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HYTHE AND DIBDEN PARISH  COUNCIL MEETINGS

Guidance for Public Participation including Recording and Use of Social Media at 
Meetings

1. Introduction

The Council meets and makes its decisions in public and is committed to Community 
Engagement; it wishes to encourage members of the public to attend meetings and 
contribute within the Public Forum. 

A council meeting is not a public meeting; it is a meeting held in public and there is 
no requirement in law to provide an opportunity for the public to question the council.  
Hythe and Dibden Parish Council has adopted a policy of having a Public Forum  at 
both Council and Committee meetings where the public can speak.

This protocol has been produced to assist the public engage with the Council in an 
appropriate manner.   Full Council meetings usually take place on the fourth 
Wednesday of each month in the Council Chamber at the Grove commencing at 
7.00pm. The Schedule of meeting dates can be found on the Council’s website or by 
contacting the Parish Council office.  Standing Order 17.1 and 17.2 sets out the 
agreed Council position and this guidance sheet is intended to assist the public to 
engage with the Council in an appropriate manner.

Meetings are open to the public unless their presence is prejudicial to the public 
interest by reason of the confidential nature of the business to be transacted or for 
other special reasons. The public’s exclusion from part or all of a meeting is by a 
resolution that is included on an agenda and this enables the Public prior notice of 
the items that they cannot be present for.  

2. The Elector’s Rights and Responsibilities

2.1  The right to speak at the Public Forum is available to any elector whose name 
appears on the current Register of Electors.

2.2 At the start of the Public Forum the Clerk will notify Council of any questions 
submitted in writing by an elector attending the meeting.  It is helpful to submit 
questions in writing as it will allow the Council to research the question and 
thus provide the most informative response. 

2.3 Electors will be heard in order of receipt of notification
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2.4 Each elector can speak only once at each Public Forum and for a period not 
exceeding 3 minutes.  A maximum of fifteen minutes is available for the Public 
Forum 

2.5 Electors are encouraged to speak on any topic or issue that has an impact on 
the life of one or more residents of the Parish, regardless of whether the 
Council is responsible for the issue or not.  

2.6 Electors may read from a prepared speech, according to their wishes.

2.7 Electors are welcome, at their own expense, to prepare and distribute to 
Councillors background papers regarding the issue they wish to raise.  If they 
wish to use audio-visual aids this must be arranged with the Clerk in advance 
of the meeting commencing.

2.8 Electors may not use abusive, disrespectful or foul language.

2.9 Electors may not make insulting or offensive remarks to, or about, any person 
or identifiable groups or persons.

2.10 Electors are entitled to know whether the Council has the power to act upon 
the topic or issue, and whether it can be addressed however research may be 
required with a response provided directly either outside of a meeting or at a 
further meeting.

2.11 Any person speaking at a meeting shall address his comments to the 
Chairman and not individual Councillors.

2.12 If an elector has any queries regarding the content of the minutes of the 
previous meeting these must be notified to the Chairman or a councillor or the 
Clerk in advance of the meeting.  This will enable the query to be considered 
at the appropriate agenda item.

3. The Clerk

3.1 Shall ensure that a record is kept of the date and time of each elector’s 
notification of the desire to ask a question or exercise the right to speak as 
follows:

3.1.1 For notifications delivered in person - the date and time of receipt.
3.1.2 For notifications received by mail, or by any other means, the date and 

time that the notification was first read and identified.



4

3.2 Will provide the person(s) notifying the Council of their intention to exercise 
their right to speak with a copy of this guidance and written confirmation that 
they are expected at the next appropriate Parish Council meeting.

3.3 Provide information to the electorate on whether a matter is within the remit of 
the Council.

3.3 Shall present the list of notified speakers addressing the meeting and persons 
asking questions to the person chairing the meeting of the Council.

3.4 Will include in the minutes a record of the public participation session and the
actions agreed.

3.5 Will respond or instigate further actions as directed by the Council.

3.6 If more than one member of the public wishes to speak about the same matter 
the Chairman may request that a spokesperson is nominated to address the 
matter on behalf of the individuals.

