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1.
Introduction
A petition is a request for Torbay Council to consider an issue or concern or to take a particular course of action. Petitions set out a particular view point and can be a useful tool to demonstrate that a view is shared by others. The Council welcomes petitions and recognises that petitions are one way in which people can let us know their concerns.  

This document sets out the guidelines for submitting a petition and what you can expect from the petitions process.

To meet the requirements of the scheme, the petition must be about:

· an issue which relates to the Council and/or services it provides to local people; 

· an improvement in the economic, social or environmental well-being of Torbay to which any of the Council’s partner authorities could contribute’; or

· to issues which relate to services provided by partner authorities, including matters which are sub-regional and cross-authority; 

Petitions can be submitted in paper format or can be scanned and sent electronically. There is also a Torbay Council e-petitions facility available (this is a method of starting a petition and gathering signatures online which allows petitions and supporting information to be made available to a much wider audience). We are also happy to accept e-petitions generated from third party facilities, but only if they meet the submissions criteria set out in this scheme – including, for example, by providing sufficient information to enable the Council to verify signatures in support of the petition.

2.
What are the guidelines for submitting a petition?
Petitions submitted to the Council must include (see Appendix 1 for a sample paper petition template):
·  A clear and concise statement covering the subject of the petition.  It should state what action the petitioners wish the Council to take.

· The subject matter of the petition on each page.  People need to know what they are signing and therefore the petition should clearly state this on each page.

· The petition organiser’s contact details.  Including a phone number and address, – this will be the person who we will contact to explain how we will respond to the petition.

· At least 25 valid signatures.  Anyone who lives, works or studies in the Torbay area, including under 18’s, can sign or organise a petition.  In order for a signature to be valid it must be accompanied by the name and address (which must include the name or number, street and town) of each person supporting the petition.  The address provided should be that place of work or study if they do not live in the bay.  To ensure the Council understands the local level of support for a petition, it reserves the right to seek to verify each signature submitted as part of a petition.  This may be particularly significant when establishing whether a petition has obtained the required number of signatures to trigger a specific process (see section 6 below Full Council Debate).

In the case of e-petitions, (including those submitted from other online petition facilities) the Council requires a name, valid email address (one email address per person), address (including the name or number, street and town) for each person supporting the petition; failure to provide this information may lead to a signature not being counted.

The Council may also ask for additional information it may require to confirm that the petition complies with the requirements of this scheme.

The Council’s Monitoring Officer may decline to accept any petition where in his/her opinion the petition does not include any of the above.

3.
Are there any issues which the Council will not consider in a petition? 

3.1
There are certain circumstances when petitions will not be accepted by the Council’s Monitoring Officer, this mirrors the UK Parliament and Government petition rules and includes if a petition:

· calls for the same action as a petition that’s already open

· does not ask for a clear action from the Council
· relates to an issue which is clearly outside the control or reasonable influence of the Council (e.g. petitions on national issues) 
· is defamatory or libellous, or contains false or unproven statements
· refers to a case where there are active legal proceedings
· contains material that may be protected by an injunction or court order
· contains material that could be confidential or commercially sensitive
· could cause personal distress or loss. This includes petitions that could intrude into someone’s personal grief or shock without their consent.
· accuses an identifiable person or organisation of wrongdoing, such as committing a crime
· names individual officers, unless they are Divisional Directors or above

· names family members of councillors or officers

· asks for someone to be given a job, or to lose their job. This includes petitions calling for someone to resign and petitions asking for a vote of no confidence in an individual councillor or officer or the Cabinet as a whole
· contains party political material
· is nonsense or a joke
· is an advert, spam, or promotes a specific product or service
· is a Freedom of Information request
· contains swearing or other offensive language
· is offensive or extreme in its views. That includes petitions that attack, criticise or negatively focus on an individual or a group of people because of characteristics such as their age, disability, ethnic origin, gender identity, medical condition, nationality, race, religion, sex, or sexual orientation
· is a duplicate or substantially similar to a petition received in the last 12 months, unless there has been a material change in circumstances 
Petitions made under other enactments, such as petitions under the Local Government Act 2000 asking for referendum on whether the area should have an elected mayor, will be dealt with according to the procedures set out in those enactments.  If such a petition fails to meet the requirements of the enactment in question, for example a petition under the 2000 Act does not achieve the requisite number of signatures, it will then be dealt with through this Petitions Scheme in exactly the same manner as any other petition. 

3.2
This Petitions Scheme does not apply to certain matters, where there are already existing processes for communities to have their say.  The following matters are therefore excluded from the scope of this Petitions Scheme: 
· Any matter relating to a planning decision, 

· Any matter relating to a licensing decision, 

· Any matter relating to a subject where consultation by the Council is currently being undertaken or is due to be undertaken in the next six months, (e.g. Formal Budget/Savings Proposals consultation). 

