GUIDELINES FOR THE SERVICING OF COMMITTEES
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INTRODUCTION

1.
A large part of the College’s decision-making is carried out by committees.  It is essential for the efficiency of the College that these work effectively, that they make the right decisions, and that they do so with the minimum expenditure of staff time.

AIM

2.
The aim of this document is to guide committee chairmen, secretaries and members in the proper organisation of committee business and to provide them with standard formats for the documents required by the Council and by Council and Management Committees.

DEFINITIONS

3.
In these Guidelines:

a.
“Committee” refers to all the different types of collective body which the College has formally established to conduct its business, including:

· Committees and Sub-Committees;
· User Groups;
· Working Groups;
· Project Steering Groups and Project Management Teams.
b.
“Council Committees” refers to the Committees established by the College’s governing body, the Council, to help it to discharge its responsibilities for the governance of Imperial. There are six such Committees – the Audit Committee, the Risk Committee, the College Fund Board, the Remuneration Committee, the Nominations Committee and the Development Committee, as shown in the diagram at Annex A. 
c.
“Management Committees” refers to the Committees approved by the Management Board to conduct the day-to-day management and operational functions of the College. A diagram showing the Committees is at Annex A. 
d.
“In-line Committees” refers to those committees which report to an individual, usually the head of a support service division. Many of these will be “Advisory Committees” whose function is to provide the senior manager with expert advice, rather than to exercise any executive role.
e.
“User Committees” refers to those groups whose function is solely to provide user feedback to a senior manager on a particular issue, or range of issues.

f.
“Constitution” means the structure of a committee, ie. the number of members and their categories (for example, lay, ex officio, co-opted, etc.). 

g.
“Membership” means the actual persons who fill the places of which a committee is composed.

h.
“Committee Papers” and “Committee Documents” refer collectively to agendas, minutes of meetings, reports and papers written to inform committee members or to seek their approval for proposals. 

ESTABLISHMENT AND DISBANDMENT OF COMMITTEES

4.
There is a natural tendency in large organizations for committees to proliferate and this needs to be resisted. In the College the establishment of new committees must therefore be approved at the appropriate level. In the case of governing body committees approval will obviously be given by the Council and for Management Committees and all other central College committees, including project steering committees, approval must be obtained either from the Management Board. The establishment of in-line committees is, however, a matter for the individual senior managers to whom they report, but should conform to the guidelines in this document. 
5.
In each case a proposal to establish a new committee must contain:

a.
A clear justification for its creation, including a statement as to why its planned functions cannot be fulfilled by an existing committee; and

b.
Statements as to:

(1)
Whether it is to be a standing committee or one which is to be in existence for a limited period of time (for example, to complete a particular project).

(2)
Whether any existing committee(s) can be disbanded as a result of its introduction.

c.
A clear statement of its proposed:

(1)
Remit, i.e. its terms of reference.

(2)
Constitution, including whether or not alternates are acceptable.

(3)
Reporting line and frequency of reporting.

(4)
Frequency of meeting.

(5)
Quorum.

(6)
Restrictions on its powers of delegation, if any.
(7)
Reserved areas of business, if any.

6.
Terms of Reference.

a.
All committees must have formally drafted and approved terms of reference and defined constitutions and these should be publicised on the College’s web site as soon as possible. An example of the standard layout for terms of reference is given at Annex C.
b.
The terms of reference of all Council and Management Committees can be found on the College’s Central Secretariat website

7.
Naming of Committees. For consistency and to avoid confusion:

a.
The terms “Council” and “Board” are reserved for the College’s governing body and its Management Board respectively and should not be used in the names of other committees. 

b.
The term “Committee” should only be used if the body is intended to have a continuing existence.

c.
Where a body is being established for a finite period or to perform a task with a defined outcome, it should be called a “Steering Group”, “Working Group”, “Project Team” or “Working Party”, as appropriate.

8.
Reviews. Each committee should review its terms of reference and continued existence at least annually to ensure its continuing fitness for purpose. It should do the same for any committee reporting to it. Any committee serving no essential function should be disbanded. The Secretaries of Council and Management Committees who consider that a body they service falls into this category should consult the College Secretary in the first instance.

9 -15.
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MEMBERSHIP OF COMMITTEES

16.
Court and Council. The constitutions of the Court and Council are laid down in the College’s Statutes and can be found on the College’s Central Secretariat website.  In each case there is a majority of lay members.

17.
Council Committees. The constitutions of Council Committees are determined by the Council.

18.
Filling Vacancies on the Council and Council Committees.

a.
With certain exceptions, the responsibility for finding suitable candidates to fill any vacancies which occur in the membership of Council and Council Committees lies with the Council’s Nominations Committee. In such cases decisions on appointments rest with the Council, acting on that Committee’s recommendations.

b.
The exceptions are:

(1)
Chairman of the Court and Council. Where a new Chairman of the Council is to be appointed, the Council will establish a special Search Committee to identify and recommend the most appropriate candidate to it. 

(2)
Ex Officio. Those who are members by virtue of their post, such as the Rector and Deputy Rector.
(3)
Elections to the Council. Elections to vacancies on the Council are conducted annually by the Central Secretariat (Ordinance A3).

(5)
Senior Staff Members. The four Senior Staff Members on the Council are nominated by the Rector and are the three Faculty Principals and the Principal of the Business School.
19.
Filling Vacancies on the Court.

a. With certain exceptions, the responsibility for finding suitable candidates to fill any vacancies which occur in the membership of the Court lies with the Council’s Development Board. 

b. The exceptions are:

(1) Ex Officio. Those who are members by virtue of their post, such as the Members of the Council.

(2) Elections to the Court. Elections to vacancies on the Court are conducted annually by the Central Secretariat.
(3) Appointments by Outside Bodies.  Many appointments to the Court are made by outside bodies as laid down in Ordinance A7.
20.
Management Committees. The constitutions, memberships and the filling of any vacancies on Management Committees are decided by the Rector, as advised by the Management Board .

21.
In-Line Committees. The constitutions, memberships and the filling of any vacancies on in-line committees are matters for the individual senior managers who establish them.
22.
Selection of Committee Members.

a.
It is College policy that appointments to committees at all levels in the College should be made on merit, that is on the ability of candidates through their experience, knowledge and/or special expertise to contribute most effectively to the work of the committees concerned. Those making appointments are also required to pay due attention to the College’s Equal Opportunities Policy.  

b.
Individuals who are not members of College staff, including members of the College’s Council, may be invited to join committees where, through their particular experience and/ or expertise, they can make a valuable contribution to the Committee’s work. They should not be paid for their attendance, but may claim reasonable expenses.
c.
Members of the Council should only be invited to join advisory committees since it is important that they maintain a clear distinction between their role as Governors and any direct involvement in the management of the College. In particular, Governors who are members of the Council’s Audit Committee should not participate in committees specifically concerned with the College’s finances.
23 - 25.  Spare.

