
Appendix A – Proposed Standing Order 30 - Remote Meetings

Standing Order relating to Meetings of the Authority, its Sub-Committees and Forums 
during response to Covid-19 

30.1 Introduction

This Standing Order is adopted as by the Authority under Section 78 of the Coronavirus 
Act 2020 and The Local Authorities (Coronavirus) (Meetings) (Wales) Regulations 2020 
No.442 (‘the Regulations’). 

This Standing Order provides the means for the conduct of any remote meeting of the 
Authority, and its various Committees and Sub-Committees, held under the provisions of 
the Regulations.  

This Standing Order should be read in conjunction with the existing Standing Orders and 
Procedure Rules within the Terms of Reference and Scheme of Delegation. Wherever there 
is a conflict with the existing Standing Orders or any other constitutional document, then 
this Standing Order takes precedence. Guidance will be issued by Democratic Services to 
supplement this Standing Order.

This Standing Order remains valid until 1st May 2021

30.2 Definitions 

For all purposes of the Constitution: 

30.2.1 “meeting” means a meeting of the Authority, Subcommittee, Panel or a Forum and is not 
limited in meaning to a meeting of persons all of whom, or any of whom, are present in the 
same place. 

30.2.2 “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 numbers;  and

30.2.3 “open to the public” means where a meeting is accessible to the public through remote 
means the meeting is open to the public whether or not members of the public are able to 
attend the meeting in person so that the public can hear (and preferable see) the members 
in attendance.

30.2.4 “remote means” includes (but not limited to) telephone, video conferencing, live webcast, 
and live interactive streaming.

30.2.5 “in attendance” means if the Member is physically present or attending by remote means 
and in both cases is able at that time can hear, and where practicable see, and be so heard 
and, where practicable, be seen by, the other Members in attendance. 

30.3 Annual Meeting

30.3.1 The requirement to hold an Annual Meeting is to be disregarded and, prior to 7th May 2021, 
an Annual Meeting of the Authority may only take place:



30.3.1.1 when called by the Chair of the Authority; or
30.3.1.2 following a request to call a meeting by no fewer than 5 members of 

the Authority

30.3.2 Any person holding office as Chair or Deputy Chair of the Authority or any Subcommittee, 
Panel or Forum or any other appointment by the Authority, shall continue to hold office 
until the next Annual Meeting. 

30.4 Notice & Location of Meetings 
30.4.1 Democratic Services will give the requisite notice to the public of the time of the meeting, 

and the agenda, together with details of how to join the meeting on the Authority’s website 
and whether the meeting will be open to the public by remote means or a record of 
proceedings made available after the meeting on the Authority’s website. 

30.4.2 Members will be notified of the meeting and the place of the meeting by email and all agenda 
papers will be available on the Authority’s website and via Modern Gov.  

30.4.3 The ‘place’ at which the meeting is held may be at an Authority building or may be where 
the organiser of the meeting is located 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. 

30.4.4 The Chair of the relevant meeting may determine that it be held in a physical meeting room 
with a proportion of the membership and any participating public additionally attending 
remotely.  

30.5 Public Access to Information

30.5.1 Any information available to members of the public, to be published, posted or made 
available at the offices of the Authority will be published on the website of the Authority 
under the relevant meeting date.

30.5.2 Members of the public may access minutes, decision and other relevant documents through 
the Authority’s website.

30.6 Meetings which are open to the Public

30.6.1 Meetings shall not be open to the public.

30.6.2 Meetings shall be open to the public once the Chair of the relevant meeting (in consultation 
with the Chief Executive) agrees that the Authority has suitable and available technological 
means in place to allow the public to hear (and preferably see) proceedings of the relevant 
meeting by remote means.

30.6.3 If during a meeting, the Chair is made aware that the meeting is not open to the public 
through remote means, due to any technological or other failure of provision, then the 
Chair shall adjourn the meeting once for up to 10 minutes to restore the meeting as being 
open to the public.

 



30.6.4 If the meeting cannot be restored as open to the public, then the meeting shall restart and 
the remaining business will be considered. 

30.7 The Public and Confidential or Exempt Items

30.7.1 Meetings are not open to the public, when confidential, or “exempt” issues (as defined in 
Schedule 12A of the Local Government Act 1972) are under consideration.

