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COUNCIL PROCEDURE RULES - SECTION 1 – COUNCIL MEETINGS 

 
5. TIME AND PLACE OF MEETINGS 

 The time and place of Council meetings will be notified in the summons. 

Meetings will normally be held at 7.30 p.m. in the Princes Theatre, Town Hall, Clacton-

on-Sea and the Council may, from time to time, vary the place, date or hour of a 

meeting or meetings.  Such variation will include holding the meeting or meetings by 

remote means in order to comply with the provisions of The Local Authorities and 

Police and Crime Panels (Coronavirus) (Flexibility of Local Authority Police and Crime 

Panel Meetings) (England and Wales) Regulations 2020.  Where it is not practicable 

for the Council to meet to agree a variation, such variation shall be determined by the 

Chairman (or failing him the Vice-Chairman) of the Council. 

6. NOTICE OF AND SUMMONS TO MEETING 

The Committee Services Manager will give notice to the public of the time and place 

of any meeting in accordance with the Access to Information Rules.  In addition to 

sending an electronic notification, at least five clear days before a meeting, the 

Committee Services Manager will send a summons by post to every member of the 

Council or leave it at their usual place of residence.  Although this is the default 

position, all members of the Council, are encouraged to opt out of receiving 

paper copies and elect to solely receive the summons via electronic notification 

at least five clear working days before the meeting. 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. 

6A. ACCESS TO INFORMATION 

For all purposes of the Constitution, the terms “notice”, “summons”, “agenda”, “report”, 

“written record” and “background papers” when referred to as being a document that 

is: 

(a) “open to inspection” shall include for these and all other purposes as being 

published on the website of the Council; and 

(b) to be published, posted or made available at offices of the Authority shall include 

publication on the website of the Authority. 

6B. REMOTE ACCESS TO MEETINGS 

(a)  For all purposes of the Constitution the term “meeting” is not limited in meaning 

to a meeting of persons all of whom, or any of whom, are present in the same 

place, for which purposes any reference to: 



(i)  “place” is to be interpreted as where a meeting is held, or to be held, 

includes reference to more than one place including electronic, digital or 

virtual locations such as internet locations, web addresses or conference 

call telephone numbers: and 

(ii)  “open to the public” includes access to the meeting being through remote 

means including (but not limited to) video conferencing, live webcast, and 

live interactive streaming and where a meeting is accessible to the public 

through such remote means the meeting is open to the public whether or 

not members of the public are able to attend the meeting in person; and 

(b)  If the Chairman is made aware that the meeting is not accessible to the public 

through remote means, due to any technological or other failure of provision, 

then the Chairman shall adjourn the meeting immediately. If the provision of 

access through remote means cannot be restored within a reasonable period, 

then the remaining business will be considered at a time and date fixed by the 

Chairman. If he or she does not fix a date, the remaining business will be 

considered at the next ordinary meeting. 

9. DURATION OF MEETING 

9.1 The business of ordinary meetings of the Council shall cease at 10.30 p.m. (or after a 

duration of three hours, whichever is the earliest) on the day on which the meeting 

commenced, or such earlier, or later, time as the Chairman shall consider appropriate. 

In the event that the Chairman wishes to extend the meeting beyond 10.30 p.m. 

(or beyond three hours) they will be expected to give an indication of the length 

of that extension and secure the consent of the Council in doing so. 

9.2 When the business of a meeting is terminated in accordance with 9.1 above any 

remaining business shall stand adjourned until a date and time to be fixed by the 

Chairman. 

9.3 Where 9.2 applies, given that the agenda and associated reports and papers for the 

original meeting have been published, the adjourned meeting can be called as soon 

as practicable and without necessary delay, having regard to the remaining business 

and venue availability.  In the case of Committees and Sub-Committees, where 

Substitutes have been appointed the same Members should attend (the Substituted 

Members must not take their seats). 

9.4 Notice of the adjourned meeting will be published on the Council’s website, unless the 

adjourned meeting is held within 24 hours. 

COUNCIL PROCEDURE RULES - PART 2 – COMMITTEE MEETINGS 

35. MEETINGS OF COMMITTEES 

35.1 Ordinary Meetings 

The Committees of the Council will normally hold meetings (known as Ordinary 

Meetings for the purposes of these Procedure Rules) on dates and at times as the 

Council decides at its Annual Meeting. 



The Chairman (or failing him the Vice-Chairman) of a Committee may, from time to 

time, vary the place, date or hour of a meeting or meetings of that Committee. Such 

variation will include holding the meeting or meetings by remote means in order to 

comply with the provisions of The Local Authorities and Police and Crime Panels 

(Coronavirus) (Flexibility of Local Authority Police and Crime Panel Meetings) 

(England and Wales) Regulations 2020. 

The business of ordinary meetings of a Committee etc. shall cease after a 

duration of three hours on the day on which the meeting commenced, or such 

earlier, or later, time as the Chairman shall consider appropriate. In the event 

that the Chairman wishes to extend the meeting beyond three hours they will be 

expected to give an indication of the length of that extension and secure the 

consent of the Committee etc. in doing so. 

For the avoidance of any doubt the above requirement does not extend to a 

meeting of any committee or sub-committee which is conducting a Hearing into 

licensing or standards/conduct or other regulatory matters. On such occasions 

the Chairman will be expected to call regular adjournments of the Hearing in 

order for participants to have comfort and/or refreshment breaks.   

35.2 Special Meetings 

1. The Chairman of a Committee can call a Special Meeting of a Committee at 

any time.   

2. A Special Meeting shall also be called on the requisition of a not less than a 

quarter of the whole number of Members of the Committee, delivered in writing, 

or by email to the Chief Executive but in no case shall less than three Members 

requisition a Special Meeting. 

No business except that set out in the Summons and Agenda shall be carried out at a 

Special Meeting of a Committee. 

 


