
 
 
 

COMMUNITY 
COUNCIL 
GUIDANCE 
NOTES 

 
  



2 

 

 

 
 
 
 
Community Council Guidance Notes 

Contents 

An Introduction to Community Councils ................................................................................ 3 

Duties of the Community Council Chairperson ...................................................................... 5 

Duties of the Community Council Secretary .......................................................................... 6 

Duties of the Community Council Treasurer .......................................................................... 8 

Financial Good Practice for Community Councils ................................................................ 10 

The Role of the Community Council Member ...................................................................... 16 

New Community Councils ................................................................................................... 17 

Conducting Community Council Meetings ........................................................................... 19 

Dealing with Disputes.......................................................................................................... 22 

Engaging with the Community ............................................................................................. 24 

Top Tips for Publicity and Engagement ............................................................................... 28 

Campaigning on the Issues ................................................................................................. 30 

Conflict of Interest ............................................................................................................... 31 

Equalities Guidance Note for Community Councils ............................................................. 32 

Community Councils and the Licensing Process ................................................................. 34 

Community Councils and Planning ...................................................................................... 36 

Appendix 1 ...................................................................................................................... 46 

Appendix 2 ...................................................................................................................... 47 

 
 

 

 

 

 

 

 

 

 

 



3 

 

An Introduction to Community Councils 
 
 
1. What is a Community Council? 
 
Community councils are groups of people who care about their community and want to make 
their area a better place to live. They meet, usually once a month, and their chief role is 
representative; to consult the local community and to put forward these views to the local 
authority and other organisations including Scottish Government, NHS Lothian and Police 
Scotland. The local authority, in turn, has a duty to consult community councils on how local 
services are delivered and other issues affecting their neighbourhoods. Community councils 
have the right to be consulted on any planning applications in their areas and are also kept 
informed about licensing applications. 
 
2. Background 
 
Community councils were introduced through the Local Government (Scotland) Act 1973. 
The Act defined the purpose of a community council as: 
 

“to ascertain, co-ordinate and express to the Local Authorities for its area and to 
public authorities the views of the community which it represents, in relation to 
matters for which those authorities are responsible.” 
 

3. Activities 
 
There is a great variety of activity undertaken by community councils to represent their 
communities.  Community councils will regularly: 
 

 write letters and emails following a meeting of the community council in order to 
highlight an issue 

 attend meetings with public officials to discuss local issues 

 hold public meetings either at regular intervals or in response to a specific issue, or to 
find out what are the areas of concern within the community 

 Monitor the upkeep of the area 

 carry out surveys in the area, typically by using questionnaires  

 meet with other community councils or other community groups 

 co-ordinate and submit responses to draft policy reports or consultation documents 

 receive and respond to enquiries and problems raised by members of the public 

 send representatives to attend a meeting of a Neighbourhood Partnership 

 produce a newsletter and distribute it to all homes in the area   

 post information regarding meetings and activities on notice boards, websites or 
other forms of social media 

 arrange for public officials or others to attend future meetings of the 
community council 

 arrange community events such as gala days, fetes, or clean up days to promote the 
community council and foster good relations within the community. 

 
 
Community councils often take part in activities such as clean-ups and other projects which 
might benefit their area, either working on their own or in partnership with other agencies. 
 
A community council can act as a campaigning body in raising awareness of specific local 
issues. They can be particularly useful in co-ordinating smaller, local organisations to ensure 
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that resources aren’t being wasted and that several groups aren’t all trying to do the same 
job. 
 
 
3. Community Councils in Edinburgh 
 
Community councils already established in Edinburgh range from rural communities to inner 
city neighbourhoods. Community council representatives are volunteers, and are elected for 
a period of 3 years. Each community council receives an annual grant from the City of 
Edinburgh Council intended to cover its administrative expenses. 
 
Community councils have a statutory right to be consulted on local planning issues. The City 
of Edinburgh Council’s Planning Service sends out a weekly list of all planning applications 
submitted. While there is no statutory requirement for local authorities to consult them on 
licensing matters, community councils are considered as ‘competent objectors’. They may 
appoint representatives to attend meetings of the Licensing Board and speak in support of 
objections. 
 
4. Establishment 
 
Community councils are established in accordance with the Local Government (Scotland) 
Act 1973 and have certain statutory roles and powers.  Local Councils are required by law to 
set up a scheme to allow the establishment of community councils.   
 
The Scheme also provides information on the rules and regulations governing community 
councils such as election procedures, boundaries and membership. Ultimately, it is entirely a 
matter for any community to decide if they want a community council in their area. Some 
neighbourhoods feel that they are already well represented by tenants and residents 
associations or other groups.  
 
However, should people living in an area decide to form a community council, all that is 
required is that at least 20 people who are on the electoral roll for that area sign a petition 
requesting that the City of Edinburgh Council takes the necessary steps to organise an 
election to establish a community council. At that point, a report will be prepared to go to the 
Communities and Neighbourhood Committee of the Council recommending the adoption of a 
timetable for the election. 
 
For more information see www.edinburgh.gov.uk/communitycouncils 
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Duties of the Community Council Chairperson  
    
 
1. Introduction     
 
Each community council has several ‘Office Bearers’.  Office Bearers are elected from within 
the membership. The principal offices are: Chairperson, Secretary and Treasurer. While all 
members of a community council should familiarise themselves with the Scheme for 
Community Councils and the Constitution it is especially important that the Office Bearers 
have a thorough knowledge of these documents. This guidance note deals with the duties of 
the Chairperson.  
 
2. Representing the Community Council 
 
The Chairperson is the chief representative of the community council. Periodically he/she 
may be asked to speak to other groups about the work of the community council. Also, if the 
community council wishes to send a delegation to the City of Edinburgh Council (e.g. to 
object to a planning application) it may be appropriate that the Chairperson lead the 
delegation. Finally, although it is not a very common occurrence, the local press might wish 
to ask the views of a community council on local issues; again, this is the kind of situation 
where the Chairperson would normally represent the community council. 
 
3. Ensuring That Meetings Are Properly Convened 
 
The great majority of preparation needed for a community council meeting is the 
responsibility of the Secretary. Nevertheless, the Chairperson must liaise with the Secretary 
before agendas and other documents are distributed to the members. The Chairperson and 
the Secretary should discuss what items are to come up at each  meeting and prepare the 
agenda accordingly. (The Chair and Secretary should agree with the other members how 
items get on to the agenda, the timescale for submitting ideas, etc). 
 
4. Ensuring That Meetings Are Properly Conducted (In Accordance With The 

Scheme And Constitution) 
 
The major responsibility of the Chairperson is to preside over all meetings of the community 
council. (Most community councils also elect a Vice-Chairperson who can take over in this 
capacity when necessary). Along with the Secretary, the Chairperson is responsible for 
ensuring that community council meetings are run in accordance with the terms of the 
Constitution and Scheme for Community Councils. For example, prior to any meeting 
starting the Chairperson should check that sufficient elected and nominated members are 
present to form a quorum. (See the ‘Scheme for Community Councils’, para 9).  
 
During meetings, the Chairperson will ensure that the agenda is followed. He/she will ensure 
that each item is settled before passing on to the next one. The Chairperson will conduct 
voting and, where necessary, explain the details of the Scheme or Constitution as relates to 
any issue discussed. The Chairperson will rule on the competence of motions and other 
business. Finally, he/she will guide the discussion and maintain order at all times during the 
meeting. 
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Duties of the Community Council Secretary 
 
 
1. Introduction 
 
Each community council has several ‘Office Bearers’. The principal offices are: Chairperson, 
Secretary and Treasurer. While all members of a community council should familiarise 
themselves with the Scheme and the Constitution it is especially important that the Office 
Bearers have a thorough knowledge of these documents. This guidance note deals with the 
duties of the Secretary.  
 
2. Point of Contact 
 
While the Chairperson may be more likely to formally represent the group, the Secretary is 
usually the first point of contact for anyone who wishes to get in touch with the community 
council. The Secretary will receive all correspondence for the community council and will be 
required to carry out correspondence on behalf of the community council. It is important, 
therefore, that the Secretary keeps informed about everything that the community council is 
doing. If any other member undertakes work on behalf of the community council, the 
Secretary should ensure that he/she knows about it and receives copies of any relevant 
paperwork; after all, it is the Secretary who people will contact for information on all aspects 
of the community council’s work. 
 
