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Meetings

A guide to writing governing body minutes
· Purpose of Minutes

· Content of Minutes

· Taking Notes and Structuring Minutes

· Presentation of Minutes
Purpose of Minutes

Minutes are an historical record and formal evidence of governance, a record of the governing body’s decisions, the reasons for those decisions, and give authority to decisions.  They are vital to the success of the meeting acting as a reminder to participants to achieve necessary outcomes.  They also give those who did not attend an idea of what was decided in their absence.  
Governors must have access to an accurate record of all discussions and decisions to that they can demonstrate to stakeholders and external bodies such as OfSTED evidence of leadership and good governance to support the school self evaluation (SEF) for the judgements made in Ofsted Inspections.   Financial Management Standards in Schools (FMSiS) have also placed responsibilities on the clerk for recording specific decisions. 

Minutes could be questioned as evidence for claims of litigation which may be dependant upon the governing body’s decision making.  

Fulfilling these functions in one document is a demanding task and places an important and responsible role on the clerk.  

Are your minutes a tool which will help drive the school forward?

Content of Minutes

Each minute should be tied to an agenda item through a numbering system and the title and should have a beginning, a middle and an end.  A minute is NOT a verbatim record of the meeting.

Beginning – The beginning should be an explanation of the agenda item

Middle – The middle summarises the main points of the discussion, and the questions asked of the headteacher providing the evidence of how the school is governed.  

End – The end states the outcome of the discussion, usually a recommendation or a decision, including the voting result. This will result in an action, who when and timeframe.
Minutes should record

· Heading – Name of GB or committee, date and where the meeting was held
· Those present; 

Governors listed alphabetically(identifying the chair and Headteacher),

Associate members, 

In attendance (note office and from where), 

Clerk (who produced the minutes)
· Apologies (and in Full Governing Body Minutes governors’ acceptance of apologies).  Every member of the governing body should be accounted for split between, those present, those apologies received from and those absent.
· Declarations of any ‘interests’ – governors should have an opportunity at every meeting to declare any ‘interest’ to an item on the agenda.  N.B this is in addition and separate to signing a register of business interest form
· Approval of previous minutes – this section enables governors to approve or make any amendments to the minutes.  Minutes are the responsibility of the committee/full governing body at the point of acceptance.  The minutes should note approval or approval subject to the following changes (the previous minutes should be annotated with the changes and initialled by the chair) 
· Matters arising/progress update on action points – This can sometimes be a chaotic section of the meeting, minutes should not be re-read/discussed but enable a report back on progress of action points, and general updates.  Use the status of the action when minuting matters arising.  i.e. completed, in hand, in hand with deadline date, or reason for lack of action or future actions.
· Committee/governing body business.  Evidence of discussions, decisions, action to be taken, by whom and by when, of governing body responsibilities such as:
· Discussions and agreement of the H & S Policy which must be reviewed annually

Evidence of H & S Inspection – not necessarily carried out by governors but reported to the governors
Evidence of H & S Risk Assessment document
· Discussions and agreement of the Finance Policy which must be reviewed annually 

Evidence of ratification of the annual Budget as appropriate and a copy of the budget sheet attached (either in the FGB minutes or the finance committee minutes if this has been delegated)


Evidence of discussion of monitoring the termly budget and monitoring reports attached. Financial decisions and reasons

Evidence of governors’ overview of school financial procedures and budget trails
· Discussions and agreement of policies and agreed review cycle dates (make sure that policies are signed and dated by the headteacher chair of governors and contain a review date)

· Evidence of governors responsibilities for pay, performance staffing procedure (delegated to Headteacher)
· Work of Performance Management.  Evidence of ratification of the headteacher’s pay review
· FGB minutes must record evidence of committee reports of delegated responsibilities.
· FGB minutes must record in particular evidence of finance reports of outturn position to the governing body.  (Attach report and state in minutes that governors received summary of key financial issues…….)
· FGB minutes must record the annual review of structure and terms of reference of delegation to committees.
· Evidence of governance/action which demonstrate the governing body’s strategies for pupil achievement and school improvement priorities,  critical friend (monitoring and evaluation learning about the school – asking questions, challenging, acknowledging success, giving support and thanks) and accountability roles.  i.e. making decisions/suggestions.  Discussions about SIP, successes and challenges.  Governor visits and staff feedback reports.
· Evidence to Ofsted inspectors that governors have participated in their part of completing the school SEF and show that it has been completed with the agreement of the governing body.

