RULES FOR QUESTION TIME AT ORDINARY MEETINGS OF THE COUNCIL
To help meetings run smoothly, the following rules will govern the way in which questions can be put.

These are set out as follows:

1.
Question time will be limited to ordinary meetings of the Council.

2.
A question may only be asked if notice has been given by delivering it in  writing or by 
electronic mail to the Town Clerk no later than 3.00pm to give two clear working days before 
the day of the meeting. Questions may be in any format, but each question (including those 
received in electronic format) must give the name, postal address and postcode of the 
questioner and state that the questioner wishes the question to be dealt with within Council.
Question Time.

3 .
No person may submit more than two questions to any one meeting. No more than two 
questions may be asked on behalf of one organisation at any one meeting. Written questions 
shall not consist of more than 100 words.
4.
Questions must be relevant to the work of the Council.

5.
The Chairman may reject a question if it:

• Is not about a matter for which the Council has a responsibility or which affects the area;


• Is defamatory, frivolous or offensive;


• Is substantially the same as a question which has been put at a meeting of the Council in 
the past six months; or


• Requires the disclosure of confidential or exempt information.

6.
The Town Clerk will record each question in a register open to public Inspection. If any 
questions are rejected then the reasons for rejection will be entered in the register. Should the 
questioner consider that their question has been unfairly 
rejected they are encouraged to 
make a formal complaint to the Council

7.
The order in which questions are put at a Meeting will be the order in which they were 
received by the Town Clerk, except that the Chairman may group together similar 
questions. Should the number of questions exceed 10, any question asked by a person who 
has asked a question at either of the two preceding meetings will be recorded on the list as a 
question which will be dealt with by written answer.

8.
The Chairman will normally invite each questioner to read out the question. In the absence of 
the questioner then the question will not be dealt with.

9.
The total time allocated to questions and answers shall not exceed 15 minutes unless the 
Chairman in his/her discretion extends that time for the purpose of hearing an answer to the 
last question put before the expiry of such period of 15 minutes. If the number of questions 
exceeds 6 at any meeting, all questions will be taken as read and members of the public will 
not be invited to read the question out. No more than 10 questions will be dealt with at any 
meeting unless the questions can be grouped.

10.
Unless the Chairman decides otherwise, no discussion will take place on any question and 
replies to questions will be in writing. 

