
 

STANDING ORDERS RELATING TO THE 
COMMITTEES AND SUB-COMMITTEES 
 
22.0 Introduction and Interpretation  

 
(1) These Standing Orders regulate meetings of the Cabinet, Committees 

and Sub-Committees and impose minimum financial and other 
requirements. The Standing Orders also refer to some obligations 
imposed by statute.  

 
(2) The person presiding at a meeting (Chairman) of a Committee or 

Sub-Committee, shall be the final authority as to the interpretation 
of Standing Orders.  

 
(3) Unless the contrary intention appears, references to the masculine 

shall include the feminine and vice versa, and the singular shall 
include the plural and vice versa.  

 
(4) In the event of any conflict between these standing orders and any 

more specific requirement of the Executive Procedure Rules and / or 
the Policy and Scrutiny Procedure Rules, the latter shall prevail.  

 
(5) The Council’s Standing Orders should be read in conjunction with 

the remote meeting protocol and procedure rules (See para 23.19). 
Whenever there is a conflict between these procedures the remote 
meeting protocol and procedure rule stake will take precedence in 
relation to any remote meeting. 

 
 
22.1 Appointment and Memberships, Committees and Sub-Committees  

 

(1) Members of Committees and Sub-Committees shall be appointed by 
the Chief Executive in accordance with the wishes of the Political 
Groups subject to any limitations imposed by legislation or Standing 
Orders notified to him in accordance with the Local Government 
(Committees and Political Groups) Regulations 1990 provided that 
where a Political Group has failed to express its wishes in relation to an 
appointment in accordance with the Regulations the Council in the case 
of a seat on a Committee or the parent Committee in the case of a seat 
on a Sub-Committee may make such appointment as it thinks fit. Any 
change in the membership of a Committee or Sub-Committee shall be 
reported at the commencement of the next meeting of the Committee or 
Sub-Committee.  

 

(2) Membership of Sub-Committees, may be drawn from the whole 
Council, except that Members of the Cabinet may not be Members of 
a Westminster Scrutiny Commission, Policy and Scrutiny Committee 
or any Sub-Committee thereof. A Member of the Cabinet may not be 



appointed as Chairman of the Standards Committee or any Sub-
Committee thereof. No Member may be involved in scrutinising a 
decision which he/she has been directly involved in.  

 
(3) The Leader (or Deputy Leader where notified and in the absence of the 

Leader) or the Chief Whip or Deputy Whip as notified by them of each 
political group of the Council may notify the Chief Executive up to two 
hours prior to the meeting of any substitute Members for a meeting of a 
Committee or Sub-Committee provided that the substitute is also a 
member of the same political group and in the case of Policy and 
Scrutiny Committees is not a member of the Cabinet. Following the 
notification of a substitute the permanent Member shall only resume 
their membership at the conclusion of the relevant meeting.  



 
22.2 Appointment and Duties of Chairmen and Vice-Chairmen of Committees 

and Sub-Committees  
 

(1) The Leader of the Council (the Deputy Leader in the Leader’s absence) 
may nominate the Chairmen and Vice-Chairmen of Committees, Sub-
Committees and other subordinate bodies, which Committees, Sub-
Committees or subordinate bodies shall determine whether or not to 
appoint the person(s) so nominated at their first or next appropriate 
meeting following such nomination.  

 
(2) In the case of any Committee or Sub-Committee, more than one Vice-

Chairman may be appointed. If in the absence of the Chairman of any 
Committee more than one Vice-Chairman is present, the Vice-
Chairmen shall agree which of them shall preside at the meeting. In 
default of such agreement the Committee or Sub-Committee shall elect 
a Chairman for that meeting only.  

 
(3) The Chairman of a Committee or Sub-Committee shall:  

 
a) preside at every meeting of the relevant body at which he is 

present and exercise any powers or duty of the Chairman;  
 

b) sign the minutes of proceedings of the previous meeting when 
approved as a correct record;  

 
c) in the case of an equality of votes, have a second or casting 

vote;  
 

d) determine all questions of order; and  
 

e) have power, after consultation with the member nominated by 
the other party group as their spokesman if any, to authorise  

 
i. the convening of an additional meeting (in the case of 

Policy and Scrutiny Committees, the agreement of the 
Vice-Chairman is also required – see para 4 of the 
Overview and Scrutiny Procedure Rules),  

 
ii. variation to the date and/or time and/or place of a 

schedule meeting;  
 

iii. the cancellation of a meeting if, in his/her opinion, 
there is insufficient business to warrant the holding of 
such a meeting or for other special reasons.  

