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Appendix 28 - Protocol on the Production and Content of 
Minutes of Meetings 
 
1       Purpose 
 
1.1    This protocol sets out formally: 
 

a) the principles and procedures for the drafting, clearing 
and publication of minutes of formal meetings of City of 
York Council; and 

b) guidance on the content of minutes. 
 
2       Meetings to which the Protocol Relates 
 
2.1    In this protocol “meetings” refers to meetings of the following 

bodies: 
 

a) City of York Council; 
b) those bodies to which Members are formally appointed 

at the Annual Meeting, i.e. the Executive and its 
committees and non-Executive Committees and their 
sub-committees; and 

c) any bodies of that nature established between Annual 
Meetings. 

 
2.2    The records of meetings of working groups/parties and 

panels and task groups, or of joint meetings where City of 
York Council Democratic Services are responsible for the 
minutes, whether or not Members are appointed to them, 
need not follow the arrangements described in this protocol. 

 
3       Production of Minutes 
 
         Responsibility 
 
3.1     The production of minutes of meetings will be the 

responsibility of staff of Democratic Services only (referred 
to in this Protocol as the committee administrator”). 
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          Timescales 
 
3.2    The normal timescales for the production of minutes will be: 
 

a) draft minutes - within 5 working days of the meeting; 
b) publication on the Council’s website of the final draft – 

within 10 working days of the meeting. 
 
           Clearance 
 
3.3      To reinforce the role of the committee administrator as an 

impartial recorder and interpreter of decisions taken at a 
meeting, the drafts of minutes will only be cleared with: 
 
a) the Monitoring Officer, if they or their representative was 

present at the meeting; or 
b) the Democratic Services Manager, if they or their 

representative was present at the meeting; or 
c) another senior officer present at the meeting if neither 

(a) nor (b) was present. 
 
3.4      No Member will be consulted on the wording of draft 

minutes. 
 
3.5      In exceptional circumstances other officers who were 

present at the meeting may be consulted on a draft minute 
to clarify complex or technical information reported at the 
meeting which needs to be included in the minutes. 

 
3.6      To avoid any uncertainty among those present at the 

meeting, it will be the responsibility of the committee 
administrator to seek clarification of any decision or 
amendment before or at the time of it being put to the vote 
or agreed, where, in the view of the committee 
administrator, there exists any doubt or confusion about 
what the committee has decided or has been asked to 
decide. 
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4         Status of published draft/approved minutes 
 
4.1     The published minutes of a meeting will be regarded as an 

unofficial record of the meeting until they are formally 
approved by the next available meeting of the relevant 
body, although in the meantime the decisions taken will in 
normal circumstances have been implemented, subject to 
any post decision call in relating to Executive decisions. 

 
4.2     Once formally approved by the body, the minutes will be 

regarded for legal purposes as the only formal record of the 
meeting. The committee administrator will, at that point 
destroy any notes he or she took at the meeting on which 
the minutes were based. 

 
4.3     Where a change to the minutes is made at the meeting at 

which they are signed, the amended record will be 
published on the website and the changes written by hand 
on the paper copy signed by the Chair. 

 
 
5         Content of a Minute 
 
5.1      The minutes of a meeting will typically comprise the 

following: 
 
a) where appropriate, a reference number for any previous 

minute on the subject; 
b) a listing of Member and Officer attendees; 
c) details of any apologies received from Members; 
d) a note of any declaration of interest in the subject made 

at the meeting; 
e) details of any public participants and a brief summary of 

their submission; 
f) an acknowledgement of any written representations 

received, who from and a brief summary of their 
submission; 

g) details of any resolutions passed at the meeting to 
exclude the press and public during consideration of 
any exempt or confidential business, specifying the 
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relevant exclusion paragraph(s) under the Local 
Government Act 1972; 

h) a preamble, consisting of a brief summary of the subject 
of the minute; 

i) in the case of minutes of the Executive, an outline of the 
options available in making a decision on the subject, a 
note of the option chosen and the reasons for choosing 
it; 

j) a record of any discussion on the subject. That record 
will include: 

 any additional information (either written or oral) 
presented at the meeting not contained in the 
report on the subject.  This might be a full or 
summarised record of the information presented; 

 any amendments formally moved or seconded by 
Members and a note of whether or not they were 
approved; 

 apart from formal amendments, any general 
discussion on the subject which has a bearing on 
or which, in the view of the Monitoring Officer 
and/or representative of the Monitoring Officer  
when considering the draft minutes prior to 
publication will enhance a reader’s understanding 
of the reasons for a decision. 

f. if requested under the relevant Procedure Rules, a 
record of the vote taken on the subject or the names of 
members who indicate their wish that the minutes 
record how they voted; and 

g. the full resolution on the subject, incorporating any 
amendments made to a recommendation or motion, 
and worded in such a way as to be clear, with minimal 
reference to other written records, the meeting’s 
decision and intentions. 

h. Any urgent business which the Chair has agreed to take 
in accordance with statutory provisions, together with 
the reasons why. 

 
5.2     The names of individual members will not be recorded as 

part of the discussion on a subject unless they move or 
second a formal motion or amendment. 
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5.3     The names of individual Officers will not be recorded as part 
of the discussion on a subject.  Job titles may be included 
for Head of Service and above. 

 
5.4     Minutes covered by the Protocol will indicate the time when 

a Member arrives if it is after the meeting has commenced 
or the time they leave if it is before the meeting has closed. 

 
5.5    Minutes will indicate the time consideration of an individual 

item commences. 
 
6        Record of Questions/Statements 
 
6.1   Where Members, who are not members of the body, are 

allowed to ask questions or make statements at the 
meeting, the minutes will provide a fair and coherent 
summary of any question and the response given. The 
names of individual members will not normally be recorded 
as part of the discussion. In the case of Council meetings, 
questions to Executive Members and the responses given 
will, as far as possible, be recorded in full. 

 
6.2     A record of any questions asked or statements made by the 

public at a meeting will normally provide a brief outline of the 
question or statement and short but coherent summary of 
the response given. 

 
6.3      In exceptional circumstances a question on a matter of 

particular importance or wide public concern, and the 
answer given to it, may justify a fuller record but this will be 
at the discretion of the Head of Democratic Governance in 
consultation with other relevant officers. 


