How to arrange meetings
who should I send meeting paperwork to?

How to use this document
This guide can be adapted to be used in all school settings as a process to convene and
complete all the actions necessary for an effective governing board meeting to take place.

 Draft the agenda using previous
minutes, your annual planner and
standard agenda items or those
suggested by relevant organisation eg
LA, MAT governance lead

Remind SEL and
any other staff or board
members to write their
reports to the board

* Send the draft agenda to the senior
executive leader(SEL) and chair or
arrange to meet in order to receive
agenda items they would like to include.

Could include e.g. SEL
report, committee
minutes, financial

reports, governance
visit reports

papers are made available to the
governors/trustees plus anyone else
invited.

7* days
before

» Attend and take minutes and give advice
The and guidance when required.

meeting

* Ensure the agenda and any supporting }

Ensure any
confidential items are
recorded separately.

draft minutes within a week of the
meeting and send to the chair for

« It is good practice to have typed the
approval.

Make sure actions
from the meeting are
completed in

a timely manner.

* Following approval from the chair, send
the draft minutes to all those attending
the meeting, other organisations if
applicable eg LA, MAT board, Diocese

NN NI

*Please note that some articles of association require 14 days for trust board meetings, but most
trusts work on 7 days. Also, there may be circumstances in which people will need more notice than
we dare showing here for example if a report requires considerable writing and bring together lots of
evidence/research.
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