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(ii)

COMMITTEE ADMINISTRATION PRINCIPLES – COMMITTEE ETIQUETTE/TERMINOLOGY
1
The Committee as a “Legal Body”
Committees are groups of people who work together on particular tasks and they will usually be formally constituted. Commonly used terminology applying to such committees is set out below. The major academic-related committees, their functions and Standing Orders, are set out in a memo and attachment from the Registrar to Deans, etc, dated 16 August 1999.

	Terms of Reference
	The Terms of Reference are the responsibilities of the committee and the range of functions and / or area over which the committee has authority.  In other words, a Finance Committee would not have authority to consider Personnel issues.  As well as indicating the subject matter, the Terms of Reference will also state what powers the committee has, ie, whether it is able to take decisions or whether it acts as an advisory body. 

	
	

	Constitution
	This is the actual number and type of members the committee will have.  It is not to be confused with membership, which is the actual people appointed to the various categories of office within the committee.

	
	

	Members
	These are the people actually appointed to serve on the committee, to the category of membership set out in the Constitution.

	
	

	Ex Officio and Elected Members
	The Constitution of a formal committee will often indicate that there will be ex officio and elected members.  Ex officio members are those whose position (job) in the organisation automatically carries with it the right of membership of a committee.  They do not have to be elected to the committee and remain members indefinitely. Elected members will be elected to the committee to represent a particular category as set out in the Constitution.  They will serve on the committee for a particular period of time.

	
	

	Co-opted Members
	The Constitution may include provision for co-opted members.  This is usually included as a safety net to give the committee the option of inviting a particular person to join the committee whose office does not come within the ex officio category, and who also does not represent any constituency. 

	
	

	Chair / Deputy Chair
	The Chair of the committee is responsible for leading the committee.  Who is the Chair will be determined either by the Constitution, which will indicate that a particular office holder should be designated the Chair, or by election by the members appointed to the committee.  If the Chair is elected this will happen at the first meeting of the committee.  The committee may or may not decide to appoint a Deputy Chair.

	
	


	Standing Orders
	These are formal rules agreed by an organisation for the conduct of its meetings.  They will indicate the length of term of office of elected members, voting rights of members, the notice of meetings required, etc.

	
	

	Quorum
	A quorum is the minimum number of members who must be present before any business can be transacted.  The number of members required for the quorum will be laid down in the Standing Orders and / or the Terms of Reference of the individual committee.  The reason for a quorum is to guard against inadequate representation and any consequent bias in decision making.  No meeting can be regarded as legal and having proper authority unless there is a quorum.

	
	

	Voting Rights
	Unless the Standing Orders otherwise indicate, all members of the committee have equal voting rights.  This means that if any matter needs to be put to a vote to agree a decision, each member has one vote.  Meetings will normally work on the basis of making decisions on the majority view.

	
	

	Status of Decisions
	Once a committee has reached a decision it should stand until the committee re-considers it and makes a different decision.  Some decisions can be made with definite timescales and others may be recorded as indefinite.  The Standing Orders may indicate that once the committee has made a decision on a particular topic, it cannot return to this topic for a particular length of time.  Generally, it is not good practice to make a decision at one meeting and then to overturn it at the next and it is therefore important that in reaching decisions the committee understands fully their context and their effect.

	
	

	Restricted Business
	This refers to any item of business which is to be kept confidential to the committee members.  It will be marked “Strictly private and confidential” and excluded from the sets of papers circulated to others for information.

	
	

	Secretary
	The Secretary of the committee is not a member.  He or she attends the meeting in a support role, providing advice to the committee and taking notes of the discussions.

	
	

	Expert Advisers / Officers in Attendance / Professional Expert
	The committee may invite other officers, members of staff, consultants and other persons to give advice on particular items.  They are not members of the committee and cannot take part in the decision-making processes. 

	
	

	Record of the Meeting
	The minutes or notes written by the Secretary after the meeting detailing the proceedings of the meeting are the official record.  They are confirmed by the committee in a formal meeting.

	
	

	Official Committee Records
	These are the files or folders or other formats in which the definitive copies of the official record of the meetings of the committee and papers considered by it are kept in.  There may also be other supporting working files.  These files are kept by the Secretary of the committee and no-one else.


2
Personnel Involved in Managing Committees and their Business
The Chair has a key role in deciding what items of business come before the committee, ie, setting the agenda.  At the meeting the Chair facilitates the group to explore its different views and so come to a decision or outcome.  S/he ensures that the group understands the task in hand and the wider context of corporate or national policies.  S/he maintains good order in debate and sets the tone for developing the group's sense of common purpose.

The Secretary is responsible for membership issues, and for producing the official record and keeping the definitive committee files.  S/he advises the Chair on setting the agenda, prepares and distributes the agenda and supporting papers, and prompts / undertakes / monitors the subsequent action arising from the Committee’s decisions.  The role also includes giving informal advice on the implications of possible/potential outcomes and formal advice on the committee’s powers as defined by its constitution, standing orders and other valid rules.  S/he is also the ‘memory’ of the Committee, provides any information about earlier decisions, background to agenda items etc.

The Committee Administrator may only be required at certain University-level Committees, when some Secretarial functions may be delegated to a Committee Administrator for efficiency.   The Committee Administrator assists the Secretary by taking responsibility for all the logistics of the meeting: the venue, hospitality, notification, documentation; and sometimes takes notes and drafts the record on behalf of the Secretary.

The Officer in Attendance or Expert Adviser is the person whose professional function enables them to attend meetings to advise the Committee on particular issues. 

COMMITTEE ADMINISTRATION PRINCIPLES – PREPARING COMMITTEE PAPERS AND MINUTES/NOTES AND COMMUNICATING DECISIONS
These administration principles explain how papers and the record of the meeting should be prepared/drafted.  They should be read in conjunction with the Good Practice Guideline on Committee Servicing/Administration and the Handouts issued with the University’s Committee Training Course.  The examples / templates for committee documents set out the University’s house style for layout, content and presentation.  The guideline on types of record indicates the format of records to use for particular committees.

1
Organising the Business

a)
Presenting the Business for consideration



The Agenda lists the items of business and tells the committee what action is required. The supporting papers give the background / detail of each item.  Agenda “instructions” are:



To receive…...the committee is expected to receive and note this information without their being any action required.


To report …. the committee is being given some kind of information.


To consider …. is a key phrase indicating to members that they are expected to consider a particular item and to make a decision. 


To approve …. is used where there is a specific proposal e.g. change of procedures / regulations.


To note …. means no real action is required.  It is usually used for information.


To discuss …. means that no policy decisions will be required but that ideas or feedback on issues etc is expected as a precursor to presenting the matter separately.


To confirm …. is used when the committee is asked to confirm a paper or decision, eg, the minutes of the previous meeting.


b)
The usual order of the Agenda


1. Welcome to new members

2. Apologies for absence

3. Minutes/Notes of the previous meeting

4. Matters arising from the minutes / notes 

5. Items of business (usually with any items for Information only coming last)

6. Other relevant business

7. Dates of future meetings (if appropriate)

8. Note – the meeting / and or items may be time limited

(A template is provided in this document).

c)
Preparing and presenting the Business for consideration



1. Confirming the record of the meeting
The committee collectively is responsible for agreeing and confirming the record of the previous meeting at its next quorate and formal meeting.  Note that the record can be issued in draft form for information as soon as it is drafted after the meeting.  It is not University policy to ask the Chair of the Committee to sign the official copy of the record. 

2. Matters Arising from the minutes/notes of the previous meeting 

Report back items on matters giving an update or closing an item can be: an oral report; very short notes on the agenda; or separate papers, depending on the context. Any issues requiring substantive discussion or new decision should be presented as a separate Agenda item.

Confidential or Restricted business

If a committee has business to discuss which is personally or commercially sensitive, then it may be listed as “Confidential to the Committee”.  Papers will be circulated only to the committee itself and not made publicly available until and if the reason for restriction is no longer applicable.

3. Presenting items to the committee

Items can be reported to the Committee orally (for short, non contentious issues) or via a written report included in the Committee papers as an Enclosure.  The report may be written by the Chair, Secretary, Officer or Member. All reports should follow the standard format with a heading, introduction, as many paragraphs as necessary to transmit the information, conclusion, recommendations and instruction to the committee.  All paragraphs should be numbered.  The report should aim to be no more than 4 sides of A4 in length with any supporting information attached as appendices.  If the report is longer than this, then a one page Executive summary should be provided.  

4. Reports from other committees

These should be in the standard report format and should indicate the key issues for consideration rather than a presentation of the full minutes of the reporting committee / which can be accessed by other means.

5. Other Relevant Business

This is included as an opportunity to allow members to raise other relevant business which has arisen since the agenda was circulated. This need not be included if this has been agreed as the way of operating for that particular committee. 

Items raised under Other Relevant Business cannot have binding decisions taken.  This is because members will not have had sufficient notice of the item to be able to make a reasoned decision.  It is not permissible to allow any voting on items raised under Other Relevant Business.  If it is clear that the item raised is a substantive one, the Chair should note the point and say this will be carried forward to the next meeting as a proper agenda item.  Members should be discouraged from raising items under Other Relevant Business and should instead  be asked in advance for items for the agenda in the normal way.

