
Processing Public Transport Petitions at MCA Meetings 
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Pre-meeting Meeting Post Meeting

Start Petition 
Received

SYPTE Officer to inform 
petitioner that Governance 

Team will be in touch to 
advise re date of meeting.

Governance team 
receive petition

Scan full 
petition (if 
available) 

and covering 
letter(s) 

Email:
• the petition(s)
• covering letter(s)
• Petitioners name, telephone number,

email address and postal address 
• Preferred contact method 
to:
Governance@sheffieldcityregion.org.uk

Provisionally place 
on next available 

MCA agenda 
(modern.gov) – 7 
clear days notice 

is required.

Contact Petitioner, explain 
reason for rejection and 

signpost to relevant body

Send Petition 
and info to Stat 

Officers for 
decision re 

presentation at 
meeting

Petition 
Accepted?

Contact Petitioner with 
following information:
• Meeting date
• Meeting time
• Can attend with up to 5 

in the party, and
• Can speak for max of 5 

minutes
• If the petitioner

doesn’t want to 
present the petition,
arrange for officer to 
present on their behalf.

• Ask Petitioner to bring
a full copy of the
petition to the meeting

Yes

End

Inform JAGU 

No

Log petition details 
on the Petition Log 

on n:drive

Petition 
presented to 

MCA and action 
allocated to 

Officer

Update agenda on 
modern.gov

Lock hard 
copy of 

petition in 
secure place 

(GDPR).

Inform 
relevant 

Officer of 
action to be 

taken

Update Petition 
Log with action 
to be taken and 

by whom

Inform SYPTE 
Comms team 
edcorporatecommunic
ationsteam@sypte.co.
uk 

Send paper copy of 
petition to SYPTE 

Comms and 
outcome of meeting

edcorporatecommunic
ationsteam@sypte.co.

uk 

Provide 
feedback to 
petitioner  
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