
 

                                                                                                          
AGENDA ITEM NO.     2                                           

    
 Report To: Inverclyde Council Date:  14 April 2011  
    
 Report By: Corporate Director Education & Communities Report No:  IC/01/11/MP  
   
 Contact Officer:    Maggie Paterson, Safer & Inclusive 

Communities 
Contact No: 01475 715450  

   
 Subject: Review of the Scheme of Administration for Community Councils 

 
 

   
1.0 PURPOSE  

   
1.1 The purpose of this report is to advise members that: 

 there were no responses to the pu blic consultation on are as and composition nor  on the final  
draft Amended Scheme and associated documentation 

 the next stage of the re view process is for Cou ncil to g ive final con sideration to a nd formally 
approve the Scheme. 

 

   
2.0 SUMMARY  

   
2.1 Section  53  (1) of the  Local Government (Scotland) Act re quires, where a Council consid ers that 

the Scheme of Administration for Community Councils should be amended, that this is agree d at a 
special meeting of the full Council and that the proposal is passed on a two thirds majority. The Act 
further requires that the Council publish a public notice of the  intention to  amend the Scheme and  
invite the public to co mment, initially, on the proposals t o amend th e boundaries for Community  
Councils. Further periods of con sultation are r equired on t he amended Scheme (boundaries and 
associated documentation), and fin ally, on the final draft a mended Scheme itself.   Each of th ese 
consultations must be agreed at a special meeting of the full council.   See Appendix 1. 

 

   
2.2 In line with the above a Special Meeting of the full Council was held on 7 October 2010 at which the 

Council agreed to ame nd the existing Scheme and make a  new scheme for the establishment o f 
Community Councils.  Public notice was then given of this intentio n including  the proposed  
boundaries.   Responses to the public consult ation were considered at a further Spe cial Meeting of 
the full Council on 14 December 2010.  No amendments were made to  the proposed Commun ity 
Council boundaries as a result of the public consultation response.  

 

   
2.3 An 8 week period of consultation then followed allowing members of the public to consider the draft 

amended Scheme of Administratio n and associated documents and make represe ntation on these 
issues.  At the Special Meeting of t he full Council held on  24 February 2011, Th e Council was 
advised that there had been no responses with  respect to the Scheme of Administration and two 
further comments had been received in respect of boundaries.   

 

   
 In response to comments received on boundaries and to ensure those resident on house boats can 

both stand for election and vote at Community Council elections, an amendment has been made to 
clause 7 of  the Model Scheme for t he Establishment of Communit y Councils in Scotland to  allow 
for that. 

 

   
2.4 A further 4 week period of consulta tion on the final draft h as concluded and no comments h ave 

been received. 
 

   
2.5 Following fi nal approval, public not ice will be given of the amended  Scheme a nd an invitation 

extended to electors to apply for establishment where there is no  Community Cou ncil currently in 
existence. 

 

  
 
 

 



3.0 RECOMMENDATIONS  
   

3.1 That the Council: 
a) Note that there have been no responses to the 4 week period of consultation; 
b) Approve the amendmen t to clause 7 of the Model Scheme of Establish ment of Communit y 

Council 

 

      c)   Approves the final draft Amended Scheme of Administration for Community Councils in  
   Inverclyde. 

 

 
Albert Henderson 

Corporate Director: Education and Communities 

 



 
4.0 BACKGROUND  

   
4.1 Following a national consultation exercise, the Scottish Government, CoSLA and the Association of 

Scottish Communit y Councils end orsed, in 2009, a Mo del Scheme for the Establishment of  
Community Councils, together with accompany ing documentation, which has been publishe d 
following a Scotland-wide consultation exercise on its appropriateness. (Appendix 2). 

 

   
4.2 Any propos al by a  Co uncil to review and a mend a Sche me of  Admi nistration fo r Co mmunity 

Councils must go through a rigorous public consultation procedure ensuring that all members of the 
public have the opportunity to comment on  the propo sed boundaries, and the associa ted 
documents (scheme of establishme nt, constitu tions etc) bef ore deciding on a final draft Scheme. 
The consultation timetable is defined by statute. (Appendix 1). 

 

   
4.3 Following th e Special F ull Council meeting on 7 October  2010, a public no tice was published  

inviting co mments on  the proposed areas and composition of th e Community Councils.  The 
consultation period end ed on 13 D ecember, 2010 and th e results were tabled at a Special Full 
Council on 14 December, 2010.  N o amendments were made to the  proposed Community Council 
boundaries as a result of the public consultation response. 

 

   
4.4 A further 8 week period of consultation allo wing memb ers of the public to  co nsider the draft 

amended Scheme of Administration and a ssociated documents (Appendix 2) and make 
representation on these issues concluded on 14 Febru ary 2011.  While no responses were 
received in respect of  t he Scheme of Administ ration, addit ional comments were r eceived on the 
proposed boundaries: 
Inverkip and Wemyss Bay Co mmunity Council: Re-asse rting their earlier submission in respect of  
sections of waterway being included in their area of operation as well as Inverkip Marina. 
 

 

   
 In response to comments received on boundaries and to ensure those resident on house boats can 

both stand for election and vote at Community Council elections, an amendment has been made to 
clause 7 of  the Model Scheme for t he Establishment of Communit y Councils in Scotland to  allow 
for that. 

 

   
4.5 A 4 week p eriod of con sultation on  the fina l dr aft has concluded and  no commen ts have been  

received.  The Council has a f inal opportunity to consider the final draf t amended Scheme; alter if  
required; an d formally approve the amended Scheme.   Public not ice will the n be given of  the  
Council’s amended scheme; and invitation to electors to apply for establishment (where there is no 
Community Council currently in existence). 

