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Seaford Town Council

Public Guide to Joining & Taking Part in a Zoom Town Council Meeting
Welcome to a virtual meeting of Seaford Town Council! The aim of this document is just to help set out the format of the meeting and how you will be able to participate if you are looking to.

Attending the meeting

· You will need to have got the meeting password from admin@seafordtowncouncil.gov.uk or an officer/councillor in order to join the meeting – to ensure a response, it is best to have requested this at least 24 hours before the meeting.
· When you join the meeting, you will enter the virtual waiting room and a Town Council officer (the ‘host’) will let you in to the meeting at the appropriate time.
· We advise residents to change their Zoom names to ‘Resident’ as names will be visible to those in the meeting and on the recording of the meeting which is uploaded to YouTube.
· With Zoom, you will have the option to choose whether or not you want your video feed on.

· We ask that all members of the public remain muted during the meeting.

· Please note, most Zoom meetings are recorded and shared on the Town Council’s YouTube channel and that by leaving your video feed on or name visible, you are consenting to this being shared publicly as part of the video.
· You are at your liberty to join or leave the meeting at any given point, although to limit distractions for others in the meeting we would usually ask that you wait until the end of an agenda item before leaving. 
· If joining part way through the meeting, you may have a short period in the waiting room if the host has to wait for a suitable point to allow you to enter.

· If an exclusion of the press and public is agreed at some point in the meeting, you will have to leave at that point.
Speaking at the meeting

The Town Council welcomes members of public to speak at its meetings, below are few points to be mindful of:

· You will only be able to speak at a certain point of the meeting and the Chair of the meeting will indicate when this is. 
· You do not have to state your name if you don’t want to.
· This point is usually included on the meeting agenda as ‘Public Participation’ although in Planning & Highways Committee meetings members of the public are also invited to speak immediately before each planning application, if they wish to.

· If you are unsure of when best to speak, either query this with an officer/councillor ahead of the meeting or raise your hand during the public participation item of the meeting and ask the Chair – they will always be happy to advise.

· When the Chair has indicated that it is the part of the meeting that allows public participation, if you have video feed and wish to speak, raise your hand and the Chair will invite you to speak.

· If you have no video feed and only audio, you will have to unmute yourself and state your wish to speak or indicate this using the ‘chat function’ within Zoom.

· Statements by members of the public are limited to four minutes and you don’t automatically have the right to reply. The Chair may have to cut you short if you overrun on time or try to speak out of turn – this is just to ensure the meeting stays on track.
· Your statement should be regarding business on the agenda for that meeting.

· A summarised version of your statement, but no personal details, will be recorded in the minutes of the meeting.

· Where required, the Town Council will try to provide a response to your statement but if it is unable to do so at the meeting, may respond in writing following the meeting.
· Members of the public should not speak at other points of the meeting. You may find that the host will mute you during the meeting if you are not muted.
For full details on public participation, see the Town Council’s Public Participation Policy.

For Zoom joining details, see the relevant agenda and email admin@seafordtowncouncil.gov.uk for the password.
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