
 
 

MINSTER LOVELL PARISH COUNCIL 
 

Virtual Meeting Procedure 
 
From 4 April 2020 until May 2021, Parish Councils have been given provision under The 
Local Authorities and Police and Crime Panels (Coronavirus) (Flexibility of Local Authority and 
Police and Crime Panel Meetings) (England and Wales) Regulations 2020 (“the 2020 
Regulations”) to hold legal virtual meetings in order that Parish Council business can be 
maintained.   
 
The Parish Council has chosen to use the Zoom platform in order that the meeting is publicly 
available.  The Clerk will ‘Host’ the meeting and will provide access details to Councillors, 
Press and members of the Public who request these. 
 
The meeting will be a formal Parish Council meeting and will be held using the agenda and 
summons which the Clerk has published.  It will be governed by the usual Standing Orders, 
Financial Regulations and associated policies. 
 
Attendees will collect in the Zoom ‘waiting room’ prior to the meeting.  As the ‘Host’, the 
Clerk will have the ability to mute or remove anyone deemed a nuisance at the Chairman’s 
request.    
 
All attendees will be set to ‘mute’ on entry to the meeting and only the Chairman of the 
meeting will remain unmuted.  All other participants, if they wish to speak will be invited to 
unmute.  The Clerk will have the ability to mute anyone who forgets.   
 
Anyone wanting to speak during the meeting should unmute themselves in order for the 
Chairman to identify those wishing to speak on an item. Public speaking during the meeting 
will be restricted to the relevant section of the meeting unless agreed by the Chair. The 
order in which speakers will be heard will be decided by the Chair. 
 
If a Councillor has declared an interest in an item on the agenda, they will be placed in the 
waiting room by the Clerk for the duration of the agenda item.  Once the item has been 
concluded, they will be re-admitted. 
 
Voting: To avoid ambiguity or challenge on decision making, the Chair will ask each 
Councillor in turn for their agreement or otherwise to a motion and all will need to 
speak their intention. The procedure will be as follows: the Chair will ask for a proposer 
to a motion and one Councillor will enable their microphone and propose the motion, 



followed by another Councillor enabling their microphone and seconding the motion. 
The Chair will then ask the rest of the Councillors in turn to support or otherwise the 
proposal. Where possible, for example in the finance section, proposals will be grouped 
together.  
 
In order to protect participants from malware, the ‘chat’, file sharing and screen sharing 
function will be disabled during the meeting.  If necessary, the Clerk will display any 
documents required using the ‘share screen’ function. 
 
The Councillor participants will introduce themselves at the start of the meeting.  Members 
of the public may introduce themselves if they should wish. 
 
Meeting participants may wish to protect their personal environment by choosing a 
virtual background in the Zoom Settings ‘Virtual Background’ or alternatively should 
consider what can be seen behind them while on camera.  
 
The meeting may be recorded by the Clerk in order to ensure accuracy of minutes. All 
attendees of the meeting agree to this by virtue of participating in the meeting.  The 
recording of the meeting will be destroyed once the minutes of the meeting have been 
approved by the Council. 
 
This guidance was issued on 17th May 2020 and is subject to change depending on 
Government guidelines. 

 


