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Email Meetings and Decision-Making Policy 
 

INTRODUCTION 

Purpose of this Document 

NALC’s Bulletin 17th March 2020 stated ‘with so many Councillors not able to attend 
meetings, so making meetings inquorate and therefore needing to be postponed, Councils 
should look to see if decisions/processes can be delegated to the Council’s Clerk (Proper 
Officer), in consultation with the Chair. Councils may now wish to establish/update their 
scheme of delegation.”  

1. What it is: 

It is email communication through which the Proper Officer and the Councillors discuss 
relevant Parish Council business in the decision-making process during a temporary time of 
emergency.  After this email correspondence has concluded, the Proper Officer will (after 
being given temporary delegated powers) carry out all Parish Council business and actions.  

2. What it will entail: 

This is twofold.  

1. The bi-monthly agenda will be posted as usual, and any email/phone comments and 
opinions taken from parishioners will be conveyed in the email meeting.  
 

2. During a time of emergency certain decisions/communications must be made in a 
timely manner.  If a time sensitive decision must be made, the Proper Officer will 
make attempts to communicate with the elected Chair and Vice Chair to participate in 
the decision making. If the Chair and Vice Chair are NOT available in a reasonable 
time frame, the Proper Officer will make the decision and take action. 

3. Who is included: 

1. Bi-monthly Email Meetings (on the pre-set meeting dates) to include: the Proper 
Officer, all Councillors and email/phone comments submitted by parishioners. 
Responses from Councillors to be received before the end of the meeting date and 
the Proper Officer must receive three responses from Councillors for the meeting to 
be quorate. 

4. How we hear from parishioners & Plans to post (to remain as transparent as 
possible): 

During this time of emergency all efforts to be transparent will be made. The agenda of each 
bi-monthly Parish Council meeting will be posted as usual on noticeboards and the PC’s 
website. This will give both the Councillors and parishioners time to comment and ask 
questions before the Parish Council Email Meetings are to take place. This should not 
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impede Councillors’ or Parishioners’ input into decision making as all comments will be 
included in the minutes that follow.  

5. Instructions for the PC:  

As stated above, all Councillors will be sent an agenda before the meeting is to take place. 
This notice of agenda will follow the LGA regulations by being sent and posted 3 working 
days before the meeting is to take place. The Councillors will have that time to read the 
agenda, ask questions through email before the meeting. 

6. How the meeting will operate: 

1. Councillors to return the agenda with comments before 10pm on the day of the 
meeting. The Clerk will collate the comments and the minutes will be distributed and 
posted as before. All agendas with responses will be retained and attached to the draft 
minutes. The Proper Officer will put into action those decisions made.   

2. If a time sensitive decision must be made, the Proper Officer will make attempts to 
communicate with the elected Chair and Vice Chair to participate in the decision making. 
If the Chair and Vice Chair are NOT available in a reasonable time frame, the Proper 
Officer will make the decision and take action. 

7. How do Councillors and Parishioners make comment: 

• Parishioners can call or email the Clerk to make comments or convey 
concern/questions up to 6pm on the day of the meeting. These comments/questions 
will then be forwarded to Councillors for the OPEN FORUM portion of the email 
meeting to respond before 10pm on the day of the meeting. 
 

• Councillors can call or email the Clerk to make any comment or convey 
concern/questions, if they wish it to be shared to other Councillors by 6pm on the day 
of the meeting. These comments/questions will then be circulated to Councillors 
before 7pm on the meeting day. 

8. How the proposal and decisions will be made:  

Proposals and decisions will be made in the same way.  

• Item read 

• Item comments read 

• Proposal made 

• Proposal decision 

• Actioned by the Proper Officer 

• All decisions will be ratified at the first ‘proper’ meeting 

Although this is not ideal, it is temporary during this time of emergency.  The Local 
Government Secretary spoke with principal council leaders about the government’s 
response to coronavirus and about enabling local government to be effective in dealing with 
the situation. Measures of particular relevance to us still need to be taken care of.   