 

   
5.0 IMPLICATIONS  

   

5.1 Financial  

None 
 

 

5.2 Legal  
 
None 

 

   
5.3 Personnel 

 
None 

 

   
5.4 Equalities 

 
Full cognisance has been taken of equality and diversity procedures and processes in carrying out 
the consultation and preparation of these proposals. 

 

   
   
   



Appendix 1 
 

DATE  EVENT DESCRIPTION 
 

1. 7 October 
2010 

Special Council 
Meeting. 
 
Both areas and 
composition and 
draft Amended 
Scheme and 
associated 
documentation. 

As part of a report on the 
current scheme, of community 
councils, Council to consider a 
recommendation to amend the 
existing scheme and make a 
new scheme for the 
establishment of community 
councils. 

2. w/c 10/10/ 
2010 
 

(2) Publish Public 
Notice. 
 
Areas/Composition. 

Give public notice of the 
Council’s intention to amend 
the existing scheme and make 
a new scheme for the 
establishment of community 
councils. Period of 8 weeks 
ending w/c 6/12/2010. 

3. w/c 
13/10/2010  
 

Special Council 
Meeting. 
 
Areas/Composition. 

Council to consider suggestions 
from the first consultation 
period and agree a draft 
amended scheme for 
consultation. 

4. w/c 
20/12/2010 
 

(3) Publish Public 
Notice. 
 
Draft Amended 
Scheme and 
associated 
documentation. 

Give public notice of the 
Council’s draft amended 
Scheme.  Period of 8 weeks 
ending 14/02/2011. 

5. 24/02/2011 
 

Special Council 
Meeting 
 
Draft Amended 
Scheme and 
associated 
documentation. 

Council to consider suggestions 
to the draft amended scheme 
and agree a final draft 
amended scheme for 
consultation.  

6. w/c 
28/02/2011 
 

(4) Publish Public 
Notice. 
 
Both. 

Give public notice of the 
Council’s final draft amended 
scheme for the establishment 
of community councils.  Period 
of 4 weeks ending w/c 
14/04/2011. 

7. 14/04/2011 
 

Special Council 
Meeting. 
 
Both. 

Council to consider suggestions 
to the final draft amended 
scheme; alter if required; and 
formally approve the amended 
scheme. 

8. w/c 
18/04/2011 
 

(5) Publish Public 
Notice. 
Establishment 
Process/Notice for 
currently non-
established 
community council 
areas. 

Give public notice of the 
Council’s amended scheme; 
and invitation to electors to 
apply for establishment (where 
there is no community council 
currently in existence). 



 
Appendix 2 

 
MODEL SCHEME FOR THE ESTABLISHMENT 

 
OF COMMUNITY COUNCILS IN SCOTLAND 

 
1. Introduction 
 

Community Councils were first established in Scotland following the Local Government 
(Scotland) Act 1973.  Thereafter, the Local Government etc. (Scotland) Act, 1994, which 
produced the current system of unitary local authorities, made provision for the continuation of 
community councils.  Under the legislation, every local community in Scotland is entitled to 
petition their local authority to establish a community council in their area. 
 
The Model Scheme for Community Councils in Scotland is designed to enable the 
establishment of community councils across Scotland to provide a common minimum basic 
framework governing their creation and operation. 

 
2. Statutory Purposes 
 

The statutory purposes of community councils established under the Model Scheme are set 
out in Section 51 (2) of the Local Government (Scotland) Act 1973, as follows: - 
 

‘’In addition to any other purpose which a community council may pursue, 
the general purpose of a community council shall be to ascertain, co-
ordinate and express to the local authorities for its area, and to public 
authorities, the views of the community which it represents, in relation to 
matters for which those authorities are responsible, and to take such action 
in the interests of that community as appears to it to be expedient and 
practicable’’ 

 
3. The Role and Responsibilities of Community Councils 
 

The general purpose of community councils is to act as a voice for their local area.  This will 
involve them articulating the views and concerns of local people in their area on a wide range 
of issues of public concern and make representations to their local authority, other public 
sector bodies and private agencies on matters within their sphere of interest. 

 
It is essential that these views be demonstrated to be accurately representative of the 
community.  Accordingly, the community council will have in place, in consultation with the 
local authority, recognised consultative mechanisms to validate their views and devise 
strategies to secure greater involvement by all sectors of the community. 
Community councils have a statutory right to be consulted on planning applications.  Licensing 
matters and any other matters may also be jointly agreed between community councils, the 
local authority and other public sector and private agencies. 

 
Community councils may carry out other activities that are in the general interests of the 
communities they represent, provided these activities fall within the objects of their Constitution 
and the terms of the Council’s Scheme for the Establishment of Community Councils.   

 
There should be mutual engagement in the establishment of working relationships with the 
local authority and other agencies. 

 



In carrying out their activities community councils must at all times adhere to the law, the terms 
of the Council’s Scheme for the Establishment of Community Councils and the Community 
Councillors’ Code of Conduct. 

 
Each community council is required to adopt a Constitution, based upon the Model 
Constitution (Appendix I), which has been produced for national use, together with Model 
Standing Orders (Appendix II), to encourage and maintain consistency for all community 
councils and to facilitate their proceedings being properly structured and regulated, to ensure 
that items of business relevant to the community are properly debated and decisions reached 
in a democratic manner.   The community council’s Constitution is required to be approved by 
the local authority. 

