
 NORTH LINCOLNSHIRE COUNCIL 
OFFICER DECISION NOTICE AND RECORD 

(PUBLISHED) 
 

 
1. DECISION TAKEN: To approve the attached Remote Meetings Procedure Rules (and Remote Meetings 
Protocol) (‘Rules’) for inclusion in the Council’s Constitution.      
 
 
EXECUTIVE                                         NON-EXECUTIVE                    X                    (Please mark either) 

IS THIS A 'KEY DECISION' ?  (see definition overleaf) Yes No x 
DOES THIS DECISION RELATE TO EXEMPT INFORMATION? Yes No x 
EXEMPT PARAGRAPH REFERENCE (NOT TO BE PUBLISHED)   

 
 
2.  OFFICER DECISION   
     TAKER 
 
 
 
 
 
 
 

 
NAME:  William Stuart Bell  
 
POSITION/POST: Head of Legal and Democracy/Monitoring Officer   
 
SIGNATURE           
 
……….…………………………………………………………... 
 
DATE                    1 May 2020 

 
3. REASONS FOR 
       THE DECISION 
(Please ref to any 
report/minute/background  
documents attached) 

 

 
The Rules have been developed to embed within the Council’s Constitution the 
requirements of the Local Authorities and Police and Crime Panels (Coronavirus) 
(Flexibility of Local Authority and Police and Crime Panel Meetings) (England and 
Wales) Regulations (‘Regulations’) and to make certain other incidental changes 
to ensure business continuity. 
 
The Rules have been drafted in accordance with advice from Lawyers in Local 
Government (‘LLG’) and the Association of Democratic Services Officers 
(‘ADSO’) and pursuant to paragraph 4 (6) of the Regulations. 
 
The Rules are approved by the Monitoring Officer pursuant to his delegated 
powers under the Council’s Scheme of Officer Delegations.  
 
The intention is for the Rules to remain in place until 7 May 2021 unless revoked 
or amended earlier or following early repeal of the Regulations.    
 
 

 
4.   ALTERNATIVE  
     OPTIONS CONSIDERED 
     AND REJECTED (BY  
     DECISION TAKER(S) 
 

 
There are no other options available. 
The Rules are necessary to ensure the Council complies with the requirements of 
the Regulations and makes such other incidental changes as are necessary to 
ensure the continuity of business during the Covid-19 pandemic. 
Both Group Leaders have been briefed on the Rules and both Group Secretaries 
have been notified of the preparation of the accompanying protocol.  
 
                                                     

 
TO BE COMPLETED BELOW - ONLY WHEN A DELEGATED OFFICER DECISION REQUIRES PRIOR 
CONSULTATION WITH A MEMBER (LEADER OF THE COUNCIL, CABINET MEMBER/CHAIRMAN OF A 
COMMITTEE) IN ACCORDANCE WITH THE ‘SCHEME OF DELEGATIONS TO OFFICERS’ OR 
DECISION/MINUTE OF COUNCIL/COMMITTEE OR DECISION/MINUTE OF CABINET/CABINET MEMBER. 
 
 
 
5. DECISION REQUIRED 
       TO BE TAKEN IN  
       CONSULTATION WITH 
       RELEVANT MEMBER 
 
 
 
 
 

 
COUNCILLOR     ……………………………………………………………………… 
 
POSITION             ……………………………………………………………………… 
 
SIGNATURE         ……………………………………………………………………… 
 
DATE                  ..…………………………………………………………………….. 
  
 
 



 
 

 
6. ANY CONFLICT OF 

INTEREST DECLARED 
BY ANY EXECUTIVE 
(CABINET) MEMBER 
(S) CONSULTED, 
WHICH RELATES TO 
THE DECISION, OR 
(NON-EXECUTIVE) – 
ANY MEMBER OF THE 
COMMITTEE THAT 
DELEGATED THE 
DECISION TAKEN   

 
 

No conflict of interest has been identified. 

 
7. WITH REFERENCE TO 
 6. ABOVE - HAS ANY 
 DISPENSATION BEEN 
 GRANTED TO THE 
 EXECUTIVE 
 (CABINET) MEMBER? 

(ONLY APPLIES TO 
EXECUTIVE) 

 
Not applicable. 

 
 
PLEASE REMEMBER TO ATTACH ANY ACCOMPANYING REPORT. 
 
WHEN COMPLETE, PLEASE SEND TO SERVICE MANAGER: DEMOCRACY FOR PUBLISHING. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(The definitions of a key decision are when an executive decision is likely -  
  
(i) to result in the Council incurring expenditure or the making of savings (including the 
receipt or loss of income) over £350,000 in any one financial year; or 

(ii) to be significant in terms of its effect on communities living or working in an area 
comprising two or more wards or electoral divisions in the area of the local authority). 
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•             the deputy leader may exercise the delegation. 
 
