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Dear Councillor, 
 
GOVERNANCE COMMITTEE – FRIDAY 11 SEPTEMBER 2020 
 
I am now able to enclose, for consideration at next, Friday 11 September 2020, meeting of 
the Governance Committee, the following report that were unavailable when the agenda 
was published. 
 
 
Agenda No Item 
 
 
 5 Changes to the Constitution as a result of Covid-19 and other urgent 

changes (Pages 3 - 66) 
 

   
  [To recommend to Council approval of amendments to the Constitution].  

 
 
 

If you have any queries about this meeting, please contact the Democratic Services team: 

Contact  Kirsty Tuffin  

Tel  01902 55 2873 

Email  kirsty.tuffin@wolverhampton.gov.uk 

Address Democratic Services, Civic Centre, first floor, St Peter’s Square, 

 Wolverhampton WV1 1SH 
 
 
Encs 
 

 
 
 
 
 

 

Governance Committee  
11 September 2020  
 

mailto:kirsty.tuffin@wolverhampton.gov.uk
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Governance Committee  
11 September 2020 

  
Report title Changes to the Constitution as a result of 

Covid-19 and other urgent changes 
 

 

Cabinet Member with lead 
responsibility 

Councillor Paula Brookfield  
Cabinet Member for Governance    

Wards affected All Wards  

Accountable director David Pattison, Director of Governance   

Originating service Democratic Services 

Accountable employee Jaswinder Kaur Democratic Services Manager 

Tel 01902 550320 

Email jaswinder.kaur@wolverhampton.gov.uk 

Report to be/has been 

considered by 

 

Council   16 September 2020 

 
Recommendations for decision: 
 
The Governance Committee recommends that Council: 
 

1. Approves the amendments to the Constitution.   
2. Authorises the Monitoring Officer to implement the changes.  

 
Recommendation for noting: 
 
The Governance Committee notes: 
 

1. Amendments made by the Director of Governance as authorised by the Constitution.   
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1.0 Purpose 

 

1.1 This report outlines the changes made to the constitution for approval by the Council. It is 
recommended that the Council agrees to the amendments to the Council’s Constitution 
to ensure continuing lawfulness and effectiveness.  

 

2.0 Background 

 

2.1  The Governance Committee regularly receives reports seeking to update the Constitution 
where it is necessary, the last such report was on 15 November 2019. Some of the 
changes are as a result of the Covid-19 pandemic (in particular the change to the 
contract exemptions) and others are urgent changes needed.  

 
2.2 This report covers those changes that are immediately necessary, a number of other 

changes raised by Councillors will be brought forwards shortly in a much fuller review of 
the Constitution, which is taking place now.     

 
2.3 The Director of Governance is authorised in the Constitution to make amendments where 

it is administratively convenient to do so to reflect changes in legislation or organisational 
restructures. This power has been used in relation to certain legislative changes during 
Covid-19 these changes are detailed at paragraph 4. 

 

3.0 Changes to the Constitution  

 

3.1  The table below details the Articles/Sections to be changed: 

 

Section  Proposed  Rationale  

Part 1 – Summary 

and Explanation  

That Part 1.2 be amended to 

include  

 

The Council has adopted the 

International Holocaust 

Remembrance Alliance’s 

(IHRA) working definition of 

anti-Semitism in its entirety, 

including the worked 

examples. This can be seen in 

its entirety here.  

In December 2016, the 

Government formally adopted 

the International Holocaust 

Remembrance Alliance 

working definition of anti-

Semitism. The definition, 

although not legally binding, 

is an important tool for public 

bodies to understand how 

anti-Semitism manifests itself 

in the 21st century, as it gives 

examples of the kind of 

behaviours which can 

constitute anti-Semitism. 

 

The definition states: 

 

“Anti-Semitism is a certain 

perception of Jews, which 

may be expressed as hatred 

toward Jews. Rhetorical and 
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Section  Proposed  Rationale  

physical manifestations of 

anti-Semitism are directed 

towards Jewish or non-

Jewish individuals and/ or 

their property, toward Jewish 

community institutions and 

religious facilities.” 

 

The Secretary of State of 

Communities and Local 

Government wrote to Leaders 

of Councils earlier in 2020, 

strongly encouraging the 

adoption of the IHRA 

definition of anti-Semitism 

and the working examples.  

 

The City of Wolverhampton 

Council recognises and 

values its diverse 

communities.  Adoption of the 

working definition of 

Antisemitism therefore will 

not only be in-keeping with 

the Council’s values, priorities 

and strategic direction but 

also is in-keeping with the 

Council’s commitment to 

equality, diversity and 

inclusion.   

 

The adoption of the working 

definition will also give clarity 

to the councils understanding 

of the term and provide a 

strong commitment from a 

responsible organisation, 

giving assurance to the 

communities we serve, that 

Antisemitic harassment and 

discrimination are not 

tolerated and has no place in 

Wolverhampton.    

 
 

Page 5



This report is PUBLIC  
[NOT PROTECTIVELY MARKED] 

 

 

Section  Proposed  Rationale  

Part 3 – 
Responsibility for 

Functions – 

Delegations to 

Cabinet 

(Performance 

Management) 

That the delegations to 

Cabinet (Performance 

Management) Panel be 

deleted from the Constitution.  

 

That performance be 
considered by Cabinet or 
Cabinet (Resources) Panel 
rather than a separate 
Cabinet (Performance 
Management) Panel meeting.  
This will help streamline 
Executive business.   
 

Part 3 – Delegations 

to employees 

That delegations to employees 
be amended to include: 
 
In the event that a Director or a 
Head of Service’s post ceases 
to exist or his or her 
responsibilities are transferred 
to another officer (as the case 
may be), temporarily or 
permanently, then the powers 
given by this Scheme of 
Delegation shall be exercisable 
by the officer in whose area of 
responsibility the power falls to 
be exercised. 

 

To ensure the delegation 
scheme reflects the current 
responsibilities of each post. 
 

Part 4 – Council 

Procedure Rules  

That the Council Procedure 

Rules be amended to include: 

 

Cancellation of meeting 

 
21.1  The Chair may cancel a 

meeting before the 

agenda has been 

issued if there is a lack 

of business for the 

meeting in question. 

Any decision to cancel a 

meeting should be 

taken at the earliest 

opportunity and every 

effort should be made to 

publicise the 

cancellation. In 

exceptional 

circumstances, where 

the agenda for a 

meeting has already 

To provide clarity on the 
ability to cancel meetings 
where circumstances dictate. 
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Section  Proposed  Rationale  

been issued, the 

meeting may be 

cancelled or postponed 

by the Chair following 

consultation with other 

Members of the 

committee. If the 

meeting is postponed, 

where possible no less 

than five clear working 

days’ notice shall be 

given of the new date 

for the meeting. 

 

 
 
 
 
 
To provide clarity on the 
process to be followed if a 
meeting is cancelled.  

Part 4 - Contract 

Procedure Rules 

Additional exemption from the 
Contract Procedure Rules –  
 
 
8.6.10 – an exemption, in the 
form of an extension of up to 
12 months, can be granted 
where there has been delay in 
the preparations for the 
procurement process as a 
result of the Covid-19 
pandemic subject to the 
compliance with the Public 
Contract Regulations 2015 
 
 
 

To ensure that an extension 
can be provided, of up to 12 
months, where the Covid-19 
pandemic has led to 
procurement and linked 
resources being focused on 
procuring equipment to 
address the impact of the 
pandemic rather than other 
contracts and in turn leading 
to a need for an extension to 
ensure that the process can 
get to a market at the 
appropriate time.  

 

4.0 Amendments to the Constitution – Director of Governance   

 

4.1 The table below details the amendments made by the Director of Governance as 

authorised in the Constitution under the delegation to the Director of Governance, Part 3.  

 

Section  Amendment  Rationale  

Part 3 – Terms of 

Reference Non 

Statutory Licensing 

Committee  

 

Paragraph 1.1. amended to 

include the following bullet 

point: 

 

• Pavement Licenses 

 

Function 10 amended to 

include the following: 

To ensure the Terms of 

Reference reflected 

legislative changes.  
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Section  Amendment  Rationale  

 

• Sub Section 1-7 Business 

and Planning Act 2020. 

 

Part 3 – Terms of 
Reference Pensions 
Committee  

That the Terms of Reference 
for Pensions Committee be 
updated to accurately reflect 
agreed practice.  
 

To reflect the changes 
agreed by Pensions 
Committee at their meeting.  

Part 3 – Delegations 
to Chief Executive, 
Deputy Chief 
Executive and 
Directors  

Power to issue directions 
under the Health Protection 
(Coronavirus, Restrictions) 
(England) (No. 3) Regulations 
2020.  

To ensure the delegations 
reflected legislative changes. 

 

4.0 Financial implications 

 

4.1 There are not direct financial implications arising from the recommendations in this 

report. [AS/03092020/M] 

 

5.0 Legal implications 

 

5.1 The Council is required by Section 37 of the Local Government Act 2000 to prepare and 
publish a Constitution which contains its standing orders relating to decision-making, 
finance and contracts. The Council is also required to keep its Constitution updated. The 
Director of Governance is authorised under the constitution to make amendments which 

more accurately reflect legislative and organisational changes. This report ensures that 

the Council meets its duties. [DP/20200902/A] 

 

6.0 Equalities implications 

 

6.1 The Council must, in the exercise of its functions, have due regard to the need to: 
 

a.  eliminate discrimination, harassment, victimisation and any other conduct that is 
prohibited by the Equality Act; 

 
b.  advance equality of opportunity between persons who share a relevant protected 

characteristic and persons who do not share it; 
 
c.  foster good relations between persons who share a relevant protected characteristic 

and persons who do not share it. 
 
6.2 The Constitution seeks to ensure that, in its decision-making and its operations, the 

Council fully complies with the public-sector equality duty. 
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7.0 Climate Change and Environmental implications 

 

7.1 There are no climate change or environmental implications arising from this report. 

 

8.0 Human resources implications 

 

8.1 There are no human resources implications arising from this report. 

 

9.0  Corporate landlord implications 

 

9.1  There are no corporate landlord implications arising from this report.  

 

10.0 Health and Wellbeing implications  

 

10.1     There are no health and wellbeing implications arising from this report. 

 

11.0    Covid implications 

 

11.1   There are no covid implications arising from this report. 

 

12.0    Schedule of background papers 

 

12.1  Changes to the Constitution, Governance Committee, November 2019 

 

13.0 Appendices  

13.1 Appendix 1 – Summary and Explanation  

13.2 Appendix 2 – Delegations to Cabinet (Performance Management) 

13.3 Appendix 3 – Delegations to Employees  

13.4 Appendix 4 – Full Council Procedure Rules 

13.5 Appendix 5 – Contract Procedure Rules  
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PART 1 – Summary and Explanation   
 
1.1 The Council’s Constitution  
 

The City of Wolverhampton Council (“the Council”) has agreed a constitution 
which sets out how the Council operates, how decisions are made and the 
procedures which are to be followed to ensure that these are efficient, 
transparent and accountable to local people. Some of these processes are 
required by the law, while others are a matter for the Council to choose.  
 
The Constitution sets out the basic rules governing the Council’s business. 
More detailed procedures, policies and codes of practice are provided in Part 
4 and 5 of this Constitution.  

 
1.2 How the Council Operates  

 
The Council is comprised of 60 Councillors with one-third elected three years 
in four.  Councillors are democratically accountable to residents of their ward.  
The overriding duty of Councillors is to the whole community, but they have a 
special duty to their constituents, including those who did not vote for them.      

 
Councillors have to agree to follow a code of conduct to ensure high 
standards in the way they undertake their duties. 
 
All councillors meet together as the Council. Meetings of the Council are 
normally open to the public. Here councillors decide the Council’s overall 
policies and set the budget each year. The Full Council is the main forum for 
holding to account the executive (Cabinet). It sets the main policy framework 
within which the Council operates. The role of Full Council is set out in Part 2 
of this constitution (chapter 4). 
 
The Council has adopted the International Holocaust Remembrance 
Alliance’s (IHRA) working definition of anti-Semitism in its entirety, including 
the worked examples. This can be seen in its entirety here. 
 

1.3 How Decisions Are Made  
 

The Leader has overall responsibility for Executive decision-making powers 
and the delivery of the Council services and is elected by the Council for a 
four -year term at the Council’s annual meeting after elections.  The Leader 
appoints annually Councillors to the Cabinet and the Cabinet Panels.  – one 
of whom is to be his or her deputy leader – and decide on the scope of their 
respective functions/portfolios.  
 
When Key Decisions are to be discussed or made, these are published in the 
list of Key Decisions insofar as they can be anticipated.  If these Key 
Decisions are to be discussed at a meeting of the Cabinet, this will generally 
be open for the public to attend except where personal or confidential matters 
are being discussed.   
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The Cabinet has to make decisions which are in line with the Council’s overall 
policies and budget.  If it wishes to make a decision which is outside the 
budget or policy framework, this must be referred to the Full Council to 
decide.  

