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AGENDAS
Agendas for meetings are prepared by the Clerk, Deputy Clerk, Projects Officer or Administration Assistant in consultation with the Chair of the appropriate Committee.

Agendas for Full Council, Planning, Town Environment, Governance & Finance and HR Committees are printed on Southwell Town Council headed notepaper.

Confidential documents are clearly marked ‘confidential’.
The layout of the agenda is agreed by the clerk and Chair of the appropriate Committee. 

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

The agenda is issued under the Clerk or Deputy Clerk’s signature.
Agendas are sent out to all Councillors at least four clear days (including Saturday) before the meeting. 
Agendas and their relevant supporting documents are emailed to all Councillors.  Large documents are saved in the Councillors folder on the ST-NAS drive.
Agendas are published on the Southwell Town Council website and a link is provided on the Southwell Town Council FaceBook page. 
A copy of the agenda is displayed on the Council Notice Board in the Market Square and on the Reception window at the Old Court House.
A copy of the agenda is filed in the relevant computer file.
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