RESPONSIBILITIES

26.
Chairman.  The Chairman of a committee has overall responsibility for the Committee’s business. In particular, he or she must:

a.
Fully understand the Committee’s remit and know the limits of its business and powers.

b.
Be proactive in taking the Committee’s business forward.

c.
Manage the Committee’s business to ensure that it is conducted as efficiently and effectively as possible, both during and between meetings. For example, he or she should ensure that the size of the Committee is as small as is consistent with getting its work done and that its paperwork and the length of its meetings are both kept to the essential minimum.

d.
Keep the usefulness of the Committee under review and, when it has achieved its purpose, should not hesitate to arrange for its demise.

27.
Secretary.
A committee’s Secretary is not normally a member of the Committee, but has a key role in its success or failure. This includes the following responsibilities:

a.
Detailed management of the Committee’s business.  This involves organizing the dates and venues for the Committee’s meetings, the preparation of its agendas, monitoring the progress and scheduling of its business, and ensuring that its meetings run smoothly.

b.
Being thoroughly familiar with the Committee’s terms of reference so that he or she can give the Chairman, members and others concerned with the Committee’s business appropriate advice when needed.

c.
Being aware of the wider context in which the Committee operates and, in particular, being able to relate its business to the College’s strategic priorities and assess whether an item is handled most appropriately by that Committee.
d.
Briefing the Committee’s Chairman before meetings to ensure that any difficulties in transacting business are anticipated and appropriate strategies for handling them identified. For some senior committees with a wide range of business, briefing may best be undertaken by means of a written brief prepared by the Secretary in advance of a briefing meeting, for other committees a briefing meeting alone may be sufficient – each committee may set its own practice in this regard.

e.
Being familiar with the membership of the Committee, when the periods of office of the members expire, and the proper procedure for nominating replacement members.

f.
Taking the minutes of meetings (see Paragraphs 41-45) and ensuring that the necessary follow up action is taken (see Paragraphs 91-94). 

g.
Ensuring that the appropriate security measures are taken to restrict access to those minutes and papers which require special handling (see Paragraphs 50-51 below). 

28.
Members. Members must:
a.
Understand the Committee’s remit and know the limits of its business and powers.

b.
Be willing and able not only to attend the Committee’s meetings, but to give sufficient time to the Committee’s work outside its meetings. A person who does not attend meetings regularly, or otherwise delays the Committee’s business should be replaced.
c.
Ensure that they prepare themselves properly for meetings by reading the papers in advance, giving them due thought, and consulting others where appropriate. To attend a meeting without being properly prepared to make a full contribution is, at best, to waste the time of other members and reduce the effectiveness of the Committee overall and, at worst, to cause the Committee to make erroneous decisions.

d.
Ensure that they act, and are perceived to act, impartially in the best interests of the College and are not influenced by any personal business or social relationship. If they have any pecuniary, personal or family interest in any matter being discussed by the Committee, they should declare this conflict of interest as soon as practicable and take no part in the Committee’s discussion or decision-making on that subject.  
COMMITTEE DOCUMENTS

36.
Principles. It is important that the documents produced for a committee are: 

a.
Consistent in layout and style.

b.
Are written in good, clear English.

c.
Identify clearly those issues which require approval.

d.
Are as concise as is consistent with carrying forward the Committee’s business. As a guide, the main text of a committee paper should normally occupy no more than four sides of A4 paper.

37.
The principal documents employed by committees are Agendas, Minutes, Reports and Papers and the main guidelines for each are given below.

AGENDAS
38.
The Agenda is the first sheet of the papers for a meeting and acts as its programme. On it are summarised the items of business to be considered at the meeting, the order in which they are to be considered, and an indication of who is to introduce each. An example of an Agenda is given at Annex D.
39.
The main points to note are that:

a.
The heading of the Agenda contains the essential details defining the Meeting – the name of the Committee and the date, time and place of the Meeting.

b.
Wherever possible, the Agenda should not be cluttered with administrative information. This should be contained in a covering letter or e-mail, the most common items being:

(1)
Where the time or place of a meeting has changed since it was first planned, details of the new arrangements. If for some reason the Agenda is sent out without any covering correspondence, these details should be stated under the main heading and the attention of members should be drawn to this by bold type.
(2)
The Secretary’s own contact details for the benefit of members who need to send their apologies, or who have queries about the papers. If for some reason the Agenda is sent out without a covering message, such information should be given at the foot of the Agenda.

(3)
Any items which members are asked to bring with them, other than the papers distributed with the Agenda (for example, papers considered at an earlier meeting, or diaries so that the dates of future meetings can be discussed).

c.
The order of items on the Agenda should normally be as follows:

(1)
Minutes of the last Meeting.

(2)
Matters arising from the Minutes. This should be kept as short as possible by being limited to subjects which will not be covered later in the present Meeting under other agenda items.

(3)
Substantive major issues on which decisions are required (“decisions” in this context including recommendations to other committees). Wherever possible, items dealing with related subjects should be grouped together so that the Committee can discuss them in a logical sequence.

(4)
Other items requiring a decision (including reports from subordinate committees which contain recommendations for approval).
(5)
Matters for information and report which do not require decisions. Where the Committee is receiving papers solely for information and there is no requirement for these to be discussed, the papers may be listed as ‘starred’ items on the Agenda. (A common example would be the minutes of a subordinate committee). If a member decides that, on reading a ‘starred’ paper, it raises one or more issues which he or she feels the Committee ought to discuss, he or she should inform the Secretary as far in advance of the Meeting as possible so that the Secretary can, in turn, alert the Chairman and other members to the need to come to the Meeting prepared for this.

(6)
Any Other Business (other than Reserved Business). Members wishing to raise an item under ‘Any Other Business’ should inform the secretary in advance of the meeting.
(7)
The date and place of the Committee’s next meeting. 
(8)
Confidential and reserved areas of business (see Paragraph 50-51). Reserved business may, of course, be discussed at any appropriate point in the Agenda. However, it is often, as shown here, left to the end of the Agenda because this allows those excluded from it (for instance, those in attendance, external consultants/ contractors, students, etc.) to leave, having attended the whole of the rest of the Meeting without interruption.
40.
It is the Secretary’s responsibility to ensure that what is proposed in a committee paper falls within the powers of that Committee to resolve or recommend as defined by its terms of reference, and that, where it is proposed that another committee should consider something, the proposal also falls within that other Committee’s terms of reference.