 
(4) A Vice-Chairman of the Committee or Sub-Committee shall in the 

absence of the Chairman, have the powers, duties and rights of the 
Chairman.  

 
(5) Where no appointment of a Chairman and a Vice-Chairman of a Sub-

Committee has been made or when the appointed Chairman and 



Vice-Chairman of the Sub-Committee are absent the powers in 
paragraph 4(e) above may be exercised by the Chairman or Vice-
Chairman of the parent Committee.  

  
(6) Where no appointment of a Chairman or Vice-Chairman of a 

Committee or Sub-Committee has been made the provisions of 
paragraph (3)(e) above may be exercised by the Chief Executive in 
consultation with any person nominated (or deemed to be so 
nominated) as Chairman and/or Vice-Chairman of the relevant 
Committee or Sub-Committee in accordance with paragraph (2) above.  

 
22.3 Notice and Place of Meetings of the Cabinet, Committees and Sub-

Committees  

 

(1) The General Purposes Committee shall each year determine a 
schedule of meetings for the Policy and Scrutiny Committees and the 
non-Executive Committees and Sub-Committees, which may be 
varied in accordance with Standing Orders. The Leader will also agree 
a Schedule of meetings of the Cabinet and any Cabinet Committees.  

 

(2) At least five days excluding, Saturdays, Sundays and public holidays, 
before the day appointed for a meeting of the Cabinet, a Committee or 
Sub-Committee, public notice shall be given and the Chief Executive 
shall send to every member of the Cabinet, Committee or relevant 
Member a notice convening the meeting setting out the time and place 
of the meeting and specifying the business to be transacted at the 
meeting, provided that:  

 
(i) want of service of notice on any member of the Cabinet, a 

Committee or Sub-Committee shall not affect the validity of the 
meeting;  

 
(ii) by reason of special circumstances (which shall be recorded in 

the Minutes) the Chairman may at his discretion admit for 
consideration items of business which are in his opinion urgent;  

 
(iii) the order of business may be varied at the discretion of the 

Chairman at the meeting.  
 

(iv) such notice may be delivered by electronic means. 
 
22.4 Conduct of Debate of the Cabinet, Committees and Sub-Committees  
 

(1) When the Chairman speaks every other member shall sit and be silent.  
 

(2) When speaking a member shall remain seated and address the 
Chairman.  

 
(3) While a member who has been called upon by the Chairman to 

speak is addressing the meeting other members shall remain seated 
and be silent unless they wish to raise a point of order or to make a 



personal explanation.  
 

(4) A member shall direct his speech strictly to the matter under 
discussion or to a personal explanation or to a point of order.  

 
(5) Where there is a motion or amendment before the Cabinet, a 

Committee or Sub-Committee a motion may be formally moved and 
formally seconded that the question be now put. The Chairman 
shall have a discretion to allow such a motion. No debate on such 
motion or on the exercise of the discretion allowed to the Chairman 
shall be permitted and the decision of the Chairman shall be final. If 
a motion that the question be now put is allowed that motion shall 
immediately be put to the vote and if it is carried the motion or 
amendment before the Cabinet, Committee or Sub-Committee shall 
be put to the vote without further debate. If the motion that the 
question be now put is not carried the debate on the motion or 
amendment shall continue. 

 
22.5 Deputations at Meetings of the Cabinet, Committees and Sub-

Committees  

 
(1) A request for the reception of a deputation shall be referred by the 

Chief Executive for consideration by the Cabinet or the appropriate 
Committee or Sub-Committee which may agree to receive the 
deputation.  

 
(2) When the Cabinet, a Committee or Sub-Committee agrees to receive a 

deputation it shall specify: the number of persons to be received; the 
number of persons who may address the meeting; and the time to be 
allocated for speeches by those members of the deputation whom it 
agrees to hear.  

