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APPENDIX A 

 

Virtual Meetings Rules and Procedures – May 2020 

Appendix 2A 
 
VIRTUAL MEETING RULES AND PROCEDURES 
 

1. Where it is essential that a decision is made at a meeting held in public, then a 
virtual meeting will be held applying these rules and procedures. 

 
2. Meetings may take place on a day and time as is set out in the notice of 

meeting. 
 

3. All documents and notices which would previously have been made available to 
members of the public in paper form will be made available electronically on the 
Council`s website. 
 

4. Save where amended by these rules and procedures, or where they are 
incompatible with the provisions of the regulations, all other rules of procedure in 
the Constitution will apply. 

 
5. All Members will be sent instructions on how to join a virtual meeting when they 

are sent a copy of the agenda for that meeting. Any Member who is not a 
member of the relevant body who wishes to participate must give at least 24 
hours’ notice to the Democratic Services Officer.  
 

6. When an agenda for a virtual meeting is published on the website it will include 
a link or instruction which will enable members of the public to hear and where 
possible also observe the meeting.  
 

7. The video-conference link must be established and tested before the 
commencement of the meeting.  

 
8. All participants connecting remotely to a virtual meeting with the exception of the 

Chairman must ensure their microphones are muted unless invited to speak. 
 

9. The Chairman will at the start of the meeting give instructions to participants on 
how they will be allowed to speak and vote.  
 

10. If a Member who is a part of a committee or decision making body is unable to 
hear the debate on a particular item, then if possible the Chairman will 
summarise any key points. If that is not practicable then that Member shall not 
vote on that item. 
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11. Should any aspect of the video-conference link fail, the Chairman will call a 
short adjournment of up to fifteen minutes to determine whether the link can 
quickly be re-established. If not re-established within this time, the Chairman 
may temporarily suspend discussion of the item under consideration at the time 
of link failure and continue with the remaining agenda items. Efforts should 
continue to re-establish the link. The Chairman will return to the suspended item 
on re-establishment, or on confirmation that this cannot be done, or before the 
end of the meeting, whichever is the earliest. For clarity, the item under 
consideration at the point of any re-establishment of a link will be concluded 
before returning to the suspended item.  

 
12. Members, who are not Members of the Member body which is meeting, who 

wish to speak at the meeting should wherever possible give 24 hours’ notice to 
the Chairman and/or Democratic Services officer in advance of the meeting. 

 
13. The Chairman may agree that an officer undertakes the role of Meeting 

Manager to support the Chairman in the conduct of the meeting including but 
not limited to identifying members who wish to speak and conducting any online 
vote and recording any vote taken. 

 
14. The Chairman may instruct the Meeting Manager to remove any person from 

the virtual meeting where their behaviour or participation is not conducive to the 
proper conduct of the meeting. 

 
15. The Chairman will announce at the start of each meeting that it will be recorded, 

unless a majority of Members present and voting decide otherwise – recordings 
will only be retained for a limited period until the minutes have been confirmed. 

 
16. Wherever possible items which require consideration under Part 2 will be dealt 

with under delegated powers without the need for a virtual meeting. 
 

17. If a Part 2 item is considered at a virtual meeting the Meeting Manager will 
confirm that only authorised persons are present, and any Member or officer 
who wishes to participate in discussion of a confidential/exempt item, must verify 
that their venue is secure, that no member of the public has access and that no 
recording of the proceedings is being made. 
 

18. Any Member participating by remote link who declares an interest in any item of 
business required to leave the room or determines to do so, shall leave the 
room at the remote venue. 
 

19. Where there is an urgent need to change these Rules or the Constitution the 
Monitoring Officer may amend either these rules or the Constitution with the 
agreement of the Mayor and the Leader of the Council. 
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Appendix 2B 

  

VIRTUAL MEETING ETIQUETTE AND ADVICE 

This guidance is intended primarily for Councillors taking part in virtual meetings, but is 
also relevant for officers and other participants.  
 
 
 
1. The chairman will introduce each meeting by checking who is in attendance and 

summarising the rules and procedures that apply. 
 
2. Virtual meetings are formal meetings of the Council, viewed by the public, so 

Members should dress in a smart and business-like manner as they would for a 
meeting at the Civic Centre.  

 
3. Members should consider where in their homes their IT equipment is placed – to 

avoid disturbance from other members of the household or other distractions.  
 

