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Milton Keynes City Centre Management 

Company Protocols 

 

 

Introduction 

 

The purpose of this document is to define the operating procedures of Milton Keynes 

City Centre Management (MKCCM). 

 

The procedures are approved by the Company Board of MKCCM and as such future 
changes will not be made without consideration and approval by this board.  As a 

matter of course the contents of this document will be reviewed on a regular basis, 

and at least annually, to ensure continued relevance. 
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1.  The Company Constitution 

 

 

1.1 Company Constitution 

 

1.1.1. The MKCCM Company is a company limited by guarantee. 

1.1.2. It has funding from principal and associate funders. 

1.1.3. It has a simple governance structure including a Company Board, an 

Operations Group and a Stakeholder Forum.   

1.1.4. In the event of winding up of the Company, any assets remaining will be 
distributed amongst the members’ existing at the time of dissolution in 

proportion to their contribution in the previous financial year or be transferred 

to a similar organisation within the local area. 

 

1.2. Company Board  

 

1.2.1. The Company Board is the legal Board of Directors of the Company made up of 

the principal funders (senior representatives – no maximum number), 

representatives of the associate funders (maximum of 3) and co-opted 

members as and when the Directors consider it appropriate.  

1.2.2. The Company Board is responsible for the overall direction of the Company, the 

finances and the management team together with focusing on the strategic 

direction of Central Milton Keynes. 
1.2.3. The Board has a quorum of two principal funders and one associate funder. 

1.2.4. It is chaired, preferably, by a business representative, and there is also a 

deputy chair.  Both positions are elected annually by the Directors of the 

Company at a board meeting. 

1.2.5. Board meetings are held four times per year.  

1.2.6. The papers include strategic direction of the Company and finances and are 

produced by the City Centre Management team. 

1.2.7. Annual budget setting is carried out by the Board. 

1.2.8. Appointments to the board are made annually via email nominations followed 

by voting at the AGM. Principal Funders will have the right to appoint a director 

to the Board.  Directors so appointed will continue in post until they resign or 

are removed by their appointing principal funder.  Associate Funders can elect 

up to 3 directors.  This will be done annually at the AGM.  Nominations may be 

made by email or post.    Principal Funders may not participate in the election 

of Associate Funder Directors.  Further Directors can also be co-opted by 

existing Directors.  The City Centre Manager will also be a Director of the 

company.  There will also be a Finance Director, responsible for the financial 

overview of the company and for reporting to the Board and the members as 

appropriate. 

1.2.9. Non-attendance at the Board for more than three consecutive meetings without 

good justification will result in termination of the place. 

 

1.3. Operations Group 

 

1.3.1. Membership of the Operations Group includes appropriate principal and 

associate funders plus co-opted members as and when the funders consider it 
appropriate.   

1.3.2. The Operations Group is focused on tangible delivery of projects and services. 

1.3.3. It is chaired by a Director of the Company with a direct interest in the 

operational agenda. The Chair of the Operations Group will be appointed by the 

board of directors annually. 

1.3.4. The Operations Group may have its own sub-groups as and when the need 

arises to focus on specific operations matters such as – Discover MK and the 

After8 CMK Group.   

1.3.5. Operations Group meetings are held six times per year.  
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1.3.6. The papers include project development and progress and these are produced 

by the City Centre Management team. 

1.3.7. Appointments to the Operations Group are made annually at the AGM.  

Additional members may be added during the year on an ad hoc basis. 

 

 

1.4. Stakeholder Forum  
 

1.4.1. Membership of the Stakeholder Forum includes principal and associate funders, 

elected representatives of the residents via the Town/Parish Councils plus co-

opted members with an interest in CMK that the funders consider appropriate. 

1.4.2. It is the forum for debate and exchange of views on any matters concerned 

with CMK.   

1.4.3. It is chaired by an appropriate member of the CMK community. The position of 

chair will be elected annually by members of MKCCM. 

1.4.4. Forum meetings are held four times per year.  

1.4.5. The papers include ideas and initiatives for the future of CMK and these are 

coordinated by the City Centre Management team. 

1.4.6. Appointments to the Stakeholder Forum are made annually at the AGM. 

Additional members may be added during the year on an ad hoc basis. 

 

1.5.    Company Annual General Meeting (AGM) 

 

1.5.1. The meeting is held once per year. 

1.5.2. The papers include a report on all activities of MKCCM including project 

progress, finances, staffing and overheads. 

1.5.3. Invitations to the AGM are sent to all MKCCM members’ and other interested 

parties. 

1.5.4. All appointments to the Company Board, Operations Group and Stakeholder 

Forum are presented for the coming year at this meeting. Additional members 

may be appointed during the year on an ad hoc basis, these will then be 

formalised at the subsequent AGM.  Under the Companies Act 2006 we no 

longer have to have an AGM, although we have decided that, as a membership 
organisation and with the need for transparency it is appropriate to do so.  

 

1.6.    Annual Report  

 

1.6.1.  A summary of all MKCCM activity will be presented at the AGM.    

1.6.2.  This summary will include all planned activities, activities achieved, those not 

achieved and why, a financial statement and any relevant information relating 

to MKCCM. 

 

1.7.    Communication with the Chairman of the Company Board 

 

1.7.1.  A pre-Board meeting will take place between the City Centre Manager and the 

Chairman.  

1.7.2.  A meeting will take place at least every 3 months between the Chairman of the 

Board and the whole Management Team. 

1.7.3.  As and when appropriate the Deputy Chairman of the Board will deputise for 

the Chairman. 

 

1.8.    Behaviour of Board Members 

 

1.8.1.  Where a Board member has a business, political or planning-related interest, 

either direct or indirect, in a MKCCM project, that interest should be declared at 

the outset of an agenda item and it will be at the discretion of the Board 

whether their right to vote will be withdrawn. 
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1.8.2.  All members will be required to adhere to the regulations as set out by the 

Companies Act 2006. 

 

1.9. Remuneration of Board Members 

 

1.9.1. No remuneration or expenses is payable to Board Members, however full  

insurance provision will be in place to cover their responsibilities in the 
Company. 
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2.   The Management Team 

 

 

2.1 The Management Team Structure 

 

2.1.1. The management team will comprise – a) City Centre Manager, b) 

Communications Officer, c) Administrator 

 

2.2. Management of Staff 

 
2.2.1. Day to day management will be carried out by the City Centre Manager, who 

will report to the Chairman of the Board. 

2.2.2. All employer responsibilities including employment legislation, equal 

opportunities, and disciplinary/grievance procedures will be the responsibility of 

MKCCM and will be set out within a Staff Handbook. 

 

2.3. Performance Review 

 

2.3.1. Staff appraisals will be carried out twice per year. 

2.3.2. Appraisals of the Communications Officer and the Administrator will be carried 

out by the City Centre Manager and the Chairman of the Board. 

2.3.3. Appraisal of the City Centre Manager will be carried out by the Chairman and 

one nominated Director of the Board.  This will include a review of income 
targets achieved. 

2.3.4. Any concerns associated with the performance of staff members should be 

directed to the Chairman in the first instance. 

2.3.5. Remuneration will be dealt with by the Chairman and Finance Director of the 

Board following formal appraisals 

2.3.6. If a disciplinary or grievance occurs, a panel will be set up that will include the 

Chairman and one nominated Director of the Company Board. 

 

2.4. Termination of Staff Contracts 

 

2.4.1. The termination of all staff contracts will be the responsibility of the Chairman 

and one nominated Director of the Board and a final decision will only be made 

following a fair disciplinary process. 
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3.  Identity and Communications 

 

 

 

3.1. MKCCM Brand 

3.1.1. The MKCCM brand has been adopted for use on all company materials and 

communications.  

3.1.2. The logo and name is to be used on everything produced by MKCCM. 

3.1.3. When MKCCM is a partner of an initiative, appropriate design guidelines should 

be provided to ensure due credit is given to MKCCM. 
3.1.4. Full brand guidelines will be available as an annex to this document. 

 

3.2. Communications 

3.2.1. MKCCM has a branded website (with password areas), regular email 

communications plus marketing collateral including a business plan and 

summary.  Any changes/approvals for these will be sought from the Company 

Board only. 

3.2.2. Regular communication with all members’ is by email and at regular meetings 

of the Company. 

3.2.3. Any significant issues that arise between normal meetings and correspondence 

will be reported to the Company Board and then to all other members’. 

 

3.3. Access to Information 
3.3.1. All files, documents and records (both paper and electronic) are held by 

MKCCM and are registered with the Information Commissioner for data 

protection purposes. 

3.3.2. This information will be made available for public inspection provided 

reasonable notice has been given. 

 

3.4. Making Press Statements 

3.4.1. The City Centre Manager will be primarily responsible for speaking on behalf of 

MKCCM. 

3.4.2. When additional quotes are required this will be directed to the Chair or 

Directors of the Board following a briefing from the management team. 
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4. Financial Procedures  

 

 

4.1. Managing the Budget 

 

4.1.1. The City Centre Manager will be responsible for the day to day management of 

the budget and will be expected to report to the Company Board.  The ultimate 

responsibility for the budget will lie with the Company Board. 

 

4.2. Approval Limits 
 

4.2.1. When entering into contracts, assuming these are within the agreed budget 

limits, these will authorised by one Director.  All contracts to be held by 

Company Secretary with a copy held in the company office. 

4.2.2. All invoices to be initialled by a member of the City Centre Management team 

to confirm the goods/services have been received. 

4.2.3. The approval limits for signing off invoices will be as follows: 

For amounts up to £1,000 – the City Centre Manager. 

For amounts between £1,000 and up to £5,000 – two signatories are required, 

the City Centre Manager and one Director. 

For amounts over £5,000 – two Directors are required. 

4.2.4 All bank accounts to have a minimum of three directors as signatories.  All 

authority mandates should be set up with payments/cheques to be signed by 
two signatories.  

 

4.3. Contract Tendering 

 

4.3.1. All contracts over the value of £1,000 should be the subject of a competitive 

tendering exercise where at least three quotes are obtained, except where local 

circumstances dictate that only one service provider is relevant. 

4.3.2. In the event that a single tender is used, an exemption certificate must be 

completed to justify this course of action. 

 

4.4. Financial Reporting 

 

4.4.1. All financial information, apart from personal sensitive data, will be reported by 

the Finance Director to the Company Board. 

4.4.2. Any significant financial issues arising will be reported to the Chairman of the 

Board as soon as possible, and if it is considered appropriate will be reported to 

the Board. 

 

4.5. Disqualification from Membership 

 

4.5.1. Where a principal or associate funder is known to be intentionally in arrears of 

the membership subscription, membership will be withdrawn.   

 

4.6. Annual Budget Setting 

4.6.1. The budget and the agreed level of membership fees will be set annually based 

around the business plan project themes  

4.6.2. At its December meeting each year the Board will approve project theme 

budget allocations. These will be based on the principles within the existing 

business plan plus new project ideas introduced by businesses and sub groups 

over the course of the year.  

4.6.3. Between December and February the Operations group and Stakeholder Forum 

will meet to consider projects and project expenditure within the Board’s 

agreed overall theme allocations.  
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4.6.4. The Board will then meet in February to agree and sign off the budget.  

 

4.8. Annual Auditing 

4.8.1. Due to the partnership nature of the Company and the need for full 

transparency, an annual audit will always be carried out by external auditors. 
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1.  The Company Constitution 

 

 

1.1 Company Constitution 

 

1.1.1. The MKCCM Company is a company limited by guarantee. 

1.1.2. It has funding from principal and associate funders. 

1.1.3. It has a simple governance structure including a Company Board, an 

Operations Group and a Stakeholder Forum.   

1.1.4. In the event of winding up of the Company, any assets remaining will be 
distributed amongst the members’ existing at the time of dissolution in 

proportion to their contribution in the previous financial year or be transferred 

to a similar organisation within the local area. 

 

1.2. Company Board  

 

1.2.1. The Company Board is the legal Board of Directors of the Company made up of 

the principal funders (senior representatives – no maximum number), 

representatives of the associate funders (maximum of 3) and co-opted 

members as and when the Directors consider it appropriate.  

1.2.2. The Company Board is responsible for the overall direction of the Company, the 

finances and the management team together with focusing on the strategic 

direction of Central Milton Keynes. 
1.2.3. The Board has a quorum of two principal funders and one associate funder. 

1.2.4. It is chaired, preferably, by a business representative, and there is also a 

deputy chair.  Both positions are elected annually by the Directors of the 

Company at a board meeting. 

1.2.5. Board meetings are held four times per year.  

1.2.6. The papers include strategic direction of the Company and finances and are 

produced by the City Centre Management team. 

1.2.7. Annual budget setting is carried out by the Board. 

1.2.8. Appointments to the board are made annually via email nominations followed 

by voting at the AGM. Principal Funders will have the right to appoint a director 

to the Board.  Directors so appointed will continue in post until they resign or 

are removed by their appointing principal funder.  Associate Funders can elect 

up to 3 directors.  This will be done annually at the AGM.  Nominations may be 

made by email or post.    Principal Funders may not participate in the election 

of Associate Funder Directors.  Further Directors can also be co-opted by 

existing Directors.  The City Centre Manager will also be a Director of the 

company.  There will also be a Finance Director, responsible for the financial 

overview of the company and for reporting to the Board and the members as 

appropriate. 

1.2.9. Non-attendance at the Board for more than three consecutive meetings without 

good justification will result in termination of the place. 

 

1.3. Operations Group 

 

1.3.1. Membership of the Operations Group includes appropriate principal and 

associate funders plus co-opted members as and when the funders consider it 
appropriate.   

1.3.2. The Operations Group is focused on tangible delivery of projects and services. 

1.3.3. It is chaired by a Director of the Company with a direct interest in the 

operational agenda. The Chair of the Operations Group will be appointed by the 

board of directors annually. 