· Confidentiality – Decision on any items of confidentiality.  Only the governing body/committee (not the clerk, chair or head) decides what is confidential.  Governors business is basically intended to be open and all papers can be seen by members of the public on request with the exception of those items considered to be confidential.
· Dates of future meetings

· Signature once agreed and accepted of Chair and also each page initialled.
Remember minutes should record the key points in a fair and balanced way and clearly record the decisions and actions taken

Taking Notes and Structuring Minutes

Take the notes ( edit the notes ( structure the notes ( write the minutes
Minute takers responsibility
Minutes are not a record of what was said they are a record of what was discussed.

It is important that accurate notes are kept which describe the main points of discussion and any decision that was reached, what action is to be taken and who has to do what as a result.  The skill for taking minutes is the ability to listen to the words, absorb and evaluate and identify the speaker’s point of view – decode the message to summarise.  
‘Making sure you accurately record what governors say and decide can be difficult particularly if you are also contributing to the meeting’
The use of could, would and should for instance will change the outcome of the discussion

Could – agreed could be supplied

Would – agreed it will happen

Should – if it ought to happen
Good practice preparation for writing minutes

· Maximise understanding by reading papers before the meeting

· Recognise what is to be achieved from an item

· Take sufficient notes – use bullet points, note what the person is talking about and the message, the decision and the action.  
· Clarify any points of discussion that you are not clear about – Anything not understood is better clarified at the meeting than later.  If interrupting is not appropriate note what it is i.e. John talking about the IT problem that caused the crash

Facts and figures can be clarified after the meeting

· Have clear understanding of any points that require action.
Taking Notes

Although sufficient notes are needed it is not always possible or necessary to take detailed notes.  Avoid the pitfall of writing everything that is said down.  Instead note the topic discussed and points raised that are of concern, the decision and action to be taken. 

Each minute should show confirmation of how the discussion ended i.e Action… , no decision taken, deferred to next meeting, referred to for.. etc
Example proforma for note taking 
	Initials of Speaker


	Notes
	Extra space for arrows, extra notes etc
	Initials of action takers




Example of full notes
Minutes – approved by the governing body

Matters Arising – the school trip was very good and every one had a good time

Finance report – the budget sent to the school and was looked at the HT and chair.  Looks to be a good provision for this financial year - approved

School report – headteacher reported on the examination results which were excellent – pupils and staff to be congratulated

Example of brief notes
Minutes ok – approved

MA – trip went well

Budget – good approved

Exam results – excellent – congratulate pupils and staff

Structuring your notes

Discussion in meetings may often jump around; making sense of a discussion with many different aspects can be a significant problem.  Some of the time you can move around your notes and add information where it is relevant, thus items are together when it comes to structuring the items.  
It may be that you will have noted down duplications within a discussion and your notes will need editing and structuring before writing up. (See Appendix for example of a discussion and how the notes were edited and finally minuted.)
Do I include historical background information?

Although relevant to the subject it may not necessarily be of great interest and not minuted.  However if the group is not aware and need to know to discuss the subject it can be minuted.  Minutes need to be understood by the reader but they can get the background information from other sources where appropriate.

Where a group discusses options – do I include detail of all the options?
Briefly outline the discussion of the options and reason for pursuing one particular policy.

Do I follow the order of the discussions?

Structure items according to the agenda following agenda numbering and headings subdividing areas of the discussion (See section on Presentation of Minutes for example of layout and numbering of minutes)
Example – the redecoration of the Library is likely to cover a number of points but structuring the discussion into smaller sub sections and the minutes will be clearer e.g
Redecoration of the Library
Budget to be spent
Colour scheme to be chosen
Furniture to be replaced?
Lighting 
………….and so on      
Write up the minutes as soon as possible after the meeting, whilst discussions are fresh in your mind and in others.  Sounds obvious, but the longer you wait the longer they will take
Presentation of Minutes
The work of the governing body and its’ committees is important and the minutes are considered formal documents.  Minutes should therefore be written using business-like language in a clear, concise and simple way.  They should be typed using a formal layout with headings for each item.  The headings should follow the numbering and headings of the agenda.  The use of white space, numbering, headings, bold and underline greatly improves the readability of minutes.
It is important to know who agreed what for future reference.  The information needs to be accessible to busy governors and others to scan the minutes.  Most people do not read the minutes in great depth.  Their concern is to see what was talked about i.e. the heading and what was done i.e. the action.  The Action Points should be typed as a separate paragraph.  It is good practice for the action point to be able to stand alone in the minutes.  
The use of indent and bold, action columns etc will make the action stand out so that governors can scan the document.  See the layout of the four examples below.
	6) Finance Governor

The need for two new governors was discussed and it was agreed that one of these should undertake the role of finance governor.  Public Sector knowledge was felt to be desirable and Robert Jarvis, a management accountant from Overley Hospital.