4. Check that there is nothing in the background that would be inappropriate, or show 

something you don’t want members of the public to see. For example, pictures of 

children or other family members, posters or book titles. 

 

5. Try to ensure that your camera is placed to give a clear, front-on view of your face 
and avoid sitting in front of a widow or other light source that may put your face into 
shade.  

 
6. Using headphones or a headset will improve sound quality.  

 
7. To improve broadband performance, Members should consider whether other use 

of the broadband connection in the household can be reduced during the meeting. 
 

8. Members should aim to join a virtual meeting at least ten minutes before the 
advertised start of the meeting, to ensure that any technical issues can be resolved 
before the meeting commences. 

 
9. When joining a WebEx meeting, Members should open the “Participants” and 

“Chat” options (usually at the bottom of the screen), and choose their favoured 
screen layout (the layout options are usually at the top right of the screen). 

 
10. During the meeting, Members should keep their microphones muted except when 

called to speak by the chairman.      
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11. Members should avoid being distracted during the meeting by other members of 
their households, or by multi-tasking e.g. dealing with emails, texts and social 
media. 

 
12. If a Member experiences technical difficulties during the meeting, they should 

inform the chairman and meeting manager if possible, but then avoid disrupting the 
meeting; Members should only participate in formal votes where they have been 
able to hear all the debate on an item.    

 
13. Members of the committee should provide a mobile telephone number or other 

means of contact to assist in resolving any issues with the Member`s connection 

during the meeting. 

 

14. The chat facility is useful, but Members should be careful not to broadcast 
inappropriate comments to all participants. The chat facility may be used for the 
following – 

 
(a) to indicate to the chairman that you wish to speak; 
(b) to seek clarification or ask questions; 
(c) for officers to provide guidance to the chairman; 
(d) to attempt to resolve minor technical issues. 

 
15. It is inappropriate to use the chat facility to – 

 
(a) carry out a parallel conversation about the issues being considered; 
(b) carry out superfluous chitchat or make party political comments.   
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Appendix 2C 
 

EXECUTIVE PROCEDURE CORONAVIRUS PERIOD RULES  

 
 
1. The Leader may undertake all executive decisions personally, arrange for them to 

be undertaken by the Executive, a committee of the Executive or delegate 
decisions to a Portfolio Holder or an Officer.  Matters presently allocated for 
decision in the Executive Arrangements in the Constitution and the Scheme of 
Delegation to officers will have been presumed to have been so delegated unless 
the Leader decides to reallocate. 
 

2. Where the Leader revises an existing delegation he will by e-mail notify the Chief 
Executive and the Monitoring Officer forthwith who will revise the Scheme of 
Delegation and advise all members of the relevant Policy Development and 
Scrutiny committee. 
 

3. Where the Leader or a Portfolio Holder is of the opinion that a decision can be 
made without the need for a virtual public meeting, then they can after consultation 
with the relevant Policy  Development and Scrutiny Chairman (or in their absence 
the Vice-chairman or Mayor) make the decision in accordance with the attached  
protocol (Appendix 1). 

 
4. The presumption is that decisions which would normally be made following a 

resolution to exclude the public will be made in accordance with the rules set out in 
The Protocol and not at a virtual meeting. 

 
5. Where a virtual meeting is held it will be conducted in accordance with the Virtual 

Meeting Procedure Rules and will take place on a day and time set by the Leader 
or a Portfolio Holder taking the decision. 

 
6. All documents which would previously have been made available to members of 

the public in paper form will be made available electronically on the Council`s 
website. 

 
7. Save where amended by these rules, or where they are incompatible with the 

provisions of the regulations, all other rules of procedure will apply. Where a virtual 
meeting is held the provisions in the Coronavirus Virus Meetings Rules will be 
followed. 

 
8. Where there is an urgent need to change any rule regulating Executive procedure 

in the Constitution the Monitoring Officer may amend either these rules or the 
Constitution with the agreement of the Leader. 
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Appendix 1 

 LEADER AND PORTFLIO HOLDER DECISION MAKING PROTOCOL 

1. Where the Leader considers that an Executive decision needs to be made he 

will either take that decision himself or authorise a Portfolio Holder to take that 

decision.  