· Any matter where there is already an existing right of appeal such as council tax banding and non-domestic rates.

We will advise the petition organiser what will happen to petitions under this category.

3.3
In the period immediately before an election or referendum we may need to deal with your petition differently.  If this is the case we will explain the reasons and discuss the revised timescale which will apply. 

4. 
How can I submit a petition?
Paper petitions may be submitted to the Council in person/by post to:

Governance Support

Torbay Council

Town Hall

Castle Circus

Torquay

TQ1 3DR

Alternatively, you can give your petition to your local councillor who will deliver it on your behalf.

Petitions can be emailed to:

Governance.support@torbay.gov.uk
For emailed petitions each sheet of signatures should be scanned in full as an exact replica of the original copy.

E-petitions may be submitted through the Council’s e-petitions facility or via an independent online e-petition system and not via the Council’s facility, however, in this case the Petition Organiser must ensure that the petition meets the submissions criteria set out in this scheme – including, for example, a valid email address (one email address per person), full name, address and postcode for each person supporting the petition to enable the Council to verify signatures on the petition.

The Council will also allow a combined paper and e-petition providing there are no duplicate signatories and the date of receipt is when the final submission is made.

Please note that we keep all original copies of petitions for our records for six years.

Upon submission of your petition, you need to advise the Governance Support Team whether you wish for your petition to be presented to a meeting of the full Council or referred directly to the decision maker for consideration.  Please refer to section 6 below for further details.

5.
Petition Deadlines

If you would like your petition to be presented at a Council meeting, (see details in section 6 below), it must be received by the Governance Support Team by 4.00 p.m. 10 clear working days before the meeting.  The deadlines/dates of meetings can be found at (www.torbay.gov.uk). 

Once approved and activated, a standard e-petition will remain open for 60 days.  However this can be amended, following discussion with the petition organiser, to fit with timescales for specific meeting deadlines.

6.
How will the Council respond to my petition?


All petitions received by the Governance Support Team will be acknowledged within 10 working days of receipt.  The acknowledgement will be sent to the petition organiser and will explain what we plan to do with the petition and when you can expect to hear from us again.  Your petition details will be provided to the Cabinet, the Civic Mayor, the Group Leaders and the Chief Executive.  Details of any petitions that have not been accepted for the reasons cited in 3.1 will also be provided to those listed above for information purposes.

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


If the petition needs more investigation, we will tell you the steps we plan to take. 


If the petition applies to a planning or licensing application, relates to a subject where consultation by the Council is currently being undertaken or is due to be undertaken in the next six months (e.g. Formal Budget/Savings Proposals consultation), or is a statutory petition on a matter where there is already an existing right of appeal (such as Council tax banding and non-domestic rates) other procedures apply.  In our acknowledgment to you, we will explain these procedures and how you can express your views.  Where a petition is passed to another department it may then become subject to any conditions relating to representations for such matters i.e. a petition in respect of a planning representation may be published in full which includes names and address of those who have signed the petition.
Petitions containing less than 25 signatures will not be presented to a Council meeting, but treated as general correspondence and forwarded directly to the relevant service department for response.


‘Ordinary’ petitions 


For petitions containing at least 25 valid signatures you can present your petition to a meeting of the Council (which all Councillors can attend). Alternatively, you (as the petition organiser) and up to two other people who have signed the petition, can choose to meet directly with the relevant decision-maker to present your petition.

Once an ‘ordinary’ petition is received the Governance Support Team will write to you to inform you which body/decision-maker will respond to your petition and confirm which of the above options you would like to proceed with. 

Presentation to Council

If you wish for the petition to be presented to a meeting of the Council you can speak in support of the petition at the meeting for up to five minutes.  Confirmation of speaking in support of a petition must be received from the petition organiser by 4.00 p.m. the day before the Council meeting by registering with the Governance Support Team (by telephone on 01803 207087 or by e-mailing governance.support@torbay.gov.uk).

Please note the petition will not be debated by the Councillors at the Council meeting, it will be referred straight to the relevant decision maker following the presentation of your petition at the meeting. 

Also, if the subject of the petition is due to be considered by the decision-maker before the next meeting of the Council it will be referred to the decision-maker direct and you will not, therefore, have the opportunity to present the petition at a Council meeting.

Meeting with decision-maker

If you wish for the petition to be submitted directly to the decision-maker you will be informed of who will be contacting you to make the necessary arrangements for meeting with the-decision maker.  This meeting will normally be arranged within 28 days from notifying the Governance Support Team of your decision to proceed with this option. 

The decision-maker may respond to the issues raised in your petition in one or more of the following ways:

· Taking the action requested in the petition;

· Holding an inquiry into the matter;

· Undertake research into the matter;

· Hold a public meeting; and/or

· Undertake consultation.