Action: Darleen Shaw to contact Robert Jarvis and explain Governors role and if he wishes to become a governor invite him to the next meeting (10 Nov 09)


6) Finance Governor

The need for two new governors was discussed and it was agreed that one of these should undertake the role of finance governor.  Public Sector knowledge was felt to be desirable and Robert Jarvis, a management accountant from Overley Hospital.

Action: Darleen Shaw 10 November 09
to contact Robert Jarvis and explain Governors role and if he wishes to become a governor invite him to the next meeting
	
	Action by

	6) Finance Governor

The need for two new governors was discussed and it was agreed that one of these should undertake the role of finance governor.  Public Sector knowledge was felt to be desirable and Robert Jarvis, a management accountant from Overley Hospital.

Action: Darleen Shaw to contact Robert Jarvis and explain Governors role and if he wishes to become a governor invite him to the next meeting
	Darleen Shaw

10 Nov 09


	6) Finance Governor

The need for two new governors was discussed and it was agreed that one of these should undertake the role of finance governor.  Public Sector knowledge was felt to be desirable and Robert Jarvis, a management accountant from Overley Hospital.

Action: Darleen Shaw to contact Robert Jarvis and explain Governors role and if he wishes to become a governor invite him to the next meeting
	Action by

Darleen Shaw 10 Nov 09


Language and grammar,
Spoken words from your notes have to be transformed into a different language acceptable for minutes.  
Words and Phrases - Plain English

· Do not use long or obscure words where a common or short one will do.  Use a plain English style which is clear and reader friendly.  

· Use short sentence and paragraphs - make the subject clear in the first sentence and do not pad out sentences with extra words.  

· Avoid vague terms such as “soon as possible”, “several”, “many”, “few” – use specific time, numbers or quantities.
· Acronyms – where the use of acronyms is used, at the first time of its use in the minute put the meaning in brackets.  i.e. SEF (Self Evaluation Form)
Tense

Minutes should be written in the third person and in past tense.  Try not to repeat the same phrases too many times and begin paragraphs differently, this will prevent minutes from becoming repetitive and boring.
Example of colloquial speech turned into an acceptable minute

“A parent wasn’t happy with the stupid rule of not letting kids eat snacks in the huts at playtime.  He had been to see the head but could get no joy and thought the governors should sort it out.”
“A parent was concerned that pupils were not allowed to eat snacks in the school during breaks.  He had approached the headteacher to raise his concerns without success and requested that governors discuss the issue.”
Active tense

Use active or specific and not passive or vague phrases.  The active voice is more direct and easily understood. It simply means identifying the taker before the action.  
	Passive
	Active

	It was decided
	Governors decided

	Assurance were given by the chair
	The chair assured governors that

	Concerns were expressed by
	Governors expressed concern


Positive tense
Many readers will read in the positive even if you have written in the negative.  This means that they receive the opposite meaning.  Write about what has been done, will be done etc.  Similarly double negatives can be read as negative when in fact they are positive.
	“The scheme is not suitable for
	The Scheme is suitable for 

	The schemes are not dissimilar
	The schemes are similar


Mood/Judgements

Don’t make judgements i.e. heated discussion, eventually decided, lengthy/brief discussion

Punctuation

It is important to punctuate your minutes correctly or you leave the readers’ understanding to chance.  It is important to use commas and apostrophes in particular, with care.
Example of punctuation left to readers’ understanding
Governors fury or Governor’s fury

Pupil’s Entrance - (a very selective school presumably)

Charles the first walked and talked half an hour after his head was cut off.

or

Charles the first walked and talked. Half an hour after, his head was cut off.

