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SUGGESTED CHANGES TO TENTERDEN TOWN COUNCIL’S  
STANDING ORDERS  

(8TH AUGUST 2018 VERSION).  
 

This document will be discussed by the Sub-committee on 9th December 2020 – 
this is for information only. 
 

Factual and Formatting Changes   
 

1. Finance & General Purposes has been replaced with Internal Committee. 
 
2. Formatting errors amended. 

 
3. Under ‘Meetings Generally’ the three coloured dots have been checked and 

more added where applicable. 
 
4. Contents page amended. 

 
 

Changes to the Standing Orders to bring in line with NALC Model Standing 
Orders 2018.  

 
The following changes require review by the Standing Orders Sub-committee; 
approval by the Internal Committee; and adoption by full Town Council. 

 
All wording shown in bold are legal and statutory requirements.  Any 

highlighted text is to show the addition/change within a section.  Those not 
highlighted are either a full replacement or brand new standing order. 
 

1. S/O 1h added to the end of the first sentence ‘if agreed by the meeting.’ 
 

2. S/O 1w currently refers to S/O 1j as follows: 
 
w A councillor must stand when speaking at meetings of the Town 

Council, unless excused by the Town Mayor 1j. 
 

This reference does not make sense and has been removed. 
 
3. S/O 3b.  Did read: 

 
The minimum three clear days for notice of a meeting does not 

include the day on which notice was issued or the day of the 
meeting. A clear day is not a Sunday, or any bank holiday or a day 
appointed for public thanksgiving or mourning. 

 
Now reads: 

 
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. 
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4. S/O 3l – was left [blank].  Now reads: 

 
Subject to standing order (m), 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, 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 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. 

 

5. S/O 3m – this is a new ‘m’ and reads: 
 

A person present at a meeting may not provide an oral report or 
oral commentary about a meeting as it takes place without 
permission. 

 
6. Original S/Os ‘3m to 3y’ are now ‘3n to 3aa’. 

 
7. S/O 3q – inserted ‘and non-councillors’ following the words ‘of the 

councillors’.  The paragraph now reads: 
 

Subject to a meeting being quorate, all questions (i.e. proposals / 

motions / considerations /matters / issues) at a meeting, shall be 
decided by a majority of the councillors and non-councillors with 

voting rights who are present and voting. 
 
8. S/O 3t – a new iv which reads: 

 
the grant of dispensations (if any) to councillors and non-councillors with 

voting rights 
 

9. S/O 5k i – did read: 

 
In an election year, delivery to the Town Clerk by the Town Mayor and 

councillors of their acceptance of office forms (NB failure to comply 
results in a casual vacancy arising). In a year which is not an election 
year, delivery to the Clerk by the Town Mayor of his acceptance of 

office form; 
 

Now reads: 
 
In an election year, delivery to the Town Clerk by the Town Mayor and 

councillors of their acceptance of office forms unless the Council 
resolves for this to be done at a later date.   (NB failure to comply 

results in a casual vacancy arising). In a year which is not an election 
year, delivery to the Clerk by the Town Mayor of his acceptance of 
office form unless the Council resolves for this to be done at a later 

date; 
 

10. S/O 5k xiv – change the word ‘insured’ to ‘insurable’. 
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11. S/O 11.  Requires a new title: ‘Management of Information, including 

Handling Confidential and/or Sensitive Information’. 
 

12. S/O 11.  New a and b as follows: 
 

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). 
 

13. S/O 11 original ‘a to e’ become ‘c to g’. 
 
14. S/O 11 new ‘f’ and ‘g’ require ratification.  These two additions were 

suggested by the Standing Orders Sub-committee at their meeting on 9th 
April 2018 and were agreed by the Internal Committee at their meeting on 

23rd April 2018.  However, these two items did to go to the full Town Council 
for approval on 9th July 2018. 

 

f Any sensitive documents will bear a protective ‘official’ marking with 
the words ‘personal’ or ‘commercial’ appended where appropriate. 

 
g A standard non-dissemination footer will be added to staff and 

councillor emails to prevent forwarding without the sender’s 

permission and to accommodate instances of emails being sent to 
the wrong recipient. 

 
15. S/O 14b is currently ‘Spare’.  We need to add from the Models Standards: 
 

b Where the notification in standing order 14(a) relates to a complaint 
made by the Proper Officer, the Proper Officer shall notify the the 

Town Mayor of this fact, and the Town Mayor shall nominate another 
staff member to assume the duties of the Proper Officer in relation 
to the complaint until it has been determined and the Council has 

agreed what action, if any, to take in accordance with Standing Order 
14(d). 

 
16. S/O 15b v should be in bold. 
 

17. S/O 15b – a new x as follows: 
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x liaise, as appropriate, with the Council’s Data Protection Officer if 
appointed; 

 
18. S/O 15b original ‘x – xvii’ now become ‘xi to xviii’. 

 
19. S/O 15b xii – to add the following to continue the paragraph: 
 

…..subject to the requirements of data protection and freedom of 
information legislation and other legitimate requirements (e.g. the 

Limitation Act 1980); 
 

20. S/O 17d ii – the words ‘Section 1’ are replaced with ‘Section 2’ and ‘annual 

return’ replaced with ‘Annual Governance and Accountability Return’ as 
follows: 

 
ii to the full council the accounting statements for the year in the form 

of Section 2 of the Annual Governance and Accountability Return, as 

required by proper practices, for consideration and approval. 
 