2 Recording the Business


a)
Type of Record

The guideline on the types of records will indicate the content and style of the record. The presentational layout should follow the standard administration principles/templates. Note that Validation Reports follow a particular style and that there is an agreed template.  The Report is the formal record of the validation event and in this sense, is both the formal record of the meeting and a report of information to the approval body.  


b)
Drafting the record

Expression


All records should be clear, concise and complete.  Each item of business should be recorded as a separate entity, with only the summary main points of the discussion recorded: the record is not a verbatim one.  The record should be written in plain English using the past tense and should not quote individuals by name unless this has been specifically requested.  The use of bullets is acceptable to provide clarity.  


Recording Outcomes

The outcome or decision reached should be shown clearly.  Ways of expressing this are:

-
received: records the formal receipt of a document.

-
reported: indicates the background information provided for a committee either on the agenda or orally at the meeting.

-
noted: summarises significant points arising from a paper or  in discussion.

-
discussed: indicates a committee’s discussions of particular items but via a summary of the main points only.

-
confirmed: reaffirms / reiterate an earlier decision, an existing point of principle, or the record of the meeting.

-
considered: indicates that the committee actually discussed a particular topic / document.

-
approved: used for changes in regulations primarily.

-
agreed: most appropriate to indicate points agreed in discussion.

-
resolved: regarded as the final seal of approval, ie, the committee’s final decision.

-
recommended: analogous to resolved/agreed but used for matters requiring decisions by a higher body.


Not every minute needs a resolution.  Resolutions record a committee decision or action agreed.  Where a paper has simply been received for information and there has been no discussion, it is sufficient to record that the meeting noted or received it.  This does not have to be put into the form of a resolution.


Secretary’s Note

This is a note from the Secretary inserted into the record after the meeting has taken place.  It is used to convey for the sake of clarity information which was not available at the time of the meeting.  This avoids the need to include the point as a Matter Arising at the next meeting.  It is not commonly used, but can be helpful in certain circumstances. The following is an example.


Minute extract


“During discussion, the point was made that it was not clear whether the Funding Council had been consulted over the proposals.”


Secretary’s Note:  After the meeting, the Planning Officer confirmed to the Secretary that the Funding Council had in fact been consulted.


Time of Closure

It is not necessary to record the time the meeting closed as it is not an item of business.

Date of Next Meeting

Include the date of the next meeting if meetings have not been set in advance and already circulated.

3
Informing others of decisions

After the meeting, details of decisions should be communicated as soon as possible via the following:

1) Circulation of the draft minutes to members and others

2) Email/memos/letters to key colleagues advising them of decisions/actions required.  This 
may need to be done before minutes/notes are drafted

3) By reports to other bodies

4) Feedback reports to colleagues

The Secretary may prepare an Action List to ensure all action is completed.

COMMITTEE ADMINISTRATION PRINCIPLES  - CONFIDENTIAL BUSINESS

Confidential business can relate to either commercially sensitive information, or personal information about staff and students.

Commercially sensitive information

Any information that is commercially sensitive should be regarded as confidential business.  The information may be financial or may outline details of plans where the University is in competition with another organisation.  If you are unsure, and need further advice, you will need to contact the Director of Finance.

Personal information about staff and students

The Data Protection Act 1998 is designed to protect individuals from any disadvantage which might result from the processing of their personal details.  In summary, the eight principles of the Data Protection Act state that data must be:

1. Fairly and lawfully processed

2. Obtained only for one or more specific and lawful purposes and not further processed in any manner incompatible with that purpose

3. Adequate, relevant and not excessive in relation to the purpose

4. Accurate and up to date

5. Not kept for longer than necessary

6. Processed in accordance with the rights of the Data Subjects

7. Protected against unauthorised access and accidental loss

8. Not transferred outside the European Economic Area unless to a country with adequate levels of protection

Clearly this has implications for the management and administration of the University’s Committees.  Before any information is presented to a committee, a decision needs to be made about whether the information should be dealt with confidentially.  For each Committee where staff or student information is presented to the Committee decide: -

1) Who needs to see the information and why?

2) Who needs to retain the information and who should destroy the information after a decision has been made by the Committee?

3) Where the papers are to be stored and for how long?

4) Who has access to past papers?

Principles to follow for all confidential business: -
· Any information relating to commercially sensitive data and personal details about students and staff should be regarded as confidential.
· Student representatives should not have access to any confidential information.  

· Any Confidential matters should be clearly identified on the agenda as confidential, and possibly scheduled to come at the end of the Meeting

· Confidential papers should be marked as confidential and printed on pink paper

· Confidential papers should only be circulated to members of the committee  who are entitled to receive them

· Committee members should only retain confidential information if there is a specific need for them personally to retain the information.  Chairs of Committees should remind Committee members of this.  Papers should be returned to the Secretary for shredding.

· Discussion of any confidential matters should be restricted to the “confidential” section of the meeting.  If the members of the Committee begin to discuss any confidential matters during the main body of the meeting, the Secretary will need to remind the Chair of the above principles, and ensure that the discussion is deferred to the confidential section of the meeting.

COMMITTEE GUIDELINES – TYPES OF RECORDS
The record of a meeting is the permanent, accurate and official record of what happened at/was decided at the meeting.  It will be in one of the following forms depending on the type of meeting and careful consideration should be given to situations where a record is required.

	Minutes
	- 
summary minutes which do not include action lists. If it is required, the Secretary’s Action List is produced as a separate document.

	
	

	Action Minutes
	- 
minutes with integral action lists showing responsibilities for actions in an   annotated action column. 

	
	

	Notes/Resumé
	- 
for ad hoc and other meetings where a record of the discussion is required eg formally established Task Group. 

	
	

	Exam Board Records (Taught Courses)
	- 
definitive reports of the students’ results annotated to show changes and decision, supported if appropriate by a separate narrative statement 


	What the record should show:
	Minutes
	Action Minutes
	Exam Board Records
	Notes/ Resumé

	Title of the committee group/status of the meeting
	(
	(
	(
	(

	Who was there / absent
	(
	(
	(
	(

	When it happened
	(
	(
	(
	(

	Issues discussed / considered as discrete, separately numbered items
	(
	(
	(
	(

	Supporting papers presented/tabled as background/context to the issues
	(
	
	
	

	Decisions reached 
	(
	(
	(
	(

	Reasons for them in summary
	(
	
	(
	

	Who is responsible for taking actions agreed by name
	
	(
	
	(

	Report back on previous issues so providing Audit trails of issues considered / decisions made
	(
	(
Where appropriate
	(
Where appropriate
	


The following indicates which type of record applies for particular types of committees.  It is not an exhaustive list but sets the parameters to apply depending on the type of committee/meeting.

	Minutes
	Action Minutes

	Academic Board
	Management Committees in General

	QIAS 
	Faculty Management Group

	QIAS Collaborative Ventures Sub committee
	School/Division Management Group

	Learning, Teaching & Assessment Committee
	Course Committees including Course Reviews

	Faculty Quality Committees
	Faculty Quality Committee Standing Sub cttees

	Research Committee
	School/Division Boards

	Research Degrees Sub-committee
	

	Faculty Research Committees
	Notes / Resumé

	Faculty Boards
	Working/Functional Groups e.g. Finance

	
	Task Groups

	
	Ad-hoc Groups


GUIDELINES/SERVICE STANDARDS FOR COMMITTEE ADMINISTRATION

Extracts from The Standing Orders for Academic Board and its Committees

· To be properly constituted members must receive advance notice of a meeting of a formal committee in writing (including via e-mail) at least 5 working days beforehand.

· All members should receive papers for the meeting in hard copy format ideally at least 5 working days beforehand.  This time limit may be less for Working/Task groups.

· As soon as possible after meeting, and in line with agreed good practice guidelines, minutes will be circulated to members.  If they are circulated by e-mail, then a hard copy will be provided as part of the papers of the next meeting.

Guidelines

· Ensure hard copy papers are circulated to members of formal committees to arrive 5 working days before the meeting wherever possible.  (This time limit may be less for Working/Task groups).
· All records should be completed as quickly as possible after the meeting and in any event should be completed within 5 working days of the meeting having taken place.  It will be necessary for committee secretaries to block out time in diaries in advance to ensure that this deadline can be met.
· In cases where this is not practicable due to other demands then a very short summary of the actions should be circulated by e-mail to members of the committee and other relevant parties together with the date by which they should receive the minutes/record.
· Inform members of the committee/group that draft minutes/record are available in Public Folders/local networks as applicable.  Hard copy of the minutes should be circulated with the next set of papers.
(Note:- Suitably experienced administrators may wish to consider taking notes onto a laptop during the meeting to save time in the production of minutes.)
COMMITTEE GUIDELINES – ORGANISING MEETINGS AND CIRCULATING MATERIAL

1.
Communication
To aid communications, each committee secretary should set up an e-mail distribution list for the committee, (contact IT services), and a public folder in which to store documents. Public Folders are folders that are available to everyone with access to the University network.  They provide an easy way to collect, organise and share information. Consider whether your email list would be useful to others and therefore whether it should be a “global distribution list” with you as the owner.   

