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THE PARISH COUNCIL OF HARTLEY 
 

MINUTES OF THE MEETING OF HARTLEY PARISH COUNCIL  
 

HELD IN THE PAVILION, MANOR FIELD, CHURCH ROAD  
 

14th SEPTEMBER  2026 AT 7.30 P.M. 
 
 

Present : 
Cllr Larry Abraham 
Cllr Gary Andrews 
Cllr Penny Cole - (Parish & District Councillor) 
Cllr Perry Cole - (Parish & District Councillor) 
Cllr Jim Colwell 
Cllr David Conroy 
Cllr Lesley Driscoll 
Cllr Laurence Glander – (Chairman) 
Cllr David Graeme 
Cllr Anne Oxtoby 
Cllr Brian Ramsay 
 
In attendance:  
Mrs Jane Tyrrell - (Assistant Clerk) 
Cllr Maxine Fothergill – (Kent County Councillor)  

1. Apologies for Absence 

Apologies for absence had been received from Cllr Carl Crane, due to work 
commitments and Cllr Vincent Sewell due to family commitments. 

 RESOLVED:  That, the absences of Cllr Carl Crane due to work commitments 
and Cllr Vincent Sewell due to family commitments, be accepted and approved.  

2. Declarations of interest  

Cllr Glander declared an interest under minute item 18, Rectory Meadow, as the 
resident involved is an acquaintance, and withdrew from the meeting during 
discussion and voting on the matter. 

3. Dispensations 

There were no requests from Members for a dispensation. 

4. Minutes 

  RESOLVED:  That, 

  the minutes of the Extraordinary meeting of Hartley Parish 
Council held on 27th July 2026, be approved and signed by the Chairman as a correct 
record. 

The meeting was adjourned at 7.34 p.m. to receive reports from the District and 
County Councillors.   

The meeting resumed at 7.53p.m.  
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5. Amenities & Open Spaces Committee 

RESOLVED:  That,  

the minutes of the meeting of the Amenities & Open Spaces Committee  held 
on 25th August 2026 and the recommendations   contained therein, 
be received and, where necessary, approved and adopted.  

6. Personnel Committee 

Members noted that at the meeting of the Personnel Committee held on 29th July 
2026, the Committee had considered a report on the organisational review recently 
carried out by Council HR and Governance Support. 

Members commented on the recommendation contained in the minutes of the meeting 
of the Personnel Committee held on 29th July 2026, (page 2, minute item 4. 
Organisational Review (6), which reads: 

“(6) the frequency of meetings of the full council, be reduced to bi-monthly on a trial 
basis (report recommendation 6)”. 

Members agreed that the frequency of meetings of the full council should remain as 
currently, pending further consideration. 

In light of this, the Council agreed to withdraw the recommendation contained in the 
minutes of the meeting of the Personnel Committee held on 29th July 2026, (page 2, 
minute item 4. Organisational Review (6).  

RESOLVED:  That,  

(1) the minutes of the meeting of the Personnel Committee held   on 
29th July 2026 and the recommendations contained therein,   but 
excluding the withdrawn recommendation (page 2, minute   item 4. 
Organisational Review (6) be received and, where necessary, approved and 
adopted and, 

  (2) a copy of the organisational review report be circulated to all 
  councillors. 

7. Planning Committee 

RESOLVED:  That, 

  the minutes of the meetings of the Planning Committee held on 
  5th August 2026, 19th August 2026, 2nd September 2026 and 9th 
  September 2026 and the recommendations contained therein, be 
  received and, where necessary, approved and  adopted.  

8. Northfield 

Members noted that at the meeting of the Northfield Management Committee held on 
9th September 2026, (page 2, minute item 4.4. Budget 2027/28, it had been agreed 
that the contributions from Ash-cum-Ridley and Hartley Parish Councils be increased 
to £3,000 for the year 2027/28. 

The Chairman reported that this increase would be considered by the Council at its 
budget fixing meeting to be held in November/December. 
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RESOLVED:  That, the minutes of the meeting of the Northfield Management 
Committee held on 9th September 2026, be received and noted. 

9. Sevenoaks District Council Local Plan – Regulation 19 Consultation 

The Assistant Clerk reported that as per the recommendation contained in the minutes 
of the meeting of the Planning Committee held on 9th September 2026, (page 2, 
minute item 5. Sevenoaks District Council Local Plan – Regulation 19 Consultation, 
the Parish Council’s response would be submitted before the deadline. 

 RESOLVED:  That, the response to the Sevenoaks District Council Local 
Plan – Regulation 19 Consultation, as prepared by Tony Fullwood Associates and 
recommended by the Planning Committee, be approved and submitted. 

10. Neighbourhood Plan 

(a) Cllr Andrews gave a verbal update on progress with the Neighbourhood Plan and 
reported that recent changes to the NPPF had resulted in a significant amount of 
additional work for the Steering Group, which would incur further costs, due to having 
to continue to engage the services of Intelligent Plans & Examinations to adapt the 
design code and consultation statements. 

 RESOLVED:  That, (1) the above report be noted and, (2) the minutes of 
the meeting of the Neighbourhood Plan Steering Group held on 29th July 2026 and the 
recommendations contained therein, be received and, where necessary, approved 
and adopted. 

(b) The Assistant Clerk reported that the current sum remaining in the Neighbourhood 
Plan Earmarked Reserve is £15,863. 

RESOLVED:  That, (1) the above report be noted and,  

(2) the expenditure to date, be noted and approved. 

(c) Members had been requested to consider any additional expenditure required. 

Cllr Andrews reported that there would be additional work required by Intelligent Plans 
& Examinations and that the Steering Group was proposing that the final plan 
document be professionally designed/formatted by a graphic designer. 

Members noted that two quotations had been sought by the Steering Group from 
graphic design companies. 

Cllr Andrews reported that the estimated additional sum required would be in the 
region of £5,000. 

It was noted that the Steering Group and the Parish Council have been more than 
satisfied with the work previously undertaken by Intelligent Plans & Examinations and 
that therefore it would be in the best interests of the Council to retain their services, as 
doing so would ensure continuity and consistency. 

