
Virtual Meetings through Skype for 
Business
Full Council Protocol

1.0 Introduction

1.1 The Local Authorities and Police and Crime Panels (Coronavirus) (Flexibility of Local 
Authority and Police and Crime Panel Meetings) (England and Wales) Regulations 
2020 make provision for remote attendance at, and remote access to Council 
meetings held on or before 7 May 2021.

1.2 The Regulations enable the Council to hold meetings without all, or any, of the 
Members being physically present in the room. They allow for remote meetings 
through electronic and digital means at virtual locations using video and telephone 
conference, live webcast and live interactive streaming.

1.3 The “place” at which the meeting may be held may be a council meeting, or where 
the organiser of the meeting is located, or an electronic, digital or virtual location, a 
web address or a conference call telephone number.

1.4 In order for Members to be able to attend meetings of the Council remotely, they 
need not be physically present, provided they are able to hear and be heard (and 
where practicable, see and be seen) by other Councillors and members of the public 
attending remotely or in person.

1.5 The procedure rules in this protocol replace Council standing orders for all Virtual 
Council Meetings held during the Covid-19 response period until 7 May 2021. 

1.6 In line with the Regulations, this protocol is designed to provide a guide to virtual 
Council meetings involving Members, officers and the public during the Covid-19 
crisis and will be kept under review. 

2.0 Access to documents

2.1 Democratic Services will publish the agenda and reports for Council meetings on the 
Council’s website and will notify Councillors by e-mail. Councillors will be supplied 
with a hard copy of the agenda.



3.0 Public / press access

3.1 Details of how members of the press and public can join the meeting will be included 
on the meeting Agenda cover sheet

3.2 Members of the public can also e-mail democracy@southkesteven.gov.uk and the 
team will talk them through how they can enter the meeting

3.3 Members of the public wishing to attend the meeting will do so through Skype for 
Business 

3.4 Members of the public using a smartphone or tablet may need to download the app 
before they can enter, so sufficient time should be allowed for this. The app can be 
downloaded for free through the app store on Apple devices and Google Play Store 
on android devices 

3.5 Users accessing the meeting via a laptop or desktop computer should be able to 
access the meeting via their web browser

3.6 When members of the public follow the link to the meeting, they will enter a virtual 
lobby

3.7 Members of the public will be invited into the meeting from the lobby just prior to its 
commencement

3.8 Members of the public will be able to see which members are indicating to speak 
through the Chat function. Members of the public are not permitted to use the Chat 
function and the Chair will make an announcement at the start of the meeting. 

4.0 Before the meeting

4.1 Members of Council will be sent an invitation that provides them with a link to the 
meeting

4.2 All Members should be present in the virtual meeting environment 30-minutes before 
the published start time of the Council meeting

4.3 Officers will ensure that Members have been able to successfully join the meeting 
and brief them on:

 How they can request to speak
 How their microphone will work
 Any rules about how long they can speak for 
 How to “pin” the people they need to see to their screen
 How to see participants
 What happens if it is necessary to go into exempt session
 General etiquette 

4.4 Just before the start time, the Meeting Clerk will start the recording. 

4.5 The Technical Clerk will invite any members of the public in from the lobby and will 
also be responsible for turning microphones on and off.

5.0 Opening the meeting 

5.1 The Chairman will open the meeting in the usual manner

5.2 The Chairman will remind all present of the following: 
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 Members and officers will have their microphone released and turned off for 
them

 Speakers will be advised when the have 30 seconds left and when their time is 
up

 That the meeting is being recorded
 All present should turn off their telephones or put them onto silent mode
 The chat facility is for use by Councillors only to indicate that they wish to 

speak. Members of the public must not use the chat function.

6.0 Confirming who is present

6.1 A Member is deemed to be present, for the purposes of the meeting’s quorum, so 
long as they can: 

 Hear, and (where practicable) see others in the meeting
 Be seen and heard by other members and the public

6.2 The first item on every agenda will be a Register of Attendance

6.3 The Chief Executive will call the name of each Member in the order listed on the 
agenda coversheet. Members should respond with the word “present”.

6.4 The Chief Executive will call the name of each officer in attendance. Officers should 
respond with the word “present”.

6.5 The Meeting Clerk will confirm if the meeting is quorate (a quorum for Council is 14 
Members).  

7.0 Approving minutes

7.1 The Chairman and Vice-Chairman will propose and second the minutes of the 
previous meeting. Any comment on the accuracy of the minutes will only be permitted 
for substantial inaccuracies. 

8.0 Disclosure of Interests

8.1 If you think you have an interest in an item or would like any advice, please contact 
the Democratic Services Team before the meeting

8.2 The Chairman will ask for disclosures of interests 

8.3 Any member with an interest will indicate through the ‘Chat’ function that they wish to 
disclose an interest

8.4 Following a brief pause, the Chairman will ask the Technical Clerk to list aloud the 
members who have indicated they have an interest to disclose

8.5 The Chairman will call their names in turn and the Technical Clerk will release the 
Member’s microphone

8.6 The Member will make their declaration and the Technical Clerk will turn off their 
microphone

8.7 The Technical Clerk will make a note of which Members disclose an interest in which 
items and will remove them from the meeting prior to the commencement of that item 
and will confirm to the Chairman when this has been done

8.8 The ejected Member should leave Skype for business open and wait to be invited 
back into the meeting (when a Member is removed from the meeting a banner will 



give them the option to re-join; they should not click on this banner as it will bring 
them straight back into the meeting) 

