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INTRODUCTION

The majority of community organisations that are registered charities adopt a constitution which governs the way in which an organisation should be managed. However the constitution cannot cover all the points of committee and open meeting procedure. Associations are recommended to adopt a set of standing orders which refer to matters of procedure at a level of detail not covered by the constitution.

Once adopted the standing orders should remain consistent with the objectives expressed in the constitution and regular review should be undertaken to ensure this remains the case. This will be an agenda item at the AGM

Depending on the maturity of an organisation and individual members' familiarity with accepted standards of behaviour within meetings it serves only as a reminder of courtesy to:
· address remarks to the Chair

· accept that the Chair's decision on what can or cannot be discussed is final

· speak briefly and clearly so that what is agreed can be recorded by the Secretary

· try not to repeat what has already been said. Whether others' views are agreed with or not can be confirmed by your vote at the end of the discussion.
-----------------​

The procedure for adopting these Standing Orders was to obtain agreement by the Association at its meeting of 25th February 2014
 but subsequent amendments and additions will always be approved in Ordinary meetings or at the AGM review.
A printed copy of these Standing Orders shall made available upon request to any Association member.
1 NOTICE OF MEETINGS

OrdinaryMeetings of the Shevington and District Community Association (hereinafter 'the Association') shall be called by giving a minimum of seven days' notice.  Meetings of Assocation officers will arranged on an ad hoc basis.
In the case of Ordinary meetings and the Annual General Meeting timely notice will be posted on the Shevington Library notice board.
2 TIME AND PLACE OF MEETINGS

The Association  will meet on the last Tuesday of each month, excluding July and December. 
The person presiding at a meeting may exercise all the powers and duties of the Chair in relation to the conduct of the meeting.

Any Sub Committee appointed by the Association will determine its own frequency and time of Meeting. Meetings will not be open to other than designated Members, Association Chairman, Vice Chairman, Secretary and Treasurer, and/or co-opted members, and, by invitation, other persons who are essential parties to the matter under discussion at the discretion of the sub committee convenor.
Ordinary meetings shall be held on the last Tuesday of the month, one of which meetings being designated the Annual General Meeting which will normally be held on the last Tuesday in February annually. These meetings will be open to all residents and representatives of local organisations and the press.
The venue will be as determined and all will commence at 7.00pm. 
3 MEETING PROCEDURE
For Ordinary meetings a quorum of 10 members, two of whom should be officers, is required.
For the Annual General Meeting to proceed a minimum attendance of ten members is required.
4 EMERGENCY PROCEDURES

Power to summon a special meeting of the Association shall be vested in the Chairman or any two others of the Honorary Officers to discuss any special matter which in their opinion cannot wait until the next scheduled meeting of the Association. Should it prove impossible to provide due notice to the Association, a meeting of the Honorary Officers may be called but any decision made at their meeting shall be presented as a recommendation at the next full meeting of the Association. A quorum of three Honorary Officers will be required.
AGENDA AND ORDER OF BUSINESS

The Agenda for any meeting of the Association shall be prepared by the Secretary (or in the case of a sub committee by a designated member), acting in consultation with the Chair. Business will normally be dealt with in the order that it appears on the agenda except that the Chair of the meeting may with the consent of the meeting give precedence to special or urgent business.
‘Any Other Business’ shall feature on an Association Agenda but only at the discretion of the Chair, and if time allows, will any discussion be allowed on matters raised, and it may be necessary for the Chair to defer discussion to the next meeting to allow proper notice to members. No item requiring financial expenditure greater than £50 (fifty pounds) will be allowed for discussion and decision and shall be placed on the next meeting Agenda.

MINUTES

Minutes shall be kept of all meetings of the Association and they will include apologies and a list of those attending. They shall be signed and dated by the Chair after being proposed and agreed as a true and correct record. Minutes of the previous meeting shall be circulated to Association members in advance of the meeting. 
Discussion on the Minutes will be restricted to their accuracy, and after this is confirmed the Chair will accept questions on clarity and allow reports under the Agenda item, 'Matters Arising' with the exception of those matters which appear as an Agenda item in their own right.

Minutes shall be retained by the Secretary under obligation to return them to an Honorary Officer acting on behalf of the Management Committee. Copies of the signed Minutes of the Association's Meetings, any Sub Committee, Ordinary and Annual General Meetings shall be displayed within Shevington Library.
All minutes kept by the Association and by any Committee shall be open for inspection by any member of the Association without charge at a mutually agreed time.

VOTING

Only persons whose principal residence is within the area of benefit covered by the Constitution shall be entitled to vote at Ordinary meetings and Annual General Meetings or be elected to any office or committee. The area of benefit being defined as within 3 miles of the present Youth Club building, Inward Drive, Shevington.
Voting for the election of Honorary Officers shall be by show of hands following candidate proposal (for which the prior consent of the nominee must have been obtained, or self nomination). In the event of there being more than two nominations for any vacancies voting shall be by show of hands and the candidate receiving the lesser vote shall be withdrawn until one of two remaining candidates are elected by simple majority of those present and voting.

