
 

VIRTUAL COUNCIL MEETINGS POLICY 

 

 
1.  INTRODUCTION 

 

During the coronavirus pandemic, the Government has temporarily removed the legal requirement for 

local authorities to hold public meetings in person. This means that Councils have powers to hold 

public meetings virtually, by using video or telephone conferencing technology. 

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

Police and Crime Panel Meetings) (England and Wales) Regulations 2020 came into force on the 4th 

April 2020. 

Members will be able to attend remotely, with provision for public and press access.  The Regulations 

apply to meetings required to be held before the 7th May 2021. 

Below is a short summary of the Regulations as applicable to town and parish councils in England.  

Regulation 6(c) removes the requirement for a parish council to hold an Annual Council meeting in 

May 2020. 

Regulation 4 (2) carries the current appointment of Chairman on until the Annual Council Meeting in 

May 2021, although Councils may elect a Chairman at an earlier meeting, should they wish to.   This 

Council decided to hold the Annual Council Meeting and Mayor Making on the 13th July 2020.   

2.  VIRTUAL COUNCIL MEETINGS  

There are various platforms which can be used for virtual meetings.  However, the Council is 

subscribing to two Zoom accounts.  One will be for the Full Council and Committee meetings and the 

other for Working Group meetings.  The Officers will schedule the meetings for Full Council and 

Committees and send invites direct to Councillors.  The Chairs of the Working Groups, will schedule 

the Working Group meetings and send invites to the members of their Working Group.  

When agendas are prepared for Full Council and Committee meetings, the invite for the Zoom 

meeting will be copied on to the bottom of the agenda.  This will give an ID No and password for the 

meeting.  Members of the public and press are able to use these to gain access to the meeting.   

Agendas will be available on the Council’s website and displayed in the Council’s noticeboard at the 

Council’s office at Sessions House, Lynn Road, Ely.   

3. GAINING ACCESS TO A VIRTUAL COUNCIL MEETING 

Councillors will be able to log onto the meeting, with the details provided in their invite.  Members of 

the public and press will be able to log in from the details provided on the meeting agenda.  These can 

also be requested direct from the Clerk. 

The Officer or Chairman of a Working Group, will allow access to the meeting.  Those wishing to 

attend will be held in a waiting room.  All councillors will be admitted first and then members of the 

public and press will be admitted just before the meeting commences.   



Once the meeting has commenced, after 15 minutes the meeting will be locked for security reasons.   

This will mean that nobody else can be admitted to the meeting.  If a Councillor has notified the 

Officer/Chairman of a Working Group that they will be arriving late, the meeting will be unlocked for 

them to be admitted.  Once they have been admitted, the meeting will be locked again. 

4. CONDUCT AT VIRTUAL COUNCIL MEETINGS 

Councillors must ensure that their microphones are muted once the meeting commences.  If they wish 

to speak, they must raise the hand on the participants section of the screen.  The Chairman will then 

request they unmute and they will be able to speak on an agenda item. 

At the beginning of a Full Council meeting, as Councillors are unable to sign the Attendance Register, 

the Clerk will read out Councillor names, for them to confirm verbally that they are present.  

Members of the public and press, once admitted to a meeting should ensure that their microphones are 

muted, unless requested otherwise.  

Members of the public and press are only permitted to speak under public question time agenda items.  

The Chairman will allow a maximum of six speakers, who may provide information for up to three 

minutes in total only and each person, may only speak once.   Councillors with declared prejudicial 

interests must also speak during this item.  The public participation is not to be a part of the debate, 

but merely fact giving and answering questions in the same manner as the councillor with the 

prejudicial interest. This is the only opportunity for members of the public and press to speak during 

the meeting. 

All Councillors must observe the Council’s adopted Code of Conduct.  Members of the public and 

press must not behave in a disorderly manner.  If they do, they may be asked to leave the meeting or 

will be removed from the meeting.   

Please remember that a Parish Council meeting is by law “a meeting held in public”, not a “public 

meeting”. The law gives members of the public and press the right to attend and observe but not to 

speak. 

5. TECHNICAL ISSUES WHILST IN ATTENDANCE AT A VIRTUAL COUNCIL 

MEETING 

If a Councillor or attendee at a Council meeting has technical issues, eg; loss of internet and are 

disconnected from the meeting, the meeting will continue.  They can try to re-join the meeting, with 

the Clerk unlocking the Waiting Room to allow them to re-access the meeting.  If this happens to the 

Chairman of the meeting, then the Vice-Chairman or another councillor will be appointed to take over 

the Chair, either until they re-join or in the case of them being unable to do so, until the end of the 

meeting.  If this happens to the Clerk, the meeting must continue.  In their absence, the Chairman 

must appoint a Councillor to take over the minuting of the meeting, until they re-join or in the case of 

them being unable to do so, until the end of the meeting.      

 6. REVIEW OF POLICY 

If these Regulations are extended beyond the 7th May 2021, this Policy will be reviewed on an annual 

basis. 

Reviewed and approved 22nd February 2021 

………………………………………………    Cllr S Austen - Chairman of the Council  