 

2. The requirements of the forward plan will be complied with in the usual way. 

 

3. At least 5 clear days before the Leader or Portfolio Holder is minded to make a 

decision the Director of Corporate Services will publish on the Council’s web 

site a report setting out the decision(s) the Leader or Portfolio Holder is minded 

to make and reasons for that decision using the same format used for member 

reports. Reports dealing with Exempt or confidential matters will not be 

published but a summary of any decision made will be produced and published. 

  

4. Prior to publication of a report the Director of Corporate Services will send an 

electronic copy of the report to Members of the relevant Policy Development 

and Scrutiny Committee (PDS Committee) Members will be provided with 

exempt and confidential reports as well as public reports and must comply with 

the usual duties of confidentiality. 

 

5. The Leader or Portfolio Holder will liaise with the Chairman of the relevant PDS 

Committee to establish the methodology for pre-decision scrutiny of the 

proposed decision(s). This will include but not be limited to; 

a. Receiving comments by email from Members of the PDS Committee 

either directly or co-ordinated through the Chairman. 

b. Setting up a virtual consultation discussion where views of those 

Members can be sought. 

c. A combination of (a) and (b) 

 

6. The Leader or Portfolio Holder acting reasonably can set a time scale during 

which pre-decision scrutiny must take place. 

 

7. The Leader or Portfolio Holder will consider any comments made and may 

either make the decision proposed, modify that decision, defer it for further work 

to be undertaken or decide not to make the decision and will make a record of 

the decision and sign (including electronic signature) that record and publish 

any decision made as soon as possible. 

 

8. Call-in will continue to apply to non-urgent decisions. 
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Appendix 2D 
 

PLANNING DIVISION INFORMATION SHEET 1 

VIRTUAL PLANNING COMMITTEE MEETINGS 

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 allow local authorities to hold “virtual meetings”. 

 
2. Planning decisions are taken either by the Development Control Committee, by 

one of four Plans sub-committees or by the Assistant Director Planning and 
Building Control under delegated power. 

 
3. Under the regulations the Council can hold meetings on such days at such time 

and with such frequency it deems appropriate. 
 
4. Plans Sub-committee considers most planning applications, alleged contraventions 

of planning law, and tree preservation.  Development Control Committee considers 
major or contentious planning applications and other planning issues affecting the 
Borough. 

 
5. Most reports concern a whole range of issues, including service planning, strategic 

and London-wide issues, planning and transport policy, conservation, and 
countryside management and will be considered in public.  Some reports contain 
items, which, because they relate to legal, or financial or personnel issues, are 
confidential and cannot be heard in public. 

 
6. Members of the public making written comments on planning applications have the 

opportunity to address Councillors at Committee if they wish. However, this does 
not apply where a planning application is decided by the Assistant Director under 
delegated powers, i.e. where the application will not be considered by a 
Committee. 

 
7. Anyone wishing to speak must have already written in expressing his or her views 

on the application. 
 
8. Committee agendas can be inspected on our website; alternatively, you may 

contact the Planning Division to find out if an application is included on an agenda.  
Agendas published on the website will include a link or other instructions to allow 
those interested to be able to hear and where practicable observe the meeting. 

 
9. Speakers must give notice to the Democratic Services team in the Directorate of 

Corporate Services of their intention to speak at 
committee.services@bromley.gov.uk no later than 10.00am on the working day 
before the meeting.  Please include the word PLANS in the title of your email, and 
provide your name, the address of the application property and your interest in the 
application (e.g. applicant/agent/objector). At the Chairman's discretion, items will 

mailto:committee.services@bromley.gov.uk
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be taken in an order that reflects the level of public interest and having regard to 
visiting Ward Members. 

 
10. Should speakers wish to table any correspondence or photographs, all documents 

must be submitted electronically to the Democratic Services team by 5.00pm on 
the working day before the meeting. 

 
11. The proposal plans will be available to the Committee and the report may be 

updated by the Assistant Director Planning and Building Control or their 
representative before anyone speaks. 

 
12. Order of public speakers: if the recommendation is 'permission' or 'Members' views 

are requested' then it will normally be the opponent first, supporter second.  If the 
recommendation is 'refusal', the reverse order will apply. 

 
13. Normally one person is permitted to speak for an application and one person 

permitted to speak against it.  If there are more than two requests to speak for or 
against, people with similar views should get together and agree spokespersons, 
failing that, the first people who notified Democratic Services of their intention to 
speak will be called.  Among supporters, the applicant (or if the applicant wishes, 
the agent) takes precedence, and if the applicant or agent do not wish to speak, 
the first supporters will be called. 

