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1. Introduction

The assessment criteria of the Financial Management Standard in Schools refer external assessors to the minutes of Governing Body meetings in a number of instances. This increased attention on the minutes has resulted in questions being asked regarding what represents good practice in this area.

The purpose of this note therefore is to provide an introduction to minute taking, taking into account the assessment criteria of the FMSiS. The document is not designed to be a replacement for more thorough training and guidance on clerking best practice. A link to further information regarding best practice is included in Section 5 of this note on the following page.

It should be noted that minute-taking is just one part of a trained clerk's role. Governing Bodies are advised to employ a trained clerk who would be able to advise and support Governors as well as providing paperwork.

2. Good practice summary for those taking minutes

A good practice summary to taking minutes, including common problems and suggested solutions is contained in Appendix A. Some of the key points included in the summary are:

· Remember that minutes are intended to be an aide-memoir for those taking part, a record of decisions made and an explanation of what happened to anyone who was not present.

· Make sure you are well prepared before the meeting, knowing the purpose of each agenda item and where actions are expected.

· Minutes should be succinct and not a full transcript of the meeting, they are not a record of what was said, but a summary of what was discussed.

· Ensure that each action is recorded in the minutes with a clearly defined statement of what will be done, who is responsible and a deadline date.

· Minutes should be checked by the Chairperson and Head Teacher before they are distributed to the other members within an agreed timeframe.

3. The Agenda

The agenda is a key component in the minute taking process. It is essential that the agenda is sent out in advance of meetings along with any available documentation.

A number of standard items should be included on every agenda such as 'Apologies', 'Minutes of the Previous Meeting', 'Matters Arising'. It is also useful to have a number of standard headings which can be sub-divided into relevant items for each meeting. In this way it is easier to track and monitor the workload throughout the year.

Whether you choose to list every item separately or use standard and sub-headings, each item should be listed clearly with the intended outcome explained, e.g. 'Extended Services — review and approve services for 2009/10'. Any available supporting papers should be sent with the agenda where possible.

Appendix B provides an example agenda.

4.
The Assessment Criteria

Minutes can provide a useful evidence source against the assessment criteria including:

· Attendance at meetings

· Decisions approved at meetings

· Information provided to Governing Body
· Questions raised by the Governors
· The critical friend role of the Governing Body; in terms of relevance of questions asked and rigour of evaluating impact

· Strategic direction provided by the Governing Body.
The use of minutes as an evidence source for criteria in section 1.2 of the assessment tool has led to a number of questions regarding the level of detail required.

The criteria states: "There has been an adequate level of participation by Governors during meetings to ensure the 'critical friend' role is provided".

It is not the intention of the assessment criteria to require minutes to show a word for word account of a debate, or for comments to be attributed to individuals. Instead the minutes could reflect a summary of the issues raised and a clear outcome.

An example set of minutes is set out in Appendix C.

5.
Further information

The training materials from the 2005 National Training Programme for Clerks to Governing Bodies can be found through the following link. WEB LINK TO TRAINING MATERIALS
Your Governor Services Team should be able to provide examples of good practice and may offer training on minute taking.

GOOD PRACTICE FOR MINUTE-TAKERS
APPENDIX A
Minutes are not a verbatim record of what was said at the meeting; they are a record of what was discussed, what was approved or agreed and a list of clearly defined actions.
The minute-taking process

Obtain items for the agenda
  
From the Head Teacher, the Chairperson, the Governors, from previous minutes and from clerk's knowledge of new or regularly required items

Agree agenda with Chairperson and



Ensure it is received a week before

Head Teacher and circulate it to all members


the meeting.

and associates
    Enclose all reports so they can be

read prior to the meeting, wherever possible.

	Minute the meeting
	Record who was there (and note apologies)

Record that the previous minutes were approved and signed

Ensure the status of action points is clearly noted

Note the key points of, and discussion on, each agenda item

Ensure full decisions are recorded (what is being done by whom and when).


Prepare draft minutes for Chairperson
 The minutes should be sent for

and Head Teacher to check, and then circulate
checking within one week of the

them
meeting. Copies of approved drafts

or an action sheet may be circulated within an agreed timeframe.

