TREWERN COMMUNITY COUNCIL / CYNGOR CYMUNED TREWERN
CONSTITUTION 

STANDING ORDERS
Trewern Community Council operates under Standing Orders, which regulate its business and proceedings. While Standing Orders do not have the force of law, they are essential for conducting meetings effectively and must be followed by all members.

The Council has also adopted the following key policies, which govern its operations:
 Standing Orders (Reviewed October 2024)
 Code of Conduct (Reviewed October 2024)
 Financial Regulations (Reviewed October 2024)
 Public Speaking Protocol (Reviewed October 2024)
 Risk Management Policy (Adopted June 2019)
 Equality & Diversity Policy (Adopted July 2019)

MEETINGS & DECISION-MAKING
Annual meetings – the annual meeting must be held in May in all but ordinary election years. In the year of an election of local councillors, the annual meeting must take place on the fourth day following the date of the election, or within 14 days, whichever is earlier. 

Number of meeting – a Community Council must hold an Annual meeting and such other meetings as it thinks necessary for the transaction of its business. An extraordinary meeting may be convened at any time by the Chairperson or by any two members, provided they have requisitioned such a meeting. If the Chairperson refuses or omits to call the meeting within seven days of the requisition, the members may proceed to call the meeting themselves. 

Minutes – the minutes of the proceedings of the Council are to be recorded and kept on file (digital copy to be saved in Dropbox as for back-up) usually by the Clerk, however in the absence of the Clerk, the Minutes may be taken by a member of the Council.
Minutes must be signed at the next meeting by the presiding Chairperson. If recorded on loose leaves, each sheet must be initialled by the presiding Chairperson and numbered consecutively. 

Notice of meetings – at least three days before a council meeting takes place, notice of the time and the place of such a meeting has to be displayed in some conspicuous place within the community. In addition to the public notice, the Clerk is required to serve upon every Councillor a summons to attend the meeting, specifying the business to be transacted. It should be noted failure to serve a summons does not affect the validity of the meeting. 
Public notice of meetings must be displayed at least three days in advance.

QUORUM & VOTING
Quorum – No business shall be transacted at a meeting unless at least one-third of the total number of Councillors are present. In no case however, can the quorum be less than three members. 

Where more than one-third of the number of Councillors are disqualified from taking part in the discussion/decision at the same time, the quorum to be determined by reference to the number of Councillors remaining qualified to act. 
Voting – the usual manner of voting at a local council meeting to be by show of hands, however in certain circumstances, subject to the agreement by those members present, a secret ballot maybe in order.

Any Councillor may require the voting on any matter to be recorded in the Minutes. In the case of equality of votes, the Chairperson has a second or casting vote, as well as his/her original. 

ROLES & RESPONSIBILITIES
Election of Chairperson and Vice-Chairperson to take place annually at the Annual General Meeting of the Community Council. 

The Chairperson of the Council must preside at the meeting if present unless a declaration of interest is made. If the Chairperson is absent, the Vice-Chairperson will preside. In the event of both officials being absent, the councillors present will decide on the presiding officer. It will be usual for the Clerk to ask for nominations from those members present to elect a chair. 

The Clerk is the Proper Officer responsible for implementing Council decisions, preparing agendas, recording minutes, and managing correspondence.

The Clerk may be delegated certain decision-making powers in line with the Scheme of Delegation.

In the absence of the Clerk, the Chairperson will seek advice from One Voice Wales and ensure continuity of administrative functions.

Councillors must attend meetings regularly, represent the community, and uphold the Code of Conduct.

Register of Members Interest to be compiled by Clerk. Disclosure of interests to be responsibility of individual members.

Acceptance of office forms to be completed by all councillors.

FINANCIAL MANAGEMENT
The Council is responsible for preparing an annual Statement of Accounts, in accordance with the requirements of the Accounts and Audit (Wales) Regulations, as well as proper accounting practices. 

Financial transactions must adhere to the Council’s Financial Regulations.

Bank reconciliations are conducted monthly and reviewed by the Chairperson, with an annual review by the Internal Auditor.

The Council maintains appropriate insurance coverage, including public liability, asset protection, and employer’s liability, with an annual review to ensure adequacy.

PUBLIC & PRESS PARTICIPATION
Council meetings are generally open to the public and press. However, if a matter requires confidentiality, a resolution must be proposed by the Chairperson, seconded, and approved before excluding the public and press.

Once the confidential discussion concludes, a summary statement should be provided upon their return, outlining the Council’s decision or any further action required.

The Public Speaking Protocol applies to all meetings, ensuring fair and structured public participation.

CONTRACT WORK & PROCUREMENT
All contract work to be put out to tender every two years. Notice of contract shall state the general nature of the intended contract and shall state the name and address of the Clerk to whom tenders are to be addressed and the last date by which those tenders should reach the Clerk in the ordinary course of post.   
                                                   
Tenders shall be opened at the same time by the Clerk on the date specified. The Council is not obligated to accept the lowest tender and may select the best value for money proposal based on criteria such as quality, experience, and service.  
                                                                   
If no tenders are received, or if all the tenders are identical, the Council may make such arrangements for executing the work as it thinks fit. 

HANDLING URGENT BUSINESS
If an urgent decision is required between meetings, the Clerk may act under delegated authority, in consultation with the Chair and Vice-Chair, provided the action is reported at the next meeting.

The Clerk is responsible for ensuring continuity of financial and administrative functions, with support from One Voice Wales if required.

LEGAL MATTERS & DOCUMENT SEALING
Contracts and official documents must be signed by the Chairperson and Clerk.

The Council follows legal requirements regarding freedom of information, data protection, and equality laws.

Meeting minutes are recorded, signed by the Chairperson at the next meeting, and stored both digitally in Dropbox and in a secure physical copy.

COMPLIANCE & STATUTORY DUTIES
Welsh Language Scheme adopted by the Trewern Community Council 26th June 2007 gives due regard to the need to support and promote the use of Welsh and to ensure public information is available bi-lingual if requested.
 
Trewern Community Council upholds the Equality & Diversity Policy and actively seeks to eliminate discrimination while promoting equality for all individuals, regardless of gender, race, disability, religion, sexual orientation, or Welsh-speaking ability. 

New Model Code of Conduct adopted by Trewern Community Council on October 2024.
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