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You are hereby summoned to a Meeting of the Full Town Council of 

Needham Market Town Council which will be held on Wednesday 12th 

March 2025 at 7PM in the Green Room at Needham Market Community 

Centre, to consider the items on the agenda below. 

 

 

Shannon Smith 

Town Clerk 

04/03/2025 

AGENDA 
 

1. Co-option to Vacancy of Office for Parish Councillor & Declaration of 
acceptance of Office 

2. To receive and approve Apologies of Absence 

 Councillors to note any apologies for absence. 
 Councillors to consider and vote on acceptance of apologies for absence. 

3. To receive any Declarations of Pecuniary or Non-Pecuniary Interests by 

Members 

4. To approve any Dispensations with respect to Disclosable Non-Pecuniary 

Interests 

5. Questions and Statements from the Public 

An opportunity to enable members of the press and public present to comment. 
Order Note: A maximum of 30 minutes is designated for public participation 
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time with no individual speaker exceeding three minutes unless otherwise 
granted an extension by the Chairman. 
 

6. To receive and confirm the Minutes of the Town Council meeting held on 

Wednesday 15th January 2025. 

7. To receive a verbal report from the Town Clerk 

8. Committee Reports 

To receive the following committee reports 

a) Community & Assets - To receive a report from the Committee Chairperson. 
b) Finance & Governance - To receive a report from the Committee Chairperson. 
c) Planning - To receive a report from the Committee Chairperson. 

9. District and County Councillor reports  

To receive the reports. 

10. Accounts for payment and confirmation 

To receive and approve the accounts for payment and confirmation. 

11. Appointment of Internal Auditor 

To receive and approve SALC Internal Audit Service 2025 letter of engagement 

(attached at page 4). 

12. Meeting Schedule 2025/2026 

To receive the draft proposed meeting schedules for 2025/2026 and approve the 

appropriate one (attached at page 9). 

13. Easter Event  

To receive a report (attached at page 15). 

14. Local Government Award Scheme 

To receive a report (attached at page 17). 

https://www.slcc.co.uk/site/wp-content/uploads/2021/04/lcas-guide-

2021.pdf  

15. Internal Audit Update 

To receive a verbal report. 

16. Christmas Lights 

To receive a proposal. 
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17. Skatepark  

To receive a verbal report. 

18. Donation requests 

To receive requests for donations. 

19. Member Motion Requests 

To receive a report (attached at page 22). 

20. CCTV  

To receive and approve the CCTV contract. 

21. To confirm the Date, Time and Location of the next meeting 

22. Exclusion 

At this point, the Chair will move the following resolution: Under the Public 

Bodies (Admissions to Meetings) Act 1960 S.1(2) and in accordance with 

Standing Order 3(d), the press and public should be excluded from the 

remainder of the meeting due to the confidential nature of the business to be 

transacted. 

23. Employment 

To receive a report. 

24. Newsletter 

To receive a report. 

 

 

 

Members of the Public are welcome to attend the meeting. 
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Back to agenda 
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Proposed Dates: Version 1 

June 2025 

 Tuesday, 17 June – Planning Committee (6:00 PM), Town Council (7:00 PM) 

 Tuesday, 24 June – Governance and Finance Committee (7:00 PM) 

July 2025 

 Tuesday, 15 July – Planning Committee (6:00 PM), Town Council (7:00 PM) 

 Tuesday, 22 July – Community & Assets Committee (7:00 PM) 

August 2025 

 Tuesday, 19 August – Planning Committee (6:00 PM), Town Council (7:00 PM) 

September 2025 

 Tuesday, 16 September – Planning Committee (6:00 PM), Town Council (7:00 PM) 

 Tuesday, 23 September – GF (7:00 PM) 

October 2025 

 Tuesday, 14 October – Planning Committee (6:00 PM), Town Council (7:00 PM) 

 Tuesday, 21 October – Community & Assets (7:00 PM) 

November 2025 

 Tuesday, 18 November – Planning Committee (6:00 PM), Town Council (7:00 PM) 

December 2025 

 Tuesday, 9 December – Planning Committee (6:00 PM), Town Council (7:00 PM) 

 Tuesday, 16 December – Governance & Finance Committee (7:00 PM) 

January 2026 

 Tuesday, 20 January – Planning Committee (6:00 PM), Town Council (7:00 PM) 

 Tuesday, 27 January – Community & Assets (7:00 PM) 

February 2026 

 Tuesday, 17 February – Planning Committee (6:00 PM), Town Council (7:00 PM) 

March 2026 

 Tuesday, 17 March – Planning Committee (6:00 PM), Town Council (7:00 PM) 

 Tuesday, 24 March – Governance & Finance Committee (7:00 PM) 

