PROTOCOL FOR COMMUNITY FORUMS
BEFORE THE MEETING

1. All Officers should wear a name badge.  This will enable members of the public to distinguish them in a group.

2. 2 officers should be at the door to greet members of the public as they enter the meeting.  Normally this should be the Democratic Services Officer and Community Project Officer who are present or another suitable person.

3. After the meeting has started the Community Project Officer or an officer present should remain at the entrance for approx. 15 minutes to greet any late guests.

4. Guest Speakers should be greeted by the Officer who invited them or that officer should remind colleagues of the name of the guest.

5. Guest Speakers should be introduced to the Chairman prior to the meeting.

6. Guest Speakers should be introduced to the facilities staff if they wish to use the equipment.  They should be shown how the microphones work.

DURING THE MEETING
1. The meeting should start promptly at 6.30pm.

2. All Officers and Councillors should be seated by 6.25pm.

3. Guest speakers should be treated with courtesy and respect at all times.  

4. Applicants for grants should be allowed to remain in the audience.  (It should be remembered that many applicants are not professional speakers and not use to speaking in public).  Applicants should be treated with courtesy and respect at all times.  
5. Members of the public should be reminded that they have an opportunity to ask questions of guest speakers at the end of the presentation.   However they cannot ask questions during the decision making process of the meeting.
6. Members of the public should be reminded that they raise a hand to indicate their wish to speak.  If they feel they cannot do this, then they can write their question out on the forms provided and a officer will read their question for them.
7. Councillors and Officers should not speak/whisper in small groups during the meeting.  This does not help other colleagues, members of the public or the minute taker who are unable to hear the presentation or debate taking place. 
8. Councillors and officers should use the microphone at all times when speaking.

9. Councillors should indicate clearly to the Chairman, Vice-Chairman or Democratic Services Officer that they wish to speak.
10. Councillors should indicate their vote clearly in the voting process.
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