Maintain a file copy.
Organising the agenda

Ensure you know what each item on the agenda is for, so that you prepare accordingly. It is advisable to keep the same general headings for every agenda, with more specific sub-headings as appropriate. This will ensure that items are not `lost'.

Apologies

This is to formally record which Governors have 'apologised' so that membership can be monitored and persistent non-attendees disqualified if necessary.

Declarations of interest

This is to enable any conflicting interests to be recorded in case of a later challenge to decisions made.

Governing Body (or committee) business

Sub-sections of this item would include membership vacancies, resignations or disqualifications; training undertaken or needed; terms of reference for committees or working groups; appointing Governors to specific roles; setting the calendar and other 'house-keeping' tasks.

Minutes of the previous meeting

Accuracy.

This is to enable the Governors to approve the minutes, having made any amendments if there are factual or typographical errors. It is where the minutes become the responsibility of all Governors and is thus an important part of the meeting.
Matters arising from the minutes

This is where Governors review progress against actions agreed at the previous meeting or to receive updates on ongoing issues not covered elsewhere on the agenda.
Head Teacher's Report

The Head Teacher's report should be in writing and circulated prior to the meeting. It will include a number of items as agreed by the Governing Body and some statutory information.

For committees this may be a report from a relevant member of the Senior Leadership Team.

Committee and Link Governor Reports

All committees, working groups and link Governors should report back to the Governing Body, ideally through approved minutes or written reports but verbal updates are acceptable from individuals.

Policy Reviews

Statutory documents and policies should be reviewed on a regular basis either at committee or Governing Body level, according to the agreed terms of reference.

School Business

Sub headings for this item will relate to current business or issues within the school. It will include budget monitoring, attainment results, health and safety reports and anything else to be determined by the Development Plan or at Governors' request.

LA or DCSF Issues

Sub headings will include any new initiatives or consultations from these agencies.

Any other business

This is only for urgent last minute items and there are three criteria for items in this section:

1. the topic would have been included on the agenda if it had been known about;

2. it had not arisen at the time the agenda was prepared;

3. it cannot wait until next meeting.

Governors should be encouraged to notify the Chairperson or Head Teacher of any such items in advance of the meeting, so that the meeting can be timed to allow space for discussion.

Preparing for the meeting

· Discuss the agenda with the Chairperson and ensure you both know what each item is about and where actions are expected.
· Ensure that you have any relevant legislative or guidance documents.
· Prepare an attendance list so Governors can be recorded as they arrive, ideally by signing in. This will also enable you to easily check that the meeting is quorate.
· Take a file of past minutes and papers in case questions arise.
· If there are likely to be new Governors or members it might be useful to prepare name-plates for everyone to ease discussion and note-taking.

Note-taking

· Your role is to take notes to be able to write succinct and accurate minutes.
· Everyone has their own technique for this but you should have enough detail recorded to be able to read back to answer any queries in the meeting and to be a reliable aide-memoire for writing the minutes.

· If you have prepared well, you will know what each agenda item is about, and be able to determine what is relevant.

· Listen to what is said and be able summarise the key points made. Ask for clarification if necessary.

· Ensure you have recorded clear actions for every item requiring them — include what is being done, who is responsible and a deadline.

· Ensure you have recorded everything the Governors have approved or agreed. If a vote is taken, indicate whether it was unanimous, if there were abstentions or a split vote — but without identifying individual votes.
Some common problems and tips

Not understanding

· Familiarise yourself with the previous minutes before the meeting.

· Make sure that any words or phrases you are unfamiliar with are noted so that you can check them later.

· If you know that there is something on the agenda that you are not sure about, do some research or ask for a briefing beforehand

· Do not be afraid to ask the Chairperson or Head Teacher about anything you have not understood or need more information about, to ensure that the minutes are clear to everyone else.

Not hearing what is said

· Sit beside the Chairperson, as most speech will be directed that way.

· Ask that the meeting is in a suitable room where you can see and hear everyone.
· Focus on the speaker and try to cut out other noise.

· Ask the Chairperson to get people to speak in turn if there are a lot of side discussions or cross talking.

