify the business proposed to be transacted at the meeting - the agenda. The Parish 
Council website will be treated for all purposes as an additional parish council notice board. 
3.6  All members of the Council shall be given at least 3 clear days’ written notice of all meetings of 
the Council by the Clerk specifying the business proposed to be transacted - the agenda. Notice may 
be given by email or post or by being left at their residence. 
The minimum of 3 clear days for notice of a meeting does not include 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.    
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3.7  Meetings shall be held at a place, date and time fixed by the Council. Meetings shall not be held 
in premises being used at the time for the supply of alcohol permitted by the Licensing Act 2003 
unless no other suitable room is available, at a reasonable cost. 
3.8 No business shall be dealt with unless there is a quorum of 4 members present. If there is no 
quorum, the meeting must be adjourned immediately. 
3.9 Meetings shall be open to the public unless their presence is judged to be 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 
3.10 The press shall be provided reasonable facilities for reporting all or part of a meeting at which 
they are entitled to be present. 
The amended 1960 Act provides that a person may not orally report or comment about a meeting 
as it takes place if he is present at the meeting of a parish council or its committees but otherwise 
may: film, photograph or make an audio recording of a meeting, may use any other means for 
enabling persons not present to see or hear proceedings at a meeting as it takes place or later, 
report or comment on the proceedings in writing during or after the meeting or orally report or 
comment after the meeting. 
3.11  A meeting shall not exceed a period of 2 hours. 
3.12 If the meeting is quorate but both Chair & Vice Chair are absent, then those councillors present 
shall elect a chairman for that meeting. 
3.13 After an election, the previous Chairman shall act as Chairman of the Council until a new 
Chairman is elected, (with no vote if not re-elected). 
 

4.0 The Business of Meetings of the Parish Council. 

The meetings of the Parish Council shall include all items at 4.1 and 4.2 below. 

4.1 At Annual Meetings, business will be dealt with in the following order: 
a]  Election of Chair (followed immediately by the Chair’s declaration of acceptance of office) 
b] Election of Vice Chair 
c]  When the Annual Meeting follows Council elections, to note the receipt of declarations 

of acceptance of office by members 
d] Declarations of interest by members (and employees) in items on the agenda 
e]  Agreeing the minutes of the last meeting and signing them 
f]  Receiving any apologies and reasons for absence 
g]  Announcements from the Chair 
h]  To approve any changes to the Standing Orders proposed following the annual review 
i]  To approve any changes to other governing documents 
j]  Deciding the dates, times and place of meetings of the Council for the year 
k]  Other business placed on the agenda. 
l) Asset Review. 

4.2 At ordinary meetings, business will usually be dealt with in the following order: 
a]  Announcements from the Chair 
b]  Receiving any apologies and reasons for absence 
c]  Declarations of interest by members (and employees) in items on the agenda 
d]  Agreeing the minutes of the last meeting and signing them 
e]  Receiving petitions 
f]  Public question time 
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g]  Correspondence received 
h]  Financial Matters 
i]  Planning Matters 
j]  Other business placed on the agenda 
k]  Councillor question time and any Other Business   

4.3 The order of business may be changed by the meeting approving a motion proposed by the 
Chair. 
4.4. No decisions shall be made on any business that has not been notified on the agenda.   
4.5 Once a decision has been made on any matter, that decision cannot be reconsidered until a 
period of six months has elapsed unless the Council first agrees that there has been a substantial 
change in circumstances. 
4.6 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. 
A dispensation shall confirm: 
The description and the nature of the pecuniary interest or other interest to which the request for 
the dispensation relates; Whether the dispensation is required to participate at a meeting in a 
discussion only, or a discussion and a vote; the date of the meeting or the period (not exceeding 4 
years) for which the dispensation is sought; and an explanation as to why the dispensation is 
sought. A dispensation may be granted in accordance with standing order 4.6. Any councillor with 
a pecuniary interest who has not sought a dispensation will leave the room during the relevant 
discussion ( 12.9). 
 
5.0 Minutes 

5.1 No discussion shall take place on a motion to agree the minutes except about their accuracy. 
5.2 Any corrections shall be made by moving that the minutes are agreed with the corrections 
stated. 
5.3 The minutes must record the names of councillors present at the meeting and the declarations 
of interest of any councillors. 
5.4 The draft minutes of a meeting must be circulated to all councillors as soon as practicable and 
be made available on parish council notice boards, normally within six days of a meeting, and be 
referred to the next meeting (other than an extraordinary meeting) for agreement and for signing 
by the Chair. 
 