 
22.6 Points of Order and Personal Explanation  

 
(1) A member of the Cabinet a Committee or Sub-Committee may raise a 

point of order at any time, but when doing so must specify the particular 
Standing Order or statutory provision which he alleges has been 
breached or on which he otherwise relies, specifying the way in which 
he considers it has been breached.  

 
(2) Subject to (3) below a member making a personal explanation shall be 

entitled to be heard forthwith.  

 
Any member speaking when a personal explanation is made shall 
immediately cease his speech. A personal explanation may be made by 
a member who -  

 
a) has spoken earlier in the debate then in progress who wishes to 

correct a misstatement he has made; or   
b) wishes to correct a statement made about him by the 

person speaking; or  



 
c) wishes to correct a misquotation by the person speaking of facts 

originally put by him earlier in the debate.  

 
(3) The ruling of the Chairman on a point of order or on the right to make a 

personal explanation shall be final and shall not be open to debate.  
 

22.7 Mode of Voting  

 
(1) Unless the Constitution provides otherwise, any matter will be decided 

by a simple majority of those members voting and present in the room at 
the time the question was put.  

 
(2) If there are equal numbers of votes for and against, the Chairman will 

have a second or casting vote. There will be no restriction on how the 
Chairman chooses to exercise a casting vote.  

 
(3) Unless a recorded vote is demanded, the Chairman will take the vote by 

show of hands, or if there is no dissent, by the affirmation of the meeting.  

 
(4) Where any member requests it immediately after the vote is taken, their 

vote will be so recorded in the minutes to show whether they voted for or 
against the motion or abstained from voting.  

 
(5) If there are more than two people nominated for any position to be filled 

and there is not a clear majority of votes in favour of one person, then the 
name of the person with the least number of votes will be taken off the list 
and a new vote taken. The process will continue until there is a majority of 
votes for one person.  

 
22.8 Disorder  

 

(1) If at a meeting of the Cabinet, a Committee or Sub-Committee any 
member persistently disregards the ruling of the Chairman or behaves 
improperly or offensively (whether to the Chairman or to any other 
member) or willfully or recklessly obstructs the business of the 
Cabinet, a Committee or Sub-Committee or acts in a frivolous manner 
which is, in the opinion of the Chairman contrary to the dignity of the 
Council the Chairman may direct that he be not heard further.  

 

(2) If the member continues his misconduct, the Chairman may direct him 
to leave either for a fixed period or until the end of the meeting and if he 
refuses to leave the meeting, the Chairman shall direct that all 
necessary steps be taken to secure his removal, and shall adjourn the 
meeting until such removal is effected.  

 
(3) If the Chairman is satisfied that it is necessary for the purpose of 

restoring order he may adjourn the meeting. If no period for the 
adjournment is specified by the Chairman the meeting shall be deemed 
to have been adjourned for 5 minutes.  

 



(4) The public shall be admitted to any meeting of the Cabinet, Committee 
or Sub-Committee subject to the power to exclude  the public to avoid 
the disclosure of confidential or exempt information under the Local 
Government Act 1972, and the power of exclusion to suppress or 
prevent disorderly conduct at the meeting. The Chairman may, if in his 
opinion it is necessary in order to prevent disorderly conduct or other 
misbehaviour by the public or any member of the public –  

 
(a) refuse admission to any person to any meeting of the Cabinet a 

Committee or Sub-Committee;  

 
(b) take all steps necessary to secure the removal of any person 

previously admitted;  

 
(c) order the clearance of the public gallery and may adjourn the 

meeting whilst such removal or clearance takes place.  

 

(5) Without prejudice to the powers conferred on the Chairman by 
paragraph (4) of this Standing Order, Chief Executive shall be 
authorised to appoint suitable persons to act as stewards at meetings 
of the Cabinet, Committees and Sub-Committees. Any such steward, 
who shall carry proof of authority and be clearly identifiable as such, 
shall be empowered to take all steps necessary to maintain order in the 
public gallery and in the event of disorderly conduct or other 
misbehaviour by any member of the public shall be empowered without 
prior instruction from the Chairman to order that person to leave and to 
take all steps necessary to secure the removal of that person from the 
meeting.  

 
(6) If the powers in (4) and (5) are exercised, re-admission of the public 

or any member thereof shall be at the discretion of the Chairman.  
 
