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Minutes Review Checklist



























GB/Clerk Review of Minutes

	Headings
	Yes
	No

	Include name of school and location if not at the school
	
	

	Include title of meeting e.g., committee name or FGB
	
	

	Include date of meeting including the year
	
	

	Name of those attending – able to differentiate who were governors, associate members and observers, the clerk, or others in attendance?
	
	

	Are apologies together with any acceptance by the Governing Body recorded and absences without apologies recorded?
	
	

	Is timed attendance noted (if arrive late or leave early)?
	
	

	Statutory Tasks
	
	

	Appointment of clerk, chair or vice chair when appropriate
	
	

	Membership items, notice of vacancies, new members
	
	

	Annual review of committee structure and membership of those committees
	
	

	Any variations to the Instrument
	
	

	Governors opportunity to declare any pecuniary/business interest
	
	

	Code of conduct
	
	

	
	
	

	Evidence of Good Governance
	
	

	Evidence to Ofsted inspectors that governors have participated in their part of completing the school SEF/SDP and show that it has been completed with the
agreement of the governing body.
	
	

	Governors are made aware of the progress made by different groups/key stages/curriculum areas of within the school?
	
	

	Evidence of governors’ strategic role e.g., review of GB action plan/ monitoring cycle/ committee remits/SDP/SEF.
	
	

	Evidence of governors’ understanding of the school’s strengths and weaknesses through review of the SDPlan and the SEF or Post Ofsted Action Plan.
	
	

	Annual evidence of GB self-review is clear.
	
	

	Evidence of governors monitoring and evaluation and challenge of the senior leadership team (in a positive and constructive manner)?
	
	

	Governors’ acknowledgment of success of the school, staff and pupils?
	
	

	Governing bodies or committee involvement in formulating, promoting, monitoring and evaluating policies?
	
	

	Link Governor reports are presented to the governing body clearly dated with descriptive and impact statements.
	
	

	HT/SLT reports are presented to the governing body and provide the information
required for the GB to carry out their role.
	
	

	Discussions and monitoring of the budget/SFVS/benchmarking referenced to the strategic planning priorities?
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	General
	
	

	Are acronyms given in full first time used?
	
	

	Are the minutes clear, written in plain English, unambiguous and easy to follow?
	
	

	Are any decisions clearly identified?
	
	

	Are the actions points clearly identified through an action column and/or action sheet
	
	

	Are actions clearly assigned to individuals/groups and timescale recorded?
	
	

	Could a reader not on the governing body understand the business of the meeting?
	
	

	Can items be tracked from the agenda to the minutes and from meeting to meeting?
	
	

	Will minutes stand up to scrutiny in a court of law?
	
	

	Does the choice of font type, size and general formatting help governors access the information quickly?
	
	

	Has consideration been given to decide on items of confidentiality?
	
	

	Is the signature of the chair and date included at the end and all loose leaved pages initialed?
	
	

	Are loose leave pages numbered (1 of 3, 2 of 3 etc)?
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