
Community Pharmacy Cheshire & Wirral LPC
STANDING ORDERS AND CODE OF CONDUCT 

1 CALENDAR OF MEETINGS

1.1 The LPC will meet at least 8 times in each year.
1.2 There will be a schedule of dates set annually in September and communicated to the full committee.


2 TIMING OF MEETINGS
2.1 Meetings will typically run from 9.30am-5pm.
2.2 Where business has not been completed in the time stated in paragraph 2.1 above, those present may resolve to extend the meeting for a given time to deal with the specified business. 

2.3 Any business not completed will become part of the agenda for the next meeting.
3 QUORUM

3.1 According to the LPC Constitution the quorum requirement for the meetings equates to 8.
3.2 If a meeting is not quorate or becomes inquorate during the meeting, no decisions or actions can be taken but the meeting can continue and a note of an inquorate meeting be made, with items requiring decisions being carried forward to the next meeting.

4 NOTICE OF MEETINGS

4.1 Written notice of meetings and the agenda will be sent to members email addresses so that they may be received 7 clear days before the meeting.

4.2 Non receipt of the notice of a meeting will not invalidate the meeting.

5 AGENDA

5.1 Agenda of the meeting will be organised by the Business Support Officer in consultation with the Chair and Chief Officer. 

5.2 Any member may request an item to be placed on the agenda by contacting the Business Support Officer not less than 7 days before the meeting.

5.3 Any member wishing to raise an urgent item at the meeting must give notice to the Chair at the start of the meeting. The LPC will decide whether any such item will be discussed or dealt with at a subsequent meeting.
6 ANY OTHER BUSINESS

6.1 Members of the LPC should inform the Chair of any items they wish to raise under Any Other Business at least 24 hours before the meeting.

6.2 Immediately after the Minutes of the previous meeting have been approved the Chair will inform meeting of matters brought forward.

6.3 The meeting will decide if any item so identified may be raised under Any Other Business, whether it should be deferred to a subsequent meeting, or whether it should not be heard at all.

7 ATTENDANCE

7.1 Apologies should be tendered to the Business Support Officer not less than 7 days before the meeting. 
7.2 If a member is required to tender apologies within 7 days of the meeting the member shall provide a clear explanation of their reason for non-attendance.

7.3 Any member who does not give 7 day’s notice of non-attendance, nor provides a legitimate reason for their absence will have the cost of the catering deducted from a future LPC meeting attendance payment.

7.4 The committee will decide who, other than those entitled to attend, may be admitted to a meeting. 

8 MINUTES OF MEETINGS/ACTION PLANS
8.1 The LPC Business Support Officer will ensure that minutes of meetings are drawn up on consecutively numbered loose pages.

8.2 A dissenting view will be recorded in the Minutes of the meeting, if that is the wish of one or more members present.

8.3 The Business Support Officer will circulate copies of the draft minutes to all members of the LPC within 7 working days of the meeting.

8.4 The Minutes of a meeting will be considered for approval or amendment at the next meeting.

8.5 Action will be taken on the basis of decisions and need not await the approval of Minutes at the next meeting.

8.6 The minutes will be reviewed and approved at the next meeting.

8.7 The minutes of meetings will be available once they have been approved by the Chair.
8.8 Copies of the minutes will be uploaded to the LPC website once they have been approved by the committee and signed by the Chair.
8.9 Those minutes, which the LPC determines as confidential, will be minuted on a separate sheet and copies will not be publicly available.

9 DISCUSSION AND DEBATE

9.1 The Chair will ensure that all members enjoy equality of opportunity to express their views.

10 DECISION MAKING

10.1 A decision of the LPC is binding upon all its members.

10.2 All decisions made by this network will abide by the principles for decision making set out in Appendix 2
11 ACCESS TO MEETINGS OF THE NETWORK
11.1 When addressing a specific item on the agenda a non-member may be invited by the Chair to attend that part of the meeting.