MINUTES

41.
The Minutes are the records of meetings of the Committee, each being submitted for approval by the Committee at its next regular meeting. An example is provided at Annex E, together with a blank template at Annex F. Their purpose is to record clearly and concisely:
a.
The Committee’s formal recommendations and/or decisions.

b.
The papers or other information on which the Committee based those recommendation or decisions.
c.
The key points in those papers and in discussion which led the Committee to those conclusions.
42.
Minutes should not normally be a verbatim account of all the contributions made at a meeting. Thus, in the case of Management Committees, the Minutes should comprise a record of decisions taken and actions required, rather than lengthy reports of discussion.

43.
Recording of Confidential Matters. For the recording of reserved areas of business and other confidential matters see Paragraphs 50-51 below. 
44.
Responsibility for Actions. Actions can only be assigned to a member of the Committee.  Where the action will be carried out by another person, the committee member to whom the action has been assigned is responsible for ensuring that the instruction is passed on.  If an action is assigned to a person who is not present, it is the Secretary’s responsibility to ensure that the member is informed as soon as is practicable.

45.
Status of Minutes. Minutes may be:
a.
Draft. As initially written by the Secretary.

b.
Unconfirmed. Draft minutes which have been agreed by, or on the authority of, the Chairman for distribution prior to formal confirmation.

c.
Confirmed. Formally approved by the Committee. 

PAPERS AND REPORTS
46.
As indicated above, it is important that reports to committees and other committee papers are brief, clear and to the point, normally taking up no more than four sides of A4 paper, and if possible less. All detail should be consigned to concise annexes. The layout of a paper is shown at Annex G. 

47.
Reports and papers may be prepared by anyone, but can only be submitted by a member of the Committee or its Secretary. (This does not preclude that member from arranging, with the Chairman’s agreement, for his or her actual presentation of the item to be supported by someone who is not a committee member).

48.
Papers.

a.
A paper’s argument should be presented in the simplest and most concise way, a standard sequence being:

(1)
Introduction. This outlines the existing situation which has prompted the Paper’s proposal(s).
(2)
Aim. This states what the purpose of the Paper is. (For example, to seek the Committee’s approval for a course of action which the Paper is proposing). 

(3)
Discussion. 
(a)
This is a brief resumé of the key issues, including:

i.
The possible options and their respective advantages/ benefits and disadvantages.

ii.
The costs of each option.

iii.
Their associated risks.

(b)
Wherever possible, detailed supporting information should be placed in one or more annexes to the Paper, rather than in its main text. Stripping out the detail from the general narrative in this way will help the clarity of the Paper’s argument. However, the annexes themselves should be kept as concise as possible. 
(4)
Conclusions.
(5)
Recommendation(s).

(6)
Decision Required.

(a)
This is a statement of precisely what the Committee is being asked to do, for example, approve a recommended course of action, or choose one out of a range of options. Ambiguous or vague phrases, such as “approval in broad principle”, should be avoided.

(b)
Where appropriate, the statement should be in two sections:

i.
Immediate decisions required.

ii.
Future action required.

b.
The authorship of a paper must be clear to the reader, who may wish to raise questions of interpretation best dealt with before the meeting. For this reason the committee member submitting a paper is normally identified under its title in the form “A Paper by [member’s appointment]” and by his or her name or initials at the end of the main body of the Paper. Below this, the date at which the Paper was submitted may also be included, especially where it is important to distinguish between different versions of a paper, or where the Paper deals with a rapidly changing sequence of events and it is important for readers to know exactly when it was written.
49.
Reports.

a.
Each committee should report at least annually to its superior committee or to the senior manager who established it. The purpose of such reports is to provide an overview of the Committee’s activities since its previous report, including:

(1)
Any substantial success or failure in meeting its remit.

(2)
Any new or revised objectives.

(3)
Any significant trends or developments in its area of responsibility illustrated with simple graphs and diagrams, where appropriate.

(4)
Any key issues or challenges to be faced in the future.

b.
Reports should:

(1)
Be ‘by exception’, i.e. they should mention only significant issues, successes or failures – not attempt to list all the business which the Committee has conducted.

(2)
Like other committee papers, be kept short and to the point.

(3)
Not normally contain any recommendations, or require any decisions, on major issues, since these should be submitted as separate papers.

c.
An example of the layout of a simple report is attached at Annex H.
RESTRICTIONS ON ACCESS TO PAPERS

50.
Reserved Areas of Business. A committee may decide, or be instructed by its terms of reference, to limit consideration of certain topics to only a subset of its members. (
)For example, a committee with student members may require them to withdraw from meetings when it has to discuss matters relating to individual students or members of staff. Similarly, a project steering group may not wish to discuss funding matters with contractors present. Any papers referring to such reserved business must be circulated only to those members entitled to see it. In the same way, the committee’s discussion of such issues should be recorded in a confidential annex to the Minutes of its meeting and placed on a similarly limited distribution.

51.
Implications of the Freedom of Information Act 2000. As a general principle committee minutes and other papers should be made publicly available after they have been confirmed. This is the default position, both on the grounds that the College’s business should be conducted in an open and transparent manner and because wide access is desirable in that it helps to reduce requests under the Freedom of Information Act. However, just as access to reserved business should be restricted to those entitled to see it, so care should be taken not to make public information which can and should remain confidential under the terms of the Freedom of Information Act. Papers which fall into this category should not be published except to members of the committee or others entitled to see them and the record of any discussion of confidential matters at a meeting should be placed in an annex to the Minutes. In this way the annex can be simply removed from the body of the Minutes when they are published. Guidance on data which should not be published is available in the relevant Code of Practice at [link/ reference to follow]

LAYOUT OF COMMITTEE PAPERS

52.
Examples of the layout of Council and Management Committee documents are attached in Annexes C – K below. These are based on original papers, but with dates, names and other details changed. They are provided as examples of document layouts only and no attention should be paid to their content.

53.
Nomenclature for Papers. To avoid confusion, the titles of papers should conform to the following hierarchy:

a.
The terms “Charter” and “Statute(s)” are reserved for the College’s Royal Charter and Statutes.

b.
The term “Regulation(s)” is reserved for the College’s Regulations which support its Statutes. (The term “Ordinance(s)” is used by the University of London, but not by the College).

c.
The term “Policy” is reserved for documents setting out high-level College policy as defined by the Council, the Management Board and Operations Committee.

d.
The terms “Protocol(s)”, “Procedure(s)” and ”Code(s) of Practice” may be used at any level, but should normally be restricted to documents which set out courses of action which are mandatory.

e.
The terms “Guidance Notes” and “Guidelines” may be used at any level for documents which are advisory or which contain procedures which are not mandatory.

CIRCULATION OF COMMITTEE DOCUMENTS

54.
There may be occasions when papers need to be circulated in hard copy, for example, when the committee has external members who do not have access to e-mail, or where printed material has to be distributed. However, in the interests of speed committee papers should normally be distributed in electronic form, either by e-mail or by posting on File Exchange.