3. Basic Responsibilities 
 
Of all the Office Bearers appointed by a community council, the Secretary will normally be 
the busiest. One of Edinburgh’s long-serving community council Secretaries described his 
role as being “…responsible for the day-to-day administration of the community council when 
it is not actually meeting, i.e. 99.9% of the time.” The most common duties are: 
 

 Acting as first point of contact for the community council 

 Liaising with the Chairperson in preparing agendas  

 Distributing agendas, minutes and all relevant documents prior to meetings 

 Organising meetings, from booking the venue to ensuring there are enough seats 

 Providing all necessary documents required for meetings 

 Having to hand all necessary information to help ensure smooth running of meetings 

 Recording voting 

 Recording meetings (see below) 

 Carrying out all correspondence as is required by the community council 
 
4. Taking and Recording Minutes 
 
The written record of a meeting is called a Minute. All community council meetings must be 
minuted. The job of taking the minute usually falls to the Secretary. (Some community 
councils appoint a separate Minutes Secretary but either way it is the Secretary’s 
responsibility to ensure that the minutes are taken). The minute must record the following 
information: 
 

 Status of the meeting (e.g. ordinary meeting, AGM, sub-committee meeting) 

 Date, venue and time 
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 Who chaired the meeting 

 List of those who attended (members of the public needn’t be named individually but the 
number attending should be noted) 

 Apologies 

 Acceptance of the last minute and any Matters Arising 
 
In recording the main business of the meeting it’s best to keep it brief. The important thing is 
to pay attention to decisions reached and any dissent voiced. These must appear in the 
minutes. No one expects (or wants) a verbatim account of everything which was said. 
There’s no need to include statements that did not relate to the final decision. While a 
meeting is in full flow it can be difficult to try and get everything down. Don’t worry about 
recording everything perfectly at the time, just concentrate on putting down: 
 

 The subject under discussion 

 The main points of arguments, for and against 

 Any major disagreements 

 Details of voting, where applicable (remember, not all members have voting rights) 

 Decisions reached (e.g. who will do what, and when) 
 
5.        Distribution of Agendas Minutes etc. 
 
Having taken notes at a meeting, it is always advisable to type up the minute very soon 
afterwards. (Otherwise you are likely to find that you can’t read your own notes and don’t 
remember what went on!) Minutes are usually sent out at the same time as the agenda for 
the next meeting. As is mentioned above, the Secretary and Chairperson will usually liaise to 
decide the items to be included on the next Agenda. Minutes should be distributed to 
everyone at the same time. (Please note that a copy of each set of minutes must also be 
sent to the Community Council Liaison & Development Officer). The Secretary should 
ensure that both agendas and minutes are widely distributed. (See the Scheme for 
Community Councils, para 3) 
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Duties of the Community Council Treasurer 
 
 
1. Introduction 
 
Each community council has several ‘Office Bearers’.  Office Bearers are elected from within 
the membership. The principal offices are: Chairperson, Secretary and Treasurer. While all 
members of a community council should familiarise themselves with the Scheme and the 
Constitution it is especially important that the Office Bearers have a thorough knowledge of 
these documents. This guidance note deals with the duties of the Treasurer. Another 
guidance note titled, “Financial Good Practice for Community Councils” has been produced 
for the attention of Treasurers and all members of the community council.  
 
2. General Responsibilities 
 
The Treasurer is principally responsible for looking after the community council’s funds. 
He/she must keep accurate records of all financial transactions and these records must be 
made available for inspection on request. It is common practice for the Treasurer to make a 
‘report’ at each meeting along with the other Office Bearers. This might involve no more than 
giving the community council a verbal report of any expenses or income since the previous 
meeting and informing members of the resultant bank balance. In addition, the Treasurer 
should produce regular written ‘statements’ to be presented at meetings. The Treasurer is 
also required to produce a set of annual accounts for audit review. It is the responsibility of 
all community council members to ensure that spending accords with the purposes of a 
community council as defined in the Scheme for Community Councils. 
 
3. Community Council Funding 
 
The City of Edinburgh Council pays an annual grant to community councils. The principal 
purpose of the grant is to cover administrative expenses: postage, photocopying, production 
of leaflets and newsletters and any other means of consulting with or expressing the views of 
the community.   
 
Examples of such costs are detailed below: 
 

 Hall/meeting room hire  
 Photocopying  
 Stationery 
 Postage 
 Production of community council newsletter, annual report or community directory 
 Design or maintenance of community council website  
 Involving local people in local decision making (eg surveys or consultations on local 

issues)  
 Participation in local community planning activities  
 Developing links with other groups (eg any costs incurred from joint working with 

organisations such as minority groups, youth groups, local history society, 
pathways/environment group etc)  

 Publicity and promotion - advertising meetings, purchase of notice boards, production 
of leaflets and flyers, stand at community gala day  

 Membership/affiliation fees   
 Auditor's Fee  
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 Conference attendance  
 
Community councils may incur minor expenditure on donations to local charitable and 
community activities but this is not the true purpose of the City of Edinburgh Council grant. 
 
On receipt of the annual City of Edinburgh Council grant, the Treasurer should carry out a 
simple budgeting exercise, estimating the cost of room hire, photocopying, postage etc. for 
the coming year. This will help prevent the community council being unable to perform its 
basic functions towards the end of the financial year, through lack of funds. Some 
community councils are active fund-raisers, organising fetes, galas and so on. Any extra 
funds raised by these means can be spent however the community council decides, 
providing it affords some benefit to the local community. 
 
 
4. Banking Arrangements 
 
A bank account should be opened in the name of the community council to deposit the City 
of Edinburgh Council’s annual grant cheque and from which the various expenses of the 
community council will be drawn.  
A community council bank account should be set up in such a way that at least two 
signatures should be required on any cheque. (These are usually the Treasurer and one or 
more of the other Office Bearers). 
 
5.      Funding for Special Projects 
 
Many community councils become involved in developing ‘projects’ - either by themselves or 
in conjunction with other groups - aimed at improving the community. Special projects could 
be anything from improving facilities at a children’s playground to cleaning up a local pond or 
canal. Such projects can be expensive and tend to fall outwith the purpose of a community 
council as detailed in the statute* and in the Scheme for Community Councils. For this 
reason, it is not appropriate to spend the City of Edinburgh Council annual grant on such 
projects. However, it may be possible for a community council to obtain funding for a 
particular community project from other sources.  Community groups and local organisations 
can apply for funding from the Neighbourhood Partnership Community Grants Fund.  
Assessed grant applications for community grants will be considered at regular meetings of 
the Neighbourhood Partnerships. 
 
6.     Annual Accounts 
 
Community councils hold their Annual General Meetings in May or June. The Treasurer will 
be required to produce a set of accounts for the previous financial year (i.e. 1st April – 31st 
March). Community councils should appoint an independent auditor who will be tasked to 
audit the annual accounts. The audited accounts will be presented at the AGM and a copy 
should be sent to the Community Council Liaison and Development Officer. 
 
 
 
 
*    LOCAL GOVERNMENT (SCOTLAND) ACT 1973 
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Financial Good Practice for Community Councils 
 

 
1. Introduction 
 
It is important that clear systems are put in place for the recording of all financial 
transactions. The purpose of this note is to provide basic guidance along with examples of 
practical action, tips and advice which will assist community councils to develop good 
practice in this area. 

 
2. Roles and Responsibility 
 
All community council representatives have a responsibility to ensure the prudent use of 
community council funds. Any doubts about the use of community council funds should be 
brought to the attention of the whole membership. (If doubts remain, the City of Edinburgh 
Council’s Community Council Liaison and Development Officer should be informed). 
The Treasurer has primary responsibility for all matters relating to finance. The Treasurer’s 
duties include: maintaining accurate systems for recording income and expenditure, 
preparation of regular statements to the community council, preparing annual accounts for 
audit-review and ensuring that expenditure accords with the purposes of a community 
council as defined in the ‘Scheme for Community Councils’. 

 
3. Basic Principles of Financial Management 
 
No two community councils operate in exactly the same way. In addition to this, while some 
are experienced at raising additional funds to finance particular projects, others carry out all 
their functions using the City of Edinburgh Council administrative grant. For this reason, the 
following is not intended as a comprehensive set of guidelines but rather a few basic 
principles: 

 

 All financial transactions should require the authorisation or approval of the membership 

 All transactions should be recorded in writing ensuring that a complete record is 
maintained 

 There should be written evidence to back up every transaction entered in the records 

 All cheques should require at least two signatures (e.g. Treasurer & Chair) 
 
 
4. Annual Accounts/ 
 
Community councils are required to produce a set of annual audited accounts for approval at 
the AGM. These should consist of a Balance Sheet and an Income and Expenditure 
Account. Audited accounts are accounts which have been reviewed by an appropriate 
person, and a statement produced. Among the things an auditor will look for are the 
following: 

 

 That funds have been spent in pursuit of the aims of the community council as defined 
by the Scheme for Community Councils 

 That all transactions recorded are verified by vouchers received (e.g. invoices, receipts) 

 That book entries correspond with bank statement information 

 That overall systems of financial control are satisfactory 
 
(Please see attached Sample Annual Accounts) 
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5. Banking Information 
 
All cheques should require more that one signature. A cheque signatory should not sign a 
cheque where the cheque is made payable to him/herself. All the details of the cheque 
should be complete before a cheque is signed. 
All bank vouchers must be retained. This includes statements, cheque book stubs and pay-
in counterfoils.  

 
6. Petty Cash 
 
Some community councils may never hold any petty cash. However, where a petty cash 
system does operate, steps should be taken to ensure that the level of cash held is kept to a 
minimum. In such cases a petty cash book should be kept detailing all transactions. On a 
monthly basis the cash balance should be reconciled with the records in the petty cash book. 
Petty cash is for use in making relatively minor cash payments. It should not be used where 
it would be reasonable to make payments by cheque. Consideration should be given to 
setting an upper limit for petty cash payments. 

 
7. Expenses / Honoraria Payments 
 
Community Councils may reimburse office bearers, other members and employees for any 

reasonable expenses incurred in the performance of their duties. 

