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1        Introduction

1.1       The Government has permitted local authorities to hold virtual/remote 
meetings.

1.2       Legislation allows a Member to attend meetings remotely provided three 
conditions are satisfied – that s/he can hear and be heard by other Members 
and the public; that members of the public can hear; and that members of 
the public where exercising a right to speak can be heard. Additionally, 
where practicable, to be seen by all as well. If these are satisfied a Member 
attending remotely is deemed to attend the meeting.

1.3       This guide is intended to act as a quick reference guide for Members, and 
should be read in conjunction with the rules set out in Chapter 20 of the 
Councils Constitution.

2.      Virtual Meetings 

2.1          Protocol

2.1.1        A core group of chief and senior officers will participate in a Full Council 
virtual meeting from the Copeland Centre. A small ‘production team’ will 
also be in physical attendance, largely comprising of ICT staff, who will be 
responsible for enabling, managing and monitoring the technology. 

2.1.2       The Council’s ICT Manager will ensure that both ‘participating’ Members and 
officers are equipped and enabled to attend a meeting remotely. Members 
will be required to use the technology provided by the Council to participate 
in a virtual meeting. Prior to transacting any Council business or participating 
in any Council virtual meetings, each Member must have agreed to, and 
signed, the Council’s Acceptable User Policy.

2.1.3 A designated “meeting producer” from Democratic Services will control the 
video, telephone or conferencing technology for remote access and 
attendance, and, to administer the public and Member interaction, 
engagement and connections, on the direction of the Chair. 

2.1.4 Members will be notified of a remote meeting by email and all agenda 
papers will be available on the Council’s website and via the agenda 
software, ModGov, or other electronic means as appropriate. 
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2.1.5 In order to facilitate efficiency and engagement of Members during 
meetings, a hardcopy paper agenda and accompanying reports will be issued 
to all members at least 5 days in advance of the meeting.

2.1.6 During this time, we ask that apologies be submitted in writing to the 
Democratic Services Team 24 hours in advance of meetings. These should be 
emailed to memberservices@copeland.gov.uk

2.1.7 In respect of key committees and at Executive meetings, it will assist the 
meeting if those Members who wish to speak on a particular agenda item 
could indicate their wish to speak to the Chair and to the Democratic 
Services Officer in advance of the start of the meeting where possible. 
Political groups are also encouraged to co-ordinate this activity wherever 
possible in respect of Full Council meetings and other meetings likely to 
result in a high number of requests to speak. 

2.1.9 In order to ensure that meetings run smoothly, if any member has any 
queries relating to their Declarations of Interest, member should raise these 
with the Democratic Services team by email to 
memberservices@copeland.gov.uk in advance of the meeting.   

2.1.10 The minutes from the previous meeting should be read in advance and any 
queries arising from them should be raised with the Democratic Services 
Team and in turn will be discussed with the Chair ahead of the meeting at 
which they are due to be approved.  

2.2          The Meeting

2.2.1       The Chair will open the meeting promptly, at the designated time; please   
ensure you are ready to start at the planned time to avoid any interruptions.

2.2.2       The Chair will ask Democratic Services/meeting producer to perform a roll 
call of all Members who are participating in the meeting; member response 
required is ‘present’.   As part of the roll call the meeting producer will ask 
Members to confirm that they have received and read the agenda and 
reports provided.

mailto:memberservices@copeland.gov.uk
mailto:memberservices@copeland.gov.uk
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2.2.3 The meeting producer, will read out the names of any Members that have 

submitted apologies in advance of the meeting. 

2.2.4 Minutes will be agreed, subject to any notifications received and 
amendments been required. Agreement will be by member accent on 
request of the Chair.  Hard copies of the minutes will then be signed by the 
Chair at a later date.  

2.2.5 Any member participating in a remote meeting who declares a disclosable 
pecuniary interest, or other declarable interest, in any item of business that 
would normally require them to leave the room, must also leave the remote 
meeting, by disconnecting from MS Teams on their laptop.. Their departure 
will be confirmed by the Democratic Services Officer or meeting facilitator, 
who will invite the relevant member by link, email or telephone, to re-join 
the meeting at the appropriate time. 

2.2.6 At all virtual meetings, any agenda items that requires a vote, will be 
undertaken by a member roll call.  The only exception this, will be during Full 
Council meeting, where the Chair, in agreement with the Monitoring Officer in 
attendance, can utilise and invoke a general assent for a specific agenda item.  
If agreed, the Chair will make the announcement, and consent to an agenda 
item recommendation/proposal will be taken to have member agreement 
after the passing of a 30 second interval with no Member dissent.

2.3            Etiquette

2.3.1 All virtual meeting participants are required to adhere to the following 
etiquette:

2.3.1 (a)   In Preparation for the Meeting:
 

 Members should ensure that Ipads are sufficiently charged prior to the start 
of the meeting.

 Members should be attired appropriately for the duration of the meeting 
remembering this is a public meeting and live streaming will be taking place.