6.0 Petitions to the Council 

6.1 Petitions may be received at ordinary meetings of the Council provided that the petition is 
received by the Clerk no later than mid-day three working days before the day of the meeting and 
is signed by at least 10 electors within the parish. 
6.2 A petition which is contrary to standing order 1.2 will not be received. 
6.3 One signatory to the petition may speak on it for no more than 5 minutes. 
6.4 No discussion shall take place on the petition, but a member may move that it be referred to the 
next meeting or a committee or other body. Once seconded, that motion will be voted on without 
discussion. 
6.5 Petitions will be presented in the order submitted but no more than 5 will be received at a 
meeting. 
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7.0 Public Participation at Parish Council Meetings. 

7.1 Electors within the Parish are permitted to make representations, ask and answer questions 
and give evidence in respect of any item of business included in the agenda. Only one person is 
permitted to speak at a time, through the chair. If more than one person wants to speak, the 
chairman of the meeting shall direct the order of speaking. 
7.2 Electors within the Parish are entitled to speak once only in respect of any item of business on 
the agenda and shall not speak for more than 2 minutes including when putting a question. 
7.3 Electors within the Parish may seek a response to a question at a meeting by giving the Clerk 
notice of the question at least 5 clear days before the meeting. 
7.4 A question will not be received by the Council which aims to further a person’s individual 
circumstances or about a matter where there is a right of appeal to the courts, a tribunal or 
government minister. 
7.5 A question will not be received which is contrary to standing order 1.2.   
7.6 A maximum of 16 minutes will be allowed for public questions. 
7.7 No discussion shall take place on any un-notified question put. Where practical, the Chair may 
respond to the question or indicate that a written response will be made. 
7.8 Where notice of a question has been given, a reply may be given orally at the meeting by the 
Chair or person nominated by the Chair, or a written reply given to the elector. 
7.9 Public participation at a meeting shall be minuted. 
7.10 A reasonable number of copies of agendas and open reports to be submitted to meetings of 
the council and committees shall be available from the clerk at meetings and for members of the 
public giving notice that they intend to attend those meetings. 
7.11 Copies of reports not made confidential and of minutes or draft minutes may be obtained 
free by the public from the Clerk, but multiple applications may be subject to a copying charge. 
7.12 Applications under the Freedom of Information Act and for personal information under the 
Data Protection Act 1998 should be addressed to the Clerk. 
 
8.0 Notified Business 

8.1 Any member may give to the clerk written notice of a motion the member wishes to move at a 
meeting at least 10 clear days before the meeting to enable the motion to be included on the agenda. 
8.2 Motions must be included in full on the agenda and in the order they are received. 
8.3 Motions may not be discussed until they have been proposed and seconded. 
8.4 Normally only one motion may be discussed at a time, but the meeting may agree, on a motion 
proposed by the Chair, that 2 or more motions relating to the same matter be discussed together 
where this is conducive to the efficient conduct of business. 
8.5 If the Proper Officer considers that the wording of a motion received in accordance with 8.1 
above is not clear in meaning, the motion shall be rejected until the mover of the motion resubmits 
it in writing to the Proper Officer so that it can be understood at least 4 clear days before the 
meeting. 
8.6 If the wording or subject of a proposed motion is considered improper, the Proper Officer shall 
consult with the chairman of the forthcoming meeting or, as the case may be, the councillors who 
have convened the meeting, to consider whether the motion shall be included in the agenda or 
rejected. 
 

9.0 Councillors’ Questions and Un-notified Business 
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9.1 Any member may formally seek an answer to a question about any matter which is not contrary 
to standing order 1.2 provided the Clerk has had notice of it at least 5 clear days before the meeting. 
9.2 In putting a formal question, a member may speak for no more than 2 minutes. 
9.3 No discussion will take place on any formal question put. The Chair may respond to the question, 
refer it to another member or an officer to answer, or state that a written response will be made. 
9.4 Questions not related to items of business on the agenda for a meeting (to which standing 
order 4.4 applies) may only be asked following formal, notified Councillors’ Questions.   
 
10.0 Voting 

10.1 Subject to any legal requirement, all questions to be decided by the Council shall be decided 
by a majority of the members present and voting. 
10.2 Members shall vote by show of hands. A member’s vote will only be counted if the member is 
in the room of the meeting at the time the vote is taken. 
10.3 If, immediately after a vote is taken and before the next business is commenced, a member 
requests that the minutes of the meeting record the way in which that member has voted or 
abstained from voting, the minutes shall so record. 
10.4 Immediately before a vote is taken, any member may request that the voting is recorded. When 
a request is made the Chair or person nominated by the Chair shall call the names of all the 
members and, after their name is called, each member shall state whether they are voting for or 
against the question put or abstaining. The record of voting shall be recorded in the minutes. 
10.5 In the case of an equality of votes, the Chair may give a casting vote whether or not they gave 
a first vote. Unless a casting vote is given in favour, a motion will not have been passed. 
10.6 The Chair must give a casting vote in the event of there being an equality of votes for the 
election of the Chair of the Council. 
 