 
 
 
D9.01 INTRODUCTION AND APPLICATION  
 

  (a)    The Procedure Rules (and accompanying protocol in appendix A) provide 
the means and guidance for the conduct of any remote meeting of the 
Council, and its Cabinet (executive) meetings, Committees, Sub-
Committees and Panels, held under the provisions of the Local 
Authorities and Police and Crime Panels (Coronavirus) (Flexibility of 
Local Authority and Police and Crime Panel Meetings) (England and 
Wales) Regulations 2020 

 
  

 (b)   The Procedure Rules (and accompanying protocol) should be read in 
conjunction with the council’s related Procedure Rules within the 
Constitution. The above Regulations, made under section 78 of the 
Coronavirus Act 2020, apply notwithstanding any other legislation or 
current or pre-existing standing orders or any other rules of the council 
governing meetings and remain valid until 7th May 2021. This means 
that, wherever there is a conflict, these Remote Meetings Procedure 
Rules take precedence in relation to any remote meeting.  

 
D9.02  NO REQUIREMENT TO HOLD AN ANNUAL MEETING 
 

(a) The requirement to hold an Annual Meeting (see Procedure Rule 
D1.03(a) ) shall be disregarded and, prior to 7 May 2021, an Annual 
Meeting may only take place:: 
 
(i)  when called by the Mayor with the agreement of the Director: 

Governance and Partnerships, following consultation with Group 
Secretaries, or 

 
(ii) following a resolution calling for an Annual Meeting being passed 

at an ordinary or extraordinary meeting of Council.  
 
(Note: Applies to Council Procedure Rule D1.03)   

 
D9.03   NOTICE OF METTINGS AND ACCESS TO INFORMATION 
 

(a)   The Director: Governance and Partnerships shall give five clear working 
days’ notice to the public of the time of the meeting, and the associated 
agenda papers, together with details of how to observe/ the meeting, 
which will be available on the council’s website. 

  

PART D RULE 9 – REMOTE MEETINGS PROCEDURE RULES     
(AND REMOTE MEETINGS PROTOCOL). 

 

https://www.legislation.gov.uk/uksi/2020/392/made
https://www.legislation.gov.uk/uksi/2020/392/made
https://www.legislation.gov.uk/uksi/2020/392/made
https://www.legislation.gov.uk/uksi/2020/392/made
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(b)  Members of the meetings in D9.01(a) above shall be notified of a remote 
meeting by email and all agenda papers will be made available via 
electronic means/software as appropriate, at least five clear working 
days before the meeting.  

 
(c)   The ‘place’ at which the meeting is held, or to be held is interpreted as 

including reference to more than one place including electronic, digital or 
virtual locations such as internet locations, web addresses or conference 
call telephone, or a number of these combined. 

 
(d)  For all purposes (of the Constitution), the terms ‘notice’, ‘summons’, 

‘agenda’, ‘report’, ‘written record’ and ‘background papers’ when referred 
to being a document that is: 

 
(i)  ‘open to inspection’ shall include for these and all other purposes 

as being published on the council’s website, and 
          

 (ii)  to be published, posted or made available at offices of the council, 
shall include publication on the council’s website. 

                   
                     (Note: Applies to Council Procedure Rule D1.09 and relevant Access to Information 
                                 Rules) 
 
 
D9.04   REMOTE ACCESS TO MEETINGS  
 

(a)    For all purposes (of the Constitution), the term ‘meeting’ is not limited in 
meaning to a meeting of persons all of whom, or any of whom, are 
present in the same place, for which purposes any reference to:  

 
(i)  ‘place’ is to be interpreted as where a meeting is held, or to be 

held, includes reference to more than one place including 
electronic, digital or virtual locations such as internet locations, web 
addresses or conference call telephone number, or a number of 
these combined: and  

 
(ii)  ‘open to the public’ includes access to the meeting being through 

remote means including (but not limited to) video/audio 
conferencing, live webcast, and live interactive streaming and 
where a meeting is accessible to the public through such remote 
means the meeting is open to the public whether or not members 
of the public are able to attend the meeting in person.  

 
            (b)   If the Chair of the meeting is made aware that the meeting is not 

accessible to the public through remote means, due to any 
technological or other failure of provision (and this is validated), then 
the Chair shall adjourn the meeting immediately. If the provision of 
access through remote means cannot be restored within a reasonable 
period, then the remaining business will be considered at a time and 



 
 
Part D Rules of Procedure                              Rule 9 Page 3 of 17                 (updated April 2020) 
 
 

date arranged by the Chair. If he or she does not arrange a date, the 
remaining business will be considered at the next ordinary meeting.  

        
            (c)    Public access to the meeting by remote means, as described above, is 

different from the ‘public attending to exercise a right (on invitation) to 
speak’ – this public participation in the meeting is addressed in 
paragraph D9.05 below. Public access, including that of the press, is to 
observe, and or listen to the proceedings of the meeting by remote 
means as defined in (a) and (b) above.  

