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Date: 18" June 2021
Title: Report 7 — A Proposal to enable “Hybrid” Council Meetings
By: M. Keller (Council Chair)
Purpose of Report: To propose changes to Standing Orders and recommend

purchase of equipment needed to facilitate the partial
remote participation in Council Meetings.

Recommendations: That members approve the proposed changes to Standing
Orders and agree the purchase of necessary technical
equipment.

During the period of the Covid-19 pandemic it became impossible to hold physical meetings of the
council. Government legislation therefore allowed a relaxation to Standing Orders to permit meetings
to be held remotely using internet conferencing platforms. This legislation was, however, time limited
and expired on 7" May 2021, hence formal Council Meetings must now revert to being held
physically.

Despite the limitations imposed by the need to meet remotely, many advantages were noted during
this period, not least the increased accessibility for members of the public and local elected
representatives. For this reason, it is desirable to be able to continue a degree of remote participation
in meetings, while keeping the core mandatory requirements for Council members to meet
physically.

Appendix A of this report contains draft recommendations for the changes to the Council’'s Standing
Orders that would permit Council meetings to combine physical and remote participation and to set
the limits on the remote element in order to comply with the mandatory elements of these orders.
The resultant meetings would be known as “Hybrid” meetings. For completeness, the Standing
Orders would also contain definitions of Physical, Remote and Informal meetings. Minor
amendments are also proposed to the definition of statutory attendees to avoid limiting this category
to specific title holders.

Appendix B considers the equipment and licence necessary to enable hybrid meetings to be
established on a permanent basis with an estimate of both the set-up and continuing costs.

Councillors are asked to approve both the change to Standing Orders and the purchase and
deployment of remote participation equipment.

Mike Keller, Council Chair.



Appendix A

Amendments to Standing Orders, Section 3 “Meetings Generally”
[Preamble to go at the start of this section]
Definitions:

Informal Meetings: These are meetings which take place between councillors but are unable to be
carried out fully under Standing Orders (for example, because they have to be called without the
necessary prior public notice being given). These should only take place when absolutely necessary
and unavoidable and should follow as many Standing Order rules as possible. No resolutions may be
passed at such meetings and any recommendations must be ratified at the earliest opportunity at a
formal council meeting.

Physical meetings: These meetings take place in a specific location with all participants
(Councillors, Officers, other Statutory Attendees and members of the media and public) present in
the room and able to see and hear proceedings. These meetings may or may not be recorded for
internal use, and may or may not be broadcast, according to the wishes of the council at the time.

Remote meetings: These meetings are conducted via internet conferencing platforms with all
participants (as above) joining the meeting virtually from their own home locations. Such meetings
can only take place when authorised by statute and in time of emergency. Full details of the
necessary participation codes and procedures must be published with the meeting agenda.

Hybrid meetings: These meetings take place in a specific location and with all voting members of
the council present in the room. However, provided the necessary infrastructure is in place for
remote participation, then officers, non-voting attendees and members of the media and public may
join the meeting physically or virtually via an internet conferencing platform. Such meetings can be
used where there are limits to the number of individuals that can be accommodated in the room for
health and safety reasons, but are not confined to this purpose. As with remote meetings, full details
of the necessary participation codes and procedures must be published with the meeting agenda.

[T ]

Further conditions for Hybrid meetings are given in paragraph “y” of this section.

Unless stated otherwise, any reference in these Standing Orders to “Meetings” shall apply to
Physical, Remote or Hybrid meetings.

[Section 3y]
Hybrid Meetings:

1. Hybrid meetings shall only take place in premises that have facilities for internet connection of
sufficient quality as to permit the live streaming of sound and vision.

2. The Chair of the meeting, whether Council Chair, Vice-chair or another councillor appointed as
acting chair, must be physically present throughout the meeting.

3. Should technical problems interrupt the live streaming during the meeting then the Chair shall
decide whether to continue as a physical meeting only or abandon the meeting.

4. Under Mandatory Standing Orders, Councillors are normally expected to attend meetings
physically. Should a councillor be unable to attend a particular meeting physically then they could
offer an apology for absence or opt to attend the meeting remotely. If the latter, then they would only
be entitled to speak during the meeting (other than in the public session) at the discretion of the



Chair and would not be able to propose, second or vote on any resolution. Quorum number rules
would apply only to councillors physically present.

5. Non-voting statutory attendees, such as local MP, County and District councillors and lay advisors,
may attend meetings physically or remotely.

6. Council officers should attend the meeting physically, if possible, but may attend remotely,
provided they are able to carry out their duties effectively by such means.

7. Members of the public who wish to make representations during the public session may do so
physically or remotely by requesting the right to attend no later than 24 hours before the meeting.
Such representations may be made orally or submitted in writing. Physical attendance will only be
agreed if the maximum safe limit for the room is not exceeded.

8. Should the number of councillors, officers and statutory attendees physically present be predicted,
at any time before the start of the meeting, to total the maximum safe limit for the room in which the
meeting is being held, then no further members of the public will be able to attend physically.
Physical attendance by members of the public shall be on a “first come, first served” basis. There will
be no limit on the number of members of the public attending remotely.

9. The agenda for the meeting must contain details of how members of the public may obtain remote
access to the meeting, either as observers or (subject to the conditions in 7 above) to participate in
the public session.

10. The council shall possess adequate equipment and operating licences to permit the live
streaming of sound and vision of the meeting, ensuring that all councillors may be seen and heard
clearly by remote participants and observers. Designated councillors, and/or officers shall be given
sufficient training to set up and operate the equipment.

[Additional amendments to Standing Orders]
Section 3e to be amended as follows:

“Members of the public may make representations, answer questions and give
evidence at a meeting which they are entitled to attend in respect of the
business on the agenda. Local elected representatives, such as MP, County,
District and South Downs National Park Councillors, as well as any appointed
Lay Advisors may address the council in closed session on matters within their
remit.”



Appendix B — Requirements for Hybrid meetings

Since the Parish Council already possess two laptop computers capable of being connected to
internet conferencing platforms and the Village Small Hall is equipped with a video projector, the
main purchase requirement in terms of equipment would be a wide-angle video camera capable of
being connected to a laptop and used instead of the laptop internal camera so as to upload a wide-
angle view of the meeting room. Suitable equipment can be seen in Figure 1 while a sketch of the
equipment deployment in the Village Small Hall is shown in Figure 2.
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In addition to the camera, a suitable tripod would be needed as well as some connecting leads. It will
also be necessary to purchase an external microphone to ensure that Councillors could be heard
clearly by remote participants. So, the likely set up costs would be as follows:

Camera £40
Tripod £25
Microphone £20
Extension leads £10
TOTAL £95

As well as these one-off costs to set up the equipment, there will be an ongoing cost for continued
access to a remote conferencing platform. Currently the Council subscribes to the Zoom platform on
a month-by-month basis at a cost of £12 per month. If this is now to become a permanent feature of

council meetings then it would be financially advantageous to take out an annual subscription at a
cost of £120 (£10 per month).

Connection to the internet is via the Village Hall Wi-Fi network for which no additional charge is
made.



