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1. SUMMARY 
 
1.1 The format of agendas for Council meetings was amended in March 2009 for a trial 

period, in an attempt improve the relevance of meetings. However, at the Council 
meeting on 8 July 2009, it was agreed that a Working Party should be formed to 
investigate alternative procedures. 

 
1.2 The Working Party comprising one member from each group on the Council has 
 prepared the proposals as set out in the report for consideration. 
 
2. RECOMMENDATIONS 
 
2.1 That the Executive consider recommending to the Council the proposals set out in 

the report regarding the format of the business considered at Council meetings. 
 
2.2 That, if agreed, the new format be introduced as from the start of the new municipal 

year. 
 
2.3 That the remit of the Working Party be widened to include consideration of the 

updated Constitution and to submit recommendations regarding the Council’s 
revised decision making process which will have to be agreed by 31 December 
2010 and introduced from May 2011. 

 
3. REASONS FOR THE RECOMMENDATIONS 
 
3.1 The revised format of Council meetings was introduced subject to a review after 
 three months, to include the Council meetings in March and April 2009. A Working 
 Party was then set up to review the matter further. It is also thought that Working 
 Party would be a suitable forum to consider the other two issues identified. 
 
4. ALTERNATIVE OPTIONS CONSIDERED 
 
4.1 An alternative to making changes to the current procedures followed at Council 

meetings would be to continue with those introduced in March 2009. 
 
5. BUDGETARY FRAMEWORK 
 
5.1 There are no anticipated budgetary issues involved. 
 
6. POLICY FRAMEWORK 
 
6.1 There are no policy issues relating to this issue. 
 
7. BACKGROUND 
 
7.1 Section 4 of the Council Procedure Rules contained in Part 4 of the Constitution 

sets out how meetings of the Council will be conducted. 
 
7.2 The Order of Business in Section 4 describes this as follows: 
 
  1.  Apologies for Absence  
  2.  Minutes of the last Council meeting 
  3.  Communications and Announcements 
  4.  Public Submissions 



  5. Memorials and Petitions 
 6. Questions Pursuant to Council Procedure Rule 7(2) 

7. Questions to Portfolio Holders 
  8.  Report of the Executive and any recommendations from committees 
 9.  Notices of Motion 
  10. Common Seal 
 
7.3  The size of the agenda is now considerably smaller than previously and much less 

paper is used in producing the agendas for Council meetings. However, 
dissatisfaction has been expressed about the purpose of Council meetings as a 
forum for receiving information about the business of the Council and debating 
issues of importance to the district. 

 
7.4 It would be necessary to amend the Constitution to allow any changes to be made 

to the arrangements introduced in March 2009. 
 
7.5 The membership of the Woking Party which has been reviewing the format of 

Council meetings is Councillors Boad. Caborn, Crowther and MacKay and meetings 
have been chaired by the Chairman of the Council, Councillor Pratt. 

 
7.6 The Working Party has considered various ideas and has produced a number of 

proposals for consideration. If they are agreed, the business to be considered at 
Council meetings would in future be as follows: 

 
  1.  Apologies for Absence  
  2.  Minutes of the last Council meeting 
  3.  Communications and Announcements 
  4.  Petitions 
  5.  Notices of Motion 
  6.  Public Submissions 
  7. Questions Pursuant to Council Procedure Rule 7(2) 

8. Questions to Portfolio Holders 
9. Leader’s and Portfolio Holders’ Statements 
10. Questions to the Leader of the Council 

  11. Topic for Debate   
  12. Report of the Executive and any recommendations from committees 
  13. Common Seal 
 
7.7 These are explained below. 
 
8. NOTICES OF MOTION and PUBLIC SUBMISSIONS (Agenda items 5 and 6) 
 
8.1 The Working Party recommends that the Notices of Motion item should be placed 

towards the beginning of the agenda and followed by Public Submissions. 
 
8.2 Any member of the public wishing to address the Council meeting under the Public 

Submissions item should also be allowed to speak on Motions moved under the 
previous agenda item. 

 
8.3 In the event of the Council deciding to debate a Motion at the meeting rather than 

referring it elsewhere for consideration, any member of the public who wished to 
speak on the subject should be permitted to do so in accordance with the Public 
Speaking at Council Meetings rules. 

 



9. QUESTIONS (Agenda items 8 and 10) 
 
9.1 With regard to questions, the following procedures should be adopted. 
 

“PROCEDURE FOR QUESTIONS FOR THE LEADER OF THE COUNCIL AND 
PORTFOLO HOLDERS 
 
1. Introduction 

 
At each Council meeting, excluding additional meetings arranged to consider 
specific items of business, a period of up to one hour will be allocated for 
questions to the Leader of the Council and Portfolio Holders. The Chairman 
of the Council will have discretion to extend question time according to the 
amount of business to be considered at the meeting overall. 

 
This is in addition to the normal rights of any Councillor to ask a question 
without notice about an item in any report which is under consideration at the 
meeting. 

 
2. Questions to Portfolio Holders  

 
Questions must relate to the exercise of any of the functions of the Council. 

 
The question must be submitted by the questioner at least five days before 
the meeting to the Chief Executive. The question will then be forwarded to 
the relevant Portfolio Holder. 