 
                     (Note: Applies to Council Procedure Rule D1.08 and D1.09 and relevant Access to Information Rules) 
  

 

D9.05    MEMBERS IN REMOTE ATTENDANCE 

              (a)   A Member in remote attendance is present and attends the meeting, 
including for the purposes of the meeting’s quorum, if at any time all three 
of the following conditions are satisfied, those conditions being that the 
Member in remote attendance is able at that time:  

 
(i)  to hear, and where practicable see, and be so heard and, where 

practicable, be seen by, the other Members in attendance.  
 

(ii)  to hear, and where practicable see, and be so heard and, where 
practicable, be seen by, any members of the public entitled to 
attend the meeting in order to exercise an opportunity or a right to 
speak at the meeting; and  

 
(iii)  to be so heard and, where practicable, be seen by any other  

members of the public attending the meeting.  
 
             (b)    A Member in remote attendance will be deemed to have left the meeting 

where, at any point in time during the meeting, any of the conditions for 
remote attendance contained in (a) above are not met. (for example, a 
remote connection failure). In such circumstance the Chair may, as they 
deem appropriate;  

 
(i)   adjourn the meeting for a reasonable short period to permit the 

conditions for remote attendance of a Member contained in (a) 
above to be re-established;  

 
(ii)   count the number of Members in attendance for the purposes of the  

quorum (The normal quorum requirements for meetings as set out 
in the council’s Constitution will also apply to a remote meeting); or  

 
(iii)  continue to transact the remaining business of the meeting in the 

absence of the Member in remote attendance (providing that the 
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meeting remains quorate and the public are able to hear 
proceedings). 

 
(c)   If a remote Member(s) is able to successfully re-join the meeting, for 

example a connection is successfully re-established, then the remote 
Member(s) will be deemed to have returned at the point of re-
establishment.  

  
             (d)   If for example, a connection to a remote Member is lost during a 

regulatory meeting, the Chair will stop the meeting to enable the 
connection to be restored. If the connection cannot be restored within a 
reasonable time, the meeting will proceed (if quorate) but the remote 
Member who was disconnected will not be able to vote on the matter 
under discussion as they would not have heard all the facts. 

 
              (e)  The attendance of members at the meeting will be recorded by the 

Democratic Services Officer. (This includes those who have notified 
and/or have been noted by the Democratic Services Officer as attending 
under the provisions of Council Procedure Rule D1.37b, or as a ward 
member) 

 
                            (Note: Applies to Council Procedure Rule D1.11 and D1.37 (b) 

 

D9.06 REMOTE ATTENDANCE AT MEETINGS (PARTICIPATION) BY MEMBERS 
OF THE PUBLIC 

  

(a)   A member of the public entitled to attend the meeting in order to exercise 
a right (or invitation) to speak at the meeting is in remote attendance at 
any time if all three of the following conditions are satisfied, those 
conditions being that the member of the public in remote attendance is 
able at that time:  

 
(i)  to hear, and where practicable see, and be so heard and, where 

practicable, be seen by, Members in attendance;  
 

(ii)   to hear, and where practicable see, and be so heard and, where  
practicable, be seen by, any other members of the public entitled 
to attend the meeting in order to exercise a right (or invitation) to 
speak at the meeting; and  

 
(iii)  to be so heard and, where practicable, be seen by any other 

members of the public attending the meeting.  
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(b)    A member of the public in remote attendance will be deemed to have left 
the meeting where, at any point in time during the meeting, any of the 
conditions for remote attendance contained in paragraph (a) above are 
not met. In such circumstance, the Chair may, as he or she deems 
appropriate:  

 
(i)  adjourn the meeting for a short period to permit the conditions for 

remote attendance contained in (a) above to be re-established;  
 

(ii)  suspend consideration of the item of business in relation to the 
member of public’s attendance until such time as a following item 
of business on the agenda has been transacted and the conditions 
for the member of the public’s remote attendance have been re-
established or, on confirmation that this cannot be done, before the 
end of the meeting, whichever is the earliest; or  

 
(iii)  continue to transact the remaining business of the meeting in the                        

absence of the member of the public in remote attendance.  
 

(c)   If a member of the public has given previous required notice (through 
meetings’ procedure rules within the council’s Constitution) to attend 
remotely and has not remotely accessed or joined the meeting by the 
start of the relevant item or specified time, and has made no attempt 
beforehand to contact the Democratic Services Officer, then the Chair in 
such circumstances will consider as deemed reasonably appropriate, 
whether to proceed without them or defer the relevant item of business. 

 
(d)   The Democratic Services Officer or meeting facilitator should be able to 

mute the member of the public once they have spoken, and if required 
remove them from the remote meeting on the instruction of the Chair, in 
order to maintain the good administration of the meeting or to retain 
order. 

