ANDOVER TOWN COUNCIL
Extraordinary Council Meeting Agenda
9 June 2020

To the Members of Andover Town Council:

You are hereby summoned to attend an EXTRAORDINARY meeting of the Full TOWN COUNCIL called
using the power vested in the Chairman of the Town Council under the Local Government Act 1972
Schedule 12, Part 2 (9 (1)).
This meeting will be held Virtually via Zoom on Tuesday 9 June 2020 at 6.30 pm when it is proposed
to transact the following business:-

Wendy R Coulter
Town Clerk – 3 June 2020

ANDOVER TOWN COUNCIL
Extraordinary Council Meeting Agenda
9 June 2020

MEMBERS OF THE PUBLIC ARE WELCOME TO ALL MEETINGS; In line with Andover Town Council’s
“Recording at Meetings” Policy, Members and the public are requested to note that this meeting will be
recorded by the Council, and may also be subject to the recording by members of the public.
If Members of the Public wish to join the meeting, please contact the Deputy Clerk at
deputyclerk@andovertc.co.uk, and the sign in details will be forwarded
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Item 1: Apologies for Absence
To receive and accept apologies for absence.

Item 2: Declarations of Interest
To receive and note any declarations of interests relevant to the agenda.

Item 3: Virtual Meeting Platform for the Town Council
To approve the use of the Virtual Platform Zoom to conduct Virtual Meetings of the Town Council –
report attached at Appendix A.
To approve the cost of upgrading the Zoom Platform to allow the meetings to continue for more than
40 minutes – costs included in the report at Appendix A.

Item 4: Virtual Meetings of the Town Council
To approve the Addendum to the Town Council’s Standing Orders for Virtual Meetings – Addendum
to Standing Orders attached at Appendix B.
To note the Virtual Meeting Procedure – attached at Appendix C.
To consider whether all meetings of the Town Council should continue to be held via the Virtual
Platform until at least May 2021, or until such time as the Coronavirus is brought under control and it
is safe for the Public to mix freely again.

Item 5: Declaration of Acceptance of Office and Committee
Membership
To confirm that Councillor Barbara Long signed her Declaration of Acceptance of Office and was
witnessed by the Town Clerk as Proper Officer on 19 March 2020.
To agree that Councillor Barbara Long is a Member of the following Committees:
Allotment Committee
Events Committee
Planning Committee
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Item 6: Annual Meeting (Mayor Making)
Under the Legislation brought in to deal with the Coronavirus:
“The Local Authorities and Police and Crime Panels (Coronavirus) (Flexibility of Local Authority
and Police and Crime Panel Meetings) (England and Wales) Regulations 2020 Part 2 4.(2) which
came into force from 4 April 2020”.
It states: “Where an appointment would otherwise be made or require to be made at an annual
meeting of a local authority, such appointment continues until the next annual meeting of the
authority or until such time as that authority may determine”.
Therefore Members are asked to vote on whether or not the Town Council shall hold an Annual
Meeting (Mayor Making) prior to May 2021.
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Appendix A: Report on Virtual Meeting Platforms and
Costs

A

Virtual Meeting Platform Report
Produced for:

Date of Report:

Extraordinary Council Meeting

11 May 2020

Summary of Key Issues
To consider a Virtual Meeting Platform to use in response to the current situation imposed by the Covid19 pandemic.
Current Situation
Currently Andover Town Council is unable to hold public Committee meetings due to the restrictions placed
upon the country in response to the Covid-19 pandemic.
Meeting rooms are unavailable and the Town Council Offices do not allow space for social distancing.
Purpose of Report
The purpose of this report is:
1. To note the research completed on the different virtual platforms
2. To note the most cost effective and suitable platform for the Town Council at the current time is
Zoom.
3. To approve the costs of Zoom to allow the Town Council to hold virtual meetings for the
foreseeable future.
Available Platforms:
Google Hangouts
Advantages:
• It can be used on multiple devices including computers/laptops, Android and Apple devices.
• Screen sharing options are available.
• Participants can use the chat option whilst on the video call.
Disadvantages:
• For video conferencing there is a limit of up to 25 participants.
• Participants must have a Gmail account
Meet is Google’s paid video conferencing software and will cost £8.28 per user per month.
GoToMeeting
An HD video conferencing software that can be used for meetings and collaboration.
Advantages:
• Meetings can be scheduled in advance.
• Invitations can be integrated with Office 365 or Google Calendar plugins.
• Participants can join meetings through ‘call me’ option
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• GoToMeeting can automatically call participants.
• Screen sharing options are available.
• Can host meetings with up to 250 participants.
• Meetings can be recorded and meeting transcripts can be shared.
Disadvantages:
• The platform requires fast internet connection.
• Older systems may struggle to operate GoToMeeting.
• There are limitations with the free version — meetings can last 40 minutes and include three
participants.
The cost of the paid version - in order to allow longer and more participants is £9.50 per organizer per
month
Microsoft Teams
This is a collaboration and conversational platform as part of Office 365.
Advantages:
• Within meetings you can share screens and record your meeting.
• Participants can join meetings, without joining Teams by clicking on the email link.
• Previous meeting notes and recordings can be accessed.
• The platform allows for 250 participants.
The annual subscription commitment can be cancelled at any point with no penalty.
Disadvantages:
• The maximum PowerPoint size is 2GB.
• There are limited features on the Microsoft Teams free platform compared to the paid Microsoft Teams.
In order to have the ability for audio dial in, we would need to subscribe to Microsoft Business Voice at
£12 per user per month.
Microsoft Teams is part of Microsoft Office 365, for 7 users with Business Voice would be £110.60 per
month (£3.80 per user per month for Microsoft Office 365 and £12 per month per user for Business
Voice). Microsoft have offered a 1-month free trial of Business Voice and 6 months free trial of Microsoft
Office 365. This platform is used by Test Valley Borough Council and offers Andover Town Council
everything that is required – participants up to 250, meeting recording, voting recording, audio dial in
(with Business Voice) and live streaming.
However further research with Microsoft has shown that the Town Council’s current systems are not
compatible with this platform and will require work by engineers to allow it to be used. This is further
work and an unknown cost.
Zoom
This is a video conferencing platform. This can be used for meetings, collaborations and participants can
also use the chat option.
It also supports audio conferencing, allowing people to join by telephone as well.
Advantages:
• Participants can share screens with each other (e.g. share a PowerPoint presentation).
• Meetings can be made securely. This includes having passwords and meeting IDs for participants to join
meetings.
• Meeting invitations can be added to Outlook Calendar, Google Calendar or Yahoo Calendar.
• You can save the chat conversations.
• Meetings can also be recorded for future reference.
Disadvantages:
• The level of support you can receive from Zoom is dependent on the Zoom package being used.
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• The free Zoom package limits group meetings to 40 minutes.
Whilst Zoom, like other platforms, offers more versatility with the more expensive packages the Pro
Option package offers one host (meeting controller) at £119 per annum (£11.90 per month). This
package offers everything Andover Town Council needs, including meeting recording. The host can set
up the meeting then pass the host duties to the Chairmen of the Committee. The platform is already
secure but Zoom are upgrading their security on the 30 May 2020.
Conclusion
In order for the Town Council to use a Virtual Platform as quickly as possible it is proposed that Zoom be
used. The Microsoft Teams is a very good and versatile option, however as work needs to be completed on
the Town Councils systems to allow usage and that time is unknown as well as any additional cost the Zoom
Platform is the fastest option.
Financial Implications:
The Platform costs are indicated below:
Google Hangouts:

£8.28 per user per month

Gotomeeting:

£9.50 per user per month

Microsoft Teams:

£3.80 per user per month

Microsoft Teams with Business Voice:

£15.80 per user per month

Zoom:

£11.90 per month

Legal and Policy Implications
The Local Authorities (Coronavirus) (Flexibility of Local Authority Meetings) (England) Regulations 2020 to
allow local authorities to conduct meetings remotely – from 4 April 2020.
Recommendations
To approve the use of Zoom for the Town Council virtual meetings.
To approve the cost of £11.90 per month or £119.90 for a year.

Note: The person to contact about this report is Tor Warburton (Deputy Town Clerk), Andover Town
Council, 68B, High Street, Andover, Hampshire. SP10 1NG.
Tel: 01264 335592
Email: deputytownclerk@andovertc.co.uk
Website: www.andover-tc.gov.uk

