West Suffolk

»

Council

Quick Guide: Modern.Gov

Accessing committee papers using the mod.gov app and the
intranet

There are two ways of accessing committee papers: either via the mod.gov app or via the
intranet. Each has its advantages and disadvantages.

In summary, the mod.gov app automatically downloads your chosen papers and any
annotations you make are automatically saved.

The intranet requires an internet connection to access papers in ‘real-time’ (although you can
save them to your laptop/tablet in advance) and you will have to save them if you want to be
able to annotate the papers.

The guidance notes below explain what you need to do:

Modern.Gov

Frequently Asked Questions (FAQs) and hints for using the
mod.gov app

The home screen

When you open the app by clicking on the above icon which should be pinned to your bottom
task bar, you need to firstly subscribe to the West Suffolk Council organisation and select
committees of interest.

To do this, click on the ‘settings’ icon in the top right hand corner of your screen, which looks
like this:

X

Next, click on the ‘subscribe’ button, located to the right of ‘subscribe to organisations’, which
looks like this:
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Scroll down to ‘W’ and click on West Suffolk Council so that a ‘tick” appears. Click ‘OK’ in the
bottom right corner.

Next, go back into ‘settings’ again and click on the ‘select’ button, located to the right of
‘select committees of interest’, which looks like this:

Select committees of interest Select

Scroll through the list of committees and click on each of the committees that you are
interested in downloading agendas and papers for, so that a ‘tick’” appears beside each one
you've selected. Click ‘OK’ in the bottom right corner. You can amend this selection at any
time.

Select committees of interest

Search

*Leadership Team

*Senior Management Team

Anglia Revenues and Benefits Partnership Joint Committee

Cabinet
Cabinet Planning

v
v
Civic Advisory Panel v
Constitution Review Group v

v

Council

Delegation Panel

Development Control Committee

Financial Resilience Sub-Committee

Health and Safety Sub-Committee

(o]

H

View agenda packs

Whenever an agenda is published for a committee that you have subscribed to, it will
automatically download to your device provided you have an internet connection.

To open the item, click on the Agenda icon relating to the meeting you're interested in and
the pack will open. The example below shows the agenda pack relating to the Council
meeting held on 23 February 2021:

W Tuesday 23 February 2021 6.30 pm 1 {]

[j Agenda

Once you click on the Agenda icon (as shown above), the front page of the agenda pack
should be displayed, as shown below:

Quick guide to using modern.gov app and accessing committee papers on the intranet
Updated: 11 January 2023



© | Agenda 23/02/21 x

Public Document Pack

Council West Suffolk

Council
Title Agenda
Date Tuesday 23 February 2021
Time 6.30 pm
Venue b virtual

Y
platform only - Members and Officers attending this
meeting are requested to see their separate Outlook
meeting invitation to join the meeting.

The meeting will be accessible by the press and public
via a live stream; the link to which will be published on
the Council’s website alongside guidance on how to join
and the agenda papers

Membership All Councillors

You are hereby summoned to attend a meeting of the Council
to transact the business on the agenda set out below.

Ian Gallin
Chief Executive
15 February 2021

Interests - Members are reminded of their responsibility to declare any

declaration and | disclosable pecuniary interest not entered in the authority's

restriction on | register or local non pecuniary interest which they have in any

participation @ agenda (subject to the exception for
nd to leave the meeting prior to

Querum One third of the Council (at least 22 Members)

The menu bar at the top of the screen controls the view of the document, as shown below:

The following provides a few examples of ways to view the document:

e Outline - divides the agenda pack into the separate documents (for example: minutes,
reports, appendices)

e Search - search for a word or phrase within the document

e Bookmarks - provides an easy way to navigate between agenda items and documents

¢ Annotations - provides a list of annotations that you have made to that document

e Fit to Page - displays one complete page on the screen

e Fit to Width - displays part of a page across the full width of the screen

The right hand side of the menu bar provides different ways you can annotate the
document:

For example:

¢ Note - replicates a post-it nhote where you can type your notes

e Drawing - allows you to write on the screen (using either a mouse or a stylus if using a
tablet)

e Highlighter -highlight specific text within the document

e Text box — add comments within a text box

You can format to use different colour ‘pens’ by clicking on the ‘drawing’ icon and choosing
one of the different colour options.
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If you want to view all of your annotations and navigate easily between them, click on the
Annotations button which can be found by clicking on the arrow on the left hand side of the
menu bar and selecting Annotations:

oo _

oo

oo

oo T Page 1

Thumbnails
Qutline
f Annotations

[} Bookmarks

Outline bookmarks

Outline bookmarks are automatically created for each agenda item, report and any attached
documents such as appendices or maps. To view the outline, follow the steps above for
finding your annotations but click on the Outline button instead.