22.9 Reporting on Public Meetings 

 
(a) Members of the public, including representatives of the media, shall be 

permitted to report on the Part 1 (public) part of the Council’s formal 
meetings. Reporting may include filming, photographing or making an 
audio recording of proceedings at a meeting; using any other means for 
enabling persons not present to see or hear proceedings at a meeting 
as it takes place or later; or reporting or providing commentary on 
proceedings at a meeting, orally or in writing, so that the report or 
commentary is available as the meeting takes place or later to persons 
not present. The Chairman may only refuse permission if there is just 
reason for doing so, in exceptional circumstances, in the interests of 
good conduct and in accordance with Standing Order 7 (Disorder). 
Such decisions shall not be open to challenge. 

 
22.10 Termination of Meeting  

 

(1) When the Cabinet, a Committee or Sub-Committee, except hearings 

conducted by the Licensing Sub-Committee, has sat continuously for 4 



hours (including any periods of adjournment) then unless after the 

expiration of 3½ hours it has resolved to continue the sitting beyond 4 

hours either to a fixed time or until the completion of all or certain 

business on the agenda, the Chairman shall draw the attention of the 

Committee or Sub-Committee to that fact, whereupon all Standing 

Orders except Standing Order (Disorder) and this one shall be deemed 

to have been suspended, and he/she shall then direct that there be no 

further debate. Any report dealing with an urgent item of business shall 

be placed before the Cabinet, Committee or Sub-Committee for decision 

but shall not be the subject of debate. Any report submitted for 

information shall be deemed to have been noted. The Chairman shall 

then advise how any outstanding business will be dealt with.  
 

22.11 Quorums for Meetings of the Cabinet Committees and Sub-
Committees  

 
(1) No business shall be transacted at a meeting of the Cabinet, a 

Committee or a Sub-Committee unless a quorum is present: The 
quorums are as follows:-  
 

Members   

Cabinet (See also the Executive 3  
Procedure Rules)   
Policy and Scrutiny Committees 3  
Westminster Scrutiny Commission 3  
Audit and Performance Committee 3  
General Purposes Committee 3  
Standards Committee 
Planning and City Development Committee 

3 
3  

   
   
Urgency Sub-Committees 2  
Planning Applications Committee 2  
Licensing Committee 3  
Licensing Sub-Committees 2  
Education Awards Appeals Sub-Committee 2  
Appointments Sub-Committee 2  
Rating Advisory Panel 2  
Staff Appeals Sub-Committee 2  
Any other Committee or Sub-Committee 2  

 
(2) If at the expiration of 15 minutes after the time at which a meeting is 

convened a quorum is not present, the meeting shall not take place and 
the business shall, unless otherwise disposed of, be included on the 
agenda for the next ordinary meeting of the Cabinet, Committee or 
Sub-Committee.  

 
22.12 Cabinet, Committee and Sub-Committee Meetings Open to all 

Members  

 



(1) A member of the Council shall be entitled to attend a meeting of the 
Cabinet, a Committee or Sub-Committee of which he is not a member 
except the following once the press and public have been excluded;  

 
Staff Appeals Sub-Committee  
Education Awards Appeals Sub-Committee 
Licensing Sub-Committees  
Rating Advisory Panel 
Appointments Sub-Committee  
Discretionary Housing Payments Review Panel 

 
Any Member wishing to remain in attendance at a meeting of the 
above, when the press and public have been excluded, must deliver a 
written request to the Chief Executive by not later than noon on the 
day preceding the meeting, setting out his reasons for wishing to 
attend. The Chief Executive shall then, in consultation with the 
relevant Chairman be authorised to decide, whether, the Member 
should be permitted to attend on a ‘need to know’ basis. 
    

(2) Any member attending a meeting of the Cabinet, a Committee or Sub-
Committee of which he is not a member may not speak at the meeting 
except with the consent of the Chairman, and for the purpose of 
obtaining such consent, a visiting member shall indicate to the 
Chairman before the commencement of the meeting the agenda item(s) 
on which he wishes to speak; provided that this limitation shall not 
apply to:  

 

(a) the Leader of the Council or to the Leader of the Opposition 
who shall be entitled to speak at any meeting of the Cabinet, 
Committee or Sub-Committee;  

 
(b) the mover of a motion at a meeting of the Council giving rise to a 

reference to Cabinet, a Committee or Sub-Committee;.  
 