55.
If a committee considers the same paper on more than one occasion members should be asked on the agenda sheet to bring the previously circulated paper with them again to the meeting, rather than it being re-issued. 
56-60.
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REPORTING RELATIONSHIPS 

61.
Every committee should form part of the College’s overall structure, ie. no committee should exist as a free-standing entity responsible only to itself. It follows that, below the Council, every committee should have a reporting relationship either with the senior individual who has delegated its remit to it or with the superior committee which has done so and this should be specified in its terms of reference.

62.
Every committee should report at least annually to its superior and, again, the timing and frequency of reporting should be stipulated in its terms of reference. The timing of formal reports should never, however, prevent a committee from reporting immediately on any issues of particular importance or urgency.

63.
Unless the superior individual or committee directs otherwise, such reports should describe, where appropriate:

a.
The business the committee has undertaken over the period since its previous report, especially any matters discussed and/or decisions taken with significant policy or financial implications.

b.
The activities of any subordinate committees or other bodies.

c.
Its plans for future activities.

PREPARATIONS FOR MEETINGS

PLANNING
64.
It is essential that meetings are planned well in advance; indeed, it is good practice to arrange a committee’s meetings for an entire year ahead to ensure that the dates are in members’ diaries before these are filled with other commitments.  Consequently, as part of the agenda for a committee’s last meeting of the academic year, it should agree dates for all its meetings for the coming 12 months.

65.
Particular care should be taken to consider the Committee’s relationship with other committees so that meetings are timed to allow business to flow from one committee to the next most efficiently. For example, some matters may require approval first by the Management Board, then by the Council’s Audit Committee and finally by the Council itself. The Secretaries of committees in this kind of ‘chain’ should therefore liaise to ensure that the meetings for which they are respectively responsible are timed to allow this sequence of business to be achieved. 

DEADLINES

66.
A committee can only operate effectively if its documents are produced in time for members to read them and give them proper consideration (including, if necessary, further research) before the meeting at which the papers are to be discussed. For Council and Management Committees the Secretary’s aim must therefore be to despatch the papers so that they reach members four clear working days before the meeting. This, in turn, means that he or she should set the deadline for papers to be submitted as seven days before the meeting

67.
The Secretary should check all items of business proposed for inclusion on the agenda for a meeting to ensure that they are consistent with the Committee’s terms of reference and that time is not wasted chasing or waiting for inappropriate business. 

68.
To ensure that deadlines are kept:

a.
The Secretary should maintain a ‘rolling schedule’ of business for future meetings. This should include recurrent items, and one-off items which a committee has specified should be reviewed again at a particular time (for example, x to be reviewed in two years’ time, or in the Summer Term of 201x). This system allows draft agendas to be drawn up in advance and helps to identify papers which may require early planning and extensive preparation.

b.
The Secretary should issue a draft Agenda and Call for Papers well in advance of the deadline for papers. An example of the latter is given at Annex I. This acts as a reminder to all concerned that a meeting is approaching and that they need to start preparing for it, if they have not already done so.

69.
If those responsible for contributing items for an agenda have been given sufficient notice of deadlines and have not met them, the Secretary should alert the Chairman to this. Subject to the Chairman’s agreement, such items will then normally be dropped from the agenda and/or deferred until the next meeting. 
70.
However, there will occasionally be important papers which a committee must consider at a particular meeting but which are not received in time for circulation by the set deadline. Where necessary, in order to get the bulk of the papers for the agenda out on time, such late reports should be marked “To Follow” on the agenda and circulated as soon as possible with an explanatory note cross-referencing them to it.

71.
Where it becomes apparent that there will be little substantive business for a meeting, the Secretary should notify the Chairman without delay so that, on the Chairman’s authority, the meeting can be postponed or cancelled in good time, i.e. four working days before the date of the meeting. In such circumstances it may still be possible for some progress in the Committee’s business to be made because it should be remembered that it is not essential for every issue to be discussed at a formal meeting; work can often be moved forward ‘out of committee’ or ‘by correspondence’, that is with papers being circulated for comment outside meetings.
72.
Papers should only be tabled at a meeting if this is completely unavoidable since members will often feel unprepared to discuss them in such circumstances.  When a paper has been tabled at a meeting, a copy should subsequently be circulated with the Minutes of that Meeting to ensure that all members, including those who did not attend the Meeting, have a copy of the tabled document.

73.
Similarly, members of a committee should not be allowed to seek important decisions solely on the basis of an oral statement or presentation at the meeting itself. The Committee should be given all the facts they need to make an informed assessment well in advance of the meeting and in writing so that they have time to consider them; they should not be expected to make a snap judgement immediately after hearing the data for the first time.
74-80.
Spare

CONDUCT OF MEETINGS

ATTENDANCE AT MEETINGS
80.
Only those who are members of a Committee bear responsibility for the outcome of its deliberations. Unless, therefore, for a given meeting and for particular reasons, the Chairman of the Committee directs otherwise, only those who are formally members or ‘in attendance’ may be present at its meetings. (See also the rules on reserved areas of business at Paragraph 50-51 above). 

PARTICIPATION IN  MEETINGS
81.
It is important that those attending a meeting understand in what capacity they do so. There are two aspects to this – their status at the meeting and the capacity in which they are present.

a.
Status.
(1)
Members of the Committee have a say in, and are accountable for, its decisions and may vote on a decision where a vote is called.

(2)
Those ‘in attendance’ are present at the meeting in an advisory role only.

b.
Capacity.

(1)
Whatever their status, those attending meetings must understand whether they are representing their department or other constituency, or are present in a personal capacity (because of their own experience or expertise).  

(2)
All of this governs the part which an individual plays in the meeting. For example, a person ‘in attendance’ should take an active part in the discussion only when invited to do so by the Chairman, while someone representing a particular department is there to express the department’s views, not their own personal opinion.

(3)
In all cases, whether a person is attending as the representative of a department or in a personal capacity, he or she has an overriding responsibility to act for the benefit of the College as a whole and not for that of his or her department.

ACTION BY THE SECRETARY AND CHAIRMAN
82.
The Secretary should take to meetings:

a.

A few spare sets of papers for the meeting in case any members have forgotten them or not received them.

b.

A copy of any minutes to be formally approved at the meeting for the Chairman’s signature.

c.
Any relevant files and correspondence.

d.
The Committee’s terms of reference, constitution and membership.