 

The disbursement of honoraria payments to members of a community council is not 

authorised in the Scheme. While the dedicated efforts of all community council 

representatives is acknowledged and appreciated, given the fact that public funds are ever 

more scarce and coming under ever greater scrutiny, it cannot be appropriate for these kind 

of payments to be made from the City of Edinburgh Council’s annual administrative grant. 

 

Reimbursement of travel expenses should only be available to persons on official community 
council business. Claimants should submit a detailed record of dates, times, destination, 
reason for travel and mode of transport. Reimbursement of travel expenses (for example 
bus, taxi, train, parking fees etc) should only be awarded if accompanied by an appropriate 
receipt.  
 
If the community council requires telephone calls to be made, reimbursement of expenses 
can be made at the discretion of the community council. The person making the claim should 
submit the itemised telephone statement highlighting the calls claimed. Reimbursement will 
be authorised by the community council. 
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8. Good Practice Checklist 
 

The list below is intended as a useful guide to Treasurers and others in evaluating the 

financial practices of their community council. The checklist is not definitive but is merely an 

outline of some self-assessment steps which could be taken. 

  

ACCOUNTS REQUIREMENTS 

 Are proper records kept of all transactions? 

 Are accounts formally approved at the Annual General Meeting? 
 

BUDGETING 

 Is an annual budget drawn up and approved by the community council? 
 

RECEIPT OF FUNDS 

 Are all incoming cheques and cash recorded immediately? 

 Are all funds paid directly into to the community council’s bank account? 
 

FUND RAISING EVENTS 

 Are records kept of each fund raising event? 
 

BANK ACCOUNTS 

 Are all funds belonging to the community council held separately from that of any 
individual member or other organisation? 

 Are regular checks made between bank statements and the Treasurer’s own 
records of income and expenditure? 

 

CONTROLS OVER EXPENDITURE 

 Is all expenditure authorised by the membership of the community council? 

 Is supporting documentation held for all expenditure e.g. invoices? 

 Are cheque books held in a secure place with access only by signatories? 
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PAYMENT BY CHEQUE 

 Are all cheques signed by at least two people? 

 Is every effort made to minimise cash payments? 

 Is all cheque expenditure recorded and noted with the relevant cheque number? 

 Are all cheque stubs completed at the time of the payment? 

 Are all cheques signed only with documentary evidence of the nature of the 
payment? 

 

PAYMENT BY CASH 

 Do all cash payments have supporting documentation? 

 Are amounts of cash claims entered in a petty cash book? 
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SAMPLE COMMUNITY COUNCIL 
 
 
 
 

Accounts for the year to 31 March 2013 

 
 

Income and Expenditure Account 
 

 2012                  2013 
      £          £ 

 

INCOME 
Administration Grant (City of Edinburgh Council)    700.00 
 700.00 
Bank Interest         52.35    43.54 
Other (Fund Raising Gala)     122.00  108.00 

874.35  851.54 
 

 

EXPENDITURE 
Room Hire       144.00  120.00 
Postage         35.00    29.00 
Production of Newsletter     112.00    98.00 
Subscriptions         10.00    10.00 
Stationery         40.00    38.00 
Audit Fee         60.00    60.00 
Advertising in community newspaper      50.00   45.00 
        451.00  400.00 
 
SURPLUS OF INCOME OVER EXPENDITURE  423.35  451.54 
 
SURPLUS BROUGHT FORWARD             1,373.88          922.34  
                 ----------           ----------           
SURPLUS CARRIED FORWARD             1,797.23       1,373.88 
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SAMPLE COMMUNITY COUNCIL 
 

Accounts for the year to 31 March 2013 

 

Balance Sheet 
2012                2013  
      £                     £ 
  

CURRENT ASSETS 
Cash at bank               1,900.00          1,400.00        
Petty Cash                    97.23              38.88 
                1,997.23          1,438.88 
 
 
 

CURRENT LIABILITIES 
Uncleared cheques        30.00               25.00 
Unpaid bill         70.00               40.00 
        100.00               65.00 
 
                 ----------           ---------- 
NET CURRENT ASSETS              1,897.00          1,373.88 
 
Represented by: 
 
ACCUMULATED SUPLUS             1,797.00         1,373.88 
 
        
  
 

  
 
Signed: --------------------------------- -------------------------------- Date:

 (Treasurer)   (Chairperson) 
 
 

Auditor’s Report 

I have examined the above statement of accounts of Sample Community Council for 
the year ended 31st March 2013. I certify that these statements reflect the income 
and expenditure of Sample Community Council for the year ended 31st March 2008 
and are in accordance with the books and records of the Treasurer. 
 
 
Signed: -------------------------------- Date: --------------  
  (Auditor)  
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The Role of the Community Council Member 

 

As a member of your community council it is important that you recognise from the 
outset your role. This means not simply offering your own views and opinions on local 
issues, or taking decisions that are based on your own self-interest. 

 

The role of the community councillor is one that requires you to represent the views of 
your community, or your section of the community. In practice, this will involve discussing 
issues with people in the community to clarify their views and assess the strength of their 
feelings on different topics. 

 

It is also a good idea to encourage people to bring issues to you so that you can take 
them up at community council meetings. Try to check out the facts, however, before 
taking matters to the Council, and if there are two sides to the story, make sure that both 
of them are put forward. There is little point in taking up time at meetings to discuss 
problems that are based simply on misunderstandings or misrepresentations of the facts. 
Remember, if in doubt, check it out! 

 

At some point it may be that you will find some conflict between your own personal 
views and interests and those of the community that you are representing. If such a 
situation does arise, try to make sure that the views of the community take precedence. 
Experience shows that if the views of individuals on the community council are allowed 
to take precedence then the community will very quickly lose confidence in the 
community council and its work may subsequently be devalued. 

 

The task of any community council is to identify the needs and aspirations of its 
community and to take decisions that will lead to appropriate action in that community. At 
some point this might involve setting priorities on the competing or conflicting needs of 
different sections of the community. 

 

Competition and conflict are normal, healthy aspects of any vibrant community, so you 
shouldn’t think of them as something that can be altogether avoided. What is important is 
that you approach competition or conflict in a fair and reasonable manner. This means 
taking a balanced view of your community’s needs and aspirations and giving a fair 
hearing to representatives from different interest groups in your community. In particular, 
you should try to avoid being influenced by prejudice, whether in the sphere of race, 
religion, gender or any other of the "labels" which get attached to people. 
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New Community Councils 

 
1. Annual Council Grant 
 
The City of Edinburgh Council pays an annual grant to community councils. The principal 
purpose of the grant is to cover administrative expenses: postage, photocopying, production 
of leaflets, newsletters and so on. (Community councils may incur minor expenditure on 
donations to local charitable and community activities but this is not the true purpose of the 
Council grant). 
 
The grant is made up from a standard lump sum plus a per capita component of 2p for every 
person living in the community council area.  
 
2. Banking Arrangements 
 
Community councils should appoint a Treasurer who will deal with all financial matters. It 
would be advisable, however, that two members are required to sign cheques (usually the 
Treasurer and the Chair).  
 
A bank account should be opened in the name of the community council to deposit the City 
of Edinburgh Council’s annual grant cheque and from which various expenses of the 
community council will be drawn. 
  
3. Insurance 
 
Community councils are responsible for arranging their own insurance and are strongly 
recommended to ensure that adequate cover is in place.  The Council has produced a 
booklet ‘Understanding Insurance Risk Management’ which is available on the Council’s 
website to assist community groups with general information regarding insurance and risk 
management.  However, the Council is unable to provide insurance advice or recommend 
insurers or brokers to third parties such as community councils. The booklet explains why all 
organisations are likely to require liability insurance.  For example, a relatively minor incident 
could produce a claim from a volunteer or member of the public for compensation and the 
associated legal expenses. The booklet is designed to act as a guide only and there are a 
number of different insurances which community councils may wish to consider.   
 
4. Scheme for Community Councils 
 
All Scotland’s local authorities, including the City of Edinburgh Council, are required to 
produce a ‘Scheme for Community Councils’. This document details the rules and 
regulations governing the relationship between the City of Edinburgh Council and 
Edinburgh’s community councils. The Scheme covers everything from the purpose of 
community councils to conduct at meetings, financial arrangements and so on.  
 
5. Constitution 
 
Each community council also has its own individual Constitution. The Constitution provides 
the framework of procedures that govern the work of the community council. The City of 
Edinburgh Council supplies a ‘Model Constitution’ for community councils to adopt. 
 
 



18 

 

 
 
6. Community Council Liaison and Development Officer 
 
Like most of Scotland’s local authorities, the City of Edinburgh Council has a ‘Community 
Council Liaison and Development Officer’. As the title suggests, this officer provides 
information and advice to community councils and acts as a central point of contact for 
community council enquiries.  
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Conducting Community Council Meetings 
 
 
1. Introduction 
 
The rules for conducting community council meetings are contained within the Scheme, 
Constitution and Standing Orders. No two community councils will conduct their meetings in 
exactly the same way and the following notes aim to highlight key aspects of meeting 
procedure and provide general guidance. 
 
2. Meetings 
 
Community councils should hold a minimum of one AGM in May or June and six ordinary 
meetings each year.  All meetings must be properly minuted and copies of the minutes, 
along with an agenda, should be distributed to all members at least 7 days in advance of the 
next meeting.  
 
3. Public Notice of Meetings 
 
Public notice of community council meetings should be given by a copy of the agenda being 
put up in a public place within the local area at least 7 days before the meeting is due to take 
place.  
 
