
Scheme of Arrangements for handling 
Petitions 
Introduction
The Council welcomes views from the public. It has robust arrangements in place for 
managing correspondence. The Council has always welcomed statements, questions, 
deputations and petitions from the public at its formal meetings and those 
arrangements are contained in the Council’s Constitution (Procedure Rules). It 
actively seeks to engage with local people through its overview and scrutiny review 
process.

The purpose of this Scheme is specifically to set out how Bath & North East 
Somerset will handle petitions, whether in paper or on-line format. 

The provisions of this Scheme are supplemental to and do not replace the existing 
arrangements whereby the public may present petitions at meetings of Council 
bodies.

What are the guidelines for submitting a petition?
A petition should include:

a clear and concise statement covering the subject matter of the petition 

an indication of what action the petitioners wish the Council to take – in the 
case of statutory petitions this may take the form of a recommendation

the name, address and signature of any person supporting the petition or

(in the case of electronic petitions) the name, address and e-mail contact

the name and full contact details of the lead petitioner/petition organiser 
(these details will not be placed on the website)

[*see note below regarding signatures]

In the period immediately before an election or referendum, the Council may need 
to deal with a petition differently. If this is the case, the Council will explain the 
reasons and discuss the revised timescale.

Who may present a petition?
The Council welcomes petitions from anyone who lives, works or studies (*) in the 
Council area, including those under the age of 18.



[*Those signing who work or study in the Council area must use this address to 
qualify.]

Petitions for Debate at Council
If a petition (other than a statutory petition) contains signatures of more than 1% of 
the electorate it will be referred to the full Council for debate. The petition will be 
formally presented at the meeting by the lead petitioner who will address the 
meeting for five minutes. The lead petitioner may nominate a local councillor or 
some other person to present the petition.

It is usual for petitions to be considered at the next available Council meeting but 
this may not always be the case.  Petitions will not be considered at the Council’s 
budget meeting or the Annual General meeting.

Where the petition relates to a matter upon which the full Council does not have 
decision making powers, the debate will seek to influence the decision making body 
or person.  If the matter is one on which only the Cabinet can make the final 
decision, Council is limited to making a recommendation to Cabinet.  

Response to petitions
No matter what type of petition is submitted, the Council will provide the lead 
petitioner with an acknowledgement within 15 working days of receipt.

This acknowledgement will set out what the Council plans to do with the petition. 
Among the actions which the Council could choose to take in response to a petition 
are:

 taking the action required in the petition 

 considering the petition at a meeting of the Council

 considering the petition at a meeting of the Cabinet

 referring the petition to a Cabinet Member

 holding an enquiry

 holding a public meeting

 commissioning research

 making a written response to the petition organiser setting out the Authority’s 
views on the request in the petition

 referring the petition to a Policy Development and Scrutiny Panel.



If there is no clear lead petitioner, the Council will contact signatories to agree who 
should act in that role for the purpose of receiving responses.

If the petition is about a matter for which the Council has no direct responsibility (for 
example a local hospital or railway service) the Council will consider making 
representations on behalf of the community to the relevant body. The lead petitioner 
will be informed of the options.

The Council works with a number of partner bodies and where possible it will work 
with these partners to respond to the petition. If the petition triggers a debate at full 
Council, a representative of the partner body may be invited to attend the meeting 
to assist with the debate.

Local Discretion
The above arrangements include in part some statutory requirements for dealing 
with certain petitions in a certain way. Petitions which trigger certain actions 
because of their size or nature will of course be dealt with in accordance with legal 
requirements. There will however be local discretion and flexibility in the way other 
petitions are dealt with based on the principle of good administration and the 
Council’s Constitution.

Review of the Scheme
The Council will review the Scheme from time to time, including the thresholds to 
trigger certain actions and generally in the light of operational experience.

Exclusions 
The Council will not accept what it regards as vexatious, abusive or otherwise 
inappropriate petitions. 

Petitions relating to a planning, licensing or other regulatory application, or decisions 
about a development plan document are not covered by this Scheme. This is 
because there are established procedures for communities to have their say on such 
matters.

Petitions relating to an individual or entity in respect of which that individual or 
entity has a right of appeal or a right of recourse to a review conferred by or under 
any enactment are also excluded.

Petitions relating to the conduct of an elected councillor will be taken as a complaint 
arising under the provisions of the Local Government Act, 2000 with regard to 
ethical governance. Accordingly the petition will be referred directly to the 
Monitoring Officer, in line with the process for handling complaints against 
councillors.



The Council will not accept a petition under this Scheme which is, or appears to be, 
the same as a petition received and dealt with within the previous 6 months. This 
does not apply to a petition received on a similar matter to a current live petition. In 
this case both petitions will be dealt with equally.
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 Annex 2 
 

PETITIONS SCHEME 
 
1. Submission and Content of Petitions 

 
 1.1 Members of the public may present the Council (but not at annual, budget 

setting or extraordinary meetings of the Council, except at the 
Chairman’s discretion), or the Executive, or a committee, with petitions, 
upon giving at least 7 clear working days notice in writing of the petition 
to the Monitoring Officer, subject to the principles of the General 
Principles Governing All Public Participation set out at paragraph 2 
of Part 4G of the Constitution.  If, following consideration of the petition 
as provided in paragraphs 5 to 8 below, the petition organiser is not 
satisfied with the response, he/she may request that the response be 
reviewed by the relevant overview and scrutiny committee in accordance 
with the procedure in paragraph 10. 
 

 1.2 The petition shall:- 
 

  1.2.1 be addressed to the Monitoring Officer of the Council; 
 

  1.2.2 contain a clear and concise statement covering the subject of the 
petition and what action the petitioner wishes the Council to take; 
 

  1.2.3 be validly signed by at least 10 persons, and in the case of e-
petitions 100 persons, who live, work or study in the Authority’s 
area (a written petition shall be deemed to be “validly signed” if 
the person has signed it and the petition states the person’s 
name and address and the date of signature) 
 

  1.2.4 designate one of the persons who has validly signed it as the 
person with whom the Council may deal in relation to the petition. 
(Where no lead petitioner is identified, the Council will contact 
signatories to the petition to agree who shall act as the petition 
organiser.) 
 

 1.3 Petitions should be relevant to the forum to which they are addressed 
and:- 
                  

  1.3.1 concern a matter which relates to a function of the Authority; or 
 

  1.3.2 whilst not relating to a function of the Authority, relate to an 
improvement in the economic, social or environmental well-being 
of the Authority’s area to which any of its partner authorities could 
contribute. 
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2. Rejection of Petitions 
 

 2.1 The Monitoring Officer may reject any petition which:- 
 

  2.1.1 does not meet the criteria set out in paragraphs 1.2 and 1.3 
above in the case of written petitions or the criteria set out in 
paragraphs 1.2.2 – 1.2.3 and 1.3 in the case of e-petitions; and/or 
 

  2.1.2 relates to a matter which is excluded under the provisions of 
paragraph 2.1 of Part 4G; and/or 
 

  2.1.3 is, in his/her reasonable opinion, vexatious, abusive or otherwise 
inappropriate to be dealt with under the Council’s Petitions 
Scheme; and/or 
 

  2.1.4 is the same as, or has a substantially similar effect to a petition 
which has been made to the Council within a period of six months 
ending with the date on which the petition was made to the 
Council; and/or 
 

  2.1.5  in the case of e-petitions, breaches data protection, libel or the 
Authority’s statutory requirement, as a public body, to comply 
with equalities and anti-discrimination legislation.   
 

3. Acknowledgement of Petitions 
 

 3.1 The Monitoring Officer will send a written acknowledgment to the petition 
organiser within 3 clear working days of the date of receipt.  The 
acknowledgement will give information about what the Council proposes 
to do in response to the petition, including the date and time at which the 
petition will be considered by the Council, Executive or relevant 
committee and will advise the petitioners of their right to speak under the 
provisions of this procedure. 
 

4. E-Petitions  
 

 4.1 Members of the public may also submit e-petitions through the Council’s 
website.   
 

 4.2 The petition organiser shall provide their name, postal address and email 
address and indicate for how long the petition should be open to 
signature. 
 

 4.3 E-petitions shall also comply with the provisions of paragraphs 1.2.2 – 
1.2.3 and 1.3 above. 
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 4.4 The Monitoring Officer shall be authorised to determine whether to host 
an e-petition and may reject any petition which he/she deems 
inappropriate.  The decision on whether to host an e-petition will be made 
within 5 working days of submission of the original petition. 
 

 4.5 If the Monitoring Officer determines not to host an e-petition, he/she will 
notify the petition organiser within 3 clear working days of such decision.  
The petition organiser may, within 10 clear working days, change and 
resubmit the petition.  In the event the petition organiser does not do this, 
a summary of the petition and the reason why it has not been accepted 
will be published under the “rejected petitions” section of the Council’s 
website. 
 

 4.6 Members of the public signing an e-petition will be required to provide 
their name, postcode and a valid email address.  On submission of this 
information, an email will be sent to the email address provided with a 
link to confirm the email address is valid.  Upon completion of this step, 
the signature will be added to the petition. 
 

 4.7 When an e-petition has closed for signature, it will be submitted to the 
next available meeting of the Executive or relevant committee of the 
Council having regard to the subject matter concerned. The Monitoring 
Officer will send a written acknowledgement of the petition as provided in 
paragraph 3.  If the petition organiser wishes to present the e-petition to 
the Council, they shall notify the Monitoring Officer within 10 working days 
of receipt of the acknowledgement. 
 

5. Petitions presented at full Council 
 

 5.1 At meetings of full Council (other than annual or extraordinary meetings, 
except at the discretion of the chairman), a period of up to 30 minutes per 
meeting shall be allowed for the receipt and discussion of petitions. 
 

 5.2 Petitions will be considered in the order that they are received on the 
basis of the following procedure:- 
 

  5.2.1 Petitions should be presented by either:- 
 

   5.2.1.1 the lead petitioner; or 
 

   5.2.1.2 an individual nominated by the lead petitioner; or 
 

   5.2.1.3 a member of the Council on behalf of the lead petitioner 
 

  5.2.2 who shall be entitled to speak for no more than 3 minutes to 
summarise the contents of the petition. 
 

 5.3 Petitions shall normally be discussed by the Council for up to 10 minutes. 
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 5.4 Petitions containing more than 1,250 signatures must be debated by the 
Council and will be discussed for up to 15 minutes. 
 

 5.5 Petitions calling for evidence from an officer under paragraph 9 are 
excluded from the requirement for debate by the Council. 
 

 5.6 The Council will take one of the following steps in relation to the petition 
having the effect of:- 
 

  5.6.1 giving effect to the request in the petition; or 
 

  5.6.2 holding an inquiry; or 
 

  5.6.3 commissioning research; or 
 

  5.6.4 holding a public meeting; or 
 

  5.6.5 giving a written response to the petition organiser setting out the 
Council’s views about the request in the petition 
 

  5.6.6 referring the petition to the Executive or relevant committee or to 
an overview and scrutiny committee; or 
 

  5.6.7 referring a petition which relates to a traffic regulation order to a 
meeting of the Executive Member for Community Services 
convened to deal with traffic regulation orders and highways 
related matters. 
 

 5.7 Where the issue is one on which the Executive is required to make the 
final decision, the Council will decide whether to make recommendations 
to inform that decision. 
 

 5.8 The chairman shall have discretion to extend the period allowed for the 
receipt and discussion of petitions, in the event that any petitions of which 
notice has been given remain to be received.  
 

 5.9 The Monitoring Officer shall within 2 clear working days of the date of the 
Council agreeing its response to the petition:-   
 

  5.9.1 notify the petition organiser in writing of the steps the Council has 
taken or proposes to take in response to the petition and the 
reason for doing so; and 
 

  5.9.2 publish that notification on the Council’s website, unless in 
his/her reasonable opinion, in all circumstances, it would be 
inappropriate to do so. 
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 5.10 Where a petition has been referred to the Executive, the relevant 
committee, an overview and scrutiny committee or the Executive Member 
for Community Services, the notification shall include the date and time 
of the meeting at which the petition will be considered and details of the 
petitioners’ rights to speak under the provisions of this procedure. 
 

6. Petitions presented at or referred to the Executive or Committees 
 

 6.1 Where petitions are presented directly to the Executive or a committee, 
or referred to the Executive or a committee from the Council, they will be 
considered in the order that they are received on the basis of the following 
procedure:-  
 

  6.1.1 Petitions should be presented by either:- 
 

   6.1.1.1 the lead petitioner; or 
 

   6.1.1.2 an individual nominated by the lead petitioner; or 
 

   6.1.1.3 a member of the Council on behalf of the lead 
petitioner 
 

   who shall be entitled to speak for no more than 3 minutes to 
summarise the contents of the petition. 
 

 6.2 The Executive or committee will take one of the following steps in 
relation to the petition having the effect of:- 
 

  6.2.1 giving effect to the request in the petition; or 
 

  6.2.2 holding an inquiry; or 
 

  6.2.3 commissioning research; or 
 

  6.2.4 holding a public meeting; or 
 

  6.2.5 giving a written response to the petition organiser setting out the 
Executive’s or committee’s views about the request in the 
petition; or 
 

  6.2.6 referring the petition to an overview and scrutiny committee; or 
 

  6.2.7 referring the petition to the full Council; or 
 

  6.2.8 referring a petition which relates to a traffic regulation order to a 
meeting of the Executive Member for Community Services 
convened to deal with traffic regulation orders and highways 
related matters. 
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 6.3 The Monitoring Officer shall within 2 clear working days of the date of the 
Executive or relevant committee agreeing its response to the petition:- 
 

  6.3.1 notify the petition organiser in writing of the steps the Executive 
or committee has taken or proposes to take in response to the 
petition and the reason for doing so; and 
 

  6.3.2 publish that notification on the Council’s website, unless in 
his/her reasonable opinion, in all circumstances, it would be 
inappropriate to do so. 
 

 6.4 Where a petition has been referred to the Council, an overview and 
scrutiny committee or the Executive Member for Sustainable 
Communities - Services, the notification shall include the date and time 
of the meeting at which the petition will be considered and details of the 
petitioners’ rights to speak under the provisions of this procedure. 
 

7. Petitions on matters which may be affected by the setting of the Council’s 
budget 
 

 7.1 Petitions on matters which may be affected by the setting of the Council’s 
budget shall be considered first by the relevant overview and scrutiny 
committee and then by the Corporate Resources Overview and Scrutiny 
Committee which meets prior to the Executive’s consideration of the draft 
budget. 
 

 7.2 The Corporate Resources Overview and Scrutiny Committee shall make 
recommendations to the Executive on matters set out in the petitions. 
 

 7.3 The Executive shall have regard to the recommendations arising from the 
petitions when determining its budgetary recommendations to Council. 
 

 7.4 If any petitions on budgetary matters are received outside of this 
timeframe, they may be referred to the appropriate body for 
consideration, but there is no assurance that they will be taken into 
account in the budget setting process. 
 

8. Petitions referred to meetings of the Executive Member for –Community 
Services 
 

 8.1 Where petitions are presented directly to a meeting of the Executive 
Member for Community Services, or referred to the Executive Member 
from the Council or Executive, they will be considered in the order that 
they are received on the basis of the procedure set out below.  
 

  8.1.1 Petitions should be presented by either:- 
 

   8.1.1.1 the lead petitioner; or 
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   8.1.1.2 an individual nominated by the lead petitioner; or 
 

   8.1.1.3 a member of the Council on behalf of the lead 
petitioner 
 

   who shall be entitled to speak for no more than 3 minutes to 
summarise the contents of the petition. 
 

 8.2  The Executive Member shall take one of the following steps in relation to 
the petition having the effect of:- 
 

  8.2.1 giving effect to the request in the petition; or 
 

  8.2.2 holding an inquiry; or 
 

  8.2.3 commissioning research; or 
 

  8.2.4 holding a public meeting: or 
 

  8.2.5 giving a written response to the petition organiser setting out the 
Executive Member’s views about the request in the petition; or 
 

  8.2.6 referring the petition to an overview and scrutiny committee; or 
 

  8.2.7 referring the petition back to the Executive where the Executive 
Member considers it appropriate having regard to the 
circumstances relating to the petition in question. 
 

 8.3 The Monitoring Officer shall within 2 clear working days of the date of the 
Executive member agreeing his response to the petition:- 
 

  8.3.1 notify the petition organiser in writing of the steps the Executive 
Member has taken or proposes to take in response to the petition 
and the reason for doing so; and 
 

  8.3.2 publish that notification on the Council’s website, unless in 
his/her reasonable opinion, in all circumstances, it would be 
inappropriate to do so. 
 

 8.4 Where a petition has been referred to the Executive or an overview and 
scrutiny committee, the notification shall include the date and time of the 
meeting at which the petition will be considered and details of the 
petitioners’ rights to speak under the provisions of this procedure. 
 

9. Officer Evidence 
 

 9.1 Petitions may ask for a senior council officer to give evidence at a 
meeting of the relevant overview and scrutiny committee about 
something for which the officer is responsible as part of their job. 
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 9.2 Such petitions must contain at least 600 signatures.  Save as provided in 
paragraph 9.3 below, the relevant senior officer will give evidence at a 
meeting of the relevant overview and scrutiny committee.  A list of which 
senior officers can be called to give evidence can be found on the 
Council’s website. 
 

 9.3 The relevant overview and scrutiny committee, or its chairman, may 
request that another officer of the Council should attend before the 
committee where the committee and/or chairman considers that, for the 
purposes of addressing the concerns raised by the petition, it would be 
more appropriate for that officer to attend. 
 

10. Review by Overview and Scrutiny of Adequacy of Response to Petition 
 

 10.1 The petition organiser may, by giving notice in writing to the Monitoring 
Officer within 5 working days of being advised of the Council’s response, 
request that the relevant overview and scrutiny committee review the 
adequacy of the response to the petition (i.e. the overview and scrutiny 
committee shall review the steps taken by the Council to process the 
petition). 
 

 10.2 Where such a request is received, the Monitoring Officer shall arrange 
for the request, together with the response to the petition, to be included 
on the agenda for the next scheduled meeting of the relevant overview 
and scrutiny committee. 
 

 10.3 The overview and scrutiny committee has four options having reviewed 
the adequacy of the response to the petition:- 
 

  10.3.1 to agree with the steps taken or proposed to be taken in 
response to the petition; or 
 

  10.3.2 to call upon the Executive, relevant committee or the Council  
to reconsider the matter; or 
 

  10.3.3 to make recommendations to the Executive, committee or the 
Council to pursue a particular course of action; or 
 

  10.3.4 to refer the matter for consideration by the full Council. 
 

 10.4 The Monitoring Officer shall within 10 clear working days of the date of 
the overview and scrutiny committee completing its review of the 
response to the petition:- 
 

  10.4.1 notify the petition organiser in writing of the results of the 
review; and  
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  10.4.2 publish that notification on the Council’s website, unless in 
his/her reasonable opinion, in all circumstances, it would be 
inappropriate to do so. 
 

 10.5 The presentation of petitions will also be subject to the general principles 
governing public participation set out at paragraph 2 of Part 4G. 
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PETITIONS SCHEME 
 

Petitions 
 
Cheshire East Council welcomes petitions and recognises that petitions are one way 
in which people can let us know their concerns. We will treat something as a petition 
if it is identified as being a petition, or if it seems to us that it is intended to be a 
petition 
 
We treat as a petition any communication which is signed by or sent to us on behalf 
of a number of people. For practical purposes, we normally set a requirement for at 
least 10 signatories or petitioners before we treat it as a petition. Whilst we like to 
hear from people who live, work or study in Cheshire East, this is not a requirement 
and we would take equally seriously a petition from, for example, 10 visitors to the 
District on the subject of facilities at one of our visitor attractions.  
 
Petitions can also be presented to the Mayor prior to a meeting of the Council. These 
meetings take place on a bi monthly basis, dates and times can be found on the 
Cheshire East Website www.cheshireeast.gov.uk. If you would like to present your 
petition to the Mayor, or would like your councillor to present it on your behalf, please 
contact the Democratic Services Manager at the address below at least 10 working 
days before the meeting and they will talk you through the process.  

 
What should a petition contain? 
 
A petition should include – 
 
A clear statement of your concerns and what you want the authority to do. This must 
relate to something which is the responsibility of the authority, or over which the 
authority has some influence. Where a petition relates to a matter which is within the 
responsibility of another public authority, we will ask the petition organiser whether 
s/he would like us to redirect the petition to that other authority. Where a petition 
relates to a matter over which the authority has no responsibility or influence, we will 
return the petition to the petition organiser with an explanation for that decision; 
 
The name and contact details of the “petition-organiser” or someone to whom you 
would like any correspondence about the petition to be sent. Contact details may be 
either a postal address or an Email address; 
 
The names of at least 10 petitioners (which can include the petition organiser). 
Where the petition is in paper form, this can include an actual signature from each 
petitioner, but actual signature is not essential. Where the petition is in electronic 
form, a list of the names of the petitioners will suffice. You may include the 
addresses of petitioners, which may be useful to the authority, for example, in 
assessing the degree of local support or opposition to a planning application, but this 
is not essential. If you want your petition to be debated at a meeting of the Council 
(“A Petition for Debate”), or to trigger a public meeting of an Overview and Scrutiny 
Committee at which a specific officer will be required to report (“A Petition to hold an 
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Officer to Account”), your petition will need to contain a higher number of signatories 
or petitioners (see below); 
 
If you are submitting the petition in response to our consultation on a specific matter, 
please identify the matter which it relates to, so that we can ensure that your petition 
is considered along with original matter. 
 
Petitions which are considered to be vexatious, abusive or otherwise inappropriate 
will not be accepted. In the period immediately before an election or referendum we 
may need to deal with your petition differently – if this is the case we will explain the 
reasons and discuss the revised timescale which will apply. If a petition does not 
follow the guidelines set out above, the council may decide not to do anything further 
with it. In that case, we will write to you to explain the reasons. 
 
Who should you send a petition to? 

 

Where you submit a petition in response to consultation by the authority, please 
address it to the return address set out in the consultation invitation. This will ensure 
that it is reported at the same time as the matter to which it relates is considered. 
 
We have appointed a Petitions Officer, who is responsible for receiving, managing 
and reporting all other petitions sent to the authority. Please address petitions to – 
 
The Petitions Officer  
Cheshire East Council, 
Westfields,  
Middlewich Road, 
Sandbach,  
Cheshire CW11 1HZ  
 
Or to petitons@cheshireeast.gov.uk. 
 
The Petitions Officer will ensure that your petition is acknowledged to the petition 
organiser and entered on the authority’s petitions website and that the website is 
regularly up-dated with information on the progress of your petition. The Petitions 
Officer can also provide you with advice about how to petition the authority or the 
progress of your petition, at either of the above addresses or by telephone at 01270 
686458. 
 

Types of Petition 
 
There are five different types of petition, as set out below. How we deal with a 
petition depends on which type of petition you submit – 
 
Ordinary Petitions 
 
These are petitions which do not come within any of the following specific types. 
Please note that petitions which raise issues of possible Councillor misconduct will 
be taken as complaints arising under the Local Government Act 2000 and will be 
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reported to the Audit and Governance Sub-Committee, rather than considered under 
this Petitions Procedure. 
 
Consultation Petitions 
 
These are petitions in response to an invitation from the authority for representations 
on a particular proposal or application, for example on planning or licensing 
applications or proposals for parking restrictions or speed limits. Consultation 
petitions which are received by the response date in the consultation invitation will be 
reported to a public meeting of the person or body which will be taking the decision 
on the application or proposal. 
 
Statutory Petitions 
 
Particular Acts of Parliament require the Council to consider petitions, for example a 
petition for a review of Parish Councils, or a petition for a directly-elected Mayor. 
Where you submit a petition under such a specific statute, we will report it to the next 
available meeting of the Council in accordance with the statutory requirements. 
 