A ballot may be requested instead of voting by show of hands and can be proposed without prior notice being given and approved by a simple majority of those present. The Secretary will then undertake the ballot and maintain the count giving a total of the votes cast for each candidate at the end of each round of voting.
Vvoting shall be by show of hands and simple majority. A ballot may be proposed and approved by simple majority.
Recording of names for and against any proposition may be requested by any committee member and the Secretary will be required to do so in the Minutes.
The Chair may give an original vote on any matter put to the vote, with the exception of a vote to determine an election of a new Chair, and in the case of equality of votes the Chair may give a casting vote.

RESOLUTIONS MOVED WITHOUT NOTICE

Resolutions dealing with the following matters may be moved without notice;

· To appoint a meeting Chair

· To correct the minutes

· To approve the minutes

· To alter the order of business

· To proceed to the next business

· To close or adjourn the debate

· To refer a matter to a committee

· To appoint a committee

· To adopt a report

· To authorise legal documents

· To amend a motion

· To allow for the withdrawal of a motion or amendment

· To consider a question, otherwise than in committee, a question regarding the conduct of a committee member

· To exclude the press

· To exclude the public

· To silence or eject from the meeting a member named for misconduct

QUESTIONS

A member may ask the Chair any question concerning the business of the Association
Questions shall be put and answered without discussion. 

RULES OF DEBATE

A resolution or an amendment to a resolution shall be proposed and seconded by a member of the Association

If an amendment is moved the debate on it shall take place before a vote on the resolution itself. If the amendment is carried the resolution incorporating the amendment shall then be put to the meeting. If the amendment is lost the original resolution shall be put to the meeting

The mover of a resolution shall have the right of reply at the closure of the debate on the resolution, immediately before it is put to the vote. The mover of the resolution shall not have the right to speak during the debate on the amendment but shall have the right of reply at the closure of that debate. The mover of the amendment does not have the right to reply at the close of the debate.

A member shall direct their speech to the question under discussion or to a personal explanation or to a question of order.

An amendment shall be either

· To leave out words

· To leave out words and insert or add others

· To insert or add words

An amendment shall not have the effect of negating the motion before the Association

A motion ‘to proceed to next business’; ‘that the question now be put’; and ‘that the debate/meeting be adjourned’ must always be seconded. The Chair shall then have the right to decide whether the motion has been sufficiently debated and whether the mover of the resolution under discussion can exercise the right of reply.

RECISSION OF PREVIOUS RESOLUTION

A decision, whether affirmative or negative of the Association shall not be reversed within six months save by a special resolution in writing bearing the names of at least four members of the Association.
When a special resolution has been disposed of, no similar resolution may be moved within a further six months

DISORDERLY CONDUCT

No member shall misconduct themselves at a meeting by persistently disregarding the ruling of the Chair, by wilfully obstructing business, or by behaving irregularly, offensively, improperly or in such a manner as to scandalise the Association or bring it into contempt or ridicule.

If in the opinion of the Chair, a member has so misconducted themselves the Chair shall express that opinion to the Association meeting and thereafter any member may move that the member named be no longer heard or that the member named leave the meeting, and the motion, if seconded, shall be put immediately and without discussion.

If either of the motions mentioned in the previous paragraph is disobeyed the Chair may suspend the meeting or take such steps as may reasonably be necessary to enforce them.

FINANCE

Insofar as control of Finance is vested in the Treasurer these Standing Orders determine that reimbursement to Officers of proper expenses incurred in carrying out the Association's business shall be by cheque and be paid only when presented at an Association meeting. Any out of pocket mileage expenses authorised for business undertaken outside of the civil Parish of Shevington by Honorary Officers will be re-imbursed at rates to be laid down by the Association and must be agreed in advance by the Treasurer.
Where it is necessary to make a payment before it has been authorised by the Association, such payment shall be certified as to its correctness and urgency by the appropriate officer and confirmed by the Chair or Vice Chair of the Association.

Accounts for payment shall in the normal course of business be authorised by resolution at Management Committee meetings and cheques signed by the Treasurer and one other nominated signatory, normally an Honorary Officer, as shall be determined under the terms of the Bank Account mandate.
Accounting and Reporting requirements for Charities registered with the Charity Commission are governed by regulations under the 1993 Charities Act. The regulations cover:
· Presentation of charity accounts and annual reports, requiring charities to implement the Charities SORP (Statement of Recommended Practice)

· Independent examination or audit of the accounts

· A requirement for independent examiners or auditors to report directly to the Charity Commission serious breaches of charity Law which come to their attention.

This Association is governed by these Regulations. 