4. Chairing Meetings 
 
In the absence of the Chairperson, the Vice-Chair should chair meetings. If both Chair and 
Vice-Chair are not present, one of the Office Bearers or failing that another member should 
take the chair. The Chairperson shall conduct the business of the meeting and maintain 
order. All comments should be addressed to the Chair. (A fuller note of the duties of the 
Chairperson can be found in the Chairperson’s Guidance Note). 
 
5. Quorum 
 
The quorum for general meetings of community councils is one third of those presently 
serving as elected and nominated representatives on the community council or three voting 
members, whichever is the greatest. If a quorum is not present, the Chairperson should 
postpone the meeting until a later date providing that there will be sufficient time to inform all 
members of the new date.  
 
6. Order of Business 
 
The Chairperson shall follow the order of business on the agenda unless a change in 
circumstances dictates that some alteration to the agenda would be in order. Any suggested 
change to the order of business should be put to the membership for their approval.  
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Typically, the order of business at a community council meeting might be as follows: 
 
1. Apologies 
2. Minutes of Previous Meeting and Matters Arising 
3. Reports of Office Bearers 
4. Reports of Sub Committees 
5. Ordinary Items of Business 
6. AOCB 
7. Open Forum* 
8. Arrangements for Next Meeting 
 
*Some community councils have an “Open Forum” as the last agenda item of each meeting 
and this is recommended as good practice. This provides an opportunity for members of the 
public to bring additional community-related issues to the attention of the community council. 
(Discussion during the “Open Forum” period may not affect any decisions previously taken 
by the community council, though it may be agreed to reconsider a particular matter at a 
subsequent meeting). 
 
7. Voting on a Motion 
 
The Chairperson should ensure that there is a full and even-handed discussion of every 
issue put before the members. If an item is likely to generate a particularly busy session, the 
Chair may wish to limit the time allocated to each speaker. If ample time has been given to 
the discussion of an issue and no agreement has been reached then the matter should be 
put to a vote. All votes shall be taken by a show of hands.  
 
In the event that there is an equality of votes, the Chair shall have the casting vote. Once a 
motion has been passed by a community council no contrary motion should be considered 
for a period of at least six months unless notice has been given of the proposed item in the 
summons for the meeting and the community council agrees the decision was based on 
erroneous, incorrect or incomplete information. 
 
8. Declarations of Interest 
 
In accordance with the Scheme for Community Councils all community council members 
must declare their interest, where appropriate. If any member has a private interest in a 
matter which comes before the community council, they must declare that interest and 
withdraw from discussion and decision making on that matter.  
 
The criteria for what constitutes an ‘interest’ are not easy to define. However, if a member 
feels that it might reasonably be suspected that their private interest could influence them or 
that it might create a bias on their part (due to how it affects them or someone close to them) 
then they must declare their interest. If a member has doubts as to whether a matter is 
sufficiently material as to require them to declare an interest, they should declare it 
nevertheless and allow the community council to decide whether they should withdraw from 
discussion on the matter. It may be good practice for each community council to maintain a 
Register of Interests. This Register could contain details of each member’s interests 
pertaining to particular matters which have been raised at meetings. 
 
 
9. Failure to Declare an Interest 
 
If it is subsequently discovered that a community council member had an interest in an item 
of business but had failed to declare that interest and withdraw from the meeting, then that 
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item should be placed on the agenda for the next scheduled meeting, for re-consideration. 
The community council’s previous decision may then be either confirmed or altered.  
 
At that next meeting, the community council should also consider the position of the member 
who had failed to declare their interest.  Community council members who fail to comply with 
the Code of Conduct may be suspended from the position of community council member by 
action of the community council or by action of the Council. 
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Dealing with Disputes 
 
 
1. Introduction 
 
Community councils are self regulatory bodies that operate with support and advice, where 
appropriate, from Local Authorities. Given that community councils are public representative 
bodies, dealing with important and sometimes contentious matters, it is understandable that 
disputes occasionally arise. These disputes may be between individual members of the 
community council, between the community council and another individual or even between 
the community council and the City of Edinburgh Council. Whatever the situation, it is 
important that community council members remain conscious of their responsibilities and 
seek a sensible resolution to any kind of disagreement as quickly and amicably as possible.  
 
The following procedures may be useful as a general guide, though in handling disputes of 
any kind, there is no substitute for common sense, consensus and compromise! 
 
2. Disputes Within the Community Council 
 
The Chairperson is responsible for conducting business at meetings and it is essential that 
due deference is paid to the Chair by all present. The Chair decides the order of business, 
who will speak and for how long.  
 
While business is being discussed, it is important that the Chair ensures that all points of 
view have equal time to be aired. Towards the end of a debate the Chair may summarise the 
arguments for and against a motion to ensure the minute secretary (and others) clearly 
understand the pertinent issues. If a consensus cannot be reached on any point, the Chair 
should take a vote with the majority verdict prevailing. All members of the community 
council will be bound by this decision.  
 
3. Disputes Between the Community Council and Members of the Public 
 
Individual members of the public may wish to attend meetings of their local community 
council to hear certain items of business being discussed. While they may not vote or 
otherwise interfere with the conduct of the meeting, they may be invited to speak at the 
discretion of the Chairperson. 
 
A member of the public may request that their community council consider a particular issue. 
This request must be considered by the members. If it is considered appropriate, then the 
matter should be included on the agenda for the next regular meeting of the community 
council. The Secretary or Chairperson should write to the person who raised the issue, 
inviting them to speak to the matter. If the community council does not consider the request 
appropriate, then a letter should be sent to the individual concerned notifying them of the 
reasons. Details of the request and the refusal should be reported to the next meeting of the 
community council and recorded in the minutes. The person should be advised that if 
they are aggrieved by this decision then they may refer the matter to the City of 
Edinburgh Council for advice and guidance. 
 
4. Conduct of Community Council Members 
 
Although the Chairperson has overall responsibility for conduct at meetings, each individual 
member of a community council is responsible for their own behaviour and has a duty to 
comply with the Code of Conduct. However sensitive an issue may be and however strongly 
people may feel, it is absolutely essential that community council members maintain a 
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respectful demeanour. Personal differences must not be allowed to undermine the correct 
conduct of business. This is equally true whether it involves a disagreement between two 
community council members or between a community council member and another person.  
 
In the event that a debate becomes too heated, the Chairperson must intervene and bring 
the meeting to order. If any of the protagonists has resorted to inappropriate language or 
behaviour, it is the responsibility of the Chairperson to immediately ask the ‘offender’ to 
apologise. (Common sense suggests that this is the best way of preventing long-lasting and 
damaging grievances from emerging). 
 
Difficult situations or disagreement can be resolved between those directly involved, 
especially if addressed at an early stage.  If this cannot be achieved, the matter should be 
taken up with the community council office-bearers.  If the office-bearers fail to respond, 
members can raise their concerns as an item at a community council meeting to ensure full 
consideration of the facts. It would only be in the final stage when a community council has 
taken all reasonable steps to resolve the matter but has been unable to do so that the City of 
Edinburgh Council would be approached for support and advice.  
 
 
5. Disputes with the City of Edinburgh Council 
 
Where a community council experiences difficulties with a department of the City of 
Edinburgh Council, it should first attempt to resolve them with the appropriate officer.  
 
For complaints and suggestions about anything that the City of Edinburgh Council does, 
contact the Quality and Customer Care Unit on 200 2000 (or e-mail: 
customer.care@edinburgh.gov.uk. Copies of the City of Edinburgh Council’s ‘Suggestions 
and Complaints Guide’, with a Freepost form, are available in local area offices or phone the 
above number. 
 
6. Disputes and the City of Edinburgh Council 
 
In the event that a disagreement or dispute has arisen which the community council is 
unable to resolve, then the community council may wish to ask the City of Edinburgh Council 
to help. However, this does not mean that the City of Edinburgh Council should be the first 
point of contact in such a situation. The City of Edinburgh Council should only be 
approached as a last resort, once all reasonable steps have been taken by the 
community council to deal with the problem. Guidance will be offered on a case by 
case basis. 
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Engaging with the Community 
 
Introduction 
 
The general purpose of a community council is to act as a voice for the local area. A 
community council can only claim to represent the views, wishes and needs of its community 
if it continues to engage openly with that community.  Whether by means of one-off 
consultation (such as a public meeting) or through regular outlets (such as a website) 
community councils must actively seek to establish the views of the wider community.  
 
While this is not intended to be a comprehensive paper, the aim of this Guidance Note is to 
provide some good practice advice in relation to the techniques and processes of 
engagement. The National Standards for Community Engagement set out best practice 
guidance for engagement between communities and public agencies.  Further information 
on the standards for community engagement is available at www.scdc.org.uk 
 
Audience Groups 
 
At the start of the engagement process think about the make-up of your community and 
make a list of the groups and organisations you want to target. For example are there mostly 
younger or older people living in your area? Are there black and ethnic minority groups, 
people with disabilities?  Talk to some members of the target groups(s) to find out which 
methods they think are most likely to produce a response. You will probably need to use a 
variety of different methods to reach your target audiences. 
 