8.9 The item will be considered

8.10 The Technical Clerk will invite any Members who have disclosed interests back into 
the meeting

9.0 Proposing and seconding

9.1 Items still need to be proposed and seconded

9.2 The Chairman will invite the relevant Cabinet Member or Chairman of the relevant 
Committee to propose the recommendations in a report

9.3 Prior to the meeting the Chairman will have been advised of who will be seconding 
the recommendations and call on them to do this

10.0 Debate 

10.1 The Chairman will ask whether anyone wishes to speak, and pause for a moment to 
allow members to register

10.2 Members to indicate that they wish to speak through the Skype for Business ‘Chat’ 
function by typing “me”

10.3 The Chairman will ask the Technical Clerk to list members who have indicated they 
wish to speak

10.4 The Chairman will call members in order

10.5 The Technical Clerk will release and mute microphones

10.6 The Chairman will ask the Technical Clerk to confirm any more speakers 

10.7 Each member may speak for no more than 5 minutes 

10.8 Each member may speak once on any proposition (except the proposer, who will 
have 5 minutes to sum up at the end of the debate)

10.9 There will be no points of order or personal explanation

10.10 Speeches will be timed by the Technical Clerk. Speakers will be advised when they 
have 30 seconds left and when their time is up

11.0 Amendments

11.1 Members are asked to consider carefully the need for amendments

11.2 Where a Member knows before the meeting that they wish to make an amendment, 
they are asked to e-mail a copy of the wording to democracy@southkesteven.gov.uk 
prior to the meeting’s commencement

12.0 Voting

12.1 Votes will be by roll call in the order the names appear on the front of the agenda, 
with the exception of the chairman, who will be called last

12.2 As each Member’s name is called by the Chief Executive, they will state whether they 
are for, against or abstain
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12.3 The Meeting Clerk and Legal Adviser will confirm their records tally and the Meeting 
Clerk will confirm the number of votes cast for, against and in abstention and whether 
the proposition has been carried

12.4 Only the outcome of the vote will be noted in the minutes unless a recorded vote has 
been requested prior to the vote taking place

13.0 Dealing with technical difficulties

13.1 Loss of public access

 If the Chairman is made aware that technical connection problems have 
prevented members of the public accessing the meeting, the meeting will be 
adjourned without further consideration of any items

 If access cannot be restored within a reasonable period, the remaining 
business will be considered at a time and date fixed by the Chairman

 If the Chairman does not fix a date, outstanding business will be considered at 
the next ordinary Virtual Meeting 

13.2 Loss of Member connection

 If a member loses connectivity for more than a few seconds, they will have 
been deemed to have left the meeting 

 The Chairman may adjourn the meeting for a short period to try to reconnect 
the Member (a member of the IT team will be available to help troubleshoot any 
problems)

 If the Member cannot re-join and the meeting is quorate, the remaining 
business of the meeting shall be transacted in the absence of the Member 

 If the connection is re-established while the meeting is still in progress, the 
member will have been considered as having re-joined it at that point

 If the meeting is inquorate, the meeting must be adjourned and remaining 
business will be considered at a time and date fixed by the Chairman

 If the Chairman does not fix a date, outstanding business will be considered at 
the next ordinary virtual Meeting

14.0 Dealing with disruption

14.1 The ‘Chat’ function in Skype for Business is solely for the use of Members, for 
Members to indicate their desire to speak. Members should not use the chat function 
for any other purpose.

14.2 If a member of the public uses the ‘Chat’ function, they will be asked not to use it

14.3 Should the member of the public comment in the ‘Chat’ function for a second time, 
they will be removed from the meeting

15.0 Exclusion of press and public

15.1 Where it is necessary to exclude the press and public from the meeting to discuss 
confidential or exempt items (as defined Schedule 12A or the Local Government Act 
1972 (as amended)) the Technical Clerk will ensure that there are no public in remote 
attendance or remotely accessing the meeting

15.2 Each Member will be called in turn and must verbally declare that there are no other 
persons present who are not entitled to be present (either hearing or seeing) during 
consideration of such items, and/or recording the proceedings. Members should be 



particularly mindful to ensure any smart speakers (such as Amazon Alexa, or Google 
Home) do not record and transmit any exempt item.

15.3 Any Member who fails to disclose that there were persons present who were not 
entitled to be there would be in breach of the Members’ Code of Conduct

16.0 Conclusion of the meeting

16.1 The Chairman will declare the meeting closed

16.2 The Meeting Clerk will stop the recording of the meeting

16.3 The Technical Clerk will close the meeting, which will remove all participants from the 
session

17.0 The meeting recording

17.1 The recording will be used to help the Meeting Clerk produce the minutes of the 
meeting

17.2 The recording will be retained in line with the Council’s retention Schedule (one year 
from the date of the meeting Pending any outstanding challenge to a decision taken 
at that meeting when the recording will be retained as long as necessary)

17.3 The minutes will be checked and published on the Council’s website

Other matters 
 Equipment: Members and officers must only access Skype for Business and the 

meeting via the device that has been configured by SKDC for this purpose
 Power: Meeting participants should remember to charge their device in advance 

of the meeting or ensure they are plugged into a power source
 Location and background:  Meeting participants should consider their location 

for the meeting and what is visible in the background. A plain wall can create a good 
background for a remote meeting and participants should remove anything that they 
would not wish to be on view, such as family photos

 Prepare some notes or lists for ease of reference during the meeting. This 
preparation may save you time when referring to the agenda and participating in the 
meeting  

 Find a suitable location for the meeting, where you will be comfortable and won’t be 
disturbed  