 
(e)   If notice is given by the council of any technological remote access 

(participation) failure, which cannot be resolved prior to a scheduled 
remote meetings, then the council may request that public participation, 
speaking rights (or invitation) can be made by receipt of written 
representations. The chair or Democratic Services Officer will then read 
out submissions received from the public at the meeting.  

 

D9.07  REMOTE MEETING PROCEDURE AND PROTOCOL 

(a)  The council will put in place a technological platform to facilitate and 
enable members, officers and the public to participate and access 
meetings defined in paragraph D9.01 above. Democratic Services 
Officer(s), as supported where necessary by IT officers, shall facilitate 
the use of the technological platform for remote access and the 
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administration of meetings including public and Member interaction and 
engagement on the instruction of the Chair, and in accordance with these 
and other procedure rules within the Constitution and the ‘Remote 
Meetings Protocol’ appended to these procedure rules. 
 

(b)  The Chair of remote meetings will apply these, other related procedure 
rules set out in the Constitution and the Remote Meeting Protocol. 
Accordingly, the chair’s ruling following any advice received from officers 
will be final.  

 
(c)  Members, officers and members of the public shall adhere to the required 

etiquette during attendance at remote meetings, as set out in the Remote 
Meetings Protocol. 

 
                     (Note: Applies to Council Procedure Rule D1.14 (k) and any scheme for public participation in respect 

planning, licensing and other committees).  
 
 
D9.08     REMOTE VOTING 
 

    (a)  When the Chair of a remote meeting is satisfied an adopted procedure 
is complete or that there has been sufficient debate, and (if the rules of 
the meeting require) there is a proposer and seconder for the item being 
discussed, the Chair will progress to making a decision. Unless a 
recorded vote is demanded, (in accordance with procedure rule D1.22) 
the Chair will take the vote: 

 
(i)  by use of the electronic voting system for remote voting  or where 

an electronic voting system is not working correctly or unavailable;  
 

(ii)  by the affirmation of the meeting if there is no dissent (by assent); 
or  

 
(iii)  the Chair will take the vote by roll-call and the number of votes for 

or against the motion or amendment or abstaining from voting will 
be recorded. The Democratic Services Officer will confirm and read 
out the result of the vote, and the chair will move on the next item. 

 
                      (Note: Applies to Council Procedure Rule D1.22) 
 
 
 
D9.09   DECLARATIONS OF INTEREST – MEMBERS EXCLUDED FROM THE 

MEETING 
 

   (a)   Where a Member is participating in a remote meeting and declares a 
disclosable pecuniary interest or personal and prejudicial interest, in any 
item of business they are required to leave the meeting. The means of 
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remote attendance is to be severed by the member(s) by turning off their 
camera and muting their microphone whilst any discussion or vote takes 
place in respect of the item or items of business which the member or 
co-opted member may not participate. Their departure will be confirmed 
by the Democratic Services Officer(s) if required. The member(s) will be 
invited to re-join the meeting at the appropriate time. 

 
(Note: Applies to Council Procedure Rule D1. 28 and the relevant paragraphs of the 
Council’s Code of Conduct under the Localism Act 2011.  

 

 

D9.10    EXCLUSION OF THE PRESS AND PUBLIC AT REMOTE MEETINGS 

 
(a)  The Democratic Services Officer(s) shall where the technology is 

available, ensure that there are no members of the public in remote 
attendance or remotely accessing the meeting to hear or see the 
proceedings after a resolution has been taken by members of the 
meeting in public to exclude the press and public so that confidential, or 
‘exempt’ business (as defined in Schedule 12A (as amended) of the 
Local Government Act 1972) can be considered. 

 
(b)   Each Member in remote attendance must ensure and verbally declare 

that  there are no other persons present who are not entitled to be (either 
hearing or seeing) consideration of such items, and/or recording the 
proceedings.  

 
(c)   Any Member in remote attendance who failed to disclose that there were 

in fact persons present who were not so entitled, could be in breach of 
the Members’ Code of Conduct. 

 
(d)   Where technology may not be available, the members of the remote 

meeting shall take the required resolution to exclude the press and public 
in public, and then the chair shall adjourn the meeting. The chair will then 
invite members to reconvene the meeting ‘in private’ through a separate 
remote invitation issued by the Democratic Services Officer(s). 
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D9.11 ADDITIONAL AMENDMENTS: The following Council Procedure Rules 
will be interpreted as follows:  

(a) COUNCIL PROCEDURE RULE D1.35 (b). 

Members of the public exercising speaking rights under paragraphs (iv) and (vii) of 
the above Rules shall be limited to 3 minutes per speaker. 

Members of the public exercising speaking rights under paragraphs (vi) and (vii) 
shall be limited to three speaking in support of a major development and three in 
objection to, limited to 3 minutes per speaker subject to the existing discretion 
afforded to the Chair over such matters. 