· You can interrupt or take the discussion back in if you lose track or are not able to note everything discussed and agreed. Also if somebody speaks very quietly or does not speak English fluently or clearly — it is better to go back and ask than to miss out something important.

Arguments/ heated debate / factions around the table

· Note down what the argument is about and try to identify the key points being made. If the argument becomes repetitive or out of control, you could prompt the Chairperson to call order and then stop writing until order is restored.

· A good clerk can add information or advice if it will help the debate to progress or if Governors are proposing unconstitutional actions.

· When the argument is over it would be useful to ask the Chairperson to summarise what has been said and what was agreed. Again, a good clerk could also do this.

Setting up the room

· Try to encourage the Governors to meet in a room that is suitable for a businesslike atmosphere, where everyone can manage their papers easily and you have a suitable surface to write on.

· Ideally the clerk and Chairperson will sit next to each other.

· Water and/or refreshments are a good idea for meetings over an hour long.

Taking the notes

· Make sure that you are seated where you are comfortable to work and can see and hear everyone.

· Notes can be handwritten in long- or short-hand or typed directly onto a computer, whichever the clerk prefers, so long as the resources will last for the duration of the meeting.

Typing the minutes

It is probably best to type up the notes within a day while it is still clear in your mind. Items should be recorded in the same order as set out in the agenda.

Minutes are not a verbatim record so what you include or leave out is a judgement call. However, you should include all of the following;

· List of everyone present including Governors, associates, observers etc. If anyone arrives late or leaves early, this should also be noted.

· Apologies for absence and whether they were accepted. Non-attendees should also be listed.

· Approval of the previous minutes with any amendments listed clearly.
· Updates on actions agreed at the last meeting with any alternative actions, where appropriate

· Key issues or points raised for each item.

It is helpful to summarise the agreed actions on a separate sheet which can be circulated to everyone immediately.

When the minutes have been approved by the Chairperson and Head Teacher, they should be circulated to the Governors within an agreed timeframe

Sample agenda
APPENDIX B 
Meeting of Newton Heath School Governing Body
7.30pm on 18 March, 2008 in the School Library

Agenda

7.30
1
      Apologies — please send your apologies if you are unable to attend


2
 Matters to be raised under any other business


3
       Declarations of interest

7.45
4        Minutes of the previous meeting — enclosed, green
i) Accuracy

ii) Matters arising, including -

School profile






       Ellie Norcutt

Extended services






   

7.55
5
Head Teacher's report — enclosed.
For discussion.
Ellie Norcutt


8.10
6
School Business
i) Graduate teacher mentoring - update
Ellie Norcutt

ii) School Improvement Plan - review of progress 2008/09

iii) SIP 2008/09 — first thoughts

iv) SEF Update

8.30
7
        Committee and Link Governor Reports   For information
i) SEN Governor   - enclosed

ii) [image: image2.png]department for
children, schools and families




Finance committee     - enclosed

iii) Premises & communication committee   -  enclosed

iv) Head Teacher's Performance Review     - enclosed


8.45
8
Policies.
To review and confirm policies
i) School uniform






       Amy Vickers

ii) Disability equality                    


                       
  Dexter Sanders


8.55
9
LA and DCSF Business
i) Consultation on Primary Capital Programme


      Susan Milner


9.10       10      Any other business
EXCLUSION OF PRESS AND PUBLIC


9.20
11
Confidential Items from the Head's report
i) Racial Incidents

ii) Exclusions

iii) Child Protection

iv) Staff Attendance

v) Pupil Attendance and Punctuality

Sample minutes
APPENDIX C 
Minutes of Newton Heath Governing Body Meeting

Held on 18th March 2008

Present

Susan Milner
Chair

Jashvinder Murli

Ellie Norcutt
Headteacher

Thomas Peyton

Dexter Sanders

Eve Tsang

Amy Vickers

In attendance

Anne Maynall
Clerk

1. Apologies for Absence

Apologies were received and accepted from Liam Andrews and Doreen Masers. Alison Marshall was not present.

The meeting was quorate.

