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Public Question Time Protocol 
 
A period of up to 15 minutes in each Full Council meeting shall be allowed for public 
questions. A period of [----] minutes in each committee meeting shall be allowed for 
public questions. This shall be reviewed at each AGM, starting 2024.  
 

1) Town Council meetings are currently held on a hybrid basis. A separate policy 
for this practice is in place.  
 

2) Any person may ask questions of the Mayor or of the chairpersons of 
committees of the Council. 
 

3) A question may only be asked if notice has been given by delivering it in 
writing or by electronic mail to the clerk at 
clerk@glynneathtowncouncil.gov.uk no later than 5pm, 1 Working Day before 
the day of the meeting. Each question must give the name and address of the 
questioner (email address is sufficient) and must give reference to which item 
of the Agenda is being addressed. 
 

4) Where the questioner indicates that they wish to ask their questions in the 
Welsh language, welsh language translation will be sought for that particular 
question and answer. In the event that Welsh language translation is not 
available, then this will be discussed with the questioner and alternative 
arrangements will be considered/sought. 
 

5) Where the questioner indicates any additional needs to enable the question 
to be put, the Clerk shall liaise with the questioner to ensure all appropriate 
needs are capable of being met in the delivery of the questions. In the event 
that reasonable adjustments are not able to be made, alternative methods of 
delivery of the question will be considered with the questioner. 
 

6) At any one meeting no person may submit more than one question and no 
more than one such question may be asked on behalf of one organisation. 
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7) The Chair may reject a question, provided they have consulted with the Clerk, 
(with the ruling of the Chair final) if it: 
 

a. Is not related to matters for which the Council has a responsibility  
b. Comes from an individual who has been declared a vexatious 

complainant pursuant to the Council’s Unreasonable Behaviour Policy.  
c. Is in relation to matters which  

i. are defamatory, frivolous or offensive;  
ii. have been considered by the Council’s Complaints Policy  

iii. require the disclosure of confidential or exempt information; or  
iv. relate to the personal circumstances or conduct of any officer 

and Member or conditions of service of employees;  
v. which are ultra vires  for the Council or unlawful;  

vi. is substantially the same as a question which has been put at a 
meeting in the past six months;  

vii. relates to a matter which is the subject of legal or enforcement 
proceedings or an appeal to a court or tribunal or to a 
Government Minister or the Member of the Senedd or an 
investigation by the Public Service Ombudsman for Wales;  

viii. is a statement or otherwise is not a genuine enquiry;  
8) The Clerk will make a record of each question received and a copy of the 

questions to be asked at a meeting will be open to public inspection and 
circulated to Members prior to the meeting. The questioner shall be given the 
opportunity to read their question orally. 
 

9) Questions will be asked in the order in which notice of them was received, 
except that the Chair may group together similar questions. 
 

10) If the questioner is absent or fails to identify themselves then the 
question will be deemed to be withdrawn. 
 

11) A questioner who has put a question in person may also put one 
supplementary question without notice to the Member who has replied to his 
or her original question. A supplementary question must relate to the original 
question or the answer given and be limited to one minute. The Chair may 
reject a supplementary question on any of the grounds set out above. 
 

12) No more than five minutes will be allowed for a response to any one 
question.  
 

13) Any question which cannot be dealt with during public question time, 
either because of lack of time or because of the nonattendance of the 
Member, to whom it was to be put, will be dealt with by a written answer.  
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14) An answer may take the form of:  
 

a. an oral answer given by the person to whom the question is addressed 
or another person nominated by them; 

b. where the desired information is in a publication of the Council or other 
published work, a reference to that publication; or  

c. where the reply cannot conveniently be given orally, a written answer 
circulated later to Members of the Council.  
 

15) The Chair shall have the discretion to instruct that a composite answer 
may be given to any questions which are closely related or on the same 
subject matter, wherever he/she considers this appropriate. This shall not 
prejudice any right to ask a supplementary question.  
 

16) Anyone acting in an offensive or inappropriate manner, using offensive 

or inappropriate language, displaying offensive or inappropriate images or 

otherwise seeking to disrupt the meeting or cause a disturbance will be 

removed from the meeting without warning. 

 