 
14. Residents' Associations or other organisations wishing to make use of these 

arrangements must appoint a single spokesperson to represent their views. 
 
15. Speakers are reminded that only material planning considerations are relevant to 

the determination of planning applications. 
 
16. Speakers will be provided with a link and or instructions to enable them to join the 

meeting and make their contribution. 
 
17. Each speaker will normally be given up to three minutes.  The Chairman or 

Democratic Services officer will indicate when thirty seconds are left and the 
speaker’s microphone will be muted at the end of three minutes. 

 
18. Members of the Committee (not visiting Ward Members) may ask speakers to 

clarify points raised and the speaker’s microphone will be opened to allow 
questions to be answered.  Otherwise, once members of the public have spoken, 
no further intervention will be permitted. 

 
19. Council officers attending the Committee may be called upon to clarify any points 

raised before Members of the Committee discuss the item. 
 
20. The Chairman has absolute discretion to vary the established programme 

described above or to curtail it when considered appropriate. 
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AFTER THE MEETING 
For planning applications, a Decision Notice is normally issued within a few days after 
the Committee meeting.  Planning conditions or the grounds for refusal will be listed 
on the Decision Notice.  These are available on our website at 
www.bromley.gov.uk/planningaccess. 
 
FURTHER INFORMATION 
For further information regarding the arrangements for public speaking please contact 
Democratic Services at committee.services@bromley.gov.uk  
  
For further information regarding planning reports and decisions please contact the 
Planning Division at planning@bromley.gov.uk  or by telephone on 020 8313 4956, or 
write to us at the Civic Centre, Stockwell Close, Bromley BR1 3UH 
 
This form is also available upon request in large-print format. 
Issued by the Planning Division July 2004. Updated April 2020. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.bromley.gov.uk/planningaccess
mailto:committee.services@bromley.gov.uk
mailto:planning@bromley.gov.uk
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Appendix 2E 
  

LICENSING VIRTUAL MEETINGS PROCEDURE RULES 

 
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 allow local authorities to hold “virtual meetings”. 

 
2.   Where is not possible to hold a physical meeting of a Licensing Sub-committee, a 

virtual meeting will be held.  Save as amended by these rules the usual procedures 
will apply.  

 
3.   Virtual Licensing Hearings will commence within the timescales prescribed under the 

Licensing Act 2003 (Hearings) Regulations 2005  
 
4.   Notice of the hearing will be given to the applicant and any person who has made a 

relevant representation in relation to an application by e-mail or other means. This will 
include details of how that person may participate in the virtual meeting. 

 
5.   Under the regulations the Council can hold meetings on such days at such time and 

with such frequency it deems appropriate. 
 
6.   A copy of the agenda for the Licensing Sub-committee will be published on the 

Council`s website at least 5 clear days before the meeting. 
 
7.   Agendas published on the website will include a link or other instructions to allow 

those interested to be able to hear and where practicable observe the meeting. 
 
9.   Any additional documentation must be submitted electronically to the Licensing 

Division. Additional information must be submitted in advance of the meeting 
Documentation may only be introduced at the hearing with the consent of the parties 
and must be made available by electronic means to all parties and the Members of the 
Sub-committee. 

 
10.  The following procedure will apply to the conduct of the meeting - 
 

 Chairman will identify himself and the Sub-Committee Members.  

 Chairman will check that the Applicant and Objectors have received the 

information from the Council and outline the procedure to be followed. 

 Chairman will check that all interested parties are able to access the virtual 

meeting and will identify the people wishing to address the Panel. An applicant 

or objector may bring one or more witnesses.   

 Applicant presents his/her case.  

 Chairman will ask the Objectors and the Licensing Officer dealing with the 

application, and Members, whether they wish to ask questions.  
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 Objectors present their case. 

 Chairman will ask the Applicant and the Licensing Officer dealing with the 

application, and Members, whether they wish to ask questions.  

 Chairman will give the applicant the opportunity to sum up their application. 

 If any party loses connection to the meeting the Chairman will adjourn the 

meeting to allow the connection to be restored.  

 The Sub-Committee will retire to consider the application – all parties will be 

excluded except the members of the Sub-Committee and authorised officers. 

 The Sub-Committee announces decision.  

 Inform all parties of Appeal Process and if appropriate the Review Process  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


