
Remote Meetings Protocol – Salford City Council

1. Introduction

1.1 This Protocol provides general principles and guidance for the conduct of any 
remote meeting of the Council, the Cabinet, Committees (including Panels and 
Boards) and Subcommittees, that are held under the provisions of the Local 
Authorities and Police and Crime Panels (Coronavirus) (Flexibility of Local Authority 
and Police and Crime Panel Meetings) (England and Wales) Regulations 2020.

1.2 This Protocol should be read in conjunction with the Council’s Standing Orders 
and other Rules within the Constitution, including any interim provisions and changes 
to the Constitution that also arise from the Coronavirus pandemic.

1.3 This Protocol may be supplemented by additional protocols and more detailed 
procedures for each meeting body, in recognition that each body may require other 
procedures that relate to the specific nature of its business. Each body may agree and 
adopt its own supplementary protocol, with those for subcommittees being adopted by 
their parent committee (unless the parent committee agrees to allow its 
subcommittee(s) to agree and adopt their own supplementary protocol(s)). Those 
supplementary protocols must be in accordance with the general principles 
established here and with the Council’s Standing Orders and other Rules set out in 
the Constitution.

1.4 In the event that an applicable supplementary protocol has not yet been 
adopted a meeting will operate in accordance with these general principles and the 
Council’s Standing Orders and other Rules set out in the Constitution.

1.5 A joint committee may adopt a protocol or supplementary protocol in 
accordance with the established remote meeting arrangements of any of the bodies 
that are members of the joint committee, as it sees fit.

1.6 In this protocol any reference to a member shall include a co-opted member of 
a committee or subcommittee who is not a City Councillor. 

1.7 Whilst a meeting is in progress the Chair may make any reasonable changes to 
the provisions of this and any supplementary protocol so as to adjust the procedure to 
accommodate a remote participant with a disability, provided that the proceedings 
remain in accordance with the Council’s Standing Orders and other Rules set out in 
the Constitution.

1.8 References in this protocol to the “Monitoring Officer” include any subordinate 
officer authorised to act on the Monitoring Officer’s behalf.

1.9 This Protocol comes into effect on 17 June 2020 and applies to all meetings 
that are held on or before 6th May 2021 (unless this Protocol is rescinded or amended 
by the Council prior to that date).



2. Public notice of (and access to) meetings and publication of papers

2.1 The Monitoring Officer will use the Council’s website to give the requisite notice 
to the public of the time of the meeting, and the agenda and copies of the public 
reports, together with details of the venue of the meeting. That venue will be the 
means that the public can listen to and, where practicable, watch the meeting whilst it 
is underway. The venue may be a meeting room, a telephone number or internet 
address. Two or more venues can be used for a meeting if that is appropriate, 
provided that any member of the public is able to hear, and where practicable watch, 
all of the public proceedings at that venue. This is so, for example, that members of 
the public who do not have a reliable means to watch a live video webcast may 
instead be able to use a telephone call to listen to the meeting.

2.2 All publicly available meeting papers will be available on the Council website 
and via Modern.Gov app for Android and Apple devices.

2.3 Members of the public may use the Council’s website to subscribe to 
notifications about the publication of meeting papers.

3. Members’ notice of meetings and access to papers

3.1 Members who have the right to join and participate in a remote meeting will be 
notified of a meeting by email. Members will also be given information and instructions 
on how to join and participate in that meeting by email. Those joining-instructions are 
to be considered as being confidential, to protect the meeting from unauthorised 
persons being able to disrupt it.

3.2 All publicly available meeting papers will be available in an electronic format on 
the Council’s website, via Modern.Gov app for Android and Apple devices, and by 
email from the Monitoring Officer. 

3.3 Confidential papers and those exempt from publication will be available in an 
electronic format to those members with the appropriate rights of access on the 
Council’s Extranet, through the Modern.Gov app, and by email from the Monitoring 
Officer.

3.4 The ‘place’ at which the meeting is held may be a Council meeting room or an 
electronic or a digital location, a web address or a conference call telephone number; 
or could be a number of these combined. A meeting may be held in a meeting room 
with a proportion of the membership attending remotely.

4. Public right of access to remote meetings

4.1 The public have a right to access a remote meeting (that is to hear (and, where 
practicable, see) the proceedings of the meeting), during those parts of the meeting 
where the public are not excluded. If a technology failure for a wholly remote meeting, 
from which the public have not been excluded, results in the meeting being no longer 
open to the public (the meeting can no longer be heard (or, where practicable, seen) 
at the published venue(s)) the Chair will adjourn the meeting as soon as it is apparent 



that the failure has occurred. The meeting may be resumed once it is established that 
public access is restored. 

4.2 Following such a failure if, in the opinion of the Chair, the provision of public 
access through remote means cannot be restored within a reasonable period, not 
longer than 15 minutes, then the remaining business will be considered at a time and 
date fixed by the Chair. If he or she does not fix a time and date, the remaining 
business will be considered at the next ordinary meeting. The time and date fixed by 
the Chair must be reasonably distant such that it will be possible for proper and 
effective public notice of the meeting to be given..

