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1. Purpose of this Document 

 
The purpose of this document is to provide a house standard for the practice of servicing and 
operating St George’s, University of London’s (St George’s) committees.  
 
1.1 Definitions 

 
A committee is generally defined as a formal body of people appointed or elected to perform a 
specific function or discharge a defined set of responsibilities. St George’s defines three levels 
of governance within its committee structures: 

 
Name Definition 
Board A formal body with approval powers. 

There are also Project Boards which are formal bodies with delegated 
approval powers, appointed to oversee a specific project. 

Committee A formal body with its own or delegated approval powers, usually reporting 
in to a Board or higher Committee. 

Group A formal body with no approval powers, usually reporting in to a Committee. 
This includes Task and Finish Groups which are formal bodies with no 
approval powers, serving a specific function for a finite amount of time. 

 
1.2 Scope 
 

The procedures outlined in this document are to be adopted by St George’s Boards and 
Committees, as identified on the Senior Committee Structure (Annex A). 

 
Some of St George’s approved Groups (listed in Annex B) may wish to adopt the general 
approach and style outlined in the procedures, but others may be less formal and some 
procedures may be irrelevant or inappropriate for that Group. If you are unsure of the 
requirements for your Group, please seek advice from the Director of Governance, Legal and 
Assurance Services (GLAS). 

 
Other informal groups or networks across St George’s without official status or approval powers 
(e.g. the staff LGBT network) are not required to follow the procedures outlined in this 
document. 

 
2. Establishing a formal body 

 
Together, the Senior Governance Structure and the Formal Groups list identify St George’s 
approved formal bodies.  
 
To establish a new formal group, permission must be sought from the Director of Governance, 
Legal and Assurance Services (GLAS) via the following process: 
 
The proposed chair must submit the following information to the Director of GLAS: 
 

- TOR and membership of the proposed group 
- Frequency and timing of meetings 
- Schedule of Business (annual for standing groups, lifetime for task and finish groups). 
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- If task and finish Group, the process for concluding the group 
 
The Director of GLAS will then consider: 
 

- Does the proposed Group’s schedule of business require a formal Group, or could the 
business be accomplished by other means, e.g. through ad-hoc meetings with 
individuals of the relevant authority? 

- Has proposed Group been accurately identified as task and finish or standing; if the 
schedule of business only covers a specific function for a finite amount of time it should 
be a task and finish Group. 
 

The Director of GLAS will respond to the proposal in writing within five working days of receipt. The 
Director of GLAS will report any newly approved groups to the Executive Board, for their receipt and 
note. 
 
There will be an annual review of the list of Groups to ensure they remain relevant to the business 
of St George’s. 
 
A Project Board can be automatically created following the approval of any capital project.  
 
The establishment of any new Boards or Committees will be very rare. The Director of Governance 
Legal and Assurance Services must be consulted and permission to establish a new Board or 
Committee must be then sought from the appropriate approval board (such as Executive Board, 
Senate or Council). 
 
 

3. Servicing and Operating Procedure 
 

3.1 Terms of Reference 
 
The Terms of Reference (ToR) set out the working arrangements for the body and include vital 
information such as the body’s purpose and authority, Chair and membership, meeting 
schedule and reporting relationships. ToRs should be reviewed and approved by the body on 
an annual basis, usually at the first meeting of the academic year. 

 
The standard layout required for St George’s ToRs is established in the St George’s ToR 
Template (Annex C). 
 

3.2 Membership 
 

How a body’s membership is determined should be outlined in the ToR. All of St George’s 
Boards and Committees must specify quorum – the minimum number of members that must 
be present at a meeting in order to make the proceedings of that meeting valid. A body may 
also wish to specify that certain member/s must be present to form part of the quorum. 
 

3.3 Agenda 
 
The agenda is a document that outlines the items of business to be covered at a formal 
meeting. This document is produced by the Clerk in conjunction with the Chair and should be 
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circulated to members 5 working days before the meeting, along with any Papers (see 3.4) as 
a minimum. 

 
The standard layout for St George’s agendas is established in the St George’s Agenda Template 
(Annex D).  

 
Council and Senate are to have their minutes published on the St George’s website and so the 
agenda for these bodies should be split under the “Unreserved Business” and “Reserved 
Business” headings to indicate which items will and won’t be published on the website. 
Reserved items of business will be those that contain commercially sensitive information, or 
that contain sensitive personal information about a named or easily identifiable individual.  

 
The intended handling of each item of business should be indicated on the agenda, as per the 
template, using the following standard terms. 

 
Term Handling 
To receive and note Members receive the item for information only, with no 

discussion required. These items should be starred (*) on 
the agenda to indicate this. 

To receive and consider 
 

Members are required to discuss the item. 

To receive and approve Members are required to make a decision regarding the 
item, usually following discussion. 

 
 
3.4 Papers 

 
If there is a paper to support an item this should be indicated within the agenda, as per the 
agenda template. Generally speaking, papers should be circulated with the agenda a minimum 
5 working days before the committee, to enable members to review ahead of the meeting. In 
some cases (for example where information is not available in time) a paper may be tabled at 
the meeting, if permitted by the Chair. 

 
Papers can come in different formats however there is a standard layout that should be used 
for all paper’s coversheets and this is established in the St George’s Paper Coversheet 
Template (Annex E). 

