LYDD TOWN COUNCIL June 2026
Meeting Rules and Etiquette Policy

INTRODUCTION

Purpose of this Document

This document sets out the rules and etiquette to be adopted at meetings by

Councillors, employees and the public. In brief, those present, are requested to observe this
policy, otherwise they may be asked to leave by the Chair in accordance with Standing
Orders. Town council etiquette revolves around strict decorum, respect for procedural rules.
The dress code for a Council meeting is typically business wear or business casual. The
goal is to look polished, respectful, and professional. Committee meetings are less formal
than full Council meetings and smart casual wear is appropriate to be worn.

(Exceptions may be made where a Councillor has come directly from work where their job
does not include office style business clothing)

COUNCIL MEETING RULES

Agenda Items: Only business directly connected to items on the agenda may be discussed
at the meeting. Matters not on the agenda may be considered for inclusion on a future
agenda. Councillors wishing to request an agenda item must complete a Motion on Notice
form in accordance with Standing Orders.

Speaking at Meetings: Everyone should speak clearly so that all present can hear.
Anyone wishing to speak should raise their hand and wait to be invited by the Chair.
Speakers should normally stand when speaking, unless they have a disability, may
experience discomfort, or the Chair permits them to remain seated.

Comments must be directed to the Chair. Only one person may speak at a time. If more
than one person wishes to speak, the Chair will decide the order of speakers.

Conduct and Order: If disorderly conduct occurs during a meeting, the Chair will call the
meeting to order. Anyone who refuses to accept the Chair'’s authority may be required to
leave the meeting. If order cannot be restored, the Chair may adjourn the meeting.
Decisions and Motions: A motion agreed by the Council must not be reversed within six
months unless the matter is brought forward by motion at an extraordinary meeting and the
relevant Standing Orders allow it.

MEETING ETIQUETTE

Respectful Participation: Take turns when speaking and avoid monopolising the
discussion. Side conversations should not take place while the meeting is in progress, as
they can be disruptive.

Clear and Relevant Contributions: Keep contributions concise, relevant, and focused on
the agenda item under discussion.

The Chair will determine the agenda item being discussed. Once the meeting has moved
on to the next item, earlier items will be treated as completed business and should not be
revisited.

Preparation: Come prepared to make a meaningful contribution. Review all papers in
advance, including the agenda and any supporting background materials.

Punctuality and Attendance: Make every effort to arrive on time and stay for the full
duration of the meeting. The meeting start time is shown on the agenda, which serves as
the official summons for Councillors to attend.

Page 1 of 3



« Arrive before the scheduled start time, as the door will be locked once the meeting
begins.

« If you expect to arrive late, notify the Clerk in advance.

« Late arrivals should wait by the door until invited in by the Chair and should enter
quietly to avoid disrupting the meeting

If you need to leave before the expected finish time, inform the meeting in advance, seek
the Chair’'s permission, and leave quietly so as not to disrupt proceedings.

PRESENTATIONS AND GUEST SPEAKERS

Purpose of Attendance: From time to time, guest speakers may attend Council meetings
to provide a report, presentation, advice, or information on a particular matter or
consultation.

Courtesy and Respect: Invited visitors must be welcomed to the meeting and treated with
courtesy and respect. They should not be made to feel bullied, intimidated, or unwelcome.
Council Protocols and Professionalism: The Council’s protocols on Councillor and
Officer relations also apply when dealing with councillors and officers from other authorities,
including the County Council, District Council, and police.

Managing the Meeting: The Council should create a positive impression by being
welcoming, managing meeting time effectively, and maintaining a structured approach to
discussion and decision-making. Invited guests should be thanked by the Mayor or Chair
for their attendance and contribution before they leave the meeting.

PUBLIC QUESTIONS
Public Participation: Council meetings are open to the public. Members of the public may
ask questions during the public participation session.
Public participation is limited to a maximum of 15 minutes in total, with up to 3 minutes
allowed per person.
Speaking During the Meeting: Once the meeting has started, members of the public may
not speak but may remain to observe the meeting.
No Debate or Decisions: No debate or decisions will be made at the meeting on issues
raised during the public forum, unless they relate to items already on the agenda.
Restrictions
The Chair may decline to hear a speaker at any time where:

» the speaker repeats views already presented by an earlier speaker at the same

public forum;

« the speaker is repetitious, disrespectful, or offensive;

o the speaker has previously spoken on the same issue; or

« the matter is subject to legal proceedings.

SUMMARY
Council meetings are formal and are as successful as the positive contributions
made by Councillors and the following practices should be observed.
¢ Respectful Participation: Meetings should benefit all participants and be conducted
in an orderly, respectful manner. Everyone should address others courteously,
support equal participation, follow the Chair’s direction, and help the meeting run
smoothly.
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Chair’s Role: The Chair is responsible for keeping meetings orderly, focused, and
within the agreed time. Meetings should not usually last longer than two hours. The
Chair should prevent repetition, manage the order of speakers, and ensure that no
individual dominates the discussion.

Speaking Protocol: Anyone wishing to speak should signal by raising their hand to
the Chair and wait to be invited. Contributions should be prepared in advance, kept
concise, and expressed clearly using appropriate, non-defamatory language. Bullet-
point notes can help speakers cover their points without repetition.

Speakers should speak clearly, and only one person should speak at a time so that
everyone can hear what is being said. Where possible you should stand when being
invited to speak.

Disruptive Behaviour: No one should dominate, interrupt, or disrupt the meeting.
Participants should be treated courteously and should not feel bullied or intimidated.
The Chair must address disruptive behaviour promptly. Anyone causing disruption
may be asked to stop; if the behaviour continues, the meeting may be adjourned
and, where necessary, the person responsible may be asked to leave.

Page 3 of 3



