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MINUTES
The minutes for Full Council, Planning, Governance & Finance, HR and Town Environment Committees, are taken by The Clerk, Deputy Clerk, Projects Officer or in their absence the Administration Assistant or suitable nominated person.

The minutes should be written up as soon as possible after the meeting, ideally to be distributed to all Councillors no later than the following Thursday week.
Minutes are emailed to all Councillors.

Previous minutes should be used as a template to standardise the format.

All pages should be numbered page ‘x’ of ‘y’.
Minutes must be signed at the next following meeting by the presiding Chairman. Each sheet must be initialled.

The minutes are signed as to their accuracy.

Copies of the signed minutes are taken for the appropriate Committee file.
The minutes are posted on Southwell Town Council website after they have been signed.
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