 
Community councils have a duty under statute to represent the views of their local community.  
It is vital therefore, that they reflect the broad spectrum of opinion and interests of all sections 
of the community.  In order to fulfil their responsibilities as effective and representative, 
community councils shall: - 

 
 Inform the community of the work and decisions of the community council by posting agendas 

and minutes of meetings in public places, such as libraries and notice boards and, subject to 
the provisions contained within the Data Protection Act 1998, provide contact details of 
community council members. 

 
 Agendas and draft minutes of community councils’ meetings must be presented to the local 

authority within 14 days from the date of that meeting and be circulated to community council 
members, relevant elected members and other interested parties. 

 
 Seek to broaden both representation and expertise by promoting the Associate Membership of 

the community council of persons for specific projects/issues. 
 
 Make particular efforts to encourage young people and other under-represented groups to 

attend/participate in community council meetings and to ensure equality of opportunity in the 
way the community council carries out its functions. 

 
 Maintain proper financial records and present financial reports at community council meetings.  

An example of a standard format for community councils’ financial record-keeping is featured 
in the Guidance Notes accompanying the Model Scheme. 

 
 Inform the local authority of any change in membership (resignations, Associate Membership, 

etc.) and circumstances, as soon as is practicable. 
 

4. Community Council Areas within Local Authority Areas 
 

The local authority has produced a list of named community council areas and a map or maps 
that define their boundaries.  The list of community areas is attached as Appendix III to the 
Scheme.   
 

5. Membership of Community Councils 
 
There shall be minimum and maximum membership numbers of elected community councillors 
in a community council.  Due to the diverse nature of local authority areas, where there may be 
areas of sparse population relative to geographical disposition, such as island communities, 
each local authority may set its own formula for the definition of a minimum and maximum 
number of community council members in any community council area. 
 
The minimum age to stand for election as a community councillor is 16 years.  Qualification for 
membership is by residency within the specific community council area.  Community 



councillors and candidates for community council membership must also be named on the 
electoral register for the community council area in which they reside.  There shall be provision 
made for non-voting Associate Membership for purposes as defined by each community 
council, for example, for persons under 16 years of age.  Such persons will not be counted in 
terms of meeting a quorum, or towards the total number of community council members.      
 
 Elected members of the local authority and members of the Scottish, United Kingdom and 
European Parliaments are entitled to become ex-officio members of community councils, with 
no voting rights.  A broad outline of the remit and responsibilities of each of these institutions is 
featured in the Guidance Notes accompanying the Model Scheme. 
 

6. Establishment of Community Councils under the Model Scheme 
 
Upon the local authority’s revocation of its existing Scheme for the Establishment of 
Community Councils and decision to make a new Scheme, it shall publish a Public Notice, 
which shall invite the public to make suggestions as to the areas and composition of the 
community councils.  Thereafter, a consultation process shall be undertaken prior to its formal 
adoption by the local authority. 
 

7. Community Council Elections 
 
Eligibility 
 
Candidates wishing to stand for election to a community council must reside in the local area 
and/or be named on the Electoral Register for that area.  The same criteria shall apply to 
voters in a community council election. 
 
Sixteen and 17 year-olds residing in the community council area and named on the Electoral 
Register for that area are also entitled to both stand for the community council and vote in any 
election.  A supplementary electoral register may be compiled in circumstances relative to 16 
and 17 year-olds and for new residents. 
 
Any community council member who no longer resides within that community council area is 
deemed to have resigned from that community council. 
 
Any individual who is elected to serve on this local authority, or the Scottish, UK or European 
parliament shall be ineligible to remain a community councillor, or to stand for election to a 
community council.  Such persons, upon taking office, become ex-officio members of the 
community councils contained in whole or in part of their electoral constituency.  
 
Nominations and Elections 
  
The first elections to be held under the Scheme shall be held on a date to be determined by 
the local authority.   
  
Subsequent elections will be held on a four-yearly-cycle, outwith local government election 
years, on dates to be determined by the local authority.  Where the number of established 
community councils exceeds a level to be determined by the local authority, elections for a 
proportion of the total number of established community councils within the 4-yearly cycle may 
be arranged.  Should community councils’ election cycle fall in the year of Scottish local 
government or parliamentary elections, the electoral proceedings will be held in the following 
year.  
 
The local authority will administer all elections.  
 



 
 
 

Returning Officer 
 
The local authority will appoint an Independent Returning Officer.  The Independent Returning 
Officer must not be a current elected member of that community council nor intending to stand 
for election to that community council. 
 
Nominations 
 
Individuals seeking election to a community council require to be nominated by a proposer and 
seconder, both of whom must be on the Electoral Register for that community council area.  
Nominations require to be submitted with the candidate’s consent.  Self-nomination is not 
permitted.   
 
A nomination form should be completed, the style of which will be described within the 
Guidance Notes.  Nomination forms require to be submitted on the date set down in the 
election timetable.  No nomination forms submitted after that date will be accepted.  
 
Process 
 
On the expiry of the period for lodging nominations: 
 

1. Should the number of candidates validly nominated equal or exceed HALF, but be less than or 
equal to the total maximum permitted membership as specified for the community council area 
in Appendix IV of the Scheme, the said candidates will be declared to be elected and no ballot 
shall be held.   

 
2. Should the number of candidates validly nominated exceed the total maximum permitted 

membership as specified for the community council area, arrangements for a Poll shall be 
implemented.  At the Poll, each voter shall be entitled to vote for candidates up to the number 
of vacancies on the community council.   

 
3. Should the number of candidates elected, be below HALF of the total maximum permitted 

membership, as specified for the community council area, no community council will be 
established at that time.  However, that does not preclude the local authority from issuing a 
second call for nominations for a community council area failing to meet the minimum 
membership requirement within 6 months of the closing date for the registration of the first call 
for nominations.  

