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Executive Summary 
 
The purpose of this report is to inform Council of the arrangements for holding Hybrid 
Meetings, whereby a proportion of attendees will be physically present in the Council 
Chamber and the remainder will access the meeting from a remote location. 
 
This report also seeks approval for amendments to Standing Orders and to the Protocol 
for Remote Meetings, in order to facilitate hybrid meetings. 
 

Recommendations 
 
Council is recommended to:- 
 

1. Agree that the arrangements for holding hybrid meetings, where appropriate, as 
outlined in this report, be approved and implemented as soon as is feasible as 
determined by the Chief Executive; 
 

2. Agree that the amendments to Standing Orders and to the Protocol for Remote 
Meetings, as detailed in this report and at Appendix 1, be approved;  
 

3. Agree that the Protocol for Elected Member in-person attendance at meetings of 
the Council and Committees, as attached at Appendix 3, be approved, whilst noting 
that the social distance applicable may change from time to time as determined by 
the Chief Executive; 
 

4. Agree that access to the Public Gallery shall be limited and that a “ticket” system 
will be in operation as outlined in paragraph 2.5; 

 
5. Agree that, where a meeting is not a decision-making body, for example a working 

group, the default position shall be that such meetings would be held via remote 
access only; 
 

6. Note the practical issues outlined in paragraph 2.7 of this report; 
 

7. Agree that a review of Standing Orders, and need for hybrid meetings, will be 
undertaken every three months; 
 



 

 
1. Background 
 
1.1 At its meeting on 13 August 2020, the Council agreed a mechanism to permit its 

meetings, and those of committees, to be held via remote access in accordance with 
Scottish Government guidance and its “Stay at Home” order. 
 

1.2 Since 13 August 2020, all meetings of the Council and its committees have been held 
via remote access. Generally, remote meetings have been effective but there is clearly 
a desire amongst elected members to return to some degree of normality which 
includes attendance in person at meetings. 

 
1.2 On 9 August 2021, the Scottish Government removed a number of restrictions in 

relation to Covid-19, including that attendance in the workplace is now permitted. 
However, the Council will continue to encourage its officers and elected members to 
work from home if they can, for a period not less than three months from 9 August. 

  
 

2. Report 
 
2.1 Whilst the legal requirement to work from home where possible is no longer in place, 

the Council has an obligation under its health and safety duty to ensure that the 
workplace, which includes Council meetings, is a safe place. This means that for many 
people, including elected members, Council employees and members of the public who 
may visit Council buildings, arrangements require to be put in place to ensure that those 
who are vulnerable and should not physically attend, do not have a barrier to being able 
to access the democratic process. Accordingly, the Council proposes the use of a 
“hybrid” meeting system. 

 
2.2 What is a Hybrid Meeting System 
 
2.2.1 In September 2021, the Council’s contractor which provides it with a Webcasting 

system, commenced installation of the physical infrastructure to permit attendees to a 
meeting to either be physically present in the Council Chamber or to attend the meeting 
remotely. The meeting access arrangements and ability to participate would, using a 
hybrid system, be equal regardless of the access route being used by an individual. 
This includes the ability to participate in debate, to see and hear other speakers 
regardless of where they are located and, for elected members, to vote. 

  

8. Note that, at this time, it is not possible to indicate when live use of the system will 
commence, as outlined in paragraph 2.8, and 
 

9. Agree that, otherwise, the contents of this report be noted. 
 
 

The Plan for North Lanarkshire 
Priority  Enhance participation, capacity, and empowerment across our 

communities 
Ambition statement (24) Review and design services around people, communities, and 

shared resources 



 
2.2.2 Attendees in the Council Chamber will be able to see those who are taking part from a 

remote location via the screens in the Chamber and, likewise, those who are accessing 
the meeting remotely will be able to see and hear speakers who are physically present 
in the Council Chamber. 

