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HOSPITAL CATERERS ASSOCIATION

STANDING ORDERS FOR COUNCIL REPRESENTATIVES AND COUNCIL MEETINGS

1.
APPOINTMENTS 

1.1
Each Branch of the Association, at their Branch Annual General Meeting shall nominate a Council Representative(s), in accordance with Rule 16.

1.2
The Council Representative(s) will take office for one year from the next Annual General Meeting of the Association following the Branch Annual Meeting.

2.
COUNCIL REPRESENTATIVE DUTIES

2.1
Apart from duties allocated by the Council from time to time, it shall be the duty 

of the Branch Council Representative to:

a. Provide the link between the Branch and the Association at National Level.

b. Acquaint the Branch of matters to be discussed at Council and ensure that the views of the Branch are represented.

c. Provide the Branch with a written or oral account of the proceedings of Council as soon as possible but within 28 days. This can then be discussed at the Branch Meeting immediately following the Council Meeting.

d. Assist the National Officers in gathering information or in carrying out surveys, as may be required from time to time.

e. Undertake on behalf of Council such other duties and assignments as may be directed by Council from time to time.

f. Recognise that there is a need for Council Representatives to serve on the various Committees of the Council.

g. Give the National and Branch Officers such guidance and assistance as may be required in support of the aims and objectives of the Association.

h. Provide the National Secretary with a Branch report 14 days before the next Council Meeting.

3.
ARRANGEMENTS FOR MEETINGS OF THE COUNCIL 

3.1
Agenda

a. An agenda will be prepared by the National Secretary and agreed by the National Chairman.

b. The agenda will be circulated to Council Representatives 14 days before the date of the meeting.

c. Any member wishing to add items to the agenda should notify the National Secretary in accordance with d.  Any emergency items for discussion should be put before the Chairman for his approval. 

d. Notices of motions or items for the agenda should be sent to the National Secretary in writing not less than 28 days before the meeting at which they are to be discussed. Such motions will be placed on the agenda or included under any other business by the National Secretary.

3.2
Special Meetings

a. A special meeting of the Council may be convened by any three Council Representatives, representing three different Branches giving written notice to the National Secretary requiring him/her to call a meeting of the Council and specifying the business to be discussed at it.

4.
CONDUCT OF MEETING OF THE COUNCIL

4.1
The ruling of the Chairman on any question shall be final unless challenged by not less than four members and, if put to the vote, two-thirds of the members present should vote in support of the challenge.

4.2
No member shall speak to the meeting for more than five minutes on any subject brought before the meeting.  Members wishing to raise points or ask for explanations should obtain the permission of the Chairman.

4.3
The first proposal on any particular subject will be known as the original Motion.  All succeeding propositions will be called amendments to the original motion.  Each motion or amendment must be moved and seconded at the meeting before it can be discussed.

4.4
If an amendment is carried, this displaces or alters the original motion and becomes a substantive motion, which shall be put to the vote.  If carried, it will become a resolution of the meeting, to which further amendments may then be moved.

4.5
If no amendment is put forward, the proposer of the original motion will have the right to reply at the close of discussion on the motion.  When an amendment is proposed, the mover of the original motion will be entitled to speak on the amendment but will not be allowed to introduce any new matter.  The question will then be put to 
the vote from the Chair.  The mover of the amendment will not be entitled to reply.

4.6 No motion or amendment which has been accepted by the Chairman will be withdrawn without the unanimous consent of the meeting.  No addendum or rider to a motion can be accepted by the Chairman without the unanimous consent of the meeting.  Should any member dissent then the addendum must be proposed and seconded and treated as an ordinary amendment.

4.7
Voting will be by show of hands, except where a ballot vote is specified by the rules governing the General Meeting of the Association (rule 38).  When the Chairman deems necessary, two scruitineers or tellers will be appointed by the Chairman.  The Chairman or person presiding at the Council Meeting will, in the event of equality of voting on any issue, have a second vote or a casting vote.

4.8
No resolution which involves finance or general policy shall be rescinded at any meeting unless every member eligible to attend the meeting has been notified in writing of the motion to effect a rescindment.

4.9
Every member should address the chairman as ‘Chairman’ or ‘Madam Chairman’.  The Chairman’s decision on which should speak and in what order is final.

4.10
If any member interrupts the speaker, uses abusive language, causes a disturbance or refuses to obey the Chairman when called to order, he/she shall be named by the Chairman.  The member will then be expelled from the meeting and not allowed to enter again until a satisfactory apology to the meeting has been given.  No members should leave the meeting before its conclusion without the Chairman’s permission.

4.11
Any member may move the adjournment of the meeting or of any item under discussion.  The member should confine his/her remarks to that question and not discuss other matters.  The mover of the motion whose adjournment has been proposed should be allowed the right to reply on whether it should be adjourned. That reply should not prejudice his/her right of reply on his/her own motion. 

5.
SUSPENSION OF STANDING ORDERS

5.1 On any matter of urgency, the Chairman may accept a motion for the suspension of Standing Orders.  The member moving such suspension must clearly state the nature and urgency of the business, the numbers of Standing Orders affected and the length of time (not exceeding thirty minutes) he desires such suspension to last.  No suspension of 
Standing Orders will take place except by a two-thirds majority of the members present.
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