 
Method of Election 
 
Elections will be based on whole local authority areas or devolved administrative areas, as 
deemed appropriate.  Ideally, elections will take place across whole local authority areas at 
one time.  However, large local authorities may need to take an incremental approach to 
elections across their area, over a specified period of time or cycle.  Community councils shall 
be elected on a simple majority basis. 
Filling of casual places/vacancies between elections 
 
Casual vacancies on a community council may arise in the following circumstances: 
 
 When an elected community council member submits her/his resignation; 

 
 When an elected community council member ceases to be resident within that 

community council area; 



 
 When an elected community council member has her/his membership disqualified 

(Clause 9). 
 
Should a vacancy or vacancies arise on a community council between elections, it shall be a 
requirement that the community council undertake appropriate election arrangements, in 
consultation with the local authority.  Filling a vacancy can be undertaken either through the 
process of an interim election or by co-option.  However, should circumstances arise that lead 
to the number of elected community councillors falling below HALF of the maximum permitted 
membership, the local authority shall be informed and shall undertake arrangements for an 
interim election to be held, as described within the Guidance Notes. 
 
Co-option to Community Councils 
 
Co-opted members must be eligible for membership of the community council as detailed in 
Section 5 of the Community Council Scheme.  They must be elected onto the community 
council by a two-thirds majority of the elected (general and interim) community councillors 
present and voting.  Such co-opted members shall have full voting rights, with the exception of 
voting on co-option of members, and will serve until the next round of elections (general and 
interim).  Notice of any proposed co-option procedure is required to be intimated to all of that 
community council’s members at least 14 days prior to the meeting when the matter will be 
decided. 
 
The number of co-opted members may not exceed a THIRD of the current elected (general 
and interim) community council membership.  Should the ratio of co-opted to elected 
community councillors become greater than one third, due to any circumstances, an interim 
election process shall be triggered.   
 
Additional Membership 
 
Associate Members 
 
Associate members may be appointed by a community council where there may be a need for 
individuals with particular skills or knowledge.  These individuals do not have voting rights.  
Associate members may serve for a fixed period as determined by the community council or 
for the term of office of the community council that has appointed them.  Associate members 
may also include representation from other constituted local voluntary organisations. 
 
Ex-Officio Members 
 
Local Authority Councillors, MPs, MSPs and MEPs whose wards or constituencies fall wholly 
or partly within the geographical area of the community council area shall be deemed ex-officio 
members of the community council.  Ex-officio members shall have no voting rights on the 
community council.   
 

8. Equalities 
 

Recognition should be given to the contribution  of everyone participating in the work of the co mmunity 
council.  Community councils must comply with Equal Opportunities legislation and ensure that equality 
of opportunity be given to every participant to have their knowledge, opinion, skill and experience taken 
into account.  

 
9. Disqualification of Membership 

 
Membership of a community council is invalidated should a community councillor’s residency 
qualification within that community council area cease to exist.  If any member of a community 



council fails to attend any community council meeting, with or without submitting apologies, 
throughout a period of 6 months, the community council may terminate their membership.  At 
the discretion of individual community councils, a period of leave of absence for community 
council members may be granted at any meeting of the community council. 
 

10. Meetings 
 
The first meeting of a community council following a community council election, will be called 
by an independent Returning Officer approved by the local authority and will take place within 
21 days of the date of the election, or as soon as practicable thereafter.  The business of that 
meeting will include adoption of a Constitution and Standing Orders, appointment of office 
bearers and any outstanding business matters from the outgoing community council. 
 
The frequency of meetings will be determined by each community council, subject to a 
minimum of one annual general meeting and 6 ordinary meetings being held each year.  The 
annual general meeting shall be held in a month of each year to be determined by the local 
authority. 
 
The quorum for community council meetings shall be one third of the current voting 
membership of a community council, or 3 voting members, whichever is the greater. 
 
An outline for the content of business that community councils should adhere to when holding 
ordinary, special and annual general meetings is contained within the Model Standing Orders. 
 

11. Liaison with the Local Authority 
 

  In order to facilitate the effective functioning of community cou ncils, the local autho rity has  
identified an official to act as a Liaison Officer with community  councils.  Unless there is a 
specific agreement or an issue is a spec ific departmental issue, all c orrespondence between 
the local authority and the community councils should, in the first instance, be directed through 
that official.  

 
  Community councils may make representations  to the local authority and other public and 

private agencies, on matters for which it is  responsible and whic h it considers to be of local 
interest.  Represent ations should be made, in  the case of statutory objections, such as  
planning or  licens ing matters, to the appropriate local authority o fficial.  On issues where a 
local authority department is consulting wit h co mmunity councils,  representations should be 
made to the appropriate departmental officer.  

 
    Community councils shall provide copies  of their agendas and mi nutes within prescribed 

timescales to the Council via the local authority’s named official. 
 

12. Resourcing a Community Council 
 
  The financial year of each community council sha ll be provided for in the constitution of each 

community council and shall be from (to be determined by the local authority) to (to be 
determined by the local authority) in each s ucceeding y ear to allow for the proper  
submission of audited statem ent of accounts to the communi ty counc il’s annu al general 
meeting on a specified date. 

 
  The Annual Accounts of each community counc il shall be independently examined by at least  

two examiners appointed by the co mmunity council, who are not members of that community 
council.  A copy of the indepe ndently examined statement of accounts/balance sheet shall be 
forwarded immediately thereafter the statement is approved at the community council’s annual 
general meeting, to a named official of the local authority. 



 The named official may, at their discret ion and in consultation with the Counc il’s Chief 
Financial Officer, re quire the community counc il to produce such records, vouchers and 
account books, as may be required. 

