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1. Purpose of Protocol 

Following the expiry (on 7th May 2021) of the temporary Government Regulations 

that allowed virtual meetings to take place and a High Court ruling against virtual 

meetings being allowed under the 1972 Local Government Act, Chippenham Town 

Council must now hold physical in-person meetings that are safe, practical and 

comply with Government guidance. 

The purpose of this protocol is to outline how Chippenham Town Council will hold 

physical Council meetings legally and safely during the periods where Government 

measures relating to Covid-19 are in place. Meetings will be held in either the Neeld 

or Town Hall with social distancing and other necessary Covid safety measures in 

place. The following guidance will enable physical Council meetings to run 

effectively and efficiently, but primarily safely. This protocol should be read by all 

Councillors and Officers in advance of attending a Council meeting. 

This protocol should be read in conjunction with the Council’s Standing Orders and 

Code of Conduct, wherever there is conflict, this COVID Secure Council Meetings 

Protocol will take precedence.  

2. Before the Meeting   

2.1 Admin and Attendance 

Councillors are requested to confirm their attendance at a physical meeting as soon 

as possible after the agenda has been circulated. This will allow officers time to set 

up rooms and seating correctly and ensure that sufficient microphones are available 

in advance of the meeting.  

If, due to the ongoing pandemic or for any other reason, Councillors are unable to 

attend a physical meeting, apologies must be sent in advance in accordance with 

Standing Orders. Councillors are reminded of the attendance requirements that 

Councillors have under s.85 of the Local Government Act 1972, the six-month 

attendance rule will still apply as virtual attendance is no longer legally recognised.  

2.2 Agendas 

The Chief Executive (Proper Officer) will give three clear days’ notice of the 

meeting. The agenda will specify the meeting location and be emailed to Councillors 

and displayed on the Town Council website. Meetings of Working Parties, Steering 

Groups, Advisory Groups, Group Leader and other internal meetings will continue to 

meet virtually on the Zoom platform as they are not public meetings and decisions 

are not made at their meetings. Agendas will be circulated electronically only, 

unless a Councillor has extenuating circumstances necessitating a hard copy, this 

must be pre-arranged with the Democratic Services Team in advance of a meeting. 

Councillors must bring their own devices fully charged to meetings as charging points 

are not available. It is recommended that portable chargers are brought to meetings 

to support use throughout the meeting. If you need any support before Council 

tablets are issued, please contact the Town Council in advance of the meeting. 
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2.3 Arriving at the Meeting 

All attendees should arrive at the meeting venue (which will be either the Neeld or 

the Town Hall) at least 15 minutes in advance of the start time of the meeting. This 

will enable all present to enter the meeting room safely and avoid any crowding or 

disruption to the live stream of the meeting. All attendees should enter using the 

main front entrance and sanitize hands. A member of staff will greet you and direct 

you to the correct room, your allocated seat and demonstrate use of the 

microphones if required. Please take your seat promptly and do not move from it 

during the meeting. Toilets are available for use and are located on the same floor 

as the meeting (Town Hall or Neeld). All attendees are requested not to congregate 

in groups prior to or after a meeting to ensure Government guidelines are adhered 

to. 

 

2.4 Masks and Social Distancing 

All present at a physical Council meeting will be required to wear a mask at any 

point that they are standing unless exempt. Meetings rooms will be laid out with a 

2-metre distance between seated attendees. Masks can therefore be removed once 

seated, however all present are encouraged to keep their mask on for the duration 

of the meeting, unless speaking.  

All attendees must always adhere to Government guidelines whilst in attendance at 

a Council meeting. This includes not attending if you are experiencing any symptoms 

of COVID, this will ensure that the Council can hold meetings in the safest way 

possible. Officers or the Chairman will enforce these guidelines and, to ensure the 

safety of all present, will remove any attendees who refuse to adhere to the 

guidelines.    

All members of the public will need to supply their contact details for the Track and 

Trace system or scan the QR code on entry. Councillors will not be required to supply 

contact details for use at each meeting as officers have these on record and 

attendance is also recorded. If you have attended a Council meeting and experience 

any symptoms of COVID it is your responsibility to promptly inform the Town Council 

(either the Democratic Services Team or Customer Services). 