1.3.4. The Operations Group may have its own sub-groups as and when the need 

arises to focus on specific operations matters such as – Discover MK and the 

After8 CMK Group.   

1.3.5. Operations Group meetings are held six times per year.  
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1.3.6. The papers include project development and progress and these are produced 

by the City Centre Management team. 

1.3.7. Appointments to the Operations Group are made annually at the AGM.  

Additional members may be added during the year on an ad hoc basis. 

 

 

1.4. Stakeholder Forum  
 

1.4.1. Membership of the Stakeholder Forum includes principal and associate funders, 

elected representatives of the residents via the Town/Parish Councils plus co-

opted members with an interest in CMK that the funders consider appropriate. 

1.4.2. It is the forum for debate and exchange of views on any matters concerned 

with CMK.   

1.4.3. It is chaired by an appropriate member of the CMK community. The position of 

chair will be elected annually by members of MKCCM. 

1.4.4. Forum meetings are held four times per year.  

1.4.5. The papers include ideas and initiatives for the future of CMK and these are 

coordinated by the City Centre Management team. 

1.4.6. Appointments to the Stakeholder Forum are made annually at the AGM. 

Additional members may be added during the year on an ad hoc basis. 

 

1.5.    Company Annual General Meeting (AGM) 

 

1.5.1. The meeting is held once per year. 

1.5.2. The papers include a report on all activities of MKCCM including project 

progress, finances, staffing and overheads. 

1.5.3. Invitations to the AGM are sent to all MKCCM members’ and other interested 

parties. 

1.5.4. All appointments to the Company Board, Operations Group and Stakeholder 

Forum are presented for the coming year at this meeting. Additional members 

may be appointed during the year on an ad hoc basis, these will then be 

formalised at the subsequent AGM.  Under the Companies Act 2006 we no 

longer have to have an AGM, although we have decided that, as a membership 
organisation and with the need for transparency it is appropriate to do so.  

 

1.6.    Annual Report  

 

1.6.1.  A summary of all MKCCM activity will be presented at the AGM.    

1.6.2.  This summary will include all planned activities, activities achieved, those not 

achieved and why, a financial statement and any relevant information relating 

to MKCCM. 

 

1.7.    Communication with the Chairman of the Company Board 

 

1.7.1.  A pre-Board meeting will take place between the City Centre Manager and the 

Chairman.  

1.7.2.  A meeting will take place at least every 3 months between the Chairman of the 

Board and the whole Management Team. 

1.7.3.  As and when appropriate the Deputy Chairman of the Board will deputise for 

the Chairman. 

 

1.8.    Behaviour of Board Members 

 

1.8.1.  Where a Board member has a business, political or planning-related interest, 

either direct or indirect, in a MKCCM project, that interest should be declared at 

the outset of an agenda item and it will be at the discretion of the Board 

whether their right to vote will be withdrawn. 
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1.8.2.  All members will be required to adhere to the regulations as set out by the 

Companies Act 2006. 

 

1.9. Remuneration of Board Members 

 

1.9.1. No remuneration or expenses is payable to Board Members, however full  

insurance provision will be in place to cover their responsibilities in the 
Company. 

 

 

 



MKCCM Company Protocols v5 FINAL 150709 

5 

2.   The Management Team 

 

 

2.1 The Management Team Structure 

 

2.1.1. The management team will comprise – a) City Centre Manager, b) 

Communications Officer, c) Administrator 

 

2.2. Management of Staff 

 
2.2.1. Day to day management will be carried out by the City Centre Manager, who 

will report to the Chairman of the Board. 

2.2.2. All employer responsibilities including employment legislation, equal 

opportunities, and disciplinary/grievance procedures will be the responsibility of 

MKCCM and will be set out within a Staff Handbook. 

 

2.3. Performance Review 

 

2.3.1. Staff appraisals will be carried out twice per year. 

2.3.2. Appraisals of the Communications Officer and the Administrator will be carried 

out by the City Centre Manager and the Chairman of the Board. 

2.3.3. Appraisal of the City Centre Manager will be carried out by the Chairman and 

one nominated Director of the Board.  This will include a review of income 
targets achieved. 

2.3.4. Any concerns associated with the performance of staff members should be 

directed to the Chairman in the first instance. 

2.3.5. Remuneration will be dealt with by the Chairman and Finance Director of the 

Board following formal appraisals 

2.3.6. If a disciplinary or grievance occurs, a panel will be set up that will include the 

Chairman and one nominated Director of the Company Board. 

 

2.4. Termination of Staff Contracts 

 

2.4.1. The termination of all staff contracts will be the responsibility of the Chairman 

and one nominated Director of the Board and a final decision will only be made 

following a fair disciplinary process. 
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3.  Identity and Communications 

 

 

 

3.1. MKCCM Brand 

3.1.1. The MKCCM brand has been adopted for use on all company materials and 

communications.  

3.1.2. The logo and name is to be used on everything produced by MKCCM. 

3.1.3. When MKCCM is a partner of an initiative, appropriate design guidelines should 

be provided to ensure due credit is given to MKCCM. 
3.1.4. Full brand guidelines will be available as an annex to this document. 

 

3.2. Communications 

3.2.1. MKCCM has a branded website (with password areas), regular email 

communications plus marketing collateral including a business plan and 

summary.  Any changes/approvals for these will be sought from the Company 

Board only. 

3.2.2. Regular communication with all members’ is by email and at regular meetings 

of the Company. 

3.2.3. Any significant issues that arise between normal meetings and correspondence 

will be reported to the Company Board and then to all other members’. 

 

3.3. Access to Information 
3.3.1. All files, documents and records (both paper and electronic) are held by 

MKCCM and are registered with the Information Commissioner for data 

protection purposes. 

3.3.2. This information will be made available for public inspection provided 

reasonable notice has been given. 

 

3.4. Making Press Statements 

3.4.1. The City Centre Manager will be primarily responsible for speaking on behalf of 

MKCCM. 

3.4.2. When additional quotes are required this will be directed to the Chair or 

Directors of the Board following a briefing from the management team. 
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4. Financial Procedures  

 

 

4.1. Managing the Budget 

 

4.1.1. The City Centre Manager will be responsible for the day to day management of 

the budget and will be expected to report to the Company Board.  The ultimate 

responsibility for the budget will lie with the Company Board. 

 

4.2. Approval Limits 
 

4.2.1. When entering into contracts, assuming these are within the agreed budget 

limits, these will authorised by one Director.  All contracts to be held by 

Company Secretary with a copy held in the company office. 

4.2.2. All invoices to be initialled by a member of the City Centre Management team 

to confirm the goods/services have been received. 

4.2.3. The approval limits for signing off invoices will be as follows: 

For amounts up to £1,000 – the City Centre Manager. 

For amounts between £1,000 and up to £5,000 – two signatories are required, 

the City Centre Manager and one Director. 

For amounts over £5,000 – two Directors are required. 

4.2.4 All bank accounts to have a minimum of three directors as signatories.  All 

authority mandates should be set up with payments/cheques to be signed by 
two signatories.  

 

4.3. Contract Tendering 

 

4.3.1. All contracts over the value of £1,000 should be the subject of a competitive 

tendering exercise where at least three quotes are obtained, except where local 

circumstances dictate that only one service provider is relevant. 

4.3.2. In the event that a single tender is used, an exemption certificate must be 

completed to justify this course of action. 

 

4.4. Financial Reporting 

 

4.4.1. All financial information, apart from personal sensitive data, will be reported by 

the Finance Director to the Company Board. 

4.4.2. Any significant financial issues arising will be reported to the Chairman of the 

Board as soon as possible, and if it is considered appropriate will be reported to 

the Board. 

 

4.5. Disqualification from Membership 

 

4.5.1. Where a principal or associate funder is known to be intentionally in arrears of 

the membership subscription, membership will be withdrawn.   

 

4.6. Annual Budget Setting 

4.6.1. The budget and the agreed level of membership fees will be set annually based 

around the business plan project themes  

4.6.2. At its December meeting each year the Board will approve project theme 

budget allocations. These will be based on the principles within the existing 

business plan plus new project ideas introduced by businesses and sub groups 

over the course of the year.  

4.6.3. Between December and February the Operations group and Stakeholder Forum 

will meet to consider projects and project expenditure within the Board’s 

agreed overall theme allocations.  
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4.6.4. The Board will then meet in February to agree and sign off the budget.  

 

4.8. Annual Auditing 

4.8.1. Due to the partnership nature of the Company and the need for full 

transparency, an annual audit will always be carried out by external auditors. 
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1.  The Company Constitution 

 

 

1.1 Company Constitution 

 

1.1.1. The MKCCM Company is a company limited by guarantee. 

1.1.2. It has funding from principal and associate funders. 

1.1.3. It has a simple governance structure including a Company Board, an 

Operations Group and a Stakeholder Forum.   

1.1.4. In the event of winding up of the Company, any assets remaining will be 
distributed amongst the members’ existing at the time of dissolution in 

proportion to their contribution in the previous financial year or be transferred 

to a similar organisation within the local area. 

 

1.2. Company Board  

 

1.2.1. The Company Board is the legal Board of Directors of the Company made up of 

the principal funders (senior representatives – no maximum number), 

representatives of the associate funders (maximum of 3) and co-opted 

members as and when the Directors consider it appropriate.  

1.2.2. The Company Board is responsible for the overall direction of the Company, the 

finances and the management team together with focusing on the strategic 

direction of Central Milton Keynes. 
1.2.3. The Board has a quorum of two principal funders and one associate funder. 

1.2.4. It is chaired, preferably, by a business representative, and there is also a 

deputy chair.  Both positions are elected annually by the Directors of the 

Company at a board meeting. 

1.2.5. Board meetings are held four times per year.  

1.2.6. The papers include strategic direction of the Company and finances and are 

produced by the City Centre Management team. 

1.2.7. Annual budget setting is carried out by the Board. 

1.2.8. Appointments to the board are made annually via email nominations followed 

by voting at the AGM. Principal Funders will have the right to appoint a director 

to the Board.  Directors so appointed will continue in post until they resign or 

are removed by their appointing principal funder.  Associate Funders can elect 

up to 3 directors.  This will be done annually at the AGM.  Nominations may be 

made by email or post.    Principal Funders may not participate in the election 

of Associate Funder Directors.  Further Directors can also be co-opted by 

existing Directors.  The City Centre Manager will also be a Director of the 

company.  There will also be a Finance Director, responsible for the financial 

overview of the company and for reporting to the Board and the members as 

appropriate. 

1.2.9. Non-attendance at the Board for more than three consecutive meetings without 

good justification will result in termination of the place. 

 

1.3. Operations Group 

 

1.3.1. Membership of the Operations Group includes appropriate principal and 

associate funders plus co-opted members as and when the funders consider it 
appropriate.   

1.3.2. The Operations Group is focused on tangible delivery of projects and services. 

1.3.3. It is chaired by a Director of the Company with a direct interest in the 

operational agenda. The Chair of the Operations Group will be appointed by the 

board of directors annually. 

1.3.4. The Operations Group may have its own sub-groups as and when the need 

arises to focus on specific operations matters such as – Discover MK and the 

After8 CMK Group.   

1.3.5. Operations Group meetings are held six times per year.  
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1.3.6. The papers include project development and progress and these are produced 

by the City Centre Management team. 

1.3.7. Appointments to the Operations Group are made annually at the AGM.  

Additional members may be added during the year on an ad hoc basis. 

 

 

1.4. Stakeholder Forum  
 

1.4.1. Membership of the Stakeholder Forum includes principal and associate funders, 

elected representatives of the residents via the Town/Parish Councils plus co-

opted members with an interest in CMK that the funders consider appropriate. 

1.4.2. It is the forum for debate and exchange of views on any matters concerned 

with CMK.   

1.4.3. It is chaired by an appropriate member of the CMK community. The position of 

chair will be elected annually by members of MKCCM. 

1.4.4. Forum meetings are held four times per year.  

1.4.5. The papers include ideas and initiatives for the future of CMK and these are 

coordinated by the City Centre Management team. 

1.4.6. Appointments to the Stakeholder Forum are made annually at the AGM. 

Additional members may be added during the year on an ad hoc basis. 

 

1.5.    Company Annual General Meeting (AGM) 

 

1.5.1. The meeting is held once per year. 

1.5.2. The papers include a report on all activities of MKCCM including project 

progress, finances, staffing and overheads. 

1.5.3. Invitations to the AGM are sent to all MKCCM members’ and other interested 

parties. 

1.5.4. All appointments to the Company Board, Operations Group and Stakeholder 

Forum are presented for the coming year at this meeting. Additional members 

may be appointed during the year on an ad hoc basis, these will then be 

formalised at the subsequent AGM.  Under the Companies Act 2006 we no 

longer have to have an AGM, although we have decided that, as a membership 
organisation and with the need for transparency it is appropriate to do so.  

 

1.6.    Annual Report  

 

1.6.1.  A summary of all MKCCM activity will be presented at the AGM.    

1.6.2.  This summary will include all planned activities, activities achieved, those not 

achieved and why, a financial statement and any relevant information relating 

to MKCCM. 

 

1.7.    Communication with the Chairman of the Company Board 

 

1.7.1.  A pre-Board meeting will take place between the City Centre Manager and the 

Chairman.  

1.7.2.  A meeting will take place at least every 3 months between the Chairman of the 

Board and the whole Management Team. 

1.7.3.  As and when appropriate the Deputy Chairman of the Board will deputise for 

the Chairman. 

 

1.8.    Behaviour of Board Members 

 

1.8.1.  Where a Board member has a business, political or planning-related interest, 

either direct or indirect, in a MKCCM project, that interest should be declared at 

the outset of an agenda item and it will be at the discretion of the Board 

whether their right to vote will be withdrawn. 
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1.8.2.  All members will be required to adhere to the regulations as set out by the 

Companies Act 2006. 

