Part 4B
South East Wales Corporate Joint Committee Constitution
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Part 4B - Sub-Committee Procedure Rules

Establishment of Sub-Committees and Allocation of Seats

Establishment

Unless otherwise provided, the establishment, terms of reference and
allocation of seats of Sub-Committees will be determined by the CJC in
accordance with the CJC Meeting Procedure Rules.

Chair and Deputy Chair

The chair and, where the terms of reference allow, the deputy chair, of each
sub-committee shall be elected by the CJC in accordance with the CJC
Procedure Rules, unless where the terms of reference for that sub-committee
specify otherwise.

Period of Office

Unless the terms of reference for a particular sub-committee state otherwise,
the period of office of the chair, deputy chair and members of sub-committees
will continue until the first meeting following the Annual Meeting of the CJC.

Substitute Members

Unless the terms of reference of a particular sub-committee state otherwise,
substitute members may be appointed, in accordance with the Appointment of
Substitute Members Procedure Rule at Annex A, to take the place of a Sub-
Committee Member who is unable to attend a meeting. A substitute member
must speak and vote in his or her own capacity and is under the same
obligations as any other Member in respect of declaring personal interests and
complying with the Members’ Code of Conduct and all relevant procedure
rules.

Ordinary Meetings

Ordinary meetings of each Sub-Committee will take place in accordance with
a programme decided at the CJC’s Annual Meeting.
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2.2 Ordinary meetings of Sub-Committees will (as appropriate):

(@)
(b)
(c)
(e)
(f)

(9)

(h)

(i)

elect a person to preside if the chair and deputy chair are not present;
approve the minutes of the last meeting;

receive any announcements from the chair;

deal with any business from the last meeting of the sub-committee;

receive reports from the CJC and from any of the other sub-committees
and advice reports from officers of the CJC;

put questions to the chair or relevant officers of the CJC where
appropriate on items of business before the sub-committee and receive
responses;

consider requests from members of the sub-committee for items of
business to be considered;

consider any other business specified in the agenda of the meeting; and

(j) such other matter or matters which the chair has certified as being
urgent.
3. Extraordinary Meetings
3.1 Calling extraordinary meetings

(@)

(b)

Those listed below may request the proper officer to call a meeting of the
sub-committee in addition to ordinary meetings:-

(i) the CJC by resolution;

(i) the Chair of the sub-committee;
(iif) the Chief Executive;

(iv) the Monitoring Officer;

(v) one half of the membership of the sub-committee if they have
signed a requisition and presented it to the Proper Officer.

Any request presented in accordance with this Rule must be in writing,
specify the business to be transacted at the meeting and be
accompanied by a copy of any report to the meeting.

3.2 Business

Any extraordinary meeting called pursuant to Rule 3.1 will:
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6.2

(a) elect any person to preside if the chair and deputy chair are not present;
(b) consider the item or items of business specified in the request; and

(c) consider any other matter or matters which the chair has certified as
being urgent.

Time and Place of Meetings

The time and place of meetings will be determined by the Proper Officer and
notified in the agenda. The place of a meeting shall include provision enabling
meetings to be attended remotely by persons who are not in the same physical
place.

Notice of and Agenda for Meetings

The Proper Officer 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 three clear days before a meeting, the Proper Officer will send a
summons (notice of meeting) signed by him or her by electronic mail to every
member of the sub-committee. The agenda will give the date, time and place
of each meeting, including details of how the meeting may be accessed
remotely by persons who are not in the same physical place, and specify the
business to be transacted, and will be accompanied by such reports as are
available.

Chair of Meetings
Chair of the meeting

The Chair of the sub-committee will chair a meeting of the sub-committee and
in his or her absence the meeting will be chaired by the Deputy Chair of the
sub-committee (if any). In the absence of the Chair and the Deputy Chair of
the sub-committee, the sub-committee will choose a chair to chair the meeting.
The person presiding at the meeting may exercise any power or duty of the
Chair.

Conduct of the meeting by the Chair

The Chair shall conduct the meeting to secure a proper, full and effective
debate of business items particularly where a decision is required.

Quorum
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9.2

9.3

10.
10.1

Unless otherwise provided in the sub-committee’s terms of reference, quorum
of a meeting will be one quarter of the whole number of members (rounded up
to the nearest whole number). If fewer than the quorum attends the meeting
or if during any meeting the Chair counts the number of members present and
declares there is not a quorum present, then the meeting will adjourn
immediately. Remaining business will be considered at a time and date fixed
by the Chair. If he/she does not fix a date, the remaining business will be
considered at the next ordinary meeting.

Declarations of Interest

A member may at any time declare a personal interest under the Code of
Conduct and when a member indicates to the Chair that he/she wishes to
make a declaration he/she shall be heard immediately and shall be allowed to
make the declaration without interruption.

Voting
Maijority

Unless this Constitution or the law provides otherwise, any matter will be
decided by a simple majority of those members voting and present at the time
the question was put.

Show of hands/Electronic Voting

The Chair will take the vote by show of hands or by use of an electronic voting
system if available, whichever the Chair decides, or if there is no dissent, by
the affirmation of the meeting.

