
REMOTE MEETING ETIQUETTE FOR PARTICIPANTS 

Members of the committee, other councillors who seek to address the committee, officers 
advising the committee or presenting reports, any external partners / third-parties invited to 
address or advise the committee, co-optees and any members of the public who have 
registered to speak at the meeting are asked to adhere to the following guidelines: 

Preparing for the meeting 

1. If you are planning to attend, please make sure you have informed the 
constitutional/scrutiny officer named on the agenda front sheet, so that a full list of 
those expected at the meeting can be prepared and you are sent the joining 
instructions.   

2. Ensure that you are located in an area where you are unlikely to be disturbed. 

3. Ensure that your broadband connection is sufficiently stable to join the meeting. If your 
connection has low bandwidth, you might need to ask others using your broadband 
connection to disconnect their devices from the broadband for the duration of the 
meeting. If this does not help, you may wish to try connecting your device to your 
router using an Ethernet cable.

4. When accessing the meeting using a private laptop or desktop computer, you will need 
to use the link you have been provided with outside of the Southwark CITRIX 
environment. 

5. Ensure that your background is neutral (a blank wall is best) and that you are dressed 
as though you attend a meeting that is open to the public in real life. 

6. If you decide to switch on your camera, please ensure that the camera on the device 
that you are using is positioned to provide a clear view of your face. This may involve 
thinking about the lighting in the room you are in (for example, sitting in front of a 
window may plunge your face into shadow) or putting your webcam, laptop or tablet on 
top of a stack of books so that you can look straight into the camera. 

7. Ensure that you are familiar with the functions of the software you are using. The 
constitutional/scrutiny officer will be online 10 minutes before the scheduled start of the 
meeting to give everyone time to join and deal with any technical challenges. Please 
try to join the meeting at least 5 minutes before the meeting start time to make sure 
that everything is working. Ideally, you should use earphones or a headset to 
participate in meetings as it reduces the risk of feedback from using your device’s 
external speaker and reduces background noise from your surroundings. Please do 
not access the meeting with two devices simultaneously, or if this is unavoidable, 
please ensure you mute the microphones when not speaking, and turn down the 
speakers when you are speaking. This will avoid feedback. 

8. Meeting participants that choose to join the meeting using the conference call facility 
will not be able to use video, view other participant’s video, or see any documents that 
are shared using the screen sharing function. [Planning meeting only: The chair has 
ruled that the meeting will not accept members of the committee participating using a 
telephone connection alone.]

At the meeting 

9. Join the meeting promptly to avoid unnecessary interruptions.

10. When joining the virtual meeting, please mute your microphone and switch off your 
camera until the chair opens the meeting formally. 



11. Mute your microphone when you are not speaking. You may also want to turn off your 
video when not speaking in order to reduce the bandwidth needed. Participants joining 
the meeting from a mobile phone can unmute themselves by pressing *6 on their 
device. 

12. The regulations state that for members to be considered to be in attendance at a 
virtual meeting, they have to be able to hear the proceedings, and the meeting has to 
be able to hear them. You can therefore choose to switch off your camera even when 
speaking, for privacy reasons, if you prefer.

13. Only speak when invited to do so by the Chair. 

14. When speaking for the first time, please state your name.  

15. Keep comments, questions and other contributions brief and to the point. 

16. If referring to a specific page on the agenda, mention the page number or paragraph 
number. 

17. The ‘chat’ function must only be used by committee members to indicate a wish to 
speak. It is not to be used for conversations and should be used in an appropriate and 
professional manner at all times. 

18. Once the Chair closes the meeting, all remaining participants should leave the meeting 
promptly. 

19.

Exempt or confidential items / closed session 

Occasionally, committees may need to go into closed session to consider information that is 
confidential or exempt from publication. If this happens, the committee will pass a resolution 
to that effect, and for those meetings that are being livestreamed, the livestream will be cut. 

20. If you are asked to leave the meeting, please end your connection promptly. Any 
connections that are not ended promptly will be terminated by the 
constitutional/scrutiny officer.

21. Members of the committee should ensure that, if the meeting goes into closed session, 
they are on their own and cannot be overheard in the place they are accessing the 
closed session from.

22. After the motion to go into closed session has been passed, members should exit the 
main meeting and re-join the “Briefing/Closed session” Teams meeting. Once the 
closed session has ended, members should re-join the main meeting by clicking on the 
link to the main meeting they initially used.  



LIVESTREAMING / RECORDING NOTICE 

This meeting will be livestreamed, and recorded for future viewing, on the council’s YouTube 
channel (except where there are confidential or exempt items being discussed in closed 
session): 

https://www.youtube.com/channel/UCqgAueevJzRUGB_eAZia0xw

The livestream/recording will also be paused when the meeting adjourns. 

If you make a representation to the meeting and you do not switch off your camera, you will 
be deemed by the council to have consented to being filmed and to the possible use of 
those images and sound recordings for webcasting, recording of the meeting and/or training 
purposes. (If you switch off your camera while making a representation, you will equally be 
deemed by the council to have consented to the sound being recorded, webcast and/or used 
for training purposes.)

Members of the public are welcome to make their own recordings or take screenshots of this 
remote meeting. The council will only seek to prevent this, should it be undertaken in a 
disruptive or otherwise inappropriate manner. Please see the council’s filming protocol at:
 
http://moderngov.southwarksites.com/ecSDDisplay.aspx?NAME=Protocol%20for%20Report
ing%20and%20Filming&ID=1036&RPID=0&sch=doc&cat=13184&path=13184

If you have any queries regarding the livestreaming or the recording of meetings, please 
contact the constitutional/scrutiny team via constitutional.team@southwark.gov.uk

https://www.youtube.com/channel/UCqgAueevJzRUGB_eAZia0xw
http://moderngov.southwarksites.com/ecSDDisplay.aspx?NAME=Protocol%20for%20Reporting%20and%20Filming&ID=1036&RPID=0&sch=doc&cat=13184&path=13184
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