83.
It is essential that the Chairman and Secretary are both able to recognise all those attending, so that they can respectively conduct and record the meeting properly. For this reason, and in any case as a matter of common courtesy, they should make a point of introducing themselves personally to those they do not recognise before the meeting starts. Where individuals are attending a meeting for the first time, the Chairman may also wish to start the proceedings by asking all those present, in turn, to give their names and appointments. In addition, to aid the later production of the Minutes by ensuring that the spelling of names and appointments is accurate, the Secretary may wish to circulate an attendance sheet for completion by all those present as the meeting progresses. A simple example is attached at Annex J.
84.
During the Meeting, the Chairman must ensure that any decisions are clear and that actions are assigned unambiguously to particular individuals. Thus, to avoid the possibility of any confusion or uncertainty in members’ minds and to assist clarity in the Minutes, he or she should normally summarise the Committee’s views and/ or decisions on an item before moving on from it. 
85.
During a meeting, the Secretary should sit next to the Chairman so that the two can confer, if necessary. In addition to taking detailed notes of the meeting from which he or she can later both compile the Minutes and answer any subsequent queries about their accuracy, the Secretary should:

a.
Keep track of progress through the Agenda and alert the Chairman if an item is inadvertently missed.

b.
Advise and guide the Chairman, as appropriate, especially on matters of regulation, procedure and College policy.

c.
Remind the Committee of its past decisions, where relevant.

86-90.
Spare

ACTION FOLLOWING MEETINGS
91.
It is important that action is taken as quickly as possible after a meeting to implement the decisions taken at it and to disseminate any other information which needs to be spread more widely in the College. 

92.
The Secretary should therefore:

a.
Within one working day of the meeting compile a list of actions arising from the Meeting and circulate it to all those responsible for taking action (see Annex K for an example).

b.
Ensure that, where necessary, information is publicised in the College promptly. Depending on the circumstances he or she may do this by cascading the information through the relevant faculty/ departmental/ divisional administrators, and/ or by arranging with the Communications Division for it to be posted on the College website.

93.
It is often the case that one committee has to pass on business to another. This may take the form of recommendations, proposals, or requests for decisions sent to a more senior committee, or the transmission of the Committee’s own decisions to a more junior one. It is particularly important that the Secretary passes on such business promptly so that the other committee’s work is not delayed.

94.
The Secretary’s next important task is to draft the record of the meeting in the form of the Minutes. The draft should be approved by the Committee’s Chairman before it is issued and the Secretary should aim to submit it to the Chairman not later than 5 days after the meeting. As soon as the Secretary has obtained the Chairman’s agreement to the draft (and incorporated any necessary amendments requested by the Chairman), he or she should issue it to all concerned. The Minutes, however, remain unconfirmed until they are formally approved by the Committee at its next meeting. Once approved, one copy – the master copy – should be signed and dated by the Chairman.
95.
Finally, the Secretary must ensure that:

a.
Any amendments made to the Minutes when they are considered for approval are recorded on the master copy of the Minutes.

b.
Master copies of the Agenda, Minutes and other committee papers are filed, recorded on the ReMAS Database and, in due course, archived.

c.
Where appropriate, bearing in mind any reserved areas of business or other issues of security or confidentiality, copies of the approved Minutes and committee papers are published on the College’s website. 
d.
For the senior committees such as the Council, Court, Senate, Management Board and Operations Committee an electronic index of papers is maintained so that items discussed at earlier meetings can be found easily. (In the case of the Council, Court and Senate bound and indexed copies of papers are published for record purposes on a limited distribution, for example to the Library, the Archive and to certain College Officers).
SUMMARY OF SERVICING PROCEDURE AND DEADLINES

96.
The standard procedure and associated deadlines should be as follows:

	Before the Meeting



	4 weeks before 
	The Secretary should normally confirm the draft Agenda with the Chairman and then circulate it together with the call for Papers (see examples below).  

The Secretary should check that the room and refreshments (if any) have been booked and ensure that any special requirements (e.g. Overhead Projectors (OHPs), data projectors, screens, flip charts, etc.) have been arranged.

	7 working  days before
	Deadline for the receipt of Papers.

The Secretary should confirm the Agenda and papers with the Chairman.

	6 working days before 
	The Secretary should finalise the Agenda and all the papers and have them printed.

	5 working days before 
	The Secretary should circulate the Agenda and papers to all Members so that they have four clear working days in which to read them.


	At the Meeting


	

	
	The Secretary should arrive 15 minutes before the scheduled start of the meeting to ensure that the committee room is set out properly and that catering and other special requirements have been delivered.  The Secretary should also take spare sets of papers, attendance sheet and notes of any apologies.

Members should arrive 5 minutes before the meeting having prepared themselves properly.  They should check that they have received and read all the papers.

	After the Meeting

	Within one working day 
	The Secretary should circulate a draft list of actions arising from the meeting (if any).

	Within 5 working days
	The Secretary should send draft Minutes to the Chairman for approval.

	As soon as possible thereafter
	The Secretary should circulate the Minutes as approved by the Chairman to all members and take the other action noted at Paragraph 95 above.


97-100. Spare

FURTHER INFORMATION
101.
Further information can be obtained from the Head of the Central Secretariat on South Kensington Ext. 45535.
Annexes:

A.
Council and Management Committees.
B.
Spare.
C.
Example of a Committee’s Terms of Reference.

D.
Blank Template for the Agenda for a Committee Meeting.

E.
Example of the Minutes of a Committee Meeting.

F.
Blank Format for the Minutes of a Committee Meeting.

G.
Example of a Committee Paper.

H.
Example of a Report.

I.
Example of a Call for Papers.

J.
Blank format for an Attendance List.

K.
Example of a List of Actions Arising from a Meeting.
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Annex C
EXAMPLE OF A COMMITTEE’S TERMS OF REFERENCE

STRATEGIC EDUCATION COMMITTEE  (
)
TERMS OF REFERENCE
 

1.
To develop and advise the Management Board on high-level, College-wide strategy relating to:

 a.
The recruitment, education and retention of undergraduate and postgraduate students.

 

b.
Equality of access and participation for undergraduate and postgraduate students.

 

c.
Learning resources for undergraduate and postgraduate students.

 

2.
To respond to and promote high-quality external educational opportunities and requirements.

 

3.
To review its membership and terms of reference annually.

CONSTITUTION

Chairman
Deputy Rector ex officio
Members 

Pro-Rector (Educational Quality) ex officio
Pro-Rector (Postgraduate Affairs) ex officio
Pro Rector (International Relations) ex officio
Directors of the Graduate Schools ex officio
One academic member with undergraduate responsibilities from each Faculty to be nominated by its Principal

One academic member from the Tanaka Business School nominated by the Principal

Academic Registrar ex officio
Director of Strategy and Planning ex officio
Secretary

Deputy Academic Registrar
REPORTING

4.
The Strategic Education Committee reports to the Management Board.

MEETINGS
5.
The Committee is to meet at least once each term.

QUORUM
6.
The Quorum is to be the Deputy Rector or Pro-Rector (Educational Quality) and four members.