1.4 Regulatory Committees  

The law gives the Council powers to grant approvals, licences, consents, 
permissions and registration in matters such as planning, licensing, health -
and safety, rights of way.  These are not allowed to be dealt with by the 
Cabinet and these powers are exercised by Committees of the Council.  A list 
of these Committees and their respective responsibilities is contained in Part 
2.   

1.5  Overview and Scrutiny 

The Scrutiny Board and six Scrutiny Panels support the work of the Cabinet 
and the Council as a whole.  They allow citizens to have a greater say in 
Council matters by enquiring into matters of local concern.  These lead to 
reports and recommendations which advise the Cabinet and the Council as a 
whole on its policies, budget and service delivery.  The Board and Panels also 
monitor the decisions of the Cabinet.  They may also be consulted by the 
Cabinet or the Council on forthcoming decisions and the development of 
policy. 

1.6   Employees 

The Council has employees working for it who perform a number of different 
roles, ranging from delivering services to giving advice, implementing 
decisions and managing the work of the Council.  Employees operate in a 
politically neutral way; which Councillors must respect.  Some employees 
have a specific duty to ensure that the Council acts within the law and uses its 
resources wisely. These employees are the Monitoring Officer and the 
Section 151 Officer.   There is a protocol that governs the relationships 
between Councillors and employees which is set out in Part 5 of this 
Constitution. 

1.7 Citizens’ Rights 
 
Citizens have a number of rights in their dealings with the Council. These are 
set out in more detail in Part 2, Chapter 3. Some of these are legal rights, 
whilst others depend on the Council’s own processes.  

 
Where members of the public use specific Council services, for example, as a 
parent of a school pupil or as a Council tenant, they have additional rights. 
These are not covered in this Constitution.  

 Citizens have the right to: 

• vote at local elections if they are included in the Electoral Register; 
 

Page 12



Appendix 1 - Summary and Explanation  

 

Sensitivity: NOT PROTECTIVELY MARKED 

• contact their local councillor about any matters of concern to them. 
Contact details are available on request at the Civic Centre and from the 
Council’s website;  

• obtain a copy of the Constitution;  

• attend meetings of the Council and its committees except where, for 
example, personal or confidential matters are being discussed;  

 

• contribute to investigations by the Scrutiny Board or Panel;  
 

• find out, from the Council’s Key Decision List, what major decisions are to 
be discussed by the Cabinet or decided by the Cabinet or employees, and 
when; attend meetings of the Cabinet where key decisions are being 
discussed or decided;  

• petition to request a referendum on an elected mayor; 

• petition the Council and receive a response 

• view reports and background papers and any record of decisions made by 
the Council and Cabinet; 

• use the Complaints and Compliments Procedure if they have a complaint 
about Council Services; 

• complain to the Ombudsman if they think the Council has not followed its 
procedures properly.  However, they should only do this after using the 
Council’s own complaints process; 

• complain to the Standards Committee if they have evidence which they 
think shows that a Councillor has not followed the Council’s Code of 
Conduct.   

• inspect the Council’s accounts and make their views known to the 
Council’s external Auditor. 

Set out in Part 4, are the public’s right of access to certain Council documents 
and information.  

The Council welcomes participation by its citizens in its work.  For further 
information on your rights as a citizen, please contact the Director of 
Governance at the Civic Centre, St Peter’s Square, Wolverhampton WV1 
1SH. 
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1. Delegations to the Cabinet (Performance Management) 
Panel   

 

Cabinet 
Member(s) 
with lead 
responsibility 

 
1. To determine and review the Council’s Performance 

Management Framework.  

 
2. To oversee the management of performance within the Council 

including arrangements for monitoring performance. 

 
3. To oversee the arrangements for the management of 

performance relating to activity undertaken by the Council in 
partnership with other organisations. 

 
4. To respond to performance issues that come to light as a result 

of performance monitoring or raised by external inspection of 
the Council. 

 
5. Where appropriate refer issues arising from performance 

monitoring or raised by external inspection to the Scrutiny 
Board or a Scrutiny Panel for their consideration prior to 
providing a Cabinet response. 

 
 

 
Governance  
 

 
 
Governance  
 

 
 
Governance 

 
 
 
Governance  

 
 
 

 
 
Governance  
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A Delegations to Employees 

 

A1 Sections 1-19 of Part 2 of the Constitution set out how the Council’s functions 
have been allocated between the Council, the Cabinet, Regulatory and other 
Committees, individual Councillors, or other bodies on which the Council may 
be represented.  Those sections also indicate which functions are reserved to 
the Council and which functions have been delegated to the Cabinet, Cabinet 
Panels and various Regulatory or other Committees. 

 

A2 This section of Part 2 sets out which functions have been delegated to 

employees.  One of the main principles of the Constitution is the need to be 

able to ascertain who is responsible for any decision made by or on behalf of 

the Council and this is particularly so for employee delegations which must be 

comprehensive.  

A3 The following sections set out the functions which are delegated to Officers.  

All delegations must be exercised in accordance with this Constitution, 

policies, procedures and Codes of Practice which are adopted from time to 

time by the Council and any specific limitations or restrictions which are 

included in the following tables. 

A4 When exercising any of the delegations, Officers must take note of any 

statutory or other legal requirements including the principles of public law, 

human rights and equalities legislation. 

A5 Directors are required to maintain written delegations which prescribe the 

delegations which operate within their area of purview. Such written 

delegations will indicate which employees are responsible for the 

management and delivery of services and will specify relevant operational and 

financial limits. 

A6 Employees who are entitled to exercise delegated powers should always refer 

a complex or sensitive matter for decision by the Cabinet, appropriate Cabinet 

Panel or Regulatory or other Committees. 

 Complex or sensitive matters to include: - 

 1.  One of significant financial or legal risk not previously    

 brought before Cabinet.   

2. One which requires Councillors to be made aware of as it is of a 

significant political nature. 

 3. One which affects the Councils reputation and needs to be   

 brought to Councillors’ attention. 

 4. Matters that constitute a change to explicit policy statements. 
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A7 References in the delegations to any statutory provision shall be deemed to 

include any statutory provisions which may from time to time replace, amend 

or revoke them and any orders, directions, regulations, codes of practice, 

byelaws or government guidance currently in force. 

A8 In the event an Officer is unclear as to any delegation or what constitutes a 

complex or sensitive issue, advice should first be sought from the Director of 

Governance and Solicitor to the City Council as to how to proceed. 

A9  If the Chief Executive is unavailable and a decision needs to be taken 

urgently, the Deputy Chief Executive may take the decision.  

A10 If the appropriate Director is unavailable and a decision needs to be taken 

urgently any other Director may take the decision.    

A11 In the event that a Director or a Head of Service’s post ceases to exist or his 
or her responsibilities are transferred to another officer (as the case may 
be), temporarily or permanently, then the powers given by this Scheme of 
Delegation shall be exercisable by the officer in whose area of responsibility 
the power falls to be exercised. 
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Full Council Meetings Procedure Rules  
 

1. Definitions and Application of Rules  
 
1.1 In these Rules, unless the context otherwise demands, the following terms 

shall have the meaning assigned to them:  
 
 “Cabinet” -. Leader and two but not more than nine other Councillors appointed 

by the Leader acting together 
 
 “Cabinet Panel” - a number of Cabinet Members acting together. 
  
 “Constitution” - the Constitution of the Council required by the 2000 Act. 
 
 “Council” -   the City of Wolverhampton Council acting by the Council. 
 
 “Head of Paid Service” - the Chief Executive or other person designated as 

such under Article 12 of the Constitution. 
 
 “Leader” - the person elected by the Council to be the Leader of the Council. 
 
 “Meeting” - a meeting of the Council. 
 
 “Councillor” - an elected member of the Council.  
 
 “Monitoring Officer” - the Director of Governance or other person designated 

as such under Article 12 of the Constitution. 
 
 “Director of Finance” – the Council’s appointed Officer under section 151 of the 

Local Government Act 1972 and who is responsible for the proper 
administration of the Council’s financial affairs. Also, referred to as the Section 
151 Officer, the Director of Finance’s role is independent and reports to 
Council. This role can also be fulfilled by another employee where authorised 
by the Director of Finance to act on their behalf. 

 
 “number of Councillors” - in relation to the Council, the number of persons who 

may act at the time in question as Councillors, and in relation to the Scrutiny 
Board or a Scrutiny Panel or Regulatory or other Committee the number of 
persons who may act at the time in question as voting members of that body. 

 
 “person presiding” - the person entitled, or appointed, to preside at any 

meeting. 
 
 “Co-opted Member” – A person who is not an elected Councillor of the Council 

but who has been appointed to membership of a Council Scrutiny Panel.  
Statutory Co-opted Members are Church and Parent Governor representatives 
who have voting rights and serve on the Children, Young People and Families 
Scrutiny Panel.  Non-statutory Co-opted Members are Youth Council 
representatives serving on the Children, Young People and Families Scrutiny 
Panel and Wolverhampton Healthwatch members serving on the Health 
Scrutiny Panel. 
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 “political group” - a political group as defined in Regulations made under the 
Local Government and Housing Act 1989. 

 
 “political balance rules” - the rules made under the Local Government and 

Housing Act 1989.  
 
 “Scrutiny Board”- Board comprising Councillors who are not Cabinet Members. 
 

“Scrutiny Panel” - Panels comprising Councillors who are not Cabinet 
Members. 
 

 Regulatory or other Committee” - Committees or Panels comprising 
Councillors or other persons established to deal with functions which are 
neither reserved to the Full Council nor are Cabinet functions. 

 
 “the 1972 Act” - the Local Government Act 1972.  
 
 “the 1989 Act” - the Local Government and Housing Act 1989. 
 
 “the 2000 Act” - the Local Government Act 2000. 
 
1.2 Rules 1 to 21 apply to meetings of the Full Council. 
 
1.3 The following Rules will apply to meetings of the Cabinet, Cabinet Panels, the 

Scrutiny Board or Scrutiny Panels and Regulatory or other Committees: 
 
 Rule 5   Time and Place of Meetings  
 Rule 6  Notice of and Summons to meetings except that notice of 

and summons of meetings shall be sent only to 
Councillors of the body in question. 

 Rule 7  Quorum except that: 
    (i) a Quorum shall be not less than 2; 
    (ii)   the Quorum of the Cabinet and the Cabinet Panels 

shall be in accordance with the Cabinet Procedure Rules. 
 Rule 11 (a) (b) (d) Motions without notice. 
 (e) (f) (g) (n) (p) 
 Rule 12   Rules of Debate. 
 Rule 14   Voting. 
 Rule 15   Minutes. 
 Rule 16   Record of Attendance. 
 Rule 17   Exclusion of public. 
 Rule 18.2 – 18.5 Councillors’ conduct. 
 Rule 19    Disturbance by the public. 
 Rule 21.1  Suspension of Council Procedure Rules. 
 
 
1.4 Rule 21 will apply to Regulatory or other Committees only. 

 
1.5     (i)Subject to (ii) below, filming, including the taking of photographs, video 

recording, the use of tweeting, blogging or other forms of social media by the 
public and press will generally be allowed in respect of Part 1 (public) of the 
proceedings of Full Council, Cabinet, Scrutiny and Regulatory or other 
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Committee meetings of the Council in accordance with the Protocol set out in 
this section. 

 
(ii) Individual Chairs of meetings may, in the interests of the good conduct of a 
meeting, refuse permission for such activity. Any decision to refuse permission 
will be explained at the meeting and will not be open to challenge. 

 
2. Annual Meetings of the Council  
 
2.1 Timing and business 

 
In a year when there is an ordinary election of Councillors, the annual meeting 
will take place within 21 days of the retirement of the outgoing Councillors.  In 
any other year, the annual meeting will take place in May. 

  
The annual meeting will: 

 
a. elect a person to preside if the Mayor and the Deputy Mayor are not present; 

 
b. elect the Mayor of Council; 

 
c. appoint the Deputy Mayor of Council; 

 
d. approve the minutes of the last meeting; 

 
e. receive any announcements from the Mayor; 

 
f. elect the Leader of the Council; 

 
g. receive the Leader’s appointments to the Cabinet; 

 
h. appoint the Scrutiny Board and at least one Scrutiny Panel; a Standards 

Committee and such other Regulatory or other Committees as the Council 
considers appropriate to deal with matters which are neither reserved to the 
Council nor are Cabinet functions (as set out in this section); 

 
i. appoint Councillor Champions; 

 
j. appoint representatives to Outside Bodies unless the appointment is a Cabinet 

function or has been delegated by the Full Council; 
 

k. approve the scheme of delegation or such part of it as the Constitution 
determines it is for the Council to approve (as set out in Part 2); 

 
l. approve a programme of Ordinary Meetings of the Full Council, the Cabinet, 

the Scrutiny Board and Scrutiny Panels and Regulatory or other Committees 
for the year; and 

 
m. consider any business set out in the notice convening the meeting.  

