
 

Submission of motions for inclusion on council agendas – briefing note for councillors 

Standing Orders 9 and 15 

 

1. Purpose 

This briefing note clarifies the procedural requirements for councillors wishing to submit a motion for 
inclusion on a Council meeting agenda, in accordance with the Council’s adopted Standing Orders 
(2025–2026). 

 

2. Requirement to Give Written Notice 

Under Standing Order 9(b): 

“No motion may be moved at a meeting unless it is on the agenda and the mover has given written 
notice of its wording to the Proper Officer at least 7 clear days before the meeting. Clear days do not 
include the day of the notice or the day of the meeting.”  

Accordingly: 

• The exact wording of the proposed motion must be submitted. 

• Notice must be given in writing to the Proper Officer. 

• Notice must be received at least 7 clear days before the meeting. 

• A motion cannot be moved unless it appears on the agenda. 

 

3. Scope of Motions 

Under Standing Order 9(a), a motion: 

• Must relate to the responsibilities of the meeting for which it is tabled. 

• Must relate to the Council’s statutory functions, powers and obligations, or 

• Must concern an issue specifically affecting the Council’s area or residents.  

 

4. Calculation of “7 Clear Days” 

Standing Order 9(b) confirms: 

• The day the notice is submitted does not count. 

• The day of the meeting does not count.  
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All full days in between are counted. 

For motions under SO9: 

• Weekends do count. 

• Bank holidays do count. 



• The exclusion of Sundays and bank holidays in Standing Order 3(b) applies to meeting 
notices, not to motion submission deadlines.  
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Practical Formula 

Meeting date − 8 days = latest submission date 

(7 clear days required plus 1 additional excluded day) 

 

5. Role of the Proper Officer 

Under Standing Order 15(b)(ii), the Proper Officer must include on the agenda all motions received in 
accordance with Standing Order 9 unless withdrawn.  
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However, Standing Order 9 provides that: 

• The Proper Officer may correct obvious grammatical or typographical errors (SO9(c)). 

• If wording is unclear, the motion may be rejected until resubmitted clearly at least 4 clear 
days before the meeting (SO9(d)). 

• If wording or subject is considered improper, the Proper Officer must consult the Chair 
before deciding whether to include or reject the motion (SO9(e)). 

• The Proper Officer’s decision on inclusion is final (SO9(f)).  

 

6. Motions Without Written Notice 

Standing Order 10 lists limited procedural motions that may be moved without written notice (e.g. to 
defer consideration, move to a vote, change order of business). Substantive motions require 
compliance with Standing Order 9.  

 

7. Governance Implications 

Failure to comply with Standing Order 9: 

• Prevents the motion from being moved. 

• Risks procedural challenge. 

• May undermine transparency and lawful decision-making. 

Councillors are therefore encouraged to submit motions well in advance of the minimum deadline. 

 