Methods of Engagement 
 
There are a number of ways in which a small group like a community council can elicit the 
views of people in their community.  Before deciding which method to use, it would be wise 
to consider:- 
 

 What you are engaging about 

 Who you are engaging with  

 What type of information is required 

 What resources are available (budget, volunteers, time) 

 How you will feed back the results  
 

o Public Meetings 

 
Public meetings can be an effective way of engaging with local communities.  A few general 
rules apply to almost all public meetings so it would be best to consider: 
 
Purpose - Be clear about the reason for the meeting 

 
Publicity - Ensure that your meeting is widely publicised well in 

advance 
Local shops, supermarkets,  libraries, schools and health 
centres are often willing  to put up notices of events on 
windows and notice boards  

How much to cover 
 
 
 

- Be realistic.  Don’t try to achieve too much at a single 
meeting 

http://www.scdc.org.uk/
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Format - Traditional theatre style meetings are often dominated by 
the most vocal or confident attendees.  Consider 
breaking up into small discussion groups and then 
feedback summaries of points 
 

Information - Provide enough advance information, but don’t swamp 
people!  And remember, always use plain English 
 

Feedback   - It is important to let people know that they will be kept 
aware of the progress of the issue.  This can be done by 
reporting the results in a newsletter, on a website or 
notice board or by calling a special meeting 
 

Equalities   - Don’t choose a venue which is not accessible by public 
transport and which is inaccessible to disabled people or 
older people 

  

o Questionnaire Surveys 

 
Questionnaire surveys are an efficient way of gauging public opinion on a specific issue or 
related set of issues.  They can either be administered face to face or respondents can be 
asked to complete them by post or online.  Again, a few simple rules apply when putting 
together a good questionnaire survey: 
 
Length  - A questionnaire should not be too long and questions 

must be easily understood 
Closed Questions - Multiple choice questions should be used wherever 

possible 
 

Postal Questionnaires - Should be sent out with a short, polite covering letter 
explaining the purpose of the questionnaire 
 

Incentives - To encourage responses, a prize draw (for example) 
might be considered 

 
You also need to think about how to analyse the responses and make sure that people who 
have taken part know how to find out what has happened as a result of their responses.  
There are also online tools available to support the distribution and analysis of surveys e.g. 
Survey Monkey. 
 

o Newsletters 

 
Perhaps one of the most popular means by which community councils can engage with their 
communities is through a newsletter.  While they can be relatively expensive to produce and 
distribute, several of Edinburgh’s community councils produce excellent, regular newsletters.  
A newsletter can be used to publicise the work of the community council, promote its 
activities and encourage wider public involvement.  A few suggestions: 
 
 
Sponsorship/Advertising - Local businesses can help to fund your newsletter – 

ask! 
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Local Newspapers - May publish your newsletter as a supplement, both 
lowering costs and taking care of distribution 
 

Regular - Whether it’s monthly, quarterly or biannually, try to 
produce your newsletter at regular intervals so that 
people in the community become familiar with it 

Boast! - Don’t just promote ongoing and future activities but let 
people know about the past successes of your 
community council 

 
 

o Social media – Twitter and Facebook 

 
Social media is a quick and cost effective way of engaging with people who are less likely to 
use more traditional communication methods for example young people.  You will also need 
to encourage people to sign up to receive Twitter Feeds or follow your Facebook pages. 
However, social media will only reach part of your audience and it is important not to exclude 
sections of the community who are less likely to use it. As above, you need to ensure that 
you’re able to keep your Facebook page up to date and use Twitter regularly. Also think 
about how people can use social media, your blog and website to get in touch with you and 
possibly comment as well. 
 
Good practice when setting up any social media account is to use a name that can be easily 
recognised as linking to the community council.  You should always use a generic email 
address as the contact point for setting up an account, this way it can be accessed when a 
member leaves by a subsequent member.  Passwords should be kept safe and access 
should be given to a limited number of administrators to update these accounts. 
 
The accounts should engage with other accounts online and this will help to promote your 
community council.  The City of Edinburgh Council and Neighbourhood Partnerships have 
active social media profiles with large follower numbers and can help to retweet or repost 
messages to a wider audience.   
 
Further information on how to use social media is available on the Neighbourhood 
Partnership website in the ‘Support and Development Programme’ materials. 
 

o Website/Newsblog 

 
A website is an excellent means of providing the public with access to information about a 
community council.  Minutes, reports and other documents can be displayed and visitors to 
the website can be encouraged to make comments or suggestions by email.  It is important 
to ensure that where you include information from other organisations that you seek their 
permission. 
 
There are plenty of free options you can use.  Word Press is one of the most popular and it’s 
really easy to use or try the website builder at www.btck.co.uk.  Consider though whether 
you can keep the information on your website/blog up to date and relevant. 
 
When setting up a website it is important to consider who would administer the site.  
Passwords should be kept securely and access to the site to update should not be the 
responsibility of just one member.  It would be good practice for one or more of the office 

http://www.btck.co.uk/
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bearers to have knowledge of any passwords relating to online tools to ensure that these 
can continue to be updated if a member leaves. 
 
The Neighbourhood Partnership website also has individual pages dedicated to each of the 
community councils.  The information held on these pages is received from community 
councils.  To update this email neighbourhood.partnerships@edinburgh.gov.uk 
 
Other Forms of Community Engagement 
 
In addition to the above, there are many ways in which community councils can make people 
aware of who they are and what they do.  Both local and freesheet newspapers are 
always on the lookout for interesting ‘copy’ and may well be willing to take occasional or 
even regular articles from the community council.    Among the more traditional ways of 
gauging the views of the community is to have a stall at community open days, road 
shows, galas or festivals.  Such events can provide a good opportunity to carry out short, 
face-to-face questionnaires and by displaying newsletters and leaflets at these events 
community councils can help to promote their activities. 
 
Neighbourhood Partnerships 
 
Community councils are the key community representative bodies on each of the 12 
Neighbourhood Partnerships established across the city.  This means working alongside 
councillors, representatives from Police Scotland, NHS Lothian, Scottish Fire and Rescue 
Service and the voluntary sector to identify and agree local priorities and develop and deliver 
local community plans to make the area better. Taking part in partnership activity is a way of 
ensuring your community has its say in the way services are delivered in the city and your 
local area.  
 
Check the Neighbourhood Partnership events planner to see what’s on and ask the local 
Team to add your events to it. 
 
Key Points 
 
Whatever the means employed, a few general principles will usually apply: 
 

 remember that consultation is a two-way process 
 

 engagement activities should be carefully planned and the appropriate methods used 
 

 try to ensure that the people consulted are representative of the whole community, not 
just a vocal pressure group from one section of the community 

 

 keep people informed and ensure that both participants and the wider community are 
made aware of the results of any consultation undertaken. 

 
 

 
  

 

 
 
 
 
 

mailto:neighbourhood.partnerships@edinburgh.gov.uk
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Top Tips for Publicity and Engagement 
 

 

 Include main contact details in all communications issued by the community council. 
Always invite contact and encourage feedback. Make this a permanent “text box” in 
your papers.  

 

 Whenever possible, restate the ways constituents can contact you. Make this as easy 
as possible for them.  

 

 Create a website or Facebook page or use Twitter. List contact details, including 
pictures where possible.  Show the date, time and venue of meetings, and the 
agenda. Include the minutes of all previous meetings. 

 

 Collate a database of e-mail addresses for constituents. Ask for permission to send 
them e-mail bulletins seeking their views and reporting your actions.  

 

 Display community council contact details in all public buildings. Include information 
on what you do and how you can help.  

 

 Secure space in any local newsletters. Publicise your work, and invite comments.  
 

 Where practicable, get space in all publications sent out by the Local Authority such 
as Local Authority magazines. You might do this collectively among all your 
community councils. Make sure you collaborate what is said about your community 
council in any publication. 

 

 Invite and encourage the local press to attend meetings. Issue press releases on 
matters of local interest. Seek training on media relations. Consider appointing a 
press liaison community councillor.  

 

 Whenever you have a change of office bearers, ask the Local Authority to send out a 
mailing to all local organisations, public, private and voluntary, indicating the new 
office bearers and reinforcing the status, work and approachability of your community 
council. Do the same after every community council election.  

 

 Develop and carry out surveys.  Ask questions about the community’s perceptions of 
you, of their community and their quality of life. Ask what you can do to improve the 
community. Find out what their priorities are. Be sure to include questions on the 
issues that will be important to your constituents in the future even if the details are 
not fully known.  

 

 Consider shorter, faster surveys on individual issues of significant local importance. 
The responses will be very important in helping you demonstrate how you speak for 
the community. Always include a closing date for responses so people know the 
consultation is live. 
 

 

 Hold public meetings (in the true sense – all meetings of community councils are by 
law open to the public) whenever there is an issue of sufficient local importance. 
Monitor the attendance in terms of whether it representatively reflects the community 
– age, sex, area of residence, overall numbers and so on.  
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 Place suggestion boxes in prominent, busy local venues. Leave pencil and paper for 
ease of use. Explain these are for citizens to make comments and/or suggestions on 
how to tackle a local issue or generally improve the community. Always respond to 
comments left when the person gives contact details. Regularly report comments at 
full community council meetings.  

 

 If possible, deliver flyers or leaflets door to door. This is also an excellent way for 
community councillors to get to know their constituents, and vice versa. 

