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1
BACKGROUND
Senate (29 May 2002, revised 16 April 2008 and 1 October 2008) and Council have adopted Standing Orders and approved Notes of Administrative Practice. 

2
STANDING ORDERS 

The Standing Orders include certain orders which apply specifically to committees of the Senate.  These are noted with an asterisk below. 

2.1
Agenda

Members wishing to place items on the agenda must submit them to the secretary at least 14 days in advance of the meeting.  The Chairman shall determine which items shall be placed on the agenda.

The Chairman, with the agreement of the meeting, may table urgent business of which notice has not been given.

*’Any Other Business’ should not be included as a formal item on the agenda of the Senate and its Committees.

2.2
*Minutes

Proposed amendments to minutes of the Senate and its committees should be submitted in writing to the relevant chairperson or secretary within seven days of the unconfirmed minutes being circulated.  If objections are received, the minutes will be brought forward to the appropriate committee for confirmation.   Otherwise the minutes will be taken as confirmed. 

2.3
Disclosure of Interest

*A Register of Interest giving details of members’ pecuniary, family or personal interests which may affect Senate business, will be available for inspection at all meetings of the Senate and its committees.

The Teaching and Learning Committee has also agreed that members who have a pecuniary, family or personal interest or a potential conflict of interest in any matter to be discussed should declare that interest at the meeting.

2.4
Voting

Except where otherwise provided, decisions shall be taken by consensus unless a vote is requested.  Votes shall be taken by show of hands.

2.5
Dissent

Any member present shall be entitled to be recorded as dissenting from any decision.

2.6
Attendance at Meetings of Committees of the Senate

*Officers and staff of the University may be invited by the Vice-Chancellor to attend meetings of the Senate and its committees to assist in deliberations and to facilitate the business of the University.

2.7
*Mobile Phones

In order to ensure the smooth running of meetings of the Senate and its committees, mobile phones should be switched off or put on silent mode.

3
NOTES ON ADMINISTRATIVE PRACTICE

The precepts in the Notes on Administrative Practice are required to be implemented from 2002/3.  Relevant extracts are set out below for information.

3.1
Committee Servicing
Papers dealing with strategic and policy matters and requiring wider discussion and the approval of the Council and/or Senate should receive a colour status code following consultation with the chair of the committee.  Papers falling into this category should be clearly marked [at the top of the front page].

Status Code – Green refers to papers for general discussion.

Status Code – White refers to papers requiring approval by the body or committee concerned.

Status Code – Red indicates in-confidence papers restricted to members of the body or committee concerned.

The Committee only forwards its minutes to the Senate.

The minutes of the Committee, when forwarded to Senate, will be coded White (for approval) rather than Green (for discussion), if recommendations are made.  If no recommendations are made the minutes will not be coded, as they would only be for the information of Senate. 

3.2
Record Keeping

Staff responsible for committees should maintain a complete file of the signed minutes and all papers considered.

A copy of the minutes is signed and dated by the Chairman at the meeting at which they are approved by the Committee.

3.3
Papers Requiring Action 

The Secretariat of Committees or Boards forwarding papers for submission to the Council or the Senate should attach a cover sheet indicating whether or not action is required of these bodies.  In the event of action being necessary the cover sheet should list the issues, complete with reference to the appropriate minute, which require attention.

Secretaries of Committees or of sub-committees of Committees of the Senate should also adopt these procedures as a matter of good practice.  Cover pages now accompany all committee papers.

3.4
Distribution of Minutes

The unconfirmed minutes of the Council and Senate and their committees and joint committees should be circulated to members and senior officers (Vice-Chancellor, Pro-Vice-Chancellors, Deans, Provosts and Directors if not already members) as soon as possible after the meeting and in any case within ten working days.

The unconfirmed unreserved minutes should be circulated at the same time to faculty offices and to all branches of the University Library for consultation by staff and students.

Unreserved minutes of Teaching and Learning Committee and its sub-committees serviced by the Academic Office are available on the Academic Office website for consultation by staff and students.  In view of this, only one additional set is sent to faculty offices.  Each campus library also receives one set.  

3.5
Action after Meetings

An action sheet is to be prepared.

This replaces the correspondence which was previously sent to members.  Action required of non-members will continue to be dealt with by memorandum or letter.

3.6
Style and Format of Papers
The Committee and Sub-Committees follow the conventions of the Senate in headings, attendance list, minute numbering, dates, and paper references.  From 2002/3 they follow the requirements of the Senate regarding type face and font.  Agenda, minutes and supporting papers are produced in Arial 12, rather than Times New Roman 11.
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