30.7.2 Where the public is in attendance by remote means and before confidential or exempt 
items are to be discussed, the Democratic Services Officer or meeting facilitator will ensure 
that there are no members of the public in remote attendance or remotely accessing the 
meeting are able to hear or see the proceedings once the exclusion has been agreed by the 
meeting.  

30.7.3 Each Member and officer in remote attendance is deemed to be declaring that there are no 
other persons present with or near them who can either hear or see the consideration of 
such items in the meeting and/or recording the meeting. 

30.7.4 Any Member or officer in remote attendance who failed to disclose that there were in fact 
persons present who were not entitled would be in breach of the Members’ or Officers’ 
Code of Conduct. 

30.8 Meetings where the Public may speak

30.8.1 Members of the public wishing to speak at a meeting are required to notify the relevant 
officer of their intent to take part as set down in the Terms of Reference or relevant 
Standing Order. Notification to the officer should be prior to the date set out in the relevant 
Standing Order.

30.8.2 Where the Terms of Reference of any Subcommittee, Panel or Forum permit the members 
of the public a right to speak then this shall be only be discharged by way of written 
representations being read out at the relevant meeting. 

30.8.3 A Chair of the meeting may determine in advance of any meeting, the alternative methods a 
member of the public may use to address the meeting provided always that the Authority 
has the suitable and available technological means in place to facilitate this.  

30.8.4 The written method and alternative methods are as follows:

Written Representations

30.8.5 The member of the public should prepare no more than 500 words equivalent to 3 minutes 
of speaking time. Where the public are required to share speaking time (for example 
collectively as objectors in a PAROW meeting), then they will need to share the 500 word 
limit.

30.8.6 An officer will read out the written representation at the relevant time as requested by the 
Chair.

Voice or Video Recording (pre-recording) 

30.8.7 The member of the public may prepare may prepare a recording (voice or video) in the 
format requested by the Authority. The recording will be played by the officers to the 
members in attendance at the relevant time.



30.8.8 The recording must not exceed the time limit for representations as set down in the 
relevant term of reference of a meeting or Standing Order. Where the public are required 
to share speaking time (for example collectively as objectors in a PAROW meeting), then 
they will need to share recording time.

Participation at the meeting using Voice or Video 

30.8.9 Members of the public speaking at a meeting by remote means must when they are speaking 
be able to be heard (and ideally be seen) by the Members at the meeting by remote means. 

30.8.10 The Democratic Services Officer shall mute the member of the public once they have 
spoken, and 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. 

30.8.11 At the point during the meeting they are required to address the members, if the member 
of the public is no longer in attendance (or are unable to address the Members) the Chair 
may, as he or she deems appropriate: 

30.8.11.1 adjourn the meeting for a short period of no more than 10 minutes to permit the 
conditions for remote attendance contained in Standing Order 30.8.9 above to be re-
established; 

30.8.11.2 suspend consideration of the item of business in relation to the member of public’s 
attendance by remote means 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 
attendance by remote means have been re-established or, on confirmation that this 
cannot be done, before the end of the meeting, whichever is the earliest; 

30.8.11.3 continue to transact the remaining business of the meeting in the absence of the 
member of the public in attendance by remote means; or

30.8.11.4 request that an officer read to the Members the content of any written representations 
from the member of the public where provided under Standing Order 30.10. 

30.9 Where multiple representations are received (either in writing or voice/video recording) and 
no agreement has been made to share time or words then then the first written 
representation or recording received by the Authority will be presented to the meeting.

30.10 A member of the public considering speaking using Standing Order 30.8.9 or prerecording in 
30.8.7 may wish to send to the relevant officer in writing the content of their speech 
(subject to the word limitation in Standing Order 30.8.5 in case of technical difficulties.

30.11 The Chair of a relevant meeting may determine at any time that the speaking time or word 
limit may be decreased in the interests of the better conduct of the meeting.

30.11 Declaration of Interests

30.11.1  Members must declare any interests at least 2 working days prior to the relevant meeting 
by email to Democratic Services.

30.11.2 The Democratic Services officers will read out any declared interests at the start of the 
meeting if required to do so by the Chair.

30.11.3 If during meeting, a Member discovers they have an interest, they will indicate to the Chair 
and declare their interest on request.



30.11.4 Any Member participating in a meeting who declares interest in any item of business that 
would normally require them to leave the room, must also leave the remote meeting. 

30.11.5 Their departure will be confirmed by the Democratic Services Officer of meeting facilitator, 
who will invite the relevant Member by link, email or telephone, to re-join the meeting at 
the appropriate time. 