 
2.2 Appointments to the Scrutiny Board Scrutiny Panels, Regulatory or other 

Committees and Outside Bodies 
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 At the Annual Meeting, the Council will: 
 

a. decide which Scrutiny Panels and Regulatory or other Committees to establish 
for the municipal year; 

 
b. decide the size and terms of reference for the Scrutiny Board, Scrutiny Panels 

and Regulatory or other Committees; 
 

c. decide the allocation of seats to political groups in accordance with the political 
balance rules set out in paragraph 2.4 below; 

 
d. appoint a Councillor Champions ;  

 
e. appoint to the Scrutiny Board, Scrutiny Panels, Regulatory or other 

Committees and outside bodies except where appointment to those outside 
bodies has been delegated by the Full Council or is exercisable only by the 
Cabinet; 

 
f. appoint voting and non-voting co-opted members to the Scrutiny Board, 

Scrutiny Panels and Regulatory or other Committees. 
 
 Note: Every Councillor who is not a Cabinet Member shall serve on at least 

two Scrutiny Panels or two Regulatory or other Committees or on at 
least one of each such bodies.  Appointment to the Scrutiny Board will 
count towards the requirement to sit on at least two bodies. 

 
2.3 Appointment of Chairs to the Scrutiny Board, Scrutiny Panels and Regulatory 

or other Committees 
 

a. Full Council will appoint from among the voting Councillors, Chairs and Vice-
Chairs of the Scrutiny Board, Scrutiny Panels and Regulatory or other 
Committees. 

 
b. If any appointment possible under the previous paragraph is not made, the 

body at its first meeting after the annual meeting of the Council shall, from 
among its voting Councillors, appoint a Chair and Vice-Chair.  

 
c. If it is necessary for the body to appoint a person to preside, the Head of Paid 

Service shall call on a Councillor of the body to move that a voting Councillor 
of the body shall take the Chair.  

 
 Note:  The appointment of the Chair of the Standards Committee shall be in 

accordance with Article 9.2 of the Constitution. 
 
2.4  Political Balance Rules 
 

a. The Local Government and Housing Act 1989 requires that the Council 
periodically reviews the political composition of the Council and how this is 
applied to appointments to Committees and Sub- Committees of the Council. 
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b. The rules for securing political balance on Committees and Sub-Committees 
appointed by local authorities are contained in sections 15 and 16 of the Act 
and the Local Government (Committees and Political Groups) Regulations 
1990. 

 
     The Council is under a duty to: 

 

• Ensure the membership of those Committees and Sub-Committees 
covered by the rules reflect the political composition of the Council as far 
as practicable; 

 

• To review the allocation of seats to political groups at or as soon as 
practical after the Annual Council meeting and at certain other specified 
times e.g. as a result of changes in political balance or an increase in the 
number of Committees established 

 

• To allocate seats on the Committees to the political groups in proportion to 
their numerical strength on the Council, as far as is practicable; 

 

• To accept nominations made by the groups for the filling of seat allocated 
to them 

 
 In determining the allocation of seats, the Council must also apply  the 

following four principles, as far as reasonably practicable: 
 

a. Not all seats to be allocated to the same political group 
 

b.  If a political group has a majority on the Council, it must have a 
majority of seats on the Committees 

 
c.   Subject to (a) – (b) above, the total of all seats on ordinary Committees be 

allocated to the groups in proportion to their respective strengths on the 
Council and 

 
d.   Subject to (a) – (c ) the number of seats on ordinary Committees or Sub-

Committees to be allocated to each political group in proportion to the 
number of all the seats on the Committee or Sub-Committee in proportion 
to their relative strengths on the Council. 

 
Independent Councillors who have not formed a political group in 
accordance with Regulation 8 of the Local Government (Committees and 
Political Groups) Regulations are to be allocated seats in accordance with 
section 16 (3) of the Regulations. 

 i.e. any seats not allocated according to the requirements in section 15 
 and section 16 of the Act, to be allocated to Councillors who are not 
 Members of any political group 
 

Under Section 17 of the Local Government and Housing Act 1989 and 
Regulation 21 of the Local Government (Committee and Political Groups) 
Regulations 1990 certain bodies of the Council are exempt from the 
requirements relating to political balance as they are established under 
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separate legislation. For this reason, the following meetings are not 
covered by these arrangements: - 

 

• The Cabinet 

• All Cabinet Panels 

• Standards Committee 

• Standards (Hearings) Sub Committee 

• Standards (Assessment) Sub Committee 

• Licensing Sub Committee 
 

Additionally, where meetings are (a) advisory in nature or (b) where the 
Council has determined otherwise and no Councillor has voted against, the 
political balance requirements need not apply. 

 
3. Ordinary Meetings of the Council  
 
 Ordinary Meetings of the Council will take place in accordance with a 

programme decided at the Council’s annual meeting.  Ordinary Meetings will: 
 

a. elect a person to preside if the Mayor and Deputy Mayor are not present; 
 
b. receive apologies for absence; 
 
c. approve the minutes of the last meeting; 
 
d. receive any declarations of interest from Councillors; 
 
e. receive any announcements from the Mayor; 
 
f. deal with any business from the last Council meeting; 
 
g. receive reports from the Cabinet, the Scrutiny Board, Scrutiny Panels and 

Regulatory or other Committees and receive questions and answers on 
any of those reports; 

 
h. receive reports about and receive questions and answers on the business of 

joint arrangements and external organisations; 
 
i. consider motions; and 
 
j. consider any other business specified in the summons to the meeting 

including consideration of proposals from the Cabinet in relation to the 
Council’s budget and policy framework and reports of the Scrutiny Board 
and Scrutiny Panels for debate.  

 
4. Extraordinary Meetings of the Council  
 
4.1 Calling ExtraOrdinary Meetings 

 
 Those listed below may request the Head of Paid Service to call Council 

meetings in addition to Ordinary Meetings: 
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a. the Full Council by resolution; 

 
b. the Mayor, or if the office of Mayor is vacant, or if the Mayor is unable to act for 

any reason, the Deputy Mayor;  
 

c. the Leader; 
 

d. the Monitoring Officer; and 
 

e. any five Councillors if they have signed a requisition presented to the Mayor 
and he/she has refused to call a meeting or has failed to call a meeting within 
seven days of the presentation of the requisition.  A requisition may be 
presented to the Mayor by being left for him/her with the Head of Paid Service; 

 
f. the Head of Paid Service shall arrange for the additional meeting to be held 

within 21 days of the receipt of the request.  If, after such a request has been 
made, and no meeting has been called within five days, the Councillors 
concerned shall inform the Head of Paid Service of their intention to call an 
extraordinary meeting of the Council, the business to be transacted and the 
date and time of the meeting. 

 
4.2 Business 
 
 The business to be transacted at an Extraordinary Meeting of the Council shall 

be only the business which is specified in the summons. 
 
5. Time and Place of Meetings  
 
 The time and place of meetings will be determined by the Head of Paid 

Service in consultation with the person presiding and notified in the summons. 

 
6. Notice of and Summons to Meetings  
 
 The Head of Paid Service will give notice to the public of the time and place of 

any meeting in accordance with the Access to Information Procedure Rules.  
At least five clear days before a meeting he/she will send a summons signed 
by him/her by post to every Councillor or leave it at their usual place of 
residence.  The summons will give the date, time and place of each meeting 
and specify the business to be transacted, and will be accompanied by such 
reports as are available. 

 
7. Quorum  
 
 The quorum of a meeting will be one quarter of the whole number of 

Councillors. During any meeting if the person presiding counts the number of 
Councillors present and declares there is not a quorum present, then the 
meeting will adjourn for fifteen minutes.  If after that period, there is still not a 
quorum present the meeting will end. Remaining business will be considered 
at a time and date fixed by the person presiding.  If he/she does not fix a date, 
the remaining business will be considered at the next ordinary meeting. 
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8. Duration of Meetings  
 
 Unless the majority of Councillors present vote for the meeting to continue, any 

meeting that has lasted for 3½ hours will adjourn immediately. A motion to 
continue the meeting shall be moved immediately before or immediately after 
the expiration of 3½ hours and before the person presiding declares the 
meeting closed.  Remaining business will be considered at a time and date 
fixed by the person presiding.  If he/she does not fix a date, the remaining 
business will be considered at the next ordinary meeting.  Provided that this 
shall not prevent: 

 
 a.  statutory or other business which by law must be transacted at any such 

meeting; 
 
 b.  the transaction of unopposed business, that is to say, business which can 

be transacted without the making of any speeches by any Councillor other 
than proposing and seconding of the necessary motions.  If any Councillor 
indicates that he/she wishes to speak thereon, the business shall not be 
regarded as unopposed, but the person presiding shall rule it as standing 
adjourned.    

 
9. Questions by Councillors  
 
9.1 On reports of the Cabinet, Scrutiny Board, Scrutiny Panels or Regulatory or 

other Committees 
 

 A Councillor may ask a Cabinet Member or the Chair of the Scrutiny Board or 
a Scrutiny Panel or a Regulatory or other Committee any question upon an 
item of a report of the Cabinet or Board or Panel or Regulatory or other 
Committee when that item is being received or under consideration by the Full 
Council. 

 
9.2 Questions on notice at Council meetings 
 
 Subject to Rule 9.4 below, a Councillor may ask: 
 
 a. the person presiding; 
 
 b. a Cabinet Member; 
 

c. the Chair of the Scrutiny Board or any Scrutiny Panel or Regulatory or 
other Committee; 

 
 d. a Councillor appointed as the Council’s representative on any joint 

authority or Committee where the Council is a constituent member 
 
 a question on any matter in relation to which the Council has powers or duties 

or which affects the City. The Monitoring Officer is authorised to reject if it is 
substantially the same as or similar to a question which has been put to a 
Council meeting in the last six months.  
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9.3 Number of questions 
 
 Subject to Rule 9.6 any Councillor may ask no more than one question (except 

questions under Rule 9.1) at a meeting of the Full Council.  The Leader of the 
Council and the leader of the main opposition group on the Council, if any, 
may ask more than one question at a meeting of the Full Council. 

 
9.4 Notice of questions 
 
 A Councillor may only ask a question under Rule 9.2 if either: 
 

 a.  they have given at least seven clear day’s notice in writing of the question to 
the Head of Paid Service or 

 
 b.  the question relates to urgent matters, they have the consent of the person 

to whom the question is to be put and the content of the question is given to 
the Head of Paid Service three hours before the start of the meeting. 

 
9.5 Response 
 
 An answer may take the form of: 
 

 a.  a direct oral answer by the person to whom the question was put or some 
other Councillor nominated by him/her; 

 
 b.  where the desired information is in a publication of the Council or other 

published work, a reference to that publication, or 
 
 c.  where the reply cannot conveniently be given orally, a written answer 

circulated later to the questioner.  
 
9.6 Supplementary question 
 
 A Councillor asking a question under Rule 9.2 may ask one supplementary 

question without notice of the Councillor to whom the first question was asked.  
The supplementary question must arise directly out of the original question or 
the reply. 

 
9.7  Councillor not present  
 
 If the councillor to whom the question has been addressed is not present at the 

Council meeting, another councillor may answer the question and any 
supplementary question in his/her place. If the councillor asking the question is 
absent, he/she may nominate another councillor to ask the question and a 
supplementary question.  

 
10. Motions on Notice  
 
10.1 Notice 
 

 a.  Except for motions which can be moved without notice under Rule 11, 
written notice of every motion, signed by at least one Councillor, must be 
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delivered to the Head of Paid Service not later than seven clear days  
before the date of the meeting. 

 
 b.  The Head of Paid Service shall not accept any notice of motion which, by 

reason of any enactment or provision in these Rules, could not be 
considered at the meeting for which it is given. 

 
10.2 Motions set out on Agenda 
 
 a.  Motions for which notice has been given will be listed on the agenda in the 

order in which notice was received, unless the Councillor giving notice 
states, in writing, that he/she withdraws it. 

 
 b.  A motion shall only be moved by the Councillor by whom notice has been 

given or by a Councillor authorised in writing by that Councillor. 
 
10.3 Number of motions 
 
 Any Councillor may give notice of not more than one motion for consideration 

at any meeting of the Full Council.  The Leader of the Council and the Leader 
of the Main Opposition Group on the Council, if any, may give notice of more 
than one motion for consideration at any meeting of the Full Council. 

 
10.4 Scope of motions 
 
 Motions must be about matters for which the Council has a responsibility or 

which affect the City. 

 
11. Motions without Notice  
 
 The following motions may be moved without notice: 
 

 a. to appoint a person to preside at the meeting at which the motion is 
moved; 

 
 b. in relation to the accuracy of the minutes; 
 
 c. to change the order of business in the agenda; 
 
 d. to refer something to an appropriate body or individual; 
 

 e. to receive reports or adoption of recommendations of the Scrutiny Board or 
Scrutiny Panels or Regulatory and other Committees or employees and 
any resolutions following from them; 

 
 f. to withdraw a motion; 
 
 g. to amend a motion; 
 
 h. to proceed to the next business; 
 
 i. that the question be now put; 
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 j. to adjourn a debate; 
 
 k. to adjourn a meeting; 
 
 l.  that the meeting continue beyond 3½ hours in duration; 
 
 m.  to suspend a particular Council Procedure Rule; 
 
 n.  to exclude the public and press in accordance with the Access to 

Information Procedure Rules; 
 
 o.  to not hear further a Councillor named under Rule 18.3 or to exclude 

him/her from the meeting under Rule 18.4; and 
 
 p.  to give the consent of the Council where its consent is required by the 

Constitution. 
 