 
  Each community council shall have the power to secure resources for schemes, projects and 

all other purposes consistent with its functions. 
 
  Each community council shall be eligible to apply for  grants for suitable pr ojects through the 

local authority’s grant system. 
 
  The local authority may provide an initial admi nistrative grant to c ommunity councils to assist 

with the operating costs of  the community council.  The grant shall be fixed at a minimum flat  
rate of £  (to be determined by the local authority) with an additional minimal £ (to be 
determined by the local authority) per head of population. 

 
The local authority shall determine any additio nal support services/resourcing, such as:   
photocopying and distribution of community counc il minutes, agendas and free lets of halls for 
community council m eetings, to suit loc al requi rements.  The local authorit y will revie w the 
level of annual administrative grant and other support to communi ty councils following each 
local government electoral cycle. 
 
 The local authority’s Liaison Officer sh all fa cilitate advice and assistance to community 
councils and arrange for the estab lishment of a training programme for community councils on 
the duties and responsibilities  of community counc il office bear ers, the role of community 
councils, the functions of the local authority and other relevant topics. 
 

13. Liability of Community Council Members 
 
A national scheme of insurance liability cover has been arranged.  The insurance liability cover 
becomes effective upon the local authority advising the insurance underwriter of the 
establishment of a community council. 
 

14. Dissolution of a Community Council 
 
The terms for dissolution of a community council are contained within the Model Constitution. 
 
Notwithstanding these terms, should a community council fail to hold a meeting for a period of 
3 consecutive prescribed meeting dates, or its membership falls below the prescribed 
minimum for a period of 3 consecutive prescribed meeting dates (during which time the 
community council and the local authority have taken action to address the situation), the local 
authority shall take action to dissolve that community council. 
 

___________________________________________ 
 

 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 

MODEL CONSTITUTION FOR COMMUNITY COUNCILS 
 

1. Name 
 
 The name of the COMMUNITY COUNCIL shall be .....…………..…........ (referred to as “the 

COMMUNITY COUNCIL” in this document). 
 
2. Area of the Community Council 
 
 The area of  the COMMUNITY COUNCIL shall b e as shown on the map attached to the local authority’s 

Scheme for the Establishment of Community Councils.  
 
3. Objectives 
 
 The objectives of the COMMUNITY COUNCIL shall be: 
 
 (a) to ascertain, co-ordinate and reflect the vi ews of the community wh ich it represents, to 

liaise with other communi ty groups within the area, and to fa irly express the diversity of  
opinions and outlooks of the people; 

 
 (b) to express the views  of the community to  the local authority fo r the area to public  

authorities and other organisations; 
 
 (c) to take such action in the interests of the community as appears to it to be desirable and 

practicable; 
 
 (d) to promote the well-being of  the community, particularly in relation to community safety 

issues, and to foster community spirit; 
 
 (e) to be a means whereby the people of the area shall be able to voice their opinions on 

any matter affecting their lives, their welf are, their environmen t, its development and 
amenity. 

  
4. Role and Responsibilities 
 
 In the dis charge of their f unctions and the conduct of t heir business,  the COMMUNIT Y 

COUNCIL and its me mbership shall have r egard to th eir role a nd responsibilities as s et out in  
paragraph 3 of the Scheme for the Establishment of Community Councils, approved by the local 
authority and the Community Councillors’ Code of Conduct. 

 
5.     Membership 
 
 The COMMUNITY COUNCIL’S member ship is as gov erned by p aragraph 5 of the Sch eme for 

the Establishment of Community  Councils and as determined from time to time by the loc al 
authority. 

 
6. Method of Election 
 
 Election procedures shall be governed by the method of election laid down in paragraph 7 of the 

Scheme for the Establishment of Community Councils. 
 
 
 



7. Casual Vacancies on the Community Council 
 
 Where a vacancy arises which does not resu lt in the number of COMMUNITY COUNCILLORS 

falling below the minimum number as s pecified in paragraph 5 of the Scheme  for the 
Establishment of Community Councils, and at least 6 months has passed since the last election, 
the COMMUNITY COUNCIL may, if it considers it to be desirable, agree to:- 

 
 (a) an extraor dinary general meeting be held in order that the vacancy (and any other  

outstanding vacancie s) can be filled, on  the basis  that such vacancies  would b e 
publicised, nominations invited and an elec tion held where the num ber of candidates  
exceeded the number of places available.  Interim elections  will be adminis tered by the 
local authority. 

 
 (b) the filling of a vacancy by co-option with vo ting rights to a maxim um of one quarter of 

the total membership of the community c ouncil as governed by paragraph 7 of the 
Scheme for the Establishment of Community Councils. 

 
 (c) the vacancy to be left unfilled until local public interest is expressed or until the next set  

of regular elections. 
 
8. Voting Rights of Members of the Community Council 
 
 The right to vote at any meeting of the COMMUNITY COUNCIL or any committee thereof, shall 

be held by all COMMUNITY CO UNCILLORS whether elected or co- opted, but not by Associate  
Members appointed for specific i ssues on a temporary basis, or ex-officio members.  With the 
exception of circumstances which may arise under the Scheme for the Establishment of 
Community Councils: Clause 7 – Community Council Elections [ Co-option]; and Constitution:  
Clause 16 – Alterations to the C onstitution and its Clause 17  – Di ssolution, all decis ions of the 
COMMUNITY COUNCIL will be  decided by a simple majority of  those eligible to vote and 
present and voting. 

 
 In the event of a vote of the community councill ors that results in a majority not being achieved,  

the chairperson shall have a casting vote. 
 