(c) a Lead Member appointed from outside the Cabinet’s or 
Committee’s Membership who shall have the right to attend and 
speak (but not vote) at meetings of the Cabinet or Committee 
on matters within his/her Lead Member remit.  

 
22.13 Decisions between Meetings  

 
(1) The Leader (or in his/her absence the Deputy Leader) shall appoint 

an Urgency Committee of three Members of the Cabinet. The 
General Purposes Committee, the Licensing Committee, the 
Superannuation Committee and the Audit and Performance 
Committee shall each appoint an Urgency Sub-Committee of three 
Members appointed in accordance with Standing Order 1.  

 

(2) Between scheduled meetings of the Cabinet or the General Purposes 
Committee, the Licensing Committee, Superannuation or the Audit 



and Performance Committee any matter may be referred to an 
Urgency Committee or Sub-Committee constituted in accordance with 
this Standing Order by the Chief Executive or any Chief Officer where, 
in the opinion of any of them, it is urgent and cannot wait until the next 
ordinary meeting of the Cabinet, the General Purposes Committee, 
the Licensing Committee or the Audit and Performance Committee.  

 

(3) A meeting of the Cabinet Urgency Committee, the General Purposes, 
Licensing, Superannuation or the Audit and Performance Urgency 
Sub-Committees shall be empowered to decide any matter within the 
terms of reference of the Cabinet or the relevant parent committee or 
any of their respective Sub-Committees which has been referred to it 
for decision by the Chief Executive or any Chief Officer provided that 
the Urgency Committee or Urgency Sub-Committee is satisfied that the 
matter cannot wait until the next ordinary meeting.  

 
(4) All Standing Orders which apply to Committees and Sub-Committees 

other than those which are inconsistent with this Standing Order, 
shall apply to a meeting of an Urgency Committee or Urgency Sub-
Committee.  

  
(5) Where the Chief Executive or any Chief Officer is of the opinion that a 

matter which is within the terms of reference of the General Purposes 
Committee, the Licensing Committee, the Audit and Performance 
Committee, Pension Fund Committee or the Cabinet but does not 
require a meeting of the General Purposes, or the Pension Fund 
Urgency Sub-Committees, the Licensing Urgency Sub-Committees, 
the Urgency Committee of the Cabinet he may send a written report to 
the members of the Urgency Committee/Sub-Committee, and any 
Ward Members who would otherwise have been consulted in 
accordance with the Code of Governance, and make a decision on that 
matter provided that:  

 
(a) subject to (b) below, no matter shall be decided by a Chief 

Officer pursuant to this Standing Order until the expiration of four 
clear days from the report being sent and provided further that 
any written representation received before a decision is taken in 
accordance with this Standing Order must be considered by the 
relevant Chief Officer before exercising these powers;  

 
(b) in the case of a matter which the Chief Officer considers to be 

exceptionally urgent he may take a decision before the expiration 
of four clear days provided he has advised the Members to be 
consulted of his intention to do so. When taking a key decision 
under these powers Chief Officers shall also comply with the 
provisions of Regulations 9(1) and 16 of the Local Authority 
(Executive Arrangements)(Access to Information)(England) 
Regulations 2000.  

 
(c) in the case of a report submitted in the names of more than one 

Officer the first named Chief Officer shall exercise these powers 



unless the matter has been referred to the Chief Executive by 
any Chief Officer or has been called in by the Chief Executive for 
decision in which case the matter shall be determined by the 
Chief Executive.  

 
22.14 Attendance Book  
 

Every member attending a meeting of the Cabinet, a Committee or 
Sub-Committee shall sign his name in the attendance book provided.  

 
22.15 Confidential Reports and Other Documents  
 

In respect of reports, parts of reports or other documents which, are marked 
"Not for publication" or are otherwise described as confidential it shall be the 
duty of members and officers not to disclose any information contained therein 
until the Cabinet, a Committee, Sub-Committee, or relevant Chief Officer so 
decides.  
 

22.16 Co-opted Members – Vacation of Office  
 

If a co-opted member of a Committee or Sub-Committee of the Council fails 
for a period of six consecutive months to attend any meeting of that 
Committee or Sub-Committee, he shall, unless failure was due to some 
reason approved by the Council, cease to be a co-opted member of that 
Committee or Sub-Committee. 