 
2.2.3 Council should note that the hybrid meeting system is only available in the Council 

Chamber and is not able to be used in any other meeting room. This is because it 
requires the use of the fixed cameras and screens and the “behind the scenes” server 
which is physically located adjacent to the Chamber. None of this hardware can be 
moved to other locations. 

 
2.2.4 Since installation in September 2021, extensive training will be taking place for 

appropriate staff and for elected members on the use of the hybrid system. 
 
 
2.3 Standing Orders and the Protocol for Remote Meetings 
 
2.3.1 The Protocol for Remote Meetings was agreed by the Council in August 2020 and, at 

the same time, Standing Orders was amended to facilitate remote meetings. It is now 
necessary to further amend both documents to permit the use of Hybrid meetings whilst 
continuing to permit remote meetings where these may be required or are deemed 
appropriate. In addition, it is proposed to also amend the Protocol to reflect current 
practices which have evolved since the drafting and formal approval of it in 2020. The 
proposed amendments to both Standing Orders and to the Protocol are as shown in 
Appendix 1 to this report. 

 
2.3.2 Voting within a hybrid meeting brings with it considerable challenge. It is not possible 

to link up the voting system in the Chamber with those members accessing the meeting 
remotely. Even if a voting system was available and/or being used in the remote access 
system, there is not currently a way to merge the two together to provide a seamless 
vote outcome. Accordingly, the use of Roll Call votes will require to continue. Officers 
will continue to explore ways in which voting within either a fully remote or a hybrid 
meeting can be improved and made quicker, however, any solution requires to be fully 
tested to ensure that it is robust and provides an accurate result. 

 
 
2.4 Protocol for Attendance in Person 
 
2.4.1 Notwithstanding the removal by the Scottish Government of many of the legal 

restrictions regarding attendance at a place of work, the Council maintains a 
requirement to have in place social distancing within its corporate buildings. This 
applies, too, to the Council Chamber. Attached at Appendix 2 to this report is an 
illustration of the capacity of the Council Chamber when different social distancing rules 
are applied. As illustrated, if a 2 metre distancing rule is applied, the capacity of the 
Chamber is 21 (this includes all attendees, not just elected members). At a 1.5 metre 
rule, that capacity can be increased to 28 and at 1 metre, to 44. 

 
2.4.2 Accordingly, even at the least social distance of 1 metre, there is insufficient capacity 

within the Council Chamber for all elected members and officers to be in attendance 
simultaneously. Therefore, it is proposed that the Protocol as attached at Appendix 3 
to this report be used to determine how many elected members and officers may be 
present at any one time. 

  



 
2.5 Public Gallery and Live Streaming 
 
2.5.1 Limited seating will be available in the Public Gallery, as detailed in Appendix 2, 

depending on the distancing requirements in operation at any given time (i.e. 2 metre 
distancing permits a maximum of 9 people in the Public Gallery at any one time and at 
1 metre, 20 people). Any member of the press or public who wishes to attend will be 
required to contact Committee Services (Press attendees may do so via Strategic 
Communications) providing each attendee’s name and a contact telephone number 
and email address. For meetings of the Council, five places will be reserved for 
members of the Press and for committee meetings, two places shall be so reserved. 
Each person will be emailed a “ticket” which they will be required to present at the Civic 
Centre Reception to be permitted entry. Accordingly, to ensure that the administration 
of the tickets can be managed, all requests must be made no later than 4pm on the 
working day prior to the respective meeting. 

 
2.5.2 All meetings of the Council and its Committees will be live streamed to permit members 

of the public to watch proceedings without the need to attend in person, unless private 
business is being considered or, the meeting is held outwith the Council Chamber.  