5. Members’ participation in remote meetings

5.1 Any member participating in a meeting remotely, must when they are speaking, 
be able to be heard (and, where practicable, seen) by all other members in 
attendance, and the remote participant must, in turn, be able to hear (and, where 
practicable, see) those other members participating.

5.2 In addition, a remote participant must be able to be heard by (and, where 
practicable, be seen), and in turn hear (and, where practicable, see) any members of 
the public entitled to or allowed to attend and speak at the meeting.

5.3 The Chair will ensure at the outset and at any reconvening of a meeting that 
they can hear (and, where practicable, see) enough remote members to confirm that 
there is a quorum present for the meeting to proceed. At the invitation of the Chair, 
any member participating remotely should also confirm at the outset and at any 
reconvening of the meeting that they can hear (and, where practicable, see) the 
proceedings and the other participants.

5.4 The attendance of those members at the meeting will be recorded by the 
Monitoring Officer.

5.5 The normal quorum requirements for meetings as set out in the Council’s 
Constitution will also apply to remote meetings. If the meeting becomes inquorate 
through remote members leaving the meeting the Chair will stop the meeting and the 
remaining business will be carried over to the next ordinary meeting.

5.6 In the event of any apparent failure of the video, telephone or conferencing 
connection, the Chair should immediately determine if the meeting is still quorate:

 if it is, then the business of the meeting may (subject to any short adjournment 
under paragraph 5.7 below) continue; or

 if there is no quorum, then the meeting shall adjourn for a period specified by 
the Chair of up to 15 minutes, to ascertain whether a quorum can be re-
established; and

 if, in the opinion of the Chair, the failure cannot be rectified within a reasonable 
period, then the remaining business will be considered at the next ordinary 
meeting or at a time and date fixed by the Chair in the manner set out in 4.2.

5.7 Should the failure of any aspect of an individual member’s remote participation 
become apparent to the Chair then the Chair may call a short adjournment of up to 



five minutes to determine whether the connection can quickly be re-established, either 
by video technology or telephone in the alternative. If the connection is not restored 
after that time and a quorum is otherwise still present, the meeting should continue to 
deal with the business. The Chair shall not be obliged to have such an adjournment 
unless there is no longer a quorum present.

5.8 In the event of such a connection failure, the remote member will be deemed to 
have left the meeting at the point of failure. If the connection is successfully re-
established, then the remote member will be deemed to have returned at the point of 
re-establishment.

5.9 Should the failure of any aspect the Chair’s remote participation become 
apparent to the Monitoring Officer, or the other members in the meeting, then the 
Monitoring Officer will inform the meeting of that issue. There will then be a short 
adjournment of up to five minutes to determine whether the connection can be re-
established, either by video technology or telephone in the alternative. If the 
connection is not restored after that time and a quorum is otherwise still present, the 
meeting should continue to deal with the business, starting with the appointment of a 
Chair to preside over the rest of the meeting.

5.10 If a connection to a member is lost during a regulatory meeting, and the 
member is subsequently able to rejoin after the proceedings were resumed, the 
member who was disconnected should not  vote on the matter under discussion as 
they will not have heard all the facts and debate.

6. Public participation in remote meetings

6.1 Any member of the public participating in a meeting remotely must meet the 
same criteria as members of the Council:

 be able to be heard (and, where practicable, be seen) by all other members in 
attendance; and

 be able to hear (and, where practicable see) those members; and 
 be heard (and, where practicable, be seen) by any members of the public 

attending the meeting at a published venue.

6.2 No member of the public will be taken as being prevented from remotely 
participating in a meeting solely because they are unable or unwilling to use a video-
link such that they can be seen by the members and by the public, provided they can 
be heard by both, and can hear the members.  

6.3 The specific procedures for members of the public requesting and establishing 
the ability to participate in a remote meeting may be detailed in the supplementary 
protocol for each committee. The general principle is that participation must be 
requested, granted and arranged in advance of the meeting taking place. Denying 
such a request (where this is permissible) will not invalidate the proceedings of that 
meeting but participation in remote meetings will, as much as is practical, be in-line 
with the well-established practices already in place for meetings of each committee 
and subcommittee. A request from a member of the public to join and speak at a 
remote meeting that is already underway does not have to be considered during the 
meeting. 



6.4 Where a member of the public is speaking at a meeting via remote attendance, 
the Chair will, as part of their introduction of that speaker, explain the procedure for 
their participation. The details of that procedure may be set out in a supplementary 
protocol for that meeting. 

6.5 Members of the public will be offered alternative means to make 
representations to meetings in writing. They will be encouraged to use these as their 
primary means of contributing to the meeting, and as a ‘fail-safe’ should a failure of 
technology disconnect them from the meeting and so prevent them from speaking 
whilst the meeting is underway.