11.2 Anyone seeking permission to attend a LPC meeting must approach the Chair who will make a decision in consultation with other relevant stakeholders.
12 DECLARATIONS OF INTEREST
12.1 The LPC will maintain a register of the pecuniary interests of its members completed and signed by the relevant member (Appendix 4).
12.2 This register will be updated by members on an annual basis in April.
12.3 During a meeting members will draw attention as appropriate to their declared personal or pecuniary interests.

13 DELEGATION OF FUNCTIONS

13.1 In order to ensure the most efficient use of time and resources, and in some cases to ensure absolute propriety, the LPC will, where appropriate and proper to do so:

13.1.1 set up working parties to provide information and/or make recommendations to the whole LPC;

13.1.2 delegate work to individual members of the LPC or appropriate individuals who are not a part of the core membership of the network.

13.2 The LPC stresses that no action may be taken by an individual member unless authority to do so has been delegated formally by the LPC.

13.3 If any urgent action is taken by the Chair between meetings the facts will be reported to the next meeting of the LPC.
13.4 Public statements will be made only by those delegated to make them.

14 CONFIDENTIALITY
14.1 All members have a duty not to discuss any confidential item of the LPC business outside the meeting.  
14.2 All members of the LPC will sign a Statement of Confidentiality, see example Appendix 3.

14.3 The Statement of confidentiality will be filed by the Business Support Officer with the Declarations of Interest Statements.  All confidential documents will be stored safely or destroyed safely.
15 REVIEW
15.1 These standing orders will be reviewed annually in April.
15.2 Amendments to these standing orders may be made at any LPC meeting.

15.3 The previous version should be clearly marked ’replaced by the version dated<insert date>’.

16 DISTRIBUTION

16.1 One copy of these Standing Orders will be presented to each member of the LPC.
16.2 One copy will be filed as a record of the meeting at which they are agreed or amended.

16.3 Once agreed, the Chair should sign and date the last page and initial those preceding.

Chair 

Name : ………………………………….
Signature : ……………………….

Date : …………………………….

APPENDIX 1
Meetings Charter

As a member I expect:

· people to attend regularly and be punctual;

· an agenda and relevant documents to reach me at least 7 days before the meeting;

· an agenda that makes clear the purpose of each item;

· a Chair who keeps to the agenda, paces the meeting so that time is given to each matter in proportion to its importance, draws on all members for contributions and keeps discussions to the point;

· my contribution to be heard and others to contribute to the discussion;

· the decision making process to be quite clear;

· members to work together and not to be stubbornly partisan;

· members to take collective responsibility for decisions;
· minutes that summarise discussion, question and challenge succinctly, record decisions accurately and are made available, in draft form, soon after each meeting.

Others can expect me to:

· attend regularly and be punctual;

· tender apologies when necessary

· read the agenda, minutes and other papers before the meeting and note items I want to say something about;

· acknowledge and reply to correspondence (including e mails) 

· bring my papers to the meeting;

· make relevant and positive contributions;

· stick to the point and be relevant when speaking

· listen to and consider what other people want to say;
· respect other LPC members and be courteous when there are differences in opinions.

· accept my share of collective responsibility, even for those decisions that I do not personally agree with.

· treat everyone equally not discriminating on the grounds of age, gender, disability, race, ethnic origin, nationality, colour, parental or marital status, religious belief, class or social background, sexual preference or political belief.

· recognise that each member of the LPC has equal status irrespective of whom they represent.
The Chair is expected to:

· ensure that the business of the LPC is conducted properly, and in accordance with legal requirements;

· ensure meetings are run effectively, focusing on priorities, making the best use of time available, and ensuring that everyone has an opportunity to participate in discussion and decision making;

· ensure that at meetings only one person speaks at a time, on one issue, and no-one speaks while the Chair is speaking
APPENDIX 2

PRINCIPLES FOR DECISION MAKING

It is important that any action taken on behalf of the LPC should be conducted in a proper and responsible manner.  The Committee for Standards in Public Life (Nolan Committee) came up with seven key principles for anyone holding public office which can be applied to your work as a member:

The LPC should set out expectations in a code of conduct.  If there is no code of conduct it is important that the LPC puts one in place.
	SELFLESSNESS
	Act only to benefit your contractors and not in order to gain financial or other advantages for yourself, your family or friends.