 Members should ensure all other electronic devices which may interfere with 
signal strength, including recording devices such as Alexa, should be switched 
off for the duration of the meeting.
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2.3.1 (b)   Immediately prior to meeting

 Members should join the meeting no later than fifteen minutes before the 
start to allow themselves and the “meeting producer” (Democratic Services 
Officers) the opportunity to test the equipment and functionality of the 
remote technology.

 Any camera (video-feed) should show a blurred background and Members 
should be careful not to allow exempt or confidential papers to be seen in the 
video-feed. 

2.3.1 (c)    During the meeting

 All Members to have their video turned off and microphones muted when not 
talking. 

• Rather than raising one’s hand or rising to be recognised to speak, Members 
should use the Teams chat facility to indicate to the chair that they wish to 
speak. 

 Members should unmute their microphone and turn their cameras on when 
the Chair invites them to speak. 

 The MS Team private chat facility must not be used for individual 
conversations between councillors and/or Councillors and the Chair during a 
virtual meeting.

• Only speak when invited to by the Chair. 

• Only one person may speak at any one time, all other persons participating 
must remain on microphone mute.  This not only facilitates orderly discussion, 
but also significantly improves quality of audio for everyone.

• When invited to speak, turn on the microphone and also the video-feed (if 
available or unless speaking to a diagram, presentation slide or drawing), then 
state your name before you make a comment. 

• When referring to a specific report, page, or slide, it is important to mention 
the report, page number, or slide so that all Members have a clear 
understanding of what is being discussed at all times.
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3. Introduction to Microsoft Teams

3.1 This is a short guide on how to participate in Council meetings on your 
ipads/laptops using Microsoft Teams. 

3.2 ICT have pre-installed Microsoft Teams on all Councillor iPads/laptops. The logo 
for Microsoft Teams is shown below.

3.3 Joining Meetings 

3.3.1 You will receive an email invitation to the relevant meeting. The link within the 
email invite is fully enabled – please join the meeting 15 minutes in advance of 
the meeting start time – see 2.3.1b (above). 

 
3.3.2 Alternatively, you can go to the App and sign-in (with your Council log-in details).

3.3.3 Once you have logged in, click on “Calendar” on the bar at the bottom of the 
screen, then select the meeting from the list on the left-hand side and press 
“Join”.
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3.3.4 You should then see a screen like the one below. Switch your audio and/or video 
on and allow access to your microphone and camera if prompted by the iPad. 
Once your video is turned on, you will see a preview of it in the black box. To 
join the meeting, click “Join now”. 
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3.3.5 You will then join the meeting and see a screen similar to the one below. The 
image only has one person in the meeting. If there were multiple people, the 
screen would be split up into a gallery view. Teams will only show you four 
people at a time, and will automatically select whoever is talking to appear on 
screen so that you can see them. 

3.3.6 At any point during the meeting, you can tap the screen so that the bar in the 
bottom of the above image comes up. You can then click the video button to 
turn your video on or off, or click the microphone button to turn your audio on 
or off. To leave the meeting, press the red hang-up button.

3.4     Viewing your Agenda at the Same Time as the Meeting 

3.4.1 Your iPad/laptop has a split screen function, which will allow you to view a 
digital agenda while participating in the meeting. However, to make things 
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easier during virtual meetings, paper copies of all agendas and reports will be 
provided to you. 

3.5     Meeting Chat 

3.5.1 Microsoft Teams has a chat function, where you can send written messages, for 
example to inform the rest of the people in the meeting that you are having 
issues joining or cannot hear them. This function should also be used to notify 
the chair that you wish to speak. Tap the message icons (left) in the top right 
corner to open the meeting chat. This is a chat with everyone in the meeting.

4. Maintaining WiFi Speeds 

4.1 If your WiFi drops out during a meeting and you can no longer access the 
meeting, you can simply follow the process for joining the meeting outlined in 
paragraph 3.3.3 above again, and you should be able to re-join. 

4.2 Here are some tips for maintaining your WiFi connection: 

 Move your WiFi router away from other devices. Wireless devices such as 
cordless phones, baby monitors, halogen lamps, dimmer switches, stereos and 
computer speakers, TVs and monitors can all affect your WiFi if they’re too close 
to your router. You should place your router on a table or shelf, rather than the 
floor, and keep it switched on. 

 Reduce the number of devices connected to your WiFi. The more devices 
attached to your WiFi, the lower the speed you get. Devices like tablets and 
smartphones often connect in the background, so try switching WiFi connection 
off on these when you’re not using them. If you live with other people who use 
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the WiFi, you may wish to ask them to avoid doing things that use more data, 
such as streaming HD videos, during the meeting. 

 Try wired rather than wireless. For the best broadband speeds, use an Ethernet 
cable to connect your computer directly to your router rather than using WiFi. 
This is a computer networking cable which should give you a faster, more 
reliable connection. 

 Plug your router directly into your main phone socket. Where possible, try not 
to use an extension lead, as these can cause interference which could lower 
your WiFi speed. If you have to use an extension lead, use a new, high-quality 
cable with the shortest possible length. Tangled and coiled cables can also affect 
speeds. 

 