 

1.9. Remuneration of Board Members 

 

1.9.1. No remuneration or expenses is payable to Board Members, however full  

insurance provision will be in place to cover their responsibilities in the 
Company. 
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2.   The Management Team 

 

 

2.1 The Management Team Structure 

 

2.1.1. The management team will comprise – a) City Centre Manager, b) 

Communications Officer, c) Administrator 

 

2.2. Management of Staff 

 
2.2.1. Day to day management will be carried out by the City Centre Manager, who 

will report to the Chairman of the Board. 

2.2.2. All employer responsibilities including employment legislation, equal 

opportunities, and disciplinary/grievance procedures will be the responsibility of 

MKCCM and will be set out within a Staff Handbook. 

 

2.3. Performance Review 

 

2.3.1. Staff appraisals will be carried out twice per year. 

2.3.2. Appraisals of the Communications Officer and the Administrator will be carried 

out by the City Centre Manager and the Chairman of the Board. 

2.3.3. Appraisal of the City Centre Manager will be carried out by the Chairman and 

one nominated Director of the Board.  This will include a review of income 
targets achieved. 

2.3.4. Any concerns associated with the performance of staff members should be 

directed to the Chairman in the first instance. 

2.3.5. Remuneration will be dealt with by the Chairman and Finance Director of the 

Board following formal appraisals 

2.3.6. If a disciplinary or grievance occurs, a panel will be set up that will include the 

Chairman and one nominated Director of the Company Board. 

 

2.4. Termination of Staff Contracts 

 

2.4.1. The termination of all staff contracts will be the responsibility of the Chairman 

and one nominated Director of the Board and a final decision will only be made 

following a fair disciplinary process. 
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3.  Identity and Communications 

 

 

 

3.1. MKCCM Brand 

3.1.1. The MKCCM brand has been adopted for use on all company materials and 

communications.  

3.1.2. The logo and name is to be used on everything produced by MKCCM. 

3.1.3. When MKCCM is a partner of an initiative, appropriate design guidelines should 

be provided to ensure due credit is given to MKCCM. 
3.1.4. Full brand guidelines will be available as an annex to this document. 

 

3.2. Communications 

3.2.1. MKCCM has a branded website (with password areas), regular email 

communications plus marketing collateral including a business plan and 

summary.  Any changes/approvals for these will be sought from the Company 

Board only. 

3.2.2. Regular communication with all members’ is by email and at regular meetings 

of the Company. 

3.2.3. Any significant issues that arise between normal meetings and correspondence 

will be reported to the Company Board and then to all other members’. 

 

3.3. Access to Information 
3.3.1. All files, documents and records (both paper and electronic) are held by 

MKCCM and are registered with the Information Commissioner for data 

protection purposes. 

3.3.2. This information will be made available for public inspection provided 

reasonable notice has been given. 

 

3.4. Making Press Statements 

3.4.1. The City Centre Manager will be primarily responsible for speaking on behalf of 

MKCCM. 

3.4.2. When additional quotes are required this will be directed to the Chair or 

Directors of the Board following a briefing from the management team. 
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4. Financial Procedures  

 

 

4.1. Managing the Budget 

 

4.1.1. The City Centre Manager will be responsible for the day to day management of 

the budget and will be expected to report to the Company Board.  The ultimate 

responsibility for the budget will lie with the Company Board. 

 

4.2. Approval Limits 
 

4.2.1. When entering into contracts, assuming these are within the agreed budget 

limits, these will authorised by one Director.  All contracts to be held by 

Company Secretary with a copy held in the company office. 

4.2.2. All invoices to be initialled by a member of the City Centre Management team 

to confirm the goods/services have been received. 

4.2.3. The approval limits for signing off invoices will be as follows: 

For amounts up to £1,000 – the City Centre Manager. 

For amounts between £1,000 and up to £5,000 – two signatories are required, 

the City Centre Manager and one Director. 

For amounts over £5,000 – two Directors are required. 

4.2.4 All bank accounts to have a minimum of three directors as signatories.  All 

authority mandates should be set up with payments/cheques to be signed by 
two signatories.  

 

4.3. Contract Tendering 

 

4.3.1. All contracts over the value of £1,000 should be the subject of a competitive 

tendering exercise where at least three quotes are obtained, except where local 

circumstances dictate that only one service provider is relevant. 

4.3.2. In the event that a single tender is used, an exemption certificate must be 

completed to justify this course of action. 

 

4.4. Financial Reporting 

 

4.4.1. All financial information, apart from personal sensitive data, will be reported by 

the Finance Director to the Company Board. 

4.4.2. Any significant financial issues arising will be reported to the Chairman of the 

Board as soon as possible, and if it is considered appropriate will be reported to 

the Board. 

 

4.5. Disqualification from Membership 

 

4.5.1. Where a principal or associate funder is known to be intentionally in arrears of 

the membership subscription, membership will be withdrawn.   

 

4.6. Annual Budget Setting 

4.6.1. The budget and the agreed level of membership fees will be set annually based 

around the business plan project themes  

4.6.2. At its December meeting each year the Board will approve project theme 

budget allocations. These will be based on the principles within the existing 

business plan plus new project ideas introduced by businesses and sub groups 

over the course of the year.  

4.6.3. Between December and February the Operations group and Stakeholder Forum 

will meet to consider projects and project expenditure within the Board’s 

agreed overall theme allocations.  
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4.6.4. The Board will then meet in February to agree and sign off the budget.  

 

4.8. Annual Auditing 

4.8.1. Due to the partnership nature of the Company and the need for full 

transparency, an annual audit will always be carried out by external auditors. 
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1.  The Company Constitution 

 

 

1.1 Company Constitution 

 

1.1.1. The MKCCM Company is a company limited by guarantee. 

1.1.2. It has funding from principal and associate funders. 

1.1.3. It has a simple governance structure including a Company Board, an 

Operations Group and a Stakeholder Forum.   

1.1.4. In the event of winding up of the Company, any assets remaining will be 
distributed amongst the members’ existing at the time of dissolution in 

proportion to their contribution in the previous financial year or be transferred 

to a similar organisation within the local area. 

 

1.2. Company Board  

 

1.2.1. The Company Board is the legal Board of Directors of the Company made up of 

the principal funders (senior representatives – no maximum number), 

representatives of the associate funders (maximum of 3) and co-opted 

members as and when the Directors consider it appropriate.  

1.2.2. The Company Board is responsible for the overall direction of the Company, the 

finances and the management team together with focusing on the strategic 

direction of Central Milton Keynes. 
1.2.3. The Board has a quorum of two principal funders and one associate funder. 

1.2.4. It is chaired, preferably, by a business representative, and there is also a 

deputy chair.  Both positions are elected annually by the Directors of the 

Company at a board meeting. 

1.2.5. Board meetings are held four times per year.  

1.2.6. The papers include strategic direction of the Company and finances and are 

produced by the City Centre Management team. 

1.2.7. Annual budget setting is carried out by the Board. 

1.2.8. Appointments to the board are made annually via email nominations followed 

by voting at the AGM. Principal Funders will have the right to appoint a director 

to the Board.  Directors so appointed will continue in post until they resign or 

are removed by their appointing principal funder.  Associate Funders can elect 

up to 3 directors.  This will be done annually at the AGM.  Nominations may be 

made by email or post.    Principal Funders may not participate in the election 

of Associate Funder Directors.  Further Directors can also be co-opted by 

existing Directors.  The City Centre Manager will also be a Director of the 

company.  There will also be a Finance Director, responsible for the financial 

overview of the company and for reporting to the Board and the members as 

appropriate. 

1.2.9. Non-attendance at the Board for more than three consecutive meetings without 

good justification will result in termination of the place. 

 

1.3. Operations Group 

 

1.3.1. Membership of the Operations Group includes appropriate principal and 

associate funders plus co-opted members as and when the funders consider it 
appropriate.   

1.3.2. The Operations Group is focused on tangible delivery of projects and services. 

1.3.3. It is chaired by a Director of the Company with a direct interest in the 

operational agenda. The Chair of the Operations Group will be appointed by the 

board of directors annually. 

1.3.4. The Operations Group may have its own sub-groups as and when the need 

arises to focus on specific operations matters such as – Discover MK and the 

After8 CMK Group.   

1.3.5. Operations Group meetings are held six times per year.  
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1.3.6. The papers include project development and progress and these are produced 

by the City Centre Management team. 

1.3.7. Appointments to the Operations Group are made annually at the AGM.  

Additional members may be added during the year on an ad hoc basis. 

 

 

1.4. Stakeholder Forum  
 

1.4.1. Membership of the Stakeholder Forum includes principal and associate funders, 

elected representatives of the residents via the Town/Parish Councils plus co-

opted members with an interest in CMK that the funders consider appropriate. 

1.4.2. It is the forum for debate and exchange of views on any matters concerned 

with CMK.   

1.4.3. It is chaired by an appropriate member of the CMK community. The position of 

chair will be elected annually by members of MKCCM. 

1.4.4. Forum meetings are held four times per year.  

1.4.5. The papers include ideas and initiatives for the future of CMK and these are 

coordinated by the City Centre Management team. 

1.4.6. Appointments to the Stakeholder Forum are made annually at the AGM. 

Additional members may be added during the year on an ad hoc basis. 

 

1.5.    Company Annual General Meeting (AGM) 

 

1.5.1. The meeting is held once per year. 

1.5.2. The papers include a report on all activities of MKCCM including project 

progress, finances, staffing and overheads. 

1.5.3. Invitations to the AGM are sent to all MKCCM members’ and other interested 

parties. 

1.5.4. All appointments to the Company Board, Operations Group and Stakeholder 

Forum are presented for the coming year at this meeting. Additional members 

may be appointed during the year on an ad hoc basis, these will then be 

formalised at the subsequent AGM.  Under the Companies Act 2006 we no 

longer have to have an AGM, although we have decided that, as a membership 
organisation and with the need for transparency it is appropriate to do so.  

 

1.6.    Annual Report  

 

1.6.1.  A summary of all MKCCM activity will be presented at the AGM.    

1.6.2.  This summary will include all planned activities, activities achieved, those not 

achieved and why, a financial statement and any relevant information relating 

to MKCCM. 

 

1.7.    Communication with the Chairman of the Company Board 

 

1.7.1.  A pre-Board meeting will take place between the City Centre Manager and the 

Chairman.  

1.7.2.  A meeting will take place at least every 3 months between the Chairman of the 

Board and the whole Management Team. 

1.7.3.  As and when appropriate the Deputy Chairman of the Board will deputise for 

the Chairman. 

 

1.8.    Behaviour of Board Members 

 

1.8.1.  Where a Board member has a business, political or planning-related interest, 

either direct or indirect, in a MKCCM project, that interest should be declared at 

the outset of an agenda item and it will be at the discretion of the Board 

whether their right to vote will be withdrawn. 
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1.8.2.  All members will be required to adhere to the regulations as set out by the 

Companies Act 2006. 

 

1.9. Remuneration of Board Members 

 

1.9.1. No remuneration or expenses is payable to Board Members, however full  

insurance provision will be in place to cover their responsibilities in the 
Company. 
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2.   The Management Team 

 

 

2.1 The Management Team Structure 

 

2.1.1. The management team will comprise – a) City Centre Manager, b) 

Communications Officer, c) Administrator 

 

2.2. Management of Staff 

 
2.2.1. Day to day management will be carried out by the City Centre Manager, who 

will report to the Chairman of the Board. 

2.2.2. All employer responsibilities including employment legislation, equal 

opportunities, and disciplinary/grievance procedures will be the responsibility of 

MKCCM and will be set out within a Staff Handbook. 

 

2.3. Performance Review 

 

2.3.1. Staff appraisals will be carried out twice per year. 

2.3.2. Appraisals of the Communications Officer and the Administrator will be carried 

out by the City Centre Manager and the Chairman of the Board. 

2.3.3. Appraisal of the City Centre Manager will be carried out by the Chairman and 

one nominated Director of the Board.  This will include a review of income 
targets achieved. 

2.3.4. Any concerns associated with the performance of staff members should be 

directed to the Chairman in the first instance. 

2.3.5. Remuneration will be dealt with by the Chairman and Finance Director of the 

Board following formal appraisals 

2.3.6. If a disciplinary or grievance occurs, a panel will be set up that will include the 

Chairman and one nominated Director of the Company Board. 

 

2.4. Termination of Staff Contracts 

 

2.4.1. The termination of all staff contracts will be the responsibility of the Chairman 

and one nominated Director of the Board and a final decision will only be made 

following a fair disciplinary process. 
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3.  Identity and Communications 

 

 

 

3.1. MKCCM Brand 

3.1.1. The MKCCM brand has been adopted for use on all company materials and 

communications.  

3.1.2. The logo and name is to be used on everything produced by MKCCM. 

3.1.3. When MKCCM is a partner of an initiative, appropriate design guidelines should 

be provided to ensure due credit is given to MKCCM. 
3.1.4. Full brand guidelines will be available as an annex to this document. 

 

3.2. Communications 

3.2.1. MKCCM has a branded website (with password areas), regular email 

communications plus marketing collateral including a business plan and 

summary.  Any changes/approvals for these will be sought from the Company 

Board only. 

3.2.2. Regular communication with all members’ is by email and at regular meetings 

of the Company. 

3.2.3. Any significant issues that arise between normal meetings and correspondence 

will be reported to the Company Board and then to all other members’. 

 

3.3. Access to Information 
3.3.1. All files, documents and records (both paper and electronic) are held by 

MKCCM and are registered with the Information Commissioner for data 

protection purposes. 

3.3.2. This information will be made available for public inspection provided 

reasonable notice has been given. 

 

3.4. Making Press Statements 

3.4.1. The City Centre Manager will be primarily responsible for speaking on behalf of 

MKCCM. 

