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MINUTES OF THE VENUES, EVENTS AND MARKETING 
COMMITTEE HELD IN THE COUNCIL CHAMBER, KING’S HOUSE,  

THETFORD, ON WEDNESDAY 13th SEPTEMBER 2017 STARTING AT 1:00 p.m. 
 

Present: 
The Mayor, Councillor D M Crawford 

 
 Councillors: 
 C R P Burnett B J Canham  
 C Harvey J Hollis (Vice Chairman) 
 F Robinson M Taylor 
 S N H Wright (Chairman) 
 
 Also in attendance non-voting Councillor: 
 J Newton  
 
 Officers in attendance: 
 David Brooks  VEM Officer 
 Chris Crimmen Committee Secretary 
  
 

MINUTES 
 

 341/17 DECLARATIONS OF ANY DISCLOSABLE PECUNIARY INTERESTS 
  None. 
 
342/17  APOLOGIES FOR ABSENCE AND NEW MEMBERS 
  Apologies were received from Councillors S J Armes and R F W Brame. 
 
343/17  MINUTES 

RESOLVED: The minutes of the Committee meeting held on 12th July 2017 
received by Full Council on 25th July 2017, as a true record and 
signed/initialled by the Committee Chairman. 

 
344/17  ACTION POINTS 
  The Chairman reviewed the last meeting action points: 

The parking barrier system is still on hold until after the gas pipe work is 
completed. 

 
345/17  HEALTH & SAFETY 

The VEM Officer reported that the Councils H&S Consultant Colin Donnelly 
visited the Carnegie/Guildhall and weekly market on Tuesday 14th August 
2017.  

 There were no issues raised on the market place or stall holders.  

 The fire doors on the crossover bridge between the Guildhall and 
Carnegie. These need to be replaced with fireproof doors. 

 The disabled access and disabled toilets in the Guildhall need to be 
addressed. The access is one item that ALP Committee have as a 
priority. 

The VEM Officer had a visit from Breckland Council Licencing to conduct a 
Food Hygiene audit of the facilities. They were satisfied with the Carnegie 
kitchens/serveries. To bring the facilities right up to standard the old tiles 
would need to be replaced by hygienic wall cladding. 
The VEM Officer reported that the kitchen sinks and the wooden boxed 
cupboards underneath need replacing. He was asked to get quotations to 
replace those as soon as possible. 
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346/17  VEM PRIORITIES & BUDGET FOR 2017/18  
  The VEM Officer reviewed the VEM Committee priorities: 

1. To ensure all our venues and open spaces are safe, secure and 
promoting best value for the benefit of Thetford residents. 

Outcomes =  
a) We have improved the maintenance of the venues and taken a 

significant load from the Works Team, For example they have not 
been required to participate in any internal basic painting of the 
venues for three years. We have complied with all significant H&S 
Issues that have been identified by inspections. The Officer has 
also initiated other inspections and advisory visits, for example 
Breckland Council Licensing Department to ensure the Council 
stays ahead of the regulations. 

b) The VEM Committee discussed and agreed to revise Carnegie 
Friday rates into a weekend rate. This will increase the rate from 
£27.50 to £30.00 per Hour from 1st January 2018. 

c) Installation of CCTV cameras imminent. 
 

2. To develop and deliver an annual programme of events that is 
inclusive, exciting and engaging. 
Outcomes =  

a) VEM have delivered a great number of events this year as TTC 
events – some successful, some will be developed next year. 

b) The most successful partnership has been with Thetford Craft 
and Stalls and has enabled Spring into Summer Market to take 
place successfully. The Christmas Markets are already fully 
booked. 

c) The VEM Committee has tried to secure sponsorship but last 
year’s sponsors decided not to renew. There are still 
companies in the process of consideration for Town or Event 
Sponsors. 

3. To value and promote the Councils weekly Chartered Markets and 
introduce a programme of specialist markets 
Outcomes = 

a) It was agreed not to move the market into the High Street to 
focus efforts to re-vitalise market on the current space 

b) It was agreed to retain market fees whilst developing promotion 
to attract new stalls. 

c) Although there is not yet a Market page on the Councils 
website much more has been made on Social Media reflecting 
new stalls. 

d) Spring into Summer Market was delivered on Sunday 28th May 
2017 and there are plans to make this bigger and better next 
year. 

e) Christmas Markets planned to take place on 5th/12th/19th 
December 2017. 

The VEM Officer put forward items for Councillors to consider for the 2018/19 
budget: 

1. To address and solve the issues of Disabled access to the 
Guildhall and St Peters with install of toilets that are inclusive. 

2. To focus on developing ‘business’ ideas that will increase income, 
reduce deficit and improve general community engagement. 

3. To develop new marketing opportunities that will improve 
engagement with Thetford Town Council events and use through 
general hire of venues. 
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4. The Committee will need extra money for events regardless of 
whether the Council get sponsorship or the committee will have to 
scale down events for 2018/19. 