Distribution: To all Councillors

Page 7 of 23

ANDOVER TOWN COUNCIL

Appendix B: Addendum to Town Council Standing
Orders

B

Amendment to the Town Council Standing Orders which were agreed March 2019 to reflect The Local
Authorities and Police and Crime Panels (Coronavirus) (Flexibility of Local Authority and Police and Crime Panel
Meetings) (England and Wales) Regulations 2020 which came into force from 4 April 2020.
The Local Authorities and Police and Crime Panels (Coronavirus) (Flexibility of Local Authority and Police and Crime
Panel Meetings) (England and Wales) Regulations 2020 come into force from 4 April 2020.
The regulations are made by the Secretary of State for Housing, Communities and Local Government, in exercise of
the powers conferred by section 78 of the Coronavirus Act 2020(1) and paragraph 36(1)(b) of Schedule 6 to the Police
Reform and Social Responsibility Act 2011(2).
The Regulations apply to local authority meetings (and police and crime panel meetings) which are required to be held,
or held, before 7 May 2021.
In the Regulations, “the 1972 Act” means the Local Government Act 1972 and “local authority” includes a County
Council (and numerous other bodies).
Frequency of Meetings / Annual Meetings
A local authority is permitted to alter the frequency, move or cancel such meetings, without requirement for further
notice. In reality this means a meeting can be cancelled, even if the agenda has been published.
When an appointment would otherwise be made at an annual meeting, such an appointment continues until the next
annual meeting of the authority or until such time as that authority may determine.
Remote Attendance in Local Authority Meetings
A meeting is not limited to a meeting of persons all of whom, or any of whom, are present in the same place. The
reference to a “place” includes reference to more than one place including electronic, digital or virtual locations
(internet locations, web addresses or conference call telephone numbers).
A councillor ‘in remote attendance’ can attend the meeting as long as certain conditions are satisfied. These include
that the councillor is able to hear and be heard by the other councillors in attendance. Also, being able to hear and be
heard any members of the public entitled to attend the meeting. The regulations would prefer a visual solution, but
audio is sufficient.
This also relates to members of the public attending the meeting being heard, but preferably seen.
To be clear, the above caveats (in relation to Members of the authority and the public) includes a person who is
attending by remote access.
The Regulations clarify that any reference to being “present” at a meeting includes being present through remote
attendance and a “place” where a meeting is held, or to be held, includes reference to more than one place (including
electronic, digital or virtual locations such as internet locations, web addresses or conference call telephone numbers).
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Standing Orders
The provision in the Regulation overrides provisions in existing standing orders or rules governing the meeting.
However, a local authority may make other standing orders regarding issues such as voting, councillor and public access
to documents; and remote access of public and press to a local authority meeting to enable them to attend or
participate. This does not appear necessary as current processes allow this and access to meetings and public
participation will continue.
Annual Meeting
Paragraphs 1 and 7 of Schedule 12 to the 1972 Act are disapplied which means the removal of the requirement to hold
an annual meeting.
Access of Public and Press
The Regulations clarify that a meeting being “open to the public” includes access to the meeting through remote
means (video conferencing, live webcast, interactive streaming).
Where a meeting is accessible to the public through such remote means the meeting is deemed open to the public
whether or not members of the public are able to attend the meeting in person.

Appendix C: Virtual Meeting Procedure

C

Virtual Meeting Procedure
The Council should remember this is a usual Council meeting. In order to allow discussions, voting and
the meeting to run as smoothly as possible please consider the following:
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Starting a meeting:


Councillors will receive an invite to the meeting via email. (see below)



15 mins before the meeting is due to start please double click on the meeting link (circled), you
will be asked to either download zoom (if not already done) or to launch zoom (if already have).



Please either click download or launch and follow the instructions. You will then be taken to
the waiting room, where you will wait until the host starts the meeting when everyone is
present.
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Please use this time to adjust your audio settings, which you will find by pressing the link ‘Test
your audio’ (circled). Here you will be able to check your audio volume and your picture.



As previously stated please ensure that you join the meeting 15 minutes before it is due
to start. This will ensure that all Members are online and able to participate when the meeting
actually commences, and allow time for any technical issues you might have in joining to be
resolved.
When all participants have joined a Staff member will let all the participants enter the meeting
and then they will lock the meeting so that no-one else is able to join to maintain the meeting’s
security.
Once you have joined the meeting you should be aware that all the other participants will be
able to see and hear you.
The staff member will then hand the hosting of the meeting to The Chairman.






Please mute your microphone when not speaking to eliminate background noise or comments. If you
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don’t the Chairperson has the ability to do so on your behalf.

Options during the meeting:





There are 3 video layouts when no one in the meeting is screen sharing: Active Speaker,
Gallery, and Full Screen.
Full Screen: You can take any of the layouts into full screen by clicking on the icon with four
arrows at the top right corner of your Zoom window (highlighted by red square below). You
can exit full screen by pressing Exit Full Screen in the same location or using the Esc key on
your keyboard.