  RESOLVED:  That, 

  (1) the quotation received for the sum of £1,000 for the final plan 
document to be professionally designed/formatted by a graphic designer, be accepted 
and approved; 

  (2) in view of the fact that the Steering Group and the Parish Council 
  have been more than satisfied with the work previously undertaken by 
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  Intelligent Plans & Examinations their services should be retained, as 
  doing so would be in the best interests of the Council and would ensure 
continuity and consistency and,  

(3) the sum of up to £5,000 in total be made available from the Neigbourhood Plan 
Earmarked Reserve, for the  additional work required by Intelligent Plans & 
Examinations and for the engagement of   the services of the graphic 
designer. 

(d) Members noted that out of 22 sites proposed for Local Green Space designation, 
objections had been received from 6 of the land owners. The Steering Group has 
recommended that in view of this, these 6 sites should be deleted from the draft plan. 

  RESOLVED:  That, 

  the proposal from the Neighbourhood Plan Steering Group to remove 6 
  sites from the originally proposed 22 sites to be submitted for 
designation as Local Green Spaces, be approved and the sites deleted   from 
the draft Plan.  

11. Code of Conduct 

 RESOLVED:  That,  

 the Parish Council’s Code of Conduct, as approved by the Council on 
 10th November 2014, be confirmed. 

12. Standing Orders 

The Assistant Clerk reported that the Model Standing Orders have been updated. 

The changes are to Model Standing Orders 14 and 18.  

RESOLVED:   That, the Council’s Standing Orders, as amended and as 
set out in Appendix 1 attached to these minutes, be approved and adopted by the 
Council. 

13. Training 

Members considered a list of available training. 

Cllr Glander reminded members that if they enrol on to any training courses and 
subsequently find that they are unable to attend, they should inform the Clerk as soon 
as possible to prevent the Council from being charged for the training. 

14. Speed Indicator Device 

Cllr Colwell reported that he and Cllr Glander currently move the speed indicator 
device between Hartley and New Ash Green on an alternate basis. 

Cllr Colwell reported that a suggestion had been made that the New Ash Green 
Village Association may be able to take over this role, but they have advised that are 
not willing to do this.   

Ash-cum-Ridley Parish Council have advised that they are unable to assist with 
moving the device as they don’t have anyone willing to do it. 

Cllr Colwell reported that he has equipped both the Hartley and New Ash Green sites 
with solar cells to enable the batteries to last longer. 

The cost of the above was £78.50 per site. 
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Members noted that the Parish Council’s insurer has confirmed that they would have 
no concerns with councillors moving the device between the two locations. 

“As councillors are included within the definition of employees for the purposes of the 
Employers’ Liability section, cover would ordinarily apply whilst they are carrying out 
duties on behalf of the Parish Council”. 

The insurers would however, recommend that “appropriate risk assessments are in 
place and that any ladder used is suitable for the task and used in accordance with 
the manufacturer’s guidance”. 

Cllr Colwell and Cllr Glander agreed that they were happy to continue with the current 
arrangements, but that they are unable to commit to doing this on a permanent basis. 
RESOLVED:  That, (1) Cllr Colwell and Cllr Glander continue to move the speed 
indicator device, alternating between Hartley and New Ash Green, on an informal 
basis, until such time as either/both of them decide that they no longer wish/are able 
to do it ; (2) the advice received from the Parish Council’s insurer, be noted;  

(3) Ash-cum-Ridley Parish Council be requested to re-imburse Cllr Colwell for the 
modifications made to the pole located in New Ash Green and,  (4) the Clerk be 
requested to make arrangements for Cllr Colwell to be re-imbursed for the 
modifications made to the pole located in Hartley. 

(b) Members considered a draft risk assessment for the moving of the speed indicator 
device between Hartley and New Ash Green.  

RESOLVED:  That, the Speed Indicator Device Risk Assessment attached as 
Appendix 2, to these minutes, be approved and adopted by the Council. 

15. Formal Governance/Procedural Query 

Cllr Glander reported that this has been responded to by the Clerk, in consultation 
with himself, KALC and Satswana.  

RESOLVED:  That,  (1) receipt of a formal government/procedural query from a 
member of the public, be noted and, (2) Cllr Glander’s report be noted and approved. 

16. Environmental Information Regulation Request 

Cllr Glander reported that this has been responded to by the Clerk, in consultation 
with himself, KALC and Satswana. 

RESOLVED:  That, (1) receipt of an Environmental Information Regulation 
request from a member of the public, be noted and,  2) Cllr Glander’s report be noted 
and approved. 

17. Parish Office 

Members noted that a letter dated 28th August 2026 had been received from the 
Valuation Office Agency, requesting rent, lease or ownership details for the Parish 
Office. 

Members noted that the Parish Council is legally required to provide these details 
within 56 days from the date of the letter, as failure to do so may incur an initial 
penalty charge of £100. 

Details must be provided online by 22nd October 2026. 
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 RESOLVED:  That, (1) the above report be noted and, (2) authority be 
delegated to the Clerk to complete the online form to the best of her knowledge and 
belief and to submit it to the Valuation Office Agency on behalf of the Parish Council. 

18. Rectory Meadow 

Cllr Glander declared an interest in this item as the applicant is an acquaintance.  

He left the room at 8.50p.m.and took no part in the discussion or voting.  

The Vice-Chairman, Cllr Conroy took the chair at 8.50p.m. 

(a) Members considered a request received from a resident for a forest ranger themed 
child’s birthday party to be held in Rectory Meadow in October for 1½ hours. 

Members noted that the party would be run by a qualified forest school leader who 
has previously run a similar event at Rectory Meadow. 

The party would involve some woodland activities. 

The organiser has advised that they have full comprehensive insurance and risk 
assessments for all of their activities. 

 RESOLVED: That, the request received from a resident for a forest ranger 
themed party to be held in Rectory Meadow in October, for 1½ hours, be approved, 
subject to the following: 

 prior to the event, a copy of the organiser’s public liability 
insurance and risk assessments be provided to the 
Council; 

 confirmation be obtained from the organiser that in 
accordance with the Byelaws, no  tree, shrub, plant, fungus 
or part thereof, or any unfashioned mineral thing including 
water will be intentionally removed or displaced and that 
there will be no climbing or ascending any tree or climbing 
or placing a ladder or steps against any tree; 

 a copy of the Byelaws pertaining to Rectory Meadow be 
provided to the organiser prior to the event and, 

 the organiser be advised that the lighting of any fires will 
not be permitted. 