 

 If there is a local community radio station, consider using it to promote the awareness 
and work of the community council.  However, do be aware that community councils 
should take a non political approach on all subject matters. 

 

Word of mouth and informal personal contact is a common practice, and has its place. 
However it is the least objective method of discovering the community’s views and should 
not be relied upon wholly when the community council make important decisions.   
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Campaigning on the Issues 
 
Community councils are presented with a large variety of issues and problems. Some affect 
a single member of the community, others the entire community and beyond. Your 
community council should try to make a balanced decision on what issues it will tackle and 
how:  
 

 Start by applying the “community benefit” test. Your actions should be directed 
towards securing the most positive results for the greatest number of local people, so 
long as the minority does not suffer in the process. When faced with a number of 
issues, give first and most attention to those that affect the most people and on which 
you can realistically have a positive effect.  

 

 Begin by gathering information. Decisions made without information, by prejudging 
the issue or by making assumptions are bad for your community and your reputation. 
Find out the key points and then find out what local people feel about it. Base your 
community council’s position on the views of or benefit to the majority of citizens.  

 

 Be honest and realistic about whether you can do something about the issue. What 
influence can you have on the issue and those involved? Can you secure 
professional advice on technical aspects that would help you make your case? 
Research the person/organisation you want to influence? How can you engage with 
them to reach the desired outcome for the community?  

 

 Decide what results you want. Be specific. Know why you want each of these results 
and exactly how they will meet the conditions above about benefit to the community.  
Establish how to reach these objectives, and monitor your activity.  Assess how you 
can tell when you have achieved your objectives. 

 

 An issue does not need to have only two opposing sides. Could your community 
council be an independent mediator bringing opposing factions together?  

 

 Avoid allowing the community council to become the vehicle for any campaign that is 
not the evident will of the majority of community. When that is established, maintain 
that position, and do not let your community council become the venue for constant 
debate about the issue’s merits. Nor should any single issue overwhelm your 
meetings.  

 

 When you have determined the official position of your community council on an 
issue, you should not alter it unless there is a material change in evidence or 
circumstances.  

 

 A community councillor who becomes publicly associated with a particular position in 
a way that may be seen to prejudice the community council on an issue must declare 
their interest to the community council and not take part in any activity associated 
with it. 

 

 You may choose to appoint a special Committee to co-ordinate your action on a 
particular issue with appropriate delegated authority.  Make sure the committee has a 
clear remit and set clear instructions on what it may do or not do without prior 
approval of the whole community council.  
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Conflict of Interest  
 
Community council members have a duty to act in the interests of the local community and 
should ensure that decisions actions and representations reflect the wishes and views of the 
community.  Community council members must not use their position as a community 
councillor to gain financial, material, political or other personal benefit for themselves, their 
family or friends. 
 
What is a conflict of interest? 
 
A conflict of interest is a situation in which an individual has competing interests or 
loyalties which may (or may appear to) influence or affect decision making.  
 
Community Council Code of Conduct 
 
If a community council member has any private and/or personal interests in a matter for the 
community council, they have a duty to declare this and if deemed necessary by other 
members, withdraw from discussions and the decision making process with regard to that 
matter. 
 
Community council members must not place themselves under any financial or other 
obligation to any individual or organisation that might reasonably be thought to influence how 
they represent the community. 
 
If a community council member has a private interest which is of a continuing nature, it may 
be that it would cause the member to withdraw from the consideration of business so 
frequently that they would be of little value to the community council.  In this case the 
member should not seek to serve as a CC member. 
 
The fundamental principle to bear in mind is that community council members must be open 
and not do anything that cannot be justified to the public in the terms of the Code of 
Conduct. 
 
Example 
 
A planning or licensing application may be under discussion by the community council that 
directly affects the interests of a member of the community council or of other parties with 
whom they have a close business, personal or family relationship. In these circumstances 
there is likely to be a potential conflict of interest with their role as a community councillor 
that requires to be addressed. 
 
In these circumstances and as set out in the Code of Conduct, where such a conflict arises 
then the member affected should declare the interest, and in appropriate cases, withdraw 
from the meeting prior to the matter coming under discussion, and take no part in the 
decision. This is to ensure openness and transparency and to avoid any perceptions that the 
community council, or any of its members, is acting in any other than a wholly impartial way. 
 
 
 

 
 



32 

 

Equalities Guidance Note for Community Councils 
 
Introduction 

Equalities in relation to community councils is about ensuring fair treatment and the 
participation of all sections of the community.   
This guide is to help you in meeting the equalities duties and gives some advice. 
 
What is Equalities Legislation 

The Equality Act 2010 is the main piece of legislation and has been developed to provide 
people with fairer opportunities and better public services.  The way in which we achieve this 
is to consider and evidence our due regard to the general duties set out in the act. 
 
The general duties are: 
 

 Eliminate discrimination, harassment, victimisation or any other prohibited conduct 

 Advance the equality of opportunity 

 Foster good relations by reducing prejudice and promoting understanding 

The act also identifies nine protected characteristics; 
 

 Age 

 Disability 

 Gender reassignment 

 Marriage and civil partnership 

 Pregnancy and maternity 

 Race 

 Religion and belief 

 Sex 

 Sexual orientation 

 

What does the legislation do? 

The legislation requires us to consider how we can meet the general duties it sets out and 
outlaws direct discrimination against people with the identified protected characteristics.  The 
legislation also aims to combat indirect discrimination that is often unintentional and can be 
difficult to detect. 
 
What does this actually mean? 

As a community council you are bound by equality legislation and must ensure that; 
 

 membership is open to all 

 the community council is representative of the local population 

 the workings of your community council is conducted in a way that does not exclude 

any group 

 equalities is central to your work 

 your working practices preclude any unfair disadvantage 
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The Practice of Equalities 

It is impossible to provide a good service and ignore the equality dimension.  Equality adds 
quality!  The following are some of the practical steps you can take to ensure that equality 
and rights are embedded in the practices of your community council; 
 

 Find out the make-up of your area.   

 Examine who actually attends your meetings.  Is it representative or are there areas 

of under representation such as ethnic minorities, young people etc. 

 Ask  yourself how much you know about the community and how you can increase 

your understanding 

 Examine how you conduct your meetings and ask yourself whether this could pose 

barriers e.g. times of meetings, venues, facilities 

 Be aware of communication problems and be able to overcome these e.g. deafness 

through the use of interpreters/signers 

 Tackle unacceptable behaviour in your meetings such as racism, homophobia etc. 

 Make a positive unambiguous statement that all are welcome to participate and 

advertise prominently 

 Consider co-opting, should a particular protected characteristic be missing 

 Examine the issues that come up and check on whether any issue particularly affects 

an equality group and try to ensure that this group is encouraged to attend 

 Check that your business does reflect the concerns of the community or do an 

assertive minority dominate the agenda 

 Consider how you could measure how you are doing in terms of reaching your 

community and report on this in your annual report. 
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Community Councils and the Licensing Process 
 
1. Introduction 
 
Local authorities have jurisdiction over all manner of business activities which take place 
within their areas.  In Edinburgh, people are required to apply to the Council for a licence if 
they wish to operate a taxi, open a late-night hot food takeaway, stage a theatrical 
production or engage in any one of a wide range of commercial ventures, and to the 
Licensing Board if they wish to sell alcohol.  In the vast majority of cases, the issuing of 
these licences is of little interest to community councils.  There are occasions, however, 
when a particular licence application may cause concern.  The purpose of this guidance note 
is to help community councils understand the licensing process and explain how they can 
voice their opinion. 
 
2. Licensing Board 
 
The City of Edinburgh Licensing Board is constituted in terms of the Licensing (Scotland) Act 
2005 and deals with all licences relating to the sale and supply of alcohol and in addition all 
gambling licences in terms of the Gambling Act 2005. The Board sits monthly, and a list of 
liquor applications to be considered at each meeting is circulated to the community councils 
and is also posted online: 
(http://www.edinburgh.gov.uk/info/20171/licensing_board/1034/the_licensing_board/3). Anyone can 
object to any application for a liquor licence within the time scales laid down in the Act. The 
Board has discretion to accept late objections, if it is considered reasonable to do so. For 
general information, please contact:- 
  
The Clerk of the Licensing Board, 
249 High Street, 
EDINBURGH 
EH1 1YJ. 
Tel: 529 4527 
 
3. Licensing Sub-Committee of the Regulatory Committee 
 
Dealing with civic licensing applications, this Committee handles several categories of 
licence including Late Hours Catering, Public Entertainment, Second-Hand Dealers and 
Houses in Multiple Occupation.  For premises-based annual and renewable licences, the 
applicant is required to display a ‘Site Notice’.  This includes details such as the type of 
licence applied for, the applicant’s name and address and the address of their business 
premises.  The applicant must display the Site Notice in a prominent place on the premises.   
 
The Site Notice requirement does not apply to applications for temporary licences, but a 
summary of information contained in every licence application is sent to the local City of 
Edinburgh Councillor and also public libraries. (Copies of these summaries are also 
distributed to the relevant community councils through the Licensing Section.).  Application 
details are posted online: 
 
http://www.edinburgh.gov.uk/info/20023/licences_and_permits/902/licensing_registers  

 
Should a community council wish to object to the granting of such a licence, they must write 
to the Committee within 21 days of the application date, setting out the grounds of their 
objection.  
 

http://www.edinburgh.gov.uk/info/20023/licences_and_permits/902/licensing_registers
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Any objection to an application made by a community council will be considered by the 
Committee.  As an objector, a community council would have the opportunity to send a 
representative to a Committee meeting to explain their objections.  The grounds for objection 
include e.g. that the applicant is not a ‘fit and proper person to hold a licence or that the 
premises are not suitable or convenient for the purpose. 
 