Petitions for Debate 
 
If you want your petition to be reported to and debated at a meeting of the Council, it 
must contain at least 300042 signatories or petitioners (this is reduced to 1500 
signatories or petitioners where the petition relates to a local issue, affecting no more 
than 2 electoral wards within the authority’s area). The Petitions Officer will request 
the appropriate Chief Officer to prepare a report. This report together with the 
Petition will be presented to full Council who will debate it fully. Council may then 
refer the Petition to the appropriate decision making body for further consideration. 
 
Petitions to Hold an Officer to Account 
 
If you want your petition to be considered at a meeting of an Overview and Scrutiny 
Committee, where an officer, identified either by name or by post title, will be 
required to answer questions on the conduct of a particular matter, your petition 
should contain at least 2000 signatories or petitioners (this is reduced to 1000 
signatories or petitioners where the petition relates to a local issue, affecting no more 
than 2 electoral wards within the authority’s area). The authority has determined that 
such petitions must relate to the Chief Executive, a Director or a Head of Service of 
the authority. Please note that where the petition raises issues of competence or 
misconduct, the petition will be referred to the Chief Executive (or to the Head of 
Human Resources in respect of the Chief Executive) and will be considered under 
the authority’s Disciplinary Procedures, and not under this Petitions Procedure.43 

                                            
42

  The number of signatories or petitioners required for Petitions for Debate, and for Petitions to Hold and 

Officer to Account have been set by the authority to try to ensure that matters of genuine concern can 

be brought to the authority’s attention. These requirements will be reviewed periodically in the light of 

the number of petitions received, to ensure that the requirements are not excessive.  
43

  Note that the Local Democracy, Economic Development and Construction Act 2009 makes no 

provision for handling petitions which raise issues of officer or member misconduct or officer 

competence, but in practice such petitions cannot be handled under the Petitions Procedure and must be 

handled under the procedures appropriate to such matters. 
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The Petitions Website 
 
The authority maintains a petitions web page on its website.  
 
When a petition is received, within 5 working days the Petitions Officer will open a 
new public file within the website and will put in that file the subject matter of the 
petition, its date of receipt and the number of signatories or petitioners. The petition 
organiser’s name and contact details will only be included on the website if s/he so 
requests. 
 
As soon as it is decided who the petition will be considered by within the authority, 
and when that consideration will occur, this information will be entered on the 
website at the same time as it is sent to the petition organiser. Once the petition has 
been considered, the authority’s decision will be notified to the petition organiser and 
put on the website within 5 working days of that consideration. 
 
Petitions are presented on the petitions website in the order in which they are 
received, but the website can be searched for key-words to identify all petitions 
relating to a particular topic. All petitions are kept on the website for 2 years from the 
date of receipt.  
 
The role of Ward Councillors 
 
When a petition is received which relates to a local matter (particularly affecting 
specific electoral wards), the Petition Officer will send a copy of the petition to each 
relevant Ward Councillor at the same time as acknowledging receipt of the petition to 
the petition organiser. 
 
What happens when a petition is received? 
 
Whenever a petition is received – 
 
Within 5 working days of receipt, the Petitions Officer will acknowledge receipt to the 
petition organiser. 
 
At the same time as responding to the petition organiser, the Petitions Officer will 
notify Ward Councillors of receipt of the petition and the relevant officers and 
Portfolio Holders. 

 

In some cases, the Petitions Officer may be able to resolve the petitioners’ request 
directly, by getting the relevant Portfolio Holder or officer to take appropriate action. 
For example where the petition relates to fly-tipping and the authority can arrange for 
it to be cleared up directly. Where this is done, the Petitions Officer will ask the 
petition organiser whether s/he considers that the matter is resolved.  
 
Unless the matter has been resolved to the satisfaction of the petition organiser, the 
Petitions Officer will within 5 working days of receipt of the petition provide a 
substantive response to the petition organiser setting out who the petition will be 
reported to for consideration,  
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Within 5 working days of receipt of a petition, the Petitions Officer will open a new 
public file for the petition on the authority’s petitions website, setting out the subject 
matter of the petition, the date of receipt and the number of petitioners. The petition 
organiser’s name and contact details will only be included on the website is s/he so 
requests.  
 
At each stage of the consideration of the petition, within 5 working days of any 
decision, the Petitions Officer will ensure that the petitions website is updated to 
ensure that petitioners can track progress of their petition. 
 
The process after this stage differs for the various types of petitions – see below. 
 
What happens to a Consultation Petition?  
 
Consultations Petitions are submitted in response to an invitation from the Council to 
submit representations on a particular proposal or application, such as a planning or 
licensing application or a proposed traffic regulation order. 
 
The petition will be reported to person or body who will take the decision on the 
proposal or application at the meeting when they are to take the decision on that 
application or proposal. The Council’s Constitution defines who will take different 
types of decision, as set out in the Scheme of Delegations and the terms of 
Reference of Committees and Sub-Committees.  
 
Where the petition relates to a matter which is within the delegated power of an 
officer, s/he will not exercise those delegated powers but will automatically refer the 
matter up to the relevant Portfolio Holders for decision.44 
 
Where the petition relates to a matter which is within the delegated powers of an 
individual Portfolio Holders, s/he may decide not to exercise those delegated powers 
but to refer the matter to Cabinet for decision. 
 
 
What happens to a Statutory Petition? 
 
Particular Acts of Parliament require the Council to consider petitions, for example a 
petition for a review of Parish Councils, or a petition for a directly-elected Mayor. 
Where you submit a petition under such a specific statute, we will report it to the next 
available meeting of the Council in accordance with the statutory requirements. 
 
What happens to Petitions for Debate? 
 
Petitions for Debate will be reported to the next convenient meeting of Council. 
Petitions will not be considered at the Annual Meeting of Council or at Extraordinary 
Meetings of Council which are not convened to consider the subject matter of the 
petition. 

                                            
44

  The exceptions to delegated powers set out in Paragraphs 3.8.3 and 3.8.4 will need to be carried over to 

the Scheme of Delegations in the Council’s Constitution 
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As set out below, the petition organiser will be invited to address the meeting on the 
subject of the petition. 
 
What happens to a Petition to Hold an Officer to Account? 

 

Petitions to hold an officer to account will be reported to the next convenient meeting 
of the relevant Overview and Scrutiny Committee. 

 
In advance of the Committee meeting, the petition organiser will be invited to submit 
a list of questions which s/he would like put to the officer at the meeting. These 
questions will be provided to the Chairman of the Committee, who will decide 
whether they are appropriate, and to the officer concerned, in advance of the 
meeting.  
 
At the meeting, the Chairman will invite the petition organiser to address the 
Committee on the issue45, and the relevant officer will then be required to report to 
the Committee in relation to the conduct of the subject matter of the petition. 
Members of the Committee may question the officer, and the Chairman may invite 
the petition organiser to suggest questions for him/her to put to the officer. 
 
What happens to an Ordinary Petition? 
 
The Petitions Officer will arrange for each ordinary petition to be reported to the 
appropriate officer and Portfolio Holder which has responsibility for the subject 
matter of the Petition for them to deal with under delegated powers. If appropriate to 
do so the petition organiser will be invited to meet the Portfolio Holder to make 
representations in support of the petition 

 

Within 5 working days of the consideration of the petition by the relevant Portfolio 
Holder, the Petitions Officer will notify the petition organiser of the Portfolio Holder’s 
decision and advise him/her that if s/he is not satisfied with that decision, s/he may 
require the matter to be reported to the next convenient meeting of the appropriate 
Overview and Scrutiny Committee for review.  

 

At each stage, the Petitions Officer will enter the relevant information on the website 
at the same time as it is sent to the petition organiser.  

 
Appeal to an Overview and Scrutiny Committee 

 
If the petition organiser is not satisfied with the outcome of the authority’s 
consideration of his/her petition, he/she may appeal to an Overview and Scrutiny 
Committee by notifying the Petitions Officer of his/her intention to appeal within 20 
working days of being notified of the authority’s decision on the petition.  

 
Within 5 working days of receipt of intention to appeal, the Petitions Officer will 
determine which is the relevant Overview and Scrutiny Committee and will notify the 

                                            
45

  Note that the 2009 Act does not give the petition organiser a right to speak at the Committee meeting, 

but the Council has decided that s/he should be invited to set out the petitioners’ concerns in relation to 

the subject matter of the petition. 
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petition organiser of the time, date and place of the next convenient meeting of that 
Overview and Scrutiny Committee and will invite the petition organiser to attend the 
meeting and to address the Committee on why they considers that the authority’s 
decision on the petition is inadequate. 

 
At that meeting, the Overview and Scrutiny Committee will invite the petition 
organiser and Ward Councillors to make their representations and to explain why 
s/he considers that the Council’s response was insufficient. The Overview and 
Scrutiny Committee may not over-ride the decision maker’s decision but must 
consider any recommendations made by the Overview and Scrutiny Committee. 

 
The role of the Petition Organiser 

 
The petition organiser will receive acknowledgement of receipt of the petition within 5 
working days of its receipt by the authority. 

 
Where the petition is not accepted for consideration the petition organiser will be 
advised by the Petitions Officer of the rejection and the grounds for such rejection. 

 
Where the petition is accepted for consideration, the petition organiser will be 
advised by the Petitions Officer within 5 working days of receipt by the authority as to 
who the petition will be considered by, and the date, time and place of the meeting at 
which it will be considered, and will be invited to address the meeting for up to 3 
minutes. The meeting may then ask the petition organiser questions on the subject 
matter of the petition. 

 
The petition organiser may nominate another person to address the meeting and to 
answer any questions on the matter. 
 
The petition organiser will be regularly informed by the Petitions Officer of any 
decisions in respect of the petition and will be formally notified of the outcome of the 
petition’s consideration within 5 working days of such decision. 
 
The petition organiser may notify the Petitions Officer of his her intention to appeal to 
an Overview and Scrutiny Committee against the decision of the authority relating to 
the petition within 20 working days of being notified of that decision, and may attend 
and address the meeting of the Overview and Scrutiny Committee as to why he/she 
considers that the authority’s decision on the petition was inadequate. 

 
Petitions which will not be reported 

 
Duplicate Petitions 

 
Where more than one petition is received in time for a particular meeting, each 
supporting the same outcome on one matter, each petition organiser will be treated 
as an independent petition organiser, but only the petition organiser of the first 
petition to be received will be invited to address the relevant meeting. 
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Repeat Petitions 
 

Where a petition will not normally be considered where they are received within 6 
months of another petition being considered by the authority on the same matter. 

 
Rejected Petitions 

 
Petitions will not be reported if in the opinion of the Petitions Officer, they are rude, 
offensive, defamatory, scurrilous or time-wasting, or do not relate to something which 
is the responsibility of the authority, or over which the authority has some influence. 

 

If your petition is about something over which the council has no direct control we will 
pass on the petition on behalf of the community to the relevant body. The council 
works with a large number of local partners and where possible will work with these 
partners to respond to your petition. If we are not able to do this for any reason (for 
example if what the petition calls for conflicts with council policy), then we will set out 
the reasons for this to you.  

 

Wherever possible, it is expected that the petition will be dealt within six weeks of it 
being received by the Council. If this is not possible, then a holding response will be 
sent to the lead petitioner and relevant Portfolio Holder(s). 
 

E-petitions 
 
The council will be introducing e-petitions. It will be possible to create and submit E-
petitions through our website and will follow the same guidelines as paper petitions. 
This Scheme will be revised when e-petitions are introduced. 
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Petitions Scheme 
 

Updated 9 June 2015 
 
The Council welcomes petitions and recognises that petitions are one way in which 
people can let us know their concerns. All petitions sent or presented to the council will 
receive an acknowledgement from the Council within 10 working days of receipt. 
This acknowledgement will set out what we plan to do with the petition. We will treat 
something as a petition if it is identified as being a petition, or if it seems to us that it is 
intended to be a petition. 
 
Paper petitions can be sent to: 
 
Head of Legal and Democratic Services 
Floor 4, HQ, 
Nicholas Street,  
Chester, 
CH1 2NP  
 
Or be created, signed and submitted online  
 
Petitions can also be presented to a meeting of the Council. These meetings take place 
6 times a year and, dates and times can be found here   
 
http://cmttpublic.cheshirewestandchester.gov.uk/ieListMeetings.aspx?CommitteeId=448 
 
If you would like to present your petition to the Council, or would like your councillor or 
someone else to present it on your behalf, please contact Democratic Services on 
01244 975970 or email democraticservices@cheshirewestandchester.gov.uk  at least 
10 working days before the meeting and they will talk you through the process.   
 
If your petition has received signatures of 1% of the Borough population it can be 
scheduled, should you wish it to be, for a full Council or Cabinet debate (decided by the 
Chief Executive and Leader) providing all the signatures are submitted at the same time 
and that the subject is appropriate e.g. does not relate to a planning or licensing 
application). 
 
If your petition has received signatures of 1% of the Borough population it can be 
scheduled, should you wish it to be, for consideration at an appropriate Scrutiny 
Committee. 
 
The Council’s Privacy Policy applies to all Petitions. 

 
What are the guidelines for submitting a petition? 
 
Petitions submitted to the council must include: 
 

 a clear and concise statement covering the subject of the petition. It should state 
what action the petitioners wish the council to take 

 the name and address and signature of any person supporting the petition. 

http://cmttpublic.cheshirewestandchester.gov.uk/ieListMeetings.aspx?CommitteeId=448
mailto:democraticservices@cheshirewestandchester.gov.uk
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 Petitions should be accompanied by contact details, including an address, for the 
petition organiser. This is the person we will contact to explain how we will 
respond to the petition. The contact details of the petition organiser will not be 
placed on the website. If the petition does not identify a petition organiser, we will 
contact signatories to the petition to agree who should act as the petition 
organiser. 

 Petitions which are considered to be vexatious, abusive or otherwise 
inappropriate (e.g. relates to a planning or licensing application) will not be 
accepted.  

 In the period immediately before an election or referendum we may need to deal 
with your petition differently – if this is the case we will explain the reasons and 
discuss the revised timescale which will apply. 

 If a petition does not follow the guidelines set out above, the council may decide 
not to do anything further with it. In that case, we will write to you to explain the 
reasons. 

 
What will the Council do when it receives my petition? 
 

 An acknowledgement will be sent to the petition organiser within 10 working 
days of receiving the petition. It will let them know what we plan to do with the 
petition and when they can expect to hear from us again. It will also be published 
on our website. 

 If we can do what your petition asks for, the acknowledgement may confirm that 
we have taken the action requested and the petition will be closed. 

 If the petition has enough signatures to trigger a council debate, or a senior 
officer giving evidence (if asked for), then the acknowledgment will confirm this 
and tell you when and where the meeting will take place. If the petition needs 
more investigation, we will tell you the steps we plan to take. 

 If the petition applies to a current or future planning or licensing application, is a 
statutory petition (for example requesting a referendum), or on a matter where 
there is already an existing right of appeal, such as council tax banding and non-
domestic rates, other procedures apply. For instance, Planning Committee, 
Strategic Planning Committee and Licensing Committee have to make decisions 
based on the evidence put before them and the planning/licensing merits, as 
defined by law, so such matters cannot be debated in full council as it would 
leave the Council exposed to legal challenge.  For further information on these 
procedures and how you can express your views please use our online contact 
page  or call the Contact Centre on 0300 123 8123.  

 We will not take action on any petition which we consider to be vexatious, 
abusive or otherwise inappropriate and will explain the reasons for this in our 
acknowledgement of the petition. 

 To ensure that people know what we are doing in response to the petitions we 
receive the details of all the petitions submitted to us will be published on our 
website, except in cases where this would be inappropriate. Whenever possible 
we will also publish all correspondence relating to the petition (all personal 
details will be removed). 

 When you sign an e-petition you can elect to receive this information by email.  

 We will not send you anything which is not relevant to the e-petition you have 
signed, unless you choose to receive other emails from us.  

 

http://www.cheshirewestandchester.gov.uk/contact_us.aspx
http://www.cheshirewestandchester.gov.uk/contact_us.aspx
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How will the council respond to petitions? 
 
Our response to a petition will depend on what a petition asks for and how many people 
have signed it, but may include one or more of the following: 

 taking the action requested in the petition 

 considering the petition at a council meeting 

 holding an inquiry into the matter 

 undertaking research into the matter 

 holding a public meeting 

 holding a consultation 

 holding a meeting with petitioners 

 referring the petition for consideration by the Council’s Overview and Scrutiny 
 Committee* 

 calling a referendum 

 writing to the petition organiser setting out our views about the request in the 
petition 

 
*The Overview and Scrutiny Committees is a committee of councillors who are 
responsible for scrutinising the work of the council – in other words, the overview and 
scrutiny committee has the power to hold the council’s decision makers to account. 
 
In addition to these steps, the council will consider all the specific actions it can 
potentially take on the issues highlighted in a petition. The list below gives some 
examples. 
 
Petition subject - appropriate steps 
 
Alcohol related crime and disorder 
 
If your petition is about crime or disorder linked to alcohol consumption, the council will, 
among other measures, consider the case for placing restrictions on public drinking in 
the area by establishing a designated public place order or, as a last resort, imposing an 
alcohol disorder zone. When an alcohol disorder zone is established the licensed 
premises in the area where alcohol related trouble is being caused are required to 
contribute to the costs of extra policing in that area. The council’s response to your 
petition will set out the steps we intend to take and the reasons for taking this approach.  
 
Anti-social behaviour (ASB) 
 
As the elected representatives of your local area, as social landlord and licensing 
authority, the council plays a significant role to play in tackling anti-social behaviour. The 
council, in conjunction with our partners in the local crime and disorder partnership have 
set out minimum service standards for responding to issues of anti-social behaviour, you 
can find more details about these standards here 
[http://www.cheshirewestandchester.gov.uk/housing/council_tenants/our_performance/s
ervice_standards/anti_social_behaviour.aspx]. 
When responding to petitions on ASB, we will consider in consultation with our local 
partners, all the options available to us including the wide range of powers and 
mechanisms we have to intervene as part of our role as social landlord and licensing 
authority. For example, we will work with the neighbourhood policing team in the 
affected area to identify what action might be taken including what role CCTV might 
play, consider identifying a dedicated contact within the council to liaise with the 
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community and neighbourhood partners on issues of ASB in the area in question and, 
where appropriate, we will alert the crime and disorder reduction partnership and the 
scrutiny panel that deals with crime and disorder to the issues highlighted in the petition. 
 
Under-performing schools 
 
We will consider, in consultation with local partners, all the options available to us when 
working with schools to secure their improvement. For example, on our behalf, the 
school improvement partner will play a pivotal role, challenging and brokering support 
for poorly performing schools. Where a school is under performing we will consider 
whether it is appropriate in the circumstances to issue a warning notice outlining 
expectations and a timeframe for the school to improve its performance standards. 
Other measures available to us, where schools fail to comply with a warning notice or 
are in an Ofsted category of notice to improve (requiring significant 
improvement) or special measures including; appointing additional governors, 
establishing an interim executive board, removal of the school’s delegated budgets, 
requiring the school to enter into a formal contract or partnership or, only if the school is 
in special measures, closure. 
 
Under-performing health services 
  
We will work with local health partners to consider the matter raised in the petition 
including, where appropriate, exploring what role the Local Involvement Network (LINk) 
might have in reviewing and feeding back on the issue The scrutiny panel that deals 
with health will also be alerted to the petition and where the matter is sufficiently or 
potentially serious, the issue will be referred to them to consider for review. 
 
If your petition is about something over which the council has no direct control (for 
example the local railway or hospital) we will consider making representations on behalf 
of the community to the relevant body. The council works with a large number of local 
partners http://www.westcheshiretogether.org.uk/ and where possible will work with 
these partners to respond to your petition. 
 
If we are not able to do this for any reason (for example if what the petition calls for 
conflicts with council policy), then we will set out the reasons for this to you. You can 
find more information on the services for which the council is responsible here 
www.cheshirewestandchester.gov.uk 
 
If your petition is about something that a different council is responsible for we will give 
consideration to what the best method is for responding to it. This might consist of 
simply forwarding the petition to the other council, but could involve other steps. In any 
event we will always notify you of the action we have taken. 

 
Full Council or cabinet debates 
 
If a petition contains signatures of at least 1% of the Borough population submitted at 
the same time (approximately 3,300 in 2015 but the precise figure can be obtained from 
the Democracy and Election Team) it can be debated by the full Council or by the 
Cabinet, if the Lead Petitioner wishes, unless it is a petition asking for a senior council 
officer to give evidence at a public meeting. The Chief Executive and the Leader of the 
Council will determine which meeting debates the petition. 
 

http://www.westcheshiretogether.org.uk/
http://www.cheshirewestandchester.gov.uk/
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This means that the issue raised in the petition will be discussed at a meeting. The 
council will endeavour to consider the petition at its next meeting, although on some 
occasions this may not be possible and consideration will then take place at the 
following meeting. The petition organiser will be given five minutes to present the 
petition at the meeting and the petition will then be discussed by councillors for a 
maximum of 15 minutes. The Council will decide how to respond to the petition at this 
meeting.  
 
They may decide to take the action the petition requests, not to take the action 
requested for reasons put forward in the debate, or to commission further investigation 
into the matter, for example by a relevant committee. Where the issue is one on which 
the Council’s Executive is required to make the final decision, the council will decide 
whether to make recommendations to inform that decision. The petition organiser will 
receive written confirmation of this decision. This confirmation will also be published on 
our website. 

 
Officer evidence 
 
Your petition may ask for a senior council officer to give evidence at a public meeting 
about something for which the officer is responsible as part of their job. For example, 
your petition may ask a senior council officer to explain progress on an issue, or to 
explain the advice given to elected members to enable them to make a particular 
decision. 
 
If your petition contains at least 750 signatures, the relevant senior officer will give 
evidence at a public meeting of one of the Council’s Committees. The senior staff that 
can be called to give evidence are the Council’s Chief Executive, Directors and Heads 
of Service. 
 
You should be aware that the Committee may decide that it would be more appropriate 
for another officer to give evidence instead of any officer named in the petition – for 
instance if the named officer has changed jobs. The Committee may also decide to call 
the relevant councillor to attend the meeting. Committee members will ask the questions 
at this meeting, but you will be able to suggest questions to the chair of the committee 
by contacting scrutiny@cheshirewestandchester.gov.uk or telephone 01244 975972 up 
to three working days before the meeting. 

 
E-petitions 
 
The Council welcomes e-petitions which with effect from 15 October 2010 may be 
created and submitted through our website 
 
E-petitions must follow the same guidelines as paper petitions. 
 
The petition organiser will need to provide us with their name, postal address and email 
address. You will also need to decide how long you would like your petition to be open 
for signatures. Most petitions run for six months, but you can choose a shorter or longer 
timeframe, up to a maximum of 12 months. 
 

mailto:scrutiny@cheshirewestandchester.gov.uk
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When you create an e-petition, it may take five working days before it is published 
online. This is because we have to check that the content of your petition is suitable 
before it is made available for signature. 
 
If we feel we cannot publish your petition for some reason, we will contact you within this 
time to explain. You will be able to change and resubmit your petition if you wish. If you 
do not do this within 10 working days, a summary of the petition and the reason why it 
has not been accepted will be published under the ‘rejected petitions’ section of the 
website. 
 
When an e-petition has closed for signature, it will automatically be submitted to 
Democratic Services. In the same way as a paper petition, you will receive an 
acknowledgement within 10 working days. If you would like to present your e-petition to 
a meeting of the council, please contact Democratic Services on 01244 975970 or email 
democraticservices@cheshirewestandchester.gov.uk   within 10 working days of receipt 
of the acknowledgement. 
A petition acknowledgement and response will be emailed to everyone who has signed 
the e-petition and elected to receive this information. The acknowledgment and 
response will also be published on this website. 

 
How do I ‘sign’ an e-petition? 
 