 
2.5.3 It should be noted that live streams of hybrid meetings will take place via the Council’s 

webcasting portal and not via You Tube as has been the case since August 2020. This 
change also provides the Council with an opportunity to transition its remote meeting 
platform from Cisco Webex, which it has used since August 2020, to Microsoft Teams. 
Teams is now widely available for all elected members and officers. However, at 
present, it can only be used to live stream meetings via the webcasting portal, which is 
only available for hybrid meetings. Where a meeting is held via remote access only, for 
example Community Boards, then Cisco Webex will require to be used and, 
consequently, livestreamed via You Tube. Officers are currently working on a solution 
to this so that all meetings can take place on MS Teams and be livestreamed if required. 

 
2.6 Other Meetings 
 
2.6.1 Where a meeting is not either a meeting of the Council or a formal Committee, Sub-

Committee or Panel, the default position is deemed to be that such will be held by 
remote access only. Examples of such meetings would be Member Officer Working 
Groups or Briefing Sessions. There will be occasions when Members consider that it is 
necessary for such meetings to be held in person, and if this is the case, it is important 
that appropriate mitigating measures are adopted. 

 
 
2.7 Practical Considerations 
 
2.7.1 The Council Chamber is a windowless room and therefore, there is not an opportunity 

to permit airflow through it. Airflow is important as a mitigation against Covid 19 
infection. Therefore, a full risk assessment will need to be undertaken to determine if 
the heating/cooling system in the Chamber can be safely used or not. If it is considered 
that it is not safe to use the heating/cooling system, then attendees to meetings will 
need to be aware that the Chamber may be very cold during winter months, or 
alternatively, very warm during the Summer months. 

  



 
2.7.2 Whilst the wearing of face masks is not required whilst seated, all attendees to a 

meeting, regardless of whether they are in the main Chamber or the public gallery, will 
need to wear a face mask when moving around, not just in the Chamber/public gallery, 
but the whole Civic Centre building. 

 
2.7.3 As outlined in paragraph 2.4, a Protocol for attendance in person by elected members 

is required. To ensure that the Chamber does not exceed capacity levels, no elected 
member will be permitted access whose name has not been provided in advance in 
accordance with the Protocol for Attendance. 

 
2.7.4 No attendee should sit in a seat which is identified as not for use. 
 
 
2.8 Going Live 
 
2.8.1 Installation of the hybrid system was not completed until the end of October 2021. This 

means that, so far, there has been little opportunity for officers to both test the system 
and to familiarise themselves with its operation. There will also need to be a period of 
training and familiarisation for elected members. All of this takes time and use of the 
Hybrid system will not commence until both officers and members feel comfortable in 
using it. Council should be assured that as soon as elected members and officers are 
content, use will commence immediately, and this will be communicated to all elected 
members in advance of the “Go Live” date. Initially, this will be limited to some of the 
Council’s smaller committees but, over time, it is anticipated that all meetings, including 
that of the Council, can utilise the system. It is currently anticipated that by the 
December 2021 meeting of the Council, the Hybrid system will have been fully rolled 
out. 

  
 
2.9 Conclusion 
 
2.9.1 There remains a need to take appropriate actions to reduce the ability for Covid-19 to 

spread. There are elected members or officers who may fall into a vulnerable group 
category which means that they should take all measures possible to avoid the 
contagion. 

 
2.9.2 The hybrid system permits a balanced approach to be taken by providing those who 

are unable to, or do not wish to, attend a meeting in person to continue to participate in 
the Council’s decision-making process without putting themselves at risk. However, it 
does allow a degree of normality to return to Council meetings by enabling in person 
attendance. 

 
2.9.3 At the time of writing this report, there is no definitive position for the long term as to 

what will be permitted and what will not. Therefore, the Council needs to plan for all 
eventualities and to put in place a solution that enables the Council’s democratic 
process to continue, regardless of the position regarding Covid-19 and social 
distancing. Accordingly, it is proposed that a review be held during each cycle of 
committee meetings, i.e. every three months, to reflect on the procedures for hybrid 
meetings and, indeed, whether hybrid meetings continue to be appropriate. 