3.4.2. When additional quotes are required this will be directed to the Chair or 

Directors of the Board following a briefing from the management team. 
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4. Financial Procedures  

 

 

4.1. Managing the Budget 

 

4.1.1. The City Centre Manager will be responsible for the day to day management of 

the budget and will be expected to report to the Company Board.  The ultimate 

responsibility for the budget will lie with the Company Board. 

 

4.2. Approval Limits 
 

4.2.1. When entering into contracts, assuming these are within the agreed budget 

limits, these will authorised by one Director.  All contracts to be held by 

Company Secretary with a copy held in the company office. 

4.2.2. All invoices to be initialled by a member of the City Centre Management team 

to confirm the goods/services have been received. 

4.2.3. The approval limits for signing off invoices will be as follows: 

For amounts up to £1,000 – the City Centre Manager. 

For amounts between £1,000 and up to £5,000 – two signatories are required, 

the City Centre Manager and one Director. 

For amounts over £5,000 – two Directors are required. 

4.2.4 All bank accounts to have a minimum of three directors as signatories.  All 

authority mandates should be set up with payments/cheques to be signed by 
two signatories.  

 

4.3. Contract Tendering 

 

4.3.1. All contracts over the value of £1,000 should be the subject of a competitive 

tendering exercise where at least three quotes are obtained, except where local 

circumstances dictate that only one service provider is relevant. 

4.3.2. In the event that a single tender is used, an exemption certificate must be 

completed to justify this course of action. 

 

4.4. Financial Reporting 

 

4.4.1. All financial information, apart from personal sensitive data, will be reported by 

the Finance Director to the Company Board. 

4.4.2. Any significant financial issues arising will be reported to the Chairman of the 

Board as soon as possible, and if it is considered appropriate will be reported to 

the Board. 

 

4.5. Disqualification from Membership 

 

4.5.1. Where a principal or associate funder is known to be intentionally in arrears of 

the membership subscription, membership will be withdrawn.   

 

4.6. Annual Budget Setting 

4.6.1. The budget and the agreed level of membership fees will be set annually based 

around the business plan project themes  

4.6.2. At its December meeting each year the Board will approve project theme 

budget allocations. These will be based on the principles within the existing 

business plan plus new project ideas introduced by businesses and sub groups 

over the course of the year.  

4.6.3. Between December and February the Operations group and Stakeholder Forum 

will meet to consider projects and project expenditure within the Board’s 

agreed overall theme allocations.  
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4.6.4. The Board will then meet in February to agree and sign off the budget.  

 

4.8. Annual Auditing 

4.8.1. Due to the partnership nature of the Company and the need for full 

transparency, an annual audit will always be carried out by external auditors. 

 
 
 



MKCCM Company Protocols v5 FINAL 150709 

1 

Milton Keynes City Centre Management 

Company Protocols 

 

 

Introduction 

 

The purpose of this document is to define the operating procedures of Milton Keynes 
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1.  The Company Constitution 

 

 

1.1 Company Constitution 

 

1.1.1. The MKCCM Company is a company limited by guarantee. 

1.1.2. It has funding from principal and associate funders. 

1.1.3. It has a simple governance structure including a Company Board, an 

Operations Group and a Stakeholder Forum.   

1.1.4. In the event of winding up of the Company, any assets remaining will be 
distributed amongst the members’ existing at the time of dissolution in 

proportion to their contribution in the previous financial year or be transferred 

to a similar organisation within the local area. 

 

1.2. Company Board  

 

1.2.1. The Company Board is the legal Board of Directors of the Company made up of 

the principal funders (senior representatives – no maximum number), 

representatives of the associate funders (maximum of 3) and co-opted 

members as and when the Directors consider it appropriate.  

1.2.2. The Company Board is responsible for the overall direction of the Company, the 

finances and the management team together with focusing on the strategic 

direction of Central Milton Keynes. 
1.2.3. The Board has a quorum of two principal funders and one associate funder. 

1.2.4. It is chaired, preferably, by a business representative, and there is also a 

deputy chair.  Both positions are elected annually by the Directors of the 

Company at a board meeting. 

1.2.5. Board meetings are held four times per year.  

1.2.6. The papers include strategic direction of the Company and finances and are 

produced by the City Centre Management team. 

1.2.7. Annual budget setting is carried out by the Board. 

1.2.8. Appointments to the board are made annually via email nominations followed 

by voting at the AGM. Principal Funders will have the right to appoint a director 

to the Board.  Directors so appointed will continue in post until they resign or 

are removed by their appointing principal funder.  Associate Funders can elect 

up to 3 directors.  This will be done annually at the AGM.  Nominations may be 

made by email or post.    Principal Funders may not participate in the election 

of Associate Funder Directors.  Further Directors can also be co-opted by 

existing Directors.  The City Centre Manager will also be a Director of the 

company.  There will also be a Finance Director, responsible for the financial 

overview of the company and for reporting to the Board and the members as 

appropriate. 

1.2.9. Non-attendance at the Board for more than three consecutive meetings without 

good justification will result in termination of the place. 

 

1.3. Operations Group 

 

1.3.1. Membership of the Operations Group includes appropriate principal and 

associate funders plus co-opted members as and when the funders consider it 
appropriate.   

1.3.2. The Operations Group is focused on tangible delivery of projects and services. 

1.3.3. It is chaired by a Director of the Company with a direct interest in the 

operational agenda. The Chair of the Operations Group will be appointed by the 

board of directors annually. 

1.3.4. The Operations Group may have its own sub-groups as and when the need 

arises to focus on specific operations matters such as – Discover MK and the 

After8 CMK Group.   

1.3.5. Operations Group meetings are held six times per year.  
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1.3.6. The papers include project development and progress and these are produced 

by the City Centre Management team. 

1.3.7. Appointments to the Operations Group are made annually at the AGM.  

Additional members may be added during the year on an ad hoc basis. 

 

 

1.4. Stakeholder Forum  
 

1.4.1. Membership of the Stakeholder Forum includes principal and associate funders, 

elected representatives of the residents via the Town/Parish Councils plus co-

opted members with an interest in CMK that the funders consider appropriate. 

1.4.2. It is the forum for debate and exchange of views on any matters concerned 

with CMK.   

1.4.3. It is chaired by an appropriate member of the CMK community. The position of 

chair will be elected annually by members of MKCCM. 

1.4.4. Forum meetings are held four times per year.  

1.4.5. The papers include ideas and initiatives for the future of CMK and these are 

coordinated by the City Centre Management team. 

1.4.6. Appointments to the Stakeholder Forum are made annually at the AGM. 

Additional members may be added during the year on an ad hoc basis. 

 

1.5.    Company Annual General Meeting (AGM) 

 

1.5.1. The meeting is held once per year. 

1.5.2. The papers include a report on all activities of MKCCM including project 

progress, finances, staffing and overheads. 

1.5.3. Invitations to the AGM are sent to all MKCCM members’ and other interested 

parties. 

1.5.4. All appointments to the Company Board, Operations Group and Stakeholder 

Forum are presented for the coming year at this meeting. Additional members 

may be appointed during the year on an ad hoc basis, these will then be 

formalised at the subsequent AGM.  Under the Companies Act 2006 we no 

longer have to have an AGM, although we have decided that, as a membership 
organisation and with the need for transparency it is appropriate to do so.  

 

1.6.    Annual Report  

 

1.6.1.  A summary of all MKCCM activity will be presented at the AGM.    

1.6.2.  This summary will include all planned activities, activities achieved, those not 

achieved and why, a financial statement and any relevant information relating 

to MKCCM. 

 

1.7.    Communication with the Chairman of the Company Board 

 

1.7.1.  A pre-Board meeting will take place between the City Centre Manager and the 

Chairman.  

1.7.2.  A meeting will take place at least every 3 months between the Chairman of the 

Board and the whole Management Team. 

1.7.3.  As and when appropriate the Deputy Chairman of the Board will deputise for 

the Chairman. 

 

1.8.    Behaviour of Board Members 

 

1.8.1.  Where a Board member has a business, political or planning-related interest, 

either direct or indirect, in a MKCCM project, that interest should be declared at 

the outset of an agenda item and it will be at the discretion of the Board 

whether their right to vote will be withdrawn. 
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1.8.2.  All members will be required to adhere to the regulations as set out by the 

Companies Act 2006. 

 

1.9. Remuneration of Board Members 

 

1.9.1. No remuneration or expenses is payable to Board Members, however full  

insurance provision will be in place to cover their responsibilities in the 
Company. 
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2.   The Management Team 

 

 

2.1 The Management Team Structure 

 

2.1.1. The management team will comprise – a) City Centre Manager, b) 

Communications Officer, c) Administrator 

 

2.2. Management of Staff 

 
2.2.1. Day to day management will be carried out by the City Centre Manager, who 

will report to the Chairman of the Board. 

2.2.2. All employer responsibilities including employment legislation, equal 

opportunities, and disciplinary/grievance procedures will be the responsibility of 

MKCCM and will be set out within a Staff Handbook. 

 

2.3. Performance Review 

 

2.3.1. Staff appraisals will be carried out twice per year. 

2.3.2. Appraisals of the Communications Officer and the Administrator will be carried 

out by the City Centre Manager and the Chairman of the Board. 

2.3.3. Appraisal of the City Centre Manager will be carried out by the Chairman and 

one nominated Director of the Board.  This will include a review of income 
targets achieved. 

2.3.4. Any concerns associated with the performance of staff members should be 

directed to the Chairman in the first instance. 

2.3.5. Remuneration will be dealt with by the Chairman and Finance Director of the 

Board following formal appraisals 

2.3.6. If a disciplinary or grievance occurs, a panel will be set up that will include the 

Chairman and one nominated Director of the Company Board. 

 

2.4. Termination of Staff Contracts 

 

2.4.1. The termination of all staff contracts will be the responsibility of the Chairman 

and one nominated Director of the Board and a final decision will only be made 

following a fair disciplinary process. 
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3.  Identity and Communications 

 

 

 

3.1. MKCCM Brand 

3.1.1. The MKCCM brand has been adopted for use on all company materials and 

communications.  

3.1.2. The logo and name is to be used on everything produced by MKCCM. 

3.1.3. When MKCCM is a partner of an initiative, appropriate design guidelines should 

be provided to ensure due credit is given to MKCCM. 
3.1.4. Full brand guidelines will be available as an annex to this document. 

 

3.2. Communications 

3.2.1. MKCCM has a branded website (with password areas), regular email 

communications plus marketing collateral including a business plan and 

summary.  Any changes/approvals for these will be sought from the Company 

Board only. 

3.2.2. Regular communication with all members’ is by email and at regular meetings 

of the Company. 

3.2.3. Any significant issues that arise between normal meetings and correspondence 

will be reported to the Company Board and then to all other members’. 

 

3.3. Access to Information 
3.3.1. All files, documents and records (both paper and electronic) are held by 

MKCCM and are registered with the Information Commissioner for data 

protection purposes. 

3.3.2. This information will be made available for public inspection provided 

reasonable notice has been given. 

 

3.4. Making Press Statements 

3.4.1. The City Centre Manager will be primarily responsible for speaking on behalf of 

MKCCM. 

3.4.2. When additional quotes are required this will be directed to the Chair or 

Directors of the Board following a briefing from the management team. 
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4. Financial Procedures  

 

 

4.1. Managing the Budget 

 

4.1.1. The City Centre Manager will be responsible for the day to day management of 

the budget and will be expected to report to the Company Board.  The ultimate 

responsibility for the budget will lie with the Company Board. 

 

4.2. Approval Limits 
 

4.2.1. When entering into contracts, assuming these are within the agreed budget 

limits, these will authorised by one Director.  All contracts to be held by 

Company Secretary with a copy held in the company office. 

4.2.2. All invoices to be initialled by a member of the City Centre Management team 

to confirm the goods/services have been received. 

4.2.3. The approval limits for signing off invoices will be as follows: 

For amounts up to £1,000 – the City Centre Manager. 

For amounts between £1,000 and up to £5,000 – two signatories are required, 

the City Centre Manager and one Director. 

For amounts over £5,000 – two Directors are required. 

4.2.4 All bank accounts to have a minimum of three directors as signatories.  All 

authority mandates should be set up with payments/cheques to be signed by 
two signatories.  

 

4.3. Contract Tendering 

 

4.3.1. All contracts over the value of £1,000 should be the subject of a competitive 

tendering exercise where at least three quotes are obtained, except where local 

circumstances dictate that only one service provider is relevant. 

4.3.2. In the event that a single tender is used, an exemption certificate must be 

completed to justify this course of action. 

 

4.4. Financial Reporting 

 

4.4.1. All financial information, apart from personal sensitive data, will be reported by 

the Finance Director to the Company Board. 

4.4.2. Any significant financial issues arising will be reported to the Chairman of the 

Board as soon as possible, and if it is considered appropriate will be reported to 

the Board. 

 

4.5. Disqualification from Membership 

 

4.5.1. Where a principal or associate funder is known to be intentionally in arrears of 

the membership subscription, membership will be withdrawn.   

 

4.6. Annual Budget Setting 

4.6.1. The budget and the agreed level of membership fees will be set annually based 

around the business plan project themes  

4.6.2. At its December meeting each year the Board will approve project theme 

budget allocations. These will be based on the principles within the existing 

business plan plus new project ideas introduced by businesses and sub groups 

over the course of the year.  

4.6.3. Between December and February the Operations group and Stakeholder Forum 

will meet to consider projects and project expenditure within the Board’s 

agreed overall theme allocations.  
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4.6.4. The Board will then meet in February to agree and sign off the budget.  

 

4.8. Annual Auditing 

4.8.1. Due to the partnership nature of the Company and the need for full 

transparency, an annual audit will always be carried out by external auditors. 
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1.  The Company Constitution 

 

 

1.1 Company Constitution 

 

1.1.1. The MKCCM Company is a company limited by guarantee. 

1.1.2. It has funding from principal and associate funders. 

1.1.3. It has a simple governance structure including a Company Board, an 

Operations Group and a Stakeholder Forum.   

