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Part 1 – Section 1 

Introduction  
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1. Meetings of the Council 

Time and Place 

1.1. All meetings of the Council shall be held in the Council Chamber, Civic Offices, 
Gloucester Square, Woking, Surrey, GU21 6YL, on a Thursday commencing at 7 pm 
unless otherwise notified by the proper Officer in the summons to the meeting. 

2. Summary and Explanation 

The Council's Constitution  

2.1. This Constitution sets out how the Council operates, how decisions are made, and the 
procedures followed to ensure that these are efficient, transparent and accountable to 
local people. Some of these processes are required by law, whilst others are a matter 
for the Council to choose. A copy of the Constitution is on the Council’s website and a 
paper copy can be inspected in the Council’s main Reception.   

How the Council Operates  

2.2. The Council comprises 30 Councillors elected by thirds for a period four years. The 
Council operates a system of election by “thirds” meaning it elects one third (10) of local 
Councillors every year for three years and hold no elections in the fourth year. The 
regular election of Councillors will normally be held on the first Thursday in May during 
an election year. 

2.3. Councillors are democratically accountable to residents of their ward to whom they have 
a special duty, including those who did not vote for them. However, the overriding duty 
of Councillors is to the whole community. Councillors observe a Code of Conduct to 
ensure high standards in the way they undertake their duties The Council’s adopted 
Code of Conduct is set out in Part 5 of this Constitution. The Monitoring Officer is 
responsible for giving advice and training to Councillors on matters relating to the Code 
of Conduct. If a member of the public or another Councillor considers a Councillor has 
acted inappropriately and in breach of the Code of Conduct, then they can make a 
complaint to the Monitoring Officer who shall determine whether it merits formal 
investigation. The procedure for this is set out in Part 5.  

2.4. All Councillors meet as the Council. Meetings of the Council are normally open to the 
public. Here, Councillors decide the Council’s policy framework and set the budget each 
year. The Council has a Leader and Executive model of governance. This means the 
Council elects a Leader. The Leader then appoints up to six other Councillors to form 
the Executive, one of whom shall be the Deputy Leader. The Leader and Deputy Leader 
shall act as Chair and Vice-Chair respectively of the Executive. As a balance, the 
Council’s Overview and Scrutiny Committee holds the Executive to account.  

2.5. Councillors also make some decisions in relation to regulatory functions, for example 
determination of planning applications and licensing matters. The Council appoints 
committees of Councillors to make decisions on these matters. The meetings of these 
Committees are normally held in public, unless there are any Part II items, in which case 
members of the public would then be asked to leave.  

2.6. Public notice of all meetings is given on the Council’s website and on the notice board 
at the Council’s main Reception. The Council also routinely webcasts meetings of the 
Full Council, the Executive and other Committees.  
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2.7. Decisions made at Full Council and Committee meetings become the decision of the 
Council as a whole.  

2.8. Save where specified to the contrary in this Constitution, the expression ‘clear days/clear 
working days’ means that the time is to be reckoned exclusive both of the day on which 
the notice is given and of the day of the meeting.  A Saturday, Sunday or public holiday 
will not count as one of the clear days. 

How Decisions are Made  

2.9. The Leader of the Council (the Leader) is responsible for most day-to-day decisions. 
These decisions can lawfully be delegated to the Executive, Committees of the 
Executive, individual members of the Executive, individual Ward Councillors, or Officers. 
When major decisions are to be discussed or made, these are published in the Executive 
Forward Plan in so far as they can be anticipated. If these major decisions are to be 
made at a meeting of the Executive, this shall be open for the public to attend except 
where personal or confidential matters are being discussed.  

2.10. Decisions have to be made in accordance with the Council’s overall policies and budget 
and may be informed by recommendations from the Overview and Scrutiny Committee. 
If a decision which is outside the budget or policy framework is required, this must be 
referred to the Council as a whole to decide. 

How Council Meetings Work  

2.11. Meetings of the Full Council, which are chaired by the Mayor, are more formal than 
Executive and Committee meetings. Decisions are taken following a debate by 
Councillors in which motions setting out recommended action are discussed. 
Amendments to these motions may also be discussed as part of the debate.  

Overview and Scrutiny Committee  

2.12. The Overview and Scrutiny Committee supports the work of the Leader/Executive and 
the Council as a whole. The Committee allows residents to have a greater say in Council 
matters by investigating matters of local concern. It leads to reports and 
recommendations which advise the Leader/Executive and the Council on its policies, 
budget and service delivery. The Committee also monitors the decisions taken by the 
Leader/Executive. The Committee can ‘call-in’ a decision which has been made by the 
Leader/Executive, but not yet implemented. This enables it to consider, for example, 
whether the decision is consistent with the budget and policy framework, and it may 
recommend that the Leader/Executive reconsiders the decision.  

2.13. Councillors have up to five working days after a decision has been made to call it in. In 
these circumstances, decisions cannot be implemented until any issues have been 
considered by the Committee. The Committee may also be consulted by the 
Leader/Executive or the Council on forthcoming decisions and the development of 
policy.  

The Council’s Staff  

2.14. The Council has people working for it (called ‘Officers’) to give advice, implement 
decisions and manage the day-to-day delivery of its services. Some Officers have a 
specific duty to ensure that the Council acts within the law and uses its resources wisely. 
A protocol governs the relationships between Officers and Councillors (see Part 5 of this 
Constitution).  
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The Public’s Rights  

2.15. The public have a number of rights in their dealings with the Council. Some of these are 
legal rights, whilst others depend on the Council’s own processes. The local Citizens 
Advice can advise on individuals’ legal rights. Where members of the public use specific 
Council services, for example as a Council tenant, they have additional rights. These 
are not covered in this Constitution.  

2.16. The public have the right to:  

i) vote at local elections if they are registered; 

ii) contact their local Councillor about any matters of concern to them; 

iii) obtain a copy of the Constitution, which can be viewed on the Council’s website; 

iv) attend meetings of the Council and its Executive and Committees except where, 
for example, personal or confidential matters are being discussed; 

v) present petitions to the Council in accordance with the adopted Petition Scheme; 

vi) ask questions or address meetings of the Council, Executive and Committees; 

vii) find out from the Forward Plan what major decisions are to be discussed and 
decided by the Leader/Executive and when; 

viii) see reports and background papers and any record of decisions made by the 
Council, the Leader, Portfolio Holders, the Executive and Committees in relation 
to matters considered in public; 

ix) complain to the Council about any aspect of its services; 

x) complain to the Ombudsman if they think the Council has not followed its 
procedures properly however, they should only do this after using the Council’s 
own complaints procedure; 

xi) complain to the Council’s Monitoring Officer if they have evidence which they think 
shows that a Councillor has not followed the Councillors’ Code of Conduct; and 

xii) inspect the Council’s accounts and make their views known to the external auditor 
during the 20 working days’ statutory period prior to the external auditor giving 
their opinion. 

 
 
The Council welcomes participation by the public in its work and strives to be transparent and 
open in all its work.  
 
Further details about the Council, Councillors and Committees can be found on the Council’s 
website using the following link: 
 
www.woking.gov.uk/council-and-democracy/councillors-and-committees  
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