12. Rules of Debate  
 

The diagram set out overleaf outlines the process for consideration of a 
motion, whether that motion be moved with or without notice. 

 
12.1 No speeches until motion seconded 
 
 No speeches may be made until a Councillor has moved a motion, explained 

its purpose and the motion has been seconded. 

 
12.2 Right to require motion in writing 
 
 When any motion of which notice has not been given, or any amendment has 

been moved and seconded, the person presiding may require the motion or 
any amendment to be written down and handed to him/her before it is further 
discussed. 

 
12.3 Seconder’s speech 
 
 When seconding a motion or amendment, a Councillor may reserve their 

speech until later in the debate. 

 
12.4 Content and length of speeches 
 
 Speeches must be directed to the question under discussion or to a point of 

information or point of order.  Except as detailed in paragraph 12.5, no speech 
moving a motion may exceed ten minutes and no other speech may exceed 
five minutes without the consent of the person presiding. 

 
12.5 Content and length of speeches: setting the budget or revised budget 
 
 At a meeting at which the annual budget is set (or a revised budget proposed), 

the principal speeches and responses of the leader of each Political Group, or 
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his/her nominated representative, shall not be time limited. All other speeches 
will be limited as detailed in paragraph 12.4. The group leader, or his/her 
nominated representative, will normally be the first person to speak from each 
group, and each group leader shall be entitled to be called before any other 
Councillor speaks. The Leader of the Council will normally propose the budget 
and, once it has been seconded, the other group leaders will be called in order 
of precedence according to the number of Councillors in each group. As with 
other Council meetings, the exact length of speeches and management of the 
debate is at the discretion of the person presiding. 

 
12.6 When a Councillor may speak again 
 
 A Councillor who has spoken on a motion may not speak again whilst it is the 

subject of debate, except: 
 
 a. to speak once on an amendment moved by another Councillor; 
 

 b.  to move a further amendment if the motion has been amended since 
he/she last spoke; 

 
 c.  if his/her first speech was on an amendment moved by another Councillor, 

to speak on the main issue (whether or not the amendment on which 
he/she spoke was carried); 

 
 d.  in exercise of a right of reply under Rule 12.10; 
 
 e.  on a point of order under Rule 12.13; and  
 
f.        on a point of information under Rule 12.14. 
 

12.7 Amendments to motions 
 
 a. An amendment to a motion must be relevant to the motion and will either be: 
 
   (i)  to refer the matter to an appropriate body or individual for 

consideration or reconsideration; 
 
   (ii)  to leave out words; 
 
   (iii) to leave out words and insert others; or 
 
   (iv) to insert words; 
 
   as long as the effect of (ii) to (iv) is not to negate the motion. 
 
 b.  Only one amendment may be moved and discussed at any one time.  

No further amendment may be moved until the amendment under 
discussion has been disposed of. 

 
 c.  If an amendment is not carried, other amendments to the original motion 

may be moved. In the absence of any such subsequent amendments, 
debate on the original motion will proceed. 
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 d.  If an amendment is carried, the motion as amended takes the place of 

the original motion.  This becomes the substantive motion to which any 
further amendments are moved. 

 
 e.  After an amendment has been carried, the person presiding will read out 

the amended motion before accepting any further amendments, or if 
there are none, put it to the vote.  

 
12.8 Alteration of motion 
 

a. A Councillor may alter a motion of which he/she has given notice with the 
consent of the meeting.  The meeting’s consent will be signified without 
discussion. 
 

b. A Councillor may alter a motion which he/she has moved without notice with 
the consent of the meeting. 
 

c. Only alterations which could be made as an amendment may be made. 
 
12.9 Withdrawal of motion 
 
 A Councillor may withdraw a motion which he/she has moved with the consent 

of the meeting. No Councillor may speak on the motion after the mover has 
asked permission to withdraw it, unless consent is withheld and the debate 
continues. 

 
12.10 Right of reply 
 

 a. The mover of a motion has a right to reply at the end of the debate on the 
motion, immediately before it is put to the vote. 

 
 b. If an amendment is moved, the mover of the original motion has the right of 

reply at the close of the debate on the amendment, but may not otherwise 
speak on it. 

 
 c. The mover of the amendment has no right of reply to the debate on his or 

her amendment. 
 
 
12.11 Motions which may be moved during debate 
 
 When a motion is under debate, no other motion may be moved except the 

following procedural motions: 
 

a. to withdraw a motion; 
 
b. to amend a motion; 
 
c. to proceed to the next business; 
 
d. that the question be now put; 
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e. to adjourn a debate; 
 
f. to adjourn a meeting; 
 
g. that the meeting continue beyond 3½ hours in duration; 
 
h. to exclude the public and press in accordance with the Access to 

Information Procedure Rules; and 
 
i. to not hear further a Councillor named under Rule 18.3 or to exclude 

him/her from the meeting under Rule 18.4. 
 
12.12 Closure motions 
 

 a. A Councillor may move, without comment, the following motions at the end 
of a speech of another Councillor: 

 
   (i)  to proceed to the next business; 
 
   (ii)  that the question be now put; 
 
   (iii) to adjourn a debate; or 
 
   (iv) to adjourn a meeting. 
 

 b. If a motion to proceed to next business is seconded and the person 
presiding thinks the item has been sufficiently discussed, he or she will give 
the mover of the original motion a right of reply and then put the procedural 
motion to the vote.  If the procedural motion is carried the original motion 
shall lapse. 

 
 c. If a motion that the question be now put is seconded and the person 

presiding thinks the item has been sufficiently discussed, he/she will put the 
procedural motion to the vote.  If it is passed, he/she will give the mover of 
the original motion a right of reply before putting his/her motion to the vote. 

 
 d. If a motion to adjourn the debate or to adjourn the meeting is seconded and 

the person presiding thinks the item has not been sufficiently discussed and 
cannot reasonably be so discussed on that occasion, he/she will put the 
procedural motion to the vote without giving the mover of the original motion 
the right of reply.  The original motion or remaining business shall then 
stand over as uncompleted business until the next meeting of the Council.  

 
12.13 Point of order 
 
 A Councillor may raise a point of order at any time.  The person presiding will 

hear him/her immediately.  A point of order may only relate to an alleged 
breach of these Council Rules of Procedure or the law.  The Councillor must 
indicate the Rule or law and the way in which he/she considers it has been 
broken.  The ruling of the person presiding on the matter will be final. 
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12.14 Point of information 
 
 A point of information may only relate to some material part of an earlier 

speech by the Councillor which may appear to have been misunderstood in 
the present debate.  The point of information may be given whilst another 
Councillor is speaking but only if that Councillor is willing to give way.  The 
ruling of the person presiding on the admissibility of a point of information will 
be final. 

 
12.15 Attendance at another body 
 

 A Councillor who is not otherwise entitled to speak at a body may so attend 
and speak (but not vote) during consideration of any item which he/she has 
moved or seconded at Council and which has been referred to that body. 

 

13.  Previous Decisions and Motions  
 

 Except on the recommendation of the Cabinet, the Scrutiny Board or a 
Scrutiny Panel or a Regulatory or other Committee, no matter which has been 
decided by the Full Council on a motion or otherwise shall again be submitted 
to the Full Council for further consideration until after the next annual meeting; 
and when any matter shall be so prohibited from being considered, the effect 
of this Rule shall not be evaded by substituting any motion differently worded 
but substantially the same in effect or in principle, and if any such attempt be 
made, the person presiding shall rule it out of order. 
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Process for consideration of Motions at Council  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

*Mover of the amendment has no right to reply 

Councillor moves motion 
(with or without notice) 

Motion is seconded? 

Is there an amendment 
to the motion? 

YES: becomes substantive motion 

 

Substantive motion 
is debated 

NO 

Right to reply: mover 
of substantive motion 

Vote on the 
substantive motion 

Substantive motion 
is carried? 

Becomes resolution of 
the Council 

YES 

Motion fails 

NO 

Fresh motion 
without notice 

Next item 
of business 

NO 

Amendment is 
seconded? 

YES: becomes substantive motion 

Debate amendment 

Mover of original motion 
right to reply (1st debate)* 

Vote on the 
amended motion 

Amendment to motion 
is carried? 

Mayor reads out new 
substantive motion 

Further 
amendment? 

YES 

NO 

YES 

NO 

NO 

YES 

NO 
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14. Voting  
 

14.1 Majority 
 
 Unless the Constitution provides otherwise, any matter will be decided by a 

simple majority of those Councillors voting and present in the room at the time 
the question was put.  The method of voting shall be at the discretion of the 
person presiding. 

 
14.2 Casting vote of person presiding 
 
 If there are equal numbers of votes for and against, the person presiding will 

have a second or casting vote exercised in accordance with the Protocol 
approved by the Council.  The protocol governing the use of the Mayor’s 
casting vote at meetings of the Full Council is set out in section 22. 

 
14.3 Recorded vote 
 

a.   If ten Councillors present at a meeting of the Council or one third of the 
Councillors present at a meeting of the Scrutiny Board or a Scrutiny Panel 
or a Regulatory or other Committee demand it, the names for and against 
the motion or amendment or abstaining from voting will be taken down in 
writing and entered into the minutes.  
 

b.   In relation to meetings of the Full Council only, a division bell shall be rung 
allowing a period of three minutes to enable Councillors to resume their 
places in the Chamber.  Any Councillor not then present shall not be 
permitted to vote on the issue in question. 

 
14.4 Right to require individual vote to be recorded 
 
 Where any Councillor requests it immediately after the vote is taken, his/her 

vote will be so recorded in the minutes to show whether he/she voted for or 
against the motion or abstained from voting. 

 
14.5 Voting on appointments 
 

 If there are two or more Councillors nominated for any position to be filled and 
there is not a clear majority of votes in favour of one person, then the name of 
the person with the least number of votes will be taken off the list and a new 
vote taken.  The process will continue until there is a majority of votes for one 
person. 

 
14.6 Voting on the Council’s budget 
 

In accordance with the Local Authorities (Standing Orders) (England) 
(Amendment) Regulations 2014, a record will be made in the minutes of the 
meeting of the names of the persons who cast a vote for or against the 
decision or who abstained from voting, where that vote is in relation to the 
setting of the Council’s budget or revised budget. 
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15. Minutes  
 
15.1 Signing the minutes 
 

 The person presiding will sign the minutes of the proceedings at the next 
suitable meeting.  The person presiding will move that the minutes of the 
previous meeting be signed as a correct record.  The only part of the minutes 
that can be discussed is their accuracy. 

 
15.2 No requirement to sign minutes of previous meeting at extraordinary meeting 
 

 Where in relation to any meeting, the next meeting for the purpose of signing 
the minutes is a meeting called under paragraph 3 of schedule 12 to the 1972 
Act (an Extraordinary Meeting), then the next following meeting (being a 
meeting called otherwise than under that paragraph) will be treated as a 
suitable meeting for the purposes of signing the minutes. 

 

15.3 Form of minutes 
 

 Minutes will contain all motions and amendments in the exact form and order 
the person presiding put them. 

 

16. Record of Attendance  
 

 A record will be made of all Councillors present during the whole or part of a 
meeting. 

 

17. Exclusion of Public 
  

 Members of the public and press may only be excluded either in accordance 
with the Access to Information Procedure Rules in Part 3 or Rule 19 below 
(Disturbance by Public). 

 

18. Councillors’ Conduct  
 
18.1  Disclosable Pecuniary Interests 

 
Any councillor who has a Disclosable Pecuniary Interest in any 
business being considered at a Council meeting must declare that item 
and leave the room where the meeting is being held whenever it 
becomes apparent that the business is being or is about to be 
considered at that meeting, unless the councillor has obtained a 
dispensation under the Council’s dispensation procedure. 

 
18.2 Standing to speak 
 

 When a Councillor speaks at a Council meeting he/she must stand unless 
unable to do  so and address the meeting through the person presiding.  If 
more than one Councillor stands, the person presiding will ask one to speak 
and the others must sit.  Other Councillors must remain seated whilst a 
Councillor is speaking unless they wish to make a point of order or a point of 
information. 
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18.3 Person presiding standing 
 
 When the person presiding stands during a debate, any Councillor speaking at 

the time must stop and sit down.  The meeting must then be silent. 
 
18.4 Councillor not to be heard further 
 

 If a Councillor persistently disregards the ruling of the person presiding by 
behaving improperly or offensively or deliberately obstructs business, the 
person presiding may direct that the Councillor be not heard further. 