Because members need a paper copy for meetings, hard copies of meeting papers should be prepared (reprographed centrally to ensure economics of scale) and circulated in advance.  E-mail circulation should only be used in emergencies.

2.
Setting Up/Scheduling a Meeting Using Outlook


(For meetings which are not already scheduled in advance)


Outlook Calendar allows you to set up meetings with other members of staff.  Outlook automatically emails each person about the meeting and can check schedules of staff who are using a personal calendar.  Outlook will keep track of responses so you know who will be attending etc.


(Note:  attendees need to keep their outlook calendar up to date for you to accurately find a good time for a meeting.)


For further details on the use of Outlook Calendar go to :



http://online.northumbria.ac.uk/central_departments/it_services/its_emaihome.htm

Select - Tips on Using Email; | Setting up a Calendar Item |

3.
Agenda Preparation


Set up an email distribution list and prepare a label list of members.  


Three weeks before the meeting email members asking them to let you know whether they intend to submit papers, and giving a deadline of two weeks before the meeting for submission of the paper.


Two weeks before the meeting prepare a draft Agenda for discussion with the Chair of the meeting.


Two weeks before the meeting, book Reprographics time for seven working days before the meeting.


Collate the papers as they come in, in the order in which they appear on the agenda.  Ideally, papers should be in electronic format.


Add Agenda / Enclosure numbers, using labels or “magic” sellotape if necessary.

4.
Reprographing the Papers


Seven working days before the meeting, submit the papers to Reprographics with each item separately clipped or divided.  Request that the papers are reprographed in “Board Papers Style” and, under the Special Instructions box, add the following text:-

· First enclosure page of each section to be run on (specify colour) pastel tint (2 sided where applicable).
· Remainder of section pages on white, 2 sided.

· 2 hole punched.

Either

· Single staple top left-hand corner.
Or

· Single hole punch top left hand corner (for treasury tag).

5.
Distribution and Availability


One week before the meeting, send out a ‘hard’ copy of the papers using your label list.


In addition to providing a ‘hard’ copy, to facilitate wider distribution and accessibility, the following options are open to you:-

· Post papers to the Public Folder

· Make the information available on a local network (where appropriate), and advise staff of its location.

· Email the papers using your email distribution list.


The Public Folder is the University’s preferred option for formally constituted committees and management groups. You can add any Outlook item, document or file to a public folder.  


For an example, look at EST’s Faculty Quality Committee papers by going, within Outlook, to:-


Public Folders/All Public Folders/Faculty of Engineering Science and Technology/Faculty Office/FQC - then to an agenda and minute of your choice.


For further details on the use of Public Folders go to:-


http://online.northumbria.ac.uk/central_departments/it_services/its_emaihome.htm

Select – Public Folders

6.
Minutes


When the minutes of the meeting have been prepared by the Secretary, add a copy to your Public Folder or send a copy via your email list.  In both cases inform members that a ‘hard’ copy will be in the papers for the next meeting.

COMMITTEE GUIDELINES - STANDARD CONTENT OF COMMITTEE/BOARD FILES
There will be two files for each committee/board/group as follows.

Definitive file
This is the definitive and formal record of the committee/board (sometimes called the minute book) and should be kept in hard copy form.  The Secretary is responsible for maintaining the definitive file for every committee/board that he/she supports.  As the definitive record it is likely that the file will to be kept indefinitely.  (Note that copies of the minutes and papers may also be kept electronically in a public folder.) 

Working file
This file will contain information relating to the administration and organisation of the committee/board.  The majority of the working file can be disposed of either after each meeting or at the end of the academic year. 

Committee/Board Files 

Definitive File
The definitive file should be held in one or more files organised on an academic year basis.  

The file should be arranged in datal order, with one section for each meeting divided by a file divider with the most recent meeting on top.  For each meeting, the following information is to be held:

· a complete set of all papers that were circulated in advance, appropriately divided. These may be originals or a reprographed set. 

· any papers tabled at the meeting.  These papers should be annotated at the top e.g. ‘Tabled paper, FRC 06/04/00, item 4’ and should be inserted at the appropriate point.

A separate section at the front of the file should contain the terms of reference and constitution, and a membership list for that particular year.

Working File

The organisation/composition of this file will depend on individual preference but is likely to contain:

· list of meeting dates

· attendance sheet

· background information

· notes relating to the setting up of meetings, including hospitality arrangements

· any papers, letters, memoranda or other information not circulated to members but relating to the committee/board meeting

· action lists and memos etc relating to actions

· the original notes from which the minutes are written

Division/Unit Examination Boards
Definitive File

There should be one file for each subject area. 

The file should be arranged in datal order, with one section for each meeting divided by a file divider with the most recent on top.  Within each section, the following information is to be held:

· agenda

· any papers that were circulated in advance (e.g. previous minutes)

· attendance sheet?

· external examiners signature sheet

· definitive set of SDEB reports, annotated to show all changes made at the SDEB

· full written reports relating to specific decisions if necessary, cross-referenced to the SDEB report

Working file 

The organisation/composition of this file will depend on individual preference but is may contain:

· list of meetings

· other information relevant to the particular SDEB or to the SDEB process in general

· notes relating to arrangements of the Board

· correspondence with External Examiners

· any rough notes taken at the meeting.

Progression and Awards Boards
Definitive File

Files set up on an academic year basis.  Information to be stored logically as appropriate (e.g. by School, or by Subject Division, or by level).  

PAB reports to be filed as appropriate/logical for particular areas.  The file should contain for any meeting: 

· agenda

· any papers that were circulated in advance (e.g. previous minutes)

· attendance sheet

· external examiners signature sheet

· definitive set of PAB reports, annotated clearly to show all decisions made

· list of PEC decisions (this may take the form of a separate report or annotations on the PAB reports)

· full written reports relating to specific decisions if necessary, cross-referenced to the PAB report

· copies of pass/result lists

Working file 

The organisation/composition of this file will depend on individual preference but is may contain:

· list of meetings

· other information relevant to the particular PAB or to the PAB process in general

· notes relating to arrangements of the Board

· correspondence with External Examiners

· any rough notes taken at the meeting.

STANDING ORDERS FOR UNIVERSITY COMMITTEES CONCERNED WITH ACADEMIC AND MANAGERIAL ISSUES

Context

These Standing Orders were approved by Academic Board in November 1998.  They come into effect from the 1999 / 00 academic session.

STANDING ORDERS

Membership
 1
The maximum and minimum number of members of a committee should be specified in the terms of reference of the committee.  (Note that the membership of Academic Board is set by the Articles of Government of the University.)

 2
A committee may vary its formal composition by agreement although advice may be sought and may be given from other bodies.

 3
Ex officio members have an indefinite period of office.  Elected or nominated members will serve for three years unless otherwise agreed.  (Immediate re-election is permissible for one further full three year term only with the initial re-election being on this and not an annual basis.)

 4
Nominated members will be requested from the constituency concerned via the appropriate line manager.  Nominees must consent to their name being put forward.  Any elections required will follow the standard procedure for Academic Board elections.

 5
Unexpected vacancies should be filled as soon as possible with the new member seeing out the remaining term of office.

 6
Co-opted members are regarded as full members of a Committee.  Members will normally be co-opted for up to 3 years.

 7
Except for Academic Board and the Executive, and where a Committee has expressly agreed otherwise, a member unable to attend a meeting can, with the agreement of the Chair, ask a suitable substitute from the same constituency to attend the meeting to represent him or her without voting rights.  Substitutes are not formally elected.

 8
Members are expected to demonstrate commitment to a committee/group.  If members do not attend meetings on a regular basis, the Chair may ask the member to step down and be replaced. Nominated members are expected to consult their constituencies.

9
The Vice Chancellor and Deputy Vice Chancellors have the right to attend any major committee, whether or not they are members of that committee.

10
The secretary of a committee / group is not a member.

Convening Meetings
1
To be properly constituted, members must receive advance notice of a meeting in writing (including via email) at least five working days beforehand.  

2
All meetings should begin punctually at the appointed time and should be closed formally at the end of business.

3
Unless otherwise specified in the Terms of Reference for a particular committee, the quorum will be 50% of the actual membership, appointed at the time of the meeting, plus one.  For small committees, with a composition of less than ten, the quorum will be three.

4
If the quorum is not present within 15 minutes of the formal start time of the meeting as indicated on the agenda, then the meeting can either be dismissed or carried out on an informal basis.

5
If a meeting is inquorate, decisions are not valid.

6
Officers or other persons may be invited to attend for all or part of a meeting in an advisory capacity only.

7
The statutory requirement for the minimum number of meetings for each committee per annum will be stated in the terms of reference.  Other meetings may be scheduled in advance or called as required.  

8
If there is insufficient business to justify the statutory number of meetings per annum, this will not invalidate the status of the committee.  However, if a committee has not met for at least a year, its continued existence should be reconsidered by its members, if necessary at a specially convened meeting.

Committee Administration
1
A Secretary for each committee will be appointed from a relevant area of the University’s administration.

2
All members should receive papers for the meeting in hard copy format ideally at least five working days beforehand.  This time limit may be less for Working / Task Groups.

3
All documents for committees should be produced in the standard format and include a recommendation to the Committee/Group in respect of action required, the author of the document, and the date the document was produced.  The electronic file name of the document should also be added discreetly for future reference.