2. Matters to be raised under any other business

Governors were asked to make known any items that they intend to raise under “any other business” – agenda item 10, in order to ensure all “declarations of interest” – agenda item 3, are based on all matters to be discussed. 

There were none.

3. Declarations of Interest.

Governors were reminded of the need to declare any interests in the items for discussion —

there were none.

4. Minutes of the Previous Meeting

i) Accuracy

SATs results / RaiseOnline (item 6 i)) — 2nd paragraph should read "available in December 2008"

Subject to this amendment the minutes of 21st January were approved as an accurate record and signed by the Chair.

ii) Matters arising. 

From item 6 ii) School Profile

Governors had asked for a survey of how useful the parents found this document. However, response was poor and no definitive assessment was possible.

It was agreed that Reception parents would be surveyed in person with Year 6 pupils conducting the interviews.

From item 6 v) Extended Schools

Plans have now been submitted to Sure Start and a decision will be made at their next meeting in May.

ACTION - Ms Norcutt to arrange a parent survey with Reception and Year 6 staff

5. Head Teacher's Report

Ms Norcutt's report had been circulated with the agenda and she highlighted some key issues.

Staffing has been very stable for a number of years but this term two teachers have resigned to take up promotions elsewhere and a teaching assistant will be taking maternity leave from the beginning of June. The Personnel committee will consider the options and appointments process at their next meeting.

Pupil roll has increased by 3 since the last meeting which brings the Infant classes to capacity.

The PTA held a highly successful quiz evening which raised over £500 towards the library appeal. Governors asked Ms Norcutt to convey their appreciation for their hard work.

Year 6 is on track to meet the SATs targets this summer. However, levels expected for Year 2 are disappointing. Governors asked if there were any reasons for this. Ms Norcutt explained that there has been quite a high mobility in this year group due to the local housing re-development. Many of the new arrivals speak Polish and are taking a while to settle. She suggested getting a Polish speaking support worker for the summer term to see if that would help and Governors approved this subject to cost.

The finance committee to give final approval.

6. School Business

i) Graduate Teacher mentoring

Ms Norcutt reported that although the Graduate Teacher programme is working well and the two trainees are making a positive contribution, there are considerable time implications for their mentors. Both mentors are senior teachers with other responsibilities but they are giving their time freely. She asked Governors to consider allowing both mentors an honorarium in recognition of these additional duties.

Ms Tsang explained that this is permissible within the Pay and Conditions Document. There is some slippage in the budget which would allow a £500 payment for each teacher. Governors approved this proposal.

ii) School Improvement Plan 2008/09 

Ms Norcutt reported on progress against the objectives set.

· Targets are being met in numeracy and science across the school. The LA adviser assessed teaching standards to be Good with some elements of Excellence.

· Training on the new science monitoring table will not now be available until November 2008 although the deadline for implementation was the end of May.
Governors asked about progress in reading and writing which had not been included. Ms Norcutt explained that assessment data for this area was not ready but the indications are that the targets for the infant classes will not be met — as discussed in a previous item.

Ms Masora is the science link Governor so it was suggested that she is asked to monitor progress on the assessment table.

ACTION - Ms Minder to contact Ms Masora.

Governors also asked about progress on the toilet refurbishment project as parents have been expressing concerns. Ms Norcutt asked for two Governors to join her to review the tenders for this work which will have to take place over the summer break.
ACTION — Ms Minder and Mr. Peyton to meet with Ms Norcutt on April 12th.

iii) School Improvement Plan 2009/10.
The broad headlines for the next year which had been identified in the long term plan were circulated for information.

The Inset day after the Easter break will include a staff discussion about the objectives and actions needed. Governors are welcome to join this session.

There will be an agenda item for each committee to look at its own area and the next Governing Body agenda will include the draft plan for discussion.

iv) SEF Update.

Ms Norcutt circulated the most recent version of the SEF and asked for Governors to give her any comments by the end of term.

She highlighted the judgments at the end of each section in particular and these were discussed. Governors agreed with all of the judgments made.

7. Committee and Link Governor Reports.

i) SEN Governor Mr. Sanders.