 
347/17  BUDGET REVIEW 
  Councillors received an update from the VEM Manager: 

Marketing & Communications: The loss of the Town Sponsor has had the 
biggest impact on the budget as the Council cannot offset against increased 
events that have been delivered this year. 
Guildhall Complex: The bars fees are still below budget. There have been 
several events booked through the website recently that have not used the 
bar facilities. However the bar takings will pick up during the party/Christmas 
season. 

 
348/17  MEDIA POLICY 

There followed a discussion on Thetford Town Council Media Policy and it 
was agreed that the Chairman and Councillor M Taylor would agree the 
alterations to the policy so that this could be put to Full Council on the 26th 
September 2017. Councillor S Wright proposed and Councillor M Taylor 
seconded: 
RECOMMENDATION: That Thetford Town Council adopt the amended 
Media Policy (see Appendix 1 attached). 

 
349/17  EVENTS 

The VEM Officer reported that the next events take place in December: 

 The Christmas Lights Switch On 1st December 2017. 

 Winter Wonderland – 1st/2nd/3rd December 2017. 

 Winter Markets – 5th/12th/19th December 2017. 
The planning and organisation has all been completed and he was pleased to 
report all the market gazebos have been purchased and there is now only 
room for traders with their own gazebos. 
 

350/17  GUILDHALL & ST. PETERS TENANTS 
The VEM Officer that the prospective new tenants for the upstairs of the 
Guildhall and St Peters are progressing and the leases should be signed over 
the next few weeks. 
 

351/17  COMPLAINT 
The VEM Officer reported that the Town Clerk had received a verbal 
complaint from a restaurant owner regarding guests of a wedding reception 
who were standing outside the Carnegie Room where some of the guests 
were drinking. He stated that there are notices on the doors to ask guests to 
refrain from taking bottles, glasses and drinks outside the venue. However, he 
did point out that the land outside the Carnegie is owned by the Council and 
guests can drink in that area just as they can outside Weatherspoon’s and in 
the Mulberry outside courtyard. Plans are in place to make this area a much 
more defined outside space to sit, smoke and have a drink. The resident 
stated she would contact the VEM Officer but to date nothing had been 
received. 

  
352/17  ITEMS OF URGENT BUSINESS 

None. 
 

353/17  PRESS RELEASES 
None. 
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Chairman 
 
 
 
 
 
   

 
 

APPENDIX 1 

MEDIA POLICY 

Introduction 

Thetford Town Council (“the Council”) is committed to the provision of accurate 
information in respect of its functions, decisions and actions. 

The Council may communicate with those whose work involves gathering material for 
editorial publication in print, broadcast and electronic form (e.g. researchers, 
journalists, reporters, photographers, editors of newspapers and magazines, camera 
or sound operators and crew of TV and radio programmes ( (“the media”) to publicise 
its business, decisions and actions. The Council may require the media to produce a 
UK press card. 

Where information is not available via the Council’s publication scheme the Council 
shall endeavour to assist the media with enquiries about the Councils functions, 
decisions and functions. 

This policy explains how the Council, its councillors and staff will work with the media 
to meet the above objections. 

Legal Restrictions 
 

This policy is subject to the Councils statutory obligations set out in the Public Bodies 
(Admission to meetings) Act 1960, the Local Government Act 1971, The Local 
Government Act 1986, The Freedom of Information Act 2000, the Data Protection 
Act 1998 and the Councils Standing Orders which are available through the Councils 
Publication Scheme. 

The Council, its Councillors and staff cannot disclose information which is 
confidential or where the disclosure of information is prohibited by law. Some but not 
all of the relevant obligations that councillors are subject to are contained in the 
Councils Code of Conduct, a copy of which is available via the Councils Publication 
Scheme. 

Council Meetings 
 

The meetings of Thetford Town council and it committees are open to the public 
unless they resolve that their presence at a meeting is prejudicial to the public 
interest due to the confidential nature of the business or other special reason(s) 
stated in the resolution. In accordance with Standing Orders, persons may be 

 
ACTION POINT 

 
BY WHOM 

 
BY WHEN 

The VEM Officer will investigate the 
best parking barrier system 

VEM Officer Ongoing 
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required to leave a meeting of the Council and it committees if their disorderly 
behaviour obstructs the business of the meeting. 

Where meetings include time for public participation, the media may speak and ask 
questions. Public participation is regulated by the Councils standing orders. An 
advisory leaflet is available from the Council Offices in reference to public 
participation at council meetings. 

Photographing, recording, broadcasting or transmitting the proceedings of a meeting 
by any means is permitted but anyone wishing to do so is requested to inform the 
Council prior to the meeting 

  

Interviews, statements and articles. 

 

The media shall contact the Town Clerk (or Deputy Town Clerk) if they want to obtain 
a verbal or written statement from the Council as a corporate body about its 
business, decisions or actions. 

 

The Town Clerk or Deputy Town Clerk may contact the media if the Council wants to 
give an interview, provide a written or verbal statement or publish an article using the 
media about its business, decisions or actions. 

