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AGENDA AND MINUTE 
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1.0 Agenda 
 
1.1 All agenda of the Council shall be clear, succinct and will enable the reader to 

appreciate what will be discussed at the Council meeting and when and 
where that meeting will take place. 

 
1.2 All agenda will include Public Participation except for Human Resources and 

Appeals Committees.  
 
1.3 The agenda will not include any other business as this can lead to illegal 

decisions. If Councillors wish to share information with colleagues on a matter 
that is not on the agenda they should ask the Chairman before the meeting if 
they can bring this information to the attention of the Councillors after the 
meeting has closed, but understand that no decisions can be taken on the 
matter. 

 
1.4 The Agenda will be published within the appropriate clear days as laid down 

in legislation.  An advert is placed in the local press and notices displayed on 
the town council’s external notice boards in various locations within the town. 

  
2.0 Minutes  
 
2.1 The Purpose of the Minutes is to record who attends and the legal decisions 

taken at a Council meeting. 
 
2.2 For each item the details of any discussion or debate will not be recorded, 

detailed information will be recorded in the reports, but not in the minutes. The 
minutes will briefly record that the debate took place about a, b and c. 

 
2.3 The resolution will then record the decision of the Council on the matter; there 

is no need to record proposers and seconders or who voted in favour or 
against unless a recorded vote is requested.  

 
i) Show of hands vote: Record:- FOR 

 AGAINST 
 ABSTENTION 
 NOT PRESENT 
 

ii) Named vote:   Record:- PROPOSER 
SECONDER 
FOR 
AGAINST 
ABSTENTION  
NOT PRESENT 

 
2.4 Public Participation will simply record that an individual asked a question 

about a, b and c and was advised x, y and z in an abbreviated format. 
Statements will not be recorded.  

 