4. The Chairman of the Council Meeting

4.1 Shall ensure that electors entitled to speak are heard in the correct order.

4.2 Shall ensure that the electors are heard politely and without interruption.

4.3 Shall ensure that the guidelines on remarks and language are observed by 
the electorate.

5. The Councillors

Shall listen to elector addresses without interruption and will endeavour to answer 
any questions that the Chairman requests their assistance regarding..

6. Outcomes and Feedback

6.1 Members of the public should note that the council is only allowed to take
decisions that commit the council to expenditure and use of resources on 
topics that are publicised on the agenda.  This means that the Council will not 
enter into any substantive discussion on a question raised if it is unable to 
address the issue appropriately.

6.2 The Chairman may direct that a response to a question posed by a member 
of the public be referred to a Councillor for an oral or written response or to 
the Clerk for an oral or written response.
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6.3 The Chairman may decide to carry the matter forward for inclusion on a future
agenda depending on whether the questions needs further investigation.

6.4 Individual Councillors may propose that a topic or issue addressed by an 
elector be placed on the next agenda of the Council or be referred to a 
committee or Working Group

6.5 The member of the Public will receive a verbal response at the time of the 
meeting from the Chairman covering the action to be taken by the Council.   
This action will be confirmed in the minutes of the meeting.

7. Planning Meetings

7.1 When planning applications are being discussed neither the applicant nor 
other interested parties are allowed to participate in the debate.

7.2 No addresses or questions in relation to a planning application on the agenda 
will be permitted during the Public Forum at that meeting.

8. Recording and use of social media at meetings

8.1 The Council supports the video or audio recording by the public and press of 
meetings that are open to the public, for either live or subsequent broadcast.  It also 
supports the use of modern communication methods such as Twitter, Facebook and 
blogs to report what is happening at meetings as they take place.  

8.2 This section of the guidance sets out some general information intended to help 
members of the public who may be intending to report on meetings, either by 
recording them for simultaneous or later broadcast, or via social media.  Anyone 
wishing to take advantage of these facilities is encouraged to telephone or email the 
Clerk to the Council (whose name and contact details will appear on the agenda) 
before the meeting, so that arrangements can be discussed in advance. 

8.3. The right to film, record etc. is limited to the duration of the meeting.  Recording must 
not start until the meeting is called to order, and must cease when the Chairman 
closes the meeting.

8.4 Filming or recording equipment cannot be left in the meeting room at times when the 
public is excluded (for example because confidential or exempt information is being 
discussed).

8.5 Intrusive filming of a specific individual or individuals will not be permitted.

8.6 Some members of the public attending the meeting may object to being filmed, 
photographed or recorded.  The Council will ask those filming, photographing or 
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recording the meeting to respect their wishes, and will expect that these are complied 
with.  

8.7 The Council expects that film or audio recordings will not be edited before 
transmission in a way that misrepresents what occurred.

8.9 Filming or recording is not permitted if the effect would be to interrupt or disturb the 
proceedings.  This means that, for example:

a. Oral commentary is not permitted.

b. Equipment which needs setting up must be in place when the meeting starts.

c. Excessive noise, intrusive lighting, and the use of flash photography are not 
permitted.

d. Speakers must not be asked to repeat statements for the purpose of 
recording.

e. “Roaming” while filming or recording is not permitted – those operating 
equipment must stay in the area designated to them.

This list is not exhaustive.  If, in the Chairman’s opinion, a person filming or recording 
a meeting or taking photographs is interrupting proceedings or causing a 
disturbance, under the Council’s Standing Orders the person can be ordered to stop 
their activity, or to leave the meeting.

8.10. Blogging, Tweeting, or other commentary on meetings through social media must not 
interrupt or disturb the meeting.  The same rules apply as set out in paragraph 9 
above. 

S:council bus/governance/policies May 2017