Full Council Debates


If a petition contains more than 1000 valid signatures it will be debated by all Councillors at a meeting of the Council unless the matter is resolved before the meeting to the Petition Organiser’s satisfaction. 

You will receive notification from the Governance Support team with details of the Council meeting to which your petition will be submitted.  The Council will endeavour to consider the petition at its next meeting, although on some occasions this may not be possible and consideration will then take place at the following meeting.  You will be given five minutes to present the petition at the meeting and the petition will then be discussed by the councillors.  

The Council will decide how to respond to the petition at this meeting, it may decide to:

· take the action the petition requests;

· not to take the action requested for reasons put forward in the debate;

· make recommendations to the Leader of the Council if the issue is one for him/her to make the decision; or

· commission further investigation into the matter, for example by a relevant committee.  

The petition organiser will receive written confirmation of this decision.  This confirmation will also be published on our website.

7.
Feedback – will the petitioners be told of the outcome?


Yes, the Petition Organiser will receive written confirmation setting out the Council’s final response to the petition.  This will normally outline the steps taken by the Council to consider the issue, including the involvement (where applicable) of the elected Councillors. 


We will also publish details of petitions received and the final response/outcome of the petition on the Council’s website.

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


If you feel that we have not dealt with your petition properly, the petition organiser can complain through the Council’s complaints procedure.  The Governance Support Team can provide you with details of how to complain or you can find details on the Council’s website (www.torbay.gov.uk).  

9.
Other ways to make your views known


Torbay Council values petitions and this document sets out clear commitment about how we will respond to the petitions we receive.

Petitions are not, however, the only - or necessarily the easiest or quickest - way to resolve an issue or to make your views known.

You can also: 

· Contact the relevant Council service directly. 

· Contact your local Councillor or Community Partnership if you have a concern which relates to your local area or neighbourhood. 

If you wish to make a complaint about a Council service, then you should instead use the Council’s Complaints Process.

There are a number of other ways you can have your say and get involved in local decisions.  To find out more go to our website: http://www.torbay.gov.uk/index/yourcouncil/councillorsdecisions/haveyoursay.htm
10.
Data Protection

If you are organising a petition you will need to consider whether you will become a data controller under Data Protection Law for the personal data you will process as part of the petition.  Further information can be found on the ICO’s website. 

One of the key requirements of data protection law is that individuals should be informed as to how their personal data will be used. Therefore, you will need to advise those signing your petition, that their personal data may be made available for anyone to inspect, to confirm the validity of the petition. 

Petitions received under this scheme will not be published in full and when they are presented to Council or to the decision maker, details are provided about the petition organiser and the number of people who have signed the petition.  A full original copy of the petition is retained by the Governance Support Team. 

Once we receive your petition, Torbay Council becomes the data controller for the petition and will process it in accordance with this scheme. Our lawful basis under Data Protection Law for processing this personal data, is that is necessary for the performance of a task carried out in the public interest or in the exercise of official authority vested in the Council, in accordance with our duties to support and promote democratic engagement under the Local Government Act.

Should an individual wish for their name to be removed from a petition, they can make an information rights request via our website.   

11.
Special requirements
If you need any special help with accessing any Council buildings or if you have any special requirements please advise the Governance Support Team (using the contact details provided below) before the meeting.

To ask for a copy of this guide in another format or language, or for more information on petitions or Council meetings, please contact:

Governance Support on (01803) 207087

Email:  governance.support@torbay.gov.uk
	Subject of petition:
	

	Action required:
	

	Organiser/Main Contact for Petition

	Name:
	Telephone number:

	e-mail address:

	Address (including name or number, street, town)::




Using the guidance set out in this scheme please select the relevant petition type for your petition from the options below. If applicable, please also tick the box confirming whether you would like to present your petition by speaking at a Full Council meeting:
	Ordinary (contains 25 signatures or more)


	
	

	please indicate where you wish to submit your petition:

	Full Council Meeting 
	
	or 
	Direct to Decision Maker
	
	

	

	If you have chosen to submit your petition straight to a Full Council Meeting would you like to speak at the meeting? please tick box below

	Yes 
	
	Name of speaker:
	No
	
	

	

	Petitions for Council debate (contains 1000 signatures or more)

 
	
	

	please indicate if you would like to speak at the Council meeting

	Yes 
	
	Name of speaker:
	No
	
	

	


	Subject of petition:
	


	Name
	Address (including name or number, street, town) or place of work or study if not a resident in Torbay
	Signature

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Please copy this page for further signatures
DATA PROTECTION: Torbay Council will become the data controller when the petition is submitted to the Council. The details you provide on this form will only be used for the purpose of this petition, however, please be aware that your name and address may be published in accordance with our petition scheme.  
