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Format of Board of Governors’ Minutes

Article 64(p33) of the CCMS Scheme of Management highlights the statutory requirement on a Board of Governors to maintain Minutes of a Board of Governors’ meeting. 

The Education and Libraries (NI) Order 1986 details what the Minutes of each Board of Governors’ meeting should record. 

Board of Governors’ Minutes are a published document, and in the event of the Board of Governors being called to account in terms of financial accountability or a legal challenge, the Minutes are the official record of Board of Governors’ meetings.

To assist Boards of Governors’ comply with this statutory responsibility, CCMS has prepared a recommended format for the presentation of Board of Governors’ Minutes. This guidance document has been revised to include typical items that should be on the Agenda regularly and those that should be on the Agenda on an occasional basis.

This format also includes a series of protocols to be observed regarding issues that may arise in the course of a Board of Governors’ meeting.

If you have any queries regarding this recommended format please contact your local Diocesan Education Office for clarification.

Yours sincerely
La’Verne Montgomery

Head of Human Resources and Corporate Services  

Recommended Format for Board of Governors’ Minutes

1.0 Factual Information
 Name of School

 Date, Time, and Place of Meeting

 Name of Chairperson (or Acting Chairperson) and Secretary

 Names of those present

 Names of those submitting apologies

 Time when a member arrived or left the meeting if different from the starting or ending time of the meeting, e.g. Mr Y arrived at 7.45pm during the discussion of this item 

 Time when meeting ended

2.0 Minutes of Previous Meeting 

 Review Minutes of previous meeting for accuracy and consideration of matters arising 

 Adopt Minutes of previous meeting: Proposed and Seconded

3.0  Agenda Items

The following are items that should appear on a Board of Governors’ Agenda for detailed consideration:

 Chairman’s Business

 Adoption of Policies

 Reviewing existing Policies

 School Premises / Equipment

   Financial Report

   Update on 3 Year Financial Plan (when appropriate)

   Tabling and adoption of Revised 3 Year Financial Plan 

   Staffing matters:

 Appointment of Teaching Staff/Non-Teaching Staff

 Appointment of Internal Promotional Posts

 Review of staffing, and School Management Structure

 Report on Attendance Management Issues

  School Activities

 Matters arising from Sub-Committee Meetings
 Agenda Item(s) to be raised at the request of a Governor

 Principal’s Report

 Report on Pupil suspensions and expulsions

   Admissions Criteria and their application

4.0  
There will also be occasions when other items should be included on the 

Agenda of a Board of Governors’ meeting.

Items which should be considered for inclusion are:

· Arrangements for Annual Report and Annual Parents’ Meeting, and  resolutions passed at Annual Parents’ Meeting 

· Review of the School Development Plan

· Review of School Salary Policy: It is the responsibility of a Board of Governors to establish and review its Salary Policy annually. This will include reviewing the appropriateness of the Management Structure, and setting and reviewing targets for Principal and Vice-Principal salary reviews
· Review of Implementation of Performance Review and Staff Development Scheme (PRSD) within the school.

5.0 
Protocols to be observed 

 In-Committee
Where an Agenda item warrants discussion and recording of this item on a confidential basis the meeting should go “into Committee”.  The formal Minutes should record that this item was dealt with “in-committee”, and this should be proposed and seconded.  The Secretary should take a separate record of this item, which is retained in a secure location.  This record cannot be circulated to anyone without the permission of the Board of Governors, including any member who is asked to withdraw from the meeting in accordance with the Scheme of Management.   This includes CCMS and the Education & Library Board.  On conclusion of the discussion of this item, the Board of Governors should propose and second that they come “Out of Committee”.

In certain circumstances “in-committee” Minutes are discoverable, (with or without the Board of Governors permission), e.g. in legal proceedings, before a Court or Industrial Tribunal, and maybe discoverable on request under the Data Protection Act, or Freedom of Information Act.

 Declaration of an Interest
Where a member of the Board of Governors has declared an interest regarding an Agenda item and has had to withdraw from the meeting, the Minutes should record that the Governor has withdrawn during the discussion of this particular Agenda item, the time he/she left the meeting, the reason for withdrawing, and the time of their return to the meeting.

 Anonymity

It is vital that anonymity is maintained when recording discussions.  For example, rather than ‘Mr Morris proposed that Child X should be expelled’, etc it should be recorded as ‘after due consideration, it was agreed that Child X should be expelled’, etc.

 Agreed Outcomes/Actions
Minutes should be as brief as is compatible with conveying the necessary information and should record a summary of discussions and significant views expressed, most importantly the agreed decision.  At the end of the discussion of each Agenda item it is helpful to identify who will be responsible for agreed actions and the timescales for carrying these out.

 Recording of Circulars from CCMS, Department of Education, and Education and Library Boards

All Circulars since the last meeting from CCMS, Department of Education or the Education & Library Boards should be considered and recorded so that Governors are aware of their responsibilities.  Circulars relating to Policy Issues should be formally adopted by the Board of Governors.

 Presentation of Minutes
It is recommended that Minutes are typed for circulation, and retained in an appropriate file.

 Draft Minutes
Draft Minutes should be prepared as soon as possible after the Board of Governors’ meeting.  

 Circulation of Minutes
Draft Minutes should be circulated to Governors along with the Agenda for the next meeting at least five days before the next meeting in accordance with the CCMS Scheme of Management.

On Adoption of the Minutes of the previous Board of Governors’ Meeting these should be circulated to:

· CCMS Diocesan Education Office

· Education & Library Board

A copy of the Board of Governors’ Minutes should be retained in the school at all times.

 Advice

Advice on any aspect of the above can be sought from CCMS.
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