11.0 Procedural Motions 

Any member at any time may move, between speakers, any of the following motions: 
[a] To end discussion of that item without taking a decision “next business” 
[b] To end discussion of that item and take a decision “move to the vote” 
[c] To refer the matter under discussion to a committee or a later meeting 
[d] To adjourn the entire meeting 

If any of these procedural motions is formally seconded, it must be put to the vote immediately 
without discussion 
 
12.0 Conduct 

12.1 A member when speaking must address the Chair. 
12.2 Members must behave in a way that is conducive to the efficient conduct of business and 
respect the role of the Chair in the proper management of the meeting. 
12.3 If a member persistently disregards the ruling of the Chair by behaving improperly or 
offensively or deliberately obstructing business, the Chair may move that the member be not 
further heard. If the motion is seconded, it must be put to the vote immediately without discussion. 
12.4 If the member continues to behave improperly after a motion that the member be not further 
heard is passed, the Chair may move either that the member leaves the meeting or that the meeting 
is adjourned for a specified period. If the motion is seconded, it must be put to the vote immediately 
without discussion. 
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12.5 If there is a general disturbance at a meeting involving any person present, making the orderly 
conduct of business impractical, the Chair may adjourn the meeting for as long as they consider 
necessary. 
12.6 Smoking is prohibited during any Council and committee meeting, as is the consumption of 
alcohol. 
12.7 All councillors shall observe the code of conduct adopted by the council. 
12.8 If any member has a personal interest within the ambit of the Parish Council’s Code of Conduct 
2007, they shall, having declared it, be permitted to remain in the room, take part in discussions 
and vote upon the matter. 
12.9 If any member has a prejudicial interest within the terms of the Parish Council’s Code of 
Conduct, they shall, having declared it, withdraw from the meeting while that item is dealt with. 
However, before withdrawing they may, if so desired, address the council for a maximum of five 
minutes. (As provided in the Councillors’ Code of Conduct, councillors may exercise the rights 
contained in standing order 12.9 only if members of the public are permitted to (i) make 
representations, (ii) answer questions and (iii) give evidence relating to the business being 
transacted.) 
(N.B. If a meeting is adjourned, any members of the public present and councillors with a 
prejudicial interest in items on the agenda may discuss informally the business due to be transacted 
at the resumption of that meeting. ) 

 12.10 All councillors shall undertake training in the code of conduct within 12 months of the 
delivery of their declaration of acceptance of office. 

 12.11 An individual member cannot exercise any functions of the Council on behalf of the Council. 
A member must not issue any contract or order relating to goods or services for the Council or 
claim any right to enter any property on behalf of the Council. 
 
13.0 Finance 

13.1 Orders for payment of money shall be authorised by resolution of the council and signed by 
two councillors, as must any documents required by law to be signed. 
13.2 All goods and services must be ordered by the Clerk with the prior approval of the Council 
except for items of minor expenditure. 
13.3 Any expenditure incurred by the council shall be in accordance with the Council's Financial 
Regulations. 
13.4 The Council's Financial Regulations shall be reviewed once a year. 
13.5 All accounts and claims shall be laid before the Council. 
13.6 The Clerk shall present to the Annual Meeting, a Bank Reconciliation statement, a statement 
of receipts, and payments for the previous year’s business, the bank statements for March of that 
year for both the Current and Reserve Accounts and the Annual Governance Statement, The chair 
to initial statement. 
13.7 The Responsible Financial Office will present “draft” Precept calculations for the following 
year at the meeting in November/December. The Council shall then approve its estimated budget 
for the coming financial year at a meeting to be held in January.  
 
14.0 Delegation to employees - the Parish Clerk; the Proper Officer 

14.1 The Clerk shall be the proper officer for all proper officer functions. 
14.2 The Clerk shall arrange and call Parish Meetings  and meetings of the Council, its committees 
and subcommittees in consultation with the relevant chair. 
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14.3 The Clerk shall carry out and implement any proper Council, committee or subcommittee 
decision. 
14.4 Where the interests of the parish would be prejudiced by delaying until the Council can take 
a decision, the Clerk may take an urgent decision on behalf of the Council in consultation with the 
Chair and/or other member(s) previously designated for the purpose. 
 