For further details or general enquiries, please contact: 
 
 Licensing Section 
 249 High Street 
 EDINBURGH 
 EH1 1YJ 
 
 Tel: 529 4027 
 
4. The Licensing Forum 

The Licensing (Scotland) Act 2005 requires each council to establish a Local Licensing 
Forum. The Licensing Forum represents the views of people concerned with the operation of 
the alcohol/liquor licensing system in the City of Edinburgh.  

The Forum keeps under review the operation of the alcohol licensing system and gives 
advice and makes recommendations to the Licensing Board. However, it cannot give advice 
or make recommendations on any individual case or the Licensing Board's consideration of 
any individual application.  

The Forum’s members are appointed to represent the views of organisations and people in 
the City of Edinburgh Council area. 
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1.  Introduction 
 
The planning system can often seem complex and confusing, and this guidance note is 
intended to help community councils understand how the system works and their role within 
it.   
 
Since 1996, community councils have had the statutory right to be consulted on applications 
for planning permission.  PAN 47 (1996) sets out the roles and responsibilities of community 
councils and is available on the Scottish Government's website at 
www.gov.scot/Publications   
 
You can also find out more at http://www.communitycouncils.scot/what-is-a-community-
council.html by clicking on the Consultation on Planning link. 
 

Community Councils should read the following key documents: 
Scottish Government 

 PAN47 - Community Councils and Planning   

 PAN81 - Community Engagement - Planning with People  

 
 
 
 
 

 
 
 
 
Finding out about proposals 
 
2. The Weekly List 
 

http://www.gov.scot/Publications
http://www.communitycouncils.scot/what-is-a-community-council.html
http://www.communitycouncils.scot/what-is-a-community-council.html
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The Council produces a Weekly List of planning applications and decisions.  It includes 
proposal of application notices (PANs).    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Each Weekly List includes details of planning applications and proposal of application 
notices registered by the Council over the previous week, and of decisions made on 
applications. When viewing planning applications online using the Planning and Building 
Standards Portal, you can also access new and decided applications.  These are updated 
automatically and therefore provide a rolling list of more up-to-date information on the 
application. 
 
The List is emailed each week to all the planning spokespersons of community councils as 
required by legislation. On viewing the Weekly List, a community council’s appointed 
planning spokesperson should assess whether any of the planning applications listed in its 
area raises issues of local interest. They should then decide whether to be a formal 
consultee or simply make a representation.  The date to comment by is included in the List. 
 

Community Councils may also wish to check planning applications in adjacent wards in case 
they may impact on their area. 

 
 
 
 
 
 
3. Planning and Building Standards Online Services 
 

https://citydev-portal.edinburgh.gov.uk/idoxpa-web/search.do?action=simple&searchType=Application
https://citydev-portal.edinburgh.gov.uk/idoxpa-web/search.do?action=simple&searchType=Application
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The Planning and Building Standards Portal allows planning application details, including the 
application form and associated plans, to be viewed remotely via the internet.  There are 
several ways of searching for applications on the Portal such as by ward, property address 
and application number.  You can use the submit comments button to make representations 
within the allotted period. 

You may also register to receive additional functionality such as tracking applications, saving 
searches and email notifications about tracked applications and new search results.  

As 85% of planning applications are now made online, the Planning service does not usually 
hold a paper copy of the plans unless it is a major application. Contact the case officer if a 
paper copy is needed. 

 
 
 
Planning Proposals and Applications 
 
4.  Hierarchy of developments and pre-application consultation with 
 communities 
 
Following the Planning etc (Scotland) Act 2006, there is a greater role for community 
councils and community engagement in the planning system.  This includes early and broad 
based engagement when preparing planning policies and major development proposals. 
 
The Edinburgh Planning Concordat 2016 sets out how the Council, developers and 
community councils will work together in the major development process. 
 
Hierarchy of developments 
All planning proposals and applications are classified in a hierarchy of developments.   
Proposals and applications can be designated as national, major or local developments.   
 
National developments are contained in the National Planning Framework (NPF) which is 
produced by Scottish Government. The current (2015) version                                                                                                                                                     
is NPF3. This includes enhancements at Edinburgh Airport.  National developments are at 
the top tier of the hierarchy. 
 
Below national developments are major developments.   There are 9 classes of major 
development in the hierarchy.  For example, 50 or more houses is a major development.   

https://citydev-portal.edinburgh.gov.uk/idoxpa-web/search.do?action=simple&searchType=Application
https://citydev-portal.edinburgh.gov.uk/idoxpa-web/registrationWizard.do?action=start
http://www.edinburgh.gov.uk/info/20133/community_planning/1015/community_councils_and_the_planning_system
http://www.legislation.gov.uk/ssi/2009/51/contents/made
http://www.gov.scot/Topics/Built-Environment/planning/National-Planning-Framework
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For national and major developments, design and access statements may have to be 
submitted and there may be additional scrutiny in deciding the application, such as 
consideration by full Council. 
 
All other development proposals are classified as local developments.  

 

 
 
Pre-application consultation principles 
 
The developer is now required to undertake mandatory pre-application consultation for all 
national and major developments.  Pre-application consultation allows communities to be 
better informed and to have an opportunity to contribute their views to the developer before a 
planning application is submitted.  
 
There is no requirement to undertake formal pre-application consultation for local 
developments, but determining community views on the proposed development at an early 
stage is often a good idea.   
 
Proposal of Application Notice (PAN)  
A minimum of 12 weeks prior to submission of a 
national or major application, a proposal of 
application notice (PAN) must be submitted to the 
planning authority by the developer.  Community 
councils are encouraged to work with the Council and the 
developer prior to the submission of the PAN during the 
pre-application consultation period.  Further details on this 
are set out in the Edinburgh Planning Concordat. 
 
This notice must provide details of the proposal and the 
pre-application consultation to be carried out.  For the pre-
application consultation, as a minimum, the PAN must be 
served on affected community councils and one public event must be held.  There must be 
publicity for the public event in the form of a newspaper advert at least 7 days in advance.  
The PAN will also be published in the appropriate Weekly List. 
 
Sometimes, a developer may be asked by the planning authority to undertake additional 
community engagement depending on the nature, extent and location of the proposed 
development.  Comments are made to the developer, not to the Planning Authority.   
 
The Council has prepared a guide for community groups (including Community Councils) on 
how to get the best out of community engagement.  It is available on the Council website. 

http://www.edinburgh.gov.uk/info/20067/planning_applications/404/get_involved_in_major_development_proposals
http://www.edinburgh.gov.uk/info/20067/planning_applications/404/get_involved_in_major_development_proposals
http://www.edinburgh.gov.uk/info/20067/planning_applications/404/get_involved_in_major_development_proposals
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"The purpose of pre-application consultation is to improve the quality of planning 
applications, mitigate negative impacts where possible, address misunderstandings and air 
and deal with any community issues that can be tackled" (Circular 4/2009) 
 

 
If pre-application consultation is undertaken for a local development, there is no requirement 
to submit a PAN or to wait 12 weeks before submitting the application. 
 
Pre-application consultation does not replace the opportunity to comment on planning 
applications once they have been received by the planning authority.   
 

 
 
5. Permitted Development 
 
Many types of development require planning permission before building work can be carried 
out or the use of a property changed.  
 
Smaller developments are often exempt from planning permission (for example small 
extensions or alterations to a house).  This is known as "permitted development".  
 

Speaking up for communities 
 
It is the statutory duty of a community council to find out what people in the community feel 
and to express these feelings to the Council.  
 
You may wish to consider the following actions: 

 Talk to local people and see if they share the views of the community council.  

 Contact the community newspaper or issue a newsletter describing the proposed 
development.  

 Contact the local Councillor: he/she has been elected to represent the community and 
may even be a member of the Development Management Sub-Committee.  

 Find out when the particular planning application is due to be considered by the 
Development Management Sub-Committee.  Committee reports are available five 
days before Committee on the Council website, and details of any meeting and the 
items on the agenda can be obtained from the Council website. 

 You may wish to go and see how the application has been decided although you will 
not be able to speak unless it is the subject of a hearing. 

 
6. When to submit a representation  
 
Any individual or organisation has the right to submit 
comments (known as representations) on a 
planning application. Many community councils submit 
comments and objections as ‘representations’ after 
viewing the application details.   
 
The representation method is generally used where 
the community council has a clear understanding of local 
opinion on the proposal, or where the proposal is 
relatively minor but nevertheless raises a wider local 
issue. Representations are accepted on the 

http://www.edinburgh.gov.uk/info/20067/planning_applications/1149/work_that_may_not_require_planning_permission
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understanding that the views contained therein are the views of the community council.  
Guidance and advice on commenting on planning proposals is available on the Council web 
site.   

 
PAN47 provides community councils with guidance on their responsibilities in this respect. 
 

A planning authority has to take comments and representations into account in reaching its 
decision on a planning application, provided that they are material planning considerations. 

