Woodhouse College Governors’ Minutes Policy

1. The Clerk is responsible for writing a draft of the minutes of all meetings of the Board and its Committees within 14 days of the meeting. 

2. This draft will be checked by the Principal for accuracy. If there is any dispute between the Clerk and the Principal concerning errors or omissions of fact, the matter shall be referred to the Chairman of that meeting. 

3. Minutes shall not be available to any person, other than a Board Member, until such time as they have been approved by the Board or the appropriate Committee.

4. Approved minutes shall be posted on the College web-site within 14 days of the meeting at which they were approved and shall remain on the web-site for a period of one year. They shall also be available at that time from the College Office.

5. The minutes of the Remuneration Committee shall remain confidential. Such minutes shall be retained by the Principal and shall only be available to Board Members other than Staff Members. 

6. The Board, or appropriate Committee, may deem that the minutes of a meeting, or part of a meeting, should remain confidential. Minutes shall be deemed to be confidential if they

· refer to a member of staff or a student by name, or implication, regarding a matter of illness, discipline or remuneration;

· contain information of a commercially sensitive nature;

· refer to an applicant for Board membership.

Such minutes shall be retained by the Clerk and shall not be available other than to Board Members until such time as the Board determines that the minutes are no longer a matter of confidentiality; if necessary, the Board will seek legal advice on such matters. If the minute refers to a member of staff, this minute shall not be available to Staff Governors. 

7. Minutes shall be made available to the College Auditors upon request. Confidential minutes can only be copied with the express permission of the Principal.