  



 
2.9.4 Finally, all attendees – elected members, officers, stakeholders and members of the 

public – should ask themselves whether there is a need for them to attend a meeting 
in person. The best way to avoid the risk of catching Covid-19 is to stay at home and 
to join a meeting via remote access. Public Health guidance continues to advise that 
staying at home is a key element of individuals staying safe. 

 
 

 
3. Public Sector Equality Duty and Fairer Scotland Duty 
 
3.1  An Equality Impact Assessment has been carried out and it is considered that no 

groups will be discriminated or put at detriment.   
 

4. Impact 
 
4.1 Financial impact 
  
 The cost to install the hybrid system is £6658.58+VAT (which is a one off charge), which 

is in addition to the annual charge the Council pays for its webcasting service of 
£9,812.00+VAT per annum. 

 
 It is accepted that the cost of installation of the hybrid system is high and that there is 

a risk that national or local guidance may change meaning that meetings could take 
place either with all members physically present or connected remotely meaning that 
the hybrid system may not be extensively used. However, it is considered that there is 
a greater risk that should the Council not invest in hybrid technology, this could impact 
on the decision-making process of the Council. 

   
4.2 HR Policy / Legislative impact 
  
 The use of the hybrid system, and remote meeting access, will be undertaken in 

accordance with all applicable and relevant guidance and policies, both local and 
national. 

 
4.3 Technology / Digital impact 
  
 The hybrid system is an “add on” to the current webcasting system used by the Council. 

The system does not interact with the Council’s own digital infrastructure and therefore, 
there is no risk of the system disrupting the Council’s own systems and network.  

    
4.4 Environmental impact 
  
 A return to officers and members attending meetings in person will see an increase in 

travel and the associated environmental impacts associated. 
 
4.5 Communications impact 
  
 There is no impact. 
  
4.6 Risk impact  
  
 As detailed in paragraph 4.1 above. 
 

 
  



5. Measures of success 
 
5.1 The Council is able to continue to make appropriate decisions whilst maintaining 

transparency and ensuring that there are no barriers to participation in the democratic 
process. 

 
 

6. Supporting documents 
 
6.1 Appendix 1 – proposed amendments to Standing Orders and the Protocol for Remote 

Meetings 
 
 Appendix 2 – capacity in the Council Chamber and Public Gallery due to social 

distancing 
 
 Appendix 3 – Protocol for Determining Attendance In Person at Meetings 
 

 
 
Archie Aitken 
Head of Legal and Democratic Solutions 



 
 

Appendix 1 
Proposed Amendment to Standing Order 4  
 
It is proposed that Standing Order 4 be amended to read as follows:- 
 
(4) All meetings of the Council shall be at a venue determined by the Chief Executive, in 

consultation with the Provost where this is not the Council Headquarters.  In 
circumstances where it is not possible to hold physical meetings, these shall take place 
virtually, or via a hybrid meeting system.  Where a meeting is held virtually or in hybrid 
form, the "Protocol for Remote and Hybrid Council Meetings", as attached as an 
Appendix to these Standing Orders, shall be adopted. 

 
Protocol for Remote and Hybrid Council and Committee Meetings 
 
The following protocol will be used for Council and Committee meetings held via remote or 
hybrid access, in accordance with Standing Order 4:- 
 

1. Six clear working days prior to the meeting, when the agenda and meeting papers 
are issued and published, elected members will receive an email from Committee 
Services providing a link to the meeting papers in a secure folder on the Council’s 
internal network, and a link to join the meeting. Please note that it is required to be 
connected to the Council’s network either via wifi in a Council building, desktop 
connection or remote access fob and using a Council issued laptop/tablet to access 
the secure folder. Private/Exempt papers will require to be obtained from this 
location as they cannot be accessed via MARS 

2. Members should advise Committee Services as soon as possible of any substitute 
arrangements so that invitations can be sent to the appropriate substitute members 

3. Committee Services will open the meeting on the video conferencing system at 
least 10 minutes before the start time.  

4. Attendees should ensure that they have their device settings set to permit the use 
of the microphone and camera (and check that they do not have their device 
volume on mute) 

5. All attendees should mute their microphone when joining a meeting and also when 
not speaking during a meeting (to avoid any unnecessary background noise). 

