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We are aware that the minutes are the official record of the main matters discussed during a meeting and of any decisions taken. 
We understand that we have an obligation under the Freedom of Information Act to make available information on request depending on whether the Governing Body considers such information is deemed to be confidential under the Act.

We as a school community have a commitment to promote equality. Therefore, an equality impact assessment has been undertaken and we believe this policy is in line with the Equality Act 2010.

Aims

· To ensure that the minutes taken by the clerk are a true written record of a meeting and correspond with the governors’ recollection of what went on at that meeting.
Responsibility for the Policy and Procedure

Role of the Governing Body

The Governing Body has:

· appointed a clerk to the governing body;

· the responsibility for ensuring all governing body meetings and sub-committees are clerked;

· responsibility for approving the minutes of the Governing Body;

· responsibility for ensuring all minutes are readily available on request;

· delegated powers and responsibilities to the Headteacher to ensure all school personnel and stakeholders are aware of and comply with this policy;

· responsibility for ensuring this policy and all policies are maintained and updated regularly;

· responsibility for ensuring all policies are made available to parents;

· responsibility for the effective implementation, monitoring and evaluation of this policy

Approval of the Minutes

In order to establish whether the minutes are a true record of the last meeting, there will be a proposer (the chair) and a seconder (any other governor) to confirm this.

The Chair of the Governing Body, or the committee Chair, always signs the minutes after their approval by the 
governing body or committee at the next meeting.

Availability of Minutes

All minutes will be made available to any interested person.

Minutes Agenda and Other Documentation
We will make available to any interested person the minutes, agenda and other documentation for the next meeting.
Confidentiality

We will make every effort to maintain the confidentiality of any one named in the minutes.
Matter Arising from the Minutes

At each meeting the Chair will go through the minutes of the previous meeting and governors can query or ask for further information on any item in those minutes.
Governance

See Governance Policy
Equality Impact Assessment

Under the Equality Act 2010 we have a duty not to discriminate against people on the basis of their age, disability, gender, gender identity, pregnancy or maternity, race, religion or belief and sexual orientation.

The practical application of this policy will be reviewed annually or when the need arises by the coordinator, the Headteacher and the nominated governor.

A statement of the policy's effectiveness and the necessary recommendations for improvement will be presented to the Governing Body for further discussion and endorsement. (See Policy Evaluation)
Appendix 1

Confidential Items

The Governing Body at Foxfield School operates in an open, honest and appropriate manner. Their meetings and any agreements reached are recorded. These minutes once agreed and approved by the Governors then become a public record of the work of the Governors. As such these can be requested and accessed by any other parents, member of staff or member of the wider community. Governors’ minutes have to be available as soon as practicable for any inspection.

There are times however when items considered by Governors shall be considered ‘confidential’. These may relate to any possible item, report or other paper considered at any their meetings.  Only information falling within the following categories however will normally be regarded as confidential:

1. Personal information relating to an individual. This may name an individual or may contain details or information that makes them easily identifiable. Such information may include financial information, personnel records or performance management records.

2. Information provided to the Governors in confidence by a third party who has not authorised its disclosure. An example could be a letter to the Governors that contains the name and address of its author, who has not consented to its wider publication. 

3. Financial or other information relating to procurement decisions, including that relating to the school negotiating 
position, during the course of these negotiations.
4. Information relating to the negotiating position of the school in employment 
            relations matters, during the course   .          of those negotiations
5. Information relating to the financial position of the school where the Governors are satisfied in good faith disclosure might harm the school or its competitive position

6. Legal advice received from or instructions given to the school by its legal advisors

7. Information planned for publication in advance of that publication

8. Information not otherwise covered above, but considered to be commercially sensitive

At every meeting of the full Governing Body or one of its sub-committees Governors shall consider whether any item should remain confidential and should not be made available to the public or should be subject to a more restricted circulation.  Where an item is considered confidential it will still be recorded in the full minutes but if Governors agree it will simply be recorded in the publically accessible minutes as confidential and the general nature of the item also recorded. For example:

Confidential Personnel item

or

Confidential Financial item

An annual review of all confidential minutes of the Governors and its committees shall 
be undertaken by the Clerk to the Governors each year and reported to the Governors.  There will then be agreement as to which items remain 

confidential and if any items should at that time be brought into the public domain.  

Circulating and receiving confidential documents

In the normal course of their business Governors will receive a variety of reports and documents which may contain information which is commercially sensitive or contains private personnel information.  When preparing Governors’ papers, if a report or document is identified as needing to be treated as confidential it will be watermarked as such wherever possible.

Where Governors’ papers contain any confidential documents they will, where necessary, be posted to each Governor using recorded delivery. This will help to ensure that the pack arrives safely with the intended Governor.  In some instances it will be easier and safer to send confidential documents to Governors electronically via email. In such cases, or where positing documents presents an unreasonable level of risk, hard copies of confidential papers will be printed out by the school and will be available for Governors to read and refer to prior to and during the meeting.  Depending upon the nature of the document Governors may agree in some instances to receive and deal with a report at their meeting but no copies of this will be removed from school premises after the meeting. 

Retaining confidential papers

In certain circumstances Governors may wish or need to retain some confidential documents for further use or to refer to at a 
later date. Where this is the case they should: 

1. Store them safely and securely at home, where they are unlikely to fall into the wrong hands

Or

2. Ask the school to store the papers for them within school. 

A copy of all Governors papers is kept in school by the Headteacher and a second set by the Governors’ Clerk. Depending upon the nature of the papers (reports, agendas, minutes etc) these documents are retained for between 3-7 years or indefinitely.

Individual Governors therefore do not need to keep and store any papers beyond those which they are currently using or which they specifically wish to retain for future reference.    

Disposal of Governors papers

Governors should dispose of papers they no longer want or need. Where possible they may do so at home or by passing them to the Headteacher or Clerk of Governors for destroying within school. This reduces the risks of confidential reports falling into the wrong hands and also avoids Governors accumulating large amounts of unnecessary and outdated paperwork at home. Where Governors’ papers contain confidential documents these must be shredded and disposed of safely. 

Initial Equality Impact Assessment 
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	Does or could this policy have a negative impact on any of the following?
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	Does or could this policy help promote equality for any of the following?
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	Does data collected from the equality groups have a positive impact on this policy?
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	Conclusion
	We have come to the conclusion that after undertaking an initial equality impact assessment that a full assessment is not required.




	Preliminary EIA completed by
	Date
	Preliminary EIA approved by 
	Date

	
	
	
	








Updated 22/07/2019