 
The questions will also be circulated to all Councillors before the meeting and 
unless the contents would involve disclosure of exempt or confidential 
information shall normally be made public. 

 
3.  Power to Reject Questions 

 
The Chairman of the Council, after consultation with the Chief Executive, and 
acting reasonably has the power to exclude any question which 

 
  (a) has already been answered; 
  (b) is not relevant to Council business; or 
  (c) the Chairman considers unsuitable 
 
 4.  Procedure at the meeting 
 

Questions will normally be taken in the order in which they were received but 
the Chairman of the Council will have discretion to group the questions by 
subject matter. The questioner will be invited to ask the question and the 
relevant Councillor will be invited to reply. 

 
Subject to any time limit imposed by the Chairman of the Council,  

 
(i) the questioner may ask a supplementary question; and  
(ii)  any other member may ask a follow-up question 

 
The questions and summary of the answers given at the meeting will be 
recorded in the minutes. 



 5.  Supplementary and follow up questions 
 

Any supplementary or follow-up question must arise directly out of the 
original question or the reply. 

 
 6.  Form of Answer 
 

Answers may be either a direct oral answer or by reference to a publication. 
Where an oral answer cannot immediately be given, a written answer may be 
given to the questioner as soon as practicable following the meeting. 

 
Written answers given following the meeting will be circulated to all 
Councillors and, unless the contents would involve disclosure of exempt or 
confidential information, shall normally be made public. 

 
A copy of any written answers will be attached as an Appendix to the minutes 
of the meeting unless the answer would involve disclosure of exempt or 
confidential information 

 
 7. Questions to the Leader of the Council 
 

Time will also be allocated for questions for the Leader of the Council. 
 

Any Councillor may ask one or more questions of the Leader provided it 
relates to the business of the Council. No prior notice of any question is 
required. 

 
Answers may be either orally or by reference to a publication. Where an oral 
answer cannot immediately be given, a written answer may be given to the 
questioner as soon as practicable following the meeting. 

 
Written answers given following the meeting will be circulated to all 
Councillors and, unless the contents would involve disclosure of exempt or 
confidential information, shall normally be made public. 

 
A copy of any written answers will be attached as an Appendix to the minutes 
of the meeting unless the answer would involve disclosure of exempt or 
confidential information.” 

 
10. LEADER’S AND PORTFOLIO HOLDERS’ STATEMENTS (Agenda item 9) 
 
10.1 The Working Party recommend that at every Council meeting, excluding additional 

meetings arranged to consider specific items of business, the Leader of the Council 
and Portfolio Holders should be given the opportunity to report on any issues within 
their remits which they consider to be of importance, for the Council’s information. 

 
10.2 Under this item, all Portfolio Holders should be required to make a report on the 

major issues which had occurred within their portfolio during the previous year. 
 
10.3 These annual reports from the Portfolio Holders should be spread over two or three 

Council meetings, depending on the number of portfolios that existed and would 
normally be made to the Council meetings in March, April and July. 

 
 



11. QUESTIONS TO THE LEADER OF THE COUNCIL (Agenda item 10) 
 
11.1 Following the submission of any statements by the Leader and Portfolio Holders, 

the meeting would then move to agenda item 10.  
 
11.2 Under this item, Councillors would be able to question the Leader on any issues he 

raised through his statement and on any other matters relevant to his position as 
Council Leader.  

 
11.3 The procedure for this item are included in part 7 paragraph 8.1 above. 
 
12. TOPIC FOR DEBATE 
 
12.1 The Working Party agreed that the Council meeting should be the forum where a 

topic of interest could be debated. This would enable all Councillors to be involved 
in discussing an item of importance and could encourage more members of the 
public to attend meetings. 

 
12.2 Proposals to manage this are as follows: 
 

(a) Group leaders would meet each quarter to decide the topics on which 
debates could take place at the coming two or three meetings. This would 
include requesting representatives on significant outside bodies to make 
reports on the activities of those bodies. 

 
(b) At each meeting, excluding additional meetings arranged to consider specific 

items of business, a period of no less than thirty minutes, with a maximum of 
one hour, would be allocated for debates. 

 

(c) External contributors could be invited to participate. 
 

(d) The Chairman of the Council should be authorised to agree the format and 
length of this item of business on a meeting by meeting basis, taking into 
account the amount of other business to be considered. 

 
(e) During the debates, relevant officers should be asked for clarification and 

information about the issues under consideration. Their opinions on the 
issues under debate would not be requested however. 

 
13. OTHER MATTERS 
 
13.1 A full review of the Council’s Constitution is taking place and it is suggested that the 

remit of the Working Party should be extended to allow it to review the amended 
version before it is submitted to the Executive and Council for approval.  

 
13.2 By December 2010 the Council will have to make a decision regarding its future 

decision making process. The Local Government and Public Involvement in Health 
Act 2007 requires the Council to agree its new form of leadership by 31 December 
2010 with the new arrangements coming into effect after the Council elections to be 
held in May 2011. It is suggested that it would be helpful for this to be discussed by 
the Working Party before it is considered by the Executive and Council. 

 
 