Acronyms

Acronyms should always when used for the first time within the minutes be written out in full followed by the acronym in brackets.  Subsequent use of the acronym in the minutes can then be used. i.e. School Improvement Partner (SIP)

Naming Names

How you record the discussion, decision and information is crucial.  Do not use names (or initials) when summarising discussion unless the source of the comment is essential.  The only exception is showing who is responsible for the action.  Or if a governor expressly asks that his opinion against a decision is noted.
Decisions within the governing body are taken by consensus and governors remain corporately responsible.  Governors should be discreet how they report on governors’ meetings, not saying anything that puts colleagues in a bad light or is disloyal to an individual’s opinion.  It is sufficient to report decisions made, and indication of points and not who said what or disagreed with what.
“Anne Jackson suggested that ……………., John Smith pointed out the problem ……. And Peter Brown suggested that there would be resistance by parents……”

“The committee discussed the possibility of ………  However, because of concerns it was decided to ……..”
Confidentiality

Confidential items should be used sparingly.   Governors’ business is basically intended to be open.  

Items that are decided as confidential should be reported on a separate sheet, this is often referred to as part II of the minutes – Confidential Items.  Copy the heading and those present from the main body of the minutes over to this page and include the page within the page numbering of the minutes.  The main body of the minutes at the relevant item should minute for example ‘the item regarding the staffing structure is minuted in Part II – Confidential Items of these minutes’.  It is good practice to use a coloured sheet for the confidential page as this then stands out and is less likely to be accidentally published to the public.
N.B Confidential minutes do not necessarily mean the information is confidential – Information could be asked for under the Freedom of Information Act (FOI) and certain issues may not be exempt.

i.e. Personnel minutes which state the salary of the headteacher may be deemed as confidential, under the FOI this information would be permitted under Public Accountability, however Performance Management targets and appraisal would always remain confidential, but pay issues once agreed would be available.
Named Persons

Only where it has been essential to name an individual (or it can be easily assumed who the individual is) and any personal information is given should the item be regarded as confidential.
Other Specific Items
Sometimes it is necessary to decide an item is confidential for a specific period when it is then no longer deemed confidential.  i.e. when discussing the future staffing structure , once it has been agreed and implemented it may no longer be confidential., or when discussing whether to establish a nursery on site which might conflict with the interests of a nursery within the location or when discussing the requirements of a project before going out to tender.
Page numbering
Minutes should be page numbered 1 of 3, 2 of 3, 3 of 3 – in that way it is obvious if pages are missing.
Signing Minutes
Minutes are signed as extra proof that everyone at the table agreed to their accuracy.  The chair person should initial each page and sign the back page; this will discourage any future disputes or changes to the minutes once agreed.

Good Practice

Approval of Minutes

Approval of minutes should be gained from the chair, the chair is responsible for the factual accuracy of the minutes; the chair person however, should not change or add information to suit personal views.  
Circulation of Minutes

Once approved the ‘draft minutes’ should be circulated to all governors on the committee (FGB minutes to the governing body), ideally within 15 days so that they inform those not present and act as a timely reminder to discussion and actions agreed to by those who were.  Changes to the minutes from other governors should be kept until the next meeting ‘approval of minutes’ item.

Committee minutes should ultimately be shared with the whole governing body (usually these would form the supporting papers of full governing body meetings) 
Reports/minutes to meeting

Reports given at meetings tend to be fast and factual and delivered in a flat style which is difficult for the minute taker to keep up, where a verbal report is given it is good practice to give the minute taker a few lines of summary for the minutes.  If this is not an option the minute taker should cover in the briefest detail.

Filing

Minutes must be kept indefinitely – Make sure that where reports are mentioned to be received by the committee/governing body in the minutes, i.e. finance reports, monitoring sheets, headteacher’s reports, committee reports that they are attached or a clear filing system for retrieval defined.
Useful phrases

Governors were concerned
The headteacher highlighted/explained
After a full discussion
Governors requested
Governors agreed
Governors resolved
Governors’ queried/questioned/sought clarification

In conclusion

Useful Words
Although an accurate overview of the discussion should lead the minute taker to the words that are necessary, there are occasions when it seems that the same word is used over and over again. 

Decided/resolved/approved/concluded/determined

Discussed/debated/deliberated/considered/examined/analysed

Said/stated/reported/established/confirmed/verified/declared

Pointed out/explained/suggested/drew attention to/raised/informed /understood

Were reminded that/recalled/clarified/illustrated/defined/demonstrated /emphasised