9. Election of Office-Bearers 
 
 (a) At the first meeting of  the COMMUNITY COUNCIL after elections in the year whe n 

elections are held and at t he Annual General Meeting in (to be determined locally) in 
the year when elections are not held, the COMMUNITY COUNCIL shall appoint a Chair, 
Secretary, Treasurer and other such office-bearers as it shall from time to time decide. 

 
 (b) All office-bearers shall be elect ed for one year, but shall be elig ible for r e-election, 

without limitation of time.   
 
 (c) Without the express approv al of the loc al aut hority, no one member shall hold mor e 

than one of the following offices at any one time:  Chairperson, Secretary or Treasurer. 
 

10. Committees of the Community Council 
 
 The COMMUNITY COUNCIL may appoint  representatives to committees of the COMMUNITY 

COUNCIL and shall determine their co mposition, terms of refere nce, duration, duties an d 
powers. 

 
11. Meetings of the Community Council 

 



 (a) The quoru m for COMMUNITY COUNCIL  meeti ngs shall b e at least one  third of the  
current eligible voting membership, or 3 eligible v oting members, whichever is the 
greater. 

 
 (b) Once in each year in the mont h of (to be determined by the local authority) the 

COMMUNITY COUNCIL shall c onvene an annual gener al meeting for the purpose of  
receiving and cons idering the Chairper son’s annual repor t on the COMMUNITY 
COUNCIL, the submission a nd approv al of  the indepen dently exa mined ann ual 
statement of accounts and the appointment of office bearers. 

 
 (c) Including the annual general  meeting, the COMM UNITY COUNCIL shal l meet not less 

than 7 times throughout the year.  
 

(d) Dates, times and venues of regular meet ings of the COMMUNI TY COUNCIL shall be 
fixed at the first meeting of the COMMUNITY COUNCIL following ordinary elections and 
thereafter at its annual general meeting.  Special meetings shall require at least 10 days 
public notice, either c alled by the Chairper son, or on the request of not less  than one-
half of the total number of COMMUNITY COUNCIL members.  An officer of the local 
authority has the discretion to call a meeting of the COMMUNITY COUNCIL.  

 
 (e) Copies of all minutes  of meetings of the COMMUNITY COUN CIL and of committees 

thereof shall be approved at the next  prescribed meeting of the COMMUNITY 
COUNCIL, but the draft minute shall be c irculated within 14 day s from the date of that 
meeting, to COMMUNITY COUN CIL members, other  appropriate parties and the local 
authority’s liaison officer for COMMUNITY COUNCILS.  

 
(f) The COMMUNITY COUNCIL s hall abide by its Standing Orders for the proper condu ct 

of its meetings. 
 

(g) The COMMUNITY COUNCIL  has a d uty to  be responsiv e to the community it  
represents.  Sh ould the CO MMUNITY COUNCIL rec eive a  wr itten reques t (petition),  
signed by at least 20 persons resident wit hin the COMMUNITY COUNCIL area to 
convene a special meeting for a particular matte r or matters to be debated , it shall call 
such a meeting within 14 days  of receipt  of  such a request and advertis e it in the 
manner prescribed locally for special meetings called by the COMMUNITY COUNCIL. 

 
(h) The COMMUNITY COUNCIL can meet to discu ss items of business in private where it 

considers it appropriate to do so.  The deci sion to meet in private will be agreed in 
advance and decided by a majority vote.  Noti ce of such a meeting will be given to the 
public in the usual way.   Howev er, the Notice will rec ord that the meeting,  or a part  
thereof, shall be held in private. 

 
12.  Public Participation in the Work of the Community Council 
 
 (a) All meetings of the COMMUNITY COUNCIL and its commi ttees (subject to 11(h), 

above) shall be open t o members of the public.  Pr oper provision is  to be mad e for the 
accommodation of members of the public and the opportunity s hould be afforded at 
each meeting to permit members of the public to address the COMMUNITY COUNCIL, 
under the guidance of the Chairperson.     

 
(b) Notices calling meetings  of the COMMUNITY COUNCIL and it s committees shall b e 

posted prominently within the COMMUNITY COUNCIL area for a minimum period of ten 
days before the date of any su ch meeting, and, where possi ble, be advertised by other 
suitable means. 

 
13. Information to the Local Authority 



 
 The local authority’s liaison officer shall be sent an annual calendar  of the COMMUNIT Y 

COUNCIL’S prescrib ed meetin g dates, times and v enues, wh ich should be agreed  at the 
COMMUNITY COUNCIL’S annual general meeting, minutes of all meetings, the annual report, 
the annual financial s tatement and any other such suitable informa tion, as may from time to 
time be ag reed between the CO MMUNITY COUNCIL and the loc al authority.  When specia l 
meetings o f the COMMUNITY COUNCIL a re to be held, the lo cal authorit y’s lia ison officer 
should be advised of the date, time  venue and subjec t(s) of debate of such meetings, at least  
10 days in advance of the meeting date.    

 
14. Control of Finance 
 
 (a) All monies  raised by or on behalf of the COMMUNITY COUNCIL or provided by t he 

local authority and other sources shall be applied to further the objectives of the 
COMMUNITY COUNCIL and for no other purpose.  The monies  provided by the local 
authority in the annual Administrative Grant  for administrative and other approved 
purposes shall be us ed only as prescribed.  Monies raised from other sources may be 
used in accordance with the terms  of this provision ( so long as they are consistent with 
the objectives of the community council), or  in the absence of su ch terms, for the 
furtherance of the objectives of the COMMUNITY COUNCIL.  

 
(b) The treasurer shall undertake to keep prope r accounts of the finances of the community 

council. 
 

