
 

 

COMMITTEE SERVICING  

 

Guidance for Committee Secretaries  
 

 

INTRODUCTION 
 

Purpose of this document 
1. This document provides guidance on the practice of producing committee papers in the general context 

of servicing a committee and the University’s 'house style' for agendas, reports and minutes. This 
document refers to key documents that outline more detailed guidance.  
 

2. The guidance is aimed specifically at the Secretaries of University-level boards and committees, and of 
the standing committees which report to those bodies. However, the approach outlined in this guidance 
is suitable for use by most other boards, committees, sub-committees, executive or working groups etc. 
 

3. The main body of this guidance has been kept as concise as possible. Annotated examples of the 
standard layout of agendas, reports and minutes and guidance are available on the Governance template 
website.  

 
Definition and purpose of a committee 
4. A committee is a formal group within an organization with defined responsibilities, formed of people 

who are appointed or elected. A committee may consider, investigate and make decisions on matters 
within its defined remit or, where it does not have the power to make decisions itself, will make a 
recommendation to a higher authority, such as another committee or board. When a committee makes 
a decision on a particular matter, it may: 
 

a. agree something 
b. approve something 
c. recommend something for approval by another body 
d. endorse something approved by another body 
e. note something 

 

5. By contrast, informal groups do not have an official status or decision-making powers, and on some 
occasions their meetings may not require formal minutes or papers. 
 

Communication and relationships between committees 
6. Committees should be alert to cases where their discussion of an item is likely to be of close or direct 

interest to another committee in the University. This is particularly important where one committee 
has taken a view, or made a decision, about something which may influence another committee’s 
deliberations on the same topic. 
 

7. In such cases the Secretary of the first committee should deposit a copy of the relevant report 
considered by that committee, and the minute of the resulting discussion or decision, with the Secretary 
of the second committee so that it can be drawn to that committee’s attention at its next available 
meeting. 

 
Standing Orders 
8. The Standing Orders for the Conduct of Meetings of the Board of Governors and its Committees 

regulate the conduct of meetings of the Board of Governors, its committees, and sub-committees. 
These standing orders should be read in conjunction with the Governor Code of Conduct, which 
comprises the standards and commitments expected of our Governors. 

https://www.leedsbeckett.ac.uk/partners/academic-governance/templates-training/
https://www.leedsbeckett.ac.uk/partners/academic-governance/templates-training/
https://www.leedsbeckett.ac.uk/-/media/files/partners/governance-and-legal-services/corporate-governance/board-of-governors/standing-orders.pdf
https://www.leedsbeckett.ac.uk/-/media/files/partners/governance-and-legal-services/corporate-governance/governor-recruitment/board-of-governors-code-of-conduct_confirmed.pdf


 

9. The Standing Orders for the Conduct of Meetings of Academic Board and its Committees regulate the 
conduct of meetings of the Academic Board, its committees, and sub-committees.  

 
10. Whilst the Standing Orders do not apply directly to executive groups, they can provide a useful 

benchmark. 
 

11. Nothing in these standing orders is intended to conflict with the University’s constitutional documents, 
the Instrument and Articles of Government. In the event of any such conflict, the Instrument and 
Articles will take precedence.  

 
12. The Chair of a meeting, on the advice of the Secretary, is responsible for ruling on any question of 

interpretation of these standing orders. Their ruling is final. 
 
13. The Standing Orders cover: 

 
(a) General Information 
(b) Interpretation 
(c) Constitution of Boards and Committees 
(d) Appointment of Chairs and Deputy Chairs 
(e) Appointment of Members 
(f) Tenure of Office  
(g) Quorum 
(h) Alternates and Proxies 
(i) Apologies 
(j) Frequency of Meetings 
(k) Convening of Meetings 
(l) Notice of Meetings 
(m) Agenda  
(n) Reports 
(o) Publication of Documents  
(p) Confidential and Reserved Business 
(q) Attendance of Observers 
(r) Conduct of Meetings 
(s) Minutes and Records 
(t) Sub-Committees and Short-Life Working Groups 
(u) Registration and Declaration of Interests  
(v) Transacting Business between Meetings 
(w) Suspension of Standing Orders 
(x) Variation and Revocation of Standing Orders 