BLANK TEMPLATE FOR THE AGENDA FOR A COMMITTEE MEETING
[Text should be in Arial 11pt throughout]

 [Agenda should be printed on Imperial College headed paper if the Committee includes members from outside the College]

THE [FIRST, SECOND, etc.] MEETING OF THE [               ] COMMITTEE

TO BE HELD IN ROOM [                 ], [                       ] BUILDING

ON [DAY], [DATE] AT [START TIME]

 [The heading should record the name of the committee or purpose of the Meeting,

together with the place, date and time at which it is to take place]
AGENDA
	Item

	Subject
	Lead

	1.
	Introduction


	Chairman

	2.
	Apologies


	Secretary

	3.
	Minutes of the Last Meeting (Unapproved draft already circulated)


	Chairman

	4.
	Matters Arising


	

	
	a.
[Issue] (Minute [Number])


	[Person to Lead]

	
	b.
[Issue]  (Minute [Number])


	[Person to Lead]

	5.
	[Agenda Item Title] (Paper A)


	[Person to Lead]

	6.
	[Agenda Item Title] (Paper B)


	[Person to Lead]

	*7.
	[Agenda Item Title] (Paper C)


	[Person to Lead]

	8.
	Any Other Business


	Chairman

	9.
	Date of the Next Meeting


	Secretary

	10.
	Closing Remarks


	Chairman


[Notes.

1.
Items 2, 3, 4, 8 and 9 above are standard items for almost all meetings.

2.
For ‘starred’ items, such as Item 7 above, see Paragraph 39.c.
3. 
Automatic item numbering is normally avoided because it often produces incorrect results when documents are sent by e-mail. ]

EXAMPLE OF THE MINUTES OF A COMMITTEE MEETING (
)

[Text should be in Arial throughout]

MINUTES OF THE MEETING OF THE SPACE PLANNING ADVISORY GROUP

HELD IN ROOM 2 OF THE SEMINAR AND LEARNING CENTRE

ON FRIDAY, 21ST NOVEMBER 2003 AT 3.00P.M.

[The heading should record the name of the Committee or purpose of the Meeting,

together with the place, date and time at which it took place]

	Present:
	Professor P.W. Bearman
	Deputy Rector (Chairman)

	
	Mr D. Brooks Wilson
	Director of Estates

	
	Dr R.F. Eastwood
	Director of Strategy and Planning

	
	Professor M. Green
	Vice Principal, Faculty of Medicine

	
	Professor R.A. Smith
	Head of the Department of Mechanical 
Engineering

	
	Professor D.J.N. Limebeer
	Head of the Department of Electrical and 
Electronic Engineering

	
	Mr K.A. Mitcheson
	College Secretary (Secretary)

	
	
	

	[Names are listed in alphabetical order, except for the Chairman who is placed first and the Secretary who, if a member of the Committee, is placed last]

	
	
	

	In attendance:
	Ms G. Al-Madfai
	Estates Space Co-ordinator

	
	Mr J.B. Hancock
	Head of Central Secretariat

	
	
	

	[Those present at the Meeting for whatever reason who are not full members of the Committee are listed separately, in alphabetical order, as ‘in attendance’]

	
	
	

	Apologies:
	Professor Sir Leszek Borysiewicz
	Principal of the Faculty of Medicine

	
	Professor M.P. Hassell
	Principal of the Faculty of Life Sciences

	
	Professor R.D. Rawlings
	Pro Rector (Educational Quality)

	
	
	

	[Apologies may be listed here, or may form the first minute in the body of the text below.  Again, names are listed in alphabetical order in each group]


[The body of the text should be in Arial 11pt throughout]

	
	Action


	ITEM 1 - INTRODUCTION


	[Those responsible for actions arising from the meeting are identified,

	1.
The Chairman opened the Meeting by reminding members of the need to ….. [Text is fully justified with a hanging indent. Paragraphs are numbered consecutively (1., 2., 3. etc.). Automatic paragraph numbering is normally avoided because it often produces incorrect results when documents are sent by e-mail.]

	as here, in an action column with a vertical line dividing it from the text]

	ITEM 2 - MINUTES OF THE LAST MEETING

[Main headings are not numbered, but are in upper case, bold and underlined]


	

	2.
The Minutes of the Meeting held on 8th October 2003 were agreed as a true record.


	

	ITEM 3 - MATTERS ARISING


	

	3.
External Requirement for Space (Minute 14). [Paragraph and sub-paragraph headings are underlined, bold and finished with a full stop as shown here]

	

	
a.
The Space Planning Advisory Group (SPAG) was advised that a commercial company wished to develop a new area of research with the College. A suitable location at South Kensington was currently being sought. Alternatively, a purpose built laboratory for this purpose might be included in the College’s SRIF bid. If the latter option was chosen, the Company would provide the 25% matched funding required under SRIF for the College portion of the lab. 

[As shown in the first line of this paragraph, where abbreviations are used, they should always be spelt out in full the first time they are used, with the abbreviation in parentheses.]


	

	
b.
SPAG agreed that the SRIF bid was only viable if a firm commitment to the Project was received from the Company. The Deputy Rector undertook to discuss the proposals with the Company’s Board.

[1.
Decisions must be clearly identified and, if necessary, highlighted by bold text.

2.
Similarly, those responsible for taking action on a decision must be clearly identified and their name(s) placed in the Action column, either opposite the end of the paragraph in which the agreed action is defined, or if the paragraph is long, against the reference to the action in the text.

3.
Normally, where reference is made to a person, their job title should be used, although names are permissible.  It is not acceptable to use members’ initials in the text as readers have to constantly refer back to the list of attendees to ascertain who is meant.]

	Deputy Rector

	ITEM 4 - REPORT ON CURRENT SPACE ISSUES (Paper A)


	

	4.
The Space Manager introduced Paper A, highlighting the following issues:


	

	a.
Humanities Programme. [It is important that the different issues covered by the Minutes are given headings and that the whole document is structured in such a way that items can be easily found in future.] 
(1)
SPAG was advised that the Humanities Programme required space for the co-ordinator of the English Language Support Programme and for a student resource room. The options being considered included:

(a)
The relocation of the English Language Support Programme.

(b)
The provision of additional space within the Mechanical Engineering Building.

(2)
SPAG decided that the Humanities Programme should remain within the Mechanical Engineering Building and asked the Space Manager to find a pragmatic solution that would provide some additional space for Humanities there.

[Where sub-paragraphs are required they should be numbered and indented as shown above]


	Space Manager

	b.
Business Continuity Computer Centre. The Director of Estates was considering a number of options for the location of the Business Continuity Computer Centre, including space currently used for the storage of records in the basement of the Sherfield Building. The Director of Estates undertook to discuss this with the College Archivist.


	Director of Estates

	ITEM 5 - STRATEGIC SPACE ISSUES (Paper B)


	

	5.
The Space Manager introduced Paper B, highlighting the following issues:


	

	a.
etc.

	

	b.
etc.