ITEM 12 
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April 2026 

 Tuesday, 14 April – Planning Committee (6:00 PM), Town Clerk (7:00 PM) 

 Tuesday, 21 April – Community & Assets (7:00 PM) 

May 2026 

 Tuesday, 19 May – Planning Committee (6:00 PM), TC (7:00 PM) (Annual Town 
Council Meeting) 

 

Proposed Dates: Version 2 

June 2025 

 Wednesday, 18 June – Planning Committee (6:00 PM), Town Council (7:00 PM) 

 Wednesday, 25 June – Governance and Finance Committee (7:00 PM) 

July 2025 

 Wednesday, 16 July – Planning Committee (6:00 PM), Town Council (7:00 PM) 

 Wednesday, 23 July – Community & Assets Committee (7:00 PM) 

August 2025 

 Wednesday, 20 August – Planning Committee (6:00 PM), Town Council (7:00 PM) 

September 2025 

 Wednesday, 17 September – Planning Committee (6:00 PM), Town Council (7:00 
PM) 

 Wednesday, 24 September – Governance and Finance Committee (7:00 PM) 

October 2025 

 Wednesday, 15 October – Planning Committee (6:00 PM), Town Council (7:00 
PM) 

 Wednesday, 22 October – Community & Assets Committee (7:00 PM) 

November 2025 

 Wednesday, 19 November – Planning Committee (6:00 PM), Town Council (7:00 
PM) 
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December 2025 

 Wednesday, 10 December – Planning Committee (6:00 PM), Town Council (7:00 
PM) 

 Wednesday, 17 December – Governance & Finance Committee (7:00 PM) 

January 2026 

 Wednesday, 21 January – Planning Committee (6:00 PM), Town Council (7:00 PM) 

 Wednesday, 28 January – Community & Assets Committee (7:00 PM) 

February 2026 

 Wednesday, 18 February – Planning Committee (6:00 PM), Town Council (7:00 
PM) 

March 2026 

 Wednesday, 18 March – Planning Committee (6:00 PM), Town Council (7:00 PM) 

 Wednesday, 25 March – Governance & Finance Committee (7:00 PM) 

April 2026 

 Wednesday, 15 April – Planning Committee (6:00 PM), Town Council (7:00 PM) 

 Wednesday, 22 April – Community & Assets Committee (7:00 PM) 

May 2026 

 Wednesday, 20 May – Planning Committee (6:00 PM), Town Council (7:00 PM) 
(Annual Town Council Meeting) 

 

Proposed dates: Version 3 

Town Council Meeting Schedule 2025-2026 

June 2025 

 Wednesday, 4 June – Governance & Finance Committee (7:00 PM) 

 Wednesday, 11 June – Planning Committee (6:00 PM), Town Council (7:00 PM) 

July 2025 

 Wednesday, 2 July – Community & Assets Committee (7:00 PM) 
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 Wednesday, 9 July – Planning Committee (6:00 PM), Town Council (7:00 PM) 

August 2025 

 Wednesday, 6 August – Planning Committee (6:00 PM), Town Council (7:00 PM) 

September 2025 

 Wednesday, 3 September – Governance & Finance Committee (7:00 PM) 

 Wednesday, 10 September – Planning Committee (6:00 PM), Town Council (7:00 
PM) 

October 2025 

 Wednesday, 1 October – Community & Assets Committee (7:00 PM) 

 Wednesday, 8 October – Planning Committee (6:00 PM), Town Council (7:00 PM) 

November 2025 

 Wednesday, 5 November – Planning Committee (6:00 PM), Town Council (7:00 
PM) 

 Wednesday, 12 November – Governance & Finance Committee (7:00 PM) 

December 2025 

 Wednesday, 3 December – Community & Assets Committee (7:00 PM) 

 Wednesday, 10 December – Planning Committee (6:00 PM), Town Council (7:00 
PM) 

January 2026 

 Wednesday, 7 January – Planning Committee (6:00 PM), Town Council (7:00 PM) 

February 2026 

 Wednesday, 4 February – Governance & Finance Committee (7:00 PM) 

 Wednesday, 11 February – Planning Committee (6:00 PM), Town Council (7:00 
PM) 

March 2026 

 Wednesday, 4 March – Community & Assets Committee (7:00 PM) 

 Wednesday, 11 March – Planning Committee (6:00 PM), Town Council (7:00 PM) 

April 2026 

 Wednesday, 8 April – Planning Committee (6:00 PM), Town Council (7:00 PM) 
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May 2026 

 Wednesday, 6 May – Planning Committee (6:00 PM), Town Council (7:00 PM) 
(Annual Town Council Meeting) 