4
Agendas should state clearly what the purpose of an item is.

5
All Academic Board Committees, and others as far as possible will use the Public Folder System on Outlook to store non-confidential committee papers.  The Committee Secretary will ensure that these are loaded there as soon as they are available to ensure full access by the University community and to minimise hard copy circulation for information purposes.

6
Minutes will be taken at all meetings of formal committees and formally constituted groups according to the agreed University house style (as determined by the Registrar).

7
As soon as possible after meetings, and in line with agreed good practice guidelines, minutes will be circulated to members.  If they are circulated by email, then a hard copy will be provided as part of the papers for the next meeting.  Minutes will also be loaded into the Public Folder.

8
Minutes can be circulated by email to other groups for information.

9
The Committee Secretary is responsible for advising members and officers of any actions required and for ensuring that progress is reported back to the committee. 

Points of Order for the Conduct of the Business of Meetings

 1
The business of the meeting will be as set out on the agenda in the order specified unless the meeting agrees to change it.  Members wishing to raise items for discussion under “Any Other Business” should notify these to the Chair in advance of the meeting.

 2
Members should restrict comments / points to the subject under discussion and should direct questions, observations, comments, etc, to the Chair and to the proposer / other members through the Chair.

 3
Members have a duty to read the papers for a meeting beforehand and to be prepared to contribute to debates and carry out any actions asked of them.

 4
Debates should be conducted in an orderly and civil fashion, with members invited to speak by the Chair.

 5
Motions and amendments to motions should be formally proposed and agreed by the committee.

 6
Once a decision has been made, no further discussion of the topic should take place at the same meeting.

 7
Reports submitted for information do not need to be formally moved.

 8
Whilst there is no limit on the number of times a member may speak for or against a motion / point of discussion or on the length of comments, the proposer’s right of reply is to be respected.  The Chair may limit opportunities to speak if debates become lengthy or unfocused.

 9
Voting can only take place at quorate meetings and only full members can vote.

10
Voting, if necessary, will be by a show of hands during the meeting as called by the Chair who will not participate, except to exercise a casting vote.  Details of the decision will be recorded in the minutes on the following basis, including the number of votes cast:

· Motion carried unanimously, ie, all voting in favour.

· Motion carried nem con, ie, none vote against but some abstain.

· Motion carried by a large majority, ie, only a few abstain or vote against.

· Motion carried by a majority, the voting is close.

11
Where a vote for and against a resolution is equal, the Chair should exercise his / her casting vote to support the status quo.

Cheryl Penna

Registrar

University of Northumbria at Newcastle

Registrar’s Department

FACULTY / CAMPUS QUALITY COMMITTEES - TERMS OF REFERENCE AND COMPOSITION - MAY 1999

	Statutory meetings:
	Three per annum



	Secretary:
	Assistant Registrar / Head of Campus Administration or nominee



	Reporting Relationships:
	Report to QIAS



	Quorum:
	50% + 1



	Remit:


	Faculty / Campus Quality Committees will be responsible to and report directly to QIAS.  They may set up appropriate sub groups to deal with and help progress quality matters.  (In the case of the Carlisle Quality Committee, its remit will extend to the quality control and curriculum development of the CHP and any other programmes delivered at Carlisle, liaising with other FQCs as required.  Units delivered by other Faculties will be the responsibility of the home Faculty.)  All Faculties / Campuses will follow the University guidelines / procedures for quality assurance as determined by QIAS.



	Note:  at the discretion of the Chair, meetings can be open to observers and others invited to attend for specific discussions.



	Terms of Reference

	

	1 To sustain and promote high standards and an ethos of self evaluation and continuous quality improvement of the academic programmes operating and delivered at the Faculty / Campus, encouraging and promoting quality enhancement and new initiatives / approaches to teaching and learning and the spread of best practice in house and throughout the University.

2 To be responsible on behalf of QIAS for the operation of the University’s processes for the quality assurance of taught units and programmes in the area concerned.  This will involve monitoring, overseeing and enhancing the quality of all aspects of programmes from both a detailed and holistic perspective and taking appropriate action.

3 To assure QIAS that mechanisms for quality control and assurance are in place and work effectively, taking action where appropriate to ensure safeguards exist.

4 To approve on behalf of QIAS and Academic Board, taught programmes other than those classified as collaborative ventures requiring QIAS approval), and the arrangements for their study and delivery, making recommendations to QIAS relating to distance delivery of such programmes.

5 To oversee the development of all aspects of the curriculum and programmes validated by the committee of the Faculty’s / Campuses and their study ensuring standards are upheld, liaising with other FQCs regarding the delivery of units and programmes as appropriate.

6 To authorise appropriate mechanisms for the accreditation of prior learning.

7 To appoint External Examiners for taught programmes.

8 To give initial scrutiny to and endorse for approval by QIAS, proposals for programmes coming under the Collaborative Ventures procedures and requiring QIAS approval.

9 To determine a quality agenda for the Faculty / Campus contributing to the institutional quality strategy, policies and procedures, and to the institutional planning process.

10 To report annually to QIAS on quality issues arising out of the annual review process and action proposed for all programmes, including collaborative ventures, and to report other issues to QIAS as and when they arise.

11 To consider matters referred to it by QIAS and other relevant bodies and act accordingly.


12 To set up relevant sub-committees and groups as appropriate.



	Composition (excluding Carlisle)


	

	Ex-Officio Members
Dean or Nominee - Chair 

Assistant Registrar, Faculty

Representative of the QEU, Registrar’s Department

At least two Heads of School / Division as determined by the Faculty*

Student Services representative

Faculty / Campus Librarian

Minimum

Nominated Members (to serve for three years)

At least two Course Leaders / Programme Directors

QIAS Chair’s nominees (two) from the membership of the other Quality Committees

At least two staff representatives from the Faculty, one of whom should be on Academic Board

At least one student on the Faculty’s courses

Up to three co-options if required (optional)

Minimum


	1

1

1

2

1

1

7

2

2

2

1

3

10



	Total


	17

	* This allows for the possibility of all HOS being appointed.




	Composition - Carlisle Campus FQC (to be reviewed at the end of 1999 / 00)


	

	Ex-Officio Members
Head of Campus (Chair)

Head of Campus Administration

Head of Undergraduate Programmes

Head of Postgraduate Programmes

Carlisle College’s CHP Co-ordinator

HND Co-ordinator at Carlisle College

Representative of QEU, Registrar’s Department

Carlisle Campus Librarian

Student Services representative

Nominated Members (to serve for three years)

Staff representatives (3)

QIAS Chair’s nominees, normally representatives from other FQCs contributing to the CHP or other programmes delivered at the Campus

Newcastle Business School

Arts & Design

Social Sciences

Health, Social Work and Education

Division Leaders

At least one student on the Campus courses

Co-options as necessary (up to three)


	1

1

1

1

1

1

1

1

1

9

3

4

2

1

3

13



	Total
	22

	The committees are to appoint a Vice Chair from their membership.


University of Northumbria

Registrar's Department

EXAMPLES OF COMMITTEE DOCUMENTS

AGENDA

University of Northumbria at Newcastle

Wednesday 26 January 2000

ACADEMIC BOARD

There will be a meeting of Academic Board on Wednesday, 26 January 2000 at 2.00pm in the Boardroom.

	1


	Apologies for Absence and Welcome


	

	2
	To confirm Academic Board Representatives on QIAS, Honorary Awards Committee and Board of Governors


	

	3
	To confirm the minutes of the last meeting held on 17 November 1999


	Enclosure 3

	4
	Matters arising


	

	5
	Vice-Chancellor’s Oral report 


	

	6
	To consider the Academic Calendar for 2000/2001 and 2001/2002
	Enclosure 6



	7
	To consider the University’s response to the QAA Consultative Paper on HE Qualifications Framework for England, Wales and Northern Ireland


	Enclosure 7

	8
	To consider the revised Learning and Teaching Strategy


	Enclosure 8

	9
	To approve changes to the Regulations for Honorary Awards


	Enclosure 9

	10
	To note proposed arrangements for the QAA Continuation Audit 14 – 17 May 2001


	Enclosure 10

	11
	To note recent Professorial Appointments 


	Enclosure 11

	12
	Any other business
	


Jan Stafford

Principal Administrator

Registrar’s Department

Extension 3981

Enclosure 2

22 March 2000

University of Northumbria at Newcastle

ACADEMIC BOARD

Minutes of the meeting of the Academic Board held on 26 January 2000 in the Boardroom Ellison Building

Present
Professor G Smith (Chair), Mr K Anderson, Prof R J Buswell, Ms M Davis, Professor A D R Dickson, Ms K Docherty, Dr C Dracup, Professor M Dunning, Ms J Eager, Ms S Forsten, Professor D J Gardiner, Mr D W S Gray, Dr K Harrop, Professor D Head, Professor H Hopfl, Professor L Johnson, Professor K McConkey, Ms A MacFadyen, Ms J Munslow, Professor A Newall, Mr J Rolfe, Professor G Roper, Dr D Stanley, Professor R Stephens


Apologies for Absence
Mr J Burnell-Gray, Mr J McAulay, Professor M Shaw, Professor R Smith, Mr P Thomas, Professor J Wilson

Secretary
Mrs C Penna



99.16
New Members

The Chair welcomed Mrs M Davis, who was joining the Board as a representative of the administrative staff, replacing Mrs A Doyle.