 
22.17 Leaders  

 

(1) The Member so chosen by the Majority of the Members of the Council 
shall be known as the Leader of the Council who must in turn appoint a 
Member of the Cabinet to be known as the Deputy Leader of the Council. 
The political party with the second largest number of Members elected to 
the Council (or a combination of parties) may choose one of their 
Members to be known as the Leader of the Opposition whose name shall 
be notified to the Chief Executive who shall advise Members accordingly.  

 
(2) The Leader of the Council will take Office upon election by the full Council. 

The Deputy Leader of the Council, and the Leader of the Opposition, shall 
each take office on the date of the receipt by Chief Executive of notice of 
their selection and shall cease to hold office on the date of receipt by the 
Chief Executive of a letter notifying him to that effect.  

 
22.18 Suspension of Standing Orders  

 
Any part of these Standing Orders may be suspended (provided such 
suspension is not contrary to law and does not impinge on the power of 
a higher authority) in respect of any business at the meeting where its 
suspension is moved.  

 
23.19 WCC Remote Meetings Protocol and Procedure Rules  
  



Introduction and Application of the Remote Meetings Procedure Rules  
  

This Protocol and accompanying Procedure Rules apply to the  conduct of any 
remote meeting of the Council, Cabinet,  Committees and Sub-Committees, 
held under the provisions of the Local Authorities and Police and Crime Panels 
(Coronavirus) (Flexibility of Local Authority, Police and Crime Panel Meetings) 
(England and Wales) Regulations 2020  (‘the Regulations’). 

  
This Protocol and Procedure Rules should be read in conjunction with the 
Council’s Constitution, including Standing Orders. The Regulations apply 
notwithstanding any other legislation or current or pre-existing standing orders 
or any other rules of the Council governing meetings and the Regulations 
remain valid until 7th May 2021. This means that, wherever there is a conflict, 
this Remote Meeting Protocol and Procedure Rules take precedence in 
relation to any remote meeting.  

 
The provisions of the Councillor and Officers’ Codes of Conduct apply to 
remote meetings of the Council in the same way as they do to meetings of the 
Council where members and officers are in actual attendance. 

 
1. How will notice of the Meeting and papers be provided?  

  
1.1 The Council will give 5 clear working days’ notice to the public confirming 

the time of the meeting, the agenda, together with details of how to view 
the meeting via the Council’s website. Copies of the agenda and reports 
which would generally be open to the public available for inspection shall 
be for these and all other purposes published on the website of the 
Council. 

  
1.2 Members will be notified of the remote meeting by email confirming the 

time of the meeting, the agenda, together with details of how to remotely 
join the meeting. 

 
1.3 Where Council officers receive late papers, these will be circulated to the 

Members via electronic method and they will be invited to read and take 
these into account.   

 
1.4 The remote meeting may be held at any Council building or may be an 

electronic or a digital or virtual location, a web address or a conference 
call telephone number, or could be a number of these combined. The 
meeting may also be held in a meeting room or Chamber with a proportion 
of the membership and any participating public additionally attending 
remotely.   

  
2. How will remote access to Meetings be provided by the Council?  

  
2.1 A link to the audio-visual broadcast of each meeting will be published 

alongside the meeting papers on the Council’s website and any member 
of the press and public will be able to use that link to follow proceedings 
but will not be able to participate.  

  



2.2 Any members of the public registered to speak at the meeting will be sent 
an electronic invitation enabling them to participate in the meeting either 
through the Teams app or conference.  Their representations will be heard 
by anyone joining the meeting. The remote meeting will also be live 
streamed and recorded.  

 
2.3 Members of the public may register to speak by following established 

procedures for each relevant Committee. 
 
  

3.    Live Streaming & Recording  
  

3.1   The live streaming of any of the remote meetings will be available on the 
Council’s website for a period of 12 months. After 12 months, copies of 
recordings may be available upon request from Committee and 
Governance Services. 

 
3.2 Photographs, audio, and visual recordings of the meeting should not be 

edited in a way that could lead to a misinterpretation of the meeting. 
 