Members of the Council exercising speaking rights under paragraph (x) shall be 
limited to 3 minutes per agenda item.   

(b) COUNCIL PROCEDURE RULE D1.37 (b)  

Any member of the Council present at a meeting of the Planning Committee under 
this rule and who is invited to speak shall be limited to 3 minutes per agenda item.    

(c) COUNCIL PROCEDURE RULE D1.33 (d) AND ITS EQUIVALENT RULE FOR 
EXECUTIVE DECISION MAKING.  

The requirement for the Director: Governance and Partnerships or their nominated 
representative to be present at all meetings of the Council, Committees, Sub-
committees and Cabinet and in relation to portfolio holder decision making, shall be 
interpreted as virtual presence within the context of The Local Authorities and Police 
and Crime Panels (Coronavirus) (Flexibility of Local Authority and Police and Crime 
Panel Meetings) (England and Wales) Regulations 2020.         

(d) COUNCIL PROCEDURE RULE   D1 .31 (f)  

Where the office of Chairman or Vice Chairman remains or becomes vacant on any 
Committee during the municipal year 2020/21, that Committee may appoint any 
member to fill such vacancy for the remainder of such municipal year and such 
appointment shall be reported, where practicable, to the next meeting of Council. 

(e) COUNCIL POCEDURE RULE   D1. 31 (e) 

Every vacancy on any Committee shall be filled by nomination from the relevant 
political group in accordance with the political balance requirements and notified to 
the Director: Governance and Partnerships who shall report the same to the next 
available meeting of Council. 
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D9.12   APPENDIX - REMOTE MEETING PROTOCOL 
 
Introduction 
 
The protocol provides guidance on the application of the ‘Remote Meetings Procedure 
Rules’ and for preparing and managing remote meetings accordingly. It also provides 
essential ‘meetings etiquette’ to be adopted by those participating in remote meetings. 
These can be adapted to suit the different requirements and functions of meetings, but 
the principles of which should remain similar and be adhered to. 
 
 
1.   Remote Meeting Preparation. 

(a)  In accordance with statutory timescales (at least five clear working day’s) 
notice will be given by email/electronic invitation to members (and officers) 
of the date and time of the remote meeting. This notice will also identify the 
electronic platform the remote meeting will be held on (Microsoft Teams). It 
should also identify how to, or provide a link to ‘join the meeting’ which 
should be saved in the participants electronic calendar for access, and any 
other information relating to arrangements/instructions/ etiquette for the 
remote meeting (see paragraph 2 below). 

Similarly, the above information should be provided to any external 
participants (outside of the council) who will be attending the remote 
meeting, together with any other information/instructions/etiquette for 
remote meetings. (This may also include browser and Microsoft Teams app 
requirements to access the meeting). 

(b)  In accordance with statutory timescales (at least five clear working day’s) 
an electronic version of the agenda and all accompanying reports to be 
considered at the remote meeting will be circulated to all members and 
officers (and where applicable external participants). These will then also 
be published where appropriate (not where confidential/exempt) on the 
council’s website. (The agenda will identify whether all or part of the 
meeting is likely be held in public, whether there is likely to be exempt 
business or not, and consequently, consideration should be given to IT 
Services disconnecting the ‘public access’ link to the meeting on the 
website at the required time, or whether to send a further remote meetings 
invitation to members so only they (and relevant officers) can gain access 
to the ‘confidential/exempt’ part of the remote meeting). 

(c)  If the remote meeting is to be held in public (some licensing hearings, 
employment and admission/exclusion appeals are not) the ‘public access 
link’ should be created and set up as soon as practicable alongside the 
details of the remote meeting on the appropriate pages of the council’s 
website (with any instructions on how to access the meeting). This provides 
the requirement to observe/listen to the remote meeting. 

(d)  All member substitute notices shall be given as early as possible (at least 
24 hours) before the meeting to enable substitute members to prepare for 
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and to receive the invitation to join the meeting. (Any other members 
attending the remote meeting under procedure rule  D1.37b and/or Ward 
members for the Planning Committee for example, should also inform the 
relevant Democratic Services Officer of their intention to join the meeting 
as early as possible (at least 24 hours before). These members will require 
the meetings invitation so that they can participate in the meeting. 
(Members may also observe/listen to the meeting through the ‘public 
access link’ on the council’s website and also be recorded as attending the 
meeting under the D1.37b procedure rule. Members - should inform 
Democratic Services by email). 

(e)  If any Members and officers invited to attend the meeting have any 
concerns or issues about joining/aspects of the meeting, they should 
contact the relevant Democratic Services Officer at least 48 hours before 
the meeting as usual. 