99.17
Academic Board Representation on Other Committees

Noted:
the appointment of the following members to other Boards and Committees as resolved by nomination and election following the last meeting.

	Committee / Board
	Representative

	
	

	QIAS
	Dr C Dracup

	
	

	Honorary Awards Committee
	Professor M Dunning

Professor R Smith

	
	

	Board of Governors
	Professor D Gardiner


99.18
Minutes of the Meeting held on 17 November 1999

Resolved:
to approve the minutes of the meeting held on 17 November 1999.

99.19
Vice Chancellor’s Report

The Vice Chancellor reported orally on the following:


i)
Professor Bob Hill


With regret, the death of Professor Bob Hill.  The high profile obituaries in the press had rightly noted and recorded his contributions to alternative energy science.  Condolences to Professor Hill’s family and friends had been expressed.



(In receiving this report, the Board acknowledged and endorsed Professor Hill’s academic work and his high standing in his field.)


ii)
Coach Lane Campus Development


The legal complexities surrounding the completion of the construction were acknowledged as having been extremely difficult, and the Board was asked to congratulate all colleagues in the University, both in Faculties and the relevant Support Service departments, over the way negotiations were conducted.  The task now was to mould a single campus, and the very positive approach to this was encouraging.


iii)
University Report and Accounts for 1998/9


The Board of Governors had now approved last year’s accounts.  The report emphasised the positive aspects of the relationship between the academic programme and the resource base.  Continued attention to careful financial management was needed to ensure continued investment to support the academic programme.


iv)
Financial Times League Tables


The ranking of UNN as first of all universities by the Financial Times in December, based on measures of performance in widening access against the quality of programmes, was pleasing.  This latest table continued the recognition of the University’s achievements across a variety of indicators.


v)
Longhirst Campus


A review of the provision at Longhirst was under way, prompted by the change in circumstances of the TECs.  The review would take into account the future academic provision and the current range of activities and developments of the site as a whole.


vi)
Governors Briefings / Seminars



The briefings for members of the Board of Governors on University activities had been resumed with a session on the higher education quality agenda by Professor Dickson and Professor Shaw in December.  Professor McConkey would present the University’s research strategy at the next briefing on 21 February.


vii)
Governance Review Group

The Board of Governors had established a Governance Review Group to consider the Board’s size and composition, and how it might properly evaluate its own effectiveness.  A report from the Group was due to be presented to the full meeting of the Board of Governors in April.  The Vice Chancellor invited Dr K Harrop, as an Academic Board representative on the Board of Governors and member of the Governance Review Group, to explain this further.  


Dr Harrop referred to his tabled paper which pointed out, inter alia, that during the Review Group’s discussions, the position of the Academic Board and its relationships with both the Executive and Board of Governors, had arisen.  The Academic Board was invited to consider the way it might exercise its role at this important stage in the University’s development, particularly in shaping a distinctive profile for the University.


Members of the Board felt that such a debate, including a focus on the interface between the Academic Board and the Board of Governors, and the nature of that relationship, was timely.  The opportunity was welcomed.  Initial views expressed included:

· The need for Academic Board members to be more informed about the Board of Governors’ role, to understand the constitutional positions (as determined by the Articles of Government) of both the Board of Governors and the Academic Board, and to be clear about the relationship with the wider academic community.

· Concern that the Academic Board’s current approach was not sufficiently pro-active, nor fully reflective of views held by the academic community as a whole.  Effective dissemination could be relevant here.

· An awareness that the academic community’s input in determining the University’s academic direction was vital and that this input was not always as effective as it could be.

· A sense that when this input occurred via the Academic Development Planning process, there should still be a clear role for the Board in influencing the philosophy of the academic culture.


Members agreed that the role of Academic Board in contributing to the University’s Governance, and its relationship with the Executive and Board of Governors, should be discussed fully at a future meeting.  Academic Board’s wish to explore this further should be reported back to the Review Group. A briefing paper on the constitutional position should be prepared to facilitate an informed debate.

99.20
Academic Calendar for 2000/2001 and 2001/2002

The Board considered proposals from the Academic Calendar Working Group for calendars for the academic years 2000/2001 and 2001/2002.  The proposals had been modelled on the format of the current calendar, and had taken into account the factors which had prompted the change to the current format, and the points expressed at the time of the last consideration.


The proposals had been circulated to all Schools, Departments and the Students’ Union for comment.  Responses to the consultation had been limited, the principal concern being the reduction of the Easter vacation period to two weeks.  The effect of this was fully acknowledged, as was the fact that the final agreed model had, inevitably, to reflect a compromise situation.  The start and end dates were relatively fixed points which meant limited manoeuvrability overall.


In agreeing the calendar, the Board acknowledged the very diverse nature of the institution, and the fact that what was presented was a general overall framework of core periods.  Many courses did and would continue to operate outside of this framework.  In this respect, the terminology “mainstream” was not appropriate, particularly given the professional nature of a large proportion of the University’s course provision and its increasing delivery via distance learning.  The request to ensure that the independent study week was used in the most constructive way was also acknowledged.  Agreeing the framework for two years would allow for a full evaluation of the model. 


Resolved:
to confirm the Working Group’s proposals as submitted to the Board as the core framework for the Academic Calendar in 2000/2001 and 2001/2002.

99.21
QAA Consultative Paper : Higher Education Qualifications Framework

The Board considered the proposals from the QAA for a Higher Education Qualifications Framework.  Supporting the paper was a summary prepared by the Registrar and a resumé of the main issues for UNN.  The Board was asked to consider the proposed draft response, which had been formulated in the light of the University’s current framework and underlying principles.  Comments expressed by the Faculty Quality Committees, individuals and QIAS had also been taken into account.


Whilst the University could support the aims for a transparent framework, consistent terminology across the sector and recognition of positive achievement with a clear differentiation between qualifications, there was concern that existing awards such as the Ordinary and MPhil degrees, which the University considered were valid exit awards, would not be accommodated in the proposed framework.  It was also regretted that the opportunity to fully recognise Lifelong Learning and skills enhancement by continuing professional development had been missed, as had the opportunity to raise the continued relevance of the Honours classification system.  The proposals also seemed to lack clarity and understanding over credit accumulation and transfer principles.


In considering the proposed response, members emphasised the need to reflect the University’s view that the Ordinary degree can be seen as a positively achieved exit award as well as a degree studied ab initio.  The use of the title Bachelors, rather than Ordinary or General, would reflect this recognition of positive achievement rather more.  It was also essential to recognise the place of the MPhil award in research study.  It was not clear how the proposals and the requirement for units to have specified credit volume at a specified level would be implemented in practice, particularly in subjects such as modern languages which could be studied at a variety of levels.  It was also unclear how the finally agreed framework would be implemented; a set of best practice guidelines would clearly be more helpful in particular instances.


Resolved:
To endorse the proposed response subject to emphasising the need for recognition of exit awards as positive achievements.

99.22
UNN Learning, Teaching and Assessment Strategy

The Board considered a draft Learning, Teaching and Assessment Strategy which constituted a revision of the existing Teaching and Learning policy approved in 1995.  The current document had been drafted partly in response to the HEFCE’s funding proposals for institutions to take forward the delivery of its Learning and Teaching policy, and partly because a reconsideration of the policy was timely.  The document had been put together following a reasonably broad consultation with the academic community, and the Learning, Teaching and Assessment Group drawn from all Faculties and relevant Support areas had had a key role in its drafting.  To meet HEFCE’s requirements, the document also included an attachment which set out proposals for the allocation of HEFCE funds.  


Particular points to note and which were key features of the strategy are the proposal to establish a Learning, Teaching and Assessment Committee, the emphasis on the developing role of ICTs and the value placed on excellence in teaching.  The strategy would evolve and the current statement was therefore very much an emerging strategy. The Executive and QIAS particularly wished to emphasise the need to articulate the link between high quality teaching and learning and research and development.  This would be included.


In response to members’ queries about the proposals for spending the available funds, it was indicated that the proposals had been drafted as a framework for the University.  Clearly the Quality Enhancement Unit in the Registrar's Department would have a key role to play in facilitating the full implementation and further development of the strategy, but the mechanics of the process had yet to be determined.  The Faculty Co-ordinators had been proposed as half time appointments to ensure the appointees’ work remains embedded as a mainstream activity.  Other points emphasised included the need to refer to the accreditation of work-based learning, and to be clear about the statements referring to the nature of the University’s international focus and the flexibility of the academic framework.  Whilst accepting that assessment did not feature prominently in the strategy at this stage and that this would be addressed in the next stage, the reference to an assessment-driven culture was not considered to be fully reflective of the current position and needed to be amended.


Resolved:
To welcome and support the proposed strategy and to endorse its adoption in the University and its submission to HEFCE, subject to the points made above being taken into account beforehand.