(c) Any two of  three authorised signatories, wh o would normally be office-bearers of the 
community council, may sign cheques o n behalf o f the COMMUNITY COUNCI L.  
Authorised signatories may not be co-habitees.  

  
(d) A statement of accounts for the last fi nancial y ear, independently exam ined by two 

examiners appointed by  the COMMUNITY COUNCIL , who are not members of this 
COMMUNITY COUNCIL, shall be submitted to an annual general  meet ing of the 
COMMUNITY COUNCIL and shall be available for inspection at a convenient location. 

 
(e) The financial year of the CO MMUNITY COUNCIL sh all be from (to be determined by 

the local authority) until (to be determined by the local authority) the succeeding 
year.  Examined accounts as received and approved by the COMMUNITY COUNCIL at 
the annual general meeting shall be submitted to the l ocal authority following approval 
at the community council’s annual general meeting. 

 
15. Title to Property 
 

 Property and other assets belonging to the COMMUNITY COUNCIL shall be vested in the 
Chair, Secretary and Treasurer  of the COMMUNITY  COUNCIL and their successors in these  
respective offices. 

 
16. Alterations to the Constitution 
 
 Any proposal by the COMMUNITY COUNCIL to alter this Constitut ion must be first considered 

by a meeting of the COMMU NITY CO UNCIL and the terms of the proposal  to alter the 
Constitution shall be stated on t he notice c alling the meeting, which shall be issued not les s 
than ten days prior to the meetin g.  Any proposed alterations ma y not prejudice the terms and 
objectives contained within the Scheme for the Establishment of Community Councils. 

 
If the proposal is supported by two-thirds of  the total voting member ship of the COMMUNITY  
COUNCIL and is ap proved in writing by the local authority, the alteration sh all be dee med to 
have been duly authorised and can then come into effect.   



 
 
 
 
 
 
 
17. Dissolution  
 

 If the COMMUNITY COUNCIL b y a two-thirds majority of the total voting me mbership decides 
at any tim e that it is  necessary  or advis able to diss olve, it shall ag ree a date for a public  
meeting to be held to discuss the proposed resolution to diss olve.  It is a requirement that not  
less than t en days pr ior to the date of such m eeting a public notice be given by means of  
notification in the loc al ne wspaper.  If the resolution is sup ported by a majority of those 
persons present and qualified to vote and is approved by th e local authority, the COMMUNITY 
COUNCIL shall be deemed to be dissolved and all assets remaining, subject to the approval of 
the local authority, after the sa tisfaction of any proper debts or li abilities shall transfer to the 
local authority who shall hold same in Trust for a future COMMUNITY COUNCIL repre senting 
that area. 

 
 In the event that the COMM UNITY COUNCIL is diss olved un der the above procedure, and 

twenty or more electors subseq uently wish the re-establishment of a COMMUNITY COUNCIL 
for the area, these electors shall submit a requi sition to the local authority in accordance wit h 
Section 52(7) of the Local Gove rnment (Scotland) Act 1973, on receipt of which the Returning 
Officer sh all arrange for elections to be held in accordance with the Scheme for the 
Establishment of Community Councils.   

 
 Where for any reas on, the number of CO MMUNITY COUNCIL members falls below the 

minimum specified in the Scheme for the Es tablishment of Community Counc ils t he local 
authority may, by suspend ing the Co nstitution of t he COMMUNITY  COUNCIL, ca use th e 
COMMUNITY COUNCIL to be di ssolved and in this event, the procedures for the 
establishment of a n ew COMM UNITY COUNCIL being t hose identified in  the immediately  
preceding paragraph hereof, shall be initiated.  

 
   
 
 18. Approval and adoption of the Constitution  
 
 This Const itution was  adopted by .........…………… ......................... COMMUNITY CO UNCIL, 

on  
  
 ................ ................................................... 
      
       Signed: Chairman 
 ................ .........................................    
  
 ................ .........................................  Member 
 
 ................ .........................................  Member 
 
 ................ .........................................  Date 
 
 
 
 and was approved on behalf of …………………………..……….. Council on 
 



 .................. ....................................... 
 
 ................ .........................................  Signed 
 
 ................ .........................................  Date 
 
 
 

 
 
 
 

 
MODEL STANDING ORDERS 

 
1. Meetings (all held in public) 
 
 (a) Ordinary meetings of the CO MMUNITY COUNCI L shall be held in the months of  

..................................................... [to be entered].  Special Meetings may be called at  
any time on the instructions of the Chairper son of the community council on the request 
of not less  than on e-half of the total number of COMMUNITY COUNCIL members; or 
the receipt of a common written request (pet ition), signed by at least 20 persons,  
resident within the COMMUNI TY COUNCIL area, to convene a special m eeting for a 
particular matter or matters to be debat ed, it  shall call suc h a meeting.  A special 
meeting shall be held within 14 days of the receipt of the request made to the Secretary 
of the COMMUNITY COUNCIL.  Annual general meetings are held annually.     

 
 (b) The notic e of ordinar y and ann ual g eneral meetings of t he COMMUNITY COUNCIL , 

featuring the date, time and venu e, shall be provided to  each COMMUNITY COUNCI L 
member and the local authority’s named official by  the Secretary of the COMMUNI TY 
COUNCIL, at least 10 days before the date fixed for the meeting.  

  
2. Minutes 
 
 Minutes of the proceedings of  a meeting of the COMMUNITY COUNCIL  s hall b e drawn up  

within fourteen days from the date of that meeting, distributed in accordance with paragraph 3 of 
the Schem e of Com munity Councils  and shall, following their appr oval, be signed a t the next  
meeting of the COMMUNITY CO UNCIL by the person presidin g thereat and retained for future 
reference.     