	INTEGRITY
	Avoid being placed under any financial or other obligation to outside individuals or organisations who might seek to influence you in the performance of your duties.



	OBJECTIVITY
	Make choices based only on merit when it comes to things like making staff appointments, awarding contracts or recommending individuals for rewards and benefits.


	ACCOUNTABILITY
	Recognise that you must submit yourself to appropriate scrutiny.



	OPENNESS
	Accept the need to give reasons for your decisions and restrict information only when the wider public interest clearly demands.



	HONESTY
	Declare any private interests relating to your duties as a member and take steps to resolve any potential conflicts.



	LEADERSHIP
	Promote and support these principles by leadership and example.




APPENDIX 3

Community Pharmacy Cheshire & Wirral Local Pharmaceutical Committee

Confidentiality Agreement for LPC  Members

I understand that as an LPC member I may have sight of or acquire information that will be commercially sensitive or may for other reasons be information that the LPC or the pharmacy contractor(s) to whom the information relates would not wish to be communicated to third parties. 

I acknowledge my obligation to ensure that I do not make use of any such information for purposes other than those of the LPC.  I further acknowledge that all information received from or about contractors that relates to their business and financial affairs may not be disclosed to anyone without the express consent of the contractor to whom it relates, in which case the disclosure will be through the LPC Chief Officer.
I will make full disclosure to the LPC of all appointments or offices held by me and I will consult the LPC prior to accepting any appointment or office that may reasonably be thought to be relevant to my membership of the LPC.

Signed 




  Date 






Print Name 






APPENDIX 4

Community Pharmacy Cheshire & Wirral LPC 

Annual Declaration of Members’ Interests

In order to comply with the requirements of the Code of Conduct item 6 – Honesty - the following action needs to be completed with regard to Declaration of Interest.

Register of Interests

A loose leaf register will be maintained containing individual declarations (including nil returns) of all LPC members.

The declaration should be completed annually at the April meeting. New members would complete the declaration at their first meeting, and again at the April meeting.

Any changes in interests should also be added to the register as soon as known.

Declaration of Interests

In addition, at each meeting of the committee there will be an agenda item requesting the declaration of interests specific to that agenda. This item would usually follow the apologies for absence. Most usually the declaration would be made verbally and recorded in the minutes of the meeting, but may sometimes be declared before the meeting at the time of the publication of the agenda.

General

The secretary will be responsible for all operational aspects of this guideline on the declaration of interests.

An anonymised register of Interests should be available for public inspection.

CODE OF CONDUCT – DECLARATION OF INTERESTS

Name:
____________________________________________________

	1.
	Main employment: 

Please give the name and address of your main employer/partnership or indicate if Self-employed.
	

	2.
	Remunerated Directorships:  Please give details of any company of which you are or have been, an Executive Director or Non-Executive Director in the last 5 years.
	

	3.
	Other Remuneration: 

Please give details of any other sources of remuneration which could cause a conflict in your role as an LPC member.
	

	4.
	Benefits in kind: Please give details of any benefits in kind received from pharmaceutical companies in the last 5 years.  Exclude articles of low intrinsic value e.g. diaries, pens etc and modest hospitality.
	

	5.
	Significant Financial Interest: Names of companies or other bodies in which you have an interest, either on my own account, my spouse or infant children, for a beneficial interest in share holdings greater than the 10% of the share capital
	

	6.
	Membership of Public Bodies: Please give the name and address of any Local or Health Service Body of which you are a member or from whom you receive remuneration.
	

	7.
	Other Organisations: Please give details of any organisation with which you are involved which could impact on decisions of the committee or your contribution to the decision making process.
	


Signed:
______________________________
Date:
______________
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