With effect from 15 October 2010 you will be able to see all the e-petitions currently 
available for signature on the council’s web site. 
When you sign an e-petition you will be asked to provide your name, your postcode and 
a valid email address. When you have submitted this information you will be sent an 
email to the email address you have provided. This email will include a link which you 
must click on in order to confirm the email address is valid. Once this step is complete 
your ‘signature’ will be added to the petition. People visiting the e-petition will be able to 
see your name in the list of those who have signed it but your contact details will not be 
visible. 
 

What can I do if I feel my petition has not been dealt with 
properly? 
 
If you feel that we have not dealt with your petition properly, the petition organiser has 
the right to request that one of the Council’s Scrutiny Committees review the steps that 
the council has taken in response to your petition. It is helpful to everyone, and can 
improve the prospects for a review if the petition organiser gives a short explanation of 
the reasons why the council’s response is not considered to be adequate. 
 
The Committee will endeavour to consider your request at its next meeting, although on 
some occasions this may not be possible and consideration will take place at the 
following meeting. Should the Committee determine we have not dealt with your petition 
adequately, it may use any of its powers to deal with the matter. These powers include 
instigating an investigation, making recommendations to the council‘s Executive and 
arranging for the matter to be considered at a meeting of the full council. Once the 
appeal has been considered the petition organiser will be informed of the results within 5 
working days. The results of the review will also be published on our website. 

mailto:democraticservices@cheshirewestandchester.gov.uk
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Petitions Scheme 
 
City of York Council is committed to involving local people in its decision 
making. For some years, it has been operating a public participation 
scheme enabling members of the public to attend meetings and speak 
on an issue. It has also responded to petitions from the public, received 
in an number of ways e.g. through a Ward Councillor submitting a 
petition on behalf of a constituent or by a resident submitting one direct 
to a council office by post/hand. As part of its approach to petitions, the 
Council has also introduced an ePetitions facility, providing another way 
in which a particular issue can be brought to the attention of Councillors. 
 
Through this Petitions Scheme, the Council is making a commitment to: 
 

• Enable anyone who lives, work or studies in the local authority 
area to organise and submit a petition either on paper or 
electronically 

• Respond to the concerns raised within a petition 
• Review its handling of a petition where a lead petitioner believes it 

has not been dealt with in accordance with this scheme. 
 
To support the scheme, the Council has: 
 
•  Set a low threshold of ten signatures on the number of petitioners 

to enable as many valid local opinions to be heard as possible 
•  Provided an ePetitions facility to enable those who want to, to 
  create their petition on line and allow others to sign it electronically 
 
Petitions Not Covered By This Scheme 
 
This scheme does not cover petitions which: 
 
a) Relate to a planning or licensing application – in this case a petition 

will be referred to the relevant decision maker 
b) Relate to matters where there is a legal right  to seek a review or 

appeal  
c) Respond to a public consultation organised by the Council – in this 

case a petition will be referred to the decision maker 
d) Seek to criticise the performance or conduct of an identifiable 

individual or individuals – where appropriate the lead petitioner will be 
directed to the most appropriate route for raising such concerns with 
the Council. 
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e) The Council’s Monitoring Officer, acting in consultation with the Chief 
Executive, considers to be vexatious, abusive or otherwise 
inappropriate 

 
In addition to these rules where a petition has resulted in a debate at a 
meeting of full Council, the Council will not hold a further debate in 
response to a petition which the Lord Mayor considers to be 
substantially similar within a period of two years. 
 
During the period leading up to a local or national election the Council 
may temporarily suspend the hosting of e-petitions or delay holding 
debates.  
 
Submitting a Petition 
 
Paper Petitions 
 
Paper petitions can be submitted via a number of routes e.g. via a Ward 
Councillor, by post or hand delivered to the Council Offices. 
 
Paper petitions handed in to a Ward Councillor are normally presented 
at Full Council and then passed to a senior officer within the relevant 
Directorate and referred to the Corporate & Scrutiny Management Policy 
and Scrutiny Committee. Those that come directly into the Council 
Offices are also referred to the Corporate and Scrutiny Management 
Policy and Scrutiny Committee. 
 
Paper petitions should contain the details of the petition on the front of 
each sheet so that it is clear that each signatory has responded to 
identical wording. 
 
EPetitions 
 
All ePetitions submitted to the Council must: 
 
• Include a clear and concise statement covering the subject of the 
  petition 
• State what action the petitioners wish the Council to take   
 
The ePetition organiser will need to provide us with their name, postal 
address including postcode, email address and contact telephone 
number. The name of the petition organiser (but no other contact details) 
will be published alongside details of the petition.  
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The ePetition organiser will also need to decide how long their petition 
will be open for signatures. Most ePetitions run for six months, but it can 
be a shorter or longer timeframe, up to a maximum of 12 months. 
 
When an ePetition is created, it may take up to five working days before 
it is published online. This is because we have to check that the content 
of the ePetition meets the guidelines before it is made available for 
signature. 
 
The relevant Executive Member will be advised of the publication of any 
e-petition relating to his or her service area. 
 
If a petition does not follow the guidelines set out above, or if we need 
clarification on any issues raised within an ePetition, we will contact the 
ePetition organiser within 5 working days of receipt to explain.  
 
We will also contact the ePetition organiser if we feel we cannot publish 
an ePetition for any reason, and where possible, we will offer 
assistance to change and resubmit it.  
 
If the required clarification is not provided, or if an ePetition that we 
cannot publish is not re-submitted within 14 days, a summary of the 
ePetition and the reason why it has not been accepted will be published 
under the ‘rejected petitions’ section of the Council’s ePetitions facility. 
 
How To ‘sign’ an ePetition 
 
An individual wanting to sign an ePetition, will be asked to provide their 
name, address and postcode, plus a valid email address. They will then 
receive an email containing a link which they must click on in order to 
confirm their email address is valid. Once this step is completed their 
‘signature’ will be added to the ePetition. 
 
NB: Anyone viewing an e-petition will only be able to see the names of 
those who have signed - no contact details will be visible. 
 
All ePetitions currently available for signature on the Council’s website 
can be viewed at 
http://democracy.york.gov.uk/mgePetitionListDisplay.aspx?bcr=1 
 
 
 

http://democracy.york.gov.uk/mgePetitionListDisplay.aspx?bcr=1
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How will the Council respond? 
 
Within 5 days of a petition being received or of an ePetition being closed 
to signatories, we will send acknowledgement to the petition organiser, 
providing information on when they can expect to hear from us again 
and what process needs to be followed. 
 
Our response will depend on what the petition/ePetition asks for and 
how many people have signed it but details of the petition will be 
referred to our Corporate & Scrutiny Management Policy and Scrutiny 
Committee (CSMC) who may decide a range of potential actions, 
including: 
 

 Requesting a detailed report on the issues; 

 Noting receipt of the petition and proposed action; 

 Requiring the Executive Member or person taking any decisions 
on the matter to attend a meeting and answer questions; 

 Undertaking a detailed scrutiny review, gathering evidence, 
hearing from witnesses  and making recommendations to the 
appropriate person or Member making the decisions; 

 Referring the matter to Full Council for debate according to the 
significance of the issues  

 
CSMC will have the right to call for reports and undertake reviews in 
relation to petitions where it is concerned that they have not been dealt 
with properly. 
 
The relevant Executive Member may also be required to consider the 
petition to agree appropriate actions, depending upon the issues raised. 
 
If the petition/ePetition is about something over which the council has no 
direct control e.g. the local railway or hospital, we may refer it to the 
Council’s relevant partner organisation, and where appropriate, may 
work with them to respond to the petition. 
 
Getting Involved When Your Petition Is Considered 
 
A petitioner may choose to attend any meeting where their 
petition/ePetition is to be considered to listen to the debate, or register to 
speak at the meeting via the Council’s Public Participation Scheme. This 
scheme enables participants to address Councillors before they debate 
the issues raised. 



Annex A 

 
 
What happens next? 
 
The petition/ePetition organiser will receive notification of the outcome of 
their petition. Where a petition/ePetition has been considered at a public 
meeting, information on the related decisions will be made available 
electronically via the meeting minutes published online. It will also be 
possible to track the implementation of any actions arising from them, 
via the online committee management system. 
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PETITION SCHEME 
 
 
1. Introduction 
 
The Council welcomes petitions and recognises that they are one way in which 
people can let us know their concerns.  Details of what the Council will accept as a 

petition and how the Council will respond are contained in this document. 
 
All petitions sent or presented to the Council will receive confirmation of receipt 

within 3 working days of being received by the Council’s Petitions Officer.  Within 15 
working days of either receipt of a paper petition or the closure of an e-petition we 

will write to the lead petitioner explaining what we plan to do with the petition.   
 

 
2. What is a petition? 

 
The Council has determined that, for the purposes of this scheme, petitions are 

formal requests: 
 
(i) that relate to matters over which the Council has control or which it is able to 

influence; and 
 

(ii) submitted either in hard copy, electronically by email or via the Council’s 
online e-petition system (available on its website 
(http://www.freepetition.co.uk/cornwall/AddPetitionDetail.aspx?PageId=2); 

and 
 

(iii) signed or subscribed to by at least 250 people who live, work or study in 
Cornwall, or use the service(s) to which the petition relates; and 

 

(iv) asks the Council to do or not do something. 
 

The following will not be accepted as petitions within the scope of this Scheme: 
 
(v) anything which is not subscribed by at least 250 people.  The Council will 

decide what, if anything, to do with such submissions; 
 

(vi) submissions which are considered to be vexatious, abusive or otherwise 
inappropriate; 

 

(vii) submissions which relate to matters that are the subject of a current 
consultation by the Council or in relation to which the Council has undertaken 

a consultation in the preceding twelve months; or 
 

(viii) where other procedures apply or there is already a right of representation or 
appeal in relation to the subject of the petition.  These include planning and 
licensing applications, statutory petitions (for example requesting a 

referendum on having an elected mayor), council tax banding and non-
domestic rates.  Further information on these procedures can be obtained 

http://www.freepetition.co.uk/cornwall/AddPetitionDetail.aspx?PageId=2
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from the Council’s website, the relevant Service or by contacting the Petitions 
Office. 

 
The Council’s A-Z of services sets out the services for which the Council is 
responsible.  This is available from our one stop shops or alternatively you can visit 

our website http://www.cornwall.gov.uk/atoz.  This will identify for you whether the 
Council is the right body to contact with your concerns. 

 
 

3. Guidelines for submitting a petition 
 
Any person who lives, works, studies or uses a service in Cornwall can submit or 

subscribe to a petition, including those under the age of 18.   
 

Petitions submitted to the Council must meet the requirements set out in section 2 
above and also include:- 
 

 A clear and concise statement detailing what the petition relates to and what 
action the petitioners wish the Council to take; and 

 
 The name, address and signature of each person subscribing to the petition.  

The signature can be replaced with a valid email address where an e-petition 

has been created.  
 

To help us deal with your petition it should, if applicable, include a summary of 
any action already taken to resolve the issue to which the petition relates 

including, for example, details of Councillors or council officers that have been 
approached. 
 

Petitioners are encouraged to use the Cornwall Council petition form at Appendix 1 
and which is also available from www.cornwall.gov.uk/petitions.  The form can also 

be obtained from any of the Council’s one stop shops.  
 
Petitions should be accompanied by contact details, including an address, for the 

petition organiser and the petition organiser’s email address if an e-petition.  This is 
the person we will contact to explain how we will respond to the petition.  Petitioners’ 

contact details will not be placed on the website.  If the petition does not identify a 
petition organiser, we will contact the first signatory to the petition to agree who 
should act as the petition organiser.  In the unlikely event that we cannot agree a 

lead petitioner, the Council reserves the right not to take any action in relation to the 
petition. 

 
Paper petitions should be submitted as a final and complete document.  In the event 
additional signatures are received after submission, the Council may consider the 

submission as a new petition and opt to deal with it as a petition that is the same as 
or substantially similar to a previous petition. 

 
Hard copy petitions should be sent to: 
 

Petitions Office  
Cornwall Council  

Room 3E:01, County Hall  

http://www.cornwall.gov.uk/atoz
http://www.cornwall.gov.uk/petitions
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Truro  
TR1 3AY 

 
E-petitions should be submitted through the Council’s online facility or by mail to 
petitions@cornwall.gov.uk. 

 
Petitions can also be presented in person.  To arrange this please contact the 

Petitions Office on 01872 323789 or email petitions@cornwall.gov.uk. 
 
Where a petition to which this scheme applies is received by a Councillor or council 

officer they are required to refer the petition to the Petitions Office.  Petitions will not 
be treated as received until received by the Petitions Office. 

 
 

4. What will the Council do when it receives my petition? 
 
The principles set out below will be applied to all petitions that are within the scope 

of this Scheme.  Section 6 below deals with those petitions that trigger a full Council 
debate. 

 
Within 15 working days of receiving a paper petition or 15 working days from the 
closure of an e-petition we will write to the petition organiser to let them know what 

we plan to do with the petition and, if we are unable to provide a substantive 
response to the petition at this stage, when they can expect to hear from us again.  

This response will in most cases be sent by the Service responsible for the issue(s) 
to which the petition relates.  This response will be published on our website 

alongside details of the petition.  
 
If your petition is subscribed to by at least 5,000 eligible people (see first paragraph 

of Section 3 above) and relates to a Cornwall wide issue it will be considered for a 
Council debate in accordance with Section 6 below. 

 
If a petition does not achieve 5,000 subscribers it will be dealt with as an ordinary 
petition.  The Council will reasonably determine how it will be dealt with and what 

the process will be.  This may be a referral to the appropriate Cabinet Member, 
Committee, Director or other appropriate officer. 

 
If we are able to do what your petition asks for we will either confirm that we have 
taken the action or will take the action requested with an indication of when that will 

happen. Alternatively, we will explain why we cannot take the action requested and 
the petition will be closed.  If the petition needs more investigation we will tell you 

the steps we plan to take and when they will be taken. 
 
We will not take action on any submission which we consider to be vexatious, 

abusive or otherwise inappropriate and will explain the reasons for this in our 
acknowledgement. 

 
In the period immediately before an election or referendum we may need to deal 
with your petition differently.  If this is the case we will explain the reasons, what we 

intend to do and advise what timescale will apply. 
 

mailto:petitions@cornwall.gov.uk
mailto:petitions@cornwall.gov.uk
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Petitions which are the same or substantially the same as petitions which have been 
closed in the previous twelve months will be dealt with having regard to the outcome 

of the earlier petition.  This may result in the Council declining to take any action on 
the later petition.  It will be for the Council to determine whether a petition is the 
same or substantially the same as an earlier petition. 

 
To ensure that people know what we are doing in response to the petitions we 

receive, the details of all the petitions submitted to us will be published on our 
website, except where we decide this would be inappropriate.  Whenever possible we 
will also publish all correspondence relating to the petition (all personal details will be 

removed). 
 

If a petition does not follow the guidelines set out above, the Council may decide not 
to do anything further with it.  In that case, we will write to you to explain our 

decision and the reasons.  
 
 

5. How will the Council respond to my petition? 
 

Our response to a petition will depend on what it asks for and how many people have 
signed it, but may include one or more of the following: 

 Taking the action requested in the petition 

 Explaining why we cannot take the action requested in the petition or, where 
appropriate, explaining what alternative action we might take and why 

 Considering the petition at a Council meeting 

 Holding an inquiry into the matter 

 Undertaking research into the matter 

 Holding a public meeting 

 Undertaking a consultation 

 Holding a meeting with petitioners 

 Referring the petition to one of the Council’s Scrutiny or other Committees for 

consideration 

 Referring the petition to the relevant Community Network for consideration 

 Holding a referendum 

 Writing to the petition organiser setting out our views about the request in the 
petition. 

Examples of previous responses to petitions can be viewed on the Council’s website 
(http://www.cornwall.gov.uk/council-and-democracy/petitions/paper-petitions-
received/). 

 

http://www.cornwall.gov.uk/council-and-democracy/petitions/paper-petitions-received/
http://www.cornwall.gov.uk/council-and-democracy/petitions/paper-petitions-received/
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If your petition is about something for which the Council or its partners have no 
direct responsibility (for example the local railway) we will consider making 

representations on behalf of the community to the relevant body or we may advise 
the lead petitioner how to go about making representations direct.  The Council 
works with a large number of partners and where appropriate will work with these 

partners to respond to your petition.  If we are not able to do this for any reason, for 
example if the petition calls for action that conflict with Council policy or where the 

Council is not able to influence the issue(s), we will explain the reasons for this. 
 
If your petition is about something that a different council or body is responsible for 

we will advise you to whom the petition should be submitted.  In doing so we might 
forward the petition to the other council or body for you or return the petition to you 

so that you can contact the other organisation direct.  In any event we will always 
notify you of the action we have taken. 

 
 

6. Full Council debates 
 
If a petition contains at least 5,000 signatures and relates to a Cornwall wide matter 

it will be considered for debate by full Council.  If a petition triggers a Council debate 
we will confirm this and tell you when and where the meeting will take place. 
 

This means that the issue (s) raised by the petition will be discussed at a meeting 
which all Councillors can attend.  The Council will endeavour to consider the petition 

at its next ordinary meeting although on some occasions this may not be possible 
and the petition will then be debated at the following ordinary meeting.  A report will 

be prepared for the Council meeting outlining the issue(s) to which the petition 
relates and a recommendation will usually be made for Councillors to consider.  The 
report will be published on the Council’s website prior to the meeting, usually when 

the agenda and other reports for the meeting are published.  At the meeting the 
petition organiser will be given 5 minutes to present the petition and the petition will 

then be discussed by Councillors for a maximum of 15 minutes.  The period for 
discussion may be extended at the discretion of the Chairman of the meeting. 
 

The Council will decide how to respond to the petition at this meeting.  The options 
available to the Councillors include deciding to take the action the petition requests, 

not taking the action requested, taking alternative action or commissioning further 
investigation into the matter, for example by a relevant committee.  In all cases the 
reasons for the decision will be given.  Where the issue is one on which the Cabinet 

is required to make the final decision, the Council will decide whether to make 
recommendations to inform that decision. 

 
The petition organiser will receive written confirmation of the final outcome of the 
decision.  This will also be published on our website alongside details of the petition. 

 
 

7. E-petitions 
 
The Council welcomes e-petitions being created and submitted through our website 

(www.freepetition.co.uk/cornwall). 
 

E-petitions must follow the guidelines above for paper petitions and in addition: 

http://www.freepetition.co.uk/cornwall
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 Petition organisers and subscribers must provide a valid email address as well 

as their name and address; and 
 
 The period for which the petition shall be open to subscription must be 

determined at the outset.  This can be between 1 month and 6 months. 
 

When an e-petition has been submitted on the Council’s website, the Petitions Office 
will acknowledge receipt within 3 working days and this will include a link to the 
petition.  Upon the e-petition reaching its end date, it will be closed to further 

subscription and will then be dealt with as explained in Sections 4 to 6. 
 

E-petitions that have been created through websites other than the Council’s can be 
submitted to the Council but will still need to meet the criteria set out above. 

 
 

8. What can I do if I feel my petition has not been dealt with 

properly? 
 

If you feel that we have not dealt with your petition properly, the petition organiser 
can express their concerns through the Council’s Compliments, Comments and 

Complaints process.  Details can be found on the Council’s website 
(http://www.cornwall.gov.uk/council-and-democracy/listening-and-learning-
compliments-comments-and-complaints/) 

 

 

Updated by 

Vickie Hacking  

Democratic and Governance Officer 

Democratic Services 

13 February 2015 

 

If you would like this information 
in another format please contact: 

Cornwall Council 

County Hall 
Treyew Road 

Truro TR1 3AY 

Telephone: 0300 1234 100 
Email: enquiries@cornwall.gov.uk 

www.cornwall.gov.uk 

Please consider the environment. Only print this document if it cannot be sent 

electronically. 

http://www.cornwall.gov.uk/council-and-democracy/listening-and-learning-compliments-comments-and-complaints/
http://www.cornwall.gov.uk/council-and-democracy/listening-and-learning-compliments-comments-and-complaints/
mailto:enquiries@cornwall.gov.uk
http://www.cornwall.gov.uk/
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APPENDIX 1 

Petition to Cornwall Council 

 
Petition Scheme check list:  
 

1. Any petition must meet the Council’s Petition Scheme requirements and be signed 
by at least 250 people. 

2. Individuals signing this petition must be persons who either live, work or study in 
Cornwall or use the service(s) to which the petition relates. 

3. Petitions with at least 5,000 signatures and which relate to a Cornwall wide 

matter will be considered for debate at a Full Council meeting.  
4. Petitions need to be submitted using the Council’s online facility or delivered by 

using one of the methods set out in Section 3 of the Council’s Petition Scheme 
 

 

Contact details of the lead petitioner: 
(the person the Council will contact with responses to the petition) 

 

Name:  

Address:  

 

 

 

 

Home telephone no:  

Mobile telephone no:  

e-mail address:  

live/work/study/ 
service user (please 
indicate all that apply) 

 

Signature  

 

 
 

We the undersigned petition the Council to: ____________________________ 
 

___________________________________________________________________ 
 
___________________________________________________________________ 

 
___________________________________________________________________ 
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___________________________________________________________________ 
 

 
 
Summary of action already taken: ____________________________________ 

 
___________________________________________________________________ 

 
___________________________________________________________________ 
 

___________________________________________________________________ 
 

Note:  To help us deal with your petition it would be helpful if you include a 
summary of action already taken to resolve the issue of concern.  

 

Name 
(please print) 

Address 
(please print) 

Signature 
 

live/work/  
study/service 

user  
(please indicate 

all that apply) 
 

   
 

 

 
 

   

 
 

   

 
 

   

 
 

 
 

  

 
 

   

 
 

   

 
 

   

 
 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

 

   

 

Page ______of ______ 
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We the undersigned petition the Council to: ____________________________ 
 

___________________________________________________________________ 
 
___________________________________________________________________ 

 
___________________________________________________________________ 

 
___________________________________________________________________ 
 

 

Name 

(please print) 

Address 

(please print) 

Signature 

 

live/work/  

study/service 
user  

(please indicate 
all that apply) 

 

   
 

 

 
 

   

 
 

   

 
 

   

 
 

 
 

  

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

 
 

   

   
 

 

 
Page ______of ______ 

 



  

Durham County Council Petition Scheme 
 
Petitions 
 
1. The Council welcomes petitions and recognises that they are one way in 

which people can let us know their concerns. All petitions sent or presented to 
the Council or initiated on its e-petition scheme (see section on e-petitions) 
will be acknowledged from the Council within 10 working days of receipt. A 
petition will be treated as a petition if it contains the signatures of at least 10 
people who live, work or study the Council’s area. 

 
This acknowledgement will set out what we plan to do with the petition. We 
will treat something as a petition if it is identified as being a petition, or if it 
seems to us that it is intended to be one. 

 
Hard copy paper petitions can be sent to: 

 
Head of Legal and Democratic Services 
County Hall 
Durham 
DH1 5UL 

 
Petitions can also be presented to a meeting of the Council, where it will be 
received. These meetings take place ten times per year.  If you would like to 
present your petition to the Council please contact Committee Services 
Section on 03000 269 708 at least 10 working days before the meeting and 
they will talk you through the process.   
 
The process involves the council formally receiving the petition from you. The 
petition organiser will be allowed 5 minutes to present the petition at the 
meeting. The council will then deal with the petition in accordance with this 
scheme and not debated. 
 
If you wish to deliver your paper petition in person at County Hall, 
arrangements will be made for an officer to meet you to receive the petition 
after which it will be dealt with in accordance with this scheme. 
 

What are the Guidelines for Submitting a Petition? 
 
2. Petitions submitted to the Council must include a clear and concise statement 

covering the subject of the petition.  It should state: 
 

a. what action the petitioners wish the Council to take 

b. the name and address and signature of any person supporting the 

petition.  