 

18.5 Councillor to leave the meeting 
 

 If the Councillor continues to behave improperly after such a direction, the 
person presiding may direct that either the Councillor leaves the meeting or 
that the Councillor be removed from the meeting or that the meeting is 
adjourned for a specified period.   

 

18.6 General disturbance 
 

 If there is a general disturbance making orderly business impossible, the 
person presiding may adjourn the meeting for as long as he/she thinks 
necessary. 

 
19. Disturbance by Public  
 
19.1 Removal of members of the public 
 
 If a member of the public interrupts proceedings, the person presiding will warn 

the person concerned.  If he/she continues to interrupt, the person presiding 
will order his/her removal from the meeting room. 

 
19.2 Clearance of part of meeting room 
 
 If there is a general disturbance in any part of the meeting room open to the 

public, the person presiding may call for that part to be cleared. 
 
20. Suspension and Amendment of Council Procedure Rules  
 
20.1 Suspension 
 
 All of these Council Procedure Rules except Rule 14 and 15.2 above may be 

suspended by motion on notice or without notice if at least one half of the 
whole number of Councillors are present.  Suspension can only be for the 
duration of the meeting. This Rule will apply to meetings of the Cabinet, the 
Scrutiny Board, Scrutiny Panels and Regulatory or other Committees provided 
that one half of the whole number of voting Councillors are present. 

 
20.2 Amendment 
 
 These Council Procedure Rules may only be amended by the Full Council 

after consideration by the Monitoring Officer, the Constitution Review Group 
and the Governance Committee. 
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21.  Cancellation of meeting 
 
21.1  The Chair may cancel a meeting before the agenda has been issued if there is 

a lack of business for the meeting in question. Any decision to cancel a 
meeting should be taken at the earliest opportunity and every effort should be 
made to publicise the cancellation. In exceptional circumstances, where the 
agenda for a meeting has already been issued, the meeting may be cancelled 
or postponed by the Chair following consultation with other Members of the 
committee. If the meeting is postponed, where possible no less than five clear 
working days’ notice shall be given of the new date for the meeting. 

 
 
22. Approach to dealing with petitions at Council Meetings  
 

a. Where a Petition contains more than 5,000+ signatures, the Council’s 

Constitution provides for the matter to be debated by Full Council. 

 
b. Full Council will endeavour to consider the Petition at its next scheduled 

meeting, although on some occasions this may not be possible and 

consideration will then take place at the following scheduled meeting. 

 
c. The relevant Cabinet Member, or nominated substitute, will be in attendance at 

the Full Council meeting. 

 
d. The lead Petitioners will be given up to five minutes to present the Petition. 

The Petition will then be considered by Councillors for a maximum of a further 

40 minutes, of which up to five minutes will be specifically allocated to the 

Cabinet Member for his or her response. Broad timings are detailed in the 

diagram at the end of this section but they are provided as guidelines – 

management of the debate is ultimately at the Mayor’s discretion. 

 
Detailed procedure: 
 

(i) Democratic Services will have already invited representatives of the 
Petitioners (lead Petitioner and a further Petitioner to be referred to as 
the Second Petitioner) to attend the meeting and to give oral evidence 
to Full Council. Petitioners may also provide written evidence in support 
of their Petition. Full Council’s role is to ensure that appropriate action is 
taken in respect of each admissible Petition. 
 

(ii) A report on the details of the Petition, including background details and 
comments from the appropriate service, will have been circulated to 
Councillors, as part of their Council papers, together with a copy of the 
Petition; a copy of the report will also have been provided to the lead 
and second Petitioners. 
 

(iii) Petitioners may nominate someone else, including a Councillor, to 
speak and present the Petition on their behalf. In the absence of the 
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Petitioners, or a representative to speak on their behalf, Council will 
consider the matter anyway in accordance with this process. 
 

(iv) Where Petitioners are present, the lead and second Petitioners will be 
seated near to the public gallery. At the appropriate juncture, the lead 
and second Petitioners will be shown to a seat at the front of the 
Council Chamber. 

 
(v) The Petition will be considered as the first item of substantive business 

following consideration of formal Council business i.e. following 

consideration of Apologies for Absence, Declarations of Interest, 

Minutes and Mayor’s Communications. 

 
(vi) The Mayor will announce that the Petition will be considered as the next 

item of business, upon which a time limit of 45 minutes shall apply. This 

time limit includes five minutes for the lead or second Petitioner, but not 

both, to present the Petition.  

 
(vii) The Mayor will invite the relevant Cabinet Member to respond to the 

Petition and propose a motion in light of the Petition for Council to 

consider. The Cabinet Member has up to five minutes for his or her 

response, including proposal of a motion. The motion should be based 

upon one of the four options open to the Council for its response to a 

Petition: 

 
a. decide to take the action the Petition requests 

 
b. decide not to take the action requested 

 
c. decide to commission further investigation into the matter, for 

example by a relevant Cabinet meeting, or 

 
d. where the issue is one on which the Cabinet is required to make the 

final decision, Council must decide whether to make 

recommendations to Cabinet to inform that decision. 

 
(viii) The Mayor will ask if there is a seconder for the motion. 

 
(ix) The Mayor will invite Councillors to debate the motion, which may 

include asking questions of the Cabinet Member. Normal rules of 

debate with regard to amendments are suspended during consideration 

of a Petition. Any speaker is limited to a maximum of three minutes. 

  
(x) At the conclusion of the general debate, the Mayor will ask the lead or 

second Petitioners to ask up to three questions of the Cabinet Member. 

The questions must all be raised at the same time. 
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(xi) The Cabinet Member will have up to five minutes to respond to any 

questions raised. The Cabinet Member may recommend an amendment 

to their original motion based on the debate and consideration of the 

issues. 

 
(xii) At the conclusion of consideration of the item, the Mayor will ask 

Council to vote on the motion proposed by the Cabinet Member. In the 

event that the motion is not passed, an alternative motion will be 

proposed and seconded, based on the options detailed in (vii) above. 

Votes on a second or any subsequent motion will be taken immediately 

without any further debate. 

 
(xiii) Following approval of a motion, the Mayor will explain the outcome of 

the debate to the Petitioners and thank them for their attendance. At this 

point the lead and second Petitioners will be asked if they wish to either 

leave the meeting or, if not, return to their seats in the public gallery. 

 
(xiv) The lead and second Petitioners will receive written confirmation of Full 

Council’s decision. This confirmation will also be published on the 

Council’s website. 
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Petitions protocol flow diagram 
 
Timescale* 
 

 Activity  Notes 

5 minutes  The lead or second 
petitioner presents the 

Petition 

 The petitioners may nominate 
someone (including a 

Councillor) to speak on their 
behalf. 

  
 

   

5 minutes  Cabinet Member responds 
to Petition and proposes 

motion 
 

 The Cabinet Member will 
offer a response to the 
Petition and may ask 

questions of clarification of 
the Petitioners. 

     
20 minutes  Councillors participate in 

debate or ask questions of 
the Cabinet Member 

 

 Normal debate rules do not 
apply in terms of 

amendments. Three minutes 
maximum per speaker. 

     
3 minutes 

 
 Petitioner able to ask three 

questions of the Cabinet 
Member 

 

 All three questions to be 
raised at the same time. 

  
 

   

5 minutes  Cabinet Member to respond 
to any questions 

 

  

  
 

   

  The Mayor asks Council to 
vote on the Petition 

 

  

  
 

   

  The Mayor explains the 
outcome of the debate to 

the Petitioners 
 

  

  
 

   

  The lead and second 
Petitioner receive written 
confirmation of Council’s 

decision 

 This will normally be sent 
within 14 days of the meeting 

 
*Timings are provided as a guide. Exact timings are at the Mayor’s discretion. 
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22. Protocol Governing the use of the Mayor’s Casting Vote  
 
22.1 Introduction 
 

The Local Government Act 1972 provides that the Mayor has a second or 
casting vote at Council Meetings in two specific circumstances. 

 
a. The out-going Mayor must exercise a second or casting vote if there is a 

tie for the election of a new Mayor (Section 23 Local Government Act 
1972). 

 
b. On all other occasions the Mayor may (but is not obliged) to exercise a 

second or casting vote (Local Government Act 1972 Schedule 12 Para 
39(2)). 

 
Under revised arrangements for the rotation of the Mayoralty adopted at the 
Annual Council Meeting in May 2001 there should be no call to exercise a 
second or casting vote on the election of a new Mayor.  The vote should be 
unopposed.  
 
A tied vote at a Council Meeting in any other circumstances requires a clear 
and binding protocol governing the discretionary use of the second or casting 
vote which is – 

 
a. Based upon the principles set out in the Leader's speech to the Annual 

Council Meeting in May 2001 which established the arrangements for the 
rotation of the offices of Mayor and Deputy Mayor. 

 
b. Strongly endorsed by the Leaders of all three political parties on City of 

Wolverhampton Council on behalf of their groups and their nominees for 
the office of Mayor or Deputy Mayor. 

 
c. Accepted as an essential pre-requisite of office by all Councillors who are 

nominated for and appointed to the office of Mayor or Deputy Mayor. 
 

2.2 Protocol 
 

 It is the duty of the Cabinet to make decisions.  It is also in the interests of the 
City that there is certainty of decision making. 

 
 In the event of a tied vote at a Council Meeting the Mayor [or in his or her 

absence the Deputy Mayor] shall not exercise the second or casting vote 
unless advised by the Chief Executive; Section 151 Officer [as S151 Officer] or 
Director of Governance that it is necessary to do so. 

 
 In order to preserve the impartiality and dignity of the Office of Mayor 

whenever a vote is tied the Mayor shall obtain appropriate advice (if necessary 
by seeking a short adjournment) from the Chief Executive; Section 151 Officer 
[as S.151 Officer] or Director of Governance  

 
 

a. Whether it is necessary to use a second or casting vote. 
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b. If it is so necessary, how it should be done. 
 

On receipt of that advice the Mayor will reconvene the meeting, if adjourned, and 
inform the Council of the advice that has been received.  The Mayor will then vote in 
accordance with that advice exercising one of the four options identified in the 
schedule attached to this protocol. 
 
 
 
 
Councillor N G Davies OBE Councillor B K Carpenter Councillor R Whitehouse 
Leader of Labour Group Leader of Conservative Group Leader of Liberal  
  Democrat Group 

 
 
24.04.2002 25.04.2002 30.04.2002 
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ADVICE ACTION CONSEQUENCE 
 
Only one decision is 
permissible for the Council 
to act lawfully 

Option 1 
 Reconvene meeting and 

report advice received 
 Vote in accordance with 

that advice 

 Decision taken and actioned 

 
A decision must be taken 
at the meeting to 
protect/preserve the 
Council's position in 
relation to -  
 
(a) Any application for or 

entitlement to any 
grant or subsidy 

(b) The securing of any 
income or other 
revenue 

(c) The avoidance of any 
penalty or other 
liability 

(d) Any other matter of a 
like nature relating to 
the proper and lawful 
discharge of the 
Council's functions 

Option 2 
 Reconvene meeting and 

report advice received 
 Vote in a manner that 

protects/preserves the 
Council's interest 

 Where this can be limited 
to an interim step recall 
the Council to a special 
meeting to consider the 
matter afresh in 
accordance with Option 3 

 

 Decision taken and actioned 
 If possible this be limited to 

interim decision and special 
meeting be called in 
accordance with Option 3 

 
A decision must be made 
but may be deferred to 
enable discussions 
between party groups 

Option 3 
 Reconvene meeting and 

report advice received 
 Adjourn item to a special 

meeting when it will be 
considered afresh 

 
 Special meeting to be 

convened within 5 working 
days unless special reasons 
accepted by Monitoring 
Officer for shorter or longer 
period.  Such reasons to be 
specified in Summons for 
special meeting 

 Advice of Monitoring Officer 
will be sought and followed 
in relation to any interim 
arrangements that may be 
necessary as a result of the 
adjournment.  Such 
arrangements will, so far as 
possible, seek to maintain 
status quo pending a 
resolution of the issue 

No decision is required Option 4 
 Reconvene meeting and 

report advice received 
 Do not exercise casting 

vote 

 Item not carried – eligible for 
re-submission to a 
subsequent Council Meeting 
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1 Introduction 

1.1 The Contract Procedure Rules (CPRs) are made under the provisions of 
section 135 of the Local Government Act 1972 and govern the making of 
contracts for and on behalf of the Council. 

1.2 The CPRs form part of the Council’s Constitution and will be reviewed 
annually.  

1.3 These CPRs apply to all contracts entered into by the Council and to all 
Officers involved in the procurement of supplies, services or the execution of 
works and provide a basis for true, open and fair competition.  

1.4 All contracts must be in writing. Officers should not agree to offers from 
Providers verbally as this can create a binding verbal contract. 

