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[bookmark: _GoBack]The diagram below provides a step-by-step guide for staff responsible for servicing a University Committee or Working Group. The timings are designed to be used as a guide and will depend on how frequently a particular group/committee meets. Date
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Set meeting dates


Set meeting dates for the whole year if possible, particularly  if the Committee/Group needs to report into other Committees or Groups. 


Agenda setting


Set a pre-meeting to discuss agenda and review papers ahead of the meeting.


Papers & pre-meeting


Meet with Chair to review papers before circulation.  


Review actions from last meeting. 


Ahead of the forthcoming academic year 


Agree agenda with Chair, via email or meeting. 


Agree papers to be produced and who is responsible for these. Ensure the deadline for submitting papers is communicated. 


Once agenda has been agreed, a meeting reminder can be sent to members with agenda and request for AOB.  


Agenda & papers 


At least a week (5 working days) before the meeting


Circulate papers. 


Post-meeting


Within a week of the meeting


Ciruclate notes from the meeting. Where notes may take longer than a week to collate, circulate a list of action points from the meeting.
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