1.1.4. In the event of winding up of the Company, any assets remaining will be 
distributed amongst the members’ existing at the time of dissolution in 

proportion to their contribution in the previous financial year or be transferred 

to a similar organisation within the local area. 

 

1.2. Company Board  

 

1.2.1. The Company Board is the legal Board of Directors of the Company made up of 

the principal funders (senior representatives – no maximum number), 

representatives of the associate funders (maximum of 3) and co-opted 

members as and when the Directors consider it appropriate.  

1.2.2. The Company Board is responsible for the overall direction of the Company, the 

finances and the management team together with focusing on the strategic 

direction of Central Milton Keynes. 
1.2.3. The Board has a quorum of two principal funders and one associate funder. 

1.2.4. It is chaired, preferably, by a business representative, and there is also a 

deputy chair.  Both positions are elected annually by the Directors of the 

Company at a board meeting. 

1.2.5. Board meetings are held four times per year.  

1.2.6. The papers include strategic direction of the Company and finances and are 

produced by the City Centre Management team. 

1.2.7. Annual budget setting is carried out by the Board. 

1.2.8. Appointments to the board are made annually via email nominations followed 

by voting at the AGM. Principal Funders will have the right to appoint a director 

to the Board.  Directors so appointed will continue in post until they resign or 

are removed by their appointing principal funder.  Associate Funders can elect 

up to 3 directors.  This will be done annually at the AGM.  Nominations may be 

made by email or post.    Principal Funders may not participate in the election 

of Associate Funder Directors.  Further Directors can also be co-opted by 

existing Directors.  The City Centre Manager will also be a Director of the 

company.  There will also be a Finance Director, responsible for the financial 

overview of the company and for reporting to the Board and the members as 

appropriate. 

1.2.9. Non-attendance at the Board for more than three consecutive meetings without 

good justification will result in termination of the place. 

 

1.3. Operations Group 

 

1.3.1. Membership of the Operations Group includes appropriate principal and 

associate funders plus co-opted members as and when the funders consider it 
appropriate.   

1.3.2. The Operations Group is focused on tangible delivery of projects and services. 

1.3.3. It is chaired by a Director of the Company with a direct interest in the 

operational agenda. The Chair of the Operations Group will be appointed by the 

board of directors annually. 

1.3.4. The Operations Group may have its own sub-groups as and when the need 

arises to focus on specific operations matters such as – Discover MK and the 

After8 CMK Group.   

1.3.5. Operations Group meetings are held six times per year.  
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1.3.6. The papers include project development and progress and these are produced 

by the City Centre Management team. 

1.3.7. Appointments to the Operations Group are made annually at the AGM.  

Additional members may be added during the year on an ad hoc basis. 

 

 

1.4. Stakeholder Forum  
 

1.4.1. Membership of the Stakeholder Forum includes principal and associate funders, 

elected representatives of the residents via the Town/Parish Councils plus co-

opted members with an interest in CMK that the funders consider appropriate. 

1.4.2. It is the forum for debate and exchange of views on any matters concerned 

with CMK.   

1.4.3. It is chaired by an appropriate member of the CMK community. The position of 

chair will be elected annually by members of MKCCM. 

1.4.4. Forum meetings are held four times per year.  

1.4.5. The papers include ideas and initiatives for the future of CMK and these are 

coordinated by the City Centre Management team. 

1.4.6. Appointments to the Stakeholder Forum are made annually at the AGM. 

Additional members may be added during the year on an ad hoc basis. 

 

1.5.    Company Annual General Meeting (AGM) 

 

1.5.1. The meeting is held once per year. 

1.5.2. The papers include a report on all activities of MKCCM including project 

progress, finances, staffing and overheads. 

1.5.3. Invitations to the AGM are sent to all MKCCM members’ and other interested 

parties. 

1.5.4. All appointments to the Company Board, Operations Group and Stakeholder 

Forum are presented for the coming year at this meeting. Additional members 

may be appointed during the year on an ad hoc basis, these will then be 

formalised at the subsequent AGM.  Under the Companies Act 2006 we no 

longer have to have an AGM, although we have decided that, as a membership 
organisation and with the need for transparency it is appropriate to do so.  

 

1.6.    Annual Report  

 

1.6.1.  A summary of all MKCCM activity will be presented at the AGM.    

1.6.2.  This summary will include all planned activities, activities achieved, those not 

achieved and why, a financial statement and any relevant information relating 

to MKCCM. 

 

1.7.    Communication with the Chairman of the Company Board 

 

1.7.1.  A pre-Board meeting will take place between the City Centre Manager and the 

Chairman.  

1.7.2.  A meeting will take place at least every 3 months between the Chairman of the 

Board and the whole Management Team. 

1.7.3.  As and when appropriate the Deputy Chairman of the Board will deputise for 

the Chairman. 

 

1.8.    Behaviour of Board Members 

 

1.8.1.  Where a Board member has a business, political or planning-related interest, 

either direct or indirect, in a MKCCM project, that interest should be declared at 

the outset of an agenda item and it will be at the discretion of the Board 

whether their right to vote will be withdrawn. 
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1.8.2.  All members will be required to adhere to the regulations as set out by the 

Companies Act 2006. 

 

1.9. Remuneration of Board Members 

 

1.9.1. No remuneration or expenses is payable to Board Members, however full  

insurance provision will be in place to cover their responsibilities in the 
Company. 
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2.   The Management Team 

 

 

2.1 The Management Team Structure 

 

2.1.1. The management team will comprise – a) City Centre Manager, b) 

Communications Officer, c) Administrator 

 

2.2. Management of Staff 

 
2.2.1. Day to day management will be carried out by the City Centre Manager, who 

will report to the Chairman of the Board. 

2.2.2. All employer responsibilities including employment legislation, equal 

opportunities, and disciplinary/grievance procedures will be the responsibility of 

MKCCM and will be set out within a Staff Handbook. 

 

2.3. Performance Review 

 

2.3.1. Staff appraisals will be carried out twice per year. 

2.3.2. Appraisals of the Communications Officer and the Administrator will be carried 

out by the City Centre Manager and the Chairman of the Board. 

2.3.3. Appraisal of the City Centre Manager will be carried out by the Chairman and 

one nominated Director of the Board.  This will include a review of income 
targets achieved. 

2.3.4. Any concerns associated with the performance of staff members should be 

directed to the Chairman in the first instance. 

2.3.5. Remuneration will be dealt with by the Chairman and Finance Director of the 

Board following formal appraisals 

2.3.6. If a disciplinary or grievance occurs, a panel will be set up that will include the 

Chairman and one nominated Director of the Company Board. 

 

2.4. Termination of Staff Contracts 

 

2.4.1. The termination of all staff contracts will be the responsibility of the Chairman 

and one nominated Director of the Board and a final decision will only be made 

following a fair disciplinary process. 
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3.  Identity and Communications 

 

 

 

3.1. MKCCM Brand 

3.1.1. The MKCCM brand has been adopted for use on all company materials and 

communications.  

3.1.2. The logo and name is to be used on everything produced by MKCCM. 

3.1.3. When MKCCM is a partner of an initiative, appropriate design guidelines should 

be provided to ensure due credit is given to MKCCM. 
3.1.4. Full brand guidelines will be available as an annex to this document. 

 

3.2. Communications 

3.2.1. MKCCM has a branded website (with password areas), regular email 

communications plus marketing collateral including a business plan and 

summary.  Any changes/approvals for these will be sought from the Company 

Board only. 

3.2.2. Regular communication with all members’ is by email and at regular meetings 

of the Company. 

3.2.3. Any significant issues that arise between normal meetings and correspondence 

will be reported to the Company Board and then to all other members’. 

 

3.3. Access to Information 
3.3.1. All files, documents and records (both paper and electronic) are held by 

MKCCM and are registered with the Information Commissioner for data 

protection purposes. 

3.3.2. This information will be made available for public inspection provided 

reasonable notice has been given. 

 

3.4. Making Press Statements 

3.4.1. The City Centre Manager will be primarily responsible for speaking on behalf of 

MKCCM. 

3.4.2. When additional quotes are required this will be directed to the Chair or 

Directors of the Board following a briefing from the management team. 
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4. Financial Procedures  

 

 

4.1. Managing the Budget 

 

4.1.1. The City Centre Manager will be responsible for the day to day management of 

the budget and will be expected to report to the Company Board.  The ultimate 

responsibility for the budget will lie with the Company Board. 

 

4.2. Approval Limits 
 

4.2.1. When entering into contracts, assuming these are within the agreed budget 

limits, these will authorised by one Director.  All contracts to be held by 

Company Secretary with a copy held in the company office. 

4.2.2. All invoices to be initialled by a member of the City Centre Management team 

to confirm the goods/services have been received. 

4.2.3. The approval limits for signing off invoices will be as follows: 

For amounts up to £1,000 – the City Centre Manager. 

For amounts between £1,000 and up to £5,000 – two signatories are required, 

the City Centre Manager and one Director. 

For amounts over £5,000 – two Directors are required. 

4.2.4 All bank accounts to have a minimum of three directors as signatories.  All 

authority mandates should be set up with payments/cheques to be signed by 
two signatories.  

 

4.3. Contract Tendering 

 

4.3.1. All contracts over the value of £1,000 should be the subject of a competitive 

tendering exercise where at least three quotes are obtained, except where local 

circumstances dictate that only one service provider is relevant. 

4.3.2. In the event that a single tender is used, an exemption certificate must be 

completed to justify this course of action. 

 

4.4. Financial Reporting 

 

4.4.1. All financial information, apart from personal sensitive data, will be reported by 

the Finance Director to the Company Board. 

4.4.2. Any significant financial issues arising will be reported to the Chairman of the 

Board as soon as possible, and if it is considered appropriate will be reported to 

the Board. 

 

4.5. Disqualification from Membership 

 

4.5.1. Where a principal or associate funder is known to be intentionally in arrears of 

the membership subscription, membership will be withdrawn.   

 

4.6. Annual Budget Setting 

4.6.1. The budget and the agreed level of membership fees will be set annually based 

around the business plan project themes  

4.6.2. At its December meeting each year the Board will approve project theme 

budget allocations. These will be based on the principles within the existing 

business plan plus new project ideas introduced by businesses and sub groups 

over the course of the year.  

4.6.3. Between December and February the Operations group and Stakeholder Forum 

will meet to consider projects and project expenditure within the Board’s 

agreed overall theme allocations.  
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4.6.4. The Board will then meet in February to agree and sign off the budget.  

 

4.8. Annual Auditing 

4.8.1. Due to the partnership nature of the Company and the need for full 

transparency, an annual audit will always be carried out by external auditors. 
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matter of course the contents of this document will be reviewed on a regular basis, 

and at least annually, to ensure continued relevance. 

 

Contents 

  

1 The Company Constitution 

The principles associated with the operation of the Company 

2 The Management Team 

Recruitment, management and performance of staff 

3 Identity and Communications 

Definition of the brand and identity of the Company and procedures 

covering communications 

4 Financial Procedures  

Financial reporting and budgets 

 

 

 



MKCCM Company Protocols v5 FINAL 150709 

2 

1.  The Company Constitution 

 

 

1.1 Company Constitution 

 

1.1.1. The MKCCM Company is a company limited by guarantee. 

1.1.2. It has funding from principal and associate funders. 

1.1.3. It has a simple governance structure including a Company Board, an 

Operations Group and a Stakeholder Forum.   

1.1.4. In the event of winding up of the Company, any assets remaining will be 
distributed amongst the members’ existing at the time of dissolution in 

proportion to their contribution in the previous financial year or be transferred 

to a similar organisation within the local area. 

 

1.2. Company Board  

 

1.2.1. The Company Board is the legal Board of Directors of the Company made up of 

the principal funders (senior representatives – no maximum number), 

representatives of the associate funders (maximum of 3) and co-opted 

members as and when the Directors consider it appropriate.  

1.2.2. The Company Board is responsible for the overall direction of the Company, the 

finances and the management team together with focusing on the strategic 

direction of Central Milton Keynes. 
1.2.3. The Board has a quorum of two principal funders and one associate funder. 

1.2.4. It is chaired, preferably, by a business representative, and there is also a 

deputy chair.  Both positions are elected annually by the Directors of the 

Company at a board meeting. 

1.2.5. Board meetings are held four times per year.  

1.2.6. The papers include strategic direction of the Company and finances and are 

produced by the City Centre Management team. 

1.2.7. Annual budget setting is carried out by the Board. 

1.2.8. Appointments to the board are made annually via email nominations followed 

by voting at the AGM. Principal Funders will have the right to appoint a director 

to the Board.  Directors so appointed will continue in post until they resign or 

are removed by their appointing principal funder.  Associate Funders can elect 

up to 3 directors.  This will be done annually at the AGM.  Nominations may be 

made by email or post.    Principal Funders may not participate in the election 

of Associate Funder Directors.  Further Directors can also be co-opted by 

existing Directors.  The City Centre Manager will also be a Director of the 

company.  There will also be a Finance Director, responsible for the financial 

overview of the company and for reporting to the Board and the members as 

appropriate. 

1.2.9. Non-attendance at the Board for more than three consecutive meetings without 

good justification will result in termination of the place. 

 

1.3. Operations Group 

 

1.3.1. Membership of the Operations Group includes appropriate principal and 

associate funders plus co-opted members as and when the funders consider it 
appropriate.   

1.3.2. The Operations Group is focused on tangible delivery of projects and services. 

1.3.3. It is chaired by a Director of the Company with a direct interest in the 

operational agenda. The Chair of the Operations Group will be appointed by the 

board of directors annually. 

1.3.4. The Operations Group may have its own sub-groups as and when the need 

arises to focus on specific operations matters such as – Discover MK and the 

After8 CMK Group.   