99.23
Regulations for Honorary Awards

The Board considered proposals from the Honorary Awards Committee recommending a change in the Regulations for Honorary Awards.  The proposal to offer only the Honorary Doctorate of Civil Law and to discontinue Honorary Fellowships had been suggested partly to regularise the custom and practice that has developed over recent years, and to ensure arrangements were in place which were equitable and not discriminatory.  The QAA’s proposals within the Higher Education Qualifications Framework had also been taken into account.


In discussion, it was clarified that the proposals related to Honorary Awards only and did not affect the existing arrangements for Visiting Professor, Visiting Fellow, and Honorary Research Fellow appointments.  It was agreed that the arrangements for these needed to be clarified.  It would also be helpful to give a clearer indication of the selection process for Honorary Awards.  Whilst it was agreed that the selection process must be discreet, it was also important to ensure that the academic community was aware of the end date for the process to avoid any potential embarrassment for both proposed and potential nominees. The Vice Chancellor emphasised that nominees should not be aware that their name was under consideration until such time as a decision had been made.


Resolved:
i)
That the Regulations for Honorary Degrees should be as follows:

· The Academic Board may grant an Honorary Doctorate of Civil Law (Hon DCL) to persons of distinction who have earned recognition in activities within education, business, culture, professions, creative work or public service.  

· The Honorary Doctorate cannot be conferred in absentia except where, on an exceptional basis, the award is to be given posthumously.  

· Recipients of the Honorary Doctorate may use the letters Hon DCL after their names, but shall not use the title Dr in front of their name unless they are entitled to do so by virtue of any other award or qualification they possess.



ii)
That the provision for the future award of the Honorary Masters Degree and Honorary Fellowships be rescinded forthwith.



iii)
To reconsider the administrative processes for the selection and confirmation of Honorary Awards.

99.24
QAA Continuation Audit of the University : 14 - 17 May 2001

The Board noted that it had now been confirmed that the QAA would carry out a Continuation Audit of the University’s quality arrangements during the period 14 – 17 May 2001.  The audit would differ from the last institutional audit of 1994 / 5 conducted by the HEQC in that the process would follow the guidelines set out by the QAA for continuation audits.  A key part of this process would be the preparation by the institution of an analytical account of its quality arrangements and its view of their effectiveness.  A Schedule indicating the stages of the preparation leading up to the visit was attached as part of the documentation.  The audit was an important event and it was crucial that the academic community as a whole was fully involved in the preparations for it.

99.25
Professorial Appointments

The Board noted the following recent appointments.


Professor Allan Ingram – Director of Research, School of Humanities


Professor Edward Korolkiewicz – Head of Communication Systems Research


Professor Jan Reed – Director of Centre for Care of Older People and Professor of Health Care for Older People


These appointments completed the process for transferring the existing Professors onto the new arrangements agreed earlier in the year.  The Board was reminded that there were now two routes to a Professorial appointment.  One was where a Professorship was defined by a job description and the other covered non-salaried Professorial titles, such as Emeritus Professor, Visiting Professor, etc.  A clear statement of the processes for all the types of research-focused  appointments would be produced before the end of the year.  In preparation for this, the process for Readership appointments was being finalised.

10 December 1999

University of Northumbria at Newcastle

CARLISLE QUALITY COMMITTEE

Minutes of the meeting of the Carlisle Campus Quality Committee held on Friday 10 December 1999

Present:
Professor R Smith (Chair); M Dyer-Smith, A Harris, D Hind, J Luffrum, R Maddison, C Penna, D Roberts, J Rolfe, B Stokes

Apologies:
Professor R Buswell, A Marlow; D McTavish; A Moore, M Shepherd.

Secretary: 
M Maxfield

99.18
Welcome to New Members



The Chair welcomed Adam Harris, Student Representative, to his first meeting.

99.19
Minutes of the Meeting held on 15 October 1999
Resolved: to approve the minutes of the meeting held on 15 October 1999.

99.20
Matters Arising From The Minutes
99.16 refers: The Student Services representative reported that the temporary careers officer’s input to the Campus would be increased to two days per week from January 2000.  This was welcomed by the Committee.

99.21
BA (Hons) Business with Tourism

The course leader introduced this item explaining that this was a proposal for a one semester, 60 level 3 credits, course which included a 30 credit dissertation unit.  This course would enable those students with a BA degree in Business with Tourism to complete to honours.

In response to a query relating to the varied dissertation codes identified in the course structure, the Committee was informed that this was to conform to the NBS codes.  However, Campus staff would be discussing the possibility of developing a Campus dissertation unit which would replace the NBS units on this and other Carlisle courses.

Resolved:
to approve this course subject to all references to non honours completion course being removed from the title.

99.22
BA Business with Tourism

The course leader informed the Committee that this course was already operating.  This was in response to the decision of the Carlisle Progression and Awards Board to offer students who failed to gain the appropriate level of achievement at either level 1 or 2 the opportunity to continue their studies on a non honours programme.

Resolved:
To endorse the approval of this course.

99.23
Annual Review Reports: Carlisle FQC Courses

i)
BA (Hons) Business with Tourism


The Course Leader reported a successful year.  Student feedback had confirmed that the course was balanced and meeting their expectations.  Links were developing between the Campus and local tourism providers.  This was enhanced by the research work recently undertaken by Campus staff which also underpinned the subject area.  Steps had been taken to improve personal tutorship and timetabling problems which had been highlighted during the review process.


ii)
BA (Hons) International & European Business


It was reported that demand for this course had increased and that this would have implications for partner institutions as students were offered the option to study abroad for a semester in year two.  Work was underway to develop new links to keep pace with growing student numbers.  The course leader outlined plans to develop a dual qualification which he hoped would be available for the next academic year.  The Registrar reported, for information, that the regulations covering dual qualifications were to be reviewed in the near future.


One issue identified by students during the feedback process was that they would prefer a more varied range of assessment methods.


iii)
BA/BSc (Hons) Combined Honours Programme


The Acting Programme Director presented his report.  The main points of which are summarised below:-

· Students had raised the issue of comparability and fairness of assessment across differing subject areas.  A recent survey confirmed significant differences; for example, it was possible to complete a degree in some subject ‘mixes’ without the need to take an examination as an assessment method.  

Lengthy discussion of this perceived problem then took place during which it was suggested that these differences be highlighted in the Programme handbook.  Concern was expressed about this suggestion as some members felt the amount of detail necessary to fully convey this issue would have a detrimental effect on recruitment and student morale.  However, it was agreed that comment on this be sought from the Programme External Examiner.

· A major imbalance of gender distribution on the programme was perceived by tutors to be having a substantial effect in some subject areas e.g. Psychology and Sociology.

· The trend of lower recruitment to the programme was causing some concern.  It was reported that student numbers on the Carlisle College Access course had doubled this year and it was expected that some of these students would progress onto this program.


iv)
BA (Hon) Business Management (Part Time)


During presentation the following points were highlighted: -

· The successful delivery of the course via video conferencing to the Workington cohort of students.  This was achieved by partnership with a local business which provided facilities for the link in Workington.  It was noted that there was no demand during the current academic year for this delivery mode.

· There had been a major increase in demand/enrolments in 1999/2000.

· The numbers progressing onto the honours course had been disappointing.


v)
Personnel NVQ Programme


It was noted that the programme co-ordinator was currently on secondment but would be returning in semester 2, taking responsibility for steering the Campus NVQ programme and Services to Business.


vi)
General Points Raised in Discussion


During discussion it became apparent that there were a number of common issues being raised.  These are summarised below:-

· Student dissatisfaction relating to lack of feedback from examinations.

· A wide variation of assessment patterns across courses (implications for individual student workloads).

· Personal tutorship.  Understanding of the role and standard implementation across the University, including an understanding of the implications and importance of this role as a quality issue/indicator.


It was noted in discussion that Student Services could provide workshops on personal tutorship and that the University was engaged in auditing and reviewing guidance policies with a view to producing a guidance paper on this subject which would help underpin the work of the personal tutor.


In addition it was reported that Student Services was making progress on developing study skills packages in the areas of writing, numeracy and independent access packages which would be available to both full and part time students.

Resolved:
a)
that the reports be received;




b)
that a sub-committee be established to draw together all salient points from the review process for report back to this Committee;

99.24
Annual Review Reports : NBS Courses
The Committee noted the annual review reports for the BA/BA (Hons) Business Studies both full and part time.  

Agreed:  that the outstanding reviews be requested for consideration at the next meeting.

99.25
Faculty Action List 1998/99 Arising from the Annual Review 1997/98 Academic Year

The Committee noted the action list.

99.26
Faculty Action List 1999/2000 Arising from the Annual Review 1998/99 Academic Year

It was reported that UNN had received a pledge of £1.35 million from HEFCE in support of the proposed new Learning Resource Centre for the Campus.  Planning and discussion with a local developer was progressing.

Resolved:
a)
that the action list be noted;



b)
that the assessment issue identified in 99.23 (vi) be added to the action list under section 1a.

99.27
QAA Consultation Paper: HE Qualifications Framework
The Registrar reported that UNN feedback to QAA on this issue would be delayed until January.  The main points had been summarised in the paper and feedback from a range of sources was being sought.

After brief discussion the main point to emerge related to the Undergraduate recommendations.  The consensus was that it would be a major loss to HE if there were to be no credit awarded to students for interim achievement.