=Y Page 4 139 > ofi62

Agenda

1 Minutes

2 Chair's announcements
5 Leader’s statement

7 Referrals report of
recommendations from Cabinet

8 Budget and Council Tax Setting
2021 to 2022 and Medium Term
Financial Strategy 2021 to 2025

«

COU.WS.21.003 Attachment A -

Revenue Budget Summary

COU.WS.21.003 Attachment B - Major
Budget Changes

COU.WS5.21.003 Attachment C - 5151
report

COU.WS.21.003 Attachment D - West
Suffolk MTFS 2021-2025

COUWS.21.003 Attachment D
Appendix 1 - MTFS

COU.WS.21.003 Attachment D
Appendix 2 - Capital Programme

COU.WS.21.003 Attachment D
Appendix 3 - Earmarked Revenue

Reserves
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By clicking on one of the outline bookmarks (individual report titles), this will take you
directly to that report without needing to scroll through the entire document pack.

| Agenda 23/02/21 a
= e ¢ 19 > ofte2 & M O @ ||

Agenda
Agenda ltem 5

Council - 23 February 2021 - COU/WS/21/001

1 Minutes

West S@I_Ig

2 Chair’s announcements

Council
’
5 Leader's statement Leader’s statement
faport numtier: COU/WS/21/001
7 Referrals report of
recommendations from Cabinet Report to and date: |Council 123 February 2021
Documents attached: |None
8 Budget and Council Tax Setting
2021 to 2022 and Medium Term Leader’s Statement - February 2021
Financial Strategy 2021 to 2025 1. While many of us have had to, rightly, stay at home the Council has never

been busier. We continue to deliver high quality services - for example,
emptying around six million bins last year while helping more than 500
9 West Suffolk Planning Code of potentially homeless households find homes. We continue to determine
: planning applications and our families and communities work continues
Practice helping local organisations and lifelines, such as Life Link. But on top of
that we continue to play our role, with partners, in tackling COVID-19. We
have redeployed staff once again to help administer business grants for
10 Calendar of Meetings 2021 to 2022 our local companies and our enforcement teams have been helping makes
sure business owners have the right advice and support. Our staff have
been working in the Home But Not Alone initiative, assisting people to get
their medicine, food and help, as well as advising where to go for
vaccines. Our cemetery team have stoically been working throughout this
time and helping, as much as they can, those who have lost family and
friends through this difficult time and the restrictions that govern funerals
and many other things.

2. The situation is fast moving and ever changing. New vaccines and tests,
as well as the organisation that is needed to deliver them, seems almost a
daily occurrence. We have been alongside our partners in Suffolk
throughout this to help, where we can, provide every possible assistance.
You will know from my updates that this can be not only be a daily
occurrence, but an hourly one as new facilities and initiatives are
announced. Our Council continues to work at pace and 1 know both
councillors and staff are, and have been, at the heart of this since the
beginning last year. They deserve our gratitude.

3. Many, understandably, are finding things hard but I'm sure you will join
me in giving my thanks for the continued efforts, in many cases
superhuman, to help tackle this pandemic and hopefully recover from it as
soon, and well, as possible. Our Council has recognised, and I believe
risen to, this challenge from the beginning, ensuring that help is in place
for those who are struggling.
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You can then view and annotate the report as appropriate.

Restricted documents on the app

In order to receive and access restricted (exempt) documents through the app,
we need to set you up with a password and register your device on our system.

Passwords should be at least 8 characters in length, contain at least one upper
case letter and one number. Please email democratic.services@westsuffolk.gov.uk
with your chosen password.

We will send you a ‘registration email” with a link for you to activate your device.
The email is only valid for 24 hours so please ensure you are able to activate your
device within 24 hours of sending us your password.
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How to exit a document and close down the app

To exit a document and return to the Home page, click on the ‘close’ (x) button which is on
the menu bar where the agenda date is listed.

¢ Agenda 23/02/21 X

To exit the app, take your mouse to the top right-hand corner of the screen and click on the
‘close’ (x) button.

Using the intranet

¢ Committee papers are usually published on the intranet and website five working days
before each meeting.

¢ An email alert is sent to all members to notify when an agenda has been published - this
alert includes links to the papers on the intranet and website.

e You can also access any papers via the ‘Calendar’ or ‘Committees’ options within the
modern.gov committee database (see below how to find this database on the intranet).