Agreed/approved/concurred

Disagreed/disputed/not the case

Planned/intended/meant/hoped/proposed

Existence of/issue of/reality of/topic of/problem of/question of

Benefits of/merits of/advantages of/worth/value of

Problems/drawbacks/dangers/uncertainty/disadvantages

Chose/opted/selected/picked/named/preferred

Potential/possibility/likelihood/prospect/chance/probability

Options/alternatives/choice/preference/opportunity

Worried/concerned/troubled/uneasy/anxious/apprehensive

Finally Reflect . . . 
Are the minutes fit for purpose

Would someone who had not been present at the meeting understand all that went on at the meeting just by reading the minutes?
Appendix – Example of discussion and note taker’s notes
	Darleen
	Now, governor’s roles.  We need to talk about finding a finance governor.
	Need finance governor

	David
	None of us can do it, we all have enough roles already
	No-one can take on more

	Darleen
	We need to recruit two more governors so it will have to be one of them
	Need two governors

	Neville
	What about Marion Tait…  She was with Alexander & Co; a partner I think, so she would know what she’s talking about.
	Marion Tait, Alexander & Co?

	Lynn
	Don’t know….. we could d better to have someone with public sector knowledge
	Need public knowledge

	David
	That could be a disadvantage, we don’t want them taking over everything
	

	Neville
	We need is someone we can count on
	

	Lynn
	Not sure even that’s necessary! Seriously, we do need someone who understands the system
	

	Hayli
	I agree, The financing of a school is complicated and it’s not like any other system, public sector experience would help.
	

	Elaine
	For the other governor, I think we should try and find someone who works in the private sector, ideally within a smallish business.  Give a bit of a balance
	Other governor from private sector

	Neville
	Go further… someone who runs a small business
	Runs own business

	Hayli
	Edward Jacobs, he’s your man for finance.  He worked as an accountant with the council until he retired a few years ago.
	Finance Gov Edward Jacobs

	Lynn
	He’s a complete pain…. Have you seen his letters to the local paper?
	

	Hayli
	True, but he does know what he’s talking about. 
	

	David
	Going back to the other governor, if it’s someone who runs their own business they might be a bit self-important. Treat us like staff!
	Other gov run own business boss us?

	Elaine
	Not necessarily, doesn’t have to run Tesco – just someone who’s used to business and management
	

	Lynn
	I can see your point – good to broaden the skills of the governors.
	

	Hayli
	Fair point, none of us work for a small company.  Come to that none of us are ‘managers’
	

	Lynn
	For the finance governor, if you don’t like Ed, how about Val Meade – another ex-council person.
	Finance governor; Val Meade

	David
	She’s 75
	Too old

	Darleen
	That’s a bit agest
	

	David
	I didn’t really mean it in that way – I’d like to see some younger blood amongst us.
	

	Elaine
	Hmm, apart from you parent governors we al look back to find 4oth birthday
	

	Darleen
	It’s not a problem but worth considering
	

	Alistair
	There’s a man in my road who works for finance at the hospital – I don’t know his job but he wears a suit! He’s got a young child and a baby.  He’s friendly and energetic, helps train kids at the football club.
	Finance gov….from hospital

	David
	I know who you mean.  I’ve met him a few times.  He also plays for the second team.  He’d be a good choice-knows his stuff and a great attitude.  Robert Jarvis his name is… I think he’s a management accountant.
	Alistair to contact

	David
	For the other governor, if we’re looking for someone who runs their own business we ought to be careful not to choose anyone who supplies the school – conflict of interest and all that.
	Other gov, beware conflict of interest

	Darleen
	Another thing to think about! If Robert’s interested let me know and I’ll talk t him, explain the role and so on.
	If ok Darleen to talk to

	Alistair
	I’ll see him over the weekend and call you on Monday
	A sort over weekend, tell DS mon

	Hayli
	For the other one, how about Liz Francis.  She runs a packaging business on the industrial park.  I think she fits your under 50 preference.  Her son left here a couple of years ago and there’s a daughter at Castlemead school.
	Other gov Liz frances

	Elaine
	I’ve worked with her, she supplied some shrink wrap packaging we needed in a hurry.  I agree, she’d be a good choice.
	

	Darleen
	Does anyone have her contact details?
	

	Elaine
	Not directly, but it’s H & S Packaging.
	Runs H & F Packaging

	Darleen
	No problem, I can find her from that.  I’ll contact her and if she’s willing, I’ll meet with her to discuss it and bring her to the next meeting if she’s like to join
	DS to contact and if interested bring to mtg

	Hayli
	If Robert Jarvis is interested he should come too
	Also rob Jarvis

	Darleen
	Yes, I’ll speak to both of them next week
	DS speak t both next week


If you were to type the notes on the example of the discussion the minutes would be something like

The committee discussed the need for a finance governor and it was pointed out that none of the existing governors could take this on.  Two new governors are needed and one of those should take on the role.