 Wednesday, 7 May – Community & Assets Committee (7:00 PM) 

 Wednesday, 13 May – Governance & Finance Committee (7:00 PM) 

 

Proposed dates: Version 4 

June 2025 

 Tuesday, 3 June – Governance & Finance Committee (7:00 PM) 

 Tuesday, 10 June – Planning Committee (6:00 PM), Town Council (7:00 PM) 

July 2025 

 Tuesday, 8 July – Planning Committee (6:00 PM), Town Council (7:00 PM) 

 Tuesday, 10 July – Community & Assets Committee (7:00 PM) 

August 2025 

 Tuesday, 5 August – Planning Committee (6:00 PM), Town Council (7:00 PM) 

September 2025 

 Tuesday, 2 September – Governance & Finance Committee (7:00 PM) 

 Tuesday, 9 September – Planning Committee (6:00 PM), Town Council (7:00 PM) 

October 2025 

 Tuesday, 7 October – Planning Committee (6:00 PM), Town Council (7:00 PM) 

 Tuesday, 9 October – Community & Assets Committee (7:00 PM) 

November 2025 

 Tuesday, 4 November – Governance & Finance Committee (7:00 PM) 

 Tuesday, 11 November – Planning Committee (6:00 PM), Town Council (7:00 PM) 

December 2025 

 Tuesday, 9 December – Planning Committee (6:00 PM), Town Council (7:00 PM) 

 Tuesday, 11 December – Community & Assets Committee (7:00 PM) 

January 2026 



 14 

 Tuesday, 6 January – Planning Committee (6:00 PM), Town Council (7:00 PM) 

February 2026 

 Tuesday, 3 February – Governance & Finance Committee (7:00 PM) 

 Tuesday, 10 February – Planning Committee (6:00 PM), Town Council (7:00 PM) 

March 2026 

 Tuesday, 3 March – Community & Assets Committee (7:00 PM) 

 Tuesday, 10 March – Planning Committee (6:00 PM), Town Council (7:00 PM) 

April 2026 

 Tuesday, 7 April – Planning Committee (6:00 PM), Town Council (7:00 PM) 

May 2026 

 Tuesday, 5 May – Planning Committee (6:00 PM), Town Council (7:00 PM) (Annual 
Town Council Meeting) 

 Tuesday, 7 May – Community & Assets Committee (7:00 PM) 

 Tuesday, 12 May – Governance & Finance Committee (7:00 PM) 

 

 

 

 

 

Back to agenda  
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Event Overview: The Needham Market Easter Trail would be a fun, family-friendly 
activity encouraging residents and visitors to explore the town centre. Participants will 
search for eggs hidden in shop windows, each displaying a letter. Once all letters are 
collected, they will unscramble them to reveal a special Easter-themed word. 
Completed entry forms can be submitted to the Town Council oƯice for a chance to win 
a special Easter prize! 

Event Details: 

 Date: 7th-17th April 

 Time: N/A 

 Location: Needham Market Town Centre 

 Target Audience: Families, children, and residents 

 Entry Fee: Free 

How It Works: 

1. Families collect an entry form from designated locations, such as the Town 
Council oƯice, local shops, and the town’s website. 

2. Participants explore the town centre to find bunnies displayed in shop windows. 

3. Each Easter egg will have a letter attached to it. 

4. Participants write down each letter on their entry form. 

5. Once all letters are collected, they rearrange them to spell a special Easter-
themed word. 

6. Completed entry forms are posted into the designated drop box at the Town 
Council oƯice during opening hours on the 16th and 17th of April. 

7. All correct entries are entered into a prize draw, and winners will be announced 
after the event, but every participant will receive a small prize. 

Marketing & Promotion: 

 Posters around town and in participating shops 

 Social media campaign via the Town Council’s platforms 

 Feature in the local newspaper and town newsletter 

 Flyers distributed to local schools and community centres 

ITEM 13 
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 Promotion through local businesses involved in the trail 

 

Prizes: 

 A special Easter prize for the winner (e.g., Easter hamper, chocolate selection, 
gift vouchers) 

 Small participation rewards for children who complete the trail ( 

Sponsorship & Partnerships: 

 Local businesses sponsoring the event or donating prizes 

 Shops participating by displaying the bunnies in their windows 

 Potential collaboration with community groups and schools 

Logistics & Supplies: 

 Printed entry forms 

 Printed letters and bunny cutouts for shop windows 

 Collection box at the Town Council oƯice 

 StaƯ/volunteers to manage entries and prize draw 

 Small number of decorations for each shop 

Post-Event Activities: 

 Announce winners on social media and town noticeboards 

 Contact the winner and arrange prize collection 

 Thank local businesses and participants for their involvement 

 Gather feedback for future events 

This event is designed to be a fun and engaging way for families to enjoy the Easter 
season while supporting local businesses.  