 

2.   Remote Meetings Etiquette 

(a)  Members and officers (and external participants) should be and are asked 
to adhere to the following etiquette during remote attendance at a remote 
meeting: 

• Members and officers should join the meeting promptly no later than ten 
minutes before the start to allow themselves and the meetings facilitator - 
Democratic Services Officer(s) the opportunity to test equipment, confirm 
attendance and to avoid any unnecessary interruptions. (External participants 
should be invited to join the meeting by the facilitator/Democratic Services 
Officer(s) when appropriate – Please see paragraph 5 below. 

• Any camera (video-feed) of a participant should show an appropriate/neutral 
background (or, where possible a virtual background) and all should be careful 
not to allow exempt or confidential papers to be seen. 

• All the committee, sub-committee or panel members participating in the remote 
meeting to have their camera turned ON and microphones muted by the start 
of the meeting. 

• All other members, officers and participants to have their camera OFF and 
microphones muted by the start of the meeting. 

• All members, officers and participants are to speak only when invited to do so 
by the chair, and before speaking, turn their microphones on, (and their camera 
on if not already on, and if so asked by the chair) – all should state their name 
before speaking. 

• Only one person may speak at any one time. 
• The chair may also mute everyone speaking except himself or herself at any 

time. 
• Rather than raising one’s hand Members should also avail themselves of the 

remote process for requesting to be heard. Members should use the ‘chat 
facility’ to indicate to the chair that they wish to speak. The chair may also ask 
each member in turn if they wish to speak or/comment on a particular item.  
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Members will unmute their microphone and turn their cameras on when the 
Chair invites them to speak. The ‘chat facility’ must not be used for private 
conversations between members, and external participants shall not use the 
chat facility for members of the meeting for any purpose unless invited by the 
chair.  

• The Chair will follow the rules set out in the Council’s Constitution Procedure 
Rules when determining who may speak, as well as the order and priority of 
speakers and the content and length of any speeches in the normal way. 

• When participants are speaking and referring to a specific report, page, or slide, 
they should mention the report, page, or slide so that all members/participants 
have a clear understanding of what is being discussed at all times. 

• The chair, or upon his instruction the Democratic Services Officer(s) may mute 
or turn off the camera of any participant at any time (and similarly turn them on 
for them to speak and then to switch them off afterwards).  

• The chair, in accordance with relevant procedure rules, may remove anyone 
from the meeting for inappropriate behaviour. 

• The chair following advice, or upon his instruction the Democratic Services 
Officer(s) with IT support, may pause (adjourn) the meeting by taking down the 
live stream from ‘public access’ and then reconvene and resume the live 
stream. (this is likely to be required for confidential/exempt business or any 
other required adjournment). 

• The chair’s ruling on any etiquette for remote meetings (in accordance with 
related procedure rules) is final. 

3.  The Remote Meeting. 
 

(a)  The Democratic Services Officer(s) shall confirm with the IT Support Officer 
that the ‘public access’ live link on the website is activated and working 
before the remote meeting, together with any recording facility (for internal 
administrative requirements only).  

(b)  The Democratic Services Officer(s) and chair should liaise with each other 
at least 20 minutes before the start of the remote meeting to confirm/discuss 
any matters before joining the meeting at least ten minutes before.  

(c)  If any IT connection to the remote meeting is not working for any member, 
officer and external participant they should email/contact the Democratic 
Services Officer(s) presenting the meeting as soon as possible.  

(d) The chair (or appointed chair) of the remote meeting will chair the meeting. 
The chair will follow the agenda previously circulated and applying speaking 
and voting procedures below. The Democratic Services Officer(s) (and any 
other relevant officer) present may also set up a private chat facility with the 
chair (through Skype for example) to advise on any business/matter during 
the remote meeting. 

(e) The chair at the start of the meeting will introduce themselves and welcome 
everyone to the meeting (naming it). The chair will remind/ confirm the 
remote meeting is live to the public through an audio web link (or not if 
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applicable). They should also confirm that the meeting is being recorded for 
administrative purposes only, update the meeting on any matter if so 
required and remind participants of any etiquette requirements. 

(f)  The chair will then -  

(i)  Request the Democratic Services Officer to inform the meeting of any 
substitute members joining the meeting. 

(ii)  Request members to confirm that they are present by asking them to 
state they are through a ‘roll call’ carried out by the Democratic 
Services Officer. (This may also include members who have given 
notice of attendance under Procedure Rule D1.37b or as Ward 
Members. (Officers may also be invited to confirm their attendance).  

(iii)  Request all members in attendance to make any Declarations of 
Disclosable Pecuniary Interests and Personal and Personal and 
Prejudicial interests (or lobbying or whipping etc.) through a further 
‘roll call’ by the Democratic Services Officer. (If members have none, 
they should state none, and also because of the nature of their 
declaration, state that they will not be participating or voting on a 
particular item).  