3.3 The Council wants to make sure meetings are live streamed as far as 
possible to ensure full engagement with the public. However, there are 
instances where it may not be appropriate to live stream a meeting or 
parts thereof, for example when Members at a meeting pass a resolution 
to exclude the press and public because there is likely to be disclosure of 
exempt or confidential information. This will happen in situations where 
national rules allow the Council to exclude the press and public. The 
Chair will notify those joining remotely that the live streaming has ceased 
for this part of the meeting and why.  

 
3.4 When confidential, or “exempt” issues (as defined in Schedule 12A of the 

Local Government Act 1972) are under consideration each Member in 
remote attendance will verbally declare that there are no other persons 
present who are not entitled to be (either hearing or seeing) during the 
consideration of such items and/or recording the proceedings.  

 
4.      The Meeting  

 
4.1 The meeting will not start until the committee clerk who is the Chief 

Executive’s representative at the meeting makes the meeting ‘live’ and 
starts streaming to the public. 

  
4.2    The attendance of those members at the meeting will be recorded by the 

committee clerk in the minutes of the meeting.   
  

4.3   The normal quorum requirements for meetings as set out in the Council’s 
Constitution will also apply to a remote meeting.  

 
5.      The Chair  

 



5.1 The Chair will start the meeting by welcoming all participants and those 
joining and explaining the procedure for the meeting. The Chair will:  

 

 make it clear to everyone (whether participating or listening-in) who 
each of the participants are – Members, officers and any others taking 
part. The Chair will confirm that participants are joining the meeting 
from remote locations; 

 

 remind Members that they should so indicate if they excuse themselves 
from the meeting at any point; 

 

 invite Members to make any necessary declarations of interest and, 
where they do so, remind them that they should ‘leave the meeting’ 
when the Committee considers the business in which they have that 
interest;  

 

 Any Member participating in a remote meeting who declares a 
disclosable pecuniary interest or other declarable interest in any item of 
business that would normally require them to leave the room must also 
leave the remote meeting. The Member’s departure will be confirmed 
by the Clerk and the meeting facilitator will invite the relevant Member 
by link email or telephone to re-join the meeting at the appropriate time; 

 

 invite Members to appoint a Vice-Chair for the meeting to preside in the 
event that the Chair’s connection ‘drops out’ at any point during the 
meeting; and 

 

 explain how the meeting will be managed and the proposed order of 
business. 

 
6.       Members in remote attendance  

 
6.1      In the event of any apparent failure of the video, telephone or 

conferencing connection, the Chair should immediately determine if the 
meeting is still quorate:   

 

 if it is, then the business of the meeting will continue; or  
 

 if there is no quorum, then the meeting shall adjourn for a period 
specified by the Chair, expected to be no more than ten or fifteen 
minutes, to allow the meeting connection to be re-established. If 
during the adjournment period the meeting quorum is not re-
established the Chair will defer the items which will be re-
scheduled to a later meeting.  

  
6.2 Should any aspect of a member’s remote participation fail, the Chair 

may call a short adjournment of up to five minutes or so 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 should continue to deal with the 



business whilst this happens, providing the meeting remains quorate 
and the public are able to hear.  

  
6.3 In the event of connection failure, the remote Member(s) will be 

deemed to have left the meeting at the point of failure and if the 
connection cannot be re-established to those Member(s) before the end 
of the meeting, then the presumption will be that the meeting should 
continue to deal with the item/s provided that the meeting remains 
quorate.   

 
6.4 If the connection is successfully re-established, then the remote 

Member(s) will be deemed to have returned at the point of re-
establishment.  

 
6.5 If a connection to a 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, but the Member who was disconnected will not be 
able to vote on the matter under discussion as they would not have 
heard all the facts.  

  
7.     Remote Attendance of the Public   

  
7.1     Any member of the public participating in a meeting remotely in 

exercise of their right to speak at Council or in regulatory or other 
meetings must once the meeting is ‘live’ mute their microphone until 
such time as they are invited by the Chair to participate.  They should 
also leave their camera off.  Members may not be able to see all 
participants, but every participant present will be able to hear ‘unmuted’ 
comments made by them.  

 
7.2 Participants are expected, prior to speaking to always introduce 

themselves for the benefit of those who may not recognise who is 
speaking at any given time.  Furthermore, they should always make it 
clear to whom they are addressing a question so as to minimise any 
misunderstanding.   

