Constitution of the Cotswold District Council

Part E7: Protocol for the attendance of officers and members at
meetings of another Public Authority

This protocol is agreed by

Cheltenham Borough Council
Cotswold District Councll
Forest of Dean District Council
Gloucester City Council
Gloucestershire County Council
Stroud District Council
Tewkesbury Borough Council

1. An authority may request officers and/or members of another authority to
attend at a meeting or meetings of the authority or any of its committees,
subcommittees, boards, panels or other gatherings being held at its offices.
The purpose of such attendance is limited to assisting that authority in the
conduct of its business including reviewing the effects of, but not
scrutinising, decisions of another authority.

2. All such requests shall be made in writing to the Chief Executive of the
authority at least 10 working days before the date of requested attendance
and shall include the following information:

e The date, time, location and anticipated duration of the attendance
requested.

e The name of the person(s) whose attendance is requested.

e If a particular person’s presence is requested the reason for
selecting that person.

e A summary of the matter in respect of which attendance is
requested.

e All questions which reasonably can be anticipated will be put to any
person(s) attending (it is accepted that answers to questions may
lead to further questions)

e The names of the person(s) who will be putting questions.

e Alist of the names of all other persons expected to attend

e The name and telephone number of the responsible officer as a
point of contact for the person attending

3. The Chief Executive, having received such a request, shall respond to the
request within five working days stating:
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e Whether anyone will attend.

e Whether attendance will be as requested or that alternative arrangements
will be necessary.

e Whether the particular person(s) whose presence is requested will attend
or whether some other person will attend and who that person will be.

e Whether the questions specified in the request will be answered either at
all or to some limited extent (in which case reasons will be given) or fully.

In the event that there will be no attendance, whether and if so how and
when, the questions notified will be responded to.

4.  All questions shall relate to facts and not opinion although the person
attending may express opinions.

5.  The person(s) attending may only decline to answer any question on the
grounds of competence or knowledge.

6. All reasonable expenses relating to the attendance(s) will be met by the
authority responding to the request.

7. All persons attending in response to a request shall at all times be treated
with the highest standards of courtesy and respect and shall not under any
circumstances be bullied, harassed or abused.
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