 
The date of registration or advertisement is shown against each planning application 
on the Weekly List. The newspaper advertisement covering a limited number of 
applications appears in the Edinburgh Evening News, normally on a Friday. Time periods for 
representations and consultations are automatically extended during periods of public 
holiday.   
 
7. When to be a Consultee 
 
A community council can have the status of a consultee if it requests that the 
planning authority formally consults it on a planning application within its area. Where 
this request is made, the application details will be sent to the community council.   
 
From 3 August 2009, we will automatically treat you as a consultee on national or major 
developments.  In other cases, planning legislation requires a community council to request 
formal consultation within 7 working days of the issuing date of the Weekly List.  
PAN47 emphasises that consultation should not cause delay in the processing of 
applications; community councils should organise themselves in a way that allows a 
response to be made within the consultation period. Community councils have 21 days to 
respond, starting from the date of issue of the consultation by the Planning Service. 
To request a formal consultation, contact the case officer for the application. 
 

PAN47 advises community councils as follows in considering whether to ask to be formally 
consulted: 
“…community councils are advised to limit their attention to proposals which raise issues of 

genuine community interest; householder applications will rarely involve issues of this kind.” 

 
In accordance with its duty to “ascertain, co-ordinate and express” local views, a community 
council may decide that it is necessary to arrange a public meeting or some other form of 
local consultation exercise before it submits its consultation response. In such a situation, 
the community council may wish to seek an extension to the 21 day consultation period. This 
is likely to be limited to proposals raising complex or controversial local issues and would 
not be expected to occur on a regular basis. The community council must discuss a 
request for an extension with the case officer for the application, and then confirm it in 
writing, giving reasons. If an extension to the timetable is agreed, the extension period will 
be specified so that the applicant can be informed. 
 

Community Council representations or consultations may be available on the 
Planning and Building Standards Portal.  They cannot be treated as confidential, 
although all personal details will be redacted.   

 
 
 

http://www.edinburgh.gov.uk/info/20067/planning_applications/288/view_and_comment_on_planning_applications
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8. Variation or amendment of applications  
 
Applications are sometimes amended during their processing.  This is often to address 
points raised by objectors or planning officers.  In general, we will not ask for further 
comments unless new planning issues are raised. 
 
Legislation also allows applications to be varied after approval with the agreement of the 
planning authority, provided that the variation is not substantial.  A new application would be 
required to take forward substantial variation. 
 
The legislation makes it clear that it is for the planning authority to decide what is appropriate 
regarding notice about the variation to other parties.  These changes are invariably minor 
and raise no new planning issues. 
 
 
9. Contact with the Case Officer 
 
During the processing of an application the case officer will endeavour to offer help and 
advice on progress and procedures.  They will be unable to enter into a debate on the merits 
of a scheme. 
 
Similarly it is inappropriate for case officers to express views about proposals at open 
meetings or other meetings with interested individuals during the consideration of an 
application.  It is the case officer's duty to remain impartial until all the relevant information 
has been assessed.   
 
 
10. Making the Decision 
 
The Report of Handling and its assessment sets out our justification for the decision.  This is 
available on the portal.  There is no right of appeal for community groups after a decision is 
made.   
 
In Edinburgh, the final decisions on planning applications are either taken by the 
Development Management Sub-Committee (about 5%) or – to help speed up the process - 
less complex or non-controversial decisions (about 95%) are ‘delegated’ to the Head of 
Planning and Transport for a decision. 
 
The scheme of delegation  sets out which applications are delegated to officers for a 
decision. 
 
The changes to planning legislation which were brought in by the Planning etc (Scotland) Act 
2006, set out provisions for pre-determination hearings.  Pre-determination hearings are 
mandatory for major developments where they are significantly contrary to the development 
plan, and for national developments.  Those applications which have a pre-determination 
hearing also have to be decided by full Council. 
 
Those who submit representations on these applications are given an opportunity of 
appearing before and being heard by a committee of the authority.  This process will happen 
very infrequently. 
 
 
 
 
 

http://www.edinburgh.gov.uk/info/20108/decisions_and_appeals/289/planning_decisions
http://www.edinburgh.gov.uk/info/20031/councillors_and_committees/106/how_the_council_works


44 

 

Planning Policy 

11. Development Plans 
 
Edinburgh Council is required, by the Government, to prepare a plan explaining its long term 
intentions for the future development of their area. The plan sets out policies and proposals 
which are used when deciding planning applications. 
 
The Edinburgh area is currently covered by two plans: 

 The Edinburgh City Local Plan which was published in 2010, and 

 The Rural West Edinburgh Local Plan which was published in 2006. 
 
The Council is now working on updating these plans into one plan called the Edinburgh 
Local Development Plan which is the first of a new type of plan to cover the Edinburgh 
Council area as a whole. 
 
The Council prepares an annual update on how preparation of this plan is progressing in a 
booklet called the Development Plan Scheme. It also sets out when and how to get 
involved in the plans content. 
 
The content of the plan must meet the requirements set out in two other documents: 
 

 The National Planning Framework which sets out Scottish Governments strategy 
for development across the country; and 

 The Strategic Development Plan for South East Scotland which sets out a long term 
approach to where future development will be located across all of the Lothians, 
Borders Council and part of Fife. 

 
Copies of the more recent Plans are available for everyone to inspect on the Council 
website, at all public libraries and at the Planning Help Desk, Waverley Court.   
 
Community Councils are entitled to a free copy of all development plan documents, and 
copies of the new documents will be sent directly to the nominated planning spokesperson of 
each community council.   
 
Community councils are encouraged to become involved in the preparation or review of the 
development plan, particularly when consultation exercises on the plans are undertaken.  
This allows communities to shape the planning framework which is used for making 
decisions on individual development proposals. 
 
Supplementary Guidance and Planning Guidelines is produced to provide more detail to 
the policies of the development plan and to guide the development of larger sites.  Their 
content is also used when deciding planning applications.  They are subject to publicity and 
consultation, and are also available on the Council's website. 

12. Help and Advice 
 
The Council has a Planning Help Desk at Waverley Court. If you would like any general 
advice on the planning process, please telephone the Planning Help Desk on (0131) 529 
3550 or email planning@edinburgh.gov.uk 
 
 
 
 
 

http://www.edinburgh.gov.uk/info/20164/proposed_local_development_plan/1050/second_local_development_plan
http://www.edinburgh.gov.uk/info/20164/proposed_local_development_plan/1050/second_local_development_plan
http://www.edinburgh.gov.uk/info/20164/proposed_local_development_plan/633/timetable_and_engagement
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Alternatively, you can write to the Head of Planning at the address below: 
    
   Head of Planning and Transport 
   The City of Edinburgh Council 
   Level G3, Waverley Court 
   4 East Market Street  
   Edinburgh EH8 8BG 
 
Further information on planning is available on the Council website www.edinburgh.gov.uk  
and on the Scottish Government website - www.scotland.gov.uk   

13. Planning Aid for Scotland (PAS) 
 
In most cases, a community council will find all necessary help and advice on the Council 
website.  However, if you find that you are still unsure or need independent advice then 
Planning Aid for Scotland may be able to help. This organisation is a voluntary charitable 
company which offers free advice to individuals, community councils and other groups. PAS 
volunteers are qualified and experienced planners who can provide information and advice 
on all aspects of Town and Country Planning and related issues. They can be contacted at 
the address below: 

  Planning Aid for Scotland 
  11a South Charlotte Street 
  Edinburgh EH2 4AS 
 
  Tel:  (0131) 220 9730 
  email:    office@planningaidscotland.org.uk 

   helpline:  0845 603 7602 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.edinburgh.gov.uk/
http://www.scotland.gov.uk/
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Appendix 1  
 
Summary of the roles and responsibilities of community councils in the planning 
system (extract from PAN47) 

 

 statutory right to be consulted on applications for planning permission 

 represent a broader yet still local view 

 key task is helping to provide an informed local context within which sensible 
decisions can be made in the public interest 

 should appoint one person as their point of contact for the planning authority on all 
planning matters, provide holiday cover, and inform the authority accordingly 

 community councils should receive copies of the weekly list of planning applications 

 may wish to view particular applications in detail and can request formal consultation 
within 7 working days of the issuing date of the weekly list 

 may not seek to be formally consulted - may submit comments (known as 
representations) like any other member of the public 

 advised to limit their attention to proposals which raise issues of genuine community 
interest : householder applications will rarely involve issues of this kind 

 ensure method of working allows response within the consultation period (21 days) 

 should not expect to be consulted on very minor changes which are sometimes made 
to applications either while they are being considered or after they have been 
approved 

 planning authorities should consider occasional training sessions for community 
councillors in their area 
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Appendix 2 
 

Full details of the planning hierarchy 
 
National developments are identified in the National Planning Framework and tend to be 
proposals for infrastructure developments such as the replacement Forth Crossing. 
 
There are 9 classes of major development which are designated in the Regulations (Town 
and Country Planning (Hierarchy of Developments) (Scotland) Regulations 2009), and 
include proposals such as all development under Schedule 1 of the EIA (Scotland) 
Regulations 1999 and housing proposals of 50 dwellings or more, or housing sites 
exceeding 2 hectares. 
 
Local developments are designated as those which are not national or major 
developments, and tend to be of a smaller scale. 
 

 
 
 

 

 
 

 