The need for the finance governor to have public sector knowledge was discussed and it was generally felt to be desirable.  It was suggested that the other governor should come from the private sector, ideally a business owner.  Various names were put forward for the role of finance governor.  It was agreed to approach Robert Jarvis, a management accountant with the hospital to see if he would be interested.  It was pointed out that if the other governor was to be a business owner, there was potential for conflict of interest.

If Robert Jarvis is interested in becoming a governor. Darleen Shaw to discuss the role and responsibilities and invite him to the next meeting.

Liz Francis from H& F Packaging was suggested as a possible governor and Darleen Shaw agreed to contact her and, if she is interested, invite her to the next meeting

To avoid the muddled information above, it is quickest and easiest to order and structure your notes before you type.  Work through your notes and delete information you noted, duplications etc.
The need for two new governors was discussed and it was agreed that one of these should undertake the role of finance governor.  Public Sector knowledge was felt to be desirable and Robert Jarvis, a management accountant from Overley Hospital was suggested.  

It was agreed to approach Robert Jarvis to explore whether her would be interested in becoming a governor, taking on the finance role.

Action: Darleen Shaw to arrange meeting with Robert Jarvis to explain role and responsibilities and if he wishes to become a governor, invite him to the meeting on 10 November
The benefits of a governor with business background were discussed and the risk of possible conflict of interest was raised.  Liz Francis from H & F Packaging was put forward and it was agreed to contact her.

Action Darleen Shaw to contact Liz Francis find out whether she would be interested in becoming a governor and, if she is, to invite her to the meeting on 10 November.

Minutes Review – Do your minutes stand the test?

Governors require evidence of their discussions and decisions which can demonstrate to stakeholders and external bodies such as OfSTED evidence of leadership and good governance to support the school self evaluation (SEF) for the judgements made.  Financial Management Standards in Schools (FMSiS) have also placed responsibilities on the clerk and governing bodies for recording specific decisions.  Minutes would also have to be produced in a court of law if the governing body were to be challenged on any decisions.

Fulfilling these functions in one document is a demanding task and places an important and responsible role particularly on the clerk but also the governing body.
	Headings
	Yes 
	No

	Include name of School?
	
	

	Include title of meeting?
	
	

	Include date of meeting?
	
	

	Name of those attending – able to differentiate who were governors, associate members, the clerk or others in attendance?
	
	

	Are apologies together with any acceptance by the Governing Body recorded and absences without apologies recorded?
	
	

	Is timed attendance noted (if arrive late or leave early)?
	
	

	Statutory tasks
	
	

	Appointment of clerk, chair or vice chair
	
	

	Membership items, notice of vacancies, new members
	
	

	Annual review of committee structure and delegation (TOR)
	
	

	Any variations to the Instrument
	
	

	Governors opportunity to declare any personal interest
	
	

	Evidence of good governance
	
	

	Governors are made aware of the progress made by different groups/key stages/curriculum areas of within the school?
	
	

	Evidence of governors’ strategic role and understanding of the school’s strengths and weaknesses?
	
	

	Evidence of governors monitoring and evaluation and challenge of the senior leadership team (in a positive and constructive manner)?
	
	

	Governors’ acknowledgment of success of the school, staff and pupils?
	
	

	Governing bodies or committee involvement in formulating, promoting, monitoring and evaluating policies?
	
	

	Reports are presented to the governing body by both governors and the senior leadership team?
	
	

	Discussions and monitoring of the budget referenced to the strategic planning priorities?
	
	

	General
	
	

	Are acronyms given in full first time used?
	
	

	Are the minutes clear, written in plain English, unambiguous and easy to follow?
	
	

	Are any decisions clearly identified? 
	
	

	Are the actions points clearly identified?
	
	

	Are actions clearly assigned to individuals/groups and timescale recorded?
	
	

	Could a reader not on the governing body understand the business of the meeting?
	
	

	Can items be tracked from the agenda to the minutes and from meeting to meeting?
	
	

	Will minutes stand up to scrutiny in a court of law?
	
	

	Does the choice of font type, size and general formatting help governors access the information quickly?
	
	

	Has consideration been given to decide on items of confidentiality?
	
	

	Is the signature of the chair and date included at the end and all loose leaved pages initialed? 
	
	

	Are loose leave pages numbered (1 of 3, 2 of 3 etc)?
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