1.5 These CPRs also apply to all third parties who undertake procurement on 
behalf of the Council. 

1.6 These CPRs refer to the OJEU thresholds for Services and Supplies as 
published by the European Commission. 

1.7 Any procurement where the Council is the lead or contracting body will 
be subject to these CPRs.  They may not be waived except in the specific 
instances referred to in these CPRs.  Procuring Officers must ensure that 
any advisors, agents, consultants and contractual partners acting on their 
behalf comply with these CPRs.  Where other public bodies are acting as 
the lead or contracting body then their own Contract Procedure Rules, 
Contract Standing Orders or similar rules will apply. 

1.8 These CPRs should be read in conjunction with the Councils Financial 
Procedures and other advice, guidance and policies issued by the Head 
of Procurement. 

1.9 The CPRs do not supersede the provisions of EU Directives and UK 
legislation governing procurement especially the Public Contract 
Regulations and subsequent updates and the duty to obtain best value 
under the Local Government Act and associated Regulations. 

1.10 Where there is any conflict between legislation and these CPRs, the 
legislation will always override these CPRs. 

1.11 A breach of these CPRs will be viewed as a disciplinary matter and will 
be reported immediately to the Head of Audit, who will investigate and 
recommend appropriate action. 

 
2 General 

 
2.1 Every Officer, including temporary, agency and interim staff, or Councillor 

involved in any decision in respect of any Provider or contract in which 
they, any immediate member of their family, or close associate has a 
Pecuniary Interest shall immediately notify the Director of Governance 
who shall make a record in the register kept for the purpose under s.117 
Local Government Act 1972. 
 

2.2 In the event of any doubt or uncertainty as to whether a Pecuniary 
Interest will occur advice should be sought from the Director of Finance 
who will consult with the Head of Audit and Director of Governance. 
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2.3 Adequate records, including electronic copies of contracts, shall be kept 
of each procurement process for a minimum period in accordance with 
the Council’s Records Management Policy and Public Contracts 
Regulations. 

 
2.4 The procurement of certain items, e.g. legal representation, services in 

connection with the sale of securities and financial instruments, are not 
subject to the requirements of Public Contracts Regulations. These 
procurement processes will follow the ethos of these rules and an 
Exemption will be required to document the reasons for any deviances 
from the CPRs. 

 
3 Procurement Processes 
 
3.1 The table that follows sets out how a procurement process must be 

undertaken based on the total value of the contract;  
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Anticipated Value 

of a contract 

(Excluding VAT) 

Procurement Route Advertising Evaluation Approval Authority to Sign 

Contract 

Below £250 (higher 

by exception with 

agreement from 

Head of 

Procurement) 

Procurement Cards should be 

used. 

Not required. Lowest price. Budget Manager in advance of 

purchase. 

 

Not required 

Upto £9,999 Request for Quotation (RFQ) 

Obtain at least one written 

Quotation. 

Managed by Service team. 

Advice available from 

Procurement. 

If openly advertised, then 

contact Procurement to 

advertise on Council’s e-

tendering site. 

and  

Twitter @BuyWolves  

 

Lowest price. If a new Provider, then complete a 

Supplier Creation Form (on 

intranet) and submit to the Hub. 

then 

Attach quote to requisition in 

Agresso. 

then 

Approval in accordance with 

Agresso workflow i.e.; 

1) Budget Manager as the 

Scheme of Delegation 

2) Procurement  

3) Technical (if necessary) 

Not required.  

Purchase Order 

via Agresso. 
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Anticipated Value 

of a contract 

(Excluding VAT) 

Procurement Route Advertising Evaluation Approval Authority to Sign 

Contract 

£10,000 to £50,000 Request for Quotation (RFQ) 

Obtain at least three written 

quotations. 

Managed by Service team. 

Advice available from 

Procurement. 

 

 

If openly advertised, then 

contact Procurement to 

advertise on Council’s e-

tendering site. 

and  

Twitter @BuyWolves  

 

If contract value is above 

£25,000 then contact 

Procurement to advertise 

on Contracts Finder 

website 

Lowest price 

or 

by exception most 

economically 

advantageous based on 

criteria published with 

the request for 

quotation. 

If lowest price used, then attach all 

quotes to the requisition in 

Agresso. 

or 

If the most economically 

advantageous criteria are used 

then an “Authorisation to Award” 

form is completed. 

then  

If a new Provider complete a 

Supplier Creation Form (on 

intranet) and submit to the Hub. 

then 

Attach “Authorisation to Award” 

and quotes to requisition in 

Agresso. 

Approval in accordance with 

Agresso workflow i.e.; 

1) Budget Manager as the 

Scheme of Delegation 

2) Procurement  

3) Technical (if applicable) 

 

 

 

 

 

Purchase Order 

via Agresso 

and 

If the Council’s 

Standard Contract 

is used, then an 

Officer in 

accordance with 

the Scheme of 

Delegation 

or 

If a bespoke 

contract, then 

Legal Services 

Authorised 

Signatory 

 

P
age 48



Appendix 5 - Contract Procedure Rules 

 

 

Sensitivity: NOT PROTECTIVELY MARKED 

Anticipated Value 

of a contract 

(Excluding VAT) 

Procurement Route Advertising Evaluation Approval Authority to Sign 

Contract 

£50,001 to OJEU 

threshold for 

Services and 

Supplies 

 

 

 

Threshold applies 

to all contracts 

including Works 

and Social or 

Other services (as 

defined in Public 

Contracts 

Regulations) 

 

Invitation to Tender (ITT) 

Advice must be sought from 

Procurement before 

commencing and a “Starting a 

Procurement” form completed. 

 

Tender process using the 

Council’s e-tendering system. 

 

A single stage ITT must be used 

for all contracts upto the Goods 

and Services threshold. 

 

Managed by Procurement 

Council’s e-tendering 

system 

Twitter @BuyWolves 

Contracts Finder Website 

 

 

Most economically 

advantageous based on 

criteria published within 

the Invitation to Tender. 

An “Authorisation to Award” form is 

completed.  

then 

If a new Provider complete a 

Supplier Creation Form (on 

intranet) and submit to the Hub. 

then 

Request a Contracted Product 

Code from Procurement. 

then 

Approval in accordance with 

Agresso workflow i.e.; 

1) Budget Manager (as the 

Scheme of Delegation) 

2) Technical Approver (if 

applicable) 

 

 

 

Purchase Order 

via Agresso 

and 

If the contract 

value is less than 

£100,000 and the 

Council’s Standard 

Contract is used, 

then an Officer in 

accordance with 

Scheme of 

Delegation. 

or 

 

If the contract 

value is more than 

£100,000 

or 

If a bespoke 

contract  

then  

Legal Services 

Authorised 

Signatory 
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Anticipated Value 

of a contract 

(Excluding VAT) 

Procurement Route Advertising Evaluation Approval Authority to Sign 

Contract 

Over OJEU 

threshold for 

services and 

supplies.  

 

 

 

Advice must be sought from 

Procurement before 

commencing and a “Starting a 

Procurement” form completed. 

 

Delegated authority should be 

sought from Cabinet 

(Resources) Panel to award the 

contract when the evaluation is 

completed. 

 

Tender process using the 

Council’s e-tendering system. 

 

An Open procedure single stage 

ITT to be used  

or 

by exception an alternative 

procedure as stated in the 

Public Contracts Regulations 

with a justification approved by 

the Head of Procurement. 

 

Managed by Procurement. 

Council’s e-tendering 

system 

Twitter @BuyWolves 

Contracts Finder Website 

and 

If over the relevant OJEU 

threshold  

then  

Official Journal of 

European Union (OJEU) 

 

 

 

Most economically 

advantageous based on 

criteria published within 

the Invitation to Tender. 

An Individual Executive Decision 

report is completed if Delegated 

Authority from Cabinet 

(Resources) Panel has been 

granted in advance.  

or 

A Contract Award form is 

completed for inclusion in the 

Procurement Report for Cabinet 

(Resources) Panel. 

then 

If a new Provider complete a 

Supplier Creation Form (on 

intranet) and submit to the Hub. 

then 

Request a Contracted Product 

Code from Procurement. 

then 

Approval in accordance with 

Agresso workflow i.e.; 

1) Budget Manager (as the 

Scheme of Delegation) 

2) Technical Approver (if 

applicable) 

 

Purchase Order 

via Agresso 

and 

Legal Services 

Authorised 

Signatory 
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3.2 A single stage Open procedure should be used for all procurements unless there are exceptional circumstances as set out in the decision tree 

below (from Crown Commercial Service Procurement Policy Note 12/15). Further information can be found at: 

https://www.gov.uk/government/publications/procurement-policy-note-1215-availability-of-procurement-procedures-decision-tree 

3.3 For any procedure other than Open then approval must be obtained from the relevant Procurement Business Partner prior to commencement of 

the procurement. 
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3.4 Starting a Procurement 

3.4.1 Where the Council has an existing contract that is suitable to source the services, 

supplies or works required this should be used. Approval for not using an existing 

contract must be sought in advance from the relevant Procurement Business Partner 

and the technical or economic reasoning for not using the contract should be 

recorded. 

3.4.2 Where an existing contract that has been collaboratively procured or Framework 

Agreement established by another Public Body exists this should be considered prior 

to undertaking a new procurement. The technical or economic reasoning for not 

using the contract should be recorded. 

3.4.3 In such cases it is the duty of the Procuring Officer to ensure that the agreement has 

been procured in a legally compliant manner and that the Council is legally able to 

access the agreement.  The Procuring Officer should also ensure instructions in any 

access agreement, guidance notes or instructions are followed to ensure the 

procurement is compliant.  Failure to do this will make any contract awarded from the 

framework and possibly the whole framework invalid.   

3.4.4 If the value of a contract is forecast to be £50,000 or greater than the relevant 

Procurement Business Partner must be contacted at the earliest stage possible. A 

‘Starting a Procurement’ form must be completed prior to the commencement of a 

procurement process. 

3.4.5 In the event where a contract has no specific end date, such as ongoing support or 

maintenance contracts, then for the purposes of these rules the value should be 

considered over four years. 

3.4.6 If the value of any contract (including for works or social services etc.) is forecast to 

be greater than the OJEU threshold for Services and Supplies, then delegated 

authority to award the contract should be sought from the Cabinet (Resources) 

Panel.  A standard template is available from Procurement. 

3.4.7 Where the contract is complex or high value the Cabinet (Resources) Panel may, by 

exception, request that a further report is provided setting out the results of the 

evaluation prior to the contract being awarded.  

3.4.8 Where delegated authority has not been requested then authority to award the 

contract must be requested from the Cabinet (Resources) Panel. A standard 

template is available from Procurement. 

3.4.9 A Conflict of Interest declaration must be signed by all parties, including Officers 

(including temporary, agency and interim staff), involved in the procurement process 

and submitted to the relevant Procurement Business Partner prior to a procurement 

commencing. 

3.4.10 In the event of a conflict of interest the Head of Procurement shall determine the 

action to be taken. 

3.5 Publishing Contract Notices 

3.5.1 All procurement documentation must be completed and published with the 

Contract Notice. This as a minimum should include the specification, contract 
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terms, evaluation criteria and background documentation. If applicable 

anonymised staffing and pensions liabilities information must also be issued. 

3.6 Standard Selection Questionnaires (SSQ) 

3.6.1 The Standard Selection Questionnaire (SSQ) is the questionnaire issued by 

Crown Commercial Service to be used as part of a two-stage procurement 

process to select providers to be invited to tender. This replaces the previous pre-

qualification process (PQQ) 

3.6.2 SSQs must not be used for any procurement with a value less than the OJEU 

Services and Supplies threshold. 

3.6.3 For procurements above the OJEU threshold for Services and Supplies then 

SSQs can be used with the approval of the relevant Procurement Business 

Partner. 

3.6.4 SSQs must follow the mandated questionnaire issued by the Crown Commercial 

Service and the Councils e-tendering system must be used. 

3.7 Contents of a Request for a Quotation (RFQ) or an Invitation to Tender (ITT)  

3.7.1 A Request for a Quotation (RFQ) is used for procurements with a value less than 

£50,000. The evaluation criteria is the lowest price or by exception most 

economically advantageous tender based on criteria published with the RFQ. 

3.7.2 An Invitation to Tender is used for procurements with a value greater than £50,000 

or by exception for complex and high-risk procurements of any value. The 

evaluation criteria is the most economically advantageous tender based on criteria 

published with the ITT. 

3.7.3 The following information must be included within an RFQ or an ITT: 

3.7.4 Specification. 

A specification must; 

• clearly set out the requirements taking into account quality and standards 

required to be met and timescales for delivery. Any minimum requirements 

must be clearly stated. 

• consider the various matters prescribed by the Public Services (Social Value) 

Act 2012 and in particular how the contract might improve social, economic 

and environmental well-being. 

• consider the accessibility to Small and Medium size Enterprises (SME) and if 

necessary the contract should be divided into lots to make it more 

accessible. 

• consider the Shared Values and Principles included in Wolverhampton VCSE 

Compact Funding, Commissioning & Procurement Code of Practice where 

the contract may be suitable for VCSE organisations to deliver. 

