Committee Meeting Cycle
Section A: Before the meeting
A1 - Meeting hospitality / arrangements 
	Date
	The dates of the meetings will normally have been set in the annual planning process and communicated to members at that point.

	
	

	Room
	Ensure that a room has been booked and that members know where the meeting is. Book the porters to arrange the appropriate room layout (if necessary).

	
	

	Hospitality
	Ensure that the appropriate hospitality has been booked. 

	
	

	Equipment
	Think about whether any equipment will be needed (wireless microphone system, computer, laptop, projector, screen, web access etc) and book and arrange as appropriate. 

	
	

	Branding
	Think about whether any branding materials are necessary (recoils, vision and character, DVDs etc).   

	
	

	Porters:
	If there is a lot of equipment / paperwork / branding materials to transport to a meeting you may need assistance from a colleague or the porters. 


	
	

	Special Guests
	If any special guests are to be invited or attending, make sure you know who will be inviting and / or meeting the guest, when they will arrive and whether they need any help arranging their travel or accommodation.  Provide directions as appropriate.  

	
	

	Parking
	Normally members arrange their own parking and travel arrangements, although parking may need to be booked for special guests.  

	
	

	Nameplates
	Some Committees use nameplates to stipulate where members will sit.    

	
	

	Chairs
	Some Chairs have particular ways they like a meeting to be arranged (i.e. layout). Ensure that your plans are in accordance with the Chairs style. 


A2 - Producing Papers 
	Agenda
	Draft an agenda and send this to the Chair for approval. For some committees it works best to meet with the Chair to discuss the draft agenda. The draft agenda should be based on: 

i) the schedule of business;

ii) any matters arising / actions from the last meeting; 

iii) any developments you might have heard of that are relevant to the Committee;

iv) any requests from members / other relevant parties to add additional items to the agenda. 

It is useful to establish with the Chair at this point whether he / she would like to see any of the reports prior to the papers being produced. 

(For University Committees Governance Services send the agenda to the Chair 28 working days before the meeting)

	
	

	Call for reports
	Issue the call for reports to the report authors. Advise report authors of: 

i) the deadline for providing the report; 

ii) the required format and guidelines for completion;

iii) any other relevant information (why the report is being requested etc).   

(For University Committees Governance Services issue the call for reports 25 working days before the meeting)

	
	

	Reminder
	For some committees it is helpful to remind report authors of the report deadline a week before the deadline. A blanket email to remind all report authors should suffice. 

(For University Committees Governance Services would send this reminder 20 working days before the meeting) 

	
	

	As the papers arrive 
	Read and check the papers as they come in. Check if the report is what you were anticipating and whether it is in the format you need. Ensure that the report as it stands is in the remit of the Committee. Go back to the report author with any queries about the report. Send any reports to the Chair that they have indicated they might like to see.    

	
	

	Deadline for papers 
	Chase up any reports that have not been submitted. If a paper does not come in you may need to approach the Chair about whether the item should be taken off the agenda.  
(For University Committees Governance Services deadline for papers is 15 working days before the meeting)

	
	

	Send out papers
	Send the papers for printing in the agreed format. Send out the papers in enough time to let members read them and reflect before the meeting. It sometimes helps to email members to let them know that the papers have been sent out so they know when to expect them. Some faculties and Governance Services upload minutes and / or papers onto the web.  
(For University Committees Governance Services send out the papers 7 working days before the meeting)

	
	


A3 - Preparing for the meeting 
	Report presenters
	Ensure you know before the meeting who is presenting each report and brief the Chair accordingly. If people are presenting reports who do not normally attend the Committee you could arrange for them to attend at a specific time to deliver that report only.

	
	

	Apologies 
	Monitor apologies given to ensure that the meeting is quorate.

	
	

	Prepare your meeting pack 
	The Secretary’s meeting pack will usually contain: 

i) a few sets of spare papers; 
ii) attendance lists;  
iii) the Standing Orders; 
iv) a copy of the Vision and Character statement; 
v) a list of useful phone numbers (hospitality, your office, room booking etc) and details of your booking confirmations; 
vi) the previous set of minutes for signing; 

vii) paper and pens; 
viii) other items relevant to the meeting (i.e. for a research meeting you may need the research regulations, research forms for signature and the research strategy).    

	
	


Section B: At the meeting (on the day)
	Arrive early
	Check that the room, equipment and hospitality are set up as planned. 

	
	

	Pre-meeting 
	It can be useful to have a brief pre-meeting with the Chair before the meeting to advise the Chair of any changes and run through the agenda.

	
	

	During the meeting
	i) Minute the meeting

ii) Respond to queries that relate to the Standing Orders and the assembly of the papers

	
	

	At the end of the meeting 
	i) Ask the Chair to sign the minutes (unless this was done during the meeting) and any other documents (i.e. research student forms, external examiner proposals etc) 
ii) Ensure the room is left tidy 


Section C: After the meeting 

	Draft  
	Draft the minutes and action sheet and send to the Chair for approval. Once the Chair has agreed the minutes their status becomes Chair Approved.  
(For University Committees Governance Services send the draft minutes to the Chair within 5 working days of the meeting)

	
	

	Circulate 
	i) Circulate the Chair Approved minutes to members. 
ii) Circulate the action list to anyone that has an action point and advise whether you need updates on the action points (and by when).  

	
	

	Communicate 
	The minutes or a report should be sent to the parent committee for consideration at their next meeting. You should also inform the Secretary to other committees if you have any documents you need to forward to them for consideration or discussion so they can incorporate this into their planning.  

	
	

	Update
	Update the schedule of business 