¢ You will need an internet connection to view documents via the intranet unless you have
‘saved’ the reports pack to your laptop/tablet beforehand.

e You will also need to ‘save’ the reports pack and open it as a pdf document to be able to
annotate the papers. Remember to save after making any annotations.

Quick guide to accessing papers via the intranet

On the SharePoint West Suffolk Intranet homepage, - click on *Councillors’, which can be
found on the purple row, second from left. This will provide a drop-down menu - click on
‘Committees and committee database’.

(im] £ Intranet - West Suffolk Intranet - X | - — a x

> C @ )  https://westsuffolk.sharepoint.com/sites/west-suffolk-intranet?wa=wsignin1.0 A Y8

G Google RE Microsoft Forms [0 West Suffolk intran... Kl Committee Voting.x... [l WATCH & GO from... [ V2 (POST SMT) App... Suffolk Trading Sta... [ Income Administrat...

SharePoint £ Search across sites

West Suffolk Intranet Councillors ~ People Technology ~ News Accessibility, style and branding Offices Guidance West Suffolk website

Committees and committee database

vvestuoLrfg ¥ Not following

Constitution

®

Consultations

) Meetings
=]
@
i-Blog by Jill Korwin:
Census household data at EOI:S West S”:lf°'k
Staff briefings - January 2023 your_fingertips Japr ooy upgaEe
Continue reading —> Continue reading —>
= ; ites/Councillors/S: i —
ﬂ £ Type here to search i ) ' B ® oc ~ M e n‘/i::fzz
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Then click on ‘Access the committee database’, which takes you directly to the modern.gov
committee database.

im} B Committees and committez dat= X | = [} X
& G ) 5]  https//westsuffolk.sharepoint.com/sites/Councillors/SitePages/committees-and-committea-database.aspx AN 16 [+ z
G Google R Microsoft Forms [ West Suffolkintran.. K] Committee Votingx... [ WATCH & GO from... [ V2 (POST SMT) App... Suffolk Trading Sta.. [ Income Administrat... > | [T Other favourites

SharePoint L Search this site

‘West Suffolk Intranet  Councillors + People + Technology News Accessibility. style and branding Offices Guidance West Suffolk website

West Suffolk

Council

Councillors

Home Allowances and claims Committees and committee database Consultations Members details 17 Not following

[ Sendto - e

® M o @ @& =

Committees and committee database

Modern.Gov accessing...

L IJ Quick guide:
= meeting dates directly...

L v How to download ‘
UJ

Access the committee database
ﬂ £ Type here to search

The following page should appear. Click on the link circled in red:

Home ) Councillors » Meetings, agendas, and minutes

In this section

Meetings, agendas and minutes

In this section you can access a wide range of information and documents relating to the council’s decision making - Cale”d_a'

processes, find out about forthcoming Council meetings and decisions and obtain details for your local political = Committees

representatives. = West Suffolk Council Constitution
- N N . = Ltati

Committee meeting information P

Information regardingCouncil, Cabinet and committee meetings. I’Du can find the agendas, minutes of previous = Election results

meetings, as well as o F T e fmes. Information is also provided on dates of future « ePetitions

meetings, and issues that will be discussed in future.

Access to papers of dissolved committees of West Suffolk Council, West Suffolk Shadow Council and the former Forest * Forthcoming Decisions

Heath District and St Edmundsbury Borough Councils can also be found when selecting ‘all committees’ from the * Decision Plans
dropdown menu indicated on the page accessed via the above link. = Library
. = Meetings
Elected representatives . Outside bodies
Details of this council's MPs, MEPs and councillors. = Parish councils
. = Search documents
How to get involved oo
= Statistics
It is possible to subscribe to updates in order to receive information via e-mail regarding particular issues and = Subscribe to updates

A list of committees, panels, groups etc will appear as shown below. This list is far more
extensive than the list of committees listed on the website as some are internal working
groups and are not constituted for public access.
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Browse meetings
Current committees

Calendar of Meetings

Dates of all upcoming council and outside body meetings.

Forward Plans

Details of the decisions plans published by the council, which list the forthcoming key decisions.
Decisions by Cabinet, committees, etc or Officer Decisions

Search for past decisions taken either by the council’s decision making bodies (such as Cabinet), portfolio holders or by

council officers.
Search Documents

Use keywords to search for documents relating to any particular issue you may be interested in.

Committees

Use the links below to access agendas and minutes of previous meetings for particular committees, as well as officer
reports that were discussed.