Mr. Sanders report had been previously circulated and he invited questions. Governors thanked him for the informative report, there were no questions.

ii) Finance Committee — Ms Tsang

Minutes had been previously circulated along with the proposed budget. Ms Tsang explained the rationale behind the budget and how it links to the priorities in the SIP.

Ms Tsang proposed that the Governing Body approves this balanced budget and Ms Norcutt seconded the motion. The budget was unanimously approved.

iii) Premises and Communication Committee — Ms Vickers Minutes had been circulated previously. There were no questions for Ms Vickers.

iv) Head Teacher's Performance Review Committee — Ms Milner (verbal update). The committee had met with the School Improvement Partner to review Ms Norcutt's performance in December. They had unanimously agreed to award her one spinal point as she had met all of the targets set. New objectives have been set for this year and the next review will take place in May.

8. Policy Reviews

i) School Uniform. Ms Vickers reported that the school council had recently discussed school uniform and parents were surveyed at the open evening. A number of minor suggestions were made and these had been incorporated into the revised policy which was circulated for consideration. Governors asked that one further addition be included which would read, "Girl's hair to be tied back for sport and where there is a health and safety concern."

Subject to this amendment the policy was approved. The Chair to sign the final version.

ii) Disability Equality.

Mr. Sanders explained that he and a working party of staff and parents had written the policy in accordance with the LA guidance. The pupils had also been consulted through circle time sessions.

Governors had received the policy in advance and expressed their thanks to the working party for putting it together. The policy was approved unanimously.

9.  DCSF and LA Business.

i) Consultation on Primary Capital Programme.

Ms Milner highlighted the importance of the school responding to this consultation as it could mean that Newton Heath could get rid of the old but classrooms and get a new building if a strong enough case can be made.

Deadline for responses is 31st March so Governors were asked to read the document and let Ms Milner have any thoughts by 25'h to allow her to collate and circulate the school's response before it is submitted to the LA.

10. Any Other Business. None.
11. Confidential Items from the Head's Report

Ms Norcutt circulated the data for the following issues.

i) Racial Incidents.

Two incidents had been recorded this term — both verbal racist abuse between pupils. The children concerned have been spoken to and a Circle Time session was done for the whole year group to consider tolerance and difference.

Governors asked if it was the same children as last term's incident and, if so, whether their parents had been informed. Ms Norcutt explained that one of the children was the same but, unfortunately, the parents had refused to discuss it with the class teacher as they did not consider that verbal abuse was a serious issue. Any further incidents may have to be dealt with by a short exclusion to make them realise that it cannot be tolerated.

ii) Exclusions.

Governors queried the number of exclusions in Year 5 this term, particularly as some parents had complained to Governors that it had been unfair to exclude the whole group. Ms Norcutt explained that there had been one incident that had involved this group of boys. Two had longer exclusions because they were directly involved in stealing the teacher's i-Pod from her handbag. The others had been very silly and helped to get it out of the classroom and cover up for the thieves. They were excluded for one day each to show them that this is unacceptable behavior. The teacher had been deeply upset that her own class had stolen from her; the i-Pod had been a graduation gift and had sentimental value.

iii) Child Protection Nothing to report this term.

iv) Staff Attendance.

Teaching staff attendance has been 97.4% since January which is a great achievement for this time of year.

Support staff attendance was less impressive at 92.7% mostly due to two members of staff, one teaching assistant and an admin worker. There was also a flu bug which had hit a number of the cleaners. It has cost the school a lot to cover these absences, especially as one person returned for a few days and then went off again so the insurance cover can't be claimed.

Governors asked if the school is following the Managing Absence Policy and Ms Norbutt said that both of the long term absences had been given appointments with Occupational Health. Human Resources have been advising her in one case.

v) Pupil Attendance and Punctuality. 

Years 1 to 6 have good attendance at 97%. The Foundation Stage, however, is a concern. Parents do not seem to realise the value of bringing their child to school on time every day. This is particularly true of the new Polish families, possibly because school is not compulsory for under 6s in Poland.

There is also one family who are late most days which is affecting the punctuality figures for years 1 and 3. Steps are being taken to engage the mother.
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