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Appendix 2 
Notice of Motion: Committee Services handling guidance  
Under Standing Orders 35 and 49  
 

 

 

Councillors advised to seek early advice 
on terms of a proposed Notice of Motion 

(NoM) 
  

NoM submitted to 
committee.services@moray.gov.uk  

in advance of 14 day deadline to give 
sufficient time for following checks 

  

Initial format check by Ctee Services 
✓ Does NoM meet basic requirements 
✓ Countersigned  

CSO contact Cllr to 
advise and return 

 

Is a reason for 
urgency included? 

CSO upload to SharePoint site 

Contact relevant Chair 
to accept an urgent 

motion 

CSO alerts MO/relevant Senior Officers 
for initial views on competency 
Is the NoM… 
…at the right committee? 
…actionable? 
…of strategic relevance? 
Does the NoM… 
…have sufficient background info? 
…have sufficient financial & risk info? 
…change a decision within 6 months? 
…action already being dealt with? 
 

Initial views obtained 
CSO take a view on NoM 

No competency issues 

CSO/Legal to contact Councillor and Chair 

1. Competency issue resolved 
- Re-word NoM 
- may involve addition of 

background info / clarification 
of resource/ financial 
implications 

If subject matter is too complex 
for a NoM may be adjusted to 
request an officer report. 

NoM goes forward onto 
agenda  

2. Competency issues 
capable of being dealt with 
at committee 
Is officer advice /briefing 
/clarification able to be given 
at the meeting for members 
to debate and make an 
informed decision. Discuss 
with chair. 

3. Fundamental competency 
issues not capable of being 
resolved 

Competent 

No No 

Yes 

Yes 

Legal Adviser recourse if required 

Accepted 

Rejected 

NoM format checklist  
 

• Notice of Motion to  
[Committee] on [date] 

• [Reason for urgency]  

• [Material Change of 
circumstances,  if 6 month rule 
applies] 

• Background -must contain 
sufficient and clear info +refs to 
any material referred to. 

• Action required- must be clear, 
relevant and actionable 

• Financial implications – costs/ 
source of funding must be clear 

• Signed and countersigned 

In considering whether a NoM is 
going to the right committee, 
reference will be made to the 
Council’s Scheme of Admin.   
Service committee issues will only 
be given consideration at Full 
Council where the issue is time 
critical and cannot wait until the 
next meeting. 

In determining whether a NoM 
has strategic relevance  the 
following considerations apply:  
< More likely to allow:  
Relating to significant policy / 
strategy / plans / significant 
financial implications / impact on 
wide section of public 
> Less likely to allow:  
Individual situations which;  
- go against agreed council policy 
- decisions for which there is an 
agreed position or process  
- request is out with council 
powers 

Competency issue identified 

CSO advises Councillor of 
outcome of NoM process  

Competent 

Reject 

CSO advises Councillor of 
outcome of NoM process; 
 - suggest that NoM could be 
re-framed for future meeting 
- note availability of written 
question or question time 

Yes 

No 

Amendments to a proposed 
Notice of Motion on an 

agenda are requested to be 
submitted in writing to 
Committee Services – 

committee.services@moray.
gov.uk 

 prior to the meeting where 
possible. 
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