 
30.12 Quorum and Attendance

30.12.1  Members must be in attendance to be considered part of the quorum of a meeting.

30.12.2 The quorum of a meeting shall be: 
30.12.2.1 1/3rd of the Members; or
30.12.2.1 1/2th  of the Members of PAROW;

in both cases to include at least one local government appointed member and 
one Welsh Government appointed member. 

30.12.3 A Member cannot be considered to be part of a meeting if they are no longer in attendance

30.12.4 The Chair will normally confirm at the start of any meeting that they can hear (and 
preferably see) and hear all participating Members. Any Member in attendance by remote 
means should also confirm at the outset and at any reconvening of the meeting if they 
cannot hear or see the proceedings.  

30.12.5The attendance of those Members at the meeting will be recorded by the Democratic 
Services Officer. 

30.12.6  In the event of a failure in attendance of the Members by remote means, the Chair should 
immediately determine if the meeting is still quorate:  

30.12.6.1   if it is, then the business of the meeting will continue; or 
30.12.6.2 if there is no quorum, then the meeting shall adjourn for a period specified by the 

Chair, expected to be no more than ten minutes, to allow the connection to be re-
established.  

 
30.12.8 Should attendance by a Member fail by remote means, ordinarily the Chair will continue 

the meeting as a failure is ordinarily only for a short period. Where failure affects more 
than one Member then the Chair may call a short adjournment of up to ten minutes to 
determine whether the connection can quickly be re-established, either by video 
technology or telephone in the alternative. If the remote means is not restored within that 
time, the meeting should continue to deal with the business, providing the meeting remains 
quorate. 

 
30.12.9 In the event of failure in attendance by remote means, the remote Member(s) will be 

deemed to have left the meeting at the point of failure and have rejoined the meeting once 
attendance has been re-established.

30.13 Member speeches and requests to speak

30.13.1 Members may only speak when permitted to do so by the Chair. 



30.13.2 Members shall notify the Chair of their request to speak using the adopted technological 
means to indicate to the Chair of their wish. In the system Lifesize this is the 
electronic ‘raise hand’ function. 

30.13.3 The Chair will follow the rules set out in the Terms of Reference and Scheme of Delegation 
or existing Standing Orders when determining who may speak, as well as the order and 
priority of speakers and the content and length of speeches in the normal way.  

30.14 Voting

30.14.1 The method of voting will be by means of an officer calling out the name of each member 
present with: members stating ‘for’, ‘against’, or ‘abstain’ to indicate their vote when their 
name is called;  

 
30.14.2 In the alternative where all Members are visible by remote means and at the Chair’s 

discretion, the method of voting will be by one of the following methods: 

30.14.2.1 by the general assent of the meeting where all members are visible on screen at the same 
time and all members indicate their agreement by raising their hand either by using the 
adopted technological means or by visibly on screen.

30.14.2.2 a vote by electronic means using the adopted technological means to indicate to the Chair 
of their preference.

30.14.3 The result of the vote will be clearly announced either by the Chair or the Democratic 
Services Officer prior to moving onto the next agenda item 

30.14.4 Details of how Members individually voted will not be kept and minuted. 

30.14.5 If attendance by remote means is lost by a Member during a meeting, the Chair will ask prior 
to the vote whether any member requires that the information is repeated again to enable 
the Member who was disconnected to vote on the matter under discussion with full 
knowledge of all matters already considered during that item. No new matters are to be 
raised at this stage. 

30.15 General Conduct

The Chair may at any time during the meeting in the interests of the better conduct of the meeting:

30.15.1 Pause (adjourn) the meeting by taking down the stream (live feed) from public viewing and 
then resume it when needed.

30.15.2 Switch on each active participant’s microphone when they are invited to speak and switch 
them off afterwards.

30.15.3 Mute someone speaking at any time.

30.15.4 Mute everyone speaking except themselves at any time.

30.15.5 Allocate different levels of access to people logging in (based on upon whether they are a 
member, an officer or a member of the public who has registered to speak or simply 
observing the meeting.



30.15.6 Switch some active participants and the observers off, so they are paused and have neither 
‘live’ visual or audio feed whilst the committee deliberates in private or an officer present 
gives the committee advice. The live stream can then be resumed when needed.

30.15.7 Removing anyone from the meeting by ejecting them from attendance by remote means.


