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APPENDIX A 
PART 4 – RULES OF PROCEDURE

EXTRACT COUNCIL MEETING PROCEDURE RULES

18   PUBLIC QUESTIONS

(a) A period of up to 15 minutes in each meeting shall be allowed for public 
questions.  

(b) Any person (other than Members) who resides or works in the area of the City 
and County of Cardiff may ask questions of Cabinet Members or of the 
chairpersons of committees of the Council at Ordinary Meetings of the Council.

(c) A question may only be asked if notice has been given by delivering it in writing 
or by electronic mail to the mailbox set up by the Democratic Services Manager 
for such purpose no later than 5pm, 6 Working Days before the day of the 
meeting.  Each question must give the name and address of the questioner and 
must specify the person to whom it is to be put (by name or title).

(d) At any one meeting no person may submit more than one question and no more 
than one such question may be asked on behalf of one organisation. 

(e) The number of questions that an individual can ask in a municipal year shall be 
limited to two, with any further questions being accepted only at the discretion 
of the Chair.

(f) The Chair may reject a question if it:

(i) is not related to Relevant Business (as defined in Rule 0);
(ii) is in relation to Inappropriate Business (as defined in Rule 0);
(iii) is substantially the same as a question which has been put at a meeting 

of the Council in the past six months;
(iv) relates to a matter which is the subject of legal or enforcement 

proceedings or an appeal to a court or tribunal or to a Government 
Minister or the National Assembly or an investigation by the Local 
Government Ombudsman;

(v) relates to the activities and aims of a political party or organisation;
(vi) relates to a Regulatory Decision or a matter which may result in a 

Regulatory Decision; 
(vii) is a statement or otherwise is not a genuine enquiry; or
(viii) would require the expenditure of a disproportionate amount of time, 

money or effort to prepare the answer.  

The ruling of the Chair in the above matters shall be final.

(g) The Proper Officer will make a record of each question received and a copy of 
the questions to be asked at a meeting will be open to public inspection and 
circulated to Members prior to the meeting.
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(h) Questions will be asked in the order in which notice of them was received, 
except that the Chair may group together similar questions.

(i) If the questioner is absent or fails to identify themselves then the question will 
be deemed to be withdrawn.

(j) A questioner who has put a question in person may also put one supplementary 
question without notice to the Member who has replied to his or her original 
question.  A supplementary question must relate to the original question or the 
answer given and be limited to one minute.  The Chair may reject a 
supplementary question on any of the grounds set out in (f) above.

Answers

(k) No more than five minutes will be allowed for a response to any one question.

(l) Any question which cannot be dealt with during public question time, either 
because of lack of time or because of the nonattendance of the Member, to 
whom it was to be put, will be dealt with by a written answer and a copy of the 
answer will be recorded in the minutes of the meeting.

19 GENERAL PROVISIONS RELATING TO ANSWERS TO MEMBER AND 
PUBLIC QUESTIONS

(a) An answer may take the form of:

(i) an oral answer given by the person to whom the question is addressed 
or another person nominated by them;

(ii) where the desired information is in a publication of the Council or other 
published work, a reference to that publication; or

(iii) where the reply cannot conveniently be given orally, a written answer 
circulated later to Members of the Council.

(b) A person to whom a question is addressed may decline to answer provided that 
they state the reason for declining to answer. 
 

(c) The Monitoring Officer shall have discretion to instruct that a composite answer 
may be given to any questions which are closely related or on the same subject 
matter, wherever she considers this appropriate.  This shall not prejudice any 
right to ask a supplementary question, which may be available under the 
Council Meeting Procedure Rules
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35 INTERPRETATION

(a) In these Rules the following words shall have the following meanings.

“Relevant Business” means matters for which the Council has a responsibility 
and which substantially affect the well-being of the administrative area of the 
Council and/or the citizens (or a significant group of them) of the Council.

“Inappropriate Business” means matters that:

(i) are not in relation to a matter for which the Council has a responsibility 
and which affects the administrative area or citizens of the Council;

(ii) are defamatory, frivolous or offensive;
(iii) require the disclosure of confidential or exempt information; or 
(iv) relate to the personal circumstances or conduct of any officer and 

Member or conditions of service of employees; or
(v) relate to an individual, particular group or business or the questioner’s 

own particular circumstances; or
(vi) are ultra vires the Council or unlawful.

“Working Day” means a normal working day in Wales when banks are open for 
normal business (for the avoidance of doubt, excluding weekends and public 
holidays).

(b) Any reference to “in writing” or “written” shall include email.

(c) The Chair’s ruling on the interpretation of these terms in relation to the 
application of these Rules shall be final.