 
Petitions should be accompanied by contact details, including an address, 
of the petition organiser. This is the person we will contact to explain how 
we will respond to the petition. 
 



  

The contact details of the petition organiser will not be placed on the website. 
If the petition does not identify a petition organiser, we will contact first 
signatories to the petition to request that he/she agrees to the organiser. If 
that person does not agree, we will contact the next signatory and so on until 
a petition organiser is identified.  
 
Petitions which are considered to be vexatious abusive or otherwise 
inappropriate or repeat a petition which is substantially the same as one 
presented within the last 12 months will not be accepted.   

 
In the period immediately before an election or referendum, we may need to 
deal with your petition differently – if this is the case we will explain the 
reasons and discuss the revised timescale which will apply. 

 
If a petition does not follow the guidelines set out above Council may decide 
not to do anything further with it. In that case we will write to you to explain the 
reasons. 
 

What will the Council do when it Receives My Petition? 
 
3. An acknowledgement will be sent to the petition organiser within 10 working 

days of receipt of the petition. The council will let them know what we plan to 
do with it and when they can expect to hear from us again. Details of the 
petition will also be published on our website (see Appendix 1) 
 
If we can do what your petition asks for, the acknowledgement may confirm 
that we have taken the action requested and the petition will be closed.  
If the petition applies to a planning or licensing application, is a statutory 
petition (for example requesting a referendum on having elected mayor) or a 
matter where there is already an existing right of appeal, such as Council Tax 
banding and business rates rateable values, other procedures apply. 

If a petition applies to a consultation process which is being carried out by 
Durham County Council, the petition will be forwarded to the relevant officer to 
be considered as part of the consultation process and not as part of the 
petition scheme (see Appendix 2).  

We will not take action on any petition which we consider to be vexatious 
abusive or otherwise inappropriate and will explain the reasons for this in our 
acknowledgement of the petition. 

We will not take action on any petition which is the same or similar to any 
petition considered by the Council within previous 12 months. 

To ensure that people know what we are doing in response to the petitions we 
received the details of all the petition submitted to us will be published on our 
website, except in cases where this would be inappropriate.  

Petitions which are submitted in paper or e-petition format which relate to the 
same subject will be kept as separate petitions. 

 



  

How will the Council Respond to Petitions? 

4. Our response to a petition will depend on what the petition asks for, but it may 

include one or more of the following: 

 

 taking the action requested in the petition 

 holding an inquiry into the matter 

 undertaking research into the matter 

 holding a public meeting 

 holding a consultation 

 holding a meeting with petitioners  

 referring the petition for consideration by the Councils Overview and 
Scrutiny Committee  

 calling a referendum 

 writing to the petition organiser setting out our views about the request in 
the petition. 

If your petition is about something over which the Council has no direct control 
(for example a local railway or a hospital) we will consider making 
representations on behalf of the community to the relevant body. The Council 
works with a large number of local partners, e.g. 
 

 English Heritage 

 Police and Crime Commissioner 

 The Environment Agency; 

 Fire and Rescue authorities 

 Health and Safety Executive 

 The Highways Agency 

 National Park Authorities 

 Health Bodies. 

Where possible the Council will work with these partners to respond to your 
petition. If we are not able to do this for any reason for example if what the 
petition calls for conflicts with a Council policy, then we will set out the 
reasons for this to you. You can find more information on the services for 
which the Council is responsible the Council’s website www.durham.gov.uk. 
If your petition is about something that a different Council is responsible for we 
will give consideration to what the best method is responding to it. This might 
consist of simply forwarding the petition to the other Council, but could involve 
other steps. In any event we will always notify you action we have taken. 
 

E-petitions 

5. The Council welcomes e-petitions which are created and submitted through 
our website. E-petitions must follow the same guidelines as paper petitions. 
The petition organiser will need to provide us with their name, postal address 
and email address. You will also need to decide how long you would like your 
petition to be open for signatures. Most petitions run for six weeks, but you 
can choose a shorter or longer timeframe, up to 6 months. (See Appendix 3)  

 

http://www.durham.gov.uk/


  

E-petitions which have not been created through our website cannot be 
verified and therefore will not be accepted as a valid petition. They will 
however be forwarded to the relevant service for their information. 

 
When you create an e-petition, it may take 10 working days before it is 
published online. This is because we have to check that the content of your 
petition is suitable before it is made available for signature. 
 
If we feel we cannot publish your petition for some reason, we will contact you 
within this time to explain. You may be able to change and resubmit your 
petition if you wish. When an e-petition has closed for signature, it will be 
forwarded to relevant officers. In the same way as a paper petition, you will 
receive an acknowledgement within 10 working days.  
 
A petition acknowledgement and response will be emailed to everyone who 
has signed the e-petition and elected to receive this information. The 
acknowledgement and response will also be published on the council’s 
website. 
 
If your e-petition relates to a consultation process which is being carried out 
by the Authority, we will host your e-petition on the council’s website once it 
has been confirmed as acceptable. The e-petition will collect signatures and 
will run until the end of the consultation period, following which it will then be 
forwarded to the relevant officer to be considered as part of the consultation 
process and not as part of the petition scheme. 
 

How do I ‘sign’ an e-petition? 
 
6. When you sign an e-petition you will be asked to provide your details and a 

valid email address. When you have submitted this information you will be 
sent an email to the email address you have provided. This email will include 
a link which you must click on in order to confirm the email address is valid. 
Once this step is complete your ‘signature’ will be added to the petition. 
 

What can I do if I Feel My Petition Has Not Been Dealt with Properly? 
 
7. If you feel that we have not dealt with your petition properly, the petition 

organiser has the right to request that the Council’s Corporate Overview and 
Scrutiny Management Board review the steps of the Council has taken in 
response to your petition.  The request should be accompanied by a short 
explanation of the reasons why the Council’s response is not considered to be 
adequate.   
 
The Committee will endeavour to consider your request at the next meeting, 
although on some occasions this may not be possible and consideration will 
take place at the following meeting.  Should the committee determine that we 
have not dealt with your petition adequately, it may use any of its powers to 
deal with the matter. These powers include instigating an investigation, or 
making recommendations to the Council’s Executive.  



  

Once an appeal has been considered the petition organiser will be informed of 
the results within 5 working days. The results of the review will also be 
published on the council’s website (see Appendices 4 and 5). 

  



  

 

Update report to 
Corporate Overview 

and Scrutiny  
Management Board 

(COSMB) 

 

Process Complete 

 

Publish on the  
website 

Outcome notified to 
petition organiser 

 

Council to receive 
petition, and forward to 

appropriate Service 

Publish Details 
on Website 

 

Acknowledgement 
sent to petition 

organiser within 10 
working days 

If request to present 
petition at Council 

meeting (see Council 
Procedure Rules) 

 

Yes 

 

Forward petition to the Head of Legal and Democratic Services 

 

Assessed to 
confirm it is valid.  
Must have at least 

10 signatures 

Inappropriate, return to 
petition organiser 
saying why it is 

considered 
inappropriate 

(see Petitions Scheme)  
 

 

No 

 
 
 
 

PETITIONS 
FLOWCHART 

Summary—see Petition 
Scheme for full details 

Petition handed to Local Councillor; Officer of the Council; or a completed E-petition 

 

No 

Consultations 
Other Procedures Apply 
(see Consultation chart) 

Petitioner 
unsatisfied 

with  
response 

Appeal - 
(see  

Appeals 
Chart)  

Appendix 1  

 

Officer to research 
and prepare suitable 

response 

 

No 

 

Yes 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Examples: 
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them of other procedures which apply 
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Team / Section / Officers 

Forward documents to 
relevant Service Team to 
deal with as part of their 
process and not Petition 

Scheme 

 

Petition Scheme to 
be followed 

 

Yes 

 

Forward petition to the Head of Legal and Democratic Services 

 

Assessed to  
confirm it is valid.  
Must have at least 

10 signatures 

 

Inappropriate, return to 
petition organiser saying 

why it is considered 
 inappropriate (see  
Petitions Scheme) 

 

 

No 

 
 
 

CONSULTATIONS 
FLOWCHART 

Petition handed to Local Councillor; Officer of the Council; or a completed E-petition 

 

No - part of another  
ongoing Council process 

Update report to 
Corporate Overview 

and Scrutiny  
Management Board 

(COSMB) 

 

Process Complete 
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Appeal to the Council’s Corporate Overview and Scrutiny Management 
Board  
 

If a petition organiser is not satisfied with the way an authority has dealt with a petition, 
he/she has the power to ask the Corporate Overview and Scrutiny Management Board to 
review the authority’s response.  
  
Proposed procedure 
 

 The letter detailing what action the Council has or proposes to take in response to a 
petition should give details of the petitioner’s right to request a review by the Council’s 
Corporate Overview and Scrutiny Management Board.  Letter to be sent out by recorded 
delivery. 

 

 Petitioner to put his/her request for a review in writing, listing the reason/s why he/she is 
not satisfied with the response.  

 

 Request for review to be submitted to Democratic Services within 20 working days of 
the petitioner receiving the authority’s response.  

 

 Democratic Services to forward the review request to the Scrutiny Office.  
 

 Scrutiny Office to log the receipt of the appeal and request copies of all correspondence 
in connection with the petition from the Section which is responsible for processing 
petitions. 

 

 Chairman of Corporate Overview and Scrutiny Management Board, in consultation with 
the Council’s Monitoring Officer and Scrutiny Officer to determine if the request should 
be placed on the Corporate Overview and Scrutiny Management Board agenda. (There 
may be petition organisers who appeal because the action the petition calls for is 
rejected, no matter how thorough the Council’s process for coming to that decision.  An 
appeal will not be considered if it is vexatious or discriminatory or it relates to a matter 
that has been considered within the past 6 months) 

 

 If rejected, a letter will be send to the petitioner by the Scrutiny Office listing the reasons 
for rejection.  A copy will be sent to Monitoring Officer. 

 

 The appeal will be heard at the next board meeting if possible, unless the issue/s to be 
considered involve the disclosure of exempt or confidential information as defined by the 
Access to Information Procedure Rules. 

 

 The petitioner and his/her representative who could be a local ward councillor, to be 
invited to attend the meeting to address the Board.  Must be given at least 5 working 
days’ notice of the meeting.  

 

 Agenda for the meeting to contain copy of the original petition, copy of the Council’s 
response and letter requesting review. 



 

 A Senior Officer of the Council or suitable nominated officer responsible for determining 
the Council’s response to the petition will be required to attend the meeting.  

 

 If the issue falls within the remit of the Cabinet, the relevant Cabinet Portfolio Member 
shall also be invited to attend the Corporate Overview and Scrutiny Management Board 
to answer questions and make any representations. 

 

 The petitioner and his/her representative, will be given the opportunity to address the 
Corporate Overview and Scrutiny Management Board meeting for up to 10 minutes.  

 

 On matters of particular relevance to a particular electoral division, electoral division 
members have the opportunity to make comments at the meeting, such speeches not to 
exceed five minutes each.  Electoral division members will take no further part in the 
discussion or vote.  Electoral division members must register their request to speak by 
contacting the Head of Legal and Democratic Services by twelve noon on the working 
day prior to the meeting. 

 

 Members of the Board will then have the opportunity to question the petitioner. 
 

 The Director/Senior Officer of the Council and Cabinet Portfolio Member will then outline 
the reasons for the Council’s response.  

 

 Members of the Board will then have the opportunity to question the Director/Senior 
Officer and Cabinet Portfolio Holder. 

 

 The Members of the Board will then determine what action to take, which could include 
instigating an investigation/scrutiny review, making recommendations to Cabinet or 
referring the matter for consideration by full Council. 

 

 Petitioner to be informed in writing of the results within 5 working days.  Results of the 
review to also be published on the Council’s website. 
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8.6 Time Limit 
 
 (a) No Councillor shall speak for more than five minutes in answer to any question, 

and 
 
 (b) Councillors shall not use the right to ask a question to make a speech. 
 
8.7 Order of Questions 
 
 Questions will be asked in the following order:- 
 
 (a) Questions relating to a resolution or recommendation which is before the 

Council. 
 
 (b) Questions not relating to a resolution or recommendation before the Council. 
 

(c) Questions relating to the Fire Authority or an Outside Body. 
 
8.8 Answers 
 
 (a) Questions will be answered without discussion. 
 
 (b) The person to whom the question is addressed may decline to answer. 
 
 (c) Answers may be given:- 
 

 orally; 

 by reference to published material which is readily available; 

 in writing with copies to be circulated to Group Offices within three days. 
 

(d) The Leader of the Council may nominate a Portfolio Holder to answer all or part 
of any question. 

 
8.9 Number of Questions 

 
 Each Councillor shall be limited to asking one question in each category at each meeting 

and multiple point questions shall not be permitted. 
 
9 PETITIONS AND DEPUTATIONS 
 
9.1 General 
 
 Any petition must be in writing and signed by at least 10 Local Government electors of 

the area. 
 

9.2 Notice of Petition 
 
 Petitions must be submitted to the Chief Executive and if requested that it be considered 

by Committee it must be received not less than five clear working days before the 
meeting to which it is to be presented. 
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9.3 Record of Petitions 
 
 The Chief Executive shall date and number each petition on its receipt and enter it into a 

register which anyone may inspect. 
 
9.4 Scope of Petitions 
 
 No petition shall relate to matters of a personal nature. 
 
9.5 Presentation of Petition 
 
 (a) If it has been requested that the petition be considered by Members it will be 

presented in the following ways:- 
 
  (i) Where it involves a major issue affecting the whole of the Council’s area 

and which is not in the remit of The Cabinet or any Committee or Sub-
Committee, at the Council meeting. 

 

  (ii) In all other cases to the next meeting of the appropriate Overview and 
Scrutiny Sub-Committee or Non-Executive Committee or Sub-
Committee. 

 
 (b) The Petitioners and Local Ward Councillors shall be informed of the date, time 

and venue of the meeting at which the petition is to be considered. 
 
 (c) One elector who is a signatory to the petition may speak for not more than five 

minutes at the meeting at which it is presented. 
 
 (d) Paragraphs (a) - (c) do not apply to petitions relating to planning applications. 
 
 (e) No Councillor shall speak on a petition other than one Local Ward Councillor at 

the discretion of the Council, Committee or Sub-Committee concerned. 
 
9.6 Deputations 
 
 Paragraph 9.5 (a) - (f) shall also apply to request for Deputations, except that:- 
 

 a Deputation must be made personally, ie may not be presented by a Councillor or 
officer; 

 

 the Spokesperson for the Deputation may speak for five minutes upon the subject 
matter of the Deputation, and this period may not be extended; 

 

 a Deputation shall not be made by less than three persons nor by more than ten 
persons, although more than this number may appear as signatories to the request for 
the Deputation; 

 

 No Deputation may be made in relation to any planning application. 
 

9.7 Time Limit 
 
 No petition or deputation shall be accepted where one with the same or similar subject 

has been considered within the previous six months. 
  



Submitting a petition  

Explains the criteria for and how to submit a petition to the council.  

▪ Can I submit a petition to the council?  
▪ What are the rules and procedures for submitting a petition?  
▪ What types of petition are accepted by the council?  
▪ What petitions will not be accepted by the council?  
▪ What is the process when submitting a petition?  
▪ Can I submit an e-petition to the council?  
▪ Can I submit both a paper petition and an e-petition on the same subject?  

Can I submit a petition to the council? 

Yes. East Riding of Yorkshire Council welcomes petitions as a way in which 
residents of the East Riding can make their concerns known and request that action 
be taken. 

Petitions are documents (whether digital or physical) that contain details of issues 
that are important to communities and East Riding of Yorkshire as a whole, signed 
by local electors who are in support of the proposed action. 

Top of page 

What are the rules and procedures for submitting a 
petition? 

Anyone who is registered to vote in local elections (a local elector) can submit a 
petition. 

Any local elector in the area affected by the contents of a petition can sign the 
petition.   

There are, however, four categories of petitions whose criteria must be met in order 
for the council to consider such a petition.  

Read more about what permissions must include: 

Petitions must include the following: 

1. A clear and concise statement of the concern and what the petitioners would 
like the council to do in response. Petitions, therefore, must relate to 
something for which the council is responsible or over which the council has 
some influence. If the council receives a petition that does not relate to 
something under the council’s control or influence, it will be returned to the 
petition organiser with an explanation of the decision to do so. 

https://www.eastriding.gov.uk/council/committees/petitions/#submit-a-petition
https://www.eastriding.gov.uk/council/committees/petitions/#rules
https://www.eastriding.gov.uk/council/committees/petitions/#types-of-petition
https://www.eastriding.gov.uk/council/committees/petitions/#not-accepted
https://www.eastriding.gov.uk/council/committees/petitions/#process
https://www.eastriding.gov.uk/council/committees/petitions/#e-petition
https://www.eastriding.gov.uk/council/committees/petitions/#both-paper-and-electronic
https://www.eastriding.gov.uk/council/committees/petitions/#top-of-page
https://www.eastriding.gov.uk/council/committees/petitions/#types-of-petition


2. The name and contact details of a petition organiser. For the purpose of 
taking a petition forward, a petition organiser must be nominated (this is 
usually the person who starts the petition). 

3. The names and addresses of at least 10 local electors (including the 
person(s) organising the petition). Where petitions are presented in paper 
form, they must include petitioners’ actual signatures. Where an e-petition is 
submitted, a list of names and addresses will suffice. Only the 
person(s) organising the petition will be contacted in relation to the petition, 
but petitioners’ addresses are needed for the purpose of verifying the number 
of petitioners.  
Please note: where the term ‘signatures’ is used in this Scheme, read 
‘names, addresses and signatures of petitioners’. 

4. If a petition is submitted in relation to a consultation or a matter which is under 
the council’s control but which is subject to a separate policy or procedure 
(such as planning), this should be made clear in order that it can be 
progressed in accordance with the relevant procedures.  

Before submitting a petition, the council would encourage residents to seek a 
resolution to any issue by:  

▪ contacting the council to see whether an ordinary service request would 
resolve the issue 

▪ contacting a relevant ward councillor(s) to see whether they can help.  

Read moreRead lessTop of page 

What types of petition are accepted by the council? 

There are four different categories of petition that the council will accepted. 

Strategic Petitions  

Strategic petitions relate to matters which affect the whole of the East Riding. 
Strategic petitions are more likely to relate to the ways in which the Council delivers 
services (policies and procedures) but could relate to any issue which affects the 
whole of the East Riding. Petitions of a strategic nature which attract the requisite 
number of signatures may be considered by one of the Council’s committees.    

Non-strategic Petitions 

Non-strategic petitions relate to local issues which affect particular areas of the East 
Riding. Such petitions are more likely to relate to road and traffic issues or anti-social 
behaviour. Petitions of a non-strategic nature will be considered by relevant service 
areas within the council. 

Statutory Petitions 

Particular acts of Parliament require the council to consider petitions relating, for 
example, to a review of parish councils or changes to local governance structures. 

https://www.eastriding.gov.uk/council/committees/petitions/#top-of-page


Statutory petitions will be considered according to the relevant statutes rather than 
this Scheme. 

Exempt Petitions 

Exempt petitions could relate to a range of issues and will be progressed 
accordingly. Where a petition is submitted in response to a consultation, planning 
application or any other matter which is governed by a separate process, it will be 
forwarded and taken as representation under the relevant procedures rather than 
those outlined in this Scheme. Otherwise, a petition could be considered exempt if it 
does not relate to something which is under the Council’s control or influence or if it 
matches any of the exemptions defined later in this Scheme. 

Read more: 

Exempt petitions will relate to a consultation, planning application, licensing 
application or traffic regulation order. The reason that petitions relating to these 
issues are considered exempt is that there are policies and procedures in place 
which supersede this Petition Scheme.  

For example, if a petition is received in relation to a planning application, it will be 
considered as part of the consultation process associated with the planning 
application. In this way, most exempt petitions are not rejected, but considered 
according to the appropriate policies and procedures.  

Read moreRead lessTop of page 

What petitions will not be accepted by the council? 

A petition will not be accepted by the council if: 

1. It duplicates another, concurrent petition. In this case, signatures will be 
added to the first such petition to be received by the council 

2. It repeats a petition received within the previous six months, whether or not 
the petition organiser is the same in each instance 

3. In the opinion of the Council’s Monitoring Officer, it is personal, rude, 
defamatory or vexatious in nature 

4. It becomes apparent that any local elector’s name, address or signature has 
been added to the petition without their explicit consent 

5. It does not relate to something over which the council has influence or 
control.  

Top of page 

What is the process when submitting a petition?  

Petitions will normally be open for local electors to sign for six months or less, but 
may not remain open for more than 12 months.  

https://www.eastriding.gov.uk/council/committees/petitions/#top-of-page
https://www.eastriding.gov.uk/council/committees/petitions/#top-of-page


When a petition is received by the council, the type of petition will be clarified first. If 
a petition fits neither the description of a strategic or a non-strategic petition, it will be 
received by the relevant service area to be considered for progressing. If a petition is 
exempt for another reason, it may be returned to the petition organiser with an 
explanation of the reason for the classification.  

When a strategic or non-strategic petition with 10 or more signatures is received, it 
will be addressed by council officers of the relevant service area. An officer may 
contact the organiser(s) of the petition to discuss the contents or progress of the 
petition.  

When a strategic petition with 550 or more signatures is received, it will be 
considered at a meeting of one of the council’s committees. In most cases, it will be 
considered by an overview and scrutiny committee or sub-committee. The 
organiser(s) of the petition will be invited to address, or nominate another person to 
address, the relevant committee when a petition is considered for the first time. 
Following this first hearing, it is likely that the relevant committee will request an 
investigation into the issue which will return for further consideration when the 
investigation has concluded. If a committee agrees with the statement and request 
for change cited in a petition, it may seek to resolve the issue by making 
recommendations to relevant service areas or decision-making bodies within the 
Council or, where a petition relates to something over which the Council only has 
influence, by making recommendations to other organisations.  

The organiser(s) of a petition will receive a full explanation of what processes have 
taken place, how their petition has been considered and what the Council will do in 
response to their petition. Strategic petitions with 550 or more signatures and their 
outcomes will also be listed on the relevant section of the Council’s website. 

In the period preceding an election or a referendum, the Council may need to treat 
any petitions received differently. Under such circumstances, the reasons for this will 
be explained to the organiser(s) of the petition.  

Examples of Strategic Petitions 

Whether a petition is considered strategic or non-strategic depends on whether the 
issue affects the whole of the East Riding. For example, if a petition is received in 
relation to speed restrictions on a road, it would be considered non-strategic 
because it would not affect the whole of the East Riding. If, instead, a petition was 
received which requested change to the policies and procedures governing the way 
in which the Council sets and reviews speed limits, it could be considered strategic. 
Similarly, if a petition was received about anti-social behaviour on a street, it would 
be considered non-strategic. If a petition was received about the way in which the 
Council addresses anti-social behaviour across the East Riding, it would be 
considered strategic. With this in mind, petition organisers are advised to conduct 
research into the topic of their intended petitions. The reason for this is that the 
action requested in a petition must be realistic and lawful. 

Read moreRead lessTop of page 

https://www.eastriding.gov.uk/council/committees/petitions/#top-of-page


Can I submit an e-petition to the council? 

Yes. There are a number of free e-petition sites (such as ‘change.org’) that members 
of the public can access and use to submit a petition to the council. 

The same rules apply as above when submitting an e-petition to the council. 

Top of page 

Can I submit both a paper petition and an e-petition on 
the same subject? 

Yes. If a paper petition is petitioning for exactly the same thing as the e-petition (and 
vice versa) then the they can both be submitted and the council will amalgamate the 
two.    

 

https://www.eastriding.gov.uk/council/committees/petitions/#top-of-page


Petitions 
 
Herefordshire Council welcomes petitions and recognises they are a 
valuable facility to enable issues affecting local communities to be 
highlighted. Through the petitions protocol the council is able to engage 
with local residents to understand local concerns and respond where 
appropriate. Petitions should relate to a matter for which the council is 
responsible. The information below provides detail of the rules the 
council applies to receive and accept petitions. 
 