• consider the Council’s policies including information governance, business 

continuity, equality and diversity, and safeguarding. 
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3.7.5 Price  

• How price will be evaluated should be clearly set out. 

• Where appropriate the whole life cycle cost, including cost of operation, 

maintenance and end of life, should be considered. 

 

3.7.6 Evaluation Criteria 

• All evaluation criteria and sub criteria, any financial models and a clear scoring 

matrix must be included, and full details disclosed to potential bidders. 

• These criteria cannot be deviated from once it has been published. 

 

3.7.7 Conditions of Contract 

• The Council’s standard forms of contract must be used for all supplies and 

services and the RFQ or ITT must refer to the relevant standard conditions 

identified on the Council’s website. 

• For works contracts standard industry forms must be used, for example, JCT, 

NEC or ICE etc.  

• A risk analysis of the scope and specification of the contract should be 

undertaken and additional requirements such as Disclosure and Barring 

checks, business continuity and information governance requirements should 

be identified and included as additional contract conditions if required. 

• Where there is a need to deviate from the Council’s standard forms of contract 

or amendments are required to works standard industry forms, due to the risk 

imposed by the nature of the procurement or where the standard contract is 

deemed to be unsuitable, contract terms must be drafted by Legal Services 

prior to the RFQ or ITT being advertised. 

• Contracts on supplier’s conditions will only be entered into on by exception 

and must be approved in advance by the Head of Procurement and Legal 

Services. 

• An RFQ or an ITT must include a clause empowering the Council to 

immediately reject a tender or terminate a contract if the tenderer offers any 

form of inducement to influence the decision to award the Contract.  This right 

to terminate will apply regardless of whether the inducement was accepted by 

the Officer or Councillor concerned. 

 

3.7.8 Durations 

• An RFQ should be advertised for a period of time appropriate to the 

complexity of the procurement and to ensure there are sufficient quotes 

received to demonstrate that a proper competition has taken place. 

• An ITT should be advertised for a period of time appropriate to the complexity 

of the procurement, as minimum this should be 2 weeks.   

• Where the contract value is above the OJEU Thresholds then the appropriate 

minimum time periods in accordance with the Public Contracts Regulations 

must be followed. 
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3.7.9 If a reduced timescale is required due to genuine urgent need then this must be 

recorded and approved by the relevant Procurement Business Partner prior to the 

procurement commencing. 

 

3.8 Contract value and duration 

3.8.1 Prior to a procurement being undertaken an estimate of the total contract value 

over its full duration, including any extension options must be established. A 

record of how this forecast was calculated should be retained. 

3.8.2 The value of the contract must not be split to avoid the application of the CPRs 

and Public Contracts Regulations. 

3.8.3 Contracts and Framework Agreements must not exceed a four-year duration 

unless a demonstrable economic benefit can be established, recorded and 

approved by the relevant Procurement Business Partner prior to the procurement 

commencing. 

3.9 Transfer of Undertakings Protection of Employment (TUPE) and Pensions 

3.9.1 Where a service is already being provided and is being retendered or tendered for 

the first time, the TUPE regulations need to be considered and if necessary 

staffing details incorporated within the ITT. Where appropriate information will 

need to be requested from current contractors. 

3.9.2 Advice from Legal Services and the relevant HR Business Partner must be sought 

at the earliest point that the Procuring Officer becomes aware that a staff transfer 

may form part of the procurement. 

3.9.3 Where a transfer of staff will occur Pensions liabilities and arrangements need to 

be considered and specialist advice sought from Procurement and Strategic 

Finance. 

3.10 Appointment of Temporary, Agency and Interim Staff 

3.10.1 Advice must be sought from the relevant HR Business Partner prior to 

commencing the appointment of any temporary, agency and interim staff. 

3.10.2 The appointment of temporary, agency and interim staff must be in accordance 

with these CPRs with the addition of an HR business case being approved. 

3.10.3 The appointment of temporary, agency and interim staff with an equivalent day 

rate of £500 or more must be approved by the Head of HR and the Cabinet 

Member for Governance prior to commencing the appointment. 

3.10.4 The appointment of temporary, agency and interim staff with an equivalent day 

rate of £499 or less must be approved by the relevant HR Business Partner prior 

to commencing the appointment. 

 

3.10.5 A copy of the completed Structure Management Request and relevant approval 

must be uploaded as an attachment to the Agresso requisition. 
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3.10.6 A report will be provided quarterly to the Cabinet (Resources) Panel setting out the 

appointments of temporary, agency or interim staff within the period since the 

previous report. 

3.10.7 In the event that temporary, agency or interim staff are proposed to transfer 

employment to become permanent employees then it is likely that transfer, finders 

or similar fees will be charged by the agency. Approval must be obtained in 

advance from the relevant HR Business Partner prior to any transfer of 

employment and payment of relevant fees. 

4 During a Tender 

4.1 Pre-procurement engagement 

4.1.1 Where discussions are held with stakeholders and/or potential bidders prior to the 

issue of an advert or Contract Notice then these should be recorded. 

4.1.2 Advice should be sought from the relevant Procurement Business Partner prior to 

any discussions to ensure that any conflicts of interest are recorded, and 

mitigation measures put in place. 

4.2 Communications with tenderers during procurement 

4.2.1 All communications with tenderers after the RFQ, SSQ or ITT has been issued 

must be conducted via the secure messaging service which forms part of the e-

tendering system.  

4.2.2 Verbal communication should not be carried out except to provide instruction on 

using the e-tendering system or in exceptional circumstances in the presence of a 

Procurement Officer who will make a record of the conversation. 

 

4.3 Quotation and Tender opening and late submissions 

4.3.1 All tenders in response to SSQs or ITTs will be submitted electronically through 

the Councils e-tendering system and cannot be opened until after the SSQ or ITT 

closing date.  

4.3.2 For RFQs which have not used the Council’s e-tendering system responses 

should be returned by email to the Procuring Officer. 

4.3.3 All late quotations and tenders must be referred to the relevant Procurement 

Business Partner.  They will only be accepted in exceptional circumstances if: 

• the other tenders have not been opened and; 

• there has been a failure of the e-tendering system or if the failure to comply is 

the fault of the Council. 

 

4.3.4 The final decision on whether a tender will be accepted is at the discretion of the 

Head of Procurement. 

4.3.5 The date for receipt of tenders may only be extended in exceptional 

circumstances.  This must be approved by the relevant Procurement Business 

Partner and the reasons documented.   
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5 Evaluation 

5.1 Evaluation of SSQ responses, quotations and tenders must be in accordance 

with the criteria and scoring published with the RFQ, SSQ or ITT. In the event 

no criteria have been published then the evaluation will be on lowest price. 

5.2 No information about SSQ responses, quotations and tenders should be 

shared with competing organisations. 

5.3 Questions from bidders must be submitted electronically, for RFQs by e-mail or 

through the e-tendering system where this has been used. Responses to 

questions must be shared with all bidders unless there is an overriding 

commercial or confidential reason. Advice should be sought from the relevant 

Procurement Business Partner if there is any uncertainty. 

5.4 Clarifications of SSQ responses, quotations and tenders maybe requested from 

bidders and must be made in writing using the e-tendering system. Advice 

should be sought from the relevant Procurement Business Partner in advance. 

5.5 Negotiations with tenderers are only permitted in limited instances with 

approval of the relevant Procurement Business Partner. 

5.6 Once an SSQ, RFQ or ITT has been evaluated and the successful organisation 

selected only minor refinements that do not substantially change the tenderer’s 

proposal, or the commercial position can be made. Advice should be sought 

from the relevant Procurement Business Partner in advance. 

5.7 Evaluators must come to a consensus on scores awarded, scores must not be 

averaged. 

5.8 Justification and reasons for the scores awarded must be recorded in writing 

and retained in accordance with Council’s Records Management Policy and 

Public Contracts Regulations. This information is to be used for providing 

feedback to bidders. 

6 Awarding a Contract 

6.1 Approval to enter into a contract 

6.1.1 Approval to award the contract must be granted prior to the award being carried 

out in accordance with the table in section 3. 

6.2 Mandatory standstill period 

6.2.1 For all contracts with a value above the OJEU threshold a mandatory ‘standstill 

period’ must be observed between notification of the contract award and 

conclusion of the contract in accordance with the Public Contracts Regulations. 

6.3 Letters of Intent to enter a contract 

6.3.1 Officers must not issue letters of intent, memorandums of understanding or similar 

communications without the prior approval of Legal Services. 

6.4 Contract Conditions 

6.4.1 Every contract shall be in writing and properly executed. 
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6.4.2 Contracts will be signed in accordance with the table in section 3. Contracts 

should only be signed after the correct approval to award has been granted. 

6.4.3 Contracts must be signed or executed under seal by the Legal Services 

Authorised Officer where required by statute or required by an external funding 

body or an assessment of the risk necessitates it. 

6.4.4 A scanned copy of the signed contract must be sent to the relevant Procurement 

Business Partner for inclusion in the Contracts Register. 

6.4.5 A signed paper hardcopy should be sent to Legal Services. 

6.5 Contract Award Notice 

6.5.1 Contract Award Notices must be placed in OJEU and Contracts Finder in 

accordance with the Public Contracts Regulations. The publication of notices will 

be undertaken by the relevant Procurement Business Partner. 

6.6 Feedback to Bidders 

6.6.1 Unsuccessful bidders should be informed of the outcome of a procurement 

process as soon as possible. 

6.6.2 Where there are two or more stages in a procurement process, unsuccessful 

bidders should be provided with feedback on their submission at the point they are 

excluded from the process. 

6.6.3 For RFQs where the only evaluation criteria is the lowest price the unsuccessful 

bidders should be advised of the total price of the winning bidder. 

6.6.4 For SSQs the unsuccessful bidders should be advised of their score against each 

criteria and weighted marks and reasons they did not meet the standard to be 

shortlisted. 

6.6.5 For ITTs where the evaluation criteria comprises quality, price and if applicable 

social value then unsuccessful bidders should be advised of their score against 

each criteria and weighted marks, the relative strengths and weaknesses of its 

proposal and total score and price of the winning bidder. 

6.6.6 Information on the successful bidder’s proposal including the method of 

undertaking the work or a breakdown of the price should not be provided to 

unsuccessful bidders. If there is any doubt advice should be sought from the 

relevant Procurement Business Partner. 

7 Exclusion of Providers from contracts 

7.1 If any of the following apply to a Provider, any person who has powers of 

representation, decision or control of the Provider, or an associated Provider, (e.g. 

within the same group, with same directors or owners etc.), then the Provider will 

be excluded from being awarded any Council contract or order: 

i) Is bankrupt or is the subject of insolvency or winding-up proceedings, where the 
organisation’s assets are being administered by a liquidator or by the court, 
where it is in an arrangement with creditors, where its business activities are 
suspended, or it is in any similar situation 
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ii) Have failed to pay taxes, social security contributions, business rates or similar 
 
iii) Have failed to comply with any other agreements with the Council, e.g. failure to 

meet grant conditions, defaulted on a contract or other legal agreements. 
 

7.2 In the event that any of the above apply then the Provider should be requested to 

submit an explanation which details actions taken to rectify the situation. It is the 

Head of Procurement’s decision, in consultation with the Director of Governance, 

to assess the Provider’s explanation and whether to exclude the Provider. 

8 Exemptions 

8.1 The CPRs ensure that the Council complies with its legal requirements and is 

fair and transparent with respect to how public money is spent. Only in 

exceptional circumstances will approval be granted to do something different. 

Where this is needed an Exemption will be approved by the Head of 

Procurement and Director of Finance.  

8.2 If the value of the Exemption is greater than the OJEU threshold for Services 

and Supplies, then approval must be sought from the Cabinet (Resources) Panel.  

8.3 An Exemption is an approval that the CPRs cannot be followed for a reason 

that is out of the Council’s control. 

8.4 All Exemptions from these rules must be recorded using the Exemption Form 

and approved before entering into a contract with a supplier. 

8.5 Circumstances where time is lost through inadequate forward planning or any 

unnecessary delays will not constitute a reason to issue an Exemption and 

Officers should make adequate preparation in advance of commencing the 

procurement exercise. 

8.6 An Exemption will only be approved if it is for one of the following reasons; 

8.6.1 Where an existing contract that is suitable for the services, supplies or works 

required is not used. A business case to justify not using the existing contract for 

either technical or economic reasons must be demonstrated. This should be 

attached to the Exemption. 

8.6.2 Where there is only one supplier within the market. Evidence that this is the case 

and what investigation has been done to try and find other suppliers must be 

demonstrated. This should be attached to the Exemption. 

8.6.3 Where the procurement activity is grant funded and the supplier is named as a 

condition of that funding. A copy of the grant agreement or other evidence should 

be attached to the Exemption. 

8.6.4 Where the Council is buying goods on behalf of another organisation. The 

procurement will need to be undertaken in accordance with that organisations 

CPRs or equivalent. A copy of the agreement to undertake this activity should be 

attached to the Exemption. 