Following the conclusion of this item, Cllr Glander re-entered the room at 8.55p.m. and 
resumed the chair for the remainder of the meeting. 

19. Accounts for the Financial Year Ended 31st March 2026 

Members considered the External Auditor’s Report and Certificate 2025/26 contained 
in Section 3 of the Annual Governance & Accountability Return (AGAR) and noted 
that on the basis of their review of the AGAR, in their opinion, the information in 
Sections 1 and 2 of the AGAR is in accordance with Proper Practices and no other 
matters have come to their attention giving cause for concern that relevant legislation 
and regulatory requirements have not been met.  

The notice of conclusion of the audit and right to inspect the AGAR for the year ended 
31st March 2026, was displayed on the Council’s noticeboard and on the Council’s 
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website on 9th September 2026, together with a certified copy of sections 1, 2 and 3 of 
the AGAR. 

The Chairman reported that whilst there were no significant matters arising from the 
review, one issue had been identified as “minor scope for improvement in 2025/26” 

Members noted that the issue identified was as follows: 

The accounting statement at Section 2 contains the following error, which was not 
corrected because the value was immaterial; 

 Box 10 for year ending March 2026 was incorrectly entered as £985 rather than 
at the correct value of £945. 

The Council should ensure that the 2026/27 Annual Governance and Accountability 
Return (AGAR) is accurate and complete, with the 2025/26 figure for box 10 restated 
accordingly. 

RESOLVED:  That, (1) the External Auditor’s Report and Certificate for 2025/26 
be received and noted; (2) the “minor scope for improvement in 2026/27” issue be 
noted and, (3) the Clerk be requested to ensure that the 2026/27 Annual Governance 
and Accountability Return (AGAR) is accurate and complete, with the 2025/26 figure 
for box 10 restated accordingly. 

20. Payments 

  RESOLVED:  That,  

(a) the payment of accounts for September 2026, attached as  
 Appendix 3 to these minutes, be approved;  

(b) the Council detail report as at 8th September 2026, setting out  
 actual  income and expenditure against budgeted estimates be  
 received and noted; 

  (c) it be noted that the bank reconciliations for the Council’s 4 
  bank accounts for June 2026 and July 2026 had been verified by 
  Cllr Oxtoby and,  

(d) it be noted that the bank reconciliations for the four bank accounts for 
August 2026 would be verified by Cllr Graeme. 

21. Exclusion of the Press and Public 

RESOLVED:  That, under Section 1(2) of the Public Bodies (Admission to 
Meetings)  Act 1960, the press and public be excluded from the meeting for the 
following item of business on the grounds that agenda item 22, Sevenoaks District 
Council – Land Disposal, involves the likely disclosure of exempt information, as the 
document provided by the District Council is requested to be kept confidential. 
Cllr Maxine Fothergill, the Kent County Councillor, left the meeting at 9.05p.m.  
22. Sevenoaks District Council – Land Disposal 

Members considered an email and attachment dated 13th August 2026, received from 
Sevenoaks District Council. 

 RESOLVED:  That, the Clerk be requested to contact Sevenoaks District 
Council to confirm that the Parish Council does not accept the Draft Heads of Terms.  

The meeting closed at 9.15 p.m. 
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Signed:………………………………………… Date:……………………….. Chairman of 
Hartley Parish Council 
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Hartley Parish Council 

Standing Orders 

Index 
 Heading Page 

no 

1 Rules of debate at meetings 2 

2 Disorderly conduct at meetings 4 

3 Meetings generally 4 

4 Committees and Sub Committees 7 

5 Ordinary council meetings 9 

6 Extraordinary meetings of the council and  committees  
and sub-committees 

10 

7 Previous resolutions 11 

8 Voting on appointments 11 

9 Motions for a meeting that require written notice to be given to the Proper 
Officer 

11 

10 Motions at a meeting that do not require written notice 12 

11 Management of  information 13 

12 Draft minutes 13 

13 Code of conduct and dispensations 14 

14 Code of conduct complaints 15 

15 Proper Officer 16 

16 Responsible Financial Officer   17 

17 Accounts and accounting statements 17 

18 Financial controls and procurement   18 

19 Handling staff matters 20 

20 Responsibilities to provide information    21 

21 Responsibilities under Data Protection legislation 22 

22 Relations with the press/media 22 

23 Execution and sealing of legal deeds 22 

24 Communicating with District and County or Unitary councillors  23 

25 Restrictions on councillor activities 23 

26  Canvassing of and recommendations by councillors 23 
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 Heading Page 
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27 Standing orders generally 23 
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Hartley Parish Council 

Standing Orders 

1. 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 chairman 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 chairman of the meeting as withdrawn. 

  

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 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 chairman of the meeting, is expressed 

in writing to the chairman.  

 
h A councillor may move an amendment to his 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 chairman. 
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j Subject to standing order 1(k) below, only one amendment shall be moved and 

debated at a time, the order of which shall be directed by the chairman of the 

meeting.  

 

k One or more amendments may be discussed together if the chairman 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 of 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 chairman 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 he last spoke;  

iii. to make a point of order;  

iv. to give a personal explanation; or  

v. in exercise of a right of reply. 

 

p During the debate of 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 he considers has been breached or specify the other irregularity in 

the proceedings of the meeting he is concerned by.  

 

q A point of order shall be decided by the chairman of the meeting and his 

decision shall be final.  
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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 requirements. 

 

s Before an original or substantive motion is put to the vote, the chairman 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 his right of 

reply.  

 

t Excluding motions moved understanding order 1(r) above, the contributions or 

speeches by a councillor shall relate only to the motion under discussion and 

shall not exceed ( 3 ) minutes without the consent of the chairman of the 

meeting. 

 

 

2. 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 chairman of the 

meeting shall request such person(s) to moderate or improve their conduct. 