Right to require individual vote to be recorded

Where any member requests it immediately after the vote is taken, their vote
will be so recorded in the minutes to show whether they voted for or against
the motion or abstained from voting.

Minutes

The minutes will be approved by the person chairing the meeting or the person
chairing the next suitable such meeting by signing the minutes or electronically
signifying approval.
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10.2

11.
11.1

11.2

11.3

12.
12.1

12.2

13.

13.1

The Chair 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.

Attendance

Members will be regarded as present at a meeting where they attend that
meeting either physically at the place specified on the meeting agenda or by
remote means, which enables persons who are not in the same place to speak
to and be heard by each other.

All Councillors present during the whole or part of a physical meeting must
accurately record their attendance on the record of attendance provided for
that purpose.

Any Members attending the meeting remotely will have their attendance
recorded electronically via the meeting software and must leave the meeting
if they will not be present for any extended period of time during the meeting.

Members of the Public
Exclusion of members of the public

Members of the public and press may only be excluded either in accordance
with the Access to Information Procedure Rules or under Rule 12.2.

Disturbance by public

(a) If a member of the public interrupts or disrupts proceedings of a sub-
committee, the Chair will warn the person concerned. If they continue to
interrupt or causes disruption, the Chair will order their removal from the
meeting.

(b) If there is a general disturbance in any part of the meeting open to the
public, the Chair may call for that part to be cleared.

Electronic Broadcast and Recording of Proceedings of Sub-
Committees

Sub-Committee meetings shall be webcast by the CJC so that members of
the public not in attendance at the meeting can see and hear the proceedings.
Webcasts shall be available electronically on the CJC’s website for a period
of 12 months after the meeting.
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13.2  Other filming, recording and use of social media is permitted during sub-
committee meetings, provided that:

(i) The recording or transmission must create no disturbance, disruption or
distraction to the good order and conduct of the meeting;

(i) Notice has been given (on the meeting agenda and signage outside the
meeting) so that everyone attending the meeting is made aware that they
may be recorded and that by attending the meeting they are deemed to
consent to this;

(iif)  Any recording must be overt, not covert;

(iv) There is to be no recording or transmission of proceedings dealing with
any exempt or confidential information;

(v) The Chair shall have discretion, subject to proper consideration of any
relevant representations and legal advice, to prohibit a recording or
exclude anyone reasonably considered to be in breach of these rules;
and

(vi) The person making the recording or transmission shall be solely
responsible for complying with all applicable legal obligations arising
from their actions.

14. Reasonable Adjustments

The Chair may, from time to time, make minor changes to the application of
these rules to provide reasonable adjustments for disabled persons.
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Annex A

Appointment of Substitute Members Procedure Rules

1.

A member of a sub-committee who is unable to attend a sub-committee
meeting may submit a request to the Monitoring Officer to appoint a substitute
member, provided that the substitute Member is from the same authority.

A request to appoint a Substitute Member must:

(i) State the name of the Member making the request and the name of the
proposed Substitute Member;

(i) Specify the sub-committee meetings (including the dates of the
meetings) which the Substitute Member is to attend;

(i) Explain the reasons why the substitution is required (having regard to
paragraph (e) below);

(iv) Confirm the agreement of the proposed Substitute Member to attend the
specified sub-committee meetings as a substitute; and

(v) Be received by the Monitoring Officer by no later than 9am on the fourth
working day before the day of the meeting.

A Substitute Member must be eligible for appointment to the sub-committee
under any other rules of the Constitution or by law.

Subject to compliance with this rule and provided he/she is satisfied that
substitution is appropriate, the Monitoring Officer shall exercise his/her
delegated authority to appoint a substitute in accordance with the request and
arrange to notify the Leader of the Substitute Member’s authority and the Chair
of the sub-committee of the substitution.

For the purposes of this procedure rule, substitution will only be appropriate
when an appointed Member is unable to attend specified sub-committee
meetings over an extended period of time (a period covering more than one
sub-committee meeting) due to one (or more) of the following:

(i)  unavoidable family or work commitments;
(ii) serious illness;
(iif) maternity, paternity or adoption leave;

(iv) other Family Absence, approved under the Family Absence Procedure
Rules;

(v) caring responsibilities; or

(vi) some other good reason.
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6. A Substitute Member may attend a sub-committee meeting in that capacity
only:

(i) to take the place of the ordinary Member for whom they are the
designated substitute; and

(i)  where the ordinary Member will be absent for the whole of the meeting.

7. The substitution shall last for the duration of the specified meeting(s), unless
otherwise expressly requested and agreed by the Monitoring Officer.

8. A Substitute Member attending a meeting must speak and vote in his or her
own capacity, and is under the same obligations as any other Member in
respect of declaring personal interests and complying with the Members’ Code
of Conduct and relevant procedure rules

9. A Substitute Member appointed under this procedure rule by the Monitoring
Officer upon the request of a Sub-Committee Chair (or Deputy Chair) is to fulfil
the role of Sub-Committee member only, and not to discharge the role of Chair
(or Deputy Chair), unless they are elected or appointed to that role by the CJC
or the Sub-Committee.
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