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OFFICIAL 

 
DRAFT PROTOCOL – REMOTE COUNCIL 
MEETINGS  

 

 

1. Introduction 

a) The Local Authorities and Police and Crime Panels (Coronavirus) (Flexibility of Local 

Authority and Police and Crime Panel Meetings) (England and Wales) Regulations permit 

remote attendance in Local Authority meetings. These are effective without the need 

for any changes to Council constitutions and where there is a conflict between the 

regulations and the Council’s constitution the regulations apply. 

b) The regulations are clear that a meeting is not limited to those present in the same place, 

but includes electronic, digital or virtual locations (internet locations, web addresses or 

conference call telephone numbers). 

c) Remote attendance is permitted as long as certain conditions are satisfied. All 

Councillors participating in a meeting must be able to hear (and ideally see) all other 

Councillors in attendance, and must, in turn, be able to be heard (and ideally seen) by 
those other Councillors participating.  

d) In addition, all Councillors must be able to hear (and ideally see), and in turn hear be 

heard (and ideally seen) by any members of the public who attend the meeting and have 

a right to speak.  

e) Where members of the public do not have a right to speak at the meeting, they need to 

be able to hear (and ideally see) the participants in the meeting.  

 

 

2. Access to documents 

a) Democratic Services will publish the agenda and reports for committee meetings on the 

Council’s website and will notify councillors by email in line with usual practice. Paper 

copies of agendas will only be made available to the Chair of a virtual meeting.  

b) Printed copies will not be available for inspection at the Council’s offices and this 

requirement was removed by the Regulations. 

 

3. Starting the Meeting 

a) The Chair will ask all participants to turn off microphones, unless they are speaking. This 

prevents background noise, coughing etc. which is intrusive and disruptive during the 

meeting. Members would then need to turn their microphones back on when they wish 

to speak.  

b) Formal Committee meetings will be recorded. The recording is not like a webcast, 

because what is being recorded can be different to what you see on screen. So, 

participants could be being filmed, even if they are not speaking, simply by virtue of having 

their video switched on. Attendance of members of the meeting will also be recorded 

by the Democratic Services Officer. 

c) The Chair will confirm at the outset and at any reconvening of a committee or cabinet 

meeting (apart from cabinet and council) that they can see and hear all participating 

councillors. They will also ask each councillor to introduce himself/herself at the start of 

the meeting.  

 
4. Quorum 

a) The normal quorum requirements for meetings as set out in the Council’s Constitution 

will also apply to a remote meeting.  
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5. Public Participation 

a) Participation by members of the public will continue in line with the Council’s 

constitutional arrangements. 

b) Members of the public can listen, to or observe the proceedings of a committee, unless 

a decision has been taken to hold the meeting, or part of the meeting, in private.  
 

6. The Meeting and Debate 

a) The Council’s Rules of debate will continue to apply.  

b) The councillor’s code of conduct and the planning code of conduct will continue to apply. 

c) Members of the Committee who wish to speak in the debate should click on the meeting 

chat facility and simply write x. The Chair will then be aware you wish to speak and can 

take the requests in the appropriate order. 

d) It is important that the chat function is used solely for this purpose or to raise a point of 

order, as comments on the chat function are available to all members and officers 

attending the meeting and can otherwise be very distracting.  

e) It is helpful if you start any comments by giving your name, so that members of the public, 

particularly those who are using audio, are aware of who is speaking. 

f) When referring to reports or making specific comments, please refer to the report and 

page number so that all Members of the Committee have a clear understanding of what 

is being discussed at all times. 

g) If the debate appears to be coming to an end, the Chair may ask if any other Member of 

the Committee wishes to speak before concluding the debate. 

h) If a councillor has a disclosable pecuniary interest in any item of business he or she will 

need to leave the meeting whilst that item is dealt with. 

 

7. Meeting Etiquette Reminder  

a) Remote meetings by their nature will have a different culture from those held in person. 

Many people will find it hard to maintain focus for long periods of time and may be 

unfamiliar with the technology being used. It will therefore be helpful for councillors, 

particularly Chairs to adopt a structured approach to meetings, to make sure that 

everyone is able to participate and to take breaks where appropriate.  

 

8. Voting  

a) We are building a voting system within the Teams facility, to allow councillors to vote 

by pressing the relevant for/against or abstain button on Teams. 
b) Prior to the voting system becoming available the chat function may be used to ask the 

Committee to take a vote. When it comes to taking the vote, the Democratic Services 

Officer will type in the chat….’All those in favour’. Those in favour of the proposal should 

type in Yes/No/Abstain as appropriate. 

c) If a Chair does not wish to use this mechanism, and for formal meetings of the planning 

and licensing committees the Chair will ask each Member (of the Committee) to vote in 

turn.  The Democratic Services Officer will record the outcome of votes and announce 

these to the meeting. 

 

9.   Confidential or Exempt Reports and Debate 

a) There are times when council meetings are not open to the public, when confidential, 

or “exempt” issues (as defined in Schedule 12A of the Local Government Act 1972) are 

under consideration.  

b) Each councillor in remote attendance must make sure that there are no other persons 

present who are not entitled to see or hear discussion of these items of business. They 

should verbally declare this at the start of any meeting that is held in private and take 

care to make sure that any confidential papers they have are not visible to anyone 

watching the recording.  
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c) Any councillor in remote attendance who fails to disclose that there were in fact persons 

present who were not so entitled would, be likely to be in breach of the Members’ Code 

of Conduct responsibilities. 