(Members are reminded that if they are required through any 
declaration to ‘leave’ the remote meeting that before that item 
commences they should mute their microphone, turn their camera off 
and play no part in the remote meeting for that item. The Democratic 
Services Officer(s) if required will notify the member when they can 
re-join the remote meeting. 

(iv)  Request that the minutes of the previous meeting(s) be approved, 
further requesting each member in turn if they are agreed. (The chair 
may move this and then request a seconder). 

(v) Take each item on the agenda in order (or follow any hearing 
procedure for example, for licensing sub-committees) inviting the 
relevant Director/service officer present to introduce the report or 
update the meeting on any matters on the report. 

(Please see paragraph 5 below for public participation at the Planning 
Committee (to be adapted for remote meetings of Licensing Sub-
Committees, and  for other remote meetings involving public 
participants as required). 

(vi)  Request all members in turn to ask any questions/comments on the 
report, which will be answered by the Director/service officer present. 
(If members have none, they should state none). 

(vii)  Upon any request received, consider and invite any other member in 
attendance under the provisions of 1.37b to speak at the remote 
meeting. 
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(viii)  As soon as the above is completed, the chair will ask all members 
present whether there are any proposed motions or amendments to 
the officer’s recommendations/report. If any, these will be stated 
clearly by the named mover, and then seconded by a named 
seconder. If not, the chair can move the officer recommendations and 
ask for them to be seconded. 

The chair will then proceed to the vote on the item, requesting the 
Democratic Services Officer through a further roll call as to how each 
member is voting, whether for, against or abstaining.(motions and 
amendments will be voted on in accordance with usual voting 
procedures). Once the vote is completed, the Democratic Services 
Officer will confirm/announce the result of the vote. (The chair and 
Democratic Services Officer will have to be aware of any earlier 
declarations made by member who may not be participating in any 
vote). 

(ix)  The chair will then move on to the next item on the agenda and apply 
the above stages (v) to (viii). 

(x)  Once all business on the agenda has been completed, the chair will 
confirm that the business is concluded, the meeting is closed and 
thank all those present for joining the meeting. 

(xi)  Where the remote meeting has to consider confidential/exempt 
business, the usual resolution to exclude the press and public will 
need to be made in public. Then, if applicable, IT Services can 
disconnect the ‘public access’ link to the meeting on the website at the 
required time, or the meeting can be adjourned and then members 
(and relevant officers) access the further remote invitation already 
sent, so only they (and relevant officers) can gain access to the 
‘confidential’ part of the remote meeting).                             

 
The Democratic Services Officer(s) will confirm through the chair, 
what action will be taken. 

 
(xii)  Each Member in remote attendance for exempt/confidential business 

must ensure and verbally declare (through another Democratic 
Services Officer roll call on the instruction of the chair)  that there are 
no other persons present who are not entitled to be (either hearing or 
seeing) consideration of such items, and/or recording the 
proceedings.  

 
 

4.   After the Meeting 

(a)  Minutes of the meeting will be prepared by the Democratic Services Officer 
in the usual way and be published on the relevant pages of the council’s 
website. 
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(b)  The IT Support Officer will provide the Democratic Services Officer with the 
recording of the remote meeting (for internal administrative purposes only). 

 

 

5.   Public Participation at Remote Meetings of the Planning Committee (to be 
adapted for remote meetings of Licensing Sub-Committees, and for other 
remote meetings involving public participants as required). 

(a)  Members of the public who have contact Democratic Services 48hours 
before the meeting in the usual way and requested to speak in accordance 
with procedure rule D1.35 (Planning Committee –public speaking), should 
be informed at that time that the meeting is a remote meeting. They should 
be informed that public participation is through Microsoft Teams and receive 
instructions how they will prepare for and join the meeting through an ‘email 
invitation link’ to speak, together with any other processes/timings. This 
should include any browser and Microsoft Teams requirements, and 
associated remote meetings etiquette. (Speaker adjustments must be 
monitored as only those listed to speak will be allowed to participate in the 
remote meeting). 

(b)  Two Democratic Services Officers will facilitate the remote meeting, one as 
the ‘public participation facilitator’ and the other as the more ‘clerk/advisor’ 
to the meeting and supporting the chair. IT Support will also be required as 
outlined in paragraph 3(a) above. 

(c)  On the day of the meeting public participants/speakers will have been 
requested to join the meeting half an hour to 15 minutes before the meeting. 
Only those speakers who provide the correct name matched against the list 
of speakers held by Democratic Services Officer/’public participation officer’ 
will be allowed to participate in the meeting. Eligible speakers will be held 
in the Microsoft Teams ‘lobby’ until allowed to join the meeting by the 
Democratic Services Officer/’public participation facilitator’.  