21. S/O 18c - new paragraph as per NALC’s Model Standing Orders. 
 

The paragraph did read: 
 
Financial regulations shall confirm that a proposed contract for the 

supply of goods, materials, services and the execution of works 
with an estimated value in excess of the tender threshold specified 

from time to time in those regulations shall be procured on the basis 
of a formal tender as summarised in Standing Order 18(d) below. 
 

The paragraph now reads: 
 

A public contract regulated by the Public Contracts Regulations 
2015 with an estimated value in excess of £25,000 but less than the 
relevant thresholds in Standing Order 18(f) is subject to 

Regulations 109-114 of the Public Contracts Regulations 2015 
which include a requirement on the Council to advertise the 

contract opportunity on the Contracts Finder website regardless of 
what other means it uses to advertise the opportunity unless it 
proposes to use an existing list of approved suppliers (framework 

agreement). 
 

22. S/O 18f - new paragraph as per NALC’s Model Standing Orders. 
 

The paragraph did read: 

 
Where the value of a contract is likely to exceed the threshold 

specified by the Office of Government Commerce from time to time 
the Town Council must consider whether the Public Contracts 
Regulations 2015 (SI No. 5, as amended) and the Utilities Contracts 

Regulations 2016 (SI No. 6, as amended) apply to the contract and, 
if either of those Regulations apply, the council must comply with 

EU procurement rules. 
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The paragraph now reads: 

 
A public contract  regulated by the Public Contracts Regulations 

2015 with an estimated value in excess of £181,302 for a public 
service or supply contract or in excess of £4,551,413 for a public 
works contract (or other thresholds determined by the European 

Commission every two years and published in the Official Journal of 
the European Union (OJEU)) shall comply with the relevant 

procurement procedures and other requirements in the Public 
Contracts Regulations 2015 which include advertising the contract 
opportunity on the Contracts Finder website and in OJEU. 

 
23. S/O 18 - a new item ‘g’ as follows: 

 
A public contract in connection with the supply of gas, heat, 
electricity, drinking water, transport services, or postal services to 

the public; or the provision of a port or airport; or the exploration 
for or extraction of gas, oil or solid fuel with an estimated value in 

excess of £363,424 for a supply, services or design contract; or in 
excess of £4,551,413 for a works contract; or £820,370 for a social 

and other specific services contract (or other thresholds 
determined by the European Commission every two years and 
published in OJEU) shall comply with the relevant procurement 

procedures and other requirements in the Utilities Contracts 
Regulations 2016. 

 
24. S/O 18 original ‘g to k’ now become ‘h to l’. 
 

25. S/O 18j to be amended to reflect actual practice and removal of reference 
to the old Finance & General Purposes Committee.   

 
The paragraph currently reads: 
 

Spending committees of the Town Council shall submit to the Finance & 
General Purposes committee annually in November, estimates of their 

proposed expenditure. The Finance & General Purposes committee shall 
seek endorsement of its members, after considering such estimates and 
any amendments which they consider desirable, before recommending to 

the Town Council the approval of the estimates. 
 

The paragraph now reads: 
 
All standing committees shall submit to the Town Council, annually in 

November or December, estimates of their proposed expenditure for 
precept purposes. The Town Council shall seek endorsement of its 

members, after considering such estimates and any amendments which 
they consider desirable, before approval of the estimates. 
 

26. S/O 20.  Current title ‘Requests for Information’ changed to ‘Responsibilities 
to Provide Information’. 

 



6 
 

27. S/O 20 ‘a’ to replaced with a new ‘a and b’ as follows. 
 

Current ‘a’ reads: 
 

Requests for information held by the Town Council shall be handled in 
accordance with the Town Council's policy in respect of handling requests 
under the Freedom of Information Act 2000 and the Data Protection Act 

1998. 
 

New ‘a’ and ‘b’ to read: 
 
a In accordance with freedom of information legislation, the 

Council shall publish information in accordance with its 
publication scheme and respond to requests for information 

held by the Council.   
 
b The Council, shall publish information in accordance with the 

requirements of the Local Government (Transparency 
Requirements) (England) Regulations 2015. 

 
28. S/O 20 – old ‘b’ is now ‘c’ and has been amended to remove reference to 

the Finance & General Purposes Committee and has been replaced with 
‘Internal Committee’.  It now reads: 

 

c Correspondence from, and notices served by, the Information 
Commissioner shall be referred by the Proper Officer to the chairman 

of the Internal Committee. The said committee shall have the power 
to do anything to facilitate compliance with the Freedom of 
Information Act 2000. 

 
29. S/O 21 – this will be a new S/O titled ‘Responsibilities Under Data Protection 

Legislation’ and will contain the following. 
 

a The Council may appoint a Data Protection Officer. 

 
b The Council shall have policies and procedures in place to 

respond to an individual exercising statutory rights 
concerning 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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30. S/O’s old ’21 to 27’ are now ’22 to 28’. 

 
31. Seniority of Councillors 2019-2023.  This has been updated to reflect the 

2019 election and co-option of Cllr. R. Parkin. 
 
 

 
Claire Gilbert  

25th November 2020 