	

	6.
Following discussion it was agreed that ……. 


	

	ITEM 6 - ANY OTHER BUSINESS


	

	7.
SPAG agreed that the allocation of space in the new Multi-Disciplinary Research Building should be reported at a future meeting.


	

	ITEM 7 – DATE OF NEXT MEETING


	

	8.
SPAG noted that its next meeting would be on Tuesday, 20th January 2004 at 2:00 p.m. in the Rector’s Conference Room.

	


K.A.M.

[Initials of the Secretary to the Meeting]

[The Secretary should always obtain the Chairman’s approval of the draft Minutes before circulating them to members] 
Annexes:

A
[Title of Annex] [For the layout of annexes and appendices see Annex G below].
B
[Title of Annex
C
[Title of Annex]
BLANK FORMAT FOR THE MINUTES OF A COMMITTEE MEETING

MINUTES OF THE MEETING OF THE [               ] COMMITTEE

HELD IN ROOM [                 ], [                       ] BUILDING

ON [DAY], [DATE] AT [START TIME]

	Present:
	
	                        (Chairman)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	                          (Secretary)

	
	
	

	
	
	

	In attendance:
	
	

	
	
	

	
	
	

	Apologies:
	
	

	
	
	

	
	
	


	
	Action


	ITEM 1 - INTRODUCTION


	

	1.
 

	

	ITEM 2 - MINUTES OF THE LAST MEETING


	

	2.
The Minutes of the last Meeting were agreed as a true record, subject to the following amendments:

a.


b.



	

	ITEM 3 - MATTERS ARISING


	

	3.
[Issue] (Minute [   ]). 

	

	
a.
 


	

	
b.
 


	

	4.
[Issue] (Minute [   ]). 

	

	
a.
 


	

	
b.
 


	

	ITEM 4 – [AGENDA ITEM HEADING]

	

	5.



	

	a.
[Sub- Paragraph Heading].


	

	(1)



	

	(a)



	

	(b)



	

	(2)



	

	(a)



	

	(b)



	

	b.
[Sub- Paragraph Heading]. 


	

	ITEM 5 - ANY OTHER BUSINESS


	

	6.



	

	ITEM 6 – DATE OF NEXT MEETING


	

	7.
The next Meeting will be held on [Day], [Date] at [Start Time] in [Place].


	


[Secretary’s initials]

Annexes:

A
[Title of Annex] [For the layout of annexes and appendices see Annex G below].
B
[Title of Annex
C
[Title of Annex]
EXAMPLE OF A COMMITTEE PAPER

	Operations Committee [Committee Title – lower case, bold]
	CONFIDENTIAL

	1 March 2005 [Date of Meeting– lower case, bold]
	MB 04-05/ xxx

[Paper Number/Letter – lower case, bold]


PROPOSED CONVERSION OF THE WILSON HOUSE

SQUASH COURTS TO A FITNESS GYM

[Paper Title – upper case, bold, underlined]

A Paper by the College Secretary

[Author’s appointment title in lower case]
INTRODUCTION (
)
[Main headings are not numbered, but are upper case, bold and underlined]

1.
There are two squash courts in the courtyard behind Wilson House, Paddington.  They are under-utilised  - current usage is only about 10% of the time available - and most of the squash played there could be catered for at South Kensington.  At the moment therefore we are under-utilising a potentially valuable asset.

[Paragraphs are numbered consecutively (1, 2, 3 etc.) and justified.  The first line is indented]
AIM (
)
2.
The Aim of this Paper is to seek the Committee’s approval for a proposal to convert the courts to achieve better use of them.

PROPOSAL

3.
There is an opportunity to convert the two courts into a stand-alone fitness gym. This would:

a. Make better use of our sport and leisure space.

b. Provide a gym facility which would be available to users of the gym at South Kensington when they are temporarily displaced during the construction of the new Sports Centre.

c. Etc.

DISCUSSION (
)
4.
The proposed scheme is important because we need to provide improved fitness and health-related facilities on our campuses for all our staff and students, the majority of whom work out individually and not as participants in team sports.  It is also important that, during the construction of the new Sports Centre, when the small existing gym at South Kensington will be closed, we can provide an alternative facility to the College community. 

5.
Etc.

6.
Etc.

7.
Benefits.  The anticipated benefits are provision of:

a.
A state of the art fitness gym, including equipment, changing rooms, reception, office and full disabled access without the capital cost being incurred by the College.

[sub-paragraphs are lettered (a. b. c. etc.) and are indented as above]. 

b.
The new gym would improve the appearance of the area and, because of its extended opening times, help to enhance security.  

(1)
Further details ……

(2)
Further details ……

[Further sub-sub-paragraphs should be numbered ((1) (2) (3) etc.) and further indented as above.  If still further sub-paragraphs are required, they should be numbered with Roman numerals (i. ii. iii. etc.) and further indented as above.  However, such sub-division of paragraphs should be avoided wherever possible.] 

8.
Costs.  
a.
The facility would be developed with the contractor on a partnership basis, with the costs of the conversion (minor building works) and fitness equipment being met by the contractor.

b.
Etc.
9.        Risks.  Provided the partnership contract is carefully drawn, the risks are assessed as minimal, particularly given the lack of capital by the College and the scope for generating revenue from local residents and organisations.

10.
Other Implications.
There would be some changes to the layout of the courtyard in that the gate in Rainsford Street would be moved back approximately 20 metres and additional supporting railing/fencing provided.

DECISIONS REQUIRED
11.
The Operations Committee is asked to agree to the proposed Project progressing to the completion of the tender stage, including the selection of the preferred bidder.

K.A.M.

[Author’s initials or name, together with date if necessary]

Annexes:
A.
[Title of Annex] [Example attached]
B.
[Title of Annex]
C.
[Title of Annex]
[Main attachments to papers are annexes and are lettered Annex A, Annex B, and so on (as here); attachments to annexes are appendices and are numbered Appendix 1, Appendix 2, and so on]

[TITLE OF ANNEX}
MAIN HEADING 
[Main headings are not numbered, but are in upper case, bold and underlined]

1.
Paragraph Heading. Text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text.

[Paragraphs are numbered consecutively (1, 2, 3 etc.) and justified.  The text on the first line is tabbed in.]
2.
Paragraph Heading. Text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text.

 [Automatic paragraph numbering is NOT used, because it tends to get corrupted when documents are sent as e-mail attachments.]
MAIN HEADING 
3.
Paragraph Heading. Text text text text text text text text text text text text text text text:

[Individual paragraphs headings are in lower case, bold and underlined with each word capitalised, as shown above.]
a.
Sub-Paragraph Heading. Detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail.

[Individual sub-paragraphs headings are in the same format as paragraph headings.]
b.
Sub-Paragraph Heading. Detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail.