1.3.5. Operations Group meetings are held six times per year.  
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1.3.6. The papers include project development and progress and these are produced 

by the City Centre Management team. 

1.3.7. Appointments to the Operations Group are made annually at the AGM.  

Additional members may be added during the year on an ad hoc basis. 

 

 

1.4. Stakeholder Forum  
 

1.4.1. Membership of the Stakeholder Forum includes principal and associate funders, 

elected representatives of the residents via the Town/Parish Councils plus co-

opted members with an interest in CMK that the funders consider appropriate. 

1.4.2. It is the forum for debate and exchange of views on any matters concerned 

with CMK.   

1.4.3. It is chaired by an appropriate member of the CMK community. The position of 

chair will be elected annually by members of MKCCM. 

1.4.4. Forum meetings are held four times per year.  

1.4.5. The papers include ideas and initiatives for the future of CMK and these are 

coordinated by the City Centre Management team. 

1.4.6. Appointments to the Stakeholder Forum are made annually at the AGM. 

Additional members may be added during the year on an ad hoc basis. 

 

1.5.    Company Annual General Meeting (AGM) 

 

1.5.1. The meeting is held once per year. 

1.5.2. The papers include a report on all activities of MKCCM including project 

progress, finances, staffing and overheads. 

1.5.3. Invitations to the AGM are sent to all MKCCM members’ and other interested 

parties. 

1.5.4. All appointments to the Company Board, Operations Group and Stakeholder 

Forum are presented for the coming year at this meeting. Additional members 

may be appointed during the year on an ad hoc basis, these will then be 

formalised at the subsequent AGM.  Under the Companies Act 2006 we no 

longer have to have an AGM, although we have decided that, as a membership 
organisation and with the need for transparency it is appropriate to do so.  

 

1.6.    Annual Report  

 

1.6.1.  A summary of all MKCCM activity will be presented at the AGM.    

1.6.2.  This summary will include all planned activities, activities achieved, those not 

achieved and why, a financial statement and any relevant information relating 

to MKCCM. 

 

1.7.    Communication with the Chairman of the Company Board 

 

1.7.1.  A pre-Board meeting will take place between the City Centre Manager and the 

Chairman.  

1.7.2.  A meeting will take place at least every 3 months between the Chairman of the 

Board and the whole Management Team. 

1.7.3.  As and when appropriate the Deputy Chairman of the Board will deputise for 

the Chairman. 

 

1.8.    Behaviour of Board Members 

 

1.8.1.  Where a Board member has a business, political or planning-related interest, 

either direct or indirect, in a MKCCM project, that interest should be declared at 

the outset of an agenda item and it will be at the discretion of the Board 

whether their right to vote will be withdrawn. 
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1.8.2.  All members will be required to adhere to the regulations as set out by the 

Companies Act 2006. 

 

1.9. Remuneration of Board Members 

 

1.9.1. No remuneration or expenses is payable to Board Members, however full  

insurance provision will be in place to cover their responsibilities in the 
Company. 
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2.   The Management Team 

 

 

2.1 The Management Team Structure 

 

2.1.1. The management team will comprise – a) City Centre Manager, b) 

Communications Officer, c) Administrator 

 

2.2. Management of Staff 

 
2.2.1. Day to day management will be carried out by the City Centre Manager, who 

will report to the Chairman of the Board. 

2.2.2. All employer responsibilities including employment legislation, equal 

opportunities, and disciplinary/grievance procedures will be the responsibility of 

MKCCM and will be set out within a Staff Handbook. 

 

2.3. Performance Review 

 

2.3.1. Staff appraisals will be carried out twice per year. 

2.3.2. Appraisals of the Communications Officer and the Administrator will be carried 

out by the City Centre Manager and the Chairman of the Board. 

2.3.3. Appraisal of the City Centre Manager will be carried out by the Chairman and 

one nominated Director of the Board.  This will include a review of income 
targets achieved. 

2.3.4. Any concerns associated with the performance of staff members should be 

directed to the Chairman in the first instance. 

2.3.5. Remuneration will be dealt with by the Chairman and Finance Director of the 

Board following formal appraisals 

2.3.6. If a disciplinary or grievance occurs, a panel will be set up that will include the 

Chairman and one nominated Director of the Company Board. 

 

2.4. Termination of Staff Contracts 

 

2.4.1. The termination of all staff contracts will be the responsibility of the Chairman 

and one nominated Director of the Board and a final decision will only be made 

following a fair disciplinary process. 
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3.  Identity and Communications 

 

 

 

3.1. MKCCM Brand 

3.1.1. The MKCCM brand has been adopted for use on all company materials and 

communications.  

3.1.2. The logo and name is to be used on everything produced by MKCCM. 

3.1.3. When MKCCM is a partner of an initiative, appropriate design guidelines should 

be provided to ensure due credit is given to MKCCM. 
3.1.4. Full brand guidelines will be available as an annex to this document. 

 

3.2. Communications 

3.2.1. MKCCM has a branded website (with password areas), regular email 

communications plus marketing collateral including a business plan and 

summary.  Any changes/approvals for these will be sought from the Company 

Board only. 

3.2.2. Regular communication with all members’ is by email and at regular meetings 

of the Company. 

3.2.3. Any significant issues that arise between normal meetings and correspondence 

will be reported to the Company Board and then to all other members’. 

 

3.3. Access to Information 
3.3.1. All files, documents and records (both paper and electronic) are held by 

MKCCM and are registered with the Information Commissioner for data 

protection purposes. 

3.3.2. This information will be made available for public inspection provided 

reasonable notice has been given. 

 

3.4. Making Press Statements 

3.4.1. The City Centre Manager will be primarily responsible for speaking on behalf of 

MKCCM. 

3.4.2. When additional quotes are required this will be directed to the Chair or 

Directors of the Board following a briefing from the management team. 
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4. Financial Procedures  

 

 

4.1. Managing the Budget 

 

4.1.1. The City Centre Manager will be responsible for the day to day management of 

the budget and will be expected to report to the Company Board.  The ultimate 

responsibility for the budget will lie with the Company Board. 

 

4.2. Approval Limits 
 

4.2.1. When entering into contracts, assuming these are within the agreed budget 

limits, these will authorised by one Director.  All contracts to be held by 

Company Secretary with a copy held in the company office. 

4.2.2. All invoices to be initialled by a member of the City Centre Management team 

to confirm the goods/services have been received. 

4.2.3. The approval limits for signing off invoices will be as follows: 

For amounts up to £1,000 – the City Centre Manager. 

For amounts between £1,000 and up to £5,000 – two signatories are required, 

the City Centre Manager and one Director. 

For amounts over £5,000 – two Directors are required. 

4.2.4 All bank accounts to have a minimum of three directors as signatories.  All 

authority mandates should be set up with payments/cheques to be signed by 
two signatories.  

 

4.3. Contract Tendering 

 

4.3.1. All contracts over the value of £1,000 should be the subject of a competitive 

tendering exercise where at least three quotes are obtained, except where local 

circumstances dictate that only one service provider is relevant. 

4.3.2. In the event that a single tender is used, an exemption certificate must be 

completed to justify this course of action. 

 

4.4. Financial Reporting 

 

4.4.1. All financial information, apart from personal sensitive data, will be reported by 

the Finance Director to the Company Board. 

4.4.2. Any significant financial issues arising will be reported to the Chairman of the 

Board as soon as possible, and if it is considered appropriate will be reported to 

the Board. 

 

4.5. Disqualification from Membership 

 

4.5.1. Where a principal or associate funder is known to be intentionally in arrears of 

the membership subscription, membership will be withdrawn.   

 

4.6. Annual Budget Setting 

4.6.1. The budget and the agreed level of membership fees will be set annually based 

around the business plan project themes  

4.6.2. At its December meeting each year the Board will approve project theme 

budget allocations. These will be based on the principles within the existing 

business plan plus new project ideas introduced by businesses and sub groups 

over the course of the year.  

4.6.3. Between December and February the Operations group and Stakeholder Forum 

will meet to consider projects and project expenditure within the Board’s 

agreed overall theme allocations.  
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4.6.4. The Board will then meet in February to agree and sign off the budget.  

 

4.8. Annual Auditing 

4.8.1. Due to the partnership nature of the Company and the need for full 

transparency, an annual audit will always be carried out by external auditors. 
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1.  The Company Constitution 

 

 

1.1 Company Constitution 

 

1.1.1. The MKCCM Company is a company limited by guarantee. 

1.1.2. It has funding from principal and associate funders. 

1.1.3. It has a simple governance structure including a Company Board, an 

Operations Group and a Stakeholder Forum.   

1.1.4. In the event of winding up of the Company, any assets remaining will be 
distributed amongst the members’ existing at the time of dissolution in 

proportion to their contribution in the previous financial year or be transferred 

to a similar organisation within the local area. 

 

1.2. Company Board  

 

1.2.1. The Company Board is the legal Board of Directors of the Company made up of 

the principal funders (senior representatives – no maximum number), 

representatives of the associate funders (maximum of 3) and co-opted 

members as and when the Directors consider it appropriate.  

1.2.2. The Company Board is responsible for the overall direction of the Company, the 

finances and the management team together with focusing on the strategic 

direction of Central Milton Keynes. 
1.2.3. The Board has a quorum of two principal funders and one associate funder. 

1.2.4. It is chaired, preferably, by a business representative, and there is also a 

deputy chair.  Both positions are elected annually by the Directors of the 

Company at a board meeting. 

1.2.5. Board meetings are held four times per year.  

1.2.6. The papers include strategic direction of the Company and finances and are 

produced by the City Centre Management team. 

1.2.7. Annual budget setting is carried out by the Board. 

1.2.8. Appointments to the board are made annually via email nominations followed 

by voting at the AGM. Principal Funders will have the right to appoint a director 

to the Board.  Directors so appointed will continue in post until they resign or 

are removed by their appointing principal funder.  Associate Funders can elect 

up to 3 directors.  This will be done annually at the AGM.  Nominations may be 

made by email or post.    Principal Funders may not participate in the election 

of Associate Funder Directors.  Further Directors can also be co-opted by 

existing Directors.  The City Centre Manager will also be a Director of the 

company.  There will also be a Finance Director, responsible for the financial 

overview of the company and for reporting to the Board and the members as 

appropriate. 

1.2.9. Non-attendance at the Board for more than three consecutive meetings without 

good justification will result in termination of the place. 

 

1.3. Operations Group 

 

1.3.1. Membership of the Operations Group includes appropriate principal and 

associate funders plus co-opted members as and when the funders consider it 
appropriate.   

1.3.2. The Operations Group is focused on tangible delivery of projects and services. 

1.3.3. It is chaired by a Director of the Company with a direct interest in the 

operational agenda. The Chair of the Operations Group will be appointed by the 

board of directors annually. 

1.3.4. The Operations Group may have its own sub-groups as and when the need 

arises to focus on specific operations matters such as – Discover MK and the 

After8 CMK Group.   

1.3.5. Operations Group meetings are held six times per year.  
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1.3.6. The papers include project development and progress and these are produced 

by the City Centre Management team. 

1.3.7. Appointments to the Operations Group are made annually at the AGM.  

Additional members may be added during the year on an ad hoc basis. 

 

 

1.4. Stakeholder Forum  
 

1.4.1. Membership of the Stakeholder Forum includes principal and associate funders, 

elected representatives of the residents via the Town/Parish Councils plus co-

opted members with an interest in CMK that the funders consider appropriate. 

1.4.2. It is the forum for debate and exchange of views on any matters concerned 

with CMK.   

1.4.3. It is chaired by an appropriate member of the CMK community. The position of 

chair will be elected annually by members of MKCCM. 

1.4.4. Forum meetings are held four times per year.  

1.4.5. The papers include ideas and initiatives for the future of CMK and these are 

coordinated by the City Centre Management team. 

1.4.6. Appointments to the Stakeholder Forum are made annually at the AGM. 

Additional members may be added during the year on an ad hoc basis. 

 

1.5.    Company Annual General Meeting (AGM) 

 

1.5.1. The meeting is held once per year. 

1.5.2. The papers include a report on all activities of MKCCM including project 

progress, finances, staffing and overheads. 

1.5.3. Invitations to the AGM are sent to all MKCCM members’ and other interested 

parties. 

1.5.4. All appointments to the Company Board, Operations Group and Stakeholder 

Forum are presented for the coming year at this meeting. Additional members 

may be appointed during the year on an ad hoc basis, these will then be 

formalised at the subsequent AGM.  Under the Companies Act 2006 we no 

longer have to have an AGM, although we have decided that, as a membership 
organisation and with the need for transparency it is appropriate to do so.  

 

1.6.    Annual Report  

 

1.6.1.  A summary of all MKCCM activity will be presented at the AGM.    

1.6.2.  This summary will include all planned activities, activities achieved, those not 

achieved and why, a financial statement and any relevant information relating 

to MKCCM. 

 

1.7.    Communication with the Chairman of the Company Board 

 

1.7.1.  A pre-Board meeting will take place between the City Centre Manager and the 

Chairman.  

1.7.2.  A meeting will take place at least every 3 months between the Chairman of the 

Board and the whole Management Team. 

1.7.3.  As and when appropriate the Deputy Chairman of the Board will deputise for 

the Chairman. 

 

1.8.    Behaviour of Board Members 

 

1.8.1.  Where a Board member has a business, political or planning-related interest, 

either direct or indirect, in a MKCCM project, that interest should be declared at 

the outset of an agenda item and it will be at the discretion of the Board 

whether their right to vote will be withdrawn. 
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1.8.2.  All members will be required to adhere to the regulations as set out by the 

Companies Act 2006. 

 

1.9. Remuneration of Board Members 

 

1.9.1. No remuneration or expenses is payable to Board Members, however full  

insurance provision will be in place to cover their responsibilities in the 
Company. 
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2.   The Management Team 

 

 

2.1 The Management Team Structure 

 

2.1.1. The management team will comprise – a) City Centre Manager, b) 

Communications Officer, c) Administrator 

 

2.2. Management of Staff 

 
2.2.1. Day to day management will be carried out by the City Centre Manager, who 

will report to the Chairman of the Board. 