  
7.3  The Clerk or meeting facilitator will be able to mute the member of the 

public once they have spoken. 
 

7.4 In the event of disorderly conduct by a member of the public 
participating in the meeting affecting the proper proceedings of the 
meeting the member of the public’s connection may be removed from 
the remote meeting on the instruction of the Chair.  

 
7.5 A member of the public in remote attendance and participating in the 

meeting will be deemed to have left the meeting where at any point in 
time during the meeting they cannot be heard by those participating in 
the meeting. In such circumstance the Chair may as he or she deems 
appropriate:  

 



 adjourn the meeting for a short period to permit the conditions for 
remote attendance as set out above to be re-established; 

 

 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 

  

 continue to transact the remaining business of the meeting in the 
absence of the member of the public in remote attendance.  

  
8        Meeting Procedures  

  
8.1     A meeting facilitator will be assigned to control the video, telephone or 

conferencing technology employed by the Council for remote access 
and attendance and to administer the public and Member interaction 
engagement and connections on the instruction of the Chair.  

 
8.2  The rules set out in the Constitution and adopted procedure rules when 

determining who may speak, as well as the order and priority of 
speakers and the content and length of speeches continue to apply. 
The Chair, at the beginning of the meeting, will explain the protocol for 
member and public participation and the rules of debate.   

 
8.3  Members are asked to adhere to the following etiquette during remote 

attendance at a meeting:  
 

 Committee members are asked to join the meeting no later than 
minutes before the start to allow themselves and the meetings 
facilitator &/or Clerk the opportunity to test the equipment.  

 

 Any camera (video-feed) should show a non-descript 
background or where possible a virtual background and 
Members should be careful to not allow exempt or confidential 
papers to be seen in the video-feed.  

 

 All Members to have their video turned off and microphones 
muted when not talking.  

 

 Members should avail themselves of the remote process for 
requesting to be heard by using the chat facility to indicate to the 
Chair that they wish to speak.  

 

 Members will unmute their microphone and, subect to meeting 
protocols, turn their cameras on when the Chair invites them to 
speak then state his/her name before making a comment. The 
chat facility must not be used for private conversations between 
Members. 



   

 Members will only speak when invited to by the Chair.  
 

 Only one Member/person may speak at any one time.  
 

 Members will make clear when they are referring to a specific 
report or  page or slide so that all Members/participants have a 
clear understanding of what is being discussed at all times.  

 
Voting Procedures: 

 
8.4 When the Chair is satisfied 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 called or required by legislation, the method 
of voting will be at the Chair’s discretion and will be by one of the 
following methods:  

 

 a vote by electronic means;  
  

 an officer of the Council or the Chair of the remote meeting calls 
out the name of each Member present with Members stating ‘for’, 
‘against’, or ‘abstain’ to indicate their vote when their name is 
called; or 

 

 Such other option as may be determined. 
 

8.5 In the event of equality of votes the Chair will have the casting vote. 
 

8.6 When the voting on the item has been completed the relevant officer or 
Chair will clearly state the result of the vote and the Chair will then 
move onto the next agenda item.  

  
8.7 Details of how Members voted will not be kept or minuted unless a 

Recorded Vote is called or existing practices require. Where a 
Recorded Vote is requested the relevant officer or Chair will ask 
Members in turn to confirm verbally whether or not they support that 
request.   

 
9.    Conclusion of the remote meeting  

 
9.1  Once the final item of business has been concluded and the decision 

announced by the Chair: 
 

 the Chair will indicate that he is bringing the meeting to a close and 
the time at which this occurs; and 

 

 the Clerk will end the meeting by ending the remote meeting but all 
participants, (including any registered speakers still on the line) may 



still be able to speak to and hear each other unless they have left the 
remote meeting.   

 
 

10.    Private Session  
 

10.1 Where any confidential or exempt matters such as contractual matters 
or legal advice provided to the Council are discussed each Member 
&/or participant must ensure that they are in a secure location where 
discussions cannot be overheard by other parties. 

 
11.   Public Access to Meeting Documentation following the meeting  

  
11.1    Members of the public may access minutes decisions relevant 

documents and a recording of the live streamed meeting through the 
Council’s website. 