Active speaker: Active speaker is the default video layout. It will switch the large video window
between who is speaking.
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Gallery View: To get gallery view click the button in the very top-right corner labeled ‘gallery view’ as
below.

If the meeting has 49 or fewer attendees, all of them are displayed on a single page.
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Attendee Controls during meeting
When you join a Zoom meeting hosted by another user, you are considered an attendee. The user who
scheduled the meeting or was selected to be the alternative host (if the host is unable to join) will have
host controls

The attendee controls appear at the bottom of your screen:

Attendees have access to these features:
From left to right:
1

Mute / Unmute: Mute and unmute your microphone.

2

Start Video / Stop Video: Turns your camera on or off.

3

Participants: See who's currently in the meeting and invite others. You can also access
these options:


Rename: Hover over your name and click Rename to change your screen name displayed to
other participants.
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Non-verbal feedback icons (if enabled by the host): Places an icon beside your name to quickly
notify the host.

4

Chat: Access the chat window to chat with the participants.



While in a meeting, click Chat in the meeting controls.
This will open the chat on the right. You can type a message into the chat box so that everyone
can see without disturbing the speaker. If this is abused the Chairman can deactivate it.

5

Share Screen: Start a screen share (if the host allows). You will be able to select the desktop or
application you want to share.



Click the Share Screen button located in your meeting controls.



Select the screen you want to share. You can also choose an individual application that is
already open on your computer, the desktop, a whiteboard, or an iPhone/iPad.



Click Share.



Zoom will automatically switch to full screen to optimize the shared screen view. To exit fullscreen, click Exit Full Screen in the top-right corner or press the Esc key.

6

Record: Start or stop a local recording. Attendees do not have access to start a cloud recording.


7

If the host has enabled it, local recording allows participants to record meeting video and audio
locally to a computer.
Leave: Leave the meeting while it continues for the other participants. Only the host can end the
meeting. The host/meeting will be notified you have left.

Conduct during meetings:
Council discussions
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The chairman of the Council will chair the meeting. They should ensure they are confident following the
agenda, managing input from Councillors and staff, and keeping the meeting to time. Therefore, it is
suggested that:






Everyone is on mute when not speaking – this helps keep background noise to a minimum
which will improve everyone’s ability to hear the discussions.
If everyone is able to join by video then they should indicate their wish to speak by raising their
hand. There is a way to do this on Zoom (see above).
If some people cannot join by video then raising hands will not be an option. It also will make it
harder to keep track of who is speaking. In this scenario, the chairman could ask people to
state clearly when they would like to speak. Another option might be for the chair to read from
a list of Councillors’ names and ask them in turn if there is anything, they wish to say or ask.
This may take more time but allows for a more controlled approach.
The chairman may ask everyone to state their name before they start
speaking so that it is always clear who is speaking.

How to keep track of who is ‘present’.
It may be the case that some individuals have technical issues that mean that they ‘leave’ the meeting,
for example, their internet connection means that they are cut off. Zoom is very clear on who is present,
however, it might be good practice to do a quick ‘roll call’ before each item to ensure the meeting is able
to be accurately minuted.

Voting
There is no ‘right way’ to conduct voting in a remote meeting. Therefore,


a roll call of Councillor’s names will be called and their vote clearly stated.



After a vote the Town Clerk or Chairman will read back the votes of the Council so that
everyone is confident their vote has been recorded correctly.



Make sure every vote, is clear and unambiguous.



The meetings audio will be recorded so it is important to state your vote clearly.

Behaviours and conduct
The required standards of behaviour and discussion are the same whether in remote or face-to-
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face meetings.
These are difficult times and people may be worried about their health or family members, they may
be frustrated being isolated at home, and there may be challenges with using new technology
particularly if there are technical difficulties. Everyone in the meeting will need to be respectful and
compassionate towards one another, emotions may be higher than usual but that only makes it more
important that everyone approaches the meeting with respect and in the spirit of the Council’s code of
conduct (attached for reference).

Declaring Interests
If a Councillor has declared an interest in an item, upon the raising of that item they should mute the
meeting and turn off their camera, the Chairman will be able to view all settings so will be able to
confirm this has been done, and can do it if it hasn’t. When it is safe for them to return the Chairman
will unmute their microphone and reactivate their camera.
Andover Town Council, 68B High Street, Andover, Hants. SP10 1NG.
Tel: 01264 335592
Distribution: To all Councillors
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