Who can submit a petition? 
 
Petitions will be accepted from people who live, work or study in 
Herefordshire.  
 
What should a petition include? 
 
To ensure a petition is accepted the following should be provided: 
 

 A clear and concise statement outlining the subject matter of the 
petition and what action is sought from the council. The petition 
must concern local services for which the council is responsible.   

 Details of the petition organiser including name and postal 
address. The organiser will be the point of contact for queries 
regarding the information submitted and will be sent the response 
from the council. 

 The name and address of any person supporting the petition. To 
be accepted a petition needs to have the support of at least 15 
people. 

 
What should a petition avoid? 
 
A petition should be compiled under the principle of good faith and be 
honest and respectful. To avoid rejection, a petition should avoid the 
following: 
 

 language or statements which are defamatory, frivolous, vexatious, 
discriminatory, false, or otherwise offensive;  

 requests to the council to disclose information as other processes 
exist to access information (see 
https://www.herefordshire.gov.uk/info/200148/your_council/15/acc
ess_to_information/2 ) ;  

https://www.herefordshire.gov.uk/info/200148/your_council/15/access_to_information/2
https://www.herefordshire.gov.uk/info/200148/your_council/15/access_to_information/2


 naming individuals, or providing information where they may be 
easily identified, e.g. individual officers of public bodies; 

 accusations of criminality;  

 advertising statements;  

 reference to an issue which is currently the subject of a formal 
council complaint, Local Government Ombudsman complaint or 
any legal proceedings; or  

 matters for which there are other statutory processes (such as 
planning or licensing applications, traffic regulation orders, or 
statutory petitions for a referendum).  

 
How to submit a petition  
 
There are four ways to submit a petition to the council. A petition can be 
posted, submitted online or handed to the chairman of the council. In 
addition the council also hosts an ePetitions facility to allow the creation 
and administration of petitions online.  
 
Post 
 
Please post your petition to the address below: 
 
Democratic Services Manager  
Herefordshire Council 
Plough Lane 
Hereford 
HR4 0LE 
 
Email 
 
You can scan and submit your petition to the email address below:  
 
councillorservices@hereford.gov.uk,   
 
In person     
 
The chairman of the council is available to receive petitions before the 
start of each ordinary meeting of the full Council. During the meeting the 
petition will be formally passed to the relevant cabinet member or 
committee chairman. To arrange to meet the chairman to present a 
petition please email councillorservices@hereford.gov.uk and provide 
your details.   
 

mailto:councillorservices@hereford.gov.uk
mailto:councillorservices@hereford.gov.uk


ePetition 
 
 
An online facility for running a petition is provided on the council’s 
website, known as ePetition. Guidance on creating and running a 
petition through ePetition is available online – ePetition guidance. 
 
In addition to applying the criteria above, the length of time a petition is 
open for signatures will also need to be determined. Most petitions on 
ePetition run for six months, but you can choose a shorter or longer 
period, within a maximum of 12 months. 
 
Next steps/outcomes 
 
All petitions received will be acknowledged within 10 working days. The 
acknowledgement will confirm whether the petition has been accepted 
and will provide an explanation of when the council intends to respond 
substantively to the petition, if appropriate. In the case of an ePetition, 
once created, it may take 10 working days for the petition to be 
published on the Council’s website.   
 
To ensure that people are aware of the council’s response to petitions 
received, the details of all the petitions accepted will be published online, 
except in cases where this would be inappropriate. The names of the 
petition organiser or signatories to a petition will be published but contact 
details will not be placed on the website. 
 
Rejected petitions 
 
In the event that a petition is rejected, the acknowledgement letter will 
outline the reasons why it was not accepted.  
 
If an ePetition is rejected at this stage it can be amended, to take 
account of the reasons in the acknowledgement letter, and resubmitted. 
If no amendment is received within 10 working days, a summary of the 
petition and the reason why it has not been accepted will be published 
under the ‘rejected petitions’ section on the council’s website. 
 
Accepted petitions      
 
Petitions which have been accepted will be provided with a substantive 
response which will follow the initial acknowledgment letter. This will 
address the issues raised in the petition and outline any action the 

http://councillors.herefordshire.gov.uk/mgePetitionListDisplay.aspx?bcr=1


council intends to take in response. The substantive response will be 
published online alongside the original petition.  
 
Further action that the council could take includes: 
 
• Implementing the action requested in the petition. 
• Referring the matter to the relevant scrutiny committee to review. 
• Undertaking research into the matter. 
• Holding a public meeting. 
• Holding a consultation. 
• Holding a meeting with petitioners. 
 
If the council is not taking the action requested by the petitioners an 
explanation will be given. 
 
If a petition is signed by 5% (approximately 7,000 residents) of the 
people on the electoral roll and has not been rejected the lead petitioner 
can request that it is debated at the next ordinary meeting of full Council. 
Up to 30 minutes will be set aside at the meeting and the lead petitioner 
will be invited to outline briefly the petition at the start of the debate.  
 
Further help/information  
 
If you require any further help or assistance please contact Democratic 
Services using the email address below: 
 
councillorservices@hereford.gov.uk,  
 

 
 
 
 
 
 
 

mailto:councillorservices@hereford.gov.uk
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ARTICLE 3 – APPENDIX 2 

 

PETITION SCHEME 

North East Lincolnshire Council welcomes petitions as one way in which you can let us 
know your concerns. We set out below how the Council will respond to petitions which 
you send us. 

 

1.1 What is a petition? 

We treat as a petition any communication which is signed by or sent to us on behalf of a 
number of people. For practical purposes, we set a requirement for at least 20 
signatories or petitioners before we treat it as a petition. This applies whether you live, 
work or study in North East Lincolnshire or if you are visitor. 

 

1.2 What should a petition contain? 

A petition should include – 

1.2.1 A clear statement of your concerns and what you want the Council to do. This 
must relate to something which is the responsibility of the Council, or over which 
the Council has some influence. Where a petition relates to a matter which is 
within the responsibility of another Council or public body, we will ask the petition 
organiser whether s/he would like us to redirect the petition to that other Council 
or public body. Where a petition relates to a matter over which the Council has 
no responsibility or influence, we will reject the petition and return it  to the 
petition organiser with an explanation of that decision; 

1.2.2 the name and contact details of the "petition-organiser" or someone to whom you 
would like any correspondence about the petition to be sent. Contact details may 
be either a postal address or an Email address.  Where an email address is 
given the Council reserves the right to call for a postal address at its discretion; 

1.2.3 the names of at least 20 petitioners (which can include the petition organiser). 
Where the petition is in paper form, this can include an actual signature from 
each petitioner, but actual signature is not essential. Where the petition is in 
electronic form, a list of the names of the petitioners will suffice. You may include 
the addresses of petitioners, which may be useful to the Council, for example, in 
assessing the degree of local support or opposition to a planning application, but 
this is not essential. If you want your petition to be debated at a meeting of the 
Council ("A Petition for Debate"), your petition will need to contain a higher 
number of signatories or petitioners (see below); 

1.2.4 If you are submitting the petition in response to our consultation on a specific 
matter, please identify the matter which it relates to, so that we can ensure that 
your petition is considered along with original matter. 

 

1.3 Who should you send a petition to? 

Where you submit a petition in response to consultation by the Council, please address 
it to the return address set out in the consultation invitation. This will ensure that it is 
reported at the same time as the matter to which it relates is considered. 

Alternatively, you can e-mail your petition to petitions@nelc.gov.uk   

We will ensure that your petition is acknowledged within 5 working days of receipt. 

mailto:petitions@nelc.gov.uk
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Details of the petition will also be published on the Council website in order to provide 
key information about the progress of the petition. 

 

1.4 What type of Petition? 

There are four different types of petition, as set out below. How we deal with a petition 
depends on which type of petition you submit – 

1.4.1 Ordinary Petitions 

These are petitions which do not come within any of the following specific types. 
Please note that petitions which raise issues of possible Councillor misconduct 
will be taken as complaints arising under North East Lincolnshire Councils 
arrangements for dealing with Standards allegations under the Localism Act 
2011, rather than considered under this Petition Scheme. 

1.4.2 Consultation Petitions 

These are petitions in response to an invitation from the Council for 
representations on a particular proposal or application, for example on planning 
or licensing applications or proposals for parking restrictions or speed limits. 
Consultation petitions which are received by the response date in the 
consultation invitation will be reported to a public meeting of the person or body 
which will be taking the decision on the application or proposal. 

1.4.3 Statutory Petitions 

Particular Acts of Parliament require the Council to consider petitions, for 
example a petition for a review of Parish Councils, or a petition for a directly-
elected Mayor. Where you submit a petition under such a specific statute, we 
will report it to the next available meeting of the Council, Cabinet or relevant 
Committee in accordance with the statutory requirements. 

1.4.4 Petitions for Debate 

If you want your petition to be reported to and debated at a meeting of the 
Council, it must contain at least 1,000 signatories or petitioners (this is reduced 
to 400 signatories or petitioners where the petition relates to a local issue, 
affecting no more than 2 electoral wards within the Council's area). 

 

1.5 Petitions and the Council's Website 

When a petition is received, within 5 working days the Petitions Officer will open a new 
public file within the website and will put in that file the subject matter of the petition, its 
date of receipt and the number of signatories or petitioners. The petition organiser's 
name and contact details will only be included on the website if s/he so requests. 

As soon as it is decided who the petition will be considered by within the Council, and 
when that consideration will occur, this information will be entered on the website at the 
same time as it is sent to the petition organiser. Once the petition has been considered, 
the Council's decision will be notified to the petition organiser and put on the website 
within 5 working days of that consideration. 

Petitions are presented on the petitions website in the order in which they are received, 
but the website can be searched for key-words to identify all petitions relating to a 
particular topic. All petitions are kept on the website for 2 years from the date of receipt. 
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1.6 The role of Ward Councillors 

1.6.1 When a petition is received which relates to a local matter (particularly affecting a 
specific ward or wards), a copy of the petition will be sent to each relevant Ward 
Councillor at the same time as acknowledging receipt of the petition to the 
petition organiser. 

1.6.2 When the petition is reported to the person or body within the Council who can 
take a decision on the matter to which it relates, the relevant Ward Councillor will 
be invited to attend and to address the decision-taker for no more than 3 minutes 
(or 3 minutes each), immediately after the petition organiser. 

 

1.7 What happens when a petition is received?  

Whenever a petition is received – 

1.7.1 In some cases, it may be possible to resolve the petitioners' request directly, by 
getting the relevant Cabinet Member or officer to take appropriate action. Where 
this is done, the petition organiser will be asked whether s/he considers that the 
matter is resolved. 

1.7.2 Unless the matter has been resolved to the satisfaction of the petition organiser, 
within 5 working days of receipt of the petition, a response will be sent to the 
petition organiser acknowledging receipt of the petition and setting out who the 
petition will be reported to for consideration, when and where that will take place 
and inviting the petition organiser to attend that meeting and to address the 
meeting for up to 5 minutes on the issue covered by the petition. The invitation to 
the petition organiser to address the meeting is in addition to any other public 
speaking rights at that meeting.  All correspondence will be via email were 
possible.  

1.7.3 Whilst the Council is committed to dealing with petitions promptly, a petition will 
normally need to be received at least 10 working days before a relevant meeting 
if it is to be reported to that meeting. Where it is necessary to undertake a 
significant amount of work to collect information and advice to enable the matter 
to be properly considered, it may be necessary to hold the petition over until the 
following meeting of the relevant body. 

1.7.4 At each stage of the consideration of the petition, within 5 working days of any 
decision, the key petition information will be updated on the Council's website to 
ensure that petitioners can track progress of their petition. 

1.7.5 What happens next depends on the type of petition being considered, as 
explained below. 

 

1.8 What happens to a Consultation Petition? 

1.8.1 Consultations Petitions are submitted in response to an invitation from the 
Council to submit representations on a particular proposal or application, such as 
a planning or licensing application or a proposed traffic regulation order. 

1.8.2 The petition will be reported to the person or body who will take the decision on 
the proposal or application at the meeting. 
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1.8.3 The Council's Constitution defines who will take different types of decision, as set 
out in the Scheme of Delegations and the terms of Reference of Committees and 
Sub-Committees. However, all Planning applications are determined by the 
Planning Committee (with one exception), all Licensing applications are 
determined by the Licensing and Community Protection Committee, and traffic 
regulation orders are determined by the Cabinet Member (or Portfolio Holder) 
with responsibility for environmental matters. The one exception in respect of 
planning applications is that the Council's Director of Economy and Growth and/ 
or the Statutory Planning Officer have delegated power to determine domestic 
planning applications where no objection has been received. So, where a petition 
has been received amounting to a material objection to the grant of planning 
permission, the application would be reported to the Planning Committee for 
decision. Where the petition supports the planning application and there are no 
other objections received, it may be determined by the Statutory Planning Officer 

1.8.4 Where the petition relates to a matter which is within the delegated power of a 
Council officer, s/he will not exercise those delegated powers. The petition will be 
referred to the relevant Cabinet member, for decision. 

1.8.5 Where the petition relates to a matter which is within the delegated powers of an 
individual Cabinet Member, s/he may decide not to exercise those delegated 
powers but to refer the matter to Cabinet for decision. 

 

1.9 What happens to a Statutory Petition? 

1.9.1 Particular Acts of Parliament require the Council to consider petitions, for 
example a petition for a review of Parish Councils, or a petition for a directly-
elected Mayor. Where you submit a petition under such a specific statute, it will 
be reported it to the next available meeting of the Council, Cabinet or relevant 
Committee in accordance with the statutory requirements. 

 

1.10 What happens to Petitions for Debate? 

1.10.1 Petitions for Debate will be reported to the next convenient meeting of Council. 
Petitions will not be considered at the Annual Meeting of Council, the annual 
Mayor Making Ceremony or at Extraordinary (or Special) Meetings of Council 
which are not convened to consider the subject matter of the petition. 

1.10.2 The petition organiser will be invited to address the meeting for up to 5 minutes 
on the subject of the petition. 

 

1.11 What happens to an Ordinary Petition? 

1.11.1 Each Ordinary petition will be reported to the next convenient meeting of the 
relevant Cabinet Member, for a decision. 

1.11.2 At the meeting, when the matter to which the petition relates is considered – 

1.11.3 Petitions which do not relate to an ordinary item of business will be considered 
before the normal business of the meeting, and will be considered in the order in 
which they were received, unless the Chair at the meeting determines otherwise. 
A maximum of 30 minutes will be allowed at each meeting for considering such 
petitions and any petitions not reached in the time allowed will be referred to the 
relevant Cabinet Member for consideration or deferred until the next meeting. 
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1.11.4 Any petitions relevant to particular items of business, such as petitions relating to 
planning applications or proposed traffic regulation orders, will be taken together 
with that item of business, in the normal order of business. 

1.11.5 The decision-taker or the Chairman of the meeting may invite a relevant officer to 
set out the background to the issue before inviting the petition organiser to 
address him/her for up to 5 minutes. The Cabinet Member/Chair may then ask 
questions of the petition organiser, and will then invite any relevant Ward 
Councillors present to address him/her on the matter for up to 3 minutes (each). 
The Cabinet Member/Chair will then invite a relevant officer(s) to advise 
him/her/the meeting, after which the matter will be open for debate among 
members of the decision-making body. Before reaching a final decision, the 
relevant Cabinet member may require further investigations to be carried out and 
the results of such investigations included in the report to the relevant Cabinet 
member / body prior to a final decision being taken on the subject matter of the 
petition. 

1.11.6 Within 5 working days of the consideration of the petition by the relevant Cabinet 
Member / decision making body, the petition organiser will be notified of the 
Cabinet Member's decision and advise him/her that if s/he is not satisfied with 
that decision, s/he may require the matter to be reported to the next convenient 
meeting of the appropriate Scrutiny Committee (or Panel) for review. 

 

1.12 Appeal to Scrutiny  

1.12.1 If the petition organiser is not reasonably satisfied with the outcome of the 
Council's consideration of his/her petition, he/she may appeal to Scrutiny by 
notifying the Monitoring Officer of his/her intention to appeal within 20 working 
days of being notified of the Council's decision on the petition.  This right of 
appeal applies to ordinary petitions only. 

1.12.2 Within 5 working days of receipt of intention to appeal, the petition organiser will 
be notified of the time, date and place of the next convenient meeting of the 
Scrutiny Committee (or Panel) and will invite the petition organiser to attend the 
meeting and to address the Panel for up to 5 minutes on why s/he considers that 
the decision on the petition is inadequate. 

1.12.3 Scrutiny may not over-ride the decision of any Cabinet Member, but the Cabinet 
Member must consider any recommendations made by Scrutiny. 

 

1.13 The role of the Petition Organiser 

1.13.1 Where the petition is not accepted for consideration (see below for grounds for 
rejection of petitions), the petition organiser will be advised of the rejection and 
the grounds for such rejection. 

1.13.2 Where the petition is accepted for consideration, the petition organiser will 
receive acknowledgment of receipt of the petition within 5 working days of receipt 
by the Council and will be advised as to who the petition will be considered by, 
and the date, time and place of the meeting at which it will be considered, and 
will be invited to address the meeting for up to 5 minutes. The meeting may then 
ask the petition organiser questions on the subject matter of the petition. 

1.13.3 The petition organiser may nominate another person to address the meeting and 
to answer any questions on the matter. 
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1.13.4 The petition organiser will be regularly informed of any decisions in respect of the 
petition and will be formally notified of the outcome of the petition's consideration 
within 5 working days of such decision. 

 

1.14 Petitions which will not be considered 

1.14.1 Duplicate Petitions 

Where more than one petition is received in time for a particular meeting, each 
supporting the same outcome on one matter, each petition organiser will be 
treated as an independent petition organiser, but only the petition organiser of 
the first petition to be received will be invited to address the relevant meeting. 

1.14.2 Repeat Petitions 

A petition will not normally be considered where a petition on the same issue and 
seeking the same outcome has been received within the last 6 months, whether 
or not from the same petition organiser. 

1.14.3 Rejected Petitions 

Petitions will not be reported if in the opinion of the Council's Monitoring Officer, 
they are rude, offensive, defamatory, scurrilous, time-wasting, reasonably 
perceived (at the sole discretion of the Monitoring Officer but in consultation with 
political group leaders) to attempt to usurp or undermine the decision making 
process or any provision of the Constitution or do not relate to something which 
is within the responsibility of the Council, or over which the Council has some 
influence. 
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APPENDIX 2 

PETITIONS PROCEDURE 

Introduction 

Northumberland County Council is committed to engaging with its citizens, getting closer 
to communities and improving services.  It sees petitioning as a key part of this process.  
Petitions are commonly used to air an objection or service complaint.  They can also be a 
positive measure.  For example, residents or service users may request new facilities and 
in so doing become more involved in securing benefits for their communities.  Even if 
residents do not get the exact result they want it will ensure that their concerns are listened 
to and taken seriously. 

Procedure 

The procedure will be supported throughout by the Democratic Services staff based at 
County Hall. 

The minimum number of signatories will be 10 individuals.  Valid signatories will be limited 
to people who live, work or use services in the local area affected, or Northumberland. 

Issues concerning less than 10 individuals can be raised through the local elected 
member, a Policy Board Member or progress through the Councillor Call for Action route if 
necessary. 

Petitions concerning local issues will normally be considered by the relevant Area 
Committee.  County wide or corporate issues will be referred to the Petitions Committee. 

The Area Committees will have a permanent item on the agenda for the receipt or 
reporting of petitions.  The petitioners may present their petition in person and speak about 
the matter for a maximum of five minutes. 

If a petition is received between Area Committee meetings, officers will produce a short 
report to go to the area committee if the timescales permit. 

The Area Committee or the Petitions Committee will decide on the action to take in respect 
of the petition.  If it entails further investigation and report the petitioners will be kept 
informed of the progress.  In any event the head petitioner will be advised of the council’s 
decision. 

Petitioners have a right of asking the decision taken on their petition to be reviewed if they 
are dissatisfied with the outcome with the matter being considered by the relevant scrutiny 
committee.  

Petitions excluded from this procedure 

Petitions relating to planning and licensing applications have to be treated separately and 
will be reported direct to the planning and licensing committees when applications are 
considered. 

Publicity and Accessibility 

Democratic Services will publicise the procedure as widely as possible and provide a 
standard form for petitioners to use.  They may use their own format if they prefer. 
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Petitioners will be allocated a Democratic Services Officer who will be their contact 
throughout the process and advise them on the procedure and progress.  They will also 
receive the name of the lead officer in the service area that the petition concerns. 

 Issues which cannot be addressed through the petition system 

There are a number of issues which cannot be addressed through the use of the petition 
procedure. Examples include: 

- offensive and other inappropriate language which might offend                  
- false or defamatory statements 
- commercially sensitive or confidential material 
- complaints about individuals whether employed by the council or not 
- issues which are the subject of judicial proceedings 

Such petitions can be filtered out and the reasons why explained in reports to the Area 
Committee.   

If petitions received are about services that the Council is not responsible for, Members 
will be able to take decisions on whether to make representations on the petitioners' behalf 
to the appropriate organisation if agreed by the Area Committee or Policy Board.  
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adjourn immediately.  Remaining business will be considered at a time and 
date fixed by the Speaker.  If he/she does not fix a date, the remaining 
business will be considered at the next Ordinary Meeting.

13. DURATION OF MEETING

Unless the majority of Members present vote for the meeting to continue, any 
meeting that has lasted for eight hours (four hours if it is an evening meeting) 
(including any adjournments) will adjourn immediately.  Remaining business 
will be considered at a time and date fixed by the Speaker.  If he/she does not 
fix a date, the remaining business will be considered at the next Ordinary 
Meeting.

14. QUESTIONS AND PETITIONS BY THE PUBLIC AT ORDINARY MEETINGS 
OF THE COUNCIL

14.1 General

(i) Members of the public having given proper notice may ask questions of 
the Leader, a Portfolio Holder or a Chairman of Committee or Panel on 
any matter in relation to which the Council has powers or duties or 
which affects the whole or part of the area at an Ordinary Meeting of 
the Council.

(ii) A period of 30 minutes will be set aside at each meeting and normally 
a maximum of six questions will be heard.  If notice of more than six 
questions is received for the same meeting, priority will be given to 
matters in accordance with the order in which they are received.

(iii) The Speaker shall have discretion to extend the question period to 
allow any question in progress at the expiry of the 30-minute period to 
be completed and answered or to allow more than six questions to be 
heard where these relate to items on the agenda.  Where more than 
six questions are raised and the matters do not relate to items on the 
agenda, the person shall be offered the option of a written reply or 
deferral to the next meeting of the Council.

(iv) When matters are raised that relate to  items on the agenda, the 
Speaker may decide to defer the question until that item is reached 
and take it before Councillors start their debate.

(v) The Council has a duty to listen to the concerns of people who live, 
work and study in Shropshire. Where these are identified in a petition, 
the matter must be considered in accordance with its Petition Scheme. 
This provides for a petition containing 1000 or more signatures to be 
debated by the Council, unless the petition has been presented 
previously to members.

(vii) The Chief Executive may reject any petition which in his/her opinion is 
considered to be vexatious, abusive or otherwise inappropriate.
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(vii) To be eligible for debate, a petition must  identify the petition organiser, 
who shall not also be a member of the Shropshire Council.  It shall 
contain the names and addresses or, alternatively, the names and 
place of work or study, as well as the signatures, of at least 1000 
people.  In addition the petition must have normally been received at 
least 10 working days prior to the Council meeting at which it is 
intended to be debated.

(viii) Where these conditions have been satisfied, unless the petition 
requests that a Senior Officer gives evidence at a public meeting, the 
matter will be scheduled for debate at the next ordinary Council 
Meeting or such other date as determined by   the Speaker in 
consultation with the Chief Executive.  The petition organiser will be 
informed of the date as soon as is practicable.