2.5 Refreshments 

Whilst Covid restrictions are in place refreshments will not be provided. Please bring 

your own water bottle, however some water bottles will be provided for urgent 

need. 

3. During the Meeting 

3.1 Code of Conduct 

All participants are reminded that they should appear professional at all times, and 

be aware that members of the press and public will be in attendance or watching 

the live stream.  

The Town Council’s Code of Conduct (approved in March 2013) applies to all 

Councillors and elected members for meetings of Council, Committee, Sub-

Committee, Working Party, Steering or Advisory Groups. The Nolan principles should 
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be abided by at all times - selflessness, integrity, objectivity, accountability, 

openness, honesty and leadership. If at any point in the meeting an attendee does 

not abide by the code of conduct or disrupts the meeting, the Chairman may ask 

them to leave the meeting safely.  

3.2 Chairman 

The Chairman will be supported by officers to ensure that the meeting functions 

well. The Chairman will read out introductory wording at the start of each meeting 

with some key safety guidance, this will be sent to them by officers prior to each 

meeting.  

3.3 Officers 

The total number of officers in physical attendance will be minimised to reduce 

overall risk. The Corporate Management Team may ask officers who have prepared 

reports to not attend a meeting and arrange for reports to be presented on their 

behalf where possible.  

3.4 Live Streaming and Recording 

To allow wider public access meetings will be live streamed to YouTube and will 

remain there in the public domain for a period of 6 months. Further information on 

how your data will be used can be found on the Town Council website and in the 

Public Meetings Privacy Notice. 

3.5 Seating 

While meetings are set out in a socially distanced format, all seats will be allocated 

in alphabetical order within groups before the meeting. Officers take accessibility 

requirements into account in the seating plan and will guide Councillors to their 

allocated seat which will also have their name plate on. Please follow the route that 

officers explain, this is to maintain social distancing and also to avoid microphone 

wires. There will be no tablecloths in order to allow proper sanitisation between 

meetings. 

3.6 Public Access and Question Time 

The Council is required to ensure that the public can physically attend Council 
meetings. This will be managed in line with current restrictions and public heath 
advice. It may be necessary to control the number of people physically in the 
meeting room at any one time. The Council will provide clear communications before 
meetings and, whilst restrictions are in place, encourage members of the public that 
wish to view the meeting only to watch the live stream on YouTube.  

There are a restricted number of seats available for members of the public in the 
Neeld and Town Hall, this will vary depending on meeting type and Councillor 
attendance. Additional spaces for members of the public at meetings in the Neeld 
will be provided in the Meeting Place with a screen showing the meeting. Members 
of the public with a public question will be asked to walk up to the lectern in the 
relevant meeting room to ask their question. Officers will welcome the member of 
the public and explain the process. 

Where public question time is facilitated, members of the public are requested to 
send their public question to enquiries@chippenham.gov.uk by 12pm on the day 
before the meeting and confirm whether they will be in physical attendance or 

mailto:enquiries@chippenham.gov.uk
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require an officer to read out the question on their behalf. Priority of physical 
attendance at a Council meeting will be given to the press and those who have sent 
their public question in advance and will read it out, remaining seats will be 
allocated on a first come first served basis.  

3.7 Confidentiality  

The public and press may be excluded from the meeting if there are any confidential 

items on the agenda. If so, members of the public, press, and any Councillors who 

aren’t a member of the meeting will be asked to safely leave the meeting and the 

live stream will end. This may take longer than previous Council meetings, but 

officers will as usual confirm there are no unauthorised persons present before the 

confidential proceedings of the meeting can take place.  

4. After the Meeting 

4.1 Leaving the Meeting 

All attendees must leave one by one to avoid crowding and ensure social distancing 

is observed. For meetings in the Town Hall, you can exit via the Town Hall front 

exit. For meetings in the Neeld, officers will direct you to your choice of either the 

Town Hall front exit or the Meeting Place exit, please note wheelchair access is from 

the front only.  

 


