APPENDIX Z: Protocol on Reporting Meetings

Members of the press and public are entitled to report on any public meeting of
Sevenoaks District Council including Council, Committees, sub-committees and
Cabinet, except in circumstances where the public have been excluded as
permitted by law. Reference Appendix A of the Constitution entitled “Access to
Information Procedure Rules” in relation to exclusion to Access by the Public to
Meetings.

Reporting means:-

Filming, photographing or making an audio recording of the proceedings of the
meeting;

Using any other means for enabling persons not present to see or hear
proceedings at a meeting as it takes place or later such as tweeting and blogging
or other means of social media.

Any person can provide written commentary during a meeting, as well as oral
commentary outside or after the meeting. Oral commentary cannot be provided
during a meeting as this would be disruptive to the good order of the meeting.

In order to assist preparations, anyone attending a meeting is asked where
possible to advise Democratic Services staff at least two working days before the
meeting on 01732 227247 or email democratic.services@sevenoaks.gov.uk if
they wish to report on the meeting and how they wish to do so. This is to enable
employees to guide anyone choosing to report on proceedings to an appropriate
place from which to be able to report effectively. The request should include the
following information:

e which meeting this request refers to;

e the name, organisation (if applicable) and contact details of the person
making the request;

e what equipment it is intended will be used (e.g. camera/audio recorder/video
camera/ laptop)

Members of the public are asked to remain seated throughout the meeting as
standing up and walking around could distract from the business in hand. If
members of the public do need to stand or to enter/leave the room they are
asked to do so quietly and discreetly with respect to the meeting and those
observing it.

You may be excluded from a meeting by the Chairman if you act in a disruptive
manner. Disruptive behaviour would include:
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10.

11.

12.

13.

14.

15.

16.

e Moving to areas outside the areas designated for the public without the
consent of the Chairman,

e Excessive noise in recording or setting up or re-siting equipment during the
debate/discussion,

e Intrusive lighting and use of flash photography; and
e Asking for people to repeat statements for the purpose of recording
e Or any other behaviour considered by the Chairman to be disruptive.

For meetings held in the Council Offices, the public are welcome to use the
Council’'s Wi-Fi facilities which can be accessed by selecting “SDC-GUEST”

In order to avoid accidents, the Council regrets that it is unable to facilitate
members of the public using electric plug sockets in meetings for their equipment.

Where possible, it is asked that recording equipment be set up before the meeting
starts.

If during the meeting a motion is passed to exclude the press and public, because
confidential or exempt information is likely to be disclosed, then all rights to report
the meeting are removed.

If the meeting for which agreement is given to report is adjourned by the
Chairman then any reporting should stop at the point at which the meeting is
adjourned.

Anyone filming a meeting is asked to only focus on those actively participating.

Members of the public may be filmed or recorded whilst attending a council
meeting and attendance at the meeting signifies a member of the public’s
agreement to this.

Any request made by the Chairman of the meeting regarding respecting the
public’s right to privacy should be complied with.

Members of the public should abide by any instruction given to them by a Council
staff member in the event of the fire alarm sounding

Photographs, audio, and visual recording should not be edited in a way that could
lead to misinterpretation of the proceedings. This includes refraining from editing
the views being recorded in a way that may ridicule or show lack of respect.

If as a member of the public you do not wish to be photographed, filmed or recorded
please inform the Democratic Services Officer in attendance at the meeting or the
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Chairman of the relevant committee when notice that a request to photograph, record or
film has been received is given and we will try to assist, where reasonably possible.
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