Scheme for Progressing JGCC Agendas and Minutes by Minute Secretary

Before the meeting:

1. Email all JGCC including ex officio CC members for agenda items roughly 2 weeks before next meeting.
2. In consultation with the Chair prepare the agenda.
3. At least 1 week ahead of meeting, send by email the Agenda, previous meeting’s minutes and any relevant papers to all CC plus ex-officio members and in addition:
	Eileen Hewitt
	Eileen.Hewitt@edinburgh.gov.uk

	Cllr. Ricky Henderson
	ricky.henderson@edinburgh.gov.uk

	Alison Johnstone, MSP
	Alison.johnstone.msp@scottish.parliament.uk

	Gordon MacDonald, MSP
	Gordon.macdonald.msp@scottish.parliament.uk

	Ann Menzies (Secy. D. Mcletchie)
	Ann.Menzies@scottish.parliament.uk

	Cllr Alastair Paisley
	alastair.paisley@edinburgh.gov.uk

	P.C. Martin Redden
	martin.redden@lbp.pnn.police.uk

	Sarah Boyack MSP
	sarah.boyack.msp@scottishparliament.uk

	Alistair Darling, MP
	darlinga@parliament.uk

	Cllr. Ron Cairns
	ronald.cairns@edinburgh.gov.uk

	David McLetchie, MSP
	David.McLetchie.msp@scottish.parliament.uk


4. At the same time lodge Agenda and relevant papers as attachments on JGCC website.
5. Chase those with actions arising ready for the meeting.

At the meeting:

6. Take the Minutes. 

7. Secure a signed paper copy of agreed Minutes of previous meeting ready for distribution.

After the meeting:

8. Lodge a copy of the agreed Minutes of the previous meeting onto JGCC website.

9. Type new minutes and attach other reports from meetings & any walkabouts.

10. Agree a workable draft of the new Minutes with the Chair.

11. Circulate the new Minutes to the non ex-officio members for comment as soon as possible.

12. Bring a printed copy for signing at the next meeting and get chair’s signature when they have been agreed.
13. Place copies of previous meeting’s signed Minutes 

a. in CC file,

b.  the file at Currie Library and

c. in Parents Room at Juniper Green Primary School.

14. The minutes of the AGM must wait a year before signing, and then be placed in the files as above.

The following notice can then be displayed:

JUNIPER GREEN COMMUNITY COUNCIL

Serving Juniper Green and Baberton Mains

Agendas and Minutes of all meetings may be seen in a ‘Juniper Green Community Council’ folder –

At Currie Library

In the Parents’ Room of Juniper Green Primary School

On the Juniper Green CC website at

www.junipergreencc.org.uk