 

10.  Interpretation of standing orders 
a) Where the Chair is required to interpret the Council’s existing standing orders in light 

of the requirements of remote participation, they shall take advice from the Democratic 

Services Officer or Monitoring Officer prior to making a ruling. However, the Chair’s 

decision shall be final.  

 

11. Disturbance from Members of the Public   

a) If any member of the public interrupts a meeting the Chair will warn them accordingly. 

b) If that person continues to interrupt or disrupt proceedings the Chair will remove them 

as a participant from the meeting, democratic services officers will provide technical 

support to do this. 

 

12. After the meeting 

a) At the conclusion of the meeting, the recording of the meeting will be available from the 

council’s website.  

b) Please ensure you leave the meeting by clicking on the red phone button to hang-up.  
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APPENDIX ONE – JOINING THE MEETING AND OTHER TECHNICAL ISSUES 

 

1. Microsoft Teams 
Microsoft Teams (‘Teams’) is the system recommended for hosting remote / virtual meetings. It 

has functionality for audio, video, and screen sharing and you do not need to be a member of an 

organisation (or have a Teams account) to join a Teams meeting. 

 

2. Joining the Meeting  

Councillors 

a) Councillors are encouraged to check that they can join earlier in the day in order to check your 

remote links are working and avoid disrupting the meeting. 

b) Councillors should use the link within the calendar invite for the meeting which will say ‘Join 

Microsoft Teams Meeting’, which will open the Microsoft Teams app on the laptop/tablet 

automatically.  

c) Councillors are encouraged to blur the background, or show a virtual background on their video 

feed for their own privacy and should be careful to avoid exempt or confidential papers from 

being seen in the video-feed. 

d) It is good practice to turn off smart speakers such as Amazon Echo (Alexa), Google Home or 

smart music devices. These could inadvertently record phone or video conversations, which 

would not be appropriate during the consideration of confidential items.  

 

3. Access to the meeting by members of the public 

a) External users can join the meeting by following the link on the Council’s website – “Watch our 

meetings.” 

b) A conference call number and ID will also be made available to external people who are calling 

in as participants in the meeting. Alternatively, they can be added to the meeting by the 

Democratic Services Officer as a voice call using either a landline or a mobile phone.  

c) When a member of the public is addressing a meeting, they will be invited to speak at the 

appropriate time.  

d) They will need to ensure their microphone is enabled so the meeting can hear them. If they have 

video capability on their laptop / device, then they should turn this on so the Committee can see 

them.   

e) The microphone must be switched off again after they have made their contribution. 
 

4. Loss of connection  

Occasionally when using remote technology the screen and audio will freeze, usually if you do 

nothing, you will be reconnected after twenty seconds. 

 

5. Loss of connection to members of the public in a public meetings 

a) If the Chair is made aware that the meeting is not accessible to the public through remote 

means, due to any technological or other failure of provision, then the Chair will adjourn the 

meeting immediately.  

b) If the provision of access through remote means cannot be restored within ten minutes, then 

the remaining business will be considered at a time and date fixed by the Chair. If he or she 

does not fix a date, the remaining business will be considered at the next ordinary meeting 
 

 

6. Loss of connection to a remote councillor or councillors 

a) A councillor will be deemed to have left a meeting if his or her remote connection to the meeting 

fails. 

b) In such circumstance the Chair will: 
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 count the number of Members in attendance remotely to ensure there is a quorum;   

 if there is a quorum, continue to transact the remaining business of the meeting in the 

absence of the Member in remote attendance.  

 if there is no quorum, adjourn the meeting for ten minutes to permit the remote connection 

to the meeting to be re-established;  

c) If the connection is successfully re-established, then the remote Member(s) will be deemed to 

have returned at the point of re-establishment. In meetings of committees carrying out planning 

or quasi-judicial functions, a councillor who was disconnected will not be able to vote on any 

items under discussion whilst they were disconnected as they will not have heard all the facts.  

d) If the provision of access through remote means cannot be restored within ten minutes; then 

the remaining business will be considered at a time and date fixed by the Chair. If he or she does 

not fix a date, the remaining business will be considered at the next ordinary meeting.  

 

7. Loss of connection to a participant in the meeting who has a right to speak  

a) Members of the public attending a meeting remotely must, be able to be heard (and ideally be 

seen) by all councillors attending the meeting, when they are speaking. The Members of the public 

participating in the meeting must also be able to hear (and ideally see) the councillors in the 

meeting and any other members of the public who are attending the meeting and entitled to 

speak in the meeting.  

b) Submissions, petitions or questions received from members of the public can be read out by 

the Chair or a Democratic Services Officer where permitted under the council’s constitution. 

In relation to the Planning Committee if a speaker has submitted a written submission and has 

confirmed their acceptance, this can be read out if their connection cannot be restored and 

they are unable to access the committee through other means. This would enable the 

application to continue to be determined. If they are not in agreement the application would 

have to be deferred.  

c) Should any aspect of a member of the public’s remote participation fail, the Chair will call a short 

adjournment of up to five minutes to determine whether the connection can quickly be re-

established, either by video technology or telephone in the alternative. If the connection is not 

restored within that time, the meeting will continue to deal with the remaining items of business, 

whilst attempts are made to restore the remote connection; providing the meeting remains 
quorate and the public are able to hear.  

d) If the provision of access through remote means cannot be restored within ten minutes; then 

that item of business will be considered at a time and date fixed by the Chair. If he or she does 

not fix a date, that item of business will be considered at the next ordinary meeting. 