 

b If person(s) disregard the request of the chairman of the meeting to moderate 

or improve their conduct, any councillor or the chairman of the meeting may 

move that the person be no longer heard or 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) above is ignored, the chairman 

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. 

 

3. Meetings generally 
 

Full Council meetings 

Committee meetings  

Sub-committee meetings  
 





a 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.  

 



 

b The minimum three clear days for notice of a 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 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 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) above shall not exceed ( 6 ) minutes unless directed by 

the chairman of the meeting. 
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g Subject to standing order 3(f) above, a member of the public shall not speak for 

more than ( 2 ) minutes. 

 

 
h In accordance with standing order 3(e) above, a question shall not require a 

response at the meeting nor start a debate on the question. The chairman of the 

meeting may direct that a written or oral response be given. 

 

 
I A person who speaks at a meeting shall direct his comments to the chairman of the 

meeting. 

 

 
jOnly one person is permitted to speak at a time. If more than one person wants to 

speak, the chairman of the meeting shall direct the order of speaking. 

 



 

kSubject to standing order 3 (l), a person who attends a meeting is permitted to 
report on the meeting whilst the meeting is open to the public. To “report” 
means to film, photograph or 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 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.  

 


l   A person present at a meeting may not provide an oral report or oral 

commentary about a meeting as it takes place without permission. 

 

 
mThe 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. 

  

 



 

n   Subject to standing orders which indicate otherwise, anything authorised or 

required to be done by, to or before the Chairman of the Council may in his 

absence be done by, to or before the Vice-Chairman of the Council (if there 

is one). 

 



 

oThe Chairman of the Council, if present, shall preside at a meeting. If the 

Chairman is absent from a meeting, the Vice-Chairman of the Council (if 

there is one), 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. 

 



 

p   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.  
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

 

qThe chairman 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 his casting vote 

whether or not he gave an original vote. 

See standing orders 6 5 ( h )  and ( i ) below for the different rules that apply in 

the election of the Chairman of the Council at the annual meeting of the Council. 

 

 
rUnless standing orders provide otherwise, voting on a question shall be by a 

show of hands, or if the Council resolves by a signed and dated ballot. 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 vote for or 

against that question. Such a request shall be made before moving on to the 

next item of business on the agenda. 

 

 
sThe 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 present and absent;  

iii. interests that have been declared by councillors and non-councillors 

with voting rights; 

iv. the grant of dispensations (if any 

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. 

 



 

tA 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 his right to participate and vote 

on that matter. 

 

 
uNo 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 three. 

See standing order 4 ( a d ) ( viii ) below for the quorum of a committee or sub-

committee meeting.  

 


v   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.  
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w   A meeting shall not exceed a period of ( 2 ) hours. 

 

 
4. 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 All members of the Council  are entitled to attend committee meetings, but only 

those appointed to serve on those bodies are entitled to vote. At committee 

meetings a member may speak if invited to do so by the Chairman.  

 

e The Council  may appoint standing committees or other committees as may be 

necessary, and: 

 

i.  shall determine their terms of reference; 

ii.  may permit committees to determine the dates of their meetings; 

iii.  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) so as to hold 

office no later than the next annual meeting; 

iv.  the Chairman and the Vice Chairman ex officio shall be voting 

members of every committee; 

v.  every committee and sub-committee, shall at its first meeting 

before proceeding to any other business, elect a Chairman and 

may elect a Vice Chairman, who shall hold office until the next 

Annual meeting of the Council; 

vi.  except where ordered by the Council, or by the appropriate 

committee, the quorum of a committee or sub-committee shall be 
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3 members; 

vii.  only elected members appointed to serve on committees are 

entitled to vote and this shall be by a show of hands; 

viii.  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 ordinary councillors at a 

meeting of a committee if ordinary councillors of the committee 

have confirmed to the Proper Officer before the meeting that 

they are unable to attend; 

ix.  an ordinary member of a committee who has been replaced at a 

meeting by a substitute member (in accordance with standing 

order 4 (a) (viii) above) shall not be permitted to participate in 

debate or vote on business at that meeting and may only speak 

during any public participation session during the meeting;  

x.  the standing orders on the rules of debate, 1 (a) to (t) inclusive, 

and on the code of conduct, standing orders 14 (a), shall apply to 

committee meetings; and  

xi.  shall determine if the public may participate at a meeting of a 

committee; 

xii.  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; 

xiii.  shall determine if the public may participate at a meeting of a 

sub-committee that they are permitted to attend; and 

xiv.  may in accordance with standing orders, dissolve a committee at 

any time. 

xv.  unless there is a Council resolution to the contrary, every 

committee may appoint a sub-committee whose terms of 

reference and members shall be determined by resolution of the 

committee. 

xvi.  the Chairman and the Vice Chairman, if any, of the committee 

shall be members of every sub committee appointed by it unless 

they signify they do not wish to serve. 

xvii.  only elected members appointed to serve on sub-committees are 
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entitled to vote and this shall be by a show of hands. 

xviii.  the standing orders on the rules of debate, 1 (a) to (t) inclusive, 

and on the code of conduct, standing orders 13 (a) shall apply to 

sub-committee meetings. 

xix.  the Council or the appropriate committee may dissolve a sub- 

committee at any time. 

xx  all members of the Council are entitled to attend sub-committee 

meetings, but only those appointed to serve on those bodies are 

entitled to vote. At sub-committee meetings a member may 

speak if invited to do so by the Chairman. 

 

5. 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. 

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

Council. 

f. The Chairman of the Council, unless he has resigned or becomes 

disqualified, shall continue in office and preside at the annual meeting 

until his successor is elected at the next annual meeting of the Council.  

g. The Vice-Chairman of the Council, if there is one, unless he 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. 