 [sub-paragraphs are lettered a. b. c. etc. and are indented as above]. 

(1)
Further details ……

(2)
Further details ……

[Further sub-sub-paragraphs should be numbered (1) (2) (3) etc. and further indented as above. 

(a)
Still further details ……

(b)
Still further details ……

[Further sub-sub-paragraphs should be lettered (a) (b) (c) etc.)and further indented as above.]

[If still further sub-paragraphs are required, they should be numbered with Roman numerals i. ii. Iii. etc. and further indented as above.  However, such extensive sub-division of paragraphs should be avoided wherever possible.] 

Appendices:

1.
[Title of Appendix]
2.
[Title of Appendix]
3. 
[Title of Appendix]
[Main attachments to papers are annexes and are lettered Annex A, Annex B, etc; attachments to annexes (as here) are appendices and are numbered Appendix 1, Appendix 2, and so on]

EXAMPLE OF A COMMITTEE REPORT

	Management Board [Committee Title – lower case, bold]
	CONFIDENTIAL

	18 March 2005 [Date of Meeting– lower case, bold]
	MB 04-05/ xxx

[Paper Number/Letter – lower case, bold]


REPORT BY [                 ]

[Report Title – upper case, bold, underlined]

MAIN HEADING 
[Main headings are not numbered, but are in upper case, bold and underlined]

1.
Paragraph Heading. Text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text.

[Paragraphs are numbered consecutively (1, 2, 3 etc.) and justified.  The text on the first line is tabbed in.]
2.
Paragraph Heading. Text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text text.

 [Automatic paragraph numbering is NOT used, because it tends to get corrupted when documents are sent as e-mail attachments.]
MAIN HEADING 
3.
Paragraph Heading. Text text text text text text text text text text text text text text text:

[Individual paragraphs headings are in lower case, bold and underlined with each word capitalised, as shown above.]
a.
Sub-Paragraph Heading. Detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail.

[Individual sub-paragraphs headings are in the same format as paragraph headings.]
b.
Sub-Paragraph Heading. Detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail detail.

 [sub-paragraphs are lettered a. b. c. etc. and are indented as above]. 

(1)
Further details ……

(2)
Further details ……

[Further sub-sub-paragraphs should be numbered (1) (2) (3) etc. and further indented as above. 

(a)
Still further details ……

(b)
Still further details ……

[Further sub-sub-paragraphs should be lettered (a) (b) (c) etc.)and further indented as above.]

[If still further sub-paragraphs are required, they should be numbered with Roman numerals i. ii. Iii. etc. and further indented as above.  However, such extensive sub-division of paragraphs should be avoided wherever possible.] 

A.B.C.

[Author’s initials or name]

Annex:

A
[For the layout of annexes and appendices see Annex G above].

EXAMPLE OF A CALL FOR PAPERS
[Circulated by e-mail to the Chairman and members of the Committee]

“Dear All,

The next meeting of the Audit Committee is on Friday, 12 September 2003. The deadline for the receipt of papers for this meeting is Tuesday, 2 September 2003.
I am expecting the following agenda items:

1.
Minutes of the Meeting held on 12 June 2003 (on file)

2.
Matters Arising:

a.
Revisions to the Finance Management Report (Minute 245.2 (ii)) – Director of Finance

b.
Arrangements for Risk Management Workshop (Minute 245.4) – College Secretary
c.
Position of Deputy Chairman for the Committee (Minute 246.2) - College Secretary
d.
Timescale for the implementation of Release 11i (Minute 251.3) – Director of Strategy & Planning
e.
Employment of external consultants to review ICIS forward implementation plans (Minute 251.4) - Director of Strategy & Planning
f.
Resource implications for internal audit of the Audit Plan 2003-08 (Minute 254.1) - College Secretary
3.
External Audit for the Year Ending 31 July 2003 - Progress Report -  PricewaterhouseCoopers
to include consideration of the provision for bad debt: 

"The Committee asked that the Director of Finance and the external auditors review the basis for the bad debt provision before work on the Annual Accounts started."

4.
Internal Audit Report – Head of Management Audit & Review
5.
Any Other Business

6.
Date of the Next Meeting
I should be grateful if you would advise me of any suggested amendments or additions to this Agenda as soon as possible.

Regards,

Jon.”

ATTENDANCE LIST

MEETING OF THE [                                   ] COMMITTEE

[DATE] AT [TIME]
	NAME

(Block Capitals Please)
	DEPARTMENT/ DIVISION/ ORGANISATION

	
	


EXAMPLE OF A LIST OF ACTIONS ARISING FROM A MEETING 

This is normally circulated by e-mail to all those identified at the meeting as responsible for carrying out actions.
“Dear All,

This is just a brief note to confirm the actions arising from this morning's meeting of the Audit Committee:

1.
Consider appointment of an additional lay member and staff member to the Audit Committee – College Secretary through Nominations Committee.

2.
Finance Management Report to Executive Committee and Council to be revised to produce more meaningful information (by September?) – Director of Finance
3.
Discuss arrangements and timescale for a Risk Assessment Workshop with PwC - College Secretary
4.
Clarify position of Deputy Chairman - College Secretary / Committee Secretary
5.
Report to next meeting on a system for monitoring the completion of research reports by academic departments and/ or faculties  - Deputy Rector

6.
PwC/ Finance to look at the basis for debt provision in the accounts sooner rather than later - Director of Finance / External Auditors
7.
Confirm likely delay to introduction of V.11i with Oracle. Dependent on this, consider introduction of revisions to the current version to assist with debt control - Director of Finance

8.
Consider using external consultants to review forward plans for implementation of V.11i – Director of Strategy and Planning
9.
Consider circulation of Enterprise Board Minutes to members of the Audit Committee - Deputy Rector

10.
Meetings next year to commence at 9:30 a.m. - Committee Secretary

This is, of course, in addition to the actions accepted as part of the Management Responses to the Interim Audit Report and the HEFCE Audit Service Report.

Regards.”

�.	The reserved areas of business for the Court and Council and Council’s Committees are defined in the College’s Statutes (available on the College’s Central Secretariat website).


�.	These are the terms of reference of a Committee reporting to the Management Board, but the same layout should be used for other Committees. 


�.	This example is based on original Minutes, but with names, dates and other details changed. It is shown here to illustrate the layout of the document only. No attention should be paid to its content.


�.	The Introduction Section should ‘set the scene’ for the Paper by explaining the opportunity or issue which has given rise to it and by providing the reader with the background information necessary to understand what is at stake and how the College/ Faculty/ Department is currently handling the situation.


�.	The Aim Section should be a clear and concise statement of what the Paper is seeking to achieve.


�.	The Discussion Section should contain the Paper’s argument setting out the benefits to be anticipated, the various options for achieving these, their advantages and disadvantages, their respective costs and their associated risks.
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