Sample  Meeting Protocol
Our orgasnisation will have a protocol for use with all its board meetings to maximise the efficiency of the meeting and reduce meeting time on site.

Construction of agenda
The agenda will be prepared in advance by the Chair/Chief Executive prior to the meeting and circulated with the calling notice and with any supporting documents so that they can be read in advance of the meeting.

There will be a start time and completion time stated for the meeting and each item will be timed requiring facilitation by the Chair to achieve business and closure expediently. The Vice Chair will be allotted the fall back role of reminding the Chair of the pertinent time restraint. If an individual is to lead on the item they will be named and any item requiring a decision needed will be noted as such.
The first three items will be:

1) Welcome and apologies

2) Minutes of last meeting (accept or points for alteration needed only)

3) Matters Arising Not Already On The Agenda

The latter item 3 is not to be used for issues later on in the agenda requiring revisiting of the same item later that meeting.

Item 4 and any immediate following item will be items needing decision in that meeting and on that day. A short description of any new business may be advisable or a supporting document included.
Around the middle section of the meeting, regular written reports should be submitted for information only and circulated in advance with the agenda and calling notice.

If they have been circulated in advance they do not normally need review. If Treasurer, Chief Executive, Project Officer or any other appropriate Officer feel an item worthy of deeper or wider discussion or decision it shall be made a separate agenda item following the protocol.

It may not prove necessary to have a verbal Treasurers report each month and a discussion on finances each month but a written report for information will prove acceptable.

At the end of the meeting shall come items for information only that do not require decision, debate or conversation and can be quickly passed through or where time constraint is such may be omitted as for information only (preferably paper or email based)

The date, time and venue of the next board meeting shall be noted as the last item.

The Chief Executive may wish to précis and rehearse the agenda in a meeting with the Chair and/or Vice Chair (whoever will chair next meeting) to ensure understanding and compliance with the swift movement of the agenda. Until a vote is necessary the Chair should be an impartial facilitator in meetings negotiating the business of the meeting fairly, equably and ensuring appropriate parties have opportunities to contribute.
Application of agenda and Chairing of meeting

The agenda will not be deviated from unless a majority of the trustees present agree to change the sequence of items for an appropriate reason after suggestion by a person present, through the Chair. At this juncture an agreed resequence will promptly be agreed on.

No new business will be placed on the agenda when ‘Any Other Business’ is the last but one item already on the agenda. 

Should the allotted time for each agenda item be expended the Chair shall make alternative arrangements for a fuller discussion to take place at a later date. The Vice Chair will be tasked with assisting the Chair in keeping to the allotted time schedule.

The opening agenda items (1 to 3 inc) should addressed quickly and expediently without further elaboration.

From item 4 onwards the individual trustees shall make every effort to have appraised themselves of the facts of the issue prior to the meeting and requested any additional paperwork or information so that deliberation time is kept to a minimum and an expedient result achieved in the time allotted. Often a decision is required but a conversation ensues which does not meet the aim of the meeting or the agenda item.

The middle part of the meeting may contain the regular written reports that should have been submitted for information only and circulated in advance with the agenda and calling notice.

If they have been circulated in advance they do not normally need review. If Treasurer, Chief Executive, Project Officer or any other appropriate Officer feel an item worthy of discussion or decision it shall be made a separate agenda item, in advance, following this protocol.

At the end of the meeting shall come items for information only that do not require decision, debate or conversation and can be quickly passed through or where time constraint is such may be omitted as for information only (preferably paper or email based after the meeting day)

A trustee or staff member shall, through the chair, request that a fuller discussion of an item that has exceeded the allotted discussion timing be addressed at another board meeting or at a specifically called and focused meeting, the result of which can then be brought back to the next board meeting.

Any sub groups, focus groups or additional meetings can (and it is advisable that they are) tasked with reaching a decision that is brought back to the board for information and record purposes only, otherwise the same issues are repeated twice or more. These sub groups (named as desired) should be given the task of reaching a decision in the full board’s absence that the board will accept and support at a later date.
The date, time, venue and attendees for any such meeting shall be agreed at that point of the board meeting, then the meeting moving on promptly to the next agenda item.

If time is still an issue toward the end of the meeting the items for information only can be referred to in brevity or omitted completely.
The time, venue and date of the next meeting shall be agreed and stated at the allotted closing time.

The meeting shall end on time in a professional and expedient manner. It should be remembered that the members of staff present have invariably been in the building all day.
Miscellaneous

The minutes will record the attendees and apologies, the salient points of each agenda item, any resquencing, any actions identified and will record the person or persons identified with their execution so that those individuals will report back to the board appropriately (this reporting may not necessarily require to be an agenda item). Items in Any Other Business will be minuted with a title as they were, by implication, missing from the original agenda list.
Minor items of business reporting or expenditure should not be brought to the board but the centre staff shall be tasked and trusted to execute works and tasks on behalf of the company and trustees and will be trusted to execute those tasks in the best interests of the company. Minor expenditure, staff issues and processes will only be made agenda items at the discretion of the centre manager. This means the time taken in board meetings is spent expediently and appropriately on matters of governance and not on management.

The trustees should commit to undertake board, meeting and minute training to ensure competence in meeting execution.

Ends.