6. Any member accessing the meeting remotely and who wishes to speak during the 
meeting should indicate by selecting the “Chat” function. This will alert the 
Provost/Convener (and everyone else) that the elected member wishes to speak. 
Depending on the meeting system in use, attendees may be instructed to indicate 
that they wish to speak by using the “Raise Hand” function. Any Member physically 
present in the Council Chamber should raise their [physical] hand to indicate that 
they wish to speak. Officers will indicate in the Chat bar that a member wishes to 
speak, and the Chat bar shall form the formal list of speakers 

7. The Convener will invite members to speak in order 
8. When a member/officer is invited to speak by the Provost/Convener, they should 

unmute their microphone [and enable their camera if this has been turned off] 
9. If it is the intention of a member to move an Amendment to a report, they should 

inform the Committee Clerk in advance and send to them a copy of the 
Amendment, regardless of whether they will be attending the meeting via remote 
access or will be physically present. The details of the Amendment will not be 
shared with any other member, or the Convener, prior to the Amendment being 
moved. No Amendment will be shared until it is formally moved. In the case of more 
than one Amendment being moved, they shall be taken in the order in which they 
are moved. During the meeting, the terms of an Amendment shall be shared on 
the screen (both in the Council Chamber and via remote access system) for all 
members to read (except for meetings of the Council where Standing Order 24 is 



 
 

being applied). There shall be no prohibition on any composited 
Motions/Amendments or Amendments arising out of debate at a meeting being 
moved, subject to the terms of Standing Order 34 and which, at the request of the 
Provost/Convener, the terms of which may be required to be emailed to the Clerk 
to the Committee to display on screen 

10. Standing Orders continues to apply, including in regards to the restriction on time 
permitted for speaking. 

11. All votes will be completed by roll call or by use of an electronic voting system 
where this is available. 

 
 
Declarations of Interest 
 
Members who have an interest in a matter under consideration at the meeting must continue 
to orally inform the Committee in the normal way. To indicate that they wish to make a 
Declaration of Interest, a Member attending the meeting remotely should insert “DEC” into the 
Chat Bar. A Member physically present should raise their [physical] hand. Upon the agenda 
item, in which a member has declared an interest, being reached, the Clerk will, if required, 
move the member [if attending remotely] to the “virtual lobby”. When in the Lobby, members 
will be unable to see or hear the meeting, and should wait.  At the end of the item of business, 
the Clerk will return the member to the meeting. A member physically present who requires to 
leave the meeting should exit the Council Chamber. 
 
 
Point of Order 
 
Any member who wishes to make a Point of Order to make, should use the “Chat” function 
and write “PO”. The Provost/Convener will ask the current speaker to stop talking, the timer (if 
being used) will pause and the member making the Point of Order will be asked to make their 
point. A Member physically present should indicate by calling out “Point of Order” 
 
 
Standing Order 14 
 
If the Provost/Convener raises both hands simultaneously, this shall have the same effect as 
standing, as defined under Standing Order 14. All members shall cease speaking. The Clerk 
will mute any attendee who does not cease speaking. 
 
 
Technical Issues 
 
In the event that either one or more elected members is, due to connection issues, unable to 
access the meeting and/or there is a failure in either the hybrid system or the remote access 
platform then:- 
 

• Where a Quorum of members (as defined by Standing Order 9) is available, the 
meeting shall continue with those members in attendance, regardless of whether they 
are present in person or via remote access 

• Where a Quorum is not available (as defined by Standing Order 9) then the process 
as outlined in Standing Order 9 shall be enacted. 