99.28
HEFCE Initiative for Expanding Higher Education in Cumbria
The Chairman gave a verbal report on HE collaboration in Cumbria.  Following a major survey by consultants it had been established that participation rates in HE by residents of Cumbria was still significantly below the national average.  Although Cumbrian HE participation had risen in the 1990’s, the national rate had risen even faster leaving a gap of 12%.  The survey also confirmed that 66% of Cumbria students seek HE from providers outside the County and half of these do so because of the specialist nature of the course.  The consultants concluded that there was room for growth in local provision and identified a range of subjects which should be developed for local delivery.

On the basis of this information a consortium of local HE providers, UNN, Univ. of Central Lancs., St Martins College and Cumbria College of Art and Design had submitted a joint bid to HEFCE for additional numbers for Cumbria.



Noted:
the verbal report on Expanding Higher Education in Cumbria.

99.29
Cumbria Consortium on Widening Participation
The Committee noted the reply by HEFCE to a bid for financial support for the Widening Participation Rates in Cumbria Project submitted on behalf of the consortium by Cumbria College of Art and Design.  The Chairman reported the concern of UNN and other partners on the unilateral action of Cumbria College of Art and Design in altering the costing in the bid without changing the parameters or consulting with partners.  It was confirmed that there was to a be meeting of the working party to discuss this.

99.30
Pilot Scheme on Anonymous Marking
Noted:
 the report on the Pilot Scheme on Anonymous Marking.

99.31
Cross Faculty Representation on Faculty Quality Committee
Noted:
that this item had been referred back to QIAS.

99.32
Task Group Report on the New Post 16 Qualifications
Noted:
the task group report on The New Post 16 Qualifications.

99.33
QAA Continuation Audit 2001

Noted:   the forthcoming QAA Continuation Audit scheduled for 2001.

99.34
Other Faculty Quality Committee Agendas
Received: The following agendas were received from other Faculty Quality Committees:-

Health, Social Work and Education
18 November 1999 

Social Sciences


10 November 1999 

Newcastle Business School

25 October 1999 

Newcastle Business School

22 November 1999 

Engineering, Science & Technology
8 October 1999

Engineering, Science & Technology
12 November 1999

99.35
QA6 Forms
Received: the following QA6 forms were received from other Faculties:-

Certificate in Teaching English as a Foreign Language (Cert TEFL)

Diploma in Teaching English as a Foreign Language (Dip TEFL)

MA in Teaching English as a Foreign Language (MA TEFL)

MA/MSc Information & Library Management (by dissertation)

*Masters Information Studies by Dissertation.

*Masters Information Studies (by dissertation)


*It was felt that there was some ambiguity in the titles of these two proposed courses and it was not clear what the difference was between the two.
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ACADEMIC BOARD – 26 JANUARY 2000
Secretary’s Action List
	Minute No
	Subject
	Action Required
	Date Completed
	Follow Up Action

	
	
	
	
	

	99.17
	Representation on other committees
	Write to RAB, CP, AM re AB members nominated to other committees
	30.1.00
	-

	
	
	
	
	

	99.19 (vii)
	Governance Review Group
	1)  Copy of minute to VC and to KH for report to Governance Review Group
	30.1.00
	-

	
	
	
	
	

	
	
	2)  KH to be reminded to prepare paper for future discussion
	30.1.00
	Chase for next AB meeting

	
	
	
	
	

	99.20
	Academic Calendar
	Inform APA and request details are disseminated to academic and admin staff
	26.1.00
	-

	
	
	
	
	

	99.21
	QAA Qualifications Framework paper
	Forward response to QAA
	27.1.00
	-

	
	
	
	
	

	99.22
	LTA Strategy
	Revise Strategy and then forward to HEFCE
	27.1.00 by TD
	-

	
	
	
	
	

	99.23
	Honorary Awards Regulations
	1)  Advise Board of Governors
	5.2.00
	Revise Hon Awards Procedures

	
	
	
	
	

	
	
	2) Amend Academic Regulations
	5.2.00
	-


University of  Northumbria at Newcastle

Faculty of Arts 

School of Information Studies

BSc (Hons) Information and Communication Management/

BA (Hons) Information and Library Management

COURSE MANAGEMENT COMMITTEE

Minutes of the meeting of the Course Management Committee held on Wednesday, 24 November 1999 

	Present:

	M Watson (Chair), F Ali, G Arnott, A Bell, L Hayman, D Martin, J Norris, J Pounder, E Saez, G Shields, J Simpson, S McTavish, K Taylor, J Urwin, A Walker



	Apologies for Absence:
	P Cunningham, P Dixon, C Hall, C Hare, M Heine, J McLeod, D Wright (BSc3)


	Secretary:

	S Newton


	
	
	Action

	99.10

	Minutes of the Meeting of 24 March 2000


	

	
	Resolved:
That the minutes be approved subject to the correction of typing errors.


	

	99.11
	Matters Arising from the Minutes
	

	
	(i)
	Arising from minute 98.21, it was noted that action had been taken on the following issues:

· BSc 2 marking.

· Blind marking.  It was noted that a UNN pilot scheme was now being undertaken.

· Placement issues.  Briefings for second year students had been arranged in December.   Issues had also been discussed at the UG Planning Committee.

· Communication problems on BSc 3 placements.

· Co-ordination of reading lists.

· Issues relating to unit CU002.

· BA3 assessments/project covers.

· Issue of printing/downloading information in the labs. The intranet would be launched in the New Year.

· BA2 Unit Evaluation Forms.

· Jubilee Travelling Scholarship.

· Early access to Labs for part-time students.  This issue had been discussed at SMG, but early access was difficult due to the need for cleaning staff access.

The following action was still outstanding:

· Timetables and examination duration on unit CU003.


	

	99.12
	Annual Review Meeting, 13 October 1999
	

	
	Tabled:
A list of issues raised at and actions since the meeting of 13 October 1999.

In relation to IT support, students were advised that support could be obtained from the help desks in Trinity Building and the Drill Hall.  Any problems with accessing these facilities should be reported to G Shields or Information Services staff.

It was reported that dot matrix printers in the labs would be replaced by laser printers, with students being given an individual paper quota.  This was positively received by the students representatives, who agreed to seek feedback from their colleagues.


	Student Reps

	99.13
	Student Representatives’ Comments
	

	
	(i)
	BSc (Hons) Information and Communication Management – Year 3


	

	
	
	The following issues were raised:

· the response period from Academic Tutors was too long for students on placement.

· the lack of option choice in the final year. The Chair explained that there was scope for choice within assignments, but reported that as a result of student comments greater option choice will be introduced next year. 

· better access to Course Committee minutes for students.  It was noted that minutes would eventually be accessible via the School’s intranet.


	

	
	(ii)
	BSc (Hons) Information and Communication Management – Year 2

	

	
	
	The following issues were raised:

· lecture overlap.  The Course Leader agreed to email staff regarding this issue.

· the date of the reading week.  It was explained that as UNN had no official reading week that this date had been determined by the School.

· duplication of work on unspecified units.  It was agreed that the Course Leader would be asked to clarify this issue.

· the need for teaching staff to be more aware of the mixed range of experience and abilities of part-time students.  This would be placed on the agenda of the next School Board for consideration.


	Course Leader

GA?

Chair



	
	(iii)
	BSc (Hons) Information and Communication Management – Year 1

	

	
	
	The following issues were raised:

· the lack of notice to students when lectures were cancelled.  The Chair pointed out that advance notice was given wherever possible, but that unforeseen situations did not always allow for this.  However, it was agreed that staff be reminded to notify any cancellations well in advance whenever possible.  In cases of illness, it was agreed that notices needed would be posted on appropriate boards, lecture rooms and personal tutor rooms.


	Chair

Senior Administrator

	
	(iv)
	BA (Hons) Art History and Information Studies


	

	
	
	The following issues were raised:

· an extra workshop for the guidance unit was requested.  The Course Leader agreed to contact the Unit Tutor about the extra workshop and about unit guides for Art History students.


	Course Leader 

	
	(v)
	BA (Hons) Information and Library Management – Year 3


	

	
	
	The following issues were raised:

· the lack of a break after the supervised work experience.  The Chair confirmed that the arrangements had been changed for the following year.

· uncertainty about the layout for the third year project.  The Unit Tutor would be contacted to clarify this.  

· the marking criteria for the dissertation project.  The Chair clarified that the project constituted 15% of the final mark.

· the misuse of the ‘no casual access’ signs on the IT Labs.  It was agreed that this would be investigated.


	S McTavish

A Bell

	
	
	
	

	99.14
	Comments from IT Representative


	

	
	The IT Representative was not present at the meeting, so this item was not taken.


	

	99.15
	Comments from Information Services Representative


	

	
	The Information Services representative commented as follows:

· staff were asked to place book orders and/or send reading lists to Information Services.  The Chair agreed to inform all staff of this.

· up to date information on periodicals, journals and catalogues could be found on the Web at www.unn.ac.uk/central/isd/gateway.htl.

· a limited number of drop-in sessions would be available in the new year.

· space was now available on the U-drive for students to store large files.  Clarification was needed on whether students could access the U-drive from Lipman Building. 