(ix) At the commencement of the debate the  petition organiser will be given 
up to 5 minutes (unless the Speaker allows them additional time) in 
which to present the petition after which there shall be a debate of up 
to 15 minutes duration.  The appropriate Portfolio Holder will then 
reply, after which a vote will be taken, where appropriate.

(x) If the petition relates to a matter over which the Council has no control, 
unless the petition calls for action which is in conflict with the Council’s 
own policy, Members will consider whether to make representations on 
behalf of the Community to the relevant body.

14.2 Order of questions and petitions

Questions will be asked or petitions presented in the order that notice of them 
was received, except that the Speaker may group similar questions together.

14.3 Notice of questions or petitions

A question may only be asked and a petition presented, if notice has been 
given to the Chief Executive no later than 24 hours prior to the 
commencement of the meeting.  Each question must give the name and 
address of the questioner and must name the Member of the Council to 
whom it is to be put.

14.4 Number of questions

At any one meeting, no person may submit more than two questions, and no 
more than three such questions may be asked on behalf of one organisation.

14.5 Scope of questions and petitions

The Chief Executive may reject a question or petition if (in his/her opinion) it:

 is not about a matter where the Council has a responsibility or a 
legitimate interest;

 is defamatory, frivolous or offensive;
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 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.
 relates to the determination of a planning or licensing application
 relates to any other matter relating to an individual or entity in respect of 

which that individual or entity has a right of recourse to a review or right 
of appeal conferred by or under any enactment

14.6 Asking the question at the meeting

The person submitting the question will ask each question at the meeting and 
the relevant Member will respond in turn.

14.7 Reference of question or petition to the Cabinet or a Committee

Unless the Speaker decides otherwise, no discussion will take place on any 
question but any Member may move that a matter raised by a question, or a 
petition be referred to the Cabinet,  or the appropriate Committee, Sub-
Committee or Scrutiny Committee. Once seconded,  such a motion will be 
voted on without discussion.

14.8 Speaker’s Discretion

The Speaker may in his/her absolute discretion allow a question to be put or a 
petition presented even where the requirements of this rule have not been 
complied with 

15. QUESTIONS BY MEMBERS

15.1 On reports of the Cabinet or Committees

A Member of the Council may ask the Leader, portfolio holder or the 
Chairman of a Committee or Panel any question without notice upon an item 
of the report of the Cabinet or a Committee or Panel when that item is being 
received or under consideration by the Council.

15.2 Questions on notice at full Council

Subject to Rule 15.4, a Member of the Council may ask:
 the Chairman;
 the Speaker;
 a Member of the Cabinet 
 the Leader; or
 the Chairman of any Committee, Sub-Committee or Panel

a question on any matter in relation to which the Council has powers or duties 
or which affects the area.  All Members’ questions and the appropriate 
answers will be despatched at least five clear days in advance of the Council 
meeting.



What is a petition? 
A petition is a formal request to an organisation, containing many signatures of 
support of a specific request that is shared by a number of people or offering the 
same point of view. 

Shropshire Council welcomes petitions from those who live, work or study in 
Shropshire.  The Council recognises that it has a duty to listen to the concerns of 
residents and others who have a stake in Shropshire. 

How to give us your Petitions 
All petitions sent or presented to the Council will receive an acknowledgement within 
10 working days of receipt.  This acknowledgement will set out what we plan to do 
with the petition.  We will treat something as a petition if it is identified as being a 
petition, or if it seems to us that it is intended to be a petition. 

Please send paper petitions to: 

Chief Executive  
Shropshire Council  
Shirehall  
Shrewsbury  
SY2 6ND 

The Council has a facility for e-petitions to be created, signed and submitted online 
through our website by following this link, submit an e-petition or by clicking on the link 
at the bottom of the page. 

Petitions can also be presented to a meeting of the Council.  These meetings take 
place approximately every 8 weeks.  Dates and times can be found by clicking on 
the link at the bottom of the page.  If you would like to present your petition to the 
Council, or would like your councillor or someone else to present on your behalf, 
please contact Penny Chamberlain, Principal Committee Officer at least 10 working 
days before the meeting and he will talk you through the process.  If your petition has 
received 1,000 signatures or more it will also be scheduled for a Council debate and 
if this is the case we will let you know whether this will happen at the same meeting 
or a later meeting of the Council. 

What are the guidelines for submitting a 
petition? 
Petitions submitted to the Council must include: 

• A clear and concise statement covering the subject of the petition.  It should 
state what action the petitioners wish the Council to take. 

• The name and address and signature of any person supporting the petition. 

https://shropshire.gov.uk/committee-services/mgePetitionSubmit.aspx?RPID=6992&HPID=6992


Petitions should be accompanied by contact details, including an address, for the 
petition organiser.  This is the person we will contact to explain how we will respond 
to the petition.  The contact details of the petition organiser will not be placed on the 
website.  If the petition does not identify a petition organiser, we will contact 
signatories to the petition to agree who should act as the petition organiser. 

Petitions which are considered to be vexatious, abusive or otherwise inappropriate 
will not be accepted.  In the period immediately before an election or referendum we 
may need to deal with your petition differently – if this is the case we will explain the 
reasons and discuss the revised timescale which will apply.  If a petition does not 
follow the guidelines set out above, the Council may decide not to do anything 
further with it.  In that case we will write to you to explain the reasons. 

What will the Council do when it receives my 
petition? 
An acknowledgement will be sent to the petition organiser within 10 working days of 
receiving the petition.  It will let them know what we plan to do with the petition and 
when they can expect to hear from us again.  It will also be published on our website. 

If we can do what your petition asks for, the acknowledgement may confirm that we 
have taken the action requested and the petition will be closed.  If the petition has 
enough signatures to trigger a council debate (1,000 signatures), or a senior officer 
giving evidence (200 signatures), then the acknowledgement will confirm this and tell 
you when and where the meeting will take place.  If the petition needs more 
investigation, we will tell you the steps we plan to take. 

If the petition applies to a planning or licensing application, is a statutory petition (for 
example requesting a referendum on having an elected mayor), or on a matter 
where there is already an existing right of appeal, such as council tax banding and 
non-domestic rates, other procedures apply.  For further information on all these 
procedures and how you can express you views contact Penny Chamberlain 01743 
252729. 

We will not take action on any petition which we consider to be vexatious, abusive or 
otherwise inappropriate and will explain the reasons for this in our acknowledgement 
of the petition. 

To ensure that people know what we are doing in response to the petitions we 
receive the details of all the petitions submitted to us will be published on our 
website, except in cases where this would be inappropriate. 

How will the Council respond to petitions? 
Our response to a petition will depend on what a petition asks for and how many 
people have signed it, but may include one or more of the following: 

• taking the action requested in the petition 



• considering the petition at a Council meeting 
• holding an inquiry into the matter 
• undertaking research into the matter 
• holding a public meeting 
• holding a consultation 
• holding a meeting with petitioners 
• referring the petition for consideration by the Council’s Overview and Scrutiny 

Committee* 
• calling a referendum 
• writing to the petition organiser setting out our views about the request in the 

petition, 

* Overview and Scrutiny Committees are committees of councillors who are 
responsible for scrutinising the work of the Council – in other words, the Overview 
and Scrutiny Committee has the power to hold the Council’s decision makers to 
account. 

If your petition is about something over which the Council has no direct control (for 
example the local railway or hospital) we will consider making representations on 
behalf of the community to the relevant body.  The Council works with a large 
number of local partners and where possible will work with these partners to respond 
to your petition.  If we are not able to do this for any reason (for example if what the 
petition calls for should conflict with Council policy), then we will set out the reasons 
for this to you.  (You can find more information on the services for which the Council 
is responsible by clicking on the link at the bottom of this page). 

If your petition is about something that a different council is responsible for we will 
give consideration to what the best method is for responding to it.  This might consist 
of simply forwarding the petition to the other Council, but could involve other 
steps.  In any event we will always notify you of the action we have taken. 

Full Council debates 
If a petition contains more than 1,000 signatures it will be debated by the full Council 
unless it is a petition asking for a senior council officer to give evidence at a public 
meeting.  This means that the issue raised in the petition will be discussed at a 
meeting which all councillors can attend.  The Council will endeavour to consider the 
petition at its next meeting, although on some occasions this may not be possible 
and consideration will then take place at the following meeting.  The petition 
organiser will be given five minutes to present the petition at the meeting and the 
petition will then be discussed by councillors for a maximum of 15 minutes. 

The Council will decide how to respond to the petition at this meeting.  They may 
decide to take action the petition requests, not to take action requested for reasons 
put forward in the debate, or to commission further investigation into the matter, for 
example by a relevant committee.  Where the issue is one on which the Council 
executive are required to make the final decision, the Council will decide whether to 
make recommendations to inform that decision.  The petition organiser will receive 



written confirmation of this decision.  This confirmation will also be published on our 
website. 

Officer evidence 
Your petition may ask for a senior council officer to give evidence at a public meeting 
about something for which the officer is responsible as part of their job.  For 
example, your petition may ask a senior council officer to explain progress on an 
issue, or to explain the advice given to elected members to enable them to make a 
particular decision. 

If your petition contains at least 200 signatures, the relevant senior officer will give 
evidence at a public meeting of the Council’s Overview and Scrutiny 
Committee.  You should be aware that the Overview and Scrutiny Committee may 
decide that it would be more appropriate for another officer to give evidence instead 
of any officer named in the petition  -  for instance if the named officer has changed 
jobs.  The committee may also decide to call the relevant councillor to attend the 
meeting.  Committee members will ask the questions at this meeting, but you will be 
able to suggest questions to the chair of the committee by contacting Penny 
Chamberlain (Telephone  01743 252729) up to three working days before the 
meeting. 

E-petitions 
The Council welcomes e-petitions which are created and submitted online through 
our website by following this link, submit an e-petition, or by clicking on the link at the 
bottom of the page .  E-petitions must follow the same guidelines as paper 
petitions.  The petition organiser will need to provide us with their name, postal 
address and email address.  He/she will also need to decide how long they would 
like that petition to be open for signatures.  Most petitions run for six months, but you 
can choose a shorter or longer timeframe, up to a maximum of 12 months. 

When you create an e-petition, it may take five working days before it is published 
online.  This is because we have to check that the content of your petition is suitable 
before it is made available for signature. 

If we feel we cannot publish your petition for some reason, we will contact you within 
this time to explain.  You will be able to change and resubmit your petition if you 
wish.  If you do not do this within 10 working days, a summary of the petition and the 
reasons why it has not been accepted will be published under the ‘rejected petitions’ 
section of the website. 

When an e-petition has closed for signature, it will automatically be submitted to 
Penny Chamberlain, Principal Committee Officer.  In the same way as a paper 
petition, you will receive an acknowledgement within 10 working days.  If you would 
like to present your e-petition to a meeting of the Council, please contact Penny 
Chamberlain on 01743 252729 within 10 working days of receipt of the 
acknowledgement. 

https://shropshire.gov.uk/committee-services/mgePetitionSubmit.aspx?RPID=6992&HPID=6992


A petition acknowledgement and response will be emailed to everyone who has 
signed the e-petition and elected to receive this information.  The acknowledgement 
and response will also be published on this website. 

How do I ‘sign’ an e-petition? 
You can see all the e-petitions currently available for signature by following this link, 
view e-petitions, or by clicking on the link at the bottom of the page 

When you sign an e-petition you will be asked to provide your name, your postcode 
and a valid email address.  When you have submitted this information you will be 
sent an email to the email address you have provided.  This email will include a link 
which you must click on in order to confirm the email address is valid.  Once this step 
is complete your ‘signature’ will be added to the petition.  People visiting the e-
petition will be able to see your name in the list of those who have signed it but your 
contact details will not be visible. 

What can I do if I feel my petition has not been 
dealt with properly? 
If you feel that we have not dealt with your petition properly, the petition organiser 
has the right to request that the Council’s Overview and Scrutiny Committee review 
the steps that the Council has taken in response to your petition.  It is helpful to 
everyone, and can improve the prospects for a review if the petition organiser gives 
a short explanation of the reasons why the Council’s response is not considered to 
be adequate. 

The Committee will endeavour to consider your request at its next meeting, although 
on some occasions this may not be possible and consideration will take place at the 
following meeting.  Should the committee determine we have not dealt with your 
petition adequately, it may use any of its powers to deal with the matter.  These 
powers include instigating an investigation, making recommendations to the 
Council's Executive and arranging for the matter to be considered at a meeting of the 
full Council. 

Once the appeal has been considered the petition organiser will be informed of the 
results within 5 working days.  The results of the review will also be published on our 
website. 

The scheme is subject to review by the Council.  

Accessing this information in other formats 

Please contact us if you would like a copy of this scheme in a particular format suited 
to your needs e.g. large print  - contact Penny Chamberlain on 01743 252729 or 
email  penny.chamberlain@shropshire.gov.uk   

https://shropshire.gov.uk/committee-services/mgePetitionListDisplay.aspx
mailto:penny.chamberlain@shropshire.gov.uk


  

Contact: 

Democratic Services  
petitions@shropshire.gov.uk  
01743 252729  
Shropshire Council  
Shirehall, Abbey Foregate  
Shrewsbury  
Shropshire  
SY2 6ND 

An e-Petition is a petition which collects signatures online. This allows petitions and 
supporting information to be made available to a potentially much wider audience 
than a traditional paper based petition. 

Anyone who lives, works or studies in the area can submit or sign an e-Petition. 

E-Petitions are part of the Council’s ongoing commitment to listening to and acting 
on the views of the public. 

 

mailto:petitions@shropshire.gov.uk


Petitions Scheme 
 

Swindon Borough Council 
 
How to submit your petition and what happens next. 
 
1 Petitions 
 

1.1 The Council welcomes petitions as one way in which you can let 
us know your concerns.  We set out below how the Council will 
respond to petitions which you send us. 

 
2 What is a petition? 
 

2.1 A petition is any communication which is signed by or sent to us 
on behalf of a number of people.  For practical purposes, we 
normally set a requirement for at least 10 names or signatures 
before we treat it as a petition.  Whilst we like to hear from 
people who live, work or study in the Borough, this is not a 
requirement and we would take equally seriously a petition from, 
for example, 10 visitors to the STEAM museum on the facilities 
would be welcome. 

 
3 What should a petition contain? 
 

3.1 There should be a clear statement of your concerns and what 
you want the Council to do.  This must relate to something which 
is the responsibility of the authority, or over which the Council 
has some influence.  If you are not certain about what the 
Council does, please call our Committee and Member Services 
section on (01793) 463601 and someone will be happy to assist 
you. Also, you can look at the A to Z guide on our website 
www.swindon.gov.uk.   

 
3.2 It must have the name and contact details of the “petition-

organiser” or someone to whom you would like any 
correspondence about the petition to be sent. Contact details 
may be either a postal address or an email address.  When 
submitting an e-petition you will be asked for both.  Without 
these details we cannot accept it. 

 
3.3 It needs the names of at least 10 people (which can include the 

petition organiser).  The minimum information we need is the 
person’s name, postcode and house number for a paper 
petition.  Full address and email addresses are required to login 
to sign an e-petition. We will only print the name and postcode in 
any Council reports.  This information will be used as a 
safeguard against bogus petitions. 

 



3.4 Where the petition is in paper form, this can include an actual 
signature from each petitioner, but that is not essential.  Where 
the petition is in electronic form, a list of the names of the 
petitioners will be displayed.  You may include the addresses of 
petitioners on a paper petition, which may be useful to the 
Council, for example, in assessing the degree of local support or 
opposition to a problem that affects a precise geographical area. 

 
3.5 If the petition is submitted electronically, or if the written petition 

contains an email address, the Council may use this to inform all 
petitions of the action the Council has taken.  . 

 
3.6 If you want your petition to be debated at a meeting of the 

Council (“A Petition for Debate”), or to trigger a public meeting of 
an Overview and Scrutiny Committee at which a specific officer 
will be required to report (“A Petition to hold an Officer to 
Account”), your petition will need to contain a higher number of 
signatories or petitioners (see below).  

 
3.7 Where a petition relates to a matter which is within the 

responsibility of another public authority, we will ask the petition 
organiser whether they would like us to redirect the petition to 
that other authority.  For example, if your issue is the 
responsibility of the police, the NHS, the Primary Care Trust etc, 
we will ask if you want us to send it to their governing body. 

 
3.8 Where a petition relates to a matter over which the authority has 

no responsibility or influence, we will return the petition to the 
petition organiser with an explanation for that decision.  

 
4 How do you send in a petition? 
 

4.1 The Council already undertakes many consultations throughout 
the year on planning matters or over the opening or closing of 
schools.  Where you submit a petition in response to such a 
consultation, please address it to the return address set out in 
the invitation.  This will ensure that it is reported at the same 
time as the matter to which it relates is considered.  If you are 
not certain about where to send the petition, please call us on 
(01793) 463601. 

 
4.2 We have appointed the Director of Law and Democratic 

Services as the ‘Petitions Officer’, who is responsible for 
receiving, managing and reporting all other petitions sent to the 
authority. Please send paper petitions to – 

 
The Director of Law and Democratic Services (‘Petitions Officer’) 
Swindon Borough Council 
Civic Offices 
Euclid Street 



Swindon 
SN1 2JH 
Or to CommitteeServices@swindon.gov.uk 

 
4.3 Alternatively a request for petition, can be made via the 

Council’s e-petition facility.  When received the Petition Officer 
will review the request and may suggest amendments before 
making it available for signature. 

 
4.4 The Petitions Officer will ensure that each petition is 

acknowledged to the petition organiser and entered on the 
authority’s petitions website.  The Petitions Officer can also 
provide you with advice about how to petition the authority or the 
progress of your petition, at either of the above addresses or by 
telephone at (01793) 463601 or 463602 

 
5 Types of Petition 
 

5.1 There are five different types of petition, as set out below. How 
we deal with a petition depends on which type of petition you 
submit – 

 
Consultation Petitions 

 
5.1.1 These are petitions in response to an invitation from the 

authority for your views on a particular proposal., 
Consultation petitions which are received by the response 
date in the consultation invitation will be reported to a 
public meeting of the person or body which will be taking 
the decision on the proposal. 

 
Statutory Petitions 

 
5.1.2 The government requires the Council to consider some 

petitions in a particular manner, for example a petition for 
a review of parish councils, or a petition for a directly-
elected Mayor.  Where you submit a petition under such a 
specific statute, we will report it to the next available 
meeting of the Council in accordance with the statutory 
requirements. 

 
Petitions for Debate 

 
5.1.3 If you want your petition to be reported to and debated at 

a meeting of the Council, it must contain at least 1,500 
signatories or petitioners (this is reduced to 750 
signatories or petitioners where the petition relates to a 
local issue, affecting no more than 2 or 3 wards within the 
Council’s area or 350 signatories or petitioners for a 
single ward issue within the Council’s area). 



Petitions to Hold an Officer to Account 
 

5.1.4 If you want your petition to be considered at a meeting of 
an Overview and Scrutiny Committee, where an officer, 
identified either by name or by post title, will be required 
to answer questions on the conduct of a particular matter, 
your petition should contain at least 750 names.  The 
Council has determined that such petitions must relate to 
the Chief Executive, a Director or a Head of Service of 
the authority.  
 

5.1.5 Where the petition raises issues of competence or 
misconduct, the petition will be referred to the Chief 
Executive (or to the Director of Human Resources and 
Change in respect of the Chief Executive) and will be 
considered under the authority’s Disciplinary Procedures, 
and not under this Petitions Procedure. 

 
Ordinary Petitions 

 
5.1.6 These are petitions that do not come within any of the 

above specific types.  Please note that petitions that raise 
issues of possible Councillor misconduct will be taken as 
complaints arising under the Local Government Act 2000 
and will be reported to the Standards Committee, rather 
than considered under this Petitions Procedure. 

 
6 The Petitions Website 
 

6.1 The authority will establish a petitions website by 15th December 
2010. 

 
6.2 When a paper petition is received, within 10 working days the 

Petitions Officer will log that petition on the website. The petition 
organiser’s name will be included on the website. 

 
6.3 When a request for an e-petition is submitted via the e-petition 

facility on the Council website, this will be made live for 
signature by the Petitions Officer within 10 working days of 
receipt, unless clarification is required on the wording from the 
petition.   If the matter falls outside the petitions scheme, the 
request for a petition will be rejected and the petitioner will be 
informed why.   

 
6.4 As soon as it is decided who the petition will be considered by 

within the authority, and when that consideration will occur, this 
information will be entered on the website at the same time as it 
is sent to the petition organiser.  Once the petition has been 
considered, the authority’s decision will be notified to the petition 



organiser and put on the website within 10 working days of that 
consideration. 

 
6.5 Petitions are presented on the petitions website in the order in 

which they are received.  All petitions are kept on the website for 
at least 2 years from the date of receipt.  

 
7 The Role of Councillors 
 

7.1 When a petition is received it will be reported to the relevant 
decision-maker(s) within the Council (Cabinet Member, Cabinet, 
Officer, or Regulatory Committee) or the appropriate Overview 
and Scrutiny Committee. 

 
7.2 When a petition is received which relates to a local matter 

(particularly affecting specific wards) the Petition Officer will also 
send a copy of the petition to each relevant Ward Councillor(s) 
at the same time as acknowledging receipt of the petition to the 
petition organiser.  The relevant Ward Councillor(s) will be 
invited to attend and to address any meeting at which the 
petition is considered for up to 3 minutes, immediately after the 
petition organiser. 

 
8 What happens when a petition is received? 
 

8.1 Within 10 working days of receipt, the Petitions Officer will 
acknowledge receipt to the petition organiser. 

 
8.2 In some cases, the Petitions Officer may be able to resolve the 

petitioners’ request directly, by getting the relevant Cabinet 
Member or officer to take appropriate action.  For example 
where the petition relates to fly-tipping and the authority can 
arrange for it to be cleared up directly.  Where this is done, the 
Petitions Officer will ask the petition organiser whether s/he 
considers that the matter is resolved.   

 
8.3 Unless the matter has been resolved to the satisfaction of the 

petition organiser, the Petitions Officer will within 10 working 
days of receipt of the petition provide a substantive response to 
the petition organiser setting out who the petition will be reported 
to for consideration.  If this involves a meeting of the Council, 
this will include information on when and where this will take 
place and will invite the petition organiser to attend that meeting 
and to address the meeting for up to 5 minutes on the issue 
covered by the petition.  The petitioner may appoint another 
person, who is also a signatory, to speak on their behalf.  The 
invitation to the petition organiser to address the meeting is in 
addition to any other public speaking rights at that meeting. 

 



8.4 Whilst we are committed to dealing with petitions promptly, a 
petition will normally need to be received at least 10 working 
days before a relevant meeting if it is to be reported to that 
meeting.  Where it is necessary to undertake a significant 
amount of work to collect information and advice to enable the 
matter to be properly considered, it may be necessary for the 
Petitions Officer to decide that the petition will be held over until 
the following meeting of the relevant body. 

 
8.5 At each stage of the consideration of the petition, within 

10 working days of any decision, the Petitions Officer will ensure 
that the petitions website is updated to ensure that petitioners 
can track progress of their petition. 

 
9 What happens to a Consultation Petition?  
 

9.1 Consultations Petitions are submitted in response to an 
invitation from the Council to submit representations on a 
particular proposal or policy.  

 
9.2 The petition will be reported to person or body who will take the 

decision on the proposal or policy at the meeting when they are 
to take the decision.  The Council’s Constitution defines who will 
take different types of decision, as set out in the Scheme of 
Delegations and the terms of Reference of Committees and 
Sub-Committees.   

 
9.3 Where the petition relates to a matter which is within the 

delegated power of an officer, s/he will not exercise those 
delegated powers but will automatically refer the matter up to 
the relevant Cabinet Member for decision using the Cabinet 
Member Decision Note process as set out in of the Constitution). 