Example of Easter egg: 
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1. Purpose of the Report 

The purpose of this report is to outline the benefits and requirements of achieving the 
Foundation Award under the Local Council Award Scheme. This report seeks the Town 
Council’s approval to pursue the award and take necessary steps to meet the criteria. 

2. Background 

The Local Council Award Scheme is a nationally recognized program designed to 
support and celebrate the achievements of parish and town councils. The scheme is 
managed by the National Association of Local Councils (NALC) and aims to establish 
good governance, enhance community engagement, and ensure eƯective 
management. 

The Foundation Award is the entry-level accreditation and demonstrates that a council 
meets the standards expected of an eƯective, well-managed local authority. 

3. Benefits of Achieving the Foundation Award 

Achieving the Foundation Award will provide the following benefits: 

 Recognition of Good Governance: Demonstrates that the Town Council is 
operating in accordance with legal and best practice requirements. 

 Improved Public Confidence: Enhances transparency and accountability, 
thereby strengthening public trust. 

 Better Community Engagement: Encourages eƯective communication with 
residents and stakeholders. 

 Stronger Operational Practices: Ensures policies and procedures are up to date 
and fit for purpose. 

 Funding and Partnership Opportunities: Some funding bodies and partners give 
preference to councils with accreditation, increasing access to grants and 
collaborative projects. 

4. Criteria for the Foundation Award 

To qualify for the Foundation Award, the Town Council must demonstrate compliance 
with the following key areas: 

 Governance: Adopt and publish key documents such as standing orders, 
financial regulations, and a code of conduct. 

ITEM 14 
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 Community Engagement: Maintain an up-to-date website, publish meeting 
agendas and minutes, and provide contact details for councillors and staƯ. 

 Financial Management: Adhere to proper financial procedures and publish the 
annual budget and audit reports. 

 Council Performance: Ensure councillors and staƯ receive appropriate training 
and development. 

5. Actions Required 

To achieve the Foundation Award, the Town Council will need to undertake the following 
steps: 

1. Conduct a Compliance Review: Assess current policies, procedures, and 
documentation against the award criteria. 

2. Update and Publish Required Documents: Ensure all necessary documents are 
publicly accessible and up to date. 

3. Implement Training and Development: Provide relevant training for councillors 
and staƯ as required. 

4. Submit an application: Once compliance is met, submit an application to the 
accreditation panel. 

 



 19 

 

 

 

 

 



 20 

 



 21 

 



 22 

 

 

Purpose: The purpose of this report is to propose the implementation of a standardised 
proforma submission process for Town Council members who wish to add reports and 
items to meeting agendas. This will ensure suƯicient time for agenda preparation, 
improve eƯiciency, and enhance transparency in council proceedings. 

Background: Currently, there is no standardised process for submitting items to be 
included in the Town Council meeting agenda. This often results in last-minute 
submissions, which can lead to delays in agenda production, inadequate time for 
review, and potential oversight of critical matters. To address these concerns, it is 
proposed that all agenda submissions be made using a designated proforma form 
provided by the council oƯice. 

Proposal: It is recommended that Town Council members be required to: 

1. Complete a standardized proforma form when submitting reports or requesting 
the inclusion of an item on the agenda. 

2. Submit the completed form to the council oƯice via email no later than 10 days 
before the scheduled meeting. 

3. Ensure that all necessary supporting documents are attached to the submission 
to facilitate proper review and inclusion in the agenda. 

Benefits: 

 Improved EƯiciency: Ensuring all items are submitted in a structured format and 
within a set timeframe will allow the oƯice to compile the agenda in an orderly 
manner. 

 Adequate Preparation Time: Council members will have suƯicient time to review 
all agenda items before the meeting, leading to more informed discussions and 
decision-making. 

 Transparency and Accountability: A formalised process will provide a clear 
record of agenda submissions, ensuring fairness and accountability in council 
operations. 

 Reduced Administrative Burden: By standardising submissions, administrative 
staƯ will spend less time following up on incomplete or last-minute requests, 
allowing for a more streamlined workflow. 

 

ITEM 19 



 23 

Implementation: 

 The proforma form will be developed and made available in both digital and hard 
copy formats. 

 The Town Clerk’s oƯice will oversee the submission process and maintain a log 
of received forms. 

 A communication plan will be put in place to inform all council members of the 
new requirement and deadline. 

Recommendation: It is recommended that the Town Council approve the 
implementation of the proforma submission process for agenda items as outlined in 
this report. If approved, the council oƯice will begin the necessary preparations to 
ensure a smooth transition. 

 

 

 

Back to agenda 