2.2.2. All employer responsibilities including employment legislation, equal 

opportunities, and disciplinary/grievance procedures will be the responsibility of 

MKCCM and will be set out within a Staff Handbook. 

 

2.3. Performance Review 

 

2.3.1. Staff appraisals will be carried out twice per year. 

2.3.2. Appraisals of the Communications Officer and the Administrator will be carried 

out by the City Centre Manager and the Chairman of the Board. 

2.3.3. Appraisal of the City Centre Manager will be carried out by the Chairman and 

one nominated Director of the Board.  This will include a review of income 
targets achieved. 

2.3.4. Any concerns associated with the performance of staff members should be 

directed to the Chairman in the first instance. 

2.3.5. Remuneration will be dealt with by the Chairman and Finance Director of the 

Board following formal appraisals 

2.3.6. If a disciplinary or grievance occurs, a panel will be set up that will include the 

Chairman and one nominated Director of the Company Board. 

 

2.4. Termination of Staff Contracts 

 

2.4.1. The termination of all staff contracts will be the responsibility of the Chairman 

and one nominated Director of the Board and a final decision will only be made 

following a fair disciplinary process. 
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3.  Identity and Communications 

 

 

 

3.1. MKCCM Brand 

3.1.1. The MKCCM brand has been adopted for use on all company materials and 

communications.  

3.1.2. The logo and name is to be used on everything produced by MKCCM. 

3.1.3. When MKCCM is a partner of an initiative, appropriate design guidelines should 

be provided to ensure due credit is given to MKCCM. 
3.1.4. Full brand guidelines will be available as an annex to this document. 

 

3.2. Communications 

3.2.1. MKCCM has a branded website (with password areas), regular email 

communications plus marketing collateral including a business plan and 

summary.  Any changes/approvals for these will be sought from the Company 

Board only. 

3.2.2. Regular communication with all members’ is by email and at regular meetings 

of the Company. 

3.2.3. Any significant issues that arise between normal meetings and correspondence 

will be reported to the Company Board and then to all other members’. 

 

3.3. Access to Information 
3.3.1. All files, documents and records (both paper and electronic) are held by 

MKCCM and are registered with the Information Commissioner for data 

protection purposes. 

3.3.2. This information will be made available for public inspection provided 

reasonable notice has been given. 

 

3.4. Making Press Statements 

3.4.1. The City Centre Manager will be primarily responsible for speaking on behalf of 

MKCCM. 

3.4.2. When additional quotes are required this will be directed to the Chair or 

Directors of the Board following a briefing from the management team. 
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4. Financial Procedures  

 

 

4.1. Managing the Budget 

 

4.1.1. The City Centre Manager will be responsible for the day to day management of 

the budget and will be expected to report to the Company Board.  The ultimate 

responsibility for the budget will lie with the Company Board. 

 

4.2. Approval Limits 
 

4.2.1. When entering into contracts, assuming these are within the agreed budget 

limits, these will authorised by one Director.  All contracts to be held by 

Company Secretary with a copy held in the company office. 

4.2.2. All invoices to be initialled by a member of the City Centre Management team 

to confirm the goods/services have been received. 

4.2.3. The approval limits for signing off invoices will be as follows: 

For amounts up to £1,000 – the City Centre Manager. 

For amounts between £1,000 and up to £5,000 – two signatories are required, 

the City Centre Manager and one Director. 

For amounts over £5,000 – two Directors are required. 

4.2.4 All bank accounts to have a minimum of three directors as signatories.  All 

authority mandates should be set up with payments/cheques to be signed by 
two signatories.  

 

4.3. Contract Tendering 

 

4.3.1. All contracts over the value of £1,000 should be the subject of a competitive 

tendering exercise where at least three quotes are obtained, except where local 

circumstances dictate that only one service provider is relevant. 

4.3.2. In the event that a single tender is used, an exemption certificate must be 

completed to justify this course of action. 

 

4.4. Financial Reporting 

 

4.4.1. All financial information, apart from personal sensitive data, will be reported by 

the Finance Director to the Company Board. 

4.4.2. Any significant financial issues arising will be reported to the Chairman of the 

Board as soon as possible, and if it is considered appropriate will be reported to 

the Board. 

 

4.5. Disqualification from Membership 

 

4.5.1. Where a principal or associate funder is known to be intentionally in arrears of 

the membership subscription, membership will be withdrawn.   

 

4.6. Annual Budget Setting 

4.6.1. The budget and the agreed level of membership fees will be set annually based 

around the business plan project themes  

4.6.2. At its December meeting each year the Board will approve project theme 

budget allocations. These will be based on the principles within the existing 

business plan plus new project ideas introduced by businesses and sub groups 

over the course of the year.  

4.6.3. Between December and February the Operations group and Stakeholder Forum 

will meet to consider projects and project expenditure within the Board’s 

agreed overall theme allocations.  
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4.6.4. The Board will then meet in February to agree and sign off the budget.  

 

4.8. Annual Auditing 

4.8.1. Due to the partnership nature of the Company and the need for full 

transparency, an annual audit will always be carried out by external auditors. 
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1.  The Company Constitution 

 

 

1.1 Company Constitution 

 

1.1.1. The MKCCM Company is a company limited by guarantee. 

1.1.2. It has funding from principal and associate funders. 

1.1.3. It has a simple governance structure including a Company Board, an 

Operations Group and a Stakeholder Forum.   

1.1.4. In the event of winding up of the Company, any assets remaining will be 
distributed amongst the members’ existing at the time of dissolution in 

proportion to their contribution in the previous financial year or be transferred 

to a similar organisation within the local area. 

 

1.2. Company Board  

 

1.2.1. The Company Board is the legal Board of Directors of the Company made up of 

the principal funders (senior representatives – no maximum number), 

representatives of the associate funders (maximum of 3) and co-opted 

members as and when the Directors consider it appropriate.  

1.2.2. The Company Board is responsible for the overall direction of the Company, the 

finances and the management team together with focusing on the strategic 

direction of Central Milton Keynes. 
1.2.3. The Board has a quorum of two principal funders and one associate funder. 

1.2.4. It is chaired, preferably, by a business representative, and there is also a 

deputy chair.  Both positions are elected annually by the Directors of the 

Company at a board meeting. 

1.2.5. Board meetings are held four times per year.  

1.2.6. The papers include strategic direction of the Company and finances and are 

produced by the City Centre Management team. 

1.2.7. Annual budget setting is carried out by the Board. 

1.2.8. Appointments to the board are made annually via email nominations followed 

by voting at the AGM. Principal Funders will have the right to appoint a director 

to the Board.  Directors so appointed will continue in post until they resign or 

are removed by their appointing principal funder.  Associate Funders can elect 

up to 3 directors.  This will be done annually at the AGM.  Nominations may be 

made by email or post.    Principal Funders may not participate in the election 

of Associate Funder Directors.  Further Directors can also be co-opted by 

existing Directors.  The City Centre Manager will also be a Director of the 

company.  There will also be a Finance Director, responsible for the financial 

overview of the company and for reporting to the Board and the members as 

appropriate. 

1.2.9. Non-attendance at the Board for more than three consecutive meetings without 

good justification will result in termination of the place. 

 

1.3. Operations Group 

 

1.3.1. Membership of the Operations Group includes appropriate principal and 

associate funders plus co-opted members as and when the funders consider it 
appropriate.   

1.3.2. The Operations Group is focused on tangible delivery of projects and services. 

1.3.3. It is chaired by a Director of the Company with a direct interest in the 

operational agenda. The Chair of the Operations Group will be appointed by the 

board of directors annually. 

1.3.4. The Operations Group may have its own sub-groups as and when the need 

arises to focus on specific operations matters such as – Discover MK and the 

After8 CMK Group.   

1.3.5. Operations Group meetings are held six times per year.  
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1.3.6. The papers include project development and progress and these are produced 

by the City Centre Management team. 

1.3.7. Appointments to the Operations Group are made annually at the AGM.  

Additional members may be added during the year on an ad hoc basis. 

 

 

1.4. Stakeholder Forum  
 

1.4.1. Membership of the Stakeholder Forum includes principal and associate funders, 

elected representatives of the residents via the Town/Parish Councils plus co-

opted members with an interest in CMK that the funders consider appropriate. 

1.4.2. It is the forum for debate and exchange of views on any matters concerned 

with CMK.   

1.4.3. It is chaired by an appropriate member of the CMK community. The position of 

chair will be elected annually by members of MKCCM. 

1.4.4. Forum meetings are held four times per year.  

1.4.5. The papers include ideas and initiatives for the future of CMK and these are 

coordinated by the City Centre Management team. 

1.4.6. Appointments to the Stakeholder Forum are made annually at the AGM. 

Additional members may be added during the year on an ad hoc basis. 

 

1.5.    Company Annual General Meeting (AGM) 

 

1.5.1. The meeting is held once per year. 

1.5.2. The papers include a report on all activities of MKCCM including project 

progress, finances, staffing and overheads. 

1.5.3. Invitations to the AGM are sent to all MKCCM members’ and other interested 

parties. 

1.5.4. All appointments to the Company Board, Operations Group and Stakeholder 

Forum are presented for the coming year at this meeting. Additional members 

may be appointed during the year on an ad hoc basis, these will then be 

formalised at the subsequent AGM.  Under the Companies Act 2006 we no 

longer have to have an AGM, although we have decided that, as a membership 
organisation and with the need for transparency it is appropriate to do so.  

 

1.6.    Annual Report  

 

1.6.1.  A summary of all MKCCM activity will be presented at the AGM.    

1.6.2.  This summary will include all planned activities, activities achieved, those not 

achieved and why, a financial statement and any relevant information relating 

to MKCCM. 

 

1.7.    Communication with the Chairman of the Company Board 

 

1.7.1.  A pre-Board meeting will take place between the City Centre Manager and the 

Chairman.  

1.7.2.  A meeting will take place at least every 3 months between the Chairman of the 

Board and the whole Management Team. 

1.7.3.  As and when appropriate the Deputy Chairman of the Board will deputise for 

the Chairman. 

 

1.8.    Behaviour of Board Members 

 

1.8.1.  Where a Board member has a business, political or planning-related interest, 

either direct or indirect, in a MKCCM project, that interest should be declared at 

the outset of an agenda item and it will be at the discretion of the Board 

whether their right to vote will be withdrawn. 
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1.8.2.  All members will be required to adhere to the regulations as set out by the 

Companies Act 2006. 

 

1.9. Remuneration of Board Members 

 

1.9.1. No remuneration or expenses is payable to Board Members, however full  

insurance provision will be in place to cover their responsibilities in the 
Company. 
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2.   The Management Team 

 

 

2.1 The Management Team Structure 

 

2.1.1. The management team will comprise – a) City Centre Manager, b) 

Communications Officer, c) Administrator 

 

2.2. Management of Staff 

 
2.2.1. Day to day management will be carried out by the City Centre Manager, who 

will report to the Chairman of the Board. 

2.2.2. All employer responsibilities including employment legislation, equal 

opportunities, and disciplinary/grievance procedures will be the responsibility of 

MKCCM and will be set out within a Staff Handbook. 

 

2.3. Performance Review 

 

2.3.1. Staff appraisals will be carried out twice per year. 

2.3.2. Appraisals of the Communications Officer and the Administrator will be carried 

out by the City Centre Manager and the Chairman of the Board. 

2.3.3. Appraisal of the City Centre Manager will be carried out by the Chairman and 

one nominated Director of the Board.  This will include a review of income 
targets achieved. 

2.3.4. Any concerns associated with the performance of staff members should be 

directed to the Chairman in the first instance. 

2.3.5. Remuneration will be dealt with by the Chairman and Finance Director of the 

Board following formal appraisals 

2.3.6. If a disciplinary or grievance occurs, a panel will be set up that will include the 

Chairman and one nominated Director of the Company Board. 

 

2.4. Termination of Staff Contracts 

 

2.4.1. The termination of all staff contracts will be the responsibility of the Chairman 

and one nominated Director of the Board and a final decision will only be made 

following a fair disciplinary process. 
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3.  Identity and Communications 

 

 

 

3.1. MKCCM Brand 

3.1.1. The MKCCM brand has been adopted for use on all company materials and 

communications.  

3.1.2. The logo and name is to be used on everything produced by MKCCM. 

3.1.3. When MKCCM is a partner of an initiative, appropriate design guidelines should 

be provided to ensure due credit is given to MKCCM. 
3.1.4. Full brand guidelines will be available as an annex to this document. 

 

3.2. Communications 

3.2.1. MKCCM has a branded website (with password areas), regular email 

communications plus marketing collateral including a business plan and 

summary.  Any changes/approvals for these will be sought from the Company 

Board only. 

3.2.2. Regular communication with all members’ is by email and at regular meetings 

of the Company. 

3.2.3. Any significant issues that arise between normal meetings and correspondence 

will be reported to the Company Board and then to all other members’. 

 

3.3. Access to Information 
3.3.1. All files, documents and records (both paper and electronic) are held by 

MKCCM and are registered with the Information Commissioner for data 

protection purposes. 

3.3.2. This information will be made available for public inspection provided 

reasonable notice has been given. 

 

3.4. Making Press Statements 

3.4.1. The City Centre Manager will be primarily responsible for speaking on behalf of 

MKCCM. 

3.4.2. When additional quotes are required this will be directed to the Chair or 

Directors of the Board following a briefing from the management team. 
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4. Financial Procedures  

 

 

4.1. Managing the Budget 

 

4.1.1. The City Centre Manager will be responsible for the day to day management of 

the budget and will be expected to report to the Company Board.  The ultimate 

responsibility for the budget will lie with the Company Board. 