15.0 Standing Orders Applying to Parish Meetings 

15.1 The following Standing Orders of the Parish Council will apply to Parish Meetings: 
Section 1 in full. 
2.3 
3.1. 3.3, 3.4 (with 6 electors substituted for 2 councillors), 3.5, 3.6, 3.7, 3.9, 3.10 and 
3.11.3.12 
4.3 and 4.4. 
Section 5 in full. 
Section 8 in full. 
10.1, 10.2, 10.3 and 10.5 
Section 11 in full. 

  12.1– 12.7.  
The decision of the chairman of the meeting as to the application of standing orders at the meeting 
shall be final. 
 
 
16.0  Handling confidential or sensitive information. 
 
16.1 The agenda, papers that support the agenda and the minutes of a meeting shall not disclose 
or otherwise undermine confidential or sensitive information which for special reasons would not 
be in the public interest. 
16.2 Councillors and staff shall not disclose confidential or sensitive information which for special 
reasons would not be in the public interest. 
 
17.0 General Data Protection Regulations 

17.1 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 elec-

tronic form. 

a.  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 de-

struction of all information (including personal data) which it holds in paper and electronic form. 

The Council shall set a 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 infor-

mation or personal data without legal justification. 
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18.0 Code of Conduct Complaints 
 
18.1 Upon notification by the Borough or Count Council that is dealing with a complaint that a 
councillor or non-councillor with voting right has breached the council’s code of conduct, the 
Proper Office shall, subject to order 16.0 above, report this to the council. 
18.2 Where the notification in 18.1 above 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 18.4 
18.3 The council may: 
a) provide information or evidence where such discloser is necessary to progress an investigation 
of the complaint or is required by law. 
b) seek information relevant to the complaint from the person or body with statutory responsibility 
for investigation of the matter. 
18.4 Upon notification by the District Council that a councillor or non-councillor with voting rights 
has breached the council’s code of conduct, the council shall consider what, if any, action to take 
against him. Such action excludes disqualification or suspension from office.  
 
19.0  Proper Officer 
 
The Proper Office shall: 

a) at least 3 clear days before a meeting of the council, serve on councillors, by deliver or post 
at their residences, or by any such email that contains the electronic signature and title of 
the Proper Officer a signed summons confirming the time, place and agenda. 

b) Give public notice of the time, place and agenda at least 3 clear day before a meeting of the 
council. 

c) Convene a meeting of full council for the election of a new Chairman of the Council, 
occasioned by a casual vacancy in his office. 

d) Facilitate inspection of the minute book by local government electors. 
e) Receive and retain copies of bylaws made by other local authorities 
f) Retain acceptance of forms from councillors. 
g) Retain a copy of every councillors register of interests. 
h) Assist with responding to requests made under the Freedom of Information Act 2000 and 

Data Protection Act 1998. 
i) Receive and send general correspondence and notices on behalf of the council, except where 

there is a resolution to the contrary. 
j) Manage the organisation, storage of, access to and destruction of information held by the 

council in paper and electronic form 
k) Arrange for legal deeds to be executed. 
l) Arrange or manage the prompt authorisation, approval, and instruction regarding any 

payments to be made by the council in accordance with the council’s financial regulations. 
m) Record every planning application notified to the council and the council’s response to the 

local planning authority in a book for such purposes. 
n) Refer a planning application received by the council to the Chairman, or in his absence the 

Vice Chairman of the council within 2 working days to facilitate an extraordinary meeting if 
the nature of the planning application requires it. 
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o) 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 by the responsible officer along with the 
chairman. 

p) The Proper Office shall provide a copy of the council’s standing orders to a councillor as 
soon as possible after he/she has delivered their acceptance of office form. 

 
20.0    Accounts and accounting statements 
 
     a) “Proper practices” in standing orders refer to the most recent version of Governance and 
 Accountability for Local Councils. 
     b)   All payments by the council shall be authorised, approved and paid in accordance with the 
law,  proper practices and the councils financials regulation. 

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

 1, the council’s receipts and payments each quarter; 
 2, the council’s aggregate receipts and payments for the year to date; 
 3, the balances held at the end of each quarter being reported. 
And which includes a comparison with the budget for the financial year and highlights any actual 
or potential overspend. 
d)   As soon as possible after the financial year end at 31st March, the Responsible Financial Office 
shall provide: 
each councillor with a statement summarising the council’s receipts and payments for the last 
quarter and the year to date information; and the accounting statements for the year of the annual 
return, as required by proper practices, for consideration and approval. 
e) The year end accounting statements shall be prepared in accordance with proper practices and 
applying the form of accounts determined by the council (receipts and payments, or income and 
expenditure) for a year to 31st March. A completed draft annual return shall be presented to each 
councillor before the end of the following month of May. The annual return of the council, which is 
subject to the external audit, including the governance statement, shall be presented to council for 
consideration and approval before 30th June. 
 