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

elected as a member of the Council, he shall preside at the annual 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 
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election of the new Chairman 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 Chairman of the Council has been re-

elected as a member of the Council, he shall preside at the annual 

meeting until a new Chairman of the Council has been elected. He may 

exercise an original vote in respect of the election of the new Chairman of 

the Council and shall give a casting vote in the case of an equality of 

votes. 

j. Following the election of the Chairman of the Council and Vice-Chairman (if 

any) of the Council at the annual meeting of the Council , the business of the 

annual meeting shall include: 

i. In an election year, delivery by the Chairman 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 Chairman of the Council of his 

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; 

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 

above; 

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. Review of the Council’s complaints procedure; 

xiv. Confirmation of arrangements for insurance cover in respect of all 

insurable risks; 

xv. Review of the Council ’s procedures and practices in respect of its 
obligations under freedom of information and data protection legislation 
(see also standing orders 11,20 and 21);  
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xvi. Review of the Council’s expenditure incurred under s.137 of the Local 
Government Act 1972 or the general power of competence; and 

xvii. Determining the time and place of ordinary meetings of the full Council  up 

to and including the next annual meeting of full Council.  

 and shall, thereafter, follow the order set out below:  

 

i. To dispose of business, if any, remaining from the last meeting; and 

ii. To transact the business of the Council as specified in the agenda.  

6. Extraordinary meetings of the 
Council, committees and sub-
committees 
 

a The Chairman of the Council may convene an extraordinary meeting of 

the Council at any time.  

b If the Chairman 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 must be signed by the two councillors. 

c The chairman 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 chairman of a committee [or a sub-committee] does not or refuses to call 

an extraordinary meeting within ( 7 ) days of having been requested by to do so 

by ( 2 ) members of the committee [or the sub-committee], those ( 2 ) members 

of the committee [and the sub-committee] may convene an extraordinary 

meeting of a committee [and a sub-committee].  

7. 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 below, 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 ) above has been 

disposed of, no similar motion may be moved within a further six months. 
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8. Voting on appointments 

 

a 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 chairman of the meeting. 

9. 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 which it is tabled for 

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 working days before the meeting. Clear days do not include the day of the 

notice or the day of the meeting. See standing order 3 ( b ).  

c The Proper Officer may, before including a motion on the agenda received in 

accordance with standing order 9 ( b ) above, 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 ) 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 ( 5 ) clear working days before the 

meeting. See standing order 3 ( b ).  

e If the wording or subject of a proposed motion is considered unlawful or 

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.  

f Subject to standing order 9  ( e ) above, 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 in a book for that purpose and numbered in 

the order that they are received. 
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h Motions rejected shall be recorded in a book for that purpose with an 

explanation by the Proper Officer for their rejection.  

10. Motions at a meeting that do not 
require written notice  
 

a The following motions may be moved at a meeting without written notice to the 

Proper Officer; 

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

ii. to approve the absences of councillors; 

iii. to approve the accuracy of the minutes of the previous meeting;  

iv. to correct an inaccuracy in the draft minutes of a meeting; 

v. to move to a vote;  

vi. to defer consideration of a motion;  

vii. to refer a motion to a particular committee or sub-committee; 

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

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

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

xi. to require a written report; 

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

xiii. to extend the time limits for speaking; 

xiv. to exclude the press and public from a meeting in respect of confidential 

or sensitive information which is prejudicial to the public interest; 

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

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

xvii. to temporarily suspend the meeting;  

xviii. to suspend a particular standing order (unless it reflects mandatory 

statutory requirements); 

xix. to adjourn the meeting; or 
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xx. to close a meeting.  

11. 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, which 

for special reasons would not be in the public interest. 

e A councillor in breach of the provisions of standing order 11 (d) above may be 

removed from a committee or a sub-committee or an advisory committee by 

resolution of the Council .  

 

12. Draft minutes  
Full Council meetings 

Committee meetings 

Sub-committee meetings 

 
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. 

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 11 ( a ) ( iv ) 

above. 
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c The accuracy of draft minutes, including any amendment(s) made to them, 

shall be confirmed by resolution and shall be signed by the chairman of the 

meeting and stand as an accurate record of the meeting to which the minutes 

relate.  

d If the chairman of the meeting does not consider the minutes to be an accurate 

record of the meeting to which they relate, he shall sign the minutes and 

include a paragraph in the following terms or to the same effect: 

“The chairman 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 his view was not upheld by the meeting and the minutes 

are confirmed as an accurate record of the proceedings.” 

 

e If the Council’s gross annual income or expenditure (whichever 

ishigher) does not exceed £25,000, it shall publish draft minutes on a 

website   which is publicly accessible and free of charge not later than 

one month after   the meeting has taken place.  

f Upon a resolution which confirms the accuracy of the minutes of a meeting, the 

draft minutes or recordings of the meeting for which approved minutes exist 

shall be destroyed. 

13. Code of conduct and dispensations 

See also standing order 3 (t) above.  

 

a All councillors and non-councillors with voting rights shall observe the code of 

conduct adopted by the Council. 

b Unless he has 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 he has a disclosable pecuniary interest. He may return to the meeting 

after it has considered the matter in which he had the interest. 

c Unless he has 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 he has another interest if so required by the Council’s code of conduct. 

He may return to the meeting after it has considered the matter in which he 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. 
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e A decision as to whether to grant a dispensation shall be made by a meeting of 

the Council, or Committee or sub-committee for which the dispensation is 

required 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) above, dispensations requests shall be 

considered at the beginning of the meeting of the Council. 

h A dispensation may be granted in accordance with standing order 13 (e) if 

having regard to all relevant circumstances any of the following applies: 

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 

Council’s area; or 

iii. it is otherwise appropriate to grant a dispensation. 

14. Code of conduct complaints  
 

a.  Upon notification by the Principal 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. 

 

15. 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.  
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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) above for the meaning of clear days for a 

meeting of a full Council and standing order 3(c) above for the meaning 

of clear days for a meeting of a committee. 

ii. subject to standing order 9  above, include on the agenda all motions in 

the order received unless a councillor has given written notice at least ( 5 

) days before the meeting confirming his withdrawal of it; 

iii. convene a meeting of the Council  for the election of a new 

Chairman of the Council, occasioned by a casual vacancy in his 

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. retain acceptance of office forms from councillors; 

vii. retain 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 and subject to the Council ’s policies and procedures 

relating to the same; 

ix. liaise, as appropriate, with the Council’s Data Protection Officer; 

x. receive and send general correspondence and notices on behalf of the 

Council  except where there is a resolution to the contrary; 

xi. 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); 
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xii. arrange for legal deeds to be executed;  

See also standing order 23 below. 

xiii. 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; 

xiv. record every planning application notified to the Council  and the Council 

’s response to the local planning authority; 

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

scheme; and 

xvi.  retain custody of the seal of the Council  (if any) which shall not be used 

without a resolution to that effect. 