 
All papers, whether pre-circulated or tabled, should be named using the following convention: 

 
[name of body] / [meeting number of AC Year] / [AC Year] / Paper [X] 

 
So for example, the first paper for the Executive Board’s second meeting in the 2018-19 
academic year would be labelled: 

 
EB/2/2018-19/Paper A 

 
This label should appear on the Agenda, the paper’s coversheet (as indicated on the 
templates), and in the top right hand corner on each page of the paper itself. As far as is 
possible, the clerk will combine a meeting’s papers in to one PDF file for circulation. 
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3.5 Minutes 
 
i) Production  
 

The minutes are produced by the clerk. They provide a record of attendance at the 
meeting, items received, (briefly) discussions had, decisions made and actions 
required. They should be concise and summative as opposed to verbatim and should 
not normally contain attributions to individuals, unless it is explicitly requested to be 
stated in the minutes.  

 
The numbering of minutes should occur in sequence continuing through all meetings 
of that body in the academic year. This allows easy referral to minutes across multiple 
previous meetings. 

 
The required layout for St George’s minutes is established in the St George’s Minutes 
Template (Annex F). 

 
For Council and Senate whose minutes are to be published on the St George’s website, 
two versions of the minutes must be produced;  
 

• one “Complete” version containing both Reserved and Unreserved items 
for internal circulation,  

• and one “Unreserved” version for website publication, containing only the 
Unreserved items, extracted from the Complete version. 

 
It is good practice for the minutes to be produced within 48 hours of the meeting. After 
this, memory on points of detail will fade and the implementation of required actions 
will be delayed. 

 
ii) Approval 

 
Once the clerk has produced the minutes, they should be submitted to the Chair for 
initial approval (at this stage the minutes are referred to as being “draft”). For Council 
and Senate, both the Complete and Unreserved versions should be sent to that Chair 
so that the Chair can review and approve the items for website publication.  

 
Upon the Chair’s approval of the minutes, the clerk should circulate these to all 
members of the body (at this stage the minutes are referred to as being “unconfirmed”). 
For the meetings of Council, Senate and the Executive Board, the clerk should also 
circulate the unconfirmed minutes to the Internal Communications Manager at this 
point. 

 
Circulation following the Chair’s approval should occur within one week of the meeting. 

 
The minutes become “confirmed” when they are approved by the body at the next 
meeting (as per the Agenda template, the minutes of the previous meeting are always 
the second item of business, following attendance and apologies). 
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iii) Publication 
 

To increase openness and transparency around high-level decision making, the clerk 
for Council and Senate is to publish the confirmed unreserved minutes on the St 
George’s website (post-launch in autumn 2018), within 48 hours of their confirmation. 

 
In addition to this, the Internal Communications Manager produces a digest from each 
Council, Senate and Executive Board meeting and this is published in the staff e-
newsletter, George’s Weekly. 

 
The confirmed complete minutes are not to be published but should be managed/ 
retained as below. 

 
3.6 Records Management and Retention 

 
All records documenting the activities of St George’s bodies (e.g. agendas, papers, and 
minutes, including those published on the St George’s website) are to be managed in 
accordance with St George’s retention schedules, available on the St George’s website. 
 
A central drive has been established to which final agendas, papers and confirmed minutes 
(unreserved and reserved) of the bodies set out on the Senior Committee Structure should be 
published in PDF format [with the exception of Council, the Remuneration Committees and the 
Student Progress & Monitoring Committee, which will be saved in separate locations]. The drive 
is entitled ‘Committees’ and all chairs and clerks will be given access. 

 
4. Roles and Responsibilities (applicable to all bodies) 
 

4.1 Chair 
 

The Chair is responsible for: 
 

- Calling and cancelling meetings 
- Approving the agenda (ensuring items are within the authority or remit of the body), as in 

Section 3 
- Directing meetings whilst remaining objective (ensuring the agenda is covered in a timely 

fashion and eliciting clear decisions where appropriate) 
- Approving the minutes, as in Section 3 
- Ensuring the body’s ToRs (including membership) are reviewed annually  
- Co-opting appropriate colleagues to attend meetings as required 

 
4.2 Clerk 

 
The clerk is responsible for: 
 

- Organising the logistical arrangements (e.g. setting and notifying of date time and location) 
- Producing and circulating the agenda, as in Section 3 
- Collating, circulating and publishing the papers, as in Section 3 
- Producing, circulating and where appropriate publishing the minutes, as in Section 3 
- Noting apologies and monitoring attendance, including ensuring the meeting is quorate  
- Reporting to other committees (if required by the ToR) 
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- Ensuring that follow-up actions are communicated to the relevant individual(s) immediately 
after the meeting.  

- Chasing reports on actions ahead of the next meeting 
 
4.3 Members 
 
Members of a body are responsible for 

- Sending apologies to the clerk ahead of any meetings, naming a nominee to attend in their 
place, where appropriate. 

- Submitting items of business and/or papers to the clerk in good time to facilitate circulation 
of agenda and papers no less than 5 working days before the meeting 

- Keeping abreast of the papers and minutes from missed meetings 
- Participating actively in the business of the meeting, contributing knowledge, expertise and 

thoughts to debate and discussion. 
- Following up on required actions and reporting back to the clerk as appropriate 
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