21.0 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: 
1) the keeping of accounting records and systems of internal controls 
2) the assessment and management of financial risks faced by the council. 
3) 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. 
4) the inspection and copying of councillors and local electors of the council’s accounts and/or 
orders of   payments 
 5) the procurement policy procedures 
 
b) Financial regulations shall be reviewed regularly and at least annually for fitness of purpose. 
22.0 Handling staff matters 
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 a) The Chairman, or in his absence the vice-chairman shall upon a resolution conduct a review of 
the performance and annual appraisal of the work of the Proper Officer and the Responsible 
Financial Officer. 
b) Any persons responsible for all or part of the management of staff shall treat the written records 
of all meetings relating to their performance, capabilities, grievance or disciplinary matters as 
confidential and secure. 
 
23.0 Execution and sealing of legal deeds 
 
a) A legal deed shall not be executed on behalf of the council unless authorised by a resolution of 
the full council. 
b)Subject to 23a, any two councillors may sign, on behalf of the council, any deed required by law 
and the Proper Officer shall witness their signatures. 
 
24.0 Restriction on Councillors activities 
 
Unless authorised by a resolution, NO councillor shall: 
a) Inspect any land/or premises which the council has a right or duty to inspect; or 
b) Issue orders, instructions or directions. 
  

 

Addendum Coronavirus Act 2020 and associated Regulations.  

a  Meetings shall take place at a time and date as the Council shall determine LAPCP 

Regulations 2020 Part 2 Reg 4(a) 

 

b Council may alter the frequency, move, or cancel such meetings. 

LAPCP Regulations 2020 Part 2 Reg 4(a) 

c A meeting of a local authority is not limited to a meeting of persons all of whom, or 

any of whom, are present in the same place and any reference to a “place” where a 

meeting is held, or to be held, includes reference to more than one place including 

electronic, digital or virtual locations such as internet locations, web addresses or 

conference call telephone numbers. 

LAPCP Regulations 2020 Part 2 Reg 5 (1) 

d Members(including members of the public) in remote attendance attends the meet-

ing at any time if all of the conditions in subsection are satisfied: 

(a) to hear, and where practicable see, and be so heard and, where practicable, 

be seen by, the other members in attendance, 

(b) to hear, and where practicable see, and be so heard and, where practicable, 

be seen by, any members of the public entitled to attend the meeting in order to exer-

cise a right to speak at the meeting, and 

(c) to be so heard and, where practicable, be seen by any other members of the 
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public attending the meeting. 

LAPCP Regulations 2020 Part 2 Reg 5 (2) (3) & (4) 

e Member and public access to documents and remote access of public and press to a 

local authority meeting to enable them to attend or participate in that meeting by 

electronic means, including by telephone conference, video conference, live 

webcasts, and live interactive streaming. 

LAPCP Regulations 2020 Part 2 Reg 6(b) (c) 

f A meeting being “open to the public” include access to the meeting through remote 

means including (but not limited to) video conferencing, live webcast, and live inter-

active streaming and where a meeting is accessible to the public through such remote 

means the meeting is open to the public whether or not members of the public are 

able to attend the meeting in person;    

LAPCP Regulations 2020 Part 2 Reg 13(a) 

g Being “present” at a meeting include access through remote means mentioned in par-

agraph (a) above.”  

LAPCP Regulations 2020 Part 2 Reg 13(b) 

 

h Members to verbally announce their vote each in turn 

 

i The minutes of a meeting shall include an accurate record of the following: the time and me-

dia used to conduct the meeting.  

j 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. This no longer applies until May 2021 

LAPCP Regulations 2020 Para 6 (c) 

 
k If no other time is fixed, the annual meeting of the Council shall take place at 7.00pm. 

This no longer applies until May 2021 

LAPCP Regulations 2020 Para 6 (c) 

 

l The first business conducted at the annual meeting of the Council shall be the elec-

tion of the Chairman and Vice-Chairman (if there is one) of the Council. 

This no longer applies until May 2021 

LAPCP Regulations 2020 Para 6 (c) 

 

Addendum dated June 2020   (To be reviewed May 2021)   

 