INTERESTS

Members of the Association are not ordinarily deemed to be in receipt of personal benefit in representing the interest of their nominating Organisation when matters of the Association's charitable activities are under discussion. However if the item under discussion represents a potential financial benefit to that Organisation the Association member represents then that interest should be declared to the Secretary for recording in the minutes and the member should not speak or vote on the matter and may at the discretion of the Chairman be asked to withdraw from the meeting. The benefit of any matter under discussion is not deemed to extend to any to be enjoyed by relatives of Association Members who are not themselves members of an organisation that will benefit from the decision.
If a candidate for any appointment under the Association's activity is to their knowledge related to an Association member then the member must declare that knowledge and take no part in any discussion or vote. A candidate who fails to reveal such a relationship shall be disqualified for such appointment and if appointed may be dismissed without notice. The Secretary shall make known the purport of this Standing Order to every candidate and issue a reminder to Association Members at the time of consideration of any appointment.
CONTRACTS

Where it is intended to enter into a contract for which estimates are greater than £5,000 in value for the supply of goods or materials or for the execution of works the Secretary shall give at least three weeks public notice of such intention in the same manner as public notice of meetings of the Association are given.

In addition a notice shall be placed in the Wigan Reporter or similar publication. The notice shall state the general nature of the intended contract and shall in addition state the name and address of the person to whom tenders are to be addressed and from whom details can be obtained, and the last date by which these tenders should reach that person.

If no tenders are received or are identical the Association may make such arrangements for procuring the goods or materials or executing the works as it thinks fit.

Association members are deemed to have a personal pecuniary interest if they or immediate family members are Directors, Partners, sole proprietors or are employed in any capacity by any party tendering and should declare that interest to the Secretary for recording in the minutes and withdraw from the meeting for the duration of the discussion.
SUSPENSION OF STANDING ORDERS AND POINTS OF ORDER

In matters of urgency the Chair may accept, with the approval of members, a motion to suspend one or more standing orders other than those in bold type. The proposer must state the reason for the suspension and the length of time it is desired it should last. A motion to vary or revoke a Standing Order permanently shall when proposed and seconded, stand adjourned to the next Ordinary meeting of the Association.

The ruling of the Chair on any questions arising from points of order under the Standing Orders shall be final.

THE CONSTITUTION

This Version was adopted at the Annual General Meeting of 25tth of February, 2014
Name

The name of the Association shall be the Shevington and District Community Association (hereinafter called the Association)

Objects

The objects of the Association shall be;

 to promote the benefit of the inhabitants of Shevington and the neighbourhood (hereinafter called the area of benefit) without distinction of sex or of political, religious or other opinions by associating the local authorities, voluntary organisations and inhabitants in a common effort to advance education and to provide facilities in the interests of social welfare for recreation and leisure time occupation with the object of improving the conditions of life for the said inhabitants.
The Association shall be non party in politics and non sectarian in religion.
The Association shall have power to affiliate to the National Federation of Community Associations and to other organisations with similar charitable objects.

Membership

Open to all Shevington and district residents.
At each Annual General Meeting a Chairman, Vice Chairman, Honorary Secretary and Honorary Treasurer shall be elected.  All shall hold office for one year and be eligible for re-election.
The Association may establish sub committees and working groups in pursuance of its objectives as and when deemed necessary.
Ordinary meetings

Shall be held on the last Tuesday of each month, excluding July and December and be open to all residents and representatives of local organisations.
Meetings procedure

Voting -

All matters shall be resolved by a simple majority of those present

Quorum
For Ordinary meetings a quorum of ten Members is required.
For the Annual General Meeting to proceed a minimum attendance of ten Members is required.
Minutes

A minute book shall be kept and a copy of each meeting's transactions be made available to all residents in the local library.

Annual General Meeting

Shall normally be held on the last Tuesday in February. Timely notice shall be given of that meeting to which all residents and representatives of local organisations shall be invited to attend and be eligible to vote on all matters, including election of Honorary Officers and amendments to the constitution brought before it.
Finance

All monies raised by or on behalf of the Association shall be applied to further the objects of the Association and for no other purposes.

The Honorary Treasurer shall keep proper accounts of the finances of the Association

The accounts shall be audited at least once a year by an independent examiner or qualified auditor.
An audited statement of accounts for the last financial year shall be submitted to the AGM.

Dissolution

In the event of the Association being wound up, any assets remaining after the payment of proper debts and liabilities shall be transferred to a local charity as determined at an ordinary meeting called for that purpose.

..................................

At its meeting of 25th of February 2014 the Association determined the interpretation of the Constitution document for the proper conduct of Association affairs in a set of Standing Orders of which this copy of the Constitution is included for reference. The formal adoption of these Standing Orders was approved at the Annual General Meeting of the Association on Tuesday 25th February 2014.
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