See also standing order 23 below. 

 

16. Responsible Financial Officer  
 

a The Council shall appoint appropriate staff member(s) to undertake the work of 

the Responsible Financial Officer when the Responsible Financial Officer is 

absent. 

17. Accounts and accounting 

statements 
 

a “Proper practices” in standing orders refer to the most recent version of 

Governance and Accountability for Local Councils – a Practitioners’ Guide 

(England). 

b All payments by the Council shall be authorised, approved and paid in 

accordance with the law, proper practices and the Council ’s financial 

regulations.  

c 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 receipts and payments for each quarter;  

ii. the Council ’s aggregate receipts and payments for the year to date; 

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

 



 Hartley Parish Council Meeting  
Minutes – 14

th
 September 2026 

APPENDIX 1 
29  

 

 
 

 and which includes a comparison with the budget for the financial year and 

highlights any actual or potential overspends. 

 

d 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 receipts and 

payments for the last quarter and the year to date for information; and  

ii. to the full Council  the accounting statements for the year in the form of 

Section 1 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 31 March. A 

completed draft annual governance and accountability return shall be 

presented to each councillor before the end of the following month of May. The 

annual governance and accountability return of the Council , which is subject to 

external audit, including the annual governance statement, shall be presented 

to Council  for consideration and formal approval before 30 June. 

18. 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 ; 

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 [60,000] due 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 , 
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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. 

19. Handling staff matters 
 

a A matter personal to a member of staff that is being considered by a meeting of 

the Personnel Committee is subject to standing order 11. 

b Subject to the Council’s policy regarding absences from work, the Council’s 

most senior employee shall notify the Chairman of the Council or, in his 

absence, the Vice-Chairman of the Council of any absence occasioned by 

illness or urgency and that person shall report such absence to the Personnel 

Committee at its next meeting. 

c The Chairman of the Council or in his absence, the Vice-Chairman of the 
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Council shall upon a resolution conduct a review of the performance and/or 

appraisal of the Clerk and Assistant Clerk and shall keep a written record of it. 

The review and/or appraisal shall be reported back and shall be subject to 

approval by resolution by the Personnel Committee.  

d Subject to the Council’s policy regarding the handling of grievance matters, the 

Council’s the Clerk or Assistant Clerk shall contact the Chairman of the Council 

or in his absence, the Vice-Chairman of the Council in respect of an informal or 

formal grievance matter, and this matter shall be reported back and progressed 

by resolution of the Personnel Committee. 

e Subject to the Council’s policy regarding the handling of grievance and 

disciplinary matters, if an informal or formal grievance matter raised by the 

Clerk or Assistant Clerk relates to the Chairman or Vice-Chairman of the 

Council, this shall be communicated to a member of the Finance & General 

Purposes Committee, which shall be reported back and progressed by 

resolution of the Finance & General Purposes Committee.  

f Any persons responsible for all or part of the management of Council 

employees shall keep written records of all meetings relating to their 

performance, and capabilities, grievance and disciplinary matters.   

g The Council shall keep written records relating to employees secure. All paper 

records shall be secured under lock and electronic records shall be password 

protected.  

h Records documenting reasons for an employee’s absence due to ill health or 

details of a medical condition shall be made available only to those persons 

with responsibility for the same.   

i In accordance with standing order 11 (a) persons with line management 

responsibilities shall have access to employee records referred to in standing 

orders 19  (g) and (h) above if so justified.  

j Access and means of access by keys and/or computer passwords to records of 

employment referred to in standing orders 26(g) and (h) above shall be 

provided only to the Chairman of the Council and the Vice Chairman of the 

Council. 
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k In every year not later than the meeting at which estimates for the next year are 

settled, the Council shall review the pay and conditions of service of existing 

employees.  Financial regulation 2 Annual Estimates must be read in 

conjunction with this request. 

 

20. 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 Correspondence from, and notices served by, the Information 

Commissioner shall be referred by the Proper Officer to the chairman of 

the Finance & General Purposes Committee. The said committee shall 

have the power to do anything to facilitate compliance with freedom of 

information and data protection legislation.  

21. Responsibilities under Data 

Protection legislation 
 

a The Council shall appoint a Data Protection Officer. 

b.   The Council shall have policies and procedures in place to respond to an 

individual exercising statutory rights concerning his 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. 
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22. 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 by the 

Proper Officer or appropriate Chairman, as necessary, in respect of dealing 

with the press and/or other media. 

 

23. Execution and sealing of legal 

deeds  
 

See also standing orders 15  ( b ) ( xii ) and ( xvi ) above. 

 

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 the Council, any deed required by law and the Proper Officer shall 

witness their signatures. 

24. Communicating with District and 
County or 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 District and County Council 

representing the area of the Council .  

 
b Unless the Council determines otherwise, a copy of each letter sent to the 

[District and County Council] shall be sent to the ward councillor(s) 

representing the area of the Council . 

 

25. Restrictions on councillor activities 
 

a. Unless authorised by a resolution, 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. 
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26. Canvassing of and 

recommendations by councillors  
 

a. Canvassing councillors or the members of a committee or sub-committee, 

directly or indirectly, for appointment to or by the Council shall disqualify the 

candidate from such an appointment. The Proper Officer shall disclose the 

requirements of this standing order to every candidate. 

b. A councillor or a member of a committee or sub-committee shall not solicit a 

person for appointment to or by the Council or recommend a person for such 

appointment or for promotion; but, nevertheless, any such person may give a 

written testimonial of a candidate’s ability, experience or character for 

submission to the Council with an application for appointment. 

This standing order shall apply to tenders as if the person making the tender 
were a candidate for an appointment. 

27. Standing orders generally 
 

a All or part of a standing order, except one that incorporates mandatory 

statutory requirements, may be suspended by resolution in relation to the 

consideration of an item on the agenda for a meeting. 

