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Dawlish Town Council 

Remote Meetings Protocol – May 2020 

 

Introduction 

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

and Crime Panel Meetings)(England and Wales) Regulations permit the remote attendance of 

Local Authority meetings for both Councillors and members of the public. 

Remote attendance is allowed so long as certain conditions are met.  These include that the 

Member can hear and be heard by the other Members in attendance.  Also, being able to hear 

and be heard by any members of the public entitled to attend the meeting (in line with the 

Public Participation Scheme).  Whilst a visual solution is preferred, audio only is enough. 

The same applies to members of the public attending the meeting being heard where 

participating. 

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). 

 

Dawlish Town Council 

To enable maximum participation in the democratic process, the town council shall use the 

Zoom remote meeting software to facilitate this.  For further information, please visit 

https://zoom.us/. 

 

Access to documents 

The Council will publish the agenda and papers on the Council’s website and will notify 

Councillors by email as undertaken currently.  Printed copies will not be available for inspection 

at the Council’s offices and this requirement was removed by the Regulations. 

 

 

 

https://zoom.us/
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Arranging the meeting 

The Town Council Office shall circulate the meeting agenda which will have the ‘link’ to the 

remote meeting.  Access to the meeting shall be by way of the link only and is password 

protected.  The Town Clerk or officer in attendance shall be the host, which enable the effective 

support of the Mayor / Chairman. 

 

External Participants 

Members of the public are welcome to join the meeting using the link provided on the meeting 

agenda.  Those who do not have video capabilities can also dial into the meeting using one of 

the phone numbers provided (note – the cost of dialling into the meeting via telephone is borne 

by the user, not the Council).  The Town Council will also live stream to either its Facebook Page 

and / or YouTube Channel for those wishing to view proceedings. 

 

Joining the Meeting 

Those wishing to join the meeting are asked to join no later than 15 minutes before the start of 

the meeting in order to ensure a prompt start. 

 

Starting the Meeting 

The Mayor or Chairman shall ask the Town Clerk or officer present to confirm that a quorum is 

present for the meeting to begin. 

All participants, both Councillors and public shall have their microphones muted when joining 

the meeting.  The Town Clerk or officer present shall permit persons to speak on the instruction 

of the Mayor / Chairman, having indicated their wish to do so to the Mayor / Chairman.  This is 

to ensure background noise is kept to a minimum for the benefit of those viewing. 

Please note – meetings held remotely shall be recorded for the benefit of the drafting of the 

official minutes of the meeting.  The recordings may be published either on the Council’s 

Facebook Page or YouTube channel – if you do not wish to be recorded, please join with your 

video turned off (public only).  

Note - neither an audio nor video recording of the meeting supersedes the duly signed 

minutes of the meeting, which are the official record of that meeting under the law. 
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Public Participation 

The Council shall continue to operate a period of 15 minutes for public participation. 

Given the current circumstances, Members are recommended to approve that following the 

first remote meeting, public participation be changed that questions or representations be 

submitted to the Town Clerk not less than 2 clear days prior to the date of the meeting to 

ensure an answer is provided at the meeting.  A member of the public asking a question or 

making a representation, receiving an answer or comment from the Council, shall be entitled to 

ask one supplementary question per submitted question.  The Council can either respond 

verbally or submit a written answer after the meeting has closed.  This scheme to remain in 

place until ‘in-person’ meetings resume, unless otherwise extended. 

 

The Meeting and Rules of Debate 

Councillors who wish to speak to an agenda item must indicate their wish by raising their hand 

and waiting to be asked by the Chair.  The Town Clerk or officer will note the order of requests 

and advise the Mayor / Chairman.  The Mayor shall advise the Town Clerk or officer to unmute 

an individual’s microphone – their decision, in accordance with Standing Orders, shall be final.  

The chat function within Zoom has been disabled. 

The file sharing and screen sharing function with Zoom has been disabled. 

 

Meeting Etiquette 

You are reminded that: 

• Your microphone shall remain muted until such time as you are called to speak by the 

Mayor / Chairman; 

• Speak clearly for the benefit of those watching; 

• Dress appropriately for a formal meeting; 

• Ensure your display name is ‘Cllr FirstName Surname’ or ‘Cllr Surname’ – the Town Clerk 

or Officer shall advise on this prior to the meeting; 

• If you do not wish for the inside of your home to be seen, sit against a blank or neutral 

wall or use the virtual background provided by the Town Clerk; 

• If using a tablet, phone or laptop using WiFi you should sit as close to your wireless 

router as possible to ensure you have the maximum signal strength; and 
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• Remember – this is a formal meeting of the Council – please adhere to Standing Orders 

and maintain respect for one another during the meeting. 

 

Voting 

Voting shall be by show of hands.  Hands should be kept raised until the Town Clerk or officer 

confirms they have accounted for all those voting.  Any councillor joining the meeting via 

telephone will be asked to say their name and confirm their vote. 

 

Part II Agenda Items 

There may be times when it is necessary for the Council to consider business without the public 

and press being present, such as when confidential or exempt business is being considered.  

As such, a separate, confidential email shall be sent to Councillors only providing a new meeting 

link, password protected for them to join. 

Any Councillor in remote attendance who fails to disclose that there are in fact persons 

present, such as those who may be able to see and / or hear the meeting, who are not 

entitled to be could be in breach of the Council’s Code of Conduct. 

If you have any ‘smart’ devices in the room with you, such as Google Home and / or Alexa 

products and others, it would be best practice to flip the switch on them to turn their 

microphones off to prevent potential unauthorised ‘listening’ during the consideration of the 

confidential items. 

Any persons not permitted to be present shall be removed by the Town Clerk or officer present. 

 

Standing Orders 

Where the Mayor or Chairman is required to make an interpretation of existing Standing 

Orders, they may seek clarification from the Town Clerk or officer present before making a 

ruling.  However, the Mayor’s or Chairman’s decision shall be final. 
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Disorderly Conduct 

As per the Council’s Standing Orders, any Councillor behaving in anything but a professional 

manner will at first be asked to cease by the Mayor or Chairman.  If this behaviour persists, the 

Mayor or Chairman may adjourn or suspend the meeting if he or she feels the meeting is being 

disrupted. 

In accordance with Standing Orders, the Mayor or Chairman’s ruling shall be final. 

 

Disturbances by Members of the Public 

If any member of the public attempts to disrupt the meeting in any way, the Mayor or 

Chairman shall warn them accordingly.  If that person continues to disrupt proceedings, the 

Mayor or Chairman shall ask the Town Clerk or officer present to more said person from the 

meeting. 

 

Technical issues 

If the Mayor / Chairman or Town Clerk / officer identifies a failure of the remote meeting 

facility, the Mayor or Chairman should declare a recess while the fault is addressed. 

If it is not possible to address the fault and the meeting becomes inquorate the meeting shall 

be adjourned until such time as it can be reconvened. 

If the meeting was due to determine an urgent matter one which was time-sensitive the Town 

Clerk, in consultation with the Mayor, Deputy Mayor and the Chairman, Vice Chairman of the 

relevant Committee shall have delegated authority to make the decision.  The Town Clerk’s 

decision shall be final. 

 

Accessibility 

It is important for authorities to ensure that the needs of those requiring additional measures 

to participate in, or view the meeting be taken and the Council shall take reasonable steps 

(where possible) to achieve this. 

 

 


