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Summary of Strategic Planning and Governance Office’s liaison
and documentary requirements of committee secretaries
This paper provides members of staff servicing standing committees of Court and Senate with a summary of their responsibilities to the Governance Services Office in relation to record-keeping and correspondence.

1.
Documentary requirements

Agenda and associated papers

A copy of the agenda and associated papers of each meeting should be sent to Governance Services (as a Word document in electronic form).

Minutes

A copy of the minutes recording the main elements of discussions and decisions made in relation to the agenda, associated papers and other business should be provided to Governance Services (as a Word document in electronic form) as soon as they are approved at the committee.

2.
Liaison with the Strategic Planning and Governance Office
Change of membership

Each committee’s individual Terms of Reference will state the rules regarding membership.  Committee secretaries must inform Governance Services of all changes to membership as soon as they take place.  For the appointment of members selected by Senate or Council, committee secretaries should contact Governance Services who will co-ordinate this process.
Timetable of Meetings

The annual timetable of the meetings of the main university committees is prepared by Governance Services in the academic year before the one to which it relates.  A draft timetable of meetings is sent to the chairs and secretaries of committees in January.  If any of the timetabled dates are unsuitable the chair or secretary must reply promptly to inform Governance Services of this.
By the beginning of the summer vacation, the final Timetable of Meetings for the following academic year will be distributed to chairs and secretaries.  This will include details of the room allocated for the meeting.
Cancellation or rearrangement of meetings

If it is necessary to cancel or rearrange any meeting during the year, the secretary must inform Governance Services of this (in addition to their committee membership) as soon as possible so that the room booking can be cancelled and rearranged if necessary.
3.
Further Information and Training

Governance Services contact details
Email:  secretariat@lancaster.ac.uk
Telephone:  Angela Potter, Governance Officer, x92146
Training for committee secretaries
Each term Staff Development provide a half-day course giving practical support and useful tips for staff who service meetings and write minutes.  Please refer to the Staff Development Newsletter (available online at: http://www.lancs.ac.uk/depts/hr/development/files/SDnewsletter.pdf)
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