8.6.5 Where the Council is matching grant funding and the original grant has been given 

conditionally on the use of a named supplier, group of suppliers or particular 
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framework. A copy of the grant agreement or other evidence should be attached to 

the Exemption. 

8.6.6 Where the Council has required an applicant for a grant to provide a detailed 

breakdown of their costs and in order to do so they have identified a supplier. A 

copy of the grant agreement or other evidence should be attached to the 

Exemption. 

8.6.7 Where services need to be procured as a matter of extreme urgency - e.g. in 

response to an emergency situation - and there is insufficient time to advertise etc.  

8.6.8 Where software is being procured that must be compatible with an existing ICT 

system and the cost of change is uneconomic. A business case justifying this 

should be attached to the Exemption. 

8.6.9 Contracts offered by the Chief Legal Officer (or designee) for the appointment of 

counsel. 

8.6.10     An exemption, in the form of an extension of up to 12 months, can be granted 

where there has been delay in the preparations for the procurement process as a 

result of the Covid-19 pandemic subject to the compliance with the Public 

Contract Regulations 2015.  

8.7 If an Exemption is not approved, then a change to what is being proposed will 

need to be undertaken to comply with the CPRs. If it is impossible to do this 

then a non-compliance will be recorded by Procurement, notified to the Audit 

team and an action plan to correct what is wrong will need to be put in place. 

8.8 Where there are repeated requests for Exemptions or where non-compliances 

are occurring in a service team then the relevant Budget Manager and 

Procurement Business Partner will produce a plan to assess the situation and 

propose remedial action to be taken. This plan will be provided to the relevant 

Head of Service and Head of Procurement. 

8.9 These occurrences will also will be reported to the Audit team for investigation. 

8.10 A list of Exemptions that have been approved will be reported to Cabinet 

(Resources) Panel every month. 

9 Contract Management, Variations and Extensions 

9.1 Prior to the award of a contract an Officer who will be responsible for managing 

the contract must be identified, known as the Contract Manager. 

9.2 Reporting and monitoring processes appropriate to the size and nature of the 

contract must be put in place to ensure that all obligations are fulfilled by the 

contracted parties. 

9.3 Contracts may only be varied to implement minor changes either increasing or 

decreasing the service and for services of a similar nature. 

9.4 Contracts should only be extended if options for extensions were included in 

the original contract. 

9.5 Contract variations and extensions must follow the same authorisation process 

as though they were new procurements i.e. less than the OJEU threshold for 
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Services and Supplies requires approval in accordance with the Scheme of 

Delegation, over the OJEU threshold for Services and Supplies requires 

approval from Cabinet (Resources) Panel. The services and supplies threshold 

applies to all contracts including works and where the “light touch” regime 

applies.  

9.6 If the value of the original contract plus the sum of any extension or variation 

exceeds the thresholds within these CPRs with the result that a different 

procurement process should have been used, then an Exemption will need to 

be requested. 

10 Social Care Contracts 

10.1 It is recognised that either because of service user choice or the nature of the 

market for specialist placements that for some types of social care contracts that 

competitive procurement processes cannot be undertaken.  

10.2 Only contracts for the following have specific exclusions from these CPRs; 

10.3 Residential Care  

10.3.1 Residential Care placements are exempt from the full requirements of the 

CPRs. Sections 1,2,7,8 and 9 apply. 

10.3.2 The Council will contract with Residential Care Providers using a standard 

contract. The contract will set out a breakdown of the price. Any deviations 

from this standard contract must be approved in advance by the relevant 

Director who will consult with the relevant Head of Service.  

10.3.3 If a weekly fee for a placement is higher than in the table below then approval 

must be gained from the relevant Director who will consult with the relevant 

Head of Service prior to agreeing the placement with the Provider; 

Primary Care Need Fee per week 

Looked after Children £3,000 

Physical disability, learning 
disability or mental health  

(children and adults) 

£2,000 

Older people Current Council standard rate 
for the relevant category 

10.3.4 For out of area placements for older people the fee per week must be either the 

current Council standard rate or the standard rate for the relevant local 

authority area. Out of area placements with a fee per week above this then 

approval must be gained from the relevant Director who will consult with the 

relevant Head of Service prior to agreeing the placement with the Provider. 

10.3.5 Where there is an emergency need and approval cannot practically be 

requested in advance then this should be notified to the relevant Director and 

relevant Head of Service as soon as possible and in all cases within 72 hours 
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10.3.6 In the event of the above in 10.3.2 to 10.3.5 occurring then the relevant 

Procurement Business Partner should be advised as soon as practical. 

10.4 Social Care Frameworks 

10.4.1 In addition to the requirements of 3.5.3 where a framework relating to Social 

Care is used, e.g. foster care placements, Form F Assessments and children’s 

residential care, then the following will apply; 

• Where placements are made outside of the Framework Agreements approval 
must be gained from the relevant Director who will consult with the relevant 
Head of Service prior to agreeing the placement with the Provider. 

• Prior to making a placement a breakdown of the price must be obtained 
from the Provider and value for money demonstrated. Advice should be 
sought from the relevant Procurement Business Partner where the costs are 
more than the typical expected costs. 

10.5 Educational Placements  

10.5.1 Where the Council is required to pay for Education Placements these are 

generally required to be paid in advance and are not subject to competitive 

tendering. 

10.5.2 Prior to making a placement a breakdown of the price must be obtained from 

the Provider and value for money demonstrated. Advice should be sought from 

the relevant Procurement Business Partner where the costs are significantly 

more than the typical expected costs. 

11 Finance Leases excluding Land and Property 

11.1 Where a contract requires the Council to enter into a finance or lease 

agreement then advice should be sought from the relevant Finance Business 

Partner in advance.  

11.2 In addition to the approvals required as set out in the table in 3.2, finance and 

lease agreements must be approved by the Director of Finance prior to signing. 

12 Loans, advance payments and similar arrangements 

12.1 As stated in the Financial Procedure Rules no Officer, including Interim and 

temporary staff, or Councillor shall, or commit to, enter into any loan, advance 

payment or similar arrangements without approval of the Director of Finance 

acting as the Section 151 Officer. 

13 Disposal of Assets excluding Land and Property 

13.1 The disposal of assets excluding land and property must comply with the 

following; 

 

Value of Assets Process Approval  

Less than £10,000 Minimum of three written 
quotes  
 

Relevant Director 
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More than £10,000 Open competition using 
the Council’s e-tendering 
system 
 
or 
 
Third party auction  
 

Director of Finance 

 

13.2 The value of the assets should be calculated on the value per disposal 

requirement, irrespective of how the items are disposed e.g. a group of similar 

items with a total value of £20,000 will require approval by the Director of 

Finance although the disposal maybe of individual items with values each of 

less than £10,000. 

13.3 Advice should be taken from the relevant Procurement Business Partner if it is 

determined that a third-party auction is a suitable route for disposal. 

13.4 The highest value unconditional bid received should be accepted unless, in the 

view of the relevant Budget Manager and the relevant Procurement Business 

Partner, a conditional bid offers better value to the Council. 

13.5 The chosen process must be approved in advance by the relevant Director, or 

Director of Finance. 

14 Concessions and Revenue Earning Contracts 

14.1 Prior to the Council awarding a concession or entering into a revenue earning 

contract, whether in its own right or with a commercial partner, approval of the 

commercial arrangements and contract terms and conditions must be obtained 

from the Director of Finance and from Legal Services.  

14.2 Where the concession or revenue has a value greater than the OJEU threshold 

for Services and Supplies or has a significant risk profile (as assessed by the 

Director of Finance and Legal Services) then approval is required from Cabinet 

(Resources) Panel prior to entering into the agreement. 

14.3 Where the Council is a bidder and submitting a proposal or tender in response 

to a contract opportunity then approval must be obtained from the relevant 

Director and the Director of Finance.  

14.4 Where the contract has a value greater than the OJEU threshold for Services 

and Supplies or has a significant risk profile (as assessed by the Director of 

Finance and Legal Services) then approval is required from Cabinet 

(Resources) Panel prior to submitting the proposal or tender. 

14.5 Advice from Legal Services must be sought prior to commencing any work on 

compiling a proposal or tender to determine if the Council has the power to 

enter into the contract. 

15 Land and Property Transactions 

15.1 General Procedure for Land and Property Transactions 
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15.1.1 Before land or property or an interest in land or property is offered for sale or 

lease the advice of Corporate Landlord will be sought and the Director of 

Regeneration/ Director of City Housing and Assets or a nominee (“the 

Director”) shall ensure that due regard is had to the Council’s guidance for the 

disposal of Council land and property. The Director shall ensure a suitably 

RICS qualified valuer’s estimate of the likely price or rent has been obtained.  

The Council will normally expect that best consideration is obtained in 

accordance with the relevant legislation.  

15.1.2 The advice of Corporate Landlord must be sought for all land and property 

transactions and/or proposals.  The Director shall ensure due regard is given to 

this advice.  The expectation is the advice should normally be followed unless 

there are specific circumstances that justify any variation in which case this will 

require the approval of Cabinet or Cabinet (Resources) Panel. 

 

Property Related Matters 

15.1.3 Where a contract or proposal is likely to have any property implications for the 

Council, such as the leasing, acquisition or use of premises (whether Council 

owned or otherwise), the advice of Corporate Landlord must be sought and 

followed.  

15.2 Scheme of Delegations for Property Transactions  

15.2.1 The following scheme of delegation for all land and property transactions must 

be followed:  

Delegation to the Director: - 

• Disposal of land by leases/lettings up to 7 years and annual rent up to 
£50,000.  
 

• Agreement of rent reviews up to a rent of £100,000 pa.  
 

• The grant or taking of annual Wayleaves. 
 

• The grant or taking of Licences to Occupy, Tenancies at Will, Licences to 
Assign, Alter and Underlet.  

 

• Tenancy Agreements and associated Deeds related to the letting of 
residential properties managed by Wolverhampton Homes 

 

15.2.2 Delegated decisions through an Individual Executive Decision Notice to the 

nominated Cabinet Member for City Assets in consultation with the Director. 

Details of all transactions must be reported to the Corporate Landlord Board at 

the next available opportunity. 

• The granting or taking of an Exclusivity Agreement 

• Disposal of property by licence/lease of more than 7 years and up to 25 
years and at an annual rent up to £100,000.  
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• Acquisition of property by licence/lease up to 25 years and annual rent up 
to £100,000, subject to agreed service requirement and provision in the 
budget.  

• Minor disposals by freehold sale or long lease at a premium, easement, 
dedication, release of covenants or other legal interest up to a value of 
£250,000.  

• Disposal by freehold sale, long lease, easement, dedication, release of 
covenants or other legal interest for a capital sum at a value not exceeding 
£2,000,000 where principle of disposal has been previously agreed by 
Cabinet (Resources) Panel.  

• Sales of freehold reversion under Leasehold Reform Act 1967.  

• Acquisition or appropriation of property in accordance with agreed policy 
and subject to provision in budget.  

• Surrender of leases for Estate Management needs or where financial 
difficulty is demonstrated.  

• Variations to lease covenants/clauses, settling of rent above £100,000 pa 
under rent reviews, licence/lease renewals in excess of 7 years and 
variations to existing agreements where financial difficulty is demonstrated.  

• Service of notices required to be served on lessees of the City Council 
terminating or altering the terms of a residential tenancy.  

• Agreement of compensation and other collateral agreements following the 
Compulsory Purchase of land. 

15.2.3 Cabinet (Resources) Panel Decisions 

• All other property acquisitions and disposals.  

15.2.4 Details of all transactions must be recorded and filed appropriately. 
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Glossary of Terms 

Concession Contracts where the consideration consists either solely in the right 

to exploit the work or service, or in this right to exploit together with 

payment. 

Contract An agreement between two or more parties relating to supplies, 

services, utilities or the execution of works for payment or 

otherwise by an agreement intended to bind those parties.  

Contract Notice An advert giving details of the contract being procured. The issue 

of the Contract Notice starts the SSQ, RFQ or ITT process. 

Contracts Register A database of all Council Contracts maintained by Procurement. 

e-tendering system The computer system used by the Council to undertake 
procurement activities 

Framework 

Agreement 

An agreement or other arrangement which establishes the terms 

under which the Provider will enter into one or more Contracts with 

the city council or other Public body during the period in which the 

Framework Agreement applies. 

OJEU Official Journal of the European Union. 

OJEU threshold The European Union Threshold pertaining to the values of 

Supplies, Services or Works which is published by the EU 

Commission and updated bi-annually in January. 

OJEU threshold for 

Services and Supplies 

As published on the European Commission’s website.  

 

Procuring Officer The service team Officer who is responsible for the procurement 
process. This also includes third parties who are procuring on 
behalf of the Council. 

Procurement Officer The member of the Procurement Team who has been assigned to 
the procurement exercise. 

Provider An organisation that supplies goods to, provides services to or 
undertakes works for the Council. 

Revenue earning 

contract 

A Contract where either part of the consideration is a share for the 
Council of any income generated by the Provider or where the 
Council is acting as a Provider to another party. 
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