Protocol for the attendance of observer at meetings of the Board of Governors and Academic Board
Attendance of Observers

The University is committed to openness and transparency in its decision making.  As such students and staff of the University may normally attend and observe meetings of the Board of Governors, Academic Board, and their committees. Subject to practicalities, every effort will be made to accommodate observers at meetings.  The Chair, on the advice of the Secretary, has the power to limit the maximum number of observers at any meeting.

The following process should be followed when an observer wishes to attend a meeting:

· It is necessary for the observer to contact the committee’s Secretary at least three working days in advance of a meeting (details of the various committee meetings and the relevant secretaries are available at: www.leedsmet.ac.uk/metoffice/gov/index.htm).
· The Secretary is obliged to contact the Chair and seek her/his permission for the observer to attend. The Chair’s ruling is final.

· If an observer wishes to attend only part of a committee, this should be raised with the Secretary in advance, in order for consideration to be given to the best arrangements for the observer to join and leave the meeting.

· If an observer has any special requirements (e.g. uses a wheelchair, has a hearing aid, or does not speak English as a first language) then the Secretary should be notified in advance, in order to consider steps to facilitate attendance.

Please remember that the right to observe meetings does not confer on observers any entitlement to speak, vote, or otherwise participate in meetings. Observers may only participate in discussion at the invitation of the Chair.

Withdrawal for confidential and reserved business:
Occasionally observers may be required to withdraw from a meeting.  Observers will normally be asked to withdraw from a meeting for the discussion of confidential or reserved business, which is usually classified as such due to the inclusion of personal information relating to students and / or staff, or commercially sensitive information, such as the details of a University contract.
The Board of Governors or Academic Board may from time to time resolve that all meetings of a committee of which it is the parent body should be held in private.  Such a resolution may only be made on the grounds that the attendance of observers would be prejudicial to effective decision making and / or the proper conduct of business.

Executive groups:

A range of executive groups exist within the University, such as the Information Strategy Group and the Corporate Social Responsibility Steering Group. Such meetings may be attended by observers, subject to prior approval of the Chair.
Key points to remember when seeking to attend a meeting as an observer:

· The relevant Secretary must be notified of the desire to attend at least 3 days before the meeting.
· The Chair of the meeting will be contacted and asked to approve the attendance of observers.
· The attendance of observers will be recorded in the formal published minutes of the meeting.
· Observers will be required to withdraw from the meeting for reserved and confidential business

· The right to observe meetings does not confer on observers any entitlement to participate.
· The Chair’s ruling on matters relating to the attendance of observers is final.