 

b A motion to permanently add to or to vary or to revoke one or more of the 

Council’s standing orders not mandatory by law shall not be carried unless two-

thirds of the councillors at a meeting of the Council vote in favour of the same.  

 

c The Proper Officer shall provide a copy of the Council’s standing orders to a 

councillor as soon as possible after he has delivered his acceptance of office 

form. 

d The decision of the chairman of a meeting as to the application of standing 

orders at the meeting shall be final. 
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Speed Indicator Device (SID) Risk Assessment 

Hartley Parish Council 

Activity Risk To whom Risk Level Probability Controls 

Loading & 
Transit 

Personal injury from carrying 
heavy load 

Volunteers High Medium Use safe lifting and handling techniques 

Equipment becomes damaged 
during transit 

Equipment High Medium SID to be transported flat and securely placed to 
avoid movement 

Set up 
Working Area 

Personal  injury Volunteers High High 1) Hi-Viz and appropriate footwear to be worn.  

2) Ensure that any ladder used is suitable for the 

task and used in accordance with the 

manufacturer's guidance. 3) Ensure that the ladder 

is set up on stable and even ground and itself is 

stable and secure  
Inclement weather Volunteers Medium Medium 1) Ensure appropriate footwear and clothing are 

worn and that the ladder steps are dry. 
2) If the weather conditions turn adverse e.g. high 
winds and/or heavy precipitation, then the site 
should be made safe and activities abandoned. 

Traffic awareness Volunteers High High 1) Ensure hi-viz Jackets are worn. 
2) Avoid peak rush hour times 

Access & 
Egress 

Personal injury from passing 
traffic 

Volunteers Medium Low 1) All volunteers to wear hi-viz jackets. 
2) All volunteers to ensure that they do not 
obstruct the highway and only cross the highway 
when safe to do so (all of the poles are located off 
the highway, so the likelihood of obstruction or 
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Activity Risk To whom Risk Level Probability Controls 

having to cross the highway is minimal) 

Vehicle impact Volunteers & public Medium Medium Ensure hi-viz jackets are worn 

Installation Manual handling  
1) risk of the device being 
dropped, causing a hazard to 
road users 
2) injury from manual handling 

Volunteers & public High High 1) Use safe lifting techniques 
2) Ensure appropriate tools are available for fixings 
3) If appropriate, gloves to be used for added grip  

Injury from working at height Volunteers & public High Medium 1) Ensure step ladder is securely placed 
2) One volunteer to stabilize the step ladder 
3) Two volunteers as a minimum to attend 

Faulty mountings/device Volunteers Medium Medium 1) Ensure pole and brackets are stable, firm and 
secure 
2) Check fixings are in good order (not loose, 
rusted or missing) 
3) Inspect equipment before removal/installation 
4) Installation to be aborted if the equipment 
cannot be securely and safely installed using 
standard procedures 
5) Report any damage to the Clerk 

Traffic Aware 
Activities 

Personal injury from passing 
vehicles 

Volunteers & 
equipment 

Medium Medium 1) All volunteers to wear hi-viz jackets 
2) All volunteers to ensure that they do not 
obstruct the highway 
3) Avoid peak rush hour times 

Personal injury from irate road 
users 

Volunteers  Medium Low Volunteers to not offer any offence to road users, 
even those breaking the speed limit 
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Activity Risk To whom Risk Level Probability Controls 

Signed:      

Dated:      

Review Date:      
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Ref: Payment to Particulars Net VAT Total

DDR PAID 30/06/26 - chgs 05/05/26 - 03/06/26 0.40            -            0.40            

DDR PAID 31/07/26 - Transactions & debit interest 01/06/26-30/06/26 12.25          -            12.25          

DDR PAID 31/08/26 - Transactions & debit interest 01/07/26-31/07/26 11.95          -            11.95          

506677968 PAID 16/07/26 - Annual Subscription inv SM33728 834.00        166.80       1,000.80     

366211246 PAID 22/07/26 - chgs 01/07/26 - 30/07/26 inv Q092 NC 119.85        23.97         143.82        

768150151 PAID 22/07/26 - Repair & callout re bollard MF inv 12680 181.00        36.20         217.20        

332124185 PAID 22/07/26 - Standing chg inv 95430568 19.61          0.98          20.59          

301541950 PAID 22/07/26 - Neighbourhood Plan Advice inv 2015 906.25        181.25       1,087.50     

387270771 PAID 10/08/26 - Routine maintence, plot preparation & Hedge 

cutting at MFBG inv 509

723.00        -            723.00        

101486758 PAID 10/08/26 - Repairs and replacement of swin at W/Ave 35455 255.00        51.00         306.00        

881974351 PAID 10/08/26 - Refund of overpayment for annual subscription inv 

SM33728 52.80          -            52.80          

349522445 PAID 10/08/26 - Annual playground inspection inv 35425 585.00        117.00       702.00        

947532495 PAID 10/08/26 - Organisational review inv 0201 2,274.10      454.82       2,728.92     

386587532 PAID 10/08/26 - Chair Trainng 19/08 Cllr Glander inv 2476 45.00          9.00          54.00          

550351896 PAID 10/08/26 - Annual subscription inv NA137/26 71.00          14.00         85.00          

748147098 PAID 10/08/26 - Call out re bollard W/Ave inv 12746 145.00        29.00         174.00        

606456018 PAID 10/08/26 - Nuts & Bolts of Parish Councils training Cllr 

Andrews inv 15395590203

50.00          10.00         60.00          

2481265 PAID 11/08/26 - Water at Pavilion 01/07/26-31/07/26 49.14          -            49.14          

199992136 PAID 11/08/26 - GDPR Essentials for Local Councils training - Cllr 

Andrews inv 2491 30.00          6.00          36.00          

459804273 PAID 11/08/26 - Water at allotments 01/07/26-31/07/26 181.09        -            181.09        

712429541 PAID 11/08/26 - Payment of Augut statement 39.43          -            39.43          

201880620 PAID 11/08/26 - 30 x bundles of garden waste sacks inv 2104405 720.00        -            720.00        

207577074 PAID 11/08/26 - Cleaning at Pavilion inv 6399 293.33        -            293.33        

90681869 PAID 11/08/26 - Stationery & toilet rolls inv 263893 33.36          6.67          40.03          

576473201 PAID 11/08/26 - Quarterly grounds maintenance Apr - June inv 

LS216344

8,844.96      1,768.99    10,613.95    

199277541 PAID 04/09/26 - Water hygiene contract Aug 2026 248.50        49.70         298.20        

342023617 PAID 04/09/26 - Face painter at SDC fun day inv 824 220.00        -            220.00        

Schedule of Payments  2026 - September Paid by Internet Banking/DDR from Unity Trust Bank
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765462241 PAID 04/09/26 - Emptying of cesspit 4000 gallons 19/08 inv 

