
 

2018.02.07 SPC Minutes Policy 

 

SHREWTON PARISH COUNCIL 
 

PREPARATION AND DISTRIBUTION OF MINUTES 

 
The Clerk, as an independent officer, will write up an account of the meeting.  The 
minutes are the official record of acts and decisions rather than a verbatim report of 
what is said by those at the meeting.  Advice is that only as much discussion should 
be recorded, as to provide context for the decisions. 
 
Should the Parish Council record the meeting, members of the public will be notified 
prior to the start of the meeting.  The Clerk will hold the recording equipment to use 
for reference if required to clarify points in the meeting.  Once the Minutes to the 
meeting have been approved the recording will be erased. 
 
Once the minutes have been written up, the draft form is to be circulated to 
Councillors in attendance at the meeting.  Should anyone have any amendments 
(remembering that it is the Clerk’s account of the meeting) they can be notified to the 
Clerk and amended, if relevant, before they go to the meeting for approval. 
 
Timetable: 
Clerk to prepare draft Minutes within 5 days (including weekend) 
Clerk to circulate to Cllrs for comment and return within 5 days. 
Clerk to amend with any changes shown in italics and recirculate for return within 2 
days. 
 
In accordance with the Transparency Code, the draft minutes will then need to be 
published on the council’s website within one month of the meeting, to which the 
minutes relate, taking place.  These minutes should be clearly marked as “draft” so 
that anyone reading them is aware that they may be subject to amendment. 
 
In order for members of the public to be able to read the Draft Minutes, the Shrewton 
Parish Council Standing Orders require the Minutes to be posted onto the Notice 
Board and Shrewton.com within 10 days of the meeting. 
 
At the next meeting of the council, the approval of the minutes of the last meeting 
should be on the agenda.  If it is resolved by the council that the minutes are a true 
record of the meeting to which they relate, they are signed as such by the chair of 
the council (or if absent, by the person chairing the meeting). 
 
If, when it comes to the approval of the minutes, they are not approved and further 
amendment is required, one of two things may happen.  If the amendment is minor, 
i.e., the removal or addition of a word, then this may be altered on the hard copy of 
the minutes and then signed.  If the amendment required is more substantial, then it 
may be necessary to go away, make the amendment and bring the minutes for 
approval to the next meeting of the council.  Minutes should not be signed as a true 
record of the meeting if they have not been approved as such. 
 
This policy was reviewed at Shrewton Parish Council Meeting 7th February 
2018 and adopted. 