(d)  Public participants/speakers having joined the meeting should apply the 
required meetings etiquette (mute microphones and switch off cameras) 
until asked to speak by the chair. Public participants/speakers should also 
be able to observe/listen to the meeting even after having spoken, until they 
leave the remote meeting. Once they have left the meeting they will not be 
able to re-join the remote meeting (unless asked to do so for any required 
reason by the chair).  

(e)  If any public participant/speaker is unable to join the meeting due to 
connection difficulties procedure D9.06(b) should be considered and 
applied by the chair. 
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(f)  The Democratic Services Officer(s) (and any other relevant officer) present 
may set up a ‘private’ chat facility with each other and the chair (for example 
through Skype) to advise on any speaker issues/business/matter during the 
remote meeting. 

(g) The remote meeting should then follow the above paragraphs 3(a) to 3f(iv) 
above. 

(h)  From thereon the following adjustments should be applied; 

 

Planning Committee- 

Paragraph 3 above should be followed until 3f (iv) where the following should be 
replace 3f(v) to (xi), with any appropriate adaptations -   

The chair will then:- 

(v) Take each item/application on the agenda in order and where applicable, 
inviting the relevant Director/service officer(s) present to introduce the 
report or update the meeting on any matters on the report. 

(vi)  At the point in the meeting where public speakers are invited to speak the 
chair will welcome the public speakers to the meeting and inform them that 
they will be able to address the meeting for no longer than 3 minutes. The 
chair from the public speakers list (as advised by the Democratic Services 
Officers) request the relevant speakers in turn to turn on their 
microphone/camera and address the committee. The chair will inform the 
speakers when the 3 minutes has finished and thank them for joining the 
meeting. (The speakers will still be able to listen to the debate and decision 
on the relevant application, but have no right to reply). 

           Any members who are then invited by the chair to exercise speaking rights 
(as Ward members for example) are also limited to 3 minutes whether 
speaking under Procedure Rules D1.35 (b) (x) or D1.37 (b). When 
requested by the chair they should turn on their cameras and microphones 
and address the committee. 

The Democratic Services Officer/’public participation facilitator’ will monitor 
the speakers use of the microphones/cameras and adjust where applicable 
(following any instruction by the chair) so that they can/cannot be heard or 
seen. 

(vii)  Request all members in turn to ask any questions on the report, which will 
be answered by the Director/service officer(s) present. (If members have 
none, they should state none). 

(viii)  As soon as the above is completed, the chair will ask all members present 
whether there are any proposed motions or amendments to the officer’s 
recommendations/report. If any, these will be stated clearly by the named 
mover, and then seconded by a named seconder.  
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(ix)  The chair will then proceed to the vote on the item, requesting the 
Democratic Services Officer/’clerk/advisor’ through a further roll call as to 
how each member is voting, whether for, against or abstaining.(motions and 
amendments will be voted on in accordance with usual voting procedures). 
Once the vote is completed, the Democratic Services Officer will 
confirm/announce the result of the vote. (The chair and Democratic 
Services Officer(s) will have to be aware of any earlier declarations made 
by member who may not be participating in any vote). 

(x)  The chair will then move on to the next item on the agenda and apply the 
above stages (v) to (viii) again, where applicable. 

(xi)  Once all business on the agenda has been completed, the chair will confirm 
that the business is concluded, the meeting is closed and thank all those 
present for joining the meeting. 

 

Licensing Sub-Committees 

(i)  For the above sub-committees (which are quasi-judicial bodies) the above 
paragraphs should be applied and adapted where applicable. However, 
notice will have been received from applicants/licence holders and other 
parties of their request to speak in accordance with statutory or licensing 
policy provisions. Their ‘right to speak’ and participate in such remote 
meetings should also be facilitated through Microsoft Teams and 
information and instructions how to do so be given in a similar way to above. 

(k)  For Licensing Sub-Committee remote meetings, the adopted ‘hearings 
procedures’ will be applied for applicants/licence holders relevant to the 
Licensing (Activities) Sub-Committee and Licensing (Miscellaneous) Sub-
Committee.  

(l)  Consideration should be given as to whether or not the whole of the 
hearing/remote meeting will be conducted in public or not and apply or 
remove any ‘public access’ requirements on the council’s website. (Similar 
consideration should be given to any required adjournments of the 
hearing/remote meeting for sub-committee deliberations, how this should 
be done, and any necessary provisions to continue or pause any ‘live public 
access link). 

Public Participants at other Remote Meetings  

(m)  The above paragraphs should be applied, adapted and their principles 
implemented for other statutory remote meetings where public participants 
may be required to attend. Also, the associated requirement for ‘public 
access’ to remote meetings through the ‘live link’ on the council’s website 
should be considered at all times. 
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(n)     This protocol as part of the ‘Remote Meetings Procedure Rules’ shall be 
reviewed regularly as experience of remote meetings is developed and 
other associated requirements so determine any necessary adjustments. 

 
                                                                                                      (Final, 29 April 2020) 
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