Little Hulton and Walkden Community Committee

Guidance for Meetings 
09/11/07

The following guidance notes set out the protocol for agenda setting, and conduct expected in relation to community committee meetings for Little Hulton and Walkden. They have been adopted by the agenda setting sub group involving the chair and vice chair of the committee with the endorsement of the neighbourhood management team.
Agenda Setting Protocol

1. Meetings of the Little Hulton and Walkden Community Committee will follow the standard format as laid out on page 2 of this document. This format may be reviewed by the agenda setting sub group as required.
2. Any member of community committee may propose items for inclusion in the agenda. Items for inclusion in the next meeting will be requested at the end of each meeting.

3. Proposals for agenda items may be submitted to the neighbourhood manager up to a minimum of 2 weeks before the meeting.

4. The final agenda will be agreed by the agenda setting sub group consisting of the chair and deputy chair of the community committee along with the neighbourhood manager.
5. Agenda items put forward within 2 weeks of the meeting will not normally be considered.

6. Community issues may be raised on the evening of the meeting, but must be indicated at the time when community issues are called for.

7. Time allocated to community issues will be indicated by the chair dependent on the number of issues raised and the chairs discretion. 

8. Timing may not always allow community issues raised on the evening to be subject to a full debate. Where required, such issues may be referred to a future meeting for a fuller discussion.
Little Hulton and Walden: Community Committee

Standard Agenda Items / Format

1.
Welcome and Introductions 




(0:05)

2. Apologies for absence
3. Call for community issues





(0:05)

3.
Minutes of previous community committee


(0:15)

4.
To note the minutes of the special meeting of the Political Executive 
Group.

5.
To note the minutes of any other relevant meetings (e.g. Devolved 
Highways and Road Safety Sub Group) 
6.
Crime and anti-social behaviour update 



(0:15)
7.
Community issues






(0:15)
8.
**ONE OFF AGENDA ITEMS AND PRESENTATIONS
(1:00)
9.

Decisions of the Little Hulton/Walkden Budget Sub-Group 
(0:10)
10.
Positive action press statements.




(0:05)
11.
Items for next  / future Community Committee 


(0:05)

12.
Items for information only.





(0:05)

13.
Any other business of an urgent nature.



(0:10)
14.
Date of Next Meeting 




















(2:30)

Good Practice in the Conduct of 

Community Committee Meetings

1)  The Chairs of Community Committees and their sub groups should where possible be members of the community. The role of the Chair is to manage the meeting in an, inclusive, business like and outcome orientated way. Officers and Councillors should use their influence to support the Chair to achieve this.

2)  Meetings of Community Committees and their sub groups will be conducted in accordance with the following principles:

· Respect for individual opinions;

· Courtesy to the person speaking;

· Respect for the position of Chair;

· Appropriate behaviour and language used at the meeting;

· Observance of the Council’s equal opportunities polices.

3)  If any person interrupts proceedings, the Chair will warn the person concerned. If they continue to interrupt, the Chair reserves the right to ask those individuals to leave the meeting. If such unreasonable behaviour continues, the Council reserve the right to withdraw the person’s membership of the Committee, and to refuse non members the right to attend. 

4) If any person (including a Councillor) persistently disregards the ruling of the Chair by behaving improperly or offensively or deliberately obstructs business, the Chair may move that the individual be not heard further.

5)  If there is a general disturbance making orderly business impossible, the Chair may adjourn the meeting for as long as s/he thinks necessary.

6)  Those present at meetings should declare an interest if they or a relative or friend are likely to personally benefit from the matter under discussion. The Chair will take appropriate action in response to declarations of interest.

7)  If the business of the Community Committee has not been concluded with 2½ hours (including any period of adjournment) the Chair must act to conclude the meeting within ten minutes. Those present can vote to extend the meeting for an agreed time, a majority must agree.

8) All matters not relating to expenditure of council monies will be decided by a simple majority of those members voting and present in the room at the time the question was put. Decisions on expenditure of council monies must be supported by the majority of Councillors present at the meeting.

9)  If there are equal numbers of votes for and against, the Chair at the time of the question will have a second, or casting, vote. 
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