 

 
Dates and times of meetings 
14. The dates and times of meetings of Boards and key University committees are listed on the Governance 

schedule website. This is released annually, normally in the summer term, to give adequate notice of 
committee meetings for the forthcoming academic year. The schedule is updated as required 
throughout the year; please always refer to the website for the latest version. Committee Secretaries 
should also notify changes and corrections of the schedule to Governance. The schedule allows for other 
committees and groups to plan meetings with adequate time to feed in reports to a higher authority 
(e.g. a parent committee with higher authority powers to approve a recommendation).  
 

15. Committee members should be notified by the Secretary, or servicing office, of the dates and times of 
all meetings, and any changes, as soon as the details are known. ‘Outlook’ meeting invitations should 
be issued electronically where possible, and this is the most reliable way of notifying members of 
changes to the schedule of meetings.   

 

https://www.leedsbeckett.ac.uk/-/media/files/partners/governance-and-legal-services/academic-governance/academic-board/standing-orders-academic-board.pdf
https://www.leedsbeckett.ac.uk/-/media/files/about/governance/instrument-of-government.pdf?la=en
https://www.leedsbeckett.ac.uk/-/media/files/about/governance/articles-of-government.pdf?la=en
https://www.leedsbeckett.ac.uk/partners/academic-governance/committee-meeting-schedule/
https://www.leedsbeckett.ac.uk/partners/academic-governance/committee-meeting-schedule/
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16. Normally the Secretary will coordinate meeting arrangements, including the date and time; venue; 
catering; equipment and AV; room set up; supporting documents; and special guests and presenters. 
All meetings must be convened by the Secretary, or, in the event of their incapacity, by a deputy 
designated by the Chair. The minimum period of notice for ordinary meetings is five working days. The 
minimum period of notice for additional and extraordinary meetings is three working days.  

 
Drafting an agenda 
17. The agenda is a list of items of business. It helps to organise and plan the meeting, giving indicative 

timings. It also simplifies minute writing, by giving the meeting a proper structure and assigning a paper 
reference to each report. The agenda must be laid out in accordance with the University’s standard 
agenda template available for download from the Governance website.  

 
18. Guidance on drafting agendas can be accessed online alongside the referencing system document. 
 
Report writing 
19. Detailed guidance on producing reports for committees is published on the Governance website. 

Additional supporting documents include the Presenting reports guidance and the standard University 
report template. Paper numbers should be given to each item accompanied by a hardcopy report using 
the referencing system document. 

 
20. Secretaries should send a call for papers to report authors with enough advance to prepare for paper 

deadlines. Some papers will need to be approved or reviewed by a higher authority e.g. the University 
Executive Team before being submitted to the committee. Where possible, reports to be considered at a 
meeting will normally be circulated with the agenda on the fifth working day prior to the meeting. 

 
21. Open reports of meetings at the University should, as far as possible, be publicly available. University-

level boards and committees’ papers and minutes which are open, should usually be published online. 
Any papers which are considered to be confidential will not be published to the website.  

 

Minutes 
22. Minutes do not need to be verbatim but should contain enough information so that a person, who did 

not attend the meeting, could read and ascertain clearly what decisions were taken. Formal minutes 
should be written on the University’s standard minute template document using the past tense. Detailed 
guidance relating to minutes can be found in the minute guidance document.  

 
23. As far as possible, the minutes should follow the same structure as the agenda for the meeting, using the 

same section and item headings. Each minute paragraph should be given an individual reference number, 
for more information see the referencing System document.  

 
24. Minutes should: 

 
(a) provide proof that the meeting actually took place, discussion took place and certain decisions 

were reached; 
(b) provide a point of reference for those unable to attend; 
(c) provide a prompt to action, helping participants to focus on their promises and turn those 

promises into actions; and 
(d) provide an aide-memoire at the following meeting linking the two meetings together. 

