
 

Procedures for processing Notices of Motion and Petitions presented to Council 

March 2016 

Motions 

1. Any member of the Council can submit a motion to be considered by full Council by giving written 

notice of the motion, delivered to the Head of Democratic Services, no later than midnight on the 

seventh working day before the Council meeting.  

 

2. Submitted motions must be about matters for which the Council has responsibility or which affect 

the wellbeing of the administrative area.  

 

3. Any motions agreed by Full Council, including any amendments made to the motion at the meeting, 

will be recorded by the Head of Democratic Services on the form overleaf and stored within the 

Members Area on The Hub for future reference.  

 

4. The Head of Democratic Services will forward the proforma to the responsible officer and ensure that 

the form is updated as a log of the actions taken as a result of the motion that has been agreed.  

 

Petitions 

1. At a meeting of the full Council, any member may present a petition which is relevant to some 

matter in relation to which the Council or Cabinet have functions or which affects the area, or part 

area, of the Council. It is up to the member presenting the petition to satisfy themselves that the 

petition is proper to be received.  

 

2. The member must give notice to the Chief Executive prior to the meeting at which the petition is to 

be presented and shall be presented in the order that notice is received.  

 

3. The presentation shall be limited to not more than three minutes, and shall be confined to reading 

out, or summarising, the prayer of the petition, indicating the number and description of the 

signatories.  

 

4. Any petitions submitted to a meeting of the Full Council shall be given to the Head of Democratic 

Services. They will ensure that the petition is delivered to the responsible officer within the authority 

to respond to the petition.  

 

5. In addition, the Head of Democratic Services will ensure that the proforma overleaf is completed and 

stored on The Hub within the members area. The proforma will be forwarded to the relevant officer 

to record the actions taken as a result of receiving the petition for members to refer back to follow 

up if required.  

  



 

Notices of Motion – Action Sheet 

Date of Council Meeting  

  

Councillor Submitting Motion  

  

Motion 

 

  

Responsible Officer  

  

Date sent to Officer  

  

Action taken by officer as result of motion 

 

 

 

  



 

Petitions Log – Action Sheet 

Date of Council Meeting  

  

Councillor Presenting Petition  

Presented on behalf of  

  

Details of Petition 

 

  

Responsible Officer  

  

Date sent to Officer  

  

Action taken by officer in response to petition 

 

 


