
Winteringham Parish Council – Proposed outline procedure for handling 
petitions

At the June 2017 meeting it was agreed that a procedure would be adopted by the Council for the 
handling of petitions submitted by residents to the Council. This is a proposed discussion paper 
outlining a possible procedure that will be discussed at the Council's July meeting and, if adopted, 
will come into effect following this meeting.

It is anticipated that petitions may be submitted to the Council either directly in a paper format or 
electronically (ePetition) via the Council's web site (http://www.winteringham-pc.gov.uk), the same 
procedure will apply to either form of submission. However, this document also forms an outline 
system specification for the extensions that will be necessary to the Council's web site in order to 
accommodate this procedure, such extensions will be shown in italic script to help illustrate the 
proposed development.

The principal purpose of the proposed procedure will be to ensure that the Council is regarded as 
being open and transparent as possible in its processing of resident's petitions and the issues that the 
petitions raise.

1. All petitions received by the Council will be registered and will be brought for consideration 
by the Council as a separate agenda item at its next meeting by the Parish Clerk. Petitions 
may either be submitted manually by informing the Clerk directly (either by letter, e-mail or 
by handing the clerk a petition) or electronically via the Council's web site as detailed below. 
A Petitions page will be added to the Council's web site that will permit a resident to 
petition the Council. User input fields will be provided that will capture the subject of the 
petition, a detailed description of the content of the petition. The resident's name and 
address will also be recorded together with the date and time stamp of when the petition was  
submitted (via a Submit button) – [Minimum]. Once submitted the petition will be added to 
a list of petitions received by the Council – likely to be a table/array shown with the latest 
entry at the top of the listing and columns showing the petition subject, description, the 
name of the resident submitting the petition, the status of the petition (set to “Open” on 
submission), a selection column for further action and a column detailing the Council's 
response to the petition. For completeness the Parish Clerk should also enter the details of 
any petition they have received directly. 

2. Once a petition has been received other residents may chose to support, reject or comment 
on the petition. The petition's organiser may chose to collect signatures, the names and 
addresses of the petition's supporters and provide these directly to the Parish Clerk. 
However, in order to collect other residents details via the web site then using the 
table/array listing provided the user should select the appropriate tick box from the column 
detailed above. Once selected the full details of the petition will be displayed and further 
web buttons entitled “Support”, “Reject” or “Comment” will be provided. If the 
“Comment” button is selected a further input field will be provided to capture the resident's 
comments. The name, address and date/time stamp of the resident will be registered against 
the selected petition. Note- both the resident submitting the petition and their supporters 
will need to be validated by a post code look up check to ensure that they are a resident of 
the parish.  A suitable error message will be displayed if they are not a resident and their 
details will not be recorded.

3. Each month, before completing the Council's meeting agenda, the Parish Clerk will be 
allowed to change the status of any “Open” petitions displayed on the web site by selecting 
these from the list and then clicking on a “Change Status” web button – the Change Status 

http://www.winteringham-pc.gov.uk/


and Print report web buttons could be enclosed in a box stating that these are only for the 
use of the Parish Clerk . A verification e-mail will be sent automatically by the web site to 
the Clerk's e-mail address (parishclerk@winteringham-pc.gov.uk) and upon confirmation 
the status of the selected petitions will be changed to “Agenda Item”.

4. Similarly, a “Print Report” web button will be provided and upon confirmation of the e-
mail a report will be produced and attached to an additional e-mail detailing the “Agenda 
Item” status petition's selected i.e. the petition details, organiser details and the recorded 
details of the petition supporters or otherwise. The report will then be considered at the next  
Parish Council meeting. Alternatively, if the Council's web site cannot be adjusted 
systematically as described above it will be necessary for the Parish Clerk to manually 
prepare a report on the petitions received for consideration at the next Council meeting.

5. The Council considers the petitions received at its monthly meetings and notes:
1. A petition may be “Accepted” and the item may be actioned by the Council.
2. A petition may be “Ultra Vires” i.e. be beyond the scope of the Parish Council's powers. 

However, the Council may chose to take up the issue reported with another relevant 
authority.

3. A petition may be “Rejected” because it fails to gain the support of at least 10(?) other 
residents, or has a higher proportion of resident's registering a rejection than supporting 
the petition or the Council takes a collective view opposite to the petition's organiser. A 
petition may also be rejected by the Council if it is materially the same as a petition 
already received and considered by the Council in the previous 12 months.

The detail of the Council's consideration will be published on the Council's petitions page either by 
updating the table/array listing with a a change of status and adding the Council's response into an 
appropriate comment field or by manually adding the response as a document to the web page if not 
handled systematically. Once a petition has been considered by the Council and its status has been 
changed as detailed above it is effectively closed and no further details of supporters or otherwise 
will be collected by the Council.
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