6.6 Having been granted access to participate in a meeting, if a member of the 
public fails to use that opportunity, or is unable to through a failure of their own 
technology, it will not invalidate the proceedings of the meeting, unless in such a 
regulatory setting that the technology failure would result in a breach of natural justice. 

6.7 If, whilst a member of the public is attempting to participate in a remote 
meeting, it becomes apparent to the Chair that the conditions set out in 6.1 are no 
longer being met, the Chair may adjourn the meeting for up to 5 minutes to see if the 
problem can be overcome and the participation restored.

6.8 After a member of the public has participated in the relevant item of business 
they may be removed from the meeting and prevented from rejoining by the 
Monitoring Officer, and at the request of the Chair. Being so removed must not affect 
that person’s ability to hear (and, if practicable, see) the rest of the business of the 
meeting that is open to the public and available at a published venue.

6.9 If a meeting resolves that the public be excluded then any members of the 
public who have been participating in the meeting prior to that resolution must be 
removed from the meeting by the Monitoring Officer and prevented from rejoining 
before any other business is considered at the meeting.

6.10 If the member of the public is participating in an item of business from which 
the public are otherwise excluded then they must be removed from the meeting by 
the Monitoring Officer and prevented from rejoining before any other business is 
considered at the meeting. The Chair must be satisfied that they have been 
disconnected and cannot rejoin before going on with the meeting. 

7 Meeting Procedures and Etiquette 

7.1 The Chair will follow the rules set out in the Constitution 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.

7.2 Members are encouraged to inform the Chair and the Monitoring Officer of their 
desire to speak on an item of business by email, at least two hours before the meeting 
is due to start. This may be particularly important if the member will be participating in 
the meeting by voice only, not by a video link. 



7.3 The Chair, at the beginning of the meeting, will explain the protocol for member 
and public participation and the rules of debate. The Chair’s ruling during the debate 
will be final.

7.4 Members are asked to adhere to the following etiquette during remote 
attendance at a meeting:

 Committee members are asked to join the meeting (or any pre-meeting 
briefing) no later than ten minutes before the start to allow themselves and the 
Monitoring Officer to troubleshoot their connection and to test the technology.

 Whenever members enter a meeting in advance of its start time they will 
assume that there are already members of the public watching and or listening 
at the venue for that meeting, and recording the meeting. Public access to the 
venue may be enabled ahead of time, just as it is in the Council’s meeting 
rooms in the Civic Centre.

 Members joining by a video-link will endeavour to show the corporate 
background, a non-descript background or a blurred background behind them.

 Members should be careful to not allow exempt or confidential papers to be 
seen in their video camera-feed.

 On entering a meeting, if a member is asked to type-in or speak their name to 
identify themselves in the meeting, they do so in full, e.g. “Councillor Abel 
Heywood”

 Members will only speak when invited to do so by the Chair. The only permitted 
exceptions to this are set out in the Constitution. 

 Members will endeavour to have their device’s microphone muted when not 
speaking, if the device allows that to be done, but should remain present in the 
meeting.

 Members are encouraged to turn their video camera off when not speaking or 
seeking to indicate to the Chair their desire to speak, if the device allows that to 
be done, but should otherwise remain present in the meeting.

 A supplementary protocol may establish how members are to indicate to the 
Chair their desire to speak in that committee or meeting.

 A supplementary protocol may establish the appropriate means for a vote to be 
taken in that meeting. In the absence of any supplementary protocol a vote 
may be taken by the general assent of the meeting, with no members voicing 
their dissent, or by a roll-call of the members present with each in turn stating 
‘for’, ‘against’, or ‘abstain’.

 Recorded votes may be called in accordance with the rules in the Constitution.



8. Declaration of Interests

8.1 Any member participating in a remote meeting who declares a disclosable 
pecuniary interest, or other prejudicial interest, in any item of business that would 
normally require them to leave the room, must also leave the remote meeting. Their 
departure will be confirmed by the Monitoring Officer who will then invite the relevant 
member by link, email or telephone, to rejoin the meeting at the appropriate time. 
Where a member is required to leave the meeting they must sever their means of 
remote attendance and remain out of the meeting whilst any discussion or vote takes 
place in respect of the item or items of business which the member may not 
participate.

9. Exclusion of Public and Press

9.1 At times, some parts of meetings are not open to the public, when confidential, 
or “exempt” items are under consideration – known as “Part 2” of an agenda. The 
Monitoring Officer will ensure that there are no members of the press or public in 
remote attendance or remotely accessing the meeting who are able to hear or see the 
proceedings once the exclusion has been agreed by the meeting.

9.2 Members in remote attendance must ensure that there are no other persons 
present at their location, except another member also entitled to be in remote 
attendance, who can overhear or overlook the member’s continued participation, or 
who are able to record the proceedings. A member in remote attendance who fails to 
disclose that there is a person or persons so present at their location may be in 
breach of the Members’ Code of Conduct.

10. Public access to meeting documents after a meeting

10.1 Members of the public may access minutes, decisions and other relevant 
documents through the Council’s website.