Access to papers of dissolved committees of West Suffolk Council, West Suffolk Shadow Council, and the former Forest
Heath District and St Edmundsbury Borough Councils can be found when selecting "all committees’ from the dropdown
menu and clicking 'Go’ below:

Show:

Current committees

*Leadership Team

*Senior Management Team

Anglia Revenues and Benefits Partnership Joint Committee

Cabinet

Cabinet Planning

Calendar

Committees

West Suffolk Council Constitution
Consultations

Decisions

Election results
ePetitions

Forthcoming Decisions
Decision Plans

Library

Meetings

Outside bodies

Parish councils

Search documents
Statistics

Subscribe to updates
West Suffolk Councillors
Your Suffolk County Councillors
Your MPs

Your MEPs

What's new

Councillors allowances
Work to do

Logon

Scroll down the list and click on the committee/panel/group etc you wish to view and the
meetings that have been currently scheduled for that forum will be displayed. Click on the

date of the meeting you're interested in:

Browse meetings
Delegation Panel

This page lists the meetings for Delegation Panel.

= More information about Delegation Panel

Show meetings for the year:

Later meetinisb

2 Jul 2019 1.00 pm

18 Jun 2019 1.00 pm

6 Jun 2019 1.00 pm

1 May 2019 2.00 pm

17 Apr 2019 2.00 pm

3 Apr 2019 2.00 pm

Later meetingsp
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The agenda and papers relating to that meeting will be displayed when published. You can
view the full reports pack by clicking on ‘Agenda reports pack’, or scroll down the current
page to view individual reports.

Agenda

Delegation Panel
Wednesday 1 May 2019 2.00 pm

= Attendance details

= Agenda frontsheet g4 PDF 68 KB

* Agenda reports pack

* Delegation Panel 1 May 2019 - Decisions List %4 PDF 109 KB

Venue: Council Chamber. View directions
Contact: Email: planning.technical@westsuffolk.gov.uk

No. ltem
1. Planning Application DC/18/2391/FUL - Dwelling, North Terrace, Mildenhall [} PDF 170 KB
Planning Application - (i) 1no. single storey dwelling with new vehicle access and (ii) replacement garage for 19

North Terrace

2. Planning Application DC/19/0191/0UT - Rear of 19 Beeches Road, Mildenhall Road, West Row [} PDF 150 KE
Outline Planning Application (all matters reserved) - 3no. dwellings (previous application DC/17/2680/0UT)

- - . a e - P L I T T T R aw m o e

Restricted (exempt) papers are only published on the intranet and are only accessible to
members of that committee. In these circumstances, you will be asked to provide ‘log-in’
details (see below) whenever you access a restricted paper (this will be your normal
username and password). If you are unable to access a restricted paper, please contact
Democratic Services.
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4 Earlier meetinis

28 May 2019 4.00 pm - CANCELLED

O Apr 2015 4.00 pm - CANCELLED

26 Mar 2019 400 pm - Agenda, Minutes
12 Mar 2019 4.00 pm - Agenda, Minutes
26 Feb 2019 3.30 pm - Agenda, Minutes, M(
5 Feb 2019 4.00 pm - Agenda, Minutes
22 Jan 2019 4.00 pm - Agenda, Minutes
8 lan 2019 4.00 pm - Agenda, Minutes
11 Dec 2018 4.00 pm - Agenda, Minutes
27 Nov 2018 4.00 pm - Agenda, Minutes
6 Nov 2018 4.00 pm - Agenda, Minutes

Windows Security

Microsoft Edge

The server svr-mgov-01 is asking for your user name and
password. The server reports that it is from svr-mgov-01.

Warning: Your user name and password will be sent using
basic authentication on a connection that isn't secure.

Password

[] Remember my credentials

OK Cancel

17 Oct 2018 3.00 pm - Agenda, Minutes, MOVED; Start time now 3pm. Meeting was 16 October 2018.

2 Oct 2018 4.00 pm - Agenda, Minutes

18 Sep 2018 12.30 pm - Agenda, Minutes, MOVED; Start time now 12.30 pm

What next?

e If you decide that you no longer want to receive paper copies of agendas preferring to

access via the app or intranet/website, please let us know.

e To save on printing costs and postage, our aim is to stop sending paper agenda packs to

members where possible.

Help?

e Contact the ICT Helpdesk for queries on:
o Internet connections (broadband and wireless)

o Hardware queries
o General ICT problems

¢ Contact Democratic Services for queries on:

o Any queries regarding use of the mod.gov app including registering to receive
restricted papers on the app
o Accessing committee papers (including restricted documents) on the intranet.
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