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Attending a Town Council Meeting: What you need to know
A simple guide for members of the public
Croeso! Welcome!
Council meetings are all open to the public, so you can see how decisions affecting your community are made. 

Aberystwyth Town Council welcomes and encourages participation by members of the public. This guide explains what to expect and how to take part. 

Before the meeting
Check the agenda
· Meeting agendas are published on our website a few days before the meeting.
· The agenda lists what will be discussed. Discussions must follow the agenda and stay on topic. 
· Other documents or reports may be published alongside the agenda, which are useful to read ahead of the meeting. 
Arrive a little early
· So you can find a seat and settle in. 

During the meeting
Follow the Chair’s lead
· The Chair controls the meeting, deciding who may speak and when.
· Raise your hand if you wish to speak, and wait for the Chair to call you. 
· Only one person may speak at a time. 
· You may speak for a maximum of two minutes. 
· You may only speak once on an item. 
· All comments should be directed to the Chair, not to individual members.

Speak clearly
· Project your voice and enunciate your words so that everyone can hear you clearly. 

Listen respectfully
· Remain quiet while others are speaking. 
· Don’t interrupt others, or have side conversations. 

There is usually a specific item for public participation on the meeting agenda
· This is where members of the public can raise questions or comments about items being considered by the meeting. 
· If you wish to speak outside of this item, you can still raise your hand, but it is at the Chair’s discretion whether you may speak or not. 
· Meetings can only consider matters on their agenda, so make sure your comments are relevant to the meeting agenda. 

Closed items
Sometimes it is necessary for meetings, or part of a meeting, to be closed to the public. For example:
· For commercially or legally sensitive business;
· For business concerning individuals, like employment matters. 

The Council must specifically resolve to exclude the public in these cases; this is usually marked on the agenda, however any councillor may propose to do so in a meeting, if it becomes necessary. Any exclusion must be for a specified legal reason. 

If an item is closed, you will be asked to leave the meeting temporarily, and will be shown to a waiting area. You will be invited to re-join the meeting once the confidential business has been dealt with. 

Device usage
· Keep your mobile phone on silent. 
· Recording without the Council’s prior consent is strictly prohibited. 

After the meeting
At the end of a meeting you may have questions or want to know more about a decision that was made.
· You can approach Councillors or Council staff if you have questions at the end of the meeting, but please be mindful of everyone’s time (especially if the meeting finishes late).
· Check the Council website for follow-up information and the meeting minutes.
· Contact your local Councillor if you have further representations to make. 

Conduct & Courtesy
· Please treat all Councillors, staff and members of the public respectfully and politely. 
· Disruptive behaviour may lead to removal from the meeting.
· Focus on issues, not individuals. 



Do’s & Don’ts
	Do
	Don’t

	Be polite and respectful
	Be disruptive or aggressive

	Raise your hand and wait your turn before speaking
	Talk off-topic or about matters not relevant to the meeting

	Speak through the Chair
	Interrupt or talk over other people

	Speak clearly and concisely
	

	Stick to the business on the agenda
	

	Read the agenda beforehand
	



Diolch! Thank You!
Your attendance is an important part of our democratic accountability. It helps support our transparency, and local democracy. 

Thank you for taking an interest in how your community is governed.
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