 
9.4 Where the petition relates to a matter that is within the delegated 

powers of an individual Cabinet Member, s/he may decide not to 
exercise those delegated powers but to refer the matter to 
Cabinet for decision. 

 
10 What happens to a Statutory Petition? 
 

10.1 Particular Acts of Parliament require the Council to consider 
petitions, for example a petition for a review of Parish Councils, 
or a petition for a directly-elected Mayor.  Where you submit a 
petition under such a specific statute, we will report it to the next 
available meeting of the Council in accordance with the statutory 
requirements. 

 
 
 
 



11 What happens to Petitions for Debate? 
 

11.1 Petitions for Debate will be reported to the next convenient 
meeting of Council. Petitions will not be considered at the 
Annual Meeting of Council or at Extraordinary Meetings of 
Council, which are not convened to consider the subject matter 
of the petition. 

 
11.2 As set out below, the petition organiser, or their appointed 

deputy, will be invited to address the meeting for up to 5 minutes 
on the subject of the petition. 

 
11.3 The petition organiser will be notified of the outcome of the 

debate and of any follow-up actions that are agreed by the 
meeting. 

 
12 What happens to a Petition to Hold an Officer to Account? 
 

12.1 Petitions to hold an officer to account will be reported to the next 
convenient meeting of the relevant Overview and Scrutiny 
Committee. 

 
12.2 In advance of the Committee meeting, the petition organiser will 

be invited to submit a list of questions that they would like put to 
the officer at the meeting.  These questions will be provided to 
the Chair of the Committee, who will decide whether they are 
appropriate, and to the officer concerned, in advance of the 
meeting.  

 
12.3 At the meeting, the Chair will invite the petition organiser to 

address the Committee for a maximum of 5 minutes on the 
issue1, and the relevant officer will then be required to report to 
the Committee in relation to the conduct of the subject matter of 
the petition.  Members of the Committee may question the 
officer, and the Chair may invite the petition organiser to suggest 
questions for him/her to put to the officer. 

13 What happens to an Ordinary Petition? 
 

13.1 The Petitions Officer will arrange for each Ordinary petition to be 
reported to the appropriate Cabinet Member or reported to the 
next convenient meeting of Cabinet, of Council or of a 
Committee or Sub-Committee of Council which has the power to 
take a decision on the matter. 

 
14 At the meeting, when the matter to which the petition relates is 

considered – 
 
                                            
1  Note that the 2009 Act does not give the petition organiser a right to speak at the 

Committee meeting, but the Council has decided that s/he should be invited to set out 
the petitioners’ concerns in relation to the subject matter of the petition. 



14.1 Petitions which do not relate to an ordinary item of business will 
be considered before the normal business of the meeting, and 
will be considered in the order in which they were received, 
unless the Chair at the meeting determines otherwise2.  A 
maximum of 30 minutes will be allowed at each meeting for 
considering all such petitions and consideration of the contents 
of any petitions not reached in the time allowed will be referred 
to the relevant Cabinet Member for consideration or deferred 
until the next meeting. 

 
14.2 In special circumstances the Chair may ask the meeting to 

suspend standing orders to permit the debate on petitions to 
extend beyond 30 minutes. 

 
14.3 Any petitions relevant to particular items of business, such as 

petitions relating to planning applications or proposed traffic 
regulation orders, will be taken together with that item of 
business, in the normal order of business.  

 
14.4 The decision-taker or the Chair of the meeting may invite a 

relevant officer to set out the background to the issue before 
inviting the petition organiser (or deputy) to address him/her for 
up to 5 minutes.  The Cabinet Member/Chair may then ask 
questions of the petition organiser, and will then invite any 
relevant Ward Councillors present to address him/her on the 
matter for up to 3 minutes (each).  The Cabinet Member/Chair 
will then invite a relevant officer(s) to advise him/her/the 
meeting, after which the matter will be open for debate among 
members of the decision-making body or committee. Where the 
matter is to be determined by a Cabinet Member, s/he will take a 
decision on the matter.  That decision may be a determination of 
the matter, or may be a decision to refer the matter for 
investigation and report back, or to refer it up to a meeting of 
Council, Cabinet or a Committee of the Council for 
determination. 

 
14.5 Within 10 working days of the consideration of the petition by the 

relevant Cabinet Member or Council body, the Petitions Officer 
will notify the petition organiser of the Cabinet Member’s / 
Council body’s decision and advise him/her that if s/he is not 
satisfied with that decision, s/he may require the matter to be 
reported to the next convenient meeting of the appropriate 
Overview and Scrutiny Committee for review.  

 
14.6 At each stage, the Petitions Officer will enter the relevant 

information on the website at the same time as it is sent to the 
petition organiser.  

                                            
2  In practice, where one person has submitted more than one petition, his/her second 

petition will be taken after consideration of the first petition submitted by each other 
person, and so on. 



15 Appeal to an Overview and Scrutiny Committee 
 

15.1 If the petition organiser is not satisfied with the outcome of the 
authority’s consideration of his/her petition, he/she may appeal 
to an Overview and Scrutiny Committee by notifying the 
Petitions Officer of his/her intention to appeal within 20 working 
days of being notified of the authority’s decision on the petition.  

 
15.2 Within 10 working days of receipt of intention to appeal, the 

Petitions Officer will determine which is the relevant Overview 
and Scrutiny Committee and will notify the petition organiser of 
the time, date and place of the next convenient meeting of that 
Overview and Scrutiny Committee and will invite the petition 
organiser (or deputy) to attend the meeting and to address the 
Committee for up to 5 minutes on why he considers that the 
authority’s decision on the petition is inadequate. 

 
15.3 At that meeting, the Overview and Scrutiny Committee will invite 

the petition organiser and Ward Councillors to make their 
representations and to explain why s/he considers that the 
Cabinet Member’s / council body’s response was insufficient. 
The Overview and Scrutiny Committee may not over-ride the 
Cabinet Member or Council body, but the Cabinet Member / 
Council body must consider any recommendations made by the 
Overview and Scrutiny Committee. 

 
16 The role of the Petition Organiser 
 

16.1 The petition organiser will receive acknowledgement of receipt 
of the petition or the request for an e-petition within 10 working 
days of its receipt by the authority. 

 
16.2 Where the petition is not accepted for consideration (see 

Paragraph 17 below for grounds for rejection of petitions), the 
petition organiser will be advised by the Petitions Officer of the 
rejection and the grounds for such rejection. 

 
16.3 Where the petition is accepted for consideration, the petition 

organiser will be advised by the Petitions Officer within 
10 working days of receipt by the authority or the completion of 
an e-petition as to who the petition will be considered by, and 
the date, time and place of the meeting at which it will be 
considered, and will be invited to address the meeting for up to 5 
minutes.  The meeting may then ask the petition organiser 
questions on the subject matter of the petition. 

 
16.4 The petition organiser may nominate another person to address 

the meeting and to answer any questions on the matter. 
 



16.5 The petition organiser will be regularly informed by the Petitions 
Officer of any decisions in respect of the petition and will be 
formally notified of the outcome of the petition’s consideration 
within 5 working days of such decision. 

 
16.6 The petition organiser may notify the Petitions Officer of his / her 

intention to appeal to an Overview and Scrutiny Committee 
against the decision of the authority relating to the petition within 
20 working days of being notified of that decision, and may 
attend and address the meeting of the Overview and Scrutiny 
Committee for up to 3 minutes as to why s/he considers that the 
authority’s decision on the petition was inadequate. 

 
17 Petitions which will not be reported 

 
17.1 Duplicate Petitions 

 
17.1.1 Where more than one petition is received in time for a 

particular meeting, each supporting the same outcome on 
one matter, the petition organisers will be asked to 
combine the petitions and for one petition organiser to 
address the meeting.  If this is unacceptable to the 
petition organisers, the Law and Democratic Services 
Officer will determine which should proceed and who 
should be invited to address the relevant meeting. 

 
17.2 Repeat Petitions 

 
17.2.1 A petition will not normally be considered where it is 

received within 6 months of another petition being 
considered by the authority on the same matter. 

 
17.3 Rejected Petitions 

 
17.3.1 A petition will not be reported and e-petition request will 

be rejecteif in the opinion of the Petitions Officer, it  -: 
• Contains intemperate, inflammatory, abusive or 

provocative language, 
• Is rude, defamatory, scurrilous or vexatious.  
• Is identical or too similar to a petition submitted in the 

past 6 months. 
• Discloses confidential or exempt information, including 

information protected by court order or government 
department. 

• Discloses material which is otherwise commercially 
sensitive. 

• Provides information relating to the personal and 
private lives of individual officers of public bodies or 
makes criminal accusations. 

• Contains advertising statements. 



• Refers to an issue which is currently the subject of a 
formal Council complaint, Local Ombudsman 
complaint or any legal proceedings.  

• Relates to a specific issue where there is already a 
right of appeal. 

• Relates to a specific and individual planning or 
licensing decision.  Such ‘petitions’ will be referred to 
the relevant Officer or Regulatory Committee in 
accordance with existing procedures for 
representations.  

• Does not relate to something which is the 
responsibility of the authority, or over which the 
authority has some influence. 
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Appendix C 
 

Procedure Rules for Dealing with 
Representations 
 

1. Petitions 

1.1 Introduction 

(a) This is the Petition Scheme for West Berkshire Council made under 
Section 11(1) of the Local Democracy, Economic Development and 
Construction Act 2009 (‘The 2009 Act’). 

(b) The Scheme was originally approved at the full meeting of West 
Berkshire Council on 23 September 2010 and is available on the 
Council’s website. 

(c) The Council reviewed the Scheme at the full Council meeting on the 19 
September 2013. In line with best practice the scheme will be reviewed 
in September 2016 or such earlier time as may be required. 

(d) The purpose of this scheme is to establish a clear process for petitions 
submitted to West Berkshire Council to be handled in accordance with 
the legislation (Sections 10-22 of the 2009 Act). 

(e) The Council welcomes petitions and recognises that they are one way 
in which people can let the Council know about their concerns. Petitions 
have a long tradition and can be useful in suggesting levels of support 
for various proposals. West Berkshire Council has long had procedures 
in its Constitution for Ward Councillors and members of the public to 
bring petitions to the Council by various means. This Petition Scheme 
merely clarifies, extends and strengthens those procedures, in 
accordance with 2009 Act. 

(f) Advice on petitions can be sought from different departments across the 
Council but enquiries should in the first instance be directed to the Head 
of Strategic Support, West Berkshire Council, Market Street Offices, 
Market Street, Newbury, RG14 5LD, via the telephone on (01635) 
42400 or email petitions@westberks.gov.uk. 

1.2 What is a Petition? 

(a) West Berkshire Council defines a petition as ‘any communication which 
is signed or sent to us on behalf of a number of people’.  For practical 
purposes, there is normally a minimum requirement of at least 50 
signatories before it is treated as a petition. Exceptions can be made in 
special cases at the discretion of the Council’s Monitoring Officer. 

(b) Whilst the Council is keen to hear from people who live, study or work in 
West Berkshire, this is not always a requirement.  A petition from 50 
visitors about, for example, the quality of tourism facilities in the district 
would qualify under the Petition Scheme. 

mailto:petitions@westberks.gov.uk
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(c) A petition must include: 

(i) A clear and concise statement of the concerns and what 
West Berkshire Council is being asked to do.  The subject 
matter must relate to the West Berkshire District or to 
something which the Council has responsibility for or over which 
it has influence. Where the petition relates to a matter which is 
the responsibility of another public authority the Council will ask 
the petition organiser whether they would like to redirect the 
petition to that authority.  Where the petition relates to a matter 
over which West Berkshire Council has no influence or 
responsibility, the petition will be returned to the petition 
organiser with an explanation for that decision. 

(ii) The name and contact details of the ‘petition organiser’. 
This should normally be the person whom the Council will 
contact to explain how the Council will respond to the petition. 
This can be either a postal address or an email address. This 
need not appear on the website. If the lead signatory chooses 
to relinquish their role as petition organiser another signatory 
can and must be elected as lead signatory. 

(iii) The names of at least 50 valid petitioners (in most cases 
this will mean that they live, work or study in West 
Berkshire), which may include the petition organiser. In some 
instances it would be appropriate to require fewer signatures 
but this will be at the discretion of the Council’s Monitoring 
Officer.  On a paper petition actual signatures from each 
petitioner would be preferable but this is not essential.  
Petitioners will be required to provide verifiable details that they 
live, work or study in West Berkshire. Signatures from others 
(e.g. visitors) may be considered if they are relevant to the issue 
in the petition subject. These details need not be published. 

(iv) For certain types of petition, the number of petitioners will be 
higher (see sections below ‘A Petition for Debate’ and ‘A 
Petition to Hold an Officer to Account)  

(v) If a petition is produced in response to a consultation that the 
Council is conducting on a specific matter, please clearly 
identify the consultation it relates to, to enable the petition to be 
handled along with other responses to these matters. (see 
paragraph 1.3(a) below) 

(d) Petitions which are considered to be vexatious, abusive or otherwise 
inappropriate (e.g. relating to information on an individual(s)) will not be 
accepted. 

(e) In the period immediately before an election or a referendum Council 
Officers may need to deal with the petition differently. The reason will 
be explained to the petition organiser. 

(f) Where the guidelines are not followed the Council may decide not to do 
anything further with the petition. 
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1.3 Submitting a Petition 

(a) When a petition is submitted in response to a consultation by West 
Berkshire Council, or to a planning or licensing application it should be 
directed to the return address specified in the consultation details or in 
the public notice regarding the application.  This will ensure it is 
considered at the appropriate time in relation to the matter in which it 
was intended to be considered. 

(b) For all other petitions, there is a choice of means of submitting them: 

(i) Paper petitions should be addressed to the Head of Strategic 
Support, West Berkshire Council, Market Street Offices, Market 
Street, Newbury RG14 5LD. 

(ii) Email petitions should be sent to petitions@westberks.gov.uk. 
The Petitions Officer will send an acknowledgement that the 
petition has been received within five clear working days.  

(iii) Online petitions can be submitted by following this link 
www.westberks.gov.uk/petitions. The Council will issue a formal 
acknowledgement within five clear working days of the initial 
submission. During this time the Petitions Officer will act as a 
‘moderator’ and establish if there are any difficulties. The 
Petitions Officer will contact the organiser and endeavour to 
resolve these issues so that the petition can open for 
signatures. Petitioners signing the online petition will be 
required to provide verifiable details (including: names, 
addresses and postcodes). 

(iv) Presented to a meeting of the Executive. These meetings 
take place on a six weekly basis, dates and times can be found 
on the Executive Meetings page of the Council’s website. 

Where notice of a petition is given to the Head of Strategic 
Support by 10.00am seven clear working days before the 
meeting, details will be included in the summons or agenda. 
Members of the public may speak for up to five minutes on that 
petition at the meeting.  No further debate shall take place 
unless the relevant body receives a report on the matter. The 
petitioner will be notified within three clear working days as to 
where the petition will be referred.  However, if the petition 
relates to a matter on the agenda for the meeting of the 
Executive, it shall be dealt with at that meeting.  

(v) Petitions can also be submitted by Elected Members at Full 
Council meetings. Dates and times can be found on the Council 
Meetings page of the Council’s website. Petitions may not be 
submitted at the Annual (May) or Budget Council (March) 
meetings. Petitions can also not be presented at extraordinary 
meetings of Council. 

(c) The petition, however it is submitted, will be entered on the Council’s 
petitions website.  The website will be regularly updated with 
information concerning the progress of the petition and this information 
will be publicly viewable. Whenever possible we will also publish all 
correspondence relating to the petition (all personal details will be 

mailto:petitions@westberks.gov.uk
http://www.westberks.gov.uk/petitions
http://decisionmaking.westberks.gov.uk/ieListMeetings.aspx?XXR=0&Year=2014&CId=117&MD=ielistmeetings&
http://decisionmaking.westberks.gov.uk/ieListMeetings.aspx?XXR=0&Year=2014&CId=116&MD=ielistmeetings&
http://decisionmaking.westberks.gov.uk/ieListMeetings.aspx?XXR=0&Year=2014&CId=116&MD=ielistmeetings&
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removed). The Petition will remain open for 90 calendar days unless 
otherwise agreed with the Petition Organiser. 

(d) Petitioners will be notified, within 10 clear working days of receipt of the 
completed/closed petition, what the Council plans to do with the petition 
and when they could expect to hear from the Council again. If the 
petition has enough signatures to trigger a Council debate or a senior 
Officer giving evidence (see 1.4(e) and (f)) then the acknowledgement 
will confirm this and tell you when the meeting will take place. Relevant 
Ward Councillors will be notified in writing that a petition has been 
submitted which particularly affects their Ward(s). 

(e) The Council has a duty to verify signatories to all petitions, using 
publicly available databases. This is to prevent the misuse of personal 
information by petition organisers, for example the use of names, email 
addresses or signatures without permission of the person – or the use 
of non-existent persons’ names. 

(f) Petitions relating to planning and licensing applications will normally be 
received by Officers during the planning or licensing consultation process. 
Normal deadlines to these consultations apply. Petitions received after 
the deadlines will not be accepted. 

(g) If the petition forms part of a statutory process, or where there is an 
existing appeal mechanism in place (for example council tax banding) 
other procedures will apply. 

(h) Petitions cannot be a duplicate or a near duplicate of a similar petition 
received or submitted within the last 12 months. 

1.4 Types of Petition and next steps 

(a) There are five different types of petition which are outlined below.  How 
the Council deals with a petition will depend on which category it falls 
into: 

 Ordinary Petitions 

 Consultation Petitions 

 Statutory Petitions 

 Petitions for Debate 

 Petitions to Hold an Officer to Account 

(b) Ordinary Petitions.  These are petitions which do not fall into any of 
the following specific petition categories.  Please note that any petitions 
raising the issue of possible Councillor misconduct will be taken as 
complaints arising under the Local Government Act 2000 and the 
Localism Act 2011 and will be reported to the Governance and Ethics 
Committee and not dealt with under this Petition Scheme. 

(c) Consultation Petitions.  These are petitions in response to an 
invitation from the Council to comment on a particular proposal, policy 
or application.  For example, planning or licensing applications or 
proposals concerning speed limits.  Consultation petitions which are 
received by the closing date of the consultation will be reported at the 
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relevant meeting or to the relevant person taking the decision in 
question. This will not be impacted on by this process. 

(d) Statutory Petitions.  Certain Acts of Parliament require the Council to 
consider petitions.  Examples of statutory petitions include those for a 
directly-elected Mayor or for a review of Parish Councils.  When a 
Statutory Petition is submitted then it will be processed in accordance 
with statutory requirements. 

(e) Petitions for Debate.  For a petition to be reported to a Full Council 
meeting for debate by the elected Members of West Berkshire Council, 
it must contain a minimum of 1,500 petitioners. Where a petition relates 
to a local issue, affecting no more than two electoral wards in West 
Berkshire, this requirement may be reduced to 500 per ward at the 
discretion of the Monitoring Officer. In order to ensure that this is dealt 
with appropriately, the two Leaders must agree that the subject for 
debate is of real significance locally to the people of West Berkshire and 
its immediate surrounding area. Failure of the two Leaders to agree will 
result in automatic referral to the Monitoring Officer, whose decision 
shall be final. 

(f) Where a Full Council meeting debate is triggered by a petition, and the 
Leaders (or Monitoring Officer) agree that the subject matter is of real 
significance locally, the Petition Organiser or their nominated 
spokesperson will have up to five minutes to present their petition and 
the petition will then be discussed by Councillors for a maximum of 15 
minutes. The Council may decide to take the action the petition 
suggests, not to take the action requested for reasons put forward in the 
debate or to commission a further investigation into the matter. 

(g) Petitions to Hold an Officer to Account.  For a petition to be 
considered at a meeting of the Overview and Scrutiny Management 
Commission (OSMC) where an Officer identified either by name or by 
post will be required to answer questions on a particular matter, the 
petition will need to contain a minimum of 750 petitioners.  Where a 
petition relates to a local issue, affecting no more than two electoral 
wards in West Berkshire, this requirement may be reduced to 500 at 
the discretion of the Monitoring Officer. 

A petition falling into this category must relate to the Chief Executive, a 
Corporate Director or a Head of Service.  Please note that where a 
petition raises issues of competence or misconduct, the petition will be 
referred to the Chief Executive (or the Head of Human Resources in the 
case of the Chief Executive) for consideration under the Council’s 
Capability Procedure and/ or Disciplinary Procedure.  Such petitions will 
not be dealt with under this Petition Scheme. 

1.5 The Petitions Website 

(a) West Berkshire Council keeps a petitions webpage at 
www.westberks.gov.uk/petitions.  When a petition is received, the 
Petitions Officer will open a new public file on the website within 10 
clear working days and place in that file the subject of the petition, the 
date it was received and the number of petitioners. This will not apply to 
Planning and Licensing petitions which will be dealt with under the 
relevant processes. 

http://www.westberks.gov.uk/petitions
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(b) The petition organiser’s name and contact details will only be included 
on the website if the organiser has requested this. 

(c) Once it has been determined who within West Berkshire Council will 
consider the petition and when that consideration will take place, this 
information will be entered on the website and sent to the petition 
organiser at the same time. 

(d) As soon as the petition has been considered, the Council’s decision will 
be notified to the petition organiser and put on the website within five 
clear working days of the decision being taken. 

1.6 Ward Councillors and petitions 

(a) All Petitions will be notified to all Council Members, upon receipt unless 
resolved directly as in paragraph 1.7(c). This is to ensure that Council 
Members are informed as to the receipt and progress of all petitions 
that affect them as Ward Members, because all petitions could in theory 
end up as Petitions for Debate. 

(b) Where a Petition appears to affect not more than two Wards, unless a 
Member challenges this within 10 working days, the Petitions Officer will 
inform the organiser that a reduced number of signatures is sufficient to 
make the Petition come to Full Council for Debate, if requested. 

(c) Nothing in the Petitions Scheme affects the right of Ward Members to 
present Motions to Full Council for debate. Such Motions may be based 
upon Petitions that fail to reach the required number of signatures under 
this Scheme. 

(d) When a petition is referred to a person or body within the Council who 
has the authority to take a decision on the subject matter, the Ward 
Member(s) representing any affected ward(s) will be invited to attend 
and address the person or body making the decision for no more than 
five minutes (each), immediately after the petition organiser. 

1.7 Process when a petition is received 

When a petition is received by West Berkshire Council: 

(a) Within five clear working days of its receipt, the Petitions Officer will 
acknowledge receipt to the petition organiser. The Ward Councillor will 
be notified of the submission. The Petitions Officer will open a new 
public file for the petition on the petitions website.  The petition file will 
include: 

 the subject matter of the petition; 

 the date the petition was received and the closing date for receipt 
of additional signatures; 

 the number of petitioners (this will be updated weekly); 

 the action being taken by the Council to consider the matter 
including the date of any public meeting. 

(b) The name and contact details of the petition organiser will only be 
included if requested. 

(c) In some instances the Petitions Officer may be able to resolve the 
petitioners’ request directly by getting the relevant Executive Member or 
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Officer to take direct action.  An example of this could be a case of fly-
tipping.  The Petitions Officer will then ask the petitions organiser 
whether they consider the matter to have been resolved. 

(d) Unless the matter has been resolved directly as described in 1.7c 
above, the Petitions Officer will within ten clear working days of receipt 
of the petition provide a response to the petition organiser which sets 
out: 

 who the petition will be reported to for consideration; 

 when and where that consideration will take place; 

 the number of signatures required for the petition to be debated at 
Full Council under 1.4(e). 

 an invitation for the petition organiser or their nominated 
representative to attend and address the meeting for up to five 
minutes on the issue covered by the petition. 

 NB The invitation to the petition organiser or their nominated 
representative to address that meeting is in addition to any other 
existing public speaking rights at that meeting. This does not apply 
to Planning and Licensing petitions which are dealt with under 
separate processes. 

