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General

The clerk must ensure that minutes are drawn up, approved by the governing body and are signed by the Chair at the next meeting. The minutes are the official record of the governing body's meeting and its decisions. 

Every governing body meeting and committee meeting with delegated powers must be minuted:

· For legal reasons: if there were any dispute about what the governing body had decided, the minutes are regarded as the true and authoritative record of what business was undertaken and what decisions were made 

· For practical reasons: the governing body needs to remember what it decided from one meeting to the next, as a record of progress and as a way of not going over the same issues and decisions

Minutes should be

· Accurate, giving a true record of what occurred 

· Clear and unambiguous, so that they are not open to differing interpretations 

· Structured consistently, so they are easy to read 

· Brief summaries of discussions and decisions rather than verbatim reports

The main points of discussion and any action agreed on a committee report should be recorded in the minutes. 

All papers distributed before or after the meeting should be filed with the minutes.

The rules applying to minutes of governing bodies also apply to committees with delegated powers.



Distribution

Draft minutes should be sent to the Chair for checking as soon as possible after the meeting and then circulated to the Head and other governors. Some Heads prefer to see the minutes before they are circulated. The governing body may decide that the draft minutes should be agreed by the Head as well as the Chair, though this is not mandatory

If the governing body agrees, the draft minutes excluding confidential items can be displayed in the staff rooms, school office and school or parents' noticeboards once the Chair (or the Chair and Head) has checked them. Some governing bodies prefer that the draft minutes are sent out with the agenda of the next meeting rather than circulated at this stage. 



Approval
The minutes must be formally approved at a full meeting of the governing body. Governors can challenge their accuracy and have them amended by a resolution passed by a majority of the governors present. Once approved and signed, a copy must be available, apart from confidential items, for inspection in the school at all reasonable times, and a copy sent to the LEA/Children's Services Authority if requested.



Confidential minutes
The governing body can decide which items they are discussing should be confidential. These are often matters where an individual is named. These items are minuted separately, usually on coloured paper to distinguish them, and may generally only be seen by those persons present when the confidential matter was discussed, though others may have right of access under freedom of information legislation. In some cases, governing bodies allow access to confidential minutes to members of committees who were unavoidably absent when the matter was discussed in order that they should be fully briefed should any further discussion follow. 
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