 
Where a Quorum is available, it shall be competent for any Member to move a Motion to 
Adjourn the meeting in accordance with Standing Order 48. 
 



 
 

A quorum counts elected members in attendance either in person or via remote access 
equally. 
 
Where a member has either left, and re-entered, the Council Chamber (if attending in person) 
or disconnected, and subsequently reconnected, from/to the meeting (if attending via remote 
access), that Member shall be entitled to participate and vote on any matter except where it is 
of a quasi-judicial nature, in which case they shall be unable to participate as they would not 
have heard all the information presented. 
 
Public Viewing 
 
Meetings will be live streamed for viewing by members of the public and made available as 
an archive following the meeting unless the Convener decides that recording will cease. No 
recording will take place during the consideration of private business. 



76 Seats

2m   DISTANCE - 21 MEMBERS

CIVIC CENTRE

COUNCIL CHAMBER

1.5m DISTANCE - 28 MEMBERS

1.0m DISTANCE - 44 MEMBERS

Appendix 2
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Appendix 3 
Protocol for Determining Attendance In Person at Meetings 

 
(a) All officers will access meetings remotely unless there is a specific reason why they need to be 

physically present. However, it is considered appropriate that the lead officer be in attendance. 
In addition, there is a requirement for at least one member of staff to be present to operate the 
hybrid system. In relation to Council meetings, it is proposed that the Head of Legal and 
Democratic Solutions and the Democratic Services Manager both be present. Accordingly, at 
every meeting, an allocation for two officers has been made. 

 
(b) The Provost and the respective Convener, together with the Depute Provost and respective 

Depute Convener, will each be permitted to attend in person. 
 

(c) Accordingly, 4 places will be deducted from the allocation prior to political groups being 
allocated their places. 

 
(d) Referring to (a) above, if there is a requirement for additional officers to be present in person, 

the spaces available for allocation to political groups shall be recalculated accordingly. 
 

(e) Each political group, and none, will be allocated a number of Members who may be 
accommodated within the Chamber. This number will be in accordance with political balance 
and the social distancing requirements enforceable at the time.  

 
(f) The allocation is as detailed below:-  

 
 2 metres 1.5 metres 1 metre 

Labour Group 7 10 16 

SNP Group 6 8 14 

Conservative Group 2 3 4 

Other Members 2 3 6 

*These allocations are subject to change if the membership of the Council and political groups 
change 
 

The need for the Provost/Convener, Depute Provost/Vice Convener plus two 
officers present has been taken into account. 

 
For the Policy and Strategy Committee, which has two Vice Conveners, the second 
Vice Convener place shall require be taken from the allocation given to the 
respective Group. 

 
(g) The applicable social distance shall be locally determined taking account of Government 

guidance, Public Health guidance and any localised outbreaks. The applicable distance may 
change from time to time and Committee Services will inform political groups and none of the 
applicable distance for a meeting. The Chief Executive shall be responsible for determining the 
applicable social distance at any given time. 

 
(h) Prior to the meeting taking place, Committee Services will seek from political group Business 

Managers and from Other Members, the names of those Members who will be attending in 
person. 

  



 
(i) Where a Member finds they are unable to attend in person, they should liaise with their Business 

Manager or Other Members to identify if a “swap” can be achieved. If so, details should be 
provided to Committee Services as soon as possible (as remote meeting links will need to be 
issued to Members now accessing from a remote location). 

 
(j) If one Political Group is unable to fill its allocation of Members to attend in person, then for 

reasons of fairness and equity, these cannot be used by another Political Group. 
 

(k) For any meeting of a Committee which has 14 members or less, it is presumed that all members 
and officers will be in attendance in person as the limited numbers permit sufficient distancing 
to take place. However, attendees can request to access the meeting remotely if they so wish. 

 
 

All attendees to a meeting are encouraged and recommended to access the meeting 
remotely. 
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