(e) When responding to the petitions organiser (1.7d), the Petitions Officer 
will also forward the same information to the relevant Executive and 
Shadow Executive Members and Ward Councillors. 

(f) The Petitions Officer is responsible for updating the website so that 
progress in dealing with the petition can be tracked. 

(g) At this point the process varies depending on the different type of 
petition. 

1.8 Process when a Consultation Petition is received 

(a) Submitted in response to an invitation from the Council to contribute on 
a particular proposal or application. Consultation Petitions will be 
reported to the relevant person or body at the meeting when they are 
due to take the decision on that application, appeal or proposal.  The 
Council’s Constitution sets out who will take different types of decisions 
under the Scheme of Delegation, terms of reference of Committees, 
Commissions and Sub-Committees. 

(b) All planning and licensing applications (except where powers are 
delegated to officers under the Constitution) will be determined by the 
relevant Planning Committee or Licensing Sub-Committee and Traffic 
Regulation Orders by Individual Decision of the Executive Member for 
Highways and Transport where objections to the orders are received. 

1.9 Process when a Statutory Petition is received 

Where a petition is submitted under a specific statute, for example a petition 
for a directly-elected Mayor, it will be reported to the next available meeting of 
the Council, in accordance with the requirements of the statute in question. 
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1.10 Process when a Petition for Debate is received 

1 Petitions for Debate will be reported to the next scheduled meeting of 
Council unless the matter is deemed urgent, in which case an 
Extraordinary meeting of Council may be convened.  Petitions will not 
be considered at the Annual Meeting of Council, the Budget meeting or 
at Extraordinary Meetings of Council unless they are specifically 
arranged to consider the subject matter of the petition. 

2 The petition organiser will be invited to address the meeting for up to 
five minutes on the subject of the petition. 

1.11 Process when a Petition to hold an Officer to Account is received 

(a) Petitions to hold an officer to account will be reported to the next 
convenient meeting of the Overview and Scrutiny Management 
Commission (OSMC) unless the matter is deemed urgent, in which 
case an extraordinary meeting may be convened. 

(b) In advance of the Commission meeting, the petition organiser will be 
invited to submit a list of questions the organiser would like to put to the 
Officer at the meeting.  These questions will be provided to the 
Chairman and Vice Chairman of the Commission, who will decide 
whether they are appropriate, and to the Officer concerned, in advance 
of the meeting. 

(c) At the meeting of the OSMC, the Chairman will invite the petition 
organiser to address the Commission for a maximum of five minutes on 
the issue.  The relevant officer will then be asked to respond to the 
Commission on the subject matter of the petition.  OSMC Members may 
question the officer and the Chairman may invite questions from the 
petition organiser to be put to the Officer through the Chairman. 

1.12 Process when an Ordinary Petition is received 

The Petitions Officer will arrange for each ordinary petition to be reported to 
the next convenient meeting of the Executive, Council, Committee, 
Commission or Sub-Committee of Council which has the power to take a 
decision on the matter. 

1.13  Meetings considering a petition 

(a) Petitions which do not relate to an ordinary item of business will be 
considered before the normal business of the meeting.  

(b) Petitions will be considered in the order in which they were received 
unless the Chairman of the Committee/Commission decides otherwise. 

(c) A maximum of 30 minutes is permitted for the discussion of petitions 
prior to the normal business of each meeting.  Any petitions not 
considered in this time will be held over to the next meeting unless the 
next meeting is the Annual or Budget meeting. 

(d) Petitions which do relate to a particular item of business will be taken 
with that item, in the order of business outlined on the agenda. 

(e) The person or Committee making the decision may invite a relevant 
officer to set out the background to the issue before inviting the petition 
organiser to speak for up to five minutes.  The Executive Member / 
Chairman may then ask questions of the petition organiser and invite 
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any relevant Ward Councillors present to speak on the subject for up to 
minutes each.  The Executive Member / Chairman will then invite a 
relevant officer to advise the meeting, after which the matter will be 
opened to debate by the Committee.  In the case of an Individual 
Executive Member Decision, the Executive Member will proceed to take 
a decision.  Possible decisions may be: 

 to determine the matter; 

 to refer the matter for investigation and report back; or 

 to refer the matter up to a meeting of Council, Executive or a 
higher Committee for determination. 

(f) In the case of a decision by an Executive Member, the Petitions Officer 
will notify the petition organiser of the decision within five clear working 
days, advising that if the organiser is not satisfied with that decision, the 
matter could be reported to the next meeting of the Overview and 
Scrutiny Management Commission for review (see section 1.14 below) 
unless the matter is deemed urgent, in which case an extraordinary 
meeting may be convened. 

(g) At each stage of the process in section 1.13, the Petitions Officer will 
enter the relevant information on the website as it is sent to the petitions 
organiser. 

1.14 Appeal to a Scrutiny Committee/Commission 

(a) If the petition organiser is not satisfied with the outcome of the Council’s 
consideration of the petition, the petition organiser may appeal to the 
Overview and Scrutiny Management Commission by notifying the 
Petitions Officer of their intention to appeal. The Petitions Officer must 
receive notification of intention to appeal within 28 clear working days of 
the petitions organiser being notified of the Council’s decision on the 
petition. 

(b) Within five clear working days of receipt of intention to appeal the 
Petitions Officer: 

 will determine which is the relevant Scrutiny Commission; 

 will notify the petition organiser of the date, time and place of the 
next convenient meeting of that Scrutiny Committee/Commission; 
and 

 will invite the petition organiser to attend that meeting and address 
the Committee/Commission for up to five minutes on why the 
Council’s decision on the petition is considered to be inadequate. 

(c) At the meeting of the Scrutiny Commission: 

 the Committee/Commission will invite the petition organiser to 
make representations and explain why it is thought the Council’s 
response is inadequate (no more than five minutes); 

 the Commission will invite relevant Ward Councillors to make 
representations on the matter (no more than five minutes each); 
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 the Commission cannot overturn the decision, but can make 
recommendations for the Executive Member/Executive to 
consider. 

1.15 Petition Organiser 

(a) Petition organisers will receive acknowledgement of receipt of the 
petition within five clear working days of its receipt by West Berkshire 
Council. 

(b) When the petition is not accepted for consideration, the Petitions Officer 
will advise the petition organiser of the grounds for rejection. 

(c) Where the petition is accepted for consideration, the Petitions Officer 
will advise the petition organiser who will consider the petition, the date, 
time and place of the meeting at which it will be considered, and will 
invite the petition organiser to address the meeting for up to five 
minutes.  This information will be notified to the petition organiser within 
ten clear working days of receipt of the petition by West Berkshire 
Council.  The petition organiser may be asked questions on the subject 
matter of the petition at the meeting. 

(d) The petition organiser may nominate another person to address the 
meeting on their behalf. 

(e) The Petitions Officer will keep the petition organiser regularly updated 
with developments on the petition and notify them of the outcome of the 
petition’s consideration in writing within five clear working days of the 
decision. 

(f) The petition organiser must notify the Petitions Officer of the intention to 
appeal to the Scrutiny Commission against the decision relating to the 
petition within 28 days of being notified of that decision. The appeal 
must be submitted in writing. The petition organiser or their nominated 
representative may attend and address the meeting of the Scrutiny 
Commission for up to five minutes to explain why West Berkshire 
Council’s decision on the petition is considered to be inadequate.  

1.16 Petitions not being reported 

(a) Duplicate petitions.  Where more than one petition is received in time 
for a particular meeting each supporting the same outcome on the 
same matter, each petition organiser will be treated independently but 
only the organiser of the first petition received will be invited to address 
the relevant meeting. 

(b) Repeat petitions.  A petition will not normally be considered where it is 
received or submitted within 12 months of another petition being 
considered by West Berkshire Council on the same matter. 

(c) Rejected petitions.  Petitions will not be considered if, in the opinion of 
the Petitions Officer, they are rude, offensive, defamatory, scurrilous, 
vexatious, time wasting or do not relate to something which is the 
responsibility of West Berkshire Council, or over which West Berkshire 
Council has some influence. 

Please Note: 
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The following documents also exist and are available on request from Strategic 
Support: 

 Customer Comments and Complaints Procedure 

 Complaints Leaflet 

 Ombudsman Leaflet 

 Your Right to a Review 

 Guidance for making a complaint about an elected Councillor’s conduct 
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Schedule 1 – Part 4A Wiltshire Council 
Petitions Scheme 
 

1. Petitions 
 

1.1 The council recognises that petitions are one way in which the people can let it know 
their concerns. All petitions sent or presented to the council will receive an 
acknowledgement from the council within 10 working days of receipt. 
 

1.2 Anyone who signs a petition must meet the following eligibility requirements: 
 

1.2.1 For a petition to be presented to Full Council, signatories must be aged 13 or 
above, love, work or study in Wiltshire, or have a direct connection to the 
service which is the subject of the petition. For the petition to be noted at 
Full Council it requires a minimum of 25 signatures. 

1.2.2 For a petition to be presented to an Area Board, signatories must be aged 13 
or above, live, work or study within the relevant community area. For the 
petition to be noted at a meeting of an Area Board, it requires a minimum of 10 
signatures. 

 
1.3 Any acknowledgement will set out what the council plans to do with the petition. The 

council will treat something as a petition if it is identified as such, or it seems that it is 
intended to be a petition. 
 

1.4 Paper petitions can be sent to: Democratic Services, Wiltshire Council, County 
Hall, Bythesea Road, Trowbridge, BA14 8JN. 

 
1.5 Wiltshire Council welcomes petitions submitted electronically. To aid this process an e- 

Petitions facility is available at https://cms.wiltshire.gov.uk/mgEPetitionListDisplay.aspx  
or by following a link from the Petitions Homepage. 
 

1.6 This facility allows e-Petitions to be created, signed and submitted only by registering 
with the council, using a valid email address. Electronic petitions hosted via other 
websites can be sent to committee@wiltshire.gov.uk for consideration by Democratic 
Services. 
 

1.7 If your petition has been signed by a number equivalent to at least 1% 
(approximately 4,700 people) of the total population of Wiltshire it will also be 
scheduled for a Council debate (more information is contained in the section below 
on How will the council respond to petitions?) 

 
1.8 If this is the case the council will let you know the date of the meeting when it will be 

heard. These meetings take place at least four times a year. Dates and times can be 
found here. 

 
1.9 If you would like to present your petition to the council, or would like your local Member 

or someone else to present it on your behalf, please contact Democratic Services on 
01225 718214/01722 434560, or committee@wiltshire.gov.uk, at least ten working 
days before the meeting and an officer will talk you through the process. 

 

https://cms.wiltshire.gov.uk/mgEPetitionListDisplay.aspx
https://cms.wiltshire.gov.uk/mgGeneric.aspx?MD=Petitions%20Homepage
https://cms.wiltshire.gov.uk/ieListMeetings.aspx?CId=130&Year=0
mailto:committee@wiltshire.gov.uk
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1.10 Alternatively, if your petition does not have sufficient signatures to trigger a debate at 
Full Council you may wish to discuss what other options are available or refer the 
petition to a select committee. Please contact Democratic Services and they will talk 
you through your options. 

 
1.11 Or if your issue is a local one and falls within the remit and powers of the Area Boards 

you may wish to present your petition at an Area Board. See Part 3 Section 4 of 
Wiltshire Council’s Constitution, for more information on the remit and powers of Area 
Boards. The council has set a nominal threshold of 1% of the total population of 
the area covered by the area board to trigger a formal debate at an Area Board. 
However, any petition received for an Area Board will be discussed with the 
appropriate Chairman and the appropriate action taken.    

 
1.12 A map showing Area Board Petition Thresholds is available at Part 4 Schedule 2 of the 

Constitution 
 

1.13 So, no matter the nature or number of signatories to your petition, you will be kept 
informed of how the council proposes to deal with it and the action to be taken. The 
council remains convinced of the need for local discretion and flexibility in the way 
petitions are managed. Petitions that trigger the thresholds will be referred to Full 
Council or to an Area Board as appropriate.   

 
1.14 There will, however, be local discretion and flexibility in dealing with any other 

petitions. Discussions will take place with the relevant Cabinet member or appropriate 
Area Board Chairman to determine the most appropriate way of dealing with the 
petition. The options may include referring the matter to the Cabinet or the appropriate 
Area Board, or any of those options listed in the section below on How will the council 
respond to Petitions? 
 

2. What are the Guidelines for Submitting a Petition? 
 

2.1       Petitions submitted to the council must include: 
 

2.1.1 a clear and concise statement covering the subject of the Petition. It should 
state what action the petitions wish to take; and  

2.1.2 the name, address and signature of any person supporting the petition. 
 

2.2 Petitions should be accompanied by contact details, including an address of the 
Petition organiser. This is the person the council will contact to explain how they will 
respond to the petition.   
 

2.3 The contact details of the petition organiser will not be placed on the council’s 
website. If the petition does not identify a petition organiser, the council will contact 
the first named signatory to the petition to agree who should act as the petition 
organiser.   

 
2.4 For further information see the What information should my Petition contain? and 

What is not suitable for a Petition? information pages on Wiltshire Council’s website.   
 

2.5 Petitions which are considered to vexatious, abusive or otherwise inappropriate will 
not be accepted. In the period immediately before and election or referendum the 
council may need to deal with your petition differently – if this is the case the council 

https://cms.wiltshire.gov.uk/mgGeneric.aspx?MD=mgEPetitioninfocontain
https://cms.wiltshire.gov.uk/mgGeneric.aspx?MD=%20mgEPetitioninfopermitted
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will explain the reasons and discuss the revised timescale which will apply. If a 
petition does not follow the guidelines set out above, the council may decide not to 
anything further with it. In that case, they will write to you to explain the reasons.   
 

3. What will the Council do when it receives my Petition? 
 

3.1 An acknowledgement will be sent to the petition organiser within ten working days of 
receiving the petition. It will let them know what the council plan to do with the petition 
and when they can expect to hear from them again. It will also be published on the 
council’s website.   
 

3.2 If the council can do what your petition asks for, the acknowledgement may confirm 
that the council has taken the action requested and the petition will be closed. 

 
3.3 If the petition has enough signatures to trigger a debate, then it will be referred to a 

meeting of Full Council or an Area Board and the acknowledgement will confirm this 
and tell you when and where the meeting will take place. 
 

3.4 If the petition is dealt with in a different way of it the petition needs more investigation, 
the council will tell you the steps they plant to take.   

 
3.5 If the petition applies to a planning or licensing application, is a statutory petition (for 

example requesting a referendum on having an elected mayor), or on a matter where 
there is already an existing right of appeal, such as Council Tax Banding and Non-
Domestic Rates, other procedures apply.   

 
3.6 Further information on all these procedures and how you can express your views is 

available through the links above and Wiltshire Council’s Website.  
 

3.7 To ensure that people know what the council is doing in response to petitions 
received, the details of all petitions submitted will be published on the council’s 
website, except in cases where this would be inappropriate. Whenever possible the 
council will also publish all correspondence relating to the petition (all personal details 
will be removed). 

 
3.8 When you sign an e-petition you can elect to receive this information by email. The 

council will not send you anything that is not relevant to the e-petition you have signed, 
unless you choose to receive other emails from us. You can change what information 
you receive and keep in touch with the progress of a petition at any time by contacting 
Democratic Services on 01225 718214/ 01722 434560, or 
committee@wiltshire.gov.uk.   
 

4. How will the Council respond to Petitions? 
 

4.1 The council’s response to a petition will depend on what a petition asks for and how 
many people have signed it, but many include one or more of the following: 
 

4.1.1 taking the action requested in the petition;  
4.1.2 considering the petition at a Full Council meeting;  
4.1.3 holding an inquiry into the matter;  
4.1.4 undertaking research into the matter;  
4.1.5 holding a public meeting;  

http://www.wiltshire.gov.uk/planninganddevelopment.htm
http://www.wiltshire.gov.uk/licences-permits
http://www.wiltshire.gov.uk/benefits
http://www.wiltshire.gov.uk/businesssupportandadvice/businessrates.htm
http://www.wiltshire.gov.uk/businesssupportandadvice/businessrates.htm
http://www.wiltshire.gov.uk/businesssupportandadvice/businessrates.htm
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4.1.6 holding a consultation;  
4.1.7 holding a meeting with the petitioners;  
4.1.8 referring the petition for consideration by one of the council’s select  
committees*  
4.1.9 calling a referendum 
4.1.10 writing to the petition organiser setting out the council’s views about the  
request in the petition 

 
(*The Council’s Select Committees perform the overview and scrutiny function with the 
council where Members are responsible for scrutinising the work of the council – in 
other words, the select committee has the power to hold council’s decision makers to 
account.) 
 

4.2 In addition to these steps, the council will consider all the specific actions it can  
potentially take on the issues highlighted in the petition. 
 

4.3 If your petition is about something over which the council has no direct control (for 
example the local railway or hospital) the council will consider making representations 
on behalf of the community to the relevant body. The council works with a large 
number of local partners and where possible will work with these partners to respond 
to your petition. See the Wiltshire Family of Partnerships page for more details on our 
partnership working arrangements. 
 

4.4 If the council is not able to do this for any reason (for example if what the petition calls 
for conflicts with council policy), then they will set out the reasons for this in writing. If 
the petition is of a sufficient size to trigger a debate at a Full Council meeting then a 
representative of the partner organisation will be invited to attend the meeting to assist 
with the debate.   
 

4.5 You can find more information on the services for which the council is responsible for 
on the Council’s Website. If you petition is about something that a different council is 
responsible for the council will consider what the best method for responding is. This 
might consist of simply forwarding the petition on to the relevant council, but could 
involve other steps. In any event the council will always notify you of the action they 
have taken.   
 

5. Full Council Debates 
 

5.1 If the petition is of sufficient size to trigger a debate at Full Council the issue raised in 
the petition will be discussed at a meeting which all Members can attend. The council 
will endeavour to consider the petition at its next schedule meeting, although on some 
occasions this may not be possible and consideration will then take place at the 
following meeting.   
 

5.2 The petition organiser will be given five minutes to present the petition at the meeting 
and the petition will then be discussed by the Members for a maximum of 15 minutes. 
In addition to your petition the council may also consider the view of Cabinet or 
Cabinet Member. If you would like you also have the opportunity to answer questions 
or clarify issues for the Members.   
 

5.3 The council will decide how to response to the petition at this meeting. The council 
may decide to take the action the petition requests, not to take the action requested for 

http://www.wiltshire.gov.uk/council-democracy-overview-scrutiny
http://www.wiltshire.gov.uk/council-democracy-wfp
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reason put forward in the debate or to commission further investigations into the 
matter, for example by a relevant committee.   

 
5.4 Where the issue is one on which the Council’s Cabinet are required to make the final 

decision, the council will decide whether to make recommendations to inform that 
decision.   
 

5.5 The petition organiser will receive written confirmation of the decision. This 
confirmation will also be published on the council’s website. 

 
5.6 Alternatively, and if timing permits, the petition may be referred to the Cabinet for its 

views so that at the Full Council meeting those views can be considered alongside the 
petition and a final decision made. 

 
6. E-Petitions 

 
6.1 Wiltshire Council welcomes petitions submitted electronically. To aid this process the 

council has developed an e-Petitions facility which is available at 
https://cms.wiltshire.gov.uk/mgEPetitionListDisplay.aspx or by following a link from the 
Petitions Homepage. 
 

6.2 This facility allows e-Petitions to be created, signed and submitted only by registering 
with the council, using a valid email address. 

 
6.3 Electronic petitions hosted via other websites can be sent to 

committee@wiltshire.gov.uk for consideration by Democratic Services. 
 

6.4 e-Petitions are subject to the same guidelines as paper petitions. The petition 
organiser will need to provide the council with their name, postal address and email 
address. You will also need to decide how long you would like your petition to be open 
for signatures. Most petitions run for six months, but you can choose a shorter or 
longer timeframe, up to a maximum of twelve months.   

 
6.5 When you create an e-petition, it may take up to five working days before it is 

published online. This is because the council must check that the content of you 
petition is suitable before it is made available for signature. 

 
6.6 f the council feels they cannot publish your petition for some reason, they will contact 

you within this time to explain. You will be able to change and resubmit you petition if 
you wish. If you do not do this within ten working days, a summary of the petition and 
the reason why it has not been accepted will be published under the ‘rejected petitions’ 
section of the website.   
 

6.7 When an e-petition has closed for signature, it will automatically be submitted to 
Democratic Services. In the same way as a paper submission, you will receive an 
acknowledgement within ten working days.   
 

6.8 If you would like to represent your e-petition to a meeting of Full Council, please 
contact Democratic Services on 01225 718214/ 01722 434560, or 
committee@wiltshire.gov.uk within ten working days of receipt of the 
acknowledgement.   

 

https://cms.wiltshire.gov.uk/mgEPetitionListDisplay.aspx
mailto:committee@wiltshire.gov.uk
mailto:committee@wiltshire.gov.uk
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6.9 A petition acknowledgment and responses will be emailed to everyone who has signed 
the e-petition and elected to receive this information. The acknowledgment and 
response will also be published on this website. 
 

6.10 Petitions submitted electronically but not through the e-petition facility will be dealt with 
in accordance with the provisions for paper petitions. 

 
7. How do I ‘sign’ an E-Petitions 

 
7.1 You will see all the e-petitions currently available for signature at the e-Petitions page. 

 
7.2 When you sign an e-petition you will be asked to provide your name, postcode and a 

valid email address. When you have submitted this information, you will be sent an 
email to the address provided.   
 

7.3 This email will include a link which you must click to confirm the email address is valid. 
 

7.4 Once this step has been completed you ‘signature’ will be added to the petition. 
 

7.5 People visiting the e-petition will be able to see you name in the list of those who have 
signed it but your contact details will not be visible.   
 

8. What can I do if I feel that my petition has not been dealt with properly? 
 

8.1 If you feel that we have not dealt with you petition properly, the petition organiser has 
the right to request that one of the council’s Select Committees review the steps the 
council has taken in response to you petition. 
 

8.2 It is helpful to everyone, and can improve the prospects for a review if the petition 
organiser gives a short explanation of the reasons why the council’s response is not 
considered to be adequate. 
 

8.3 It is important to emphasise here that the review process is concerned with whether 
the steps taken by the council in its response to the petition were adequate – that is, 
did the council follow the correct procedure to reach its decision, not it is not the 
response wanted. 
 

8.4 The committee will endeavour to consider you request at its next meeting, although on 
some occasions this may not be possible and consideration will take place at the 
following meeting. 
 

8.5 Should the committee determine that the council has not dealt with you petition 
adequately, it may use any of its powers to deal with the matter. These powers include 
an investigation, making recommendations to Cabinet and arranging for the matter to 
be considered at a Full Council meeting.   

 
8.6 If the select committee feels that it may have a conflict of interest by virtue of any 

previous involvement in the petition in question, the council can arrange for a different 
committee to deal with your request.   
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8.7 Once the appeal has been considered the petition organiser will be informed of the 
results within five working days. The results will also be published on the council’s 
website. 

 

Schedule 2 – Part 4B Area Board 
Petition Thresholds 

 
 


	Banes
	Central Bedfordshire
	Cheshire East
	Cheshire West
	City of York
	Cornwall
	Durham
	East Riding (Constitution)
	East Riding (Website)
	Herefordshire
	NorthEast Lincolnshire
	Northumberland
	Shropshire (Constitution)
	Shropshire (Website)
	What is a petition?
	How to give us your Petitions
	What are the guidelines for submitting a petition?
	What will the Council do when it receives my petition?
	How will the Council respond to petitions?
	Full Council debates
	Officer evidence
	E-petitions
	How do I ‘sign’ an e-petition?
	What can I do if I feel my petition has not been dealt with properly?
	Accessing this information in other formats
	Contact:


	Swindon
	West Berkshire
	Wiltshire



