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Introduction 
 
This guide has been developed to advise Boards of Studies Chairs and Secretaries of 
best practice approaches and requirements that they should follow in the leadership 
and servicing of their Boards of Studies’ meetings. It has been informed by evidence 
presented and proposals suggested during the 2018 Effectiveness Review of Boards of 
Studies. 
 
Boards of Studies play a key role in the academic governance architecture of the 
University. Good management of meetings and scheduling of business is key to the 
success of any governance body. The guidance below aims to enhance Boards’ 
meetings and committee support in order to facilitate more effective engagement 
between Boards and Senate. 
  



 
BOARDS OF STUDIES MEETING SERVICING GUIDELINES 

 
A Guidance for Board of Studies Chair, Secretary and Members 
 

1 Board of Studies Chair 
 
The Chair leads the Board’s meetings and enables it to work in an effective and efficient 
manner through: 

a) playing an active role, with the secretary, in facilitating the Board’s delivery against 
its principle purpose through fulfilling its standing orders and in setting agendas for 
its meetings; 

b) introducing items for discussion and providing background detail; 
c) facilitating discussion and ensuring that all members have the opportunity to 

contribute to discussion; 
d) working for consensus and managing conflict that may arise during discussion; 
e) summarising key points and steering the committee towards a decision; 
f) ensuring that meetings run to time with sufficient scope for appropriate discussion 

and decision-making; 
g) ensuring responsibility for action is allocated appropriately. 

 
2 Board of Studies Secretary 
 
The Secretary provides service and support to the Board’s meetings through: 

a) detailed knowledge of the Board’s remit and advising the Chair and members 
accordingly; 

b) arranging meetings; 
c) preparing agendas for the Chair’s approval, and collating papers and reports for 

circulation in advance of the meeting; 
d) preparing briefings on particular topics; 
e) producing timely and accurate minutes; 
f) recording action points and following these up regularly to ensure that action is 

completed; 
g) informing relevant people of the outcome of meetings; 
h) providing advice to the Chair and members on matters of policy and process; 
i) offering advice on presentational requirements to paper/report authors and sponsors; 
j) maintain appropriate committee records in an accessible format. 

 
3 Board of Studies Members 
 
All members play a key role in enabling the Board to discharge its responsibilities and deliver 
against its principle purpose, through: 

a) using their shared knowledge, skills and ideas in constructive debate of challenging 
issues; 

b) using their combined deliberations and judgement to achieve an objective appraisal of 
a problem, and a rational solution to it; 

c) acting as an important channel of communication by transmitting timely information 
and ideas to other relevant bodies (particularly Senate) and individuals inside the 
University; 

d) promoting a collegial culture in the Department through mutual understanding, team-
work and cooperation in pursuit of common objectives; 

e) improving the commitment and enthusiasm of their fellow members by encouraging 
them to contribute their ideas and take part in debate; 

f) accepting collective responsibility for decisions and ensuring that powers are not 
concentrated in or used inappropriately by individuals; 

g) support the achievement of the University’s Equality Diversity and Inclusion objectives; 
h) adhere to the Nolan Principles of Public Life.  

https://www.gov.uk/government/publications/the-7-principles-of-public-life/the-7-principles-of-public-life--2


 
B Guidance Regarding the Organisation and Delivery of Meetings 

 
1 Agenda and Report Preparation 

The development of agendas for Boards of Studies is the responsibility of the Chair 
and Secretary. Draft agendas should be signed off by the Chair prior to their 
circulation. It is good practice to: 

 maintain an up to date business schedule/work programme for the Board; 

 advise paper/report authors of timescales for the production of their paper/report; 

 discourage the use of oral reports and/or tabled papers at Board meetings. 
Circulating the agenda and reports 7 days in advance of the meeting provides 
members with sufficient time to consider the issues highlighted in documents, and 
generates better discussion and more appropriate decision-making at meetings; 

 use a standard template for the production of papers/reports. The standard 
template for Senate may be adapted for Boards of Studies and is available online 
at https://www.dur.ac.uk/committees/reports/?faqcategory=623  

 use the Green and White Paper approach which is regularly used for major 
decision-making by Senate. The Green Paper explores issues and makes interim 
recommendations. Following consultation and engagement, the White Paper 
presents final recommendations for approval; 

 ensure that items for decision and significant discussion are prioritised on the 
meeting’s agenda. 

