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Good Practice Guidance

Papers

1. Minutes will be circulated no later than one week following the meeting

2. Agenda will be circulated no later than one week in advance of the meeting

3. 
Reports will be circulated with the agenda in advance of the meeting and will be assumed at the meeting to have been read by all members. 

4. 
Papers should not, as a rule, be tabled at the meeting. If they are, they should not be discussed at that meeting, unless the issue raised is particularly urgent. 

5. 
Papers for meetings should be kept to a minimum.

6 
If a member wishes to suggest a project to add to the Link’s activity programme they should prepare a short briefing note outlining the proposal to be circulated with the agenda for the next committee meeting. 

Before the meeting

7.
Prepare for meetings so you are familiar with all relevant and timely information.  
8.
Where possible pass comments to the meeting organiser in advance.  Only questions, points of clarification or decisions will be taken at meeting.

9.
If, you cannot attend a meeting send your apologies to the meeting’s organiser and make appropriate arrangements for another committee member to pass on information on your behalf, as appropriate.

10.
The meeting organiser will take responsibility for ensuring the special needs of all attendees are met prior to the meeting e.g. transport and interpreting.

At the Meeting

11. Committee members are expected to act in accordance with Nolan’s Principles for Involvement in Public Life

12. If a conflict of interest is likely to arise from an item on the agenda declare this in advance.  If a conflict of interest arises during a meeting declare this immediately.

13. To help the meeting run to time and allow for all members to have their say, if a member is presenting/commenting on a particular issue, or a member of the public has been invited to speak, there should generally be a time limit of 3 minutes for the presentation to the Committee.

14. Do not discuss outside meetings information that has been classed as confidential.  Confidential items should be clearly labelled.

15. Dates of future meetings to be decided in advance.

16. The Quorum for a Steering Committee Meeting is 51% of its membership, that figure to include at least one Officer of the Committee.

17. Meetings of the Committee shall be held in public, should confidential matters be discussed members of the public will be asked to leave them meeting.  Members of the public may be invited to speak by the meetings Chair but otherwise do not have speaking rights.  Members of the public wishing to speak to the Committee should inform the Chair of their intention in advance.
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