 
3. Quorum 
  
 A quorum shall be one-third of the current voting membership of the COMMUNITY COUNCIL, or 

3 voting members, whichever is the greater.’ 
 
4. Order of Business 
 

(i)  Ordinary Meeting 
 

The order of busines s at ever y ordinary meeting of the CO MMUNITY CO UNCIL sh all be as 
follows: - 

  
 (a) Recording of membership present and apologies received.  
 
 (b) The minutes of the last meeting of the COMMUNITY COUNCIL s hall be submitted for 

approval.   



 
 (c) Any other item of business, which the Chairperson has directed, should be considered. 
 
 (d) Any other competent business.      
 
 (e) Questions from the floor. 
 

(f) Chairperson to declare date of next meeting and close meeting. 
 

(ii)  Annual General Meeting 
 
It will not be uncommon that t he COMMUNITY COUNCIL has arranged for an ordinary  meeting 
of the COMMUNITY COUNCIL to begin at the close of the annual  general meeting, to enable  
any outstanding rep orting on bu siness matters to be heard; and  for COMMUNITY COUNCIL 
members and members of the public  to have an oppor tunity to bring matters to the attention of  
the COMMUNITY COUNCIL, possibly for inclusion on a future agenda. 
 
The order of business  at every annual general meeting of the COMMUNITY COUNCIL shall be 
as follows: - 
 
(a) Recording of membership present and apologies received. 

 
(b) The minutes of the las t annual general meeting of the COMMUNITY COUNCIL shall be 

submitted for adoption. 
 

(c) Chairperson’s Annual Report (and questions from the floor). 
 

(d) Secretary’s Annual Report (and questions from the floor). 
 

(e) Treasurer’s submission of Balance Sheet and Annual Accoun ts duly independently  
examined and certified correct (and questions from the floor). 

 
(f) Demit of current office bearers/election of office bearers.  

 
(g) Chairperson to declare date of next annual general meeting and close meeting. 
 
(iii)  Extraordinary General Meeting 
 
The order of busin ess at ev ery extraordinary general meeti ng of  the COM MUNITY COUNCIL 
shall be as follows: - 
 
(a) Recording of membership present and apologies received. 

 
(b) Business for debate, as described in the calling notice for the special meeting. 

 
(c) Chairperson to close meeting. 

 
 
 

5. Order of Debate 
  
 (a) The Chairperson shall decide all questions  of order, relevancy and competency arising 

at meetings of the COMMUNITY COUNCIL and her/his ruling shall be final and shall not 
be open to discussion.  In particular, the Chairperson shall determine the order,  
relevancy and competency of all questions from  the public in attendance at  meetings of 
the COMMUNITY COUNCIL ra ised at 4, a bove. The  Chairp erson in  determining th e 



order, relevance and competency of busi ness and questions shall have particular  
regard to the relevance of the issue to th e community and ensure that the discussion 
and proceedings are conducted in such a m anner that decisions are reached in a 
democratic manner.  The Chairperson shall hav e the power, in the event of disorder 
arising at any meeting, to adjourn the COMMUNITY COUNCIL meeting to a time he/she 
may then, or afterwards, fix.    

 
 (b) Every motion or amendment shall be moved and seconded. 
 
 (c) After a mover of a motion has been called on by the Chairperson to reply, no other 

members shall speak to the question.   
 
 (d) A motion or amendment once made and se conded shall n ot be withdrawn without the 

consent of the mover and seconder thereof. 
 
 (e) A motion or amendment wh ich is contrary to a previo us decision of the COMMUNITY 

COUNCIL shall not be competent within six months of that decision. 
    
6. Voting 
  
 (a) Voting shall be taken by a show of hands of  those present and eligible to vote, with the 

exception that, at an annual ge neral meeting, the election of office bearers may be held 
by secret ballot.  

 
 (b) The Chairperson of a meeting of the COMMUNITY COUNCIL shall have a casting vote 

as well as a deliberative vote.   
  
7. Alteration of Standing Orders 
 
 A proposal to alter these Standing Orders may be proposed to the local authority to be altered or 

added to a t any time by the COMMUNITY COUNCI L, provide d that notice of moti on to that  
effect is given at the  meeting o f the COMM UNITY COUNCIL p revious to  that at which the  
motion is discussed.  The local authority shall have final discretion on any proposed change. 

 
8. Committees 
 
 The COMMUNITY COUNCIL may appoint such committ ees as it may from time to time decide  

and shall determine their composition, terms of reference, duration, duties and powers. 
 
9. Suspension of Standing Orders 
 
 These Standing Orders shall not  be suspended e xcept at a meeti ng at whic h three-quarters of  

the total number of CO MMUNITY COUNCIL members are present  and then only if the mover 
states the object of his motion and if two-thirds of the COMMUNITY COUNCIL members present 
consent to such suspension.   

 
 
 
 
 
 

__________________________________________________ 
 
 
 
 



 
 
 
 
 
 
 

Appendix 3 
 
Proposed Community Councils – Populations (best fit from SIMD data) 
 
Community Council Population 
1 - Kilmacolm 5107
2 - Port Glasgow East 8215
3 - Port Glasgow West 6990
4 - Greenock East 8217
5 - Greenock Central 11838
6 - Holefarm and Cowdenknowes 2351
7 - Greenock Southwest 6135
8 - Larkfield, Braeside and Branchton 7050
9 - Greenock West and Cardwell Bay 11263
10 - Gourock 8600
11 - Inverkip and Wemyss Bay 5314
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