1529443

430.00        86.00         516.00        

818707162 PAID 04/09/26 - Printing of Sept newsletter inv SI-30616 286.00        -            286.00        

650138682 PAID 04/09/26 - Pitchmarker x 4 inv SI269315 123.04        24.61         147.65        

90103920

PAID 04/09/26 - Neighbourhood plan advice inv 2022

1,450.00      290.00       1,740.00     

869026944 PAID 04/09/26 - Tree works at BHS inv 3622 160.00        32.00         192.00        

4262268720 PAID 08/09/26 - Purchase of 31 no chairs re pavilion 697.50        139.50       837.00        

684867200 Salary 01/09/26-30/09/26 (previously approved) + backdated salary 

increase 01/04/26-31/08/26 re LGS Pay agreement 2026/27

3,820.77      -            3,820.77     

570847559 Salary 01/09/26-30/09/26 (previously approved) + backdated salary 

increase 01/04/26-31/08/26 re LGS Pay agreement 2026/27

2,109.52      -            2,109.52     

891075814 Month 6 Employer & Employee NIC & PAYE 2,550.38       -   2,550.38     

26519532 Employer & Employee pension contributions September 2,034.51      -            2,034.51     

837662780 Routine maintenance contract 10/08/26 - 07/09/26 inv 512 651.00        -            -             

Plot preparation re intement of ashes inv 512 120.00        -            771.00        

52576239 Grounds maintenance at BG inv 4219 594.16        118.83       712.99        

202256969 Data protection training Cllr Perry Cole inv BR0006538 40.00          8.00          -             

Data protection training Cllr Penny Cole inv BR0006539 40.00          8.00          -             

Introduction to Planning for Local Councils training Cllr Andrews inv 

15614027523

50.00          10.00         156.00        

490563950 Clean Pavilion & disinfect taps inv 6445 376.56        -            376.56        

68715087 Annual contribution 2,500.00      -            2,500.00     

124505854 Photocopier rental 01/10/26-31/12/26 inv KPS474247 157.34        31.47         188.81        

48208319 Stationery inv 279816 67.46          13.49         80.95          

840513385 Delivery of the September newsletter inv 6002 90.00          -            90.00          

Payment of September statement 30.36          -            30.36          

839075643 Water bill for Pavilion 1/8-31/8/26 45.92          -            45.92          

611590740 Water bill for Allotments 1/8-31/8/26 267.98        -            267.98        

714098880 The Nuts & Bolts of Parish Councils 19/05/2026 50.00          10.00         60.00          

35,688.52    3,697.28    39,385.80    
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Schedule of Payments September 2026 - Paid by Barclaycard    

Ref: Payment to Particulars  Net   VAT   Total  

  Flowers 40.00  -    40.00  

  16 x 2nd class stamps 14.56  -    14.56  

  7 signed for postage (6 x N/Plan 1 x allotment)  20.37  -    20.37  

  Parker ballpoint pen refills  3.75  0.75  4.50  

  2 no Id cards re Cllr Andrews & Cllr Crane 25.30  5.06  30.36  

      

      

   103.98  5.81  109.79  

 
 

Chq No Payment to Particulars Net VAT Total

DDR Mixed Payment Plan charges 15/06/26 - 12/07/26 9.70            -            9.70            

DDR Mixed Payment Plan charges 13/07/26 - 12/08/26 15.66          -            15.66          

DDR Electricity @ Pavilion 22/06/26-24/07/26 59.94          3.08          64.67          

DDR Electricity @ Pavilion 24/07/26-24/08/26 55.87          2.79          58.66          

107079 Donation (approved at F&GP 06/05/26)

100.00        -            100.00        

241.17        5.87          248.69        

September 2026 - Paid by cheque/DDR from Barclays Bank
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Adjournment  

Cllr Fothergill reported that the proposed Local Government Reorganisation has 
been postponed. 

Cllr Fothergill reported that she had met with Sevenoaks District Council to 
discuss the Regulation 19 consultation and had been surprised to learn that 
objections will go direct to the Planning Inspectorate. 

Cllr Fothergill reported that she was due to attend a full council meeting but that 
there was only a small amount of business on the agenda. 

The main item on the agenda would be a review of how planning applications are 
dealt with. 

Cllr Perry Cole reported that the Local Government Reorganisation has been 
postponed until further notice, but that the funds spent do date shouldn’t be 
wasted, but should be carried forward. 

Cllr Cole commented on the fact that the Regulation 19 consultation would be the 
final opportunity to have a chance to speak. 

Everyone is concerned about the scale of development proposed. 

Cllr Cole urged everyone to respond. 

Cllr Penny Cole reported that with regard to Hartley and Ash-cum-Ridley’s views 
on the Regulation 19 consultation, she has discussed the issue of traffic concerns 
with the Officer at the District Council. 

Cllr Penny Cole reported that the District Council’s view is that the builders will 
subsidise buses for 5 years and that the traffic management company is of the 
view that the roads can cope with the extra volume in traffic. 

Cllr Penny Cole advised that the Parish Council should continue to fight against 
planning applications that come in, on the same basis i.e infrastructure concerns. 

Cllr Fothergill reported that she had been in contact with Jim Dickson MP with 
regard to the Post Office closures and has a meeting arranged to discuss the 
matter. 

Cllr Perry Cole reported that he has contacted the Kent Highways Enforcement 
Officer regarding the parking restrictions outside the Post Office.  

 

The meeting resumed at 7.53p.m.



 

 

 

 