 
25. Minutes of meetings at the University should, as far as possible, be publicly available. University-level 

boards and committees’ minutes which are open, should usually be published online. Any confidential 
content within the minutes should usually be redacted (see paragraph 29 below).  

 
26. Minutes will be confirmed by the Committee at its next meeting; University-level boards and 

committees should have minutes formally signed by the Chair as an accurate record.  
27. The minutes should not normally need attachments, unless it is necessary for Board or another 

https://www.leedsbeckett.ac.uk/-/media/files/partners/governance-and-legal-services/academic-governance/training/txagendatemplate.docx
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https://www.leedsbeckett.ac.uk/-/media/files/partners/governance-and-legal-services/academic-governance/training/txreferencingsystem.pdf


 

committee to receive detailed information on a particularly significant matter. In such cases a paper 
may be attached to the minutes as an appendix. 
 

Recording follow-up actions and key messages 
28. A committee’s decision will often require follow-up action to be taken. These actions and named 

individuals responsible for implementing them should be communicated to the relevant individual(s) 
immediately after the meeting and then written using the standard University action template.  

 
Confidentiality  
29. Most exemptions are likely to fall into the following categories: section 22 (information intended for 

future publication), section 40 (Personal Information), section 41 (Information provided in confidence), 
or section 43 (commercial interest). Guidance is available from the Information Commissioner online. 
For further advice on confidential minutes and applying the Freedom of Information Act, please contact 
Governance. Further detail relating to confidential minutes can be found in the minute guidance 
document.  
 

Declarations of Interest 
30. ‘Declarations of interest’ is the standard first agenda item for all University Boards and standing 

committees. Individuals with a clear and substantial financial, family or other personal interest in an 
agenda item for a meeting where they are present must disclose this to the committee. The committee 
will then decide what level of participation (if any) in the subsequent discussion and decision-making 
process is acceptable on the part of the conflicted member. The outcome of such deliberations should 
be recorded in the minutes. Further guidance on the University’s approach to registering conflicts of 
interest is published on the Register of Interest website. 
 

Electronic versus paper copies 
31. Where possible, committee papers are circulated electronically as a secure and economical alternative 

to issuing hardcopy papers. For electronic committee papers, committee members can view the agenda 
and papers on a computer or portable device or print off a hardcopy if needed; this is usually in the form 
of one combined PDF document. For Board of Governors and its Committees, papers are made available 
via a specific digital app. For internal committee members, electronic papers should be sent to their 
University staff account.  
 

32. On occasion and on request, some Boards and Committees provide hardcopies of papers. In the case of 
external committee members, it should be accepted that they may not have easy access to printing 
facilities, and that they should not be expected to incur printing costs on a personal basis. If any such 
members do request hardcopies of the agenda papers it will be appropriate for them to be provided by 
the committee Secretary. 
 

Security issues 
33. All committee members and committee support staff should be reminded of the need to ensure that 

confidential or sensitive information contained in both hardcopy and digital documents are 
appropriately secured. 
 

34. Electronic papers held on portable devices should have adequate security provisions in place in order to 
secure the information. This will include up to date anti-virus protection, security patches and 
protection by a strong password. Other measures that need to be applied are: ensuring that any 
documents are only held on the portable device for the minimum time required; not allowing anyone 
else to have access to the device or its contents; and appropriately managing the physical security of the 
device at all times. 

 
35. Hardcopy papers should be disposed of securely. The Secretary can support the disposal of confidential 

items.  
 

Urgent business between meetings and use of ‘Chair’s Action’ 

https://www.leedsbeckett.ac.uk/-/media/files/partners/governance-and-legal-services/academic-governance/training/action_sheet.docx
https://ico.org.uk/
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36. In exceptional circumstances there may be a need for the Chair to consider items of business and make 
decisions between meetings, under ‘Chair’s Action’, on behalf of the full committee. This helps to 
ensure that important business is not delayed unnecessarily in cases where no scheduled meeting is 
imminent. 
 