 

If councillors or staff, in their private capacity, provide verbal or written statements or 
interviews to the media or write articles for publication using the media about the 
Councils business, decisions or actions any personal views must be expressed in 
their private capacity. Councillors should state the current Council position/decision 
on matters before passing comment in their private capacity. Where Councillors have 
been interviewed by the media they should communicate that fact to the Town Clerk 
at the earliest opportunity. 

 

Roles and Responsibilities in Relation to Media Handling   

The Mayor   

The Mayor will be quoted in media releases or statements where the matter is of 
Council-wide significance or crosses several portfolio areas.  The Mayor will also be 
quoted when another committee chairman is unavailable.  

If the Mayor is unavailable, the Deputy Mayor will assume the responsibilities as 
described for the Mayor, if available.   

In the event of the Mayor and the Deputy Mayor both being unavailable, another 
member of the Council will be quoted.   

The Mayor will keep the Town Clerk informed of significant media activities 
concerning the Council.   

 

Committee Chairman   
If the Council receives a media enquiry about service delivery, the Town Clerk will 
discuss the issue with the relevant Chairperson and Officer and work with both as 
appropriate to agree a statement or quote.   

Chairperson is quoted in relation to activity and decisions in their relevant areas. 
They are supported in their committee role and not in their role as a member of a 
political party.     
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In the absence of the Chairperson, the Vice Chairperson can be quoted or take part 
in media activity.   

 

Ward Councillors   
Generally, it will not be possible for the Council to issue media releases or post news 
on the Council’s web or social media sites initiated by individual Councillors in their 
role as ward members.     

The Council can provide general media training and support to all Councillors as 
required.  This guidance will be non-political in nature. Councillors can request this 
by contacting the Town Clerk.   

Where any media or communications training support is provided to a Councillor, for 
example, broadcast media training, the same level of support must be available to all 
Councillors if they request it.  

   

Town Clerk   
On some occasions, it may be appropriate for the Town Clerk or the Deputy Town 
Clerk or another senior officer to take part in media activity, for example, issuing a 
statement on reputational, disciplinary or operational matters.   

The Town Clerk is responsible for alerting Councillors promptly to any issues that 
may be of media interest.   

The Town Clerk handles all media enquiries and issues all media releases and 
statements on behalf of the Council.    

Quotes are generally attributed to the Mayor, Deputy Mayor, or the relevant the 
Chairperson of a Committee, or Task & Finish Group on a particular issue.   

In certain circumstances it may be necessary to attribute quotes to a Council 
Spokesperson.   

The Town Clerk has to ensure that the Council complies with the requirements of the 
law and any statutory Codes of Practice relevant to the carrying out of the Council’s 
duties and the delivery of the Council’s services.    

Where any matter of concern arises in relation to media communications, proposed 
or otherwise, this will be brought to the attention of the Town Clerk.  If necessary, 
breaches of this policy will be dealt with under the Council’s disciplinary procedures 
or the Councillors’ Code of Conduct, whichever is appropriate.    

 

Committee Officers and other employees   
Committee Officer(s) are responsible for alerting the Town Clerk promptly to any 
issues that may be of media interest.   

The Committee Officer(s) will ensure that any direct media contact with their Service 
is passed on to the Town Clerk immediately.     

Committee Officer(s) must also ensure the factual accuracy of all information 
provided for use in any media activity.   

All employees will immediately pass media enquiries on to the Town Clerk.  
Employees should not make any comments directly to the media.   

 

Approvals Process   
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Media activities will be decided by the town clerk as necessary, in consultation with 
the relevant Chairperson or The Mayor.   

All media activity requires Councillor and officer sign-off before issue.  This will 
involve the relevant Chairperson, Officer and Town Clerk.   

Invitations to take part in media photo opportunities will be agreed by the Town Clerk 
and The Mayor.   

When deadlines are pressing, media activity for the Council can be signed off by the 
Town Clerk.   

Media activity dealing with controversial or legal matters, including court cases, will 
also be reviewed and approved by the Council’s Legal Team in addition to The 
Mayor, the relevant Chairperson and Town Clerk.  

 

Web and Social Media   
This Media Policy extends to The Council’s web and social media channels.    

Any posts or comments online which do not adhere to the Media Policy will be 
removed and a statement posted online to explain this.   

    

Campaigns   
If the Council is asked to run a campaign in partnership with the local media, the 
Council will consider whether the campaign helps to deliver the Council’s priorities 
and enhances the Council’s reputation.  

 

Partnership Working  
The Town Clerk will be proactive in seeking opportunities to promote the work of the 
Council.    

Where other organisations are contracted to provide services on behalf of the 
Council, they will be expected to follow this Media Policy.  In practice this may mean 
collaborating with the Town Clerk.  

 

Further Advice and Guidance   
Where an issue arises in relation to media activity which is not covered by this policy, 
advice should be sought from the Town Clerk.   

 

 

 
 