 
2 Decision-making 

Decision-making by Boards of Studies should normally be by consensus. In 
instances where consensus is not possible, then the Chair may request that a show 
of hands is used to reach a decision. Unless issues of a personal nature are being 
considered (e.g. a nomination for appointment to Head of Department/Chair of the 
Board of Studies), secret ballots are not an appropriate means of decision-making. 

 
A Board may choose to transact business outside of a formal meeting via e-mail 
circulation. In such circumstances the Secretary should retain a record of all 
responses made by members. A threshold of 51% of members must confirm their 
support for a recommendation by e-mail to be approved. 

 
A Board may also delegate authority to its Chair to sign off specific business outside 
of formal meetings. 

 
3 Minuting of Meetings 
 The minutes of a meeting record in a clear and concise form: 

 the positions and/or formal recommendations and/or formal decisions which a 
Board has taken, consistent with its Standing Orders; 

 the documentation which the committee had before it to enable to reach that 
position and/or recommendation, and/or decision; 

 as appropriate the key points in the documentation and in discussion which led to 
the committee’s position/formal recommendation/formal decision. 

 
Minutes are not intended to provide a verbatim account of all the contributions made 
to a meeting. They should be unambiguous and intelligible not only to Board 
members but also to other stakeholders not present at the meeting (e.g. members of 
Senate or UEC, the University Secretary). 

 
 Minutes should: 

 be action focused and indicate responsibility for actions, key deliverables and 
timescales; 

 be drafted in the past tense; 

 not identify individuals by name, although reference can be made to office 
holders (e.g. the Vice-Chancellor, the Chief Financial Officer, etc.). 

Boards may wish to consider adopting the style of minutes used for Senate 

https://www.dur.ac.uk/committees/reports/?faqcategory=623


 
meetings. Examples are available at 
https://www.dur.ac.uk/committees/minutes/senate/  

 
4 Data Protection and Freedom of Information 

Boards of Studies must follow the guidance developed by the University Secretary’s 
Office regarding: 

 Data protection: https://www.dur.ac.uk/ig/dp/  

 Freedom of information (committee minutes, papers and agenda) 
https://www.dur.ac.uk/ig/dp/guidance/committeeminutes/  

 
On occasion it may be necessary for a Board to close some of its papers/reports and 
elements of minutes under the Freedom of Information Act. Closure of papers should 
be determined by the Secretary based on information provided by on the basis of 
information provided by the author of the document.  
 
All minutes should be drafted so that they can be open, even if the matter discussed 
was closed. If everything cannot be recorded in the open minutes, the Secretary 
should create a separate document for closed minutes to contain only those items 
that cannot be open, and also refer to the closed items in the open minutes, giving 
the exemption(s) under which the items are being withheld and the duration of the 
exemption(s). 

 
5 Approaches to Meetings 

Boards are welcome to utilise a wide range of approaches to their meetings to 
ensure that their deliver against their principle purpose. These may include: 

 guest speakers; 

 thematic meetings/discussion; 

 workshops and facilitated group discussions. 
 

Sharing of best practice and ideas with other Boards at Faculty level, and with 
Senate is encouraged. 

 
6 Engagement with Senate 

Boards are strongly encouraged to engage with Senate agendas and papers, and 
provide commentary and feedback to Senate through their Chair, who in their 
capacity as Head of Department/Chair of the Board of Studies is an ex-officio 
member of Senate.  

 
 To facilitate this, the Chair and Secretary to the Board should: 

 schedule Board meetings to align with Senate meeting dates; 

 circulate the Senate agenda and available papers to Board members; 

 liaise with the University Secretary if the Board wishes to submit a written report 
to Senate. 

 
7 Further Guidance 

Further guidance for Chairs and Secretaries on the operation of Boards of Studies is 
available from the University Secretary’s Office. In the first instance, please contact 
John Marsh john.marsh@durham.ac.uk  
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