37. Items considered under Chair’s Action must lie within the committee’s terms of reference and should 
normally be confined to matters which, in the judgment of the Chair, are routine and likely to be non-
controversial, but which for timing reasons cannot be delayed until the next meeting. If the likelihood 
of needing to consider major and/or controversial items between scheduled meetings is known in 
advance, the committee may consider explicitly delegating the matter to the Chair at the previous 
meeting. 
 

38. Where Chair's Action on a major or controversial item is deemed to be necessary, the Chair should seek 
the views of members by email before arriving at a decision or, if requested by members and time 
allows, a Special Meeting may be called. In extreme cases the Chair may have to use discretion on 
whether to take Chair’s Action – and what action to take – with advice if appropriate from the 
committee Secretary and relevant University officers. All decisions taken under Chair’s Action should 
be ratified by the Committee at its next meeting. 
 

Retention of committee records and archiving  
39. The servicing office should retain copies of committee agendas, agenda papers and minutes for the 

current calendar year plus previous papers. The retention period and destruction timeframes for 
individually defined committees should be in line with the defined period in accordance with the 
University’s records retention schedule. Some boards and committees need to be retained indefinitely.  

 

Statutory Committees 

RETENTION PERIOD: - retain for the ‘Life of the institution'  

List of statutory committees: 

➢ Board of Governors 

➢ Audit Committee 

➢ Chair’s Committee 

➢ Finance, Staffing & Resources Committee (+ former committees) 

➢ Governance & Nominations Committee 

➢ Senior Staff Remuneration Committee* 

➢ Academic Board 

➢ Honorary Awards Committee (as the only record of Honorary Awards lists) 

➢ Safety, Health and Wellbeing Committee 

 

* the process will be shared with the office of the Secretary and Registrar to run the approach in 

parallel but to retain their confidential documents outside of Governance & Legal Affairs. 

 
Non‐statutory Committees  

RETENTION PERIOD: - retain for the ‘Life of committee +5yrs’ then dispose 

List of non- committees: 

All other committees and groups that sit outside of the lists of ‘statutory committees’, 

‘Examination board administration’ and ‘Staff‐student liaison committees’ sit within this 

description. 

 

The process will be shared as an example of good practice with the other teams who retain 

committee documents outside of Governance & Legal Affairs. 

 

https://www.leedsbeckett.ac.uk/records-retention/


 

Examination board administration 
RETENTION PERIOD: - retain for the ‘Current academic +6yrs then dispose 

List of Examination board administration committees: 

➢ External Examiners Committee** 

 

** the process will be shared with the Quality team to run the approach in parallel but to retain 

their documents outside of Governance & Legal Affairs. 

 
Staff‐student liaison committees 

RETENTION PERIOD: - retain for the ‘Life of committee +3yrs’ then archive 

List of Staff‐student liaison committees: 

➢ Students’ Union & Senior Management Liaison Group  
 

Committee effectiveness reviews 
40. As part of the University’s commitment to maintain and demonstrate high standards of corporate 

governance, the standing committees of the Board of Governors and Academic Board are required to 
review their own effectiveness on a regular basis. This included the follow review periods: 

 
(a) Independent Board of Governors evaluation undertaken every six years.  
(b) Internal review of Board of Governors and committee effectiveness every three years.  
(c) Internal review of Academic Board and committee effectiveness would be undertaken on a 

biennial basis. 
 

41. Governance will provide oversight of a rolling programme of effectiveness reviews to ensure that the 
above cycle is maintained. Each summer the Governance team will liaise with committee Chairs and 
Secretaries in order to agree which committees will be scheduled to undertake an effectiveness review 
during the next academic year. 

 
Questions and further advice 
42. If you have any questions on this guidance or any particular aspect of committee servicing at the 

University, please contact the Governance team at Governance@leedsbeckett.ac.uk or on 0113 81 
27542. 

 
 
 

Governance & Legal Services 
August 2019 

mailto:Governance@leedsbeckett.ac.uk