 

4.2. Approval Limits 
 

4.2.1. When entering into contracts, assuming these are within the agreed budget 

limits, these will authorised by one Director.  All contracts to be held by 

Company Secretary with a copy held in the company office. 

4.2.2. All invoices to be initialled by a member of the City Centre Management team 

to confirm the goods/services have been received. 

4.2.3. The approval limits for signing off invoices will be as follows: 

For amounts up to £1,000 – the City Centre Manager. 

For amounts between £1,000 and up to £5,000 – two signatories are required, 

the City Centre Manager and one Director. 

For amounts over £5,000 – two Directors are required. 

4.2.4 All bank accounts to have a minimum of three directors as signatories.  All 

authority mandates should be set up with payments/cheques to be signed by 
two signatories.  

 

4.3. Contract Tendering 

 

4.3.1. All contracts over the value of £1,000 should be the subject of a competitive 

tendering exercise where at least three quotes are obtained, except where local 

circumstances dictate that only one service provider is relevant. 

4.3.2. In the event that a single tender is used, an exemption certificate must be 

completed to justify this course of action. 

 

4.4. Financial Reporting 

 

4.4.1. All financial information, apart from personal sensitive data, will be reported by 

the Finance Director to the Company Board. 

4.4.2. Any significant financial issues arising will be reported to the Chairman of the 

Board as soon as possible, and if it is considered appropriate will be reported to 

the Board. 

 

4.5. Disqualification from Membership 

 

4.5.1. Where a principal or associate funder is known to be intentionally in arrears of 

the membership subscription, membership will be withdrawn.   

 

4.6. Annual Budget Setting 

4.6.1. The budget and the agreed level of membership fees will be set annually based 

around the business plan project themes  

4.6.2. At its December meeting each year the Board will approve project theme 

budget allocations. These will be based on the principles within the existing 

business plan plus new project ideas introduced by businesses and sub groups 

over the course of the year.  

4.6.3. Between December and February the Operations group and Stakeholder Forum 

will meet to consider projects and project expenditure within the Board’s 

agreed overall theme allocations.  
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4.6.4. The Board will then meet in February to agree and sign off the budget.  

 

4.8. Annual Auditing 

4.8.1. Due to the partnership nature of the Company and the need for full 

transparency, an annual audit will always be carried out by external auditors. 
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Milton Keynes City Centre Management 

Company Protocols 

 

 

Introduction 

 

The purpose of this document is to define the operating procedures of Milton Keynes 

City Centre Management (MKCCM). 

 

The procedures are approved by the Company Board of MKCCM and as such future 
changes will not be made without consideration and approval by this board.  As a 

matter of course the contents of this document will be reviewed on a regular basis, 

and at least annually, to ensure continued relevance. 

 

Contents 

  

1 The Company Constitution 

The principles associated with the operation of the Company 

2 The Management Team 

Recruitment, management and performance of staff 

3 Identity and Communications 

Definition of the brand and identity of the Company and procedures 

covering communications 

4 Financial Procedures  

Financial reporting and budgets 
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1.  The Company Constitution 

 

 

1.1 Company Constitution 

 

1.1.1. The MKCCM Company is a company limited by guarantee. 

1.1.2. It has funding from principal and associate funders. 

1.1.3. It has a simple governance structure including a Company Board, an 

Operations Group and a Stakeholder Forum.   

1.1.4. In the event of winding up of the Company, any assets remaining will be 
distributed amongst the members’ existing at the time of dissolution in 

proportion to their contribution in the previous financial year or be transferred 

to a similar organisation within the local area. 

 

1.2. Company Board  

 

1.2.1. The Company Board is the legal Board of Directors of the Company made up of 

the principal funders (senior representatives – no maximum number), 

representatives of the associate funders (maximum of 3) and co-opted 

members as and when the Directors consider it appropriate.  

1.2.2. The Company Board is responsible for the overall direction of the Company, the 

finances and the management team together with focusing on the strategic 

direction of Central Milton Keynes. 
1.2.3. The Board has a quorum of two principal funders and one associate funder. 

1.2.4. It is chaired, preferably, by a business representative, and there is also a 

deputy chair.  Both positions are elected annually by the Directors of the 

Company at a board meeting. 

1.2.5. Board meetings are held four times per year.  

1.2.6. The papers include strategic direction of the Company and finances and are 

produced by the City Centre Management team. 

1.2.7. Annual budget setting is carried out by the Board. 

1.2.8. Appointments to the board are made annually via email nominations followed 

by voting at the AGM. Principal Funders will have the right to appoint a director 

to the Board.  Directors so appointed will continue in post until they resign or 

are removed by their appointing principal funder.  Associate Funders can elect 

up to 3 directors.  This will be done annually at the AGM.  Nominations may be 

made by email or post.    Principal Funders may not participate in the election 

of Associate Funder Directors.  Further Directors can also be co-opted by 

existing Directors.  The City Centre Manager will also be a Director of the 

company.  There will also be a Finance Director, responsible for the financial 

overview of the company and for reporting to the Board and the members as 

appropriate. 

1.2.9. Non-attendance at the Board for more than three consecutive meetings without 

good justification will result in termination of the place. 

 

1.3. Operations Group 

 

1.3.1. Membership of the Operations Group includes appropriate principal and 

associate funders plus co-opted members as and when the funders consider it 
appropriate.   

1.3.2. The Operations Group is focused on tangible delivery of projects and services. 

1.3.3. It is chaired by a Director of the Company with a direct interest in the 

operational agenda. The Chair of the Operations Group will be appointed by the 

board of directors annually. 

1.3.4. The Operations Group may have its own sub-groups as and when the need 

arises to focus on specific operations matters such as – Discover MK and the 

After8 CMK Group.   

1.3.5. Operations Group meetings are held six times per year.  
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1.3.6. The papers include project development and progress and these are produced 

by the City Centre Management team. 

1.3.7. Appointments to the Operations Group are made annually at the AGM.  

Additional members may be added during the year on an ad hoc basis. 

 

 

1.4. Stakeholder Forum  
 

1.4.1. Membership of the Stakeholder Forum includes principal and associate funders, 

elected representatives of the residents via the Town/Parish Councils plus co-

opted members with an interest in CMK that the funders consider appropriate. 

1.4.2. It is the forum for debate and exchange of views on any matters concerned 

with CMK.   

1.4.3. It is chaired by an appropriate member of the CMK community. The position of 

chair will be elected annually by members of MKCCM. 

1.4.4. Forum meetings are held four times per year.  

1.4.5. The papers include ideas and initiatives for the future of CMK and these are 

coordinated by the City Centre Management team. 

1.4.6. Appointments to the Stakeholder Forum are made annually at the AGM. 

Additional members may be added during the year on an ad hoc basis. 

 

1.5.    Company Annual General Meeting (AGM) 

 

1.5.1. The meeting is held once per year. 

1.5.2. The papers include a report on all activities of MKCCM including project 

progress, finances, staffing and overheads. 

1.5.3. Invitations to the AGM are sent to all MKCCM members’ and other interested 

parties. 

1.5.4. All appointments to the Company Board, Operations Group and Stakeholder 

Forum are presented for the coming year at this meeting. Additional members 

may be appointed during the year on an ad hoc basis, these will then be 

formalised at the subsequent AGM.  Under the Companies Act 2006 we no 

longer have to have an AGM, although we have decided that, as a membership 
organisation and with the need for transparency it is appropriate to do so.  

 

1.6.    Annual Report  

 

1.6.1.  A summary of all MKCCM activity will be presented at the AGM.    

1.6.2.  This summary will include all planned activities, activities achieved, those not 

achieved and why, a financial statement and any relevant information relating 

to MKCCM. 

 

1.7.    Communication with the Chairman of the Company Board 

 

1.7.1.  A pre-Board meeting will take place between the City Centre Manager and the 

Chairman.  

1.7.2.  A meeting will take place at least every 3 months between the Chairman of the 

Board and the whole Management Team. 

1.7.3.  As and when appropriate the Deputy Chairman of the Board will deputise for 

the Chairman. 

 

1.8.    Behaviour of Board Members 

 

1.8.1.  Where a Board member has a business, political or planning-related interest, 

either direct or indirect, in a MKCCM project, that interest should be declared at 

the outset of an agenda item and it will be at the discretion of the Board 

whether their right to vote will be withdrawn. 
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1.8.2.  All members will be required to adhere to the regulations as set out by the 

Companies Act 2006. 

 

1.9. Remuneration of Board Members 

 

1.9.1. No remuneration or expenses is payable to Board Members, however full  

insurance provision will be in place to cover their responsibilities in the 
Company. 
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2.   The Management Team 

 

 

2.1 The Management Team Structure 

 

2.1.1. The management team will comprise – a) City Centre Manager, b) 

Communications Officer, c) Administrator 

 

2.2. Management of Staff 

 
2.2.1. Day to day management will be carried out by the City Centre Manager, who 

will report to the Chairman of the Board. 

2.2.2. All employer responsibilities including employment legislation, equal 

opportunities, and disciplinary/grievance procedures will be the responsibility of 

MKCCM and will be set out within a Staff Handbook. 

 

2.3. Performance Review 

 

2.3.1. Staff appraisals will be carried out twice per year. 

2.3.2. Appraisals of the Communications Officer and the Administrator will be carried 

out by the City Centre Manager and the Chairman of the Board. 

2.3.3. Appraisal of the City Centre Manager will be carried out by the Chairman and 

one nominated Director of the Board.  This will include a review of income 
targets achieved. 

2.3.4. Any concerns associated with the performance of staff members should be 

directed to the Chairman in the first instance. 

2.3.5. Remuneration will be dealt with by the Chairman and Finance Director of the 

Board following formal appraisals 

2.3.6. If a disciplinary or grievance occurs, a panel will be set up that will include the 

Chairman and one nominated Director of the Company Board. 

 

2.4. Termination of Staff Contracts 

 

2.4.1. The termination of all staff contracts will be the responsibility of the Chairman 

and one nominated Director of the Board and a final decision will only be made 

following a fair disciplinary process. 
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3.  Identity and Communications 

 

 

 

3.1. MKCCM Brand 

3.1.1. The MKCCM brand has been adopted for use on all company materials and 

communications.  

3.1.2. The logo and name is to be used on everything produced by MKCCM. 

3.1.3. When MKCCM is a partner of an initiative, appropriate design guidelines should 

be provided to ensure due credit is given to MKCCM. 
3.1.4. Full brand guidelines will be available as an annex to this document. 

 

3.2. Communications 

3.2.1. MKCCM has a branded website (with password areas), regular email 

communications plus marketing collateral including a business plan and 

summary.  Any changes/approvals for these will be sought from the Company 

Board only. 

3.2.2. Regular communication with all members’ is by email and at regular meetings 

of the Company. 

3.2.3. Any significant issues that arise between normal meetings and correspondence 

will be reported to the Company Board and then to all other members’. 

 

3.3. Access to Information 
3.3.1. All files, documents and records (both paper and electronic) are held by 

MKCCM and are registered with the Information Commissioner for data 

protection purposes. 

3.3.2. This information will be made available for public inspection provided 

reasonable notice has been given. 

 

3.4. Making Press Statements 

3.4.1. The City Centre Manager will be primarily responsible for speaking on behalf of 

MKCCM. 

3.4.2. When additional quotes are required this will be directed to the Chair or 

Directors of the Board following a briefing from the management team. 
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4. Financial Procedures  

 

 

4.1. Managing the Budget 

 

4.1.1. The City Centre Manager will be responsible for the day to day management of 

the budget and will be expected to report to the Company Board.  The ultimate 

responsibility for the budget will lie with the Company Board. 

 

4.2. Approval Limits 
 

4.2.1. When entering into contracts, assuming these are within the agreed budget 

limits, these will authorised by one Director.  All contracts to be held by 

Company Secretary with a copy held in the company office. 

4.2.2. All invoices to be initialled by a member of the City Centre Management team 

to confirm the goods/services have been received. 

4.2.3. The approval limits for signing off invoices will be as follows: 

For amounts up to £1,000 – the City Centre Manager. 

For amounts between £1,000 and up to £5,000 – two signatories are required, 

the City Centre Manager and one Director. 

For amounts over £5,000 – two Directors are required. 

4.2.4 All bank accounts to have a minimum of three directors as signatories.  All 

authority mandates should be set up with payments/cheques to be signed by 
two signatories.  

 

4.3. Contract Tendering 

 

4.3.1. All contracts over the value of £1,000 should be the subject of a competitive 

tendering exercise where at least three quotes are obtained, except where local 

circumstances dictate that only one service provider is relevant. 

4.3.2. In the event that a single tender is used, an exemption certificate must be 

completed to justify this course of action. 

 

4.4. Financial Reporting 

 

4.4.1. All financial information, apart from personal sensitive data, will be reported by 

the Finance Director to the Company Board. 

4.4.2. Any significant financial issues arising will be reported to the Chairman of the 

Board as soon as possible, and if it is considered appropriate will be reported to 

the Board. 

 

4.5. Disqualification from Membership 

 

4.5.1. Where a principal or associate funder is known to be intentionally in arrears of 

the membership subscription, membership will be withdrawn.   

 

4.6. Annual Budget Setting 

4.6.1. The budget and the agreed level of membership fees will be set annually based 

around the business plan project themes  

4.6.2. At its December meeting each year the Board will approve project theme 

budget allocations. These will be based on the principles within the existing 

business plan plus new project ideas introduced by businesses and sub groups 

over the course of the year.  

4.6.3. Between December and February the Operations group and Stakeholder Forum 

will meet to consider projects and project expenditure within the Board’s 

agreed overall theme allocations.  
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4.6.4. The Board will then meet in February to agree and sign off the budget.  

 

4.8. Annual Auditing 

4.8.1. Due to the partnership nature of the Company and the need for full 

transparency, an annual audit will always be carried out by external auditors. 

 
 
 