· a student representative for the Library Users Panel was required.  It was agreed that procedures be implemented to select a representative.


	Chair

A Bell

G Arnott

	99.16
	Any Relevant Business


	

	
	The following additional items were reported:

· the London Study Tour was in the process of being finalised.  Ideas for visits should be submitted to A Walker. 

· External Examiners would be visiting the School on 16 February 2000.  All second and third year students would be invited to meet them, and student representatives were asked to report this to their colleagues. 
	Student Reps


University of Northumbria at Newcastle

Faculty of Arts  

FACULTY MANAGEMENT GROUP

Minutes from the above Faculty Management Group held on Tuesday 1 February 2000.

	Present:
	Professor K McConkey (Chair), Professor C Bailey, R Hattam, Professor D Head, Professor J More, Professor G Roper



	
	
	Action

	99.47

	Minutes of the meeting of 18 January 2000


	

	
	The minutes were agreed.


	

	99.48
	Matters arising from the Minutes
	

	
	(i) 
Arising from minute 99.38(iv), the Chair reported that the position of Faculty International Co-ordinator had been discussed further, and that it had been agreed that a separate office was needed for D Gray.  The Chair asked Heads of School to inform him of any suitable locations.   


	Heads of School

	
	(ii)
Arising from minute 99.44, it was noted that the Chair had responded on the issue of the Summer Works Programme, indicating that the QAA visit in the School of Information Studies was a priority. 


	

	99.49
	Minutes of the meeting of the Awayday on 25 January 2000


	

	
	The minutes were received.


	

	99.50
	Report on Executive business


	

	
	(i) 
The Chair reported on the recent appointments made in Human Resources and Estates Services, and that Professor John Wilson had been asked to take on the role of Dean with responsibility for International Affairs. 


	

	
	(ii) 
Proposals on the new budget process had been discussed by Executive in some detail. 


Heads of School were concerned that they were being assigned responsibility for the budget without appropriate management systems being in place.  It was agreed that there needed to be an effective Human Resource Strategy, an issue that would be the responsibility of the new Human Resources Director.  The Chair felt such concerns should be highlighted by Heads of School in their ADPs. 


The Chair requested that copies of the final version ADPs be sent to him.


	Heads of School

	
	(iii)
Targets


The Chair reported that the most recent advice to Executive had been that part-time numbers could not be converted to full-time.  There were some (150/year) additional numbers in the University which Faculties had been invited to bid for.  Regardless of whether the Faculty was successful in getting additional numbers the targets previously discussed would need to be reduced.  


	

	99.51
	Buckingham Palace Garden Parties: July 2000


	

	
	The request for nominations was noted.


	

	99.52
	Heads of Department/Deans meeting 16/17 March 2000


	Action

	
	The meeting was noted.


	

	99.53
	Workshop on the HEFCE Review of Research Policy and Funding


	

	 
	Resolved:
that Chris Dorsett from the School of Art be approached to be the Faculty of Arts nominee for the workshop.


	G Roper

	99.54
	Proposal for the project SALT: Scholarly Activities for Learning and Teaching


	

	
	It was noted that UNN would be a partner in this proposal for Art and Design, which would also include Art History.  The Heads of School of Art, Design and Humanities had discussed the proposal, and it had been agreed that if successful each School would have a proportion of courses devoted to the project. 


	

	99.55
	Other Relevant Business


	

	
	X was discussed and the following points made:

· point 1

· point 2

· point 3
	


University of Northumbria at Newcastle

Research Unit of the Registrars Department

Notes of a meeting held on Thursday 30 March 2000 to consider future requirements of modelling resources for UNN research and infrastructure to support UNN research activity

	Present:
	D Chesser, D Lesley, Professor K McConkey, Dr R Siddals, Professor J Wilson, V Wilson

	1
	The recognition of increased business and income generation for UNN research prompted the need for more professional and subtle ways of modelling, reporting, supporting and accounting for research activity.

	2.
	The financial model produced in 1997had been routinely updated (by the Research Unit) to support UNN research policy and investment in R&D Institutes over the period. A more robust approach to modelling was now required to: 

(a) Determine the level of possible investment in UNN R&D Institutes over the next five years; and

(b) Forecast allocations to School research budgets for the next two years, and thereafter.

	3
	It was recognised that the design of the modelling task was complex, in that the following issues needed to be captured:-

· The particular nature of research activity.

· Current national developments (e.g. TRAC and HEFCE’s Fundamental Review).

· The value of learning from other HEIs’ experience and practice in addressing similar problems.

· The need for sensible profiling of potential spend. 

	4
	In developing appropriate support for UNN research business, the following points needed to be borne in mind:

· Development of costing and pricing policies and guidelines which were appropriate to the business.

· Development of policies on overheads which encouraged the business.

· Providing systems which would mainstream, not sideline, research.

· Educating Heads of School to understand the distinctive way in which research should be treated within the budgeting process and wider accounts.

	5
	SAP reports needed to be developed to provide appropriate information for Heads of School and R&D Institute directors with regard to their financial profiles for research.



	Agreed:
	(a) A workshop would be held off-site as soon as possible (before the Summer recess) to enable key staff in the University to understand and formulate recommendations to Executive for the principles that UNN should adopt with regard to managing research finance;

(b) the project and workshop would be led by David Chesser and Kenneth McConkey;

(c) participants in the workshop would include David Leslie, an R&D Institute Director and a small sample of leading researchers (representing the diverse income streams for research, including NHS); and

(d) the workshop should be supported by the Research Unit 


Ruth Siddals

22 March 2000

University of Northumbria

Carlisle Campus

Campus HE Information Forum

HIGHER EDUCATION IN CUMBRIA: COLLABORATION – UPDATE REPORT
1. CAMPUS HE INFORMATION FORUM
1.1
The forum was set up by the Campus Senior Management Group with a working brief to keep abreast of, and report on, Higher Education developments in the region.  The forum reports to the Campus Senior Management Group, which includes the Head of Carlisle Campus, representative of UNN on the HEFCE Future Collaboration Project.  This report updates on the present position.

2. HE PROVISION IN CUMBRIA
2.1.
When the University of Northumbria opened its Carlisle Campus in September 1992, it was the first HE institution in Cumbria.  Since then two other main providers have entered the county.  St Martins took over Charlotte Mason College in Ambleside, and has since opened a campus in Carlisle in 1996 as a base for teacher and nurse education.  The University of Central Lancashire, which already had long-standing associate agreements with Furness, West Cumbria and Kendal Colleges, took over Newton Rigg College in 1998 as a basis for expansion in the north of the county.  Further, Cumbria College of Art & Design became an HE sector college in 1997.

3. ADVISORY GROUP ON HE DEVELOPMENTS IN CUMBRIA 

3.1 In May 1999 HEFCE announced the setting up of an Advisory Group on HE developments in Cumbria.  Its job was to report on existing provision and analyse potential demand, so that widening access policies could be further developed and inter-institutional collaboration strengthened in this “non-traditional” HE area.  The group commissioned DTZ-PIEDA, consultants specialising in the public sector, to prepare a supply-demand analysis and make recommendations.

3.2
HEFCE stated that its strategy was to promote collaboration by the four “core providers” in Cumbria to reduce curriculum overlap.  The view expressed was that the eventual Cumbrian HE portfolio should increase degree opportunities within the county, thus reducing the number of HNDs done with the FE sector but with no follow-on completion award to honours.

4. DTZ PIEDA ANALYSIS 

4.1.
The PIEDA analysis shows that Cumbria - despite now been able to offer places for up to one-third of those in the county actively seeking HE compared to a mere handful before UNN’s arrival - had nevertheless fallen further behind the national average participation rate for England during the 1990s.  The gap was estimated at 10% in 1991, and is now calculated by PIEDA at 16%.  But since unemployment remains well below the northern average, the explanation lies simply in the fact that Cumbria has an unusually high proportion of semi-skilled process jobs of the kind which in other parts of the country have been much reduced.  This is however a flimsy base for the county’s economy, and HE is now charged with responding to the challenge of widening access before a serious skills and employment crisis arises.


4.2
The report makes eight key recommendations:

· improve local information to stimulate demand and expand provision;

· develop open learning centres for HE/CPD delivery with the four providers plus the Open University;

· work with schools to develop a greater awareness of HE opportunities;

· increase a business focus in HE delivery;

· expand HE work experience and in-company placements;

· increase the research infrastructure;

· devise a series of small research and innovation centres to encourage business start-ups;

· manage the recommendations strategically by involving Cumbria County Council, the FE sector.

5. UNN CARLISLE CAMPUS -  POSITION STATEMENT 

5.1. 
Since its inception, Carlisle campus has been particularly active in relation to bullet points 3-6.  It is the only one of the four HEIs with a work experience and a developing research infrastructure.  Work is beginning on bullet points 1,2 and 7.
6. CONCLUSIONS 
6.1
HEFCE appears to be committed to two things as a result of the report:

· a greater access to capital for Cumbrian projects that involve some degree of collaboration between institutions (including a grant for a new library and resource for UNN in Carlisle, a project now under discussion); and 

· the provision of limited revenue support so that staff might be recruited in advance of funded student numbers to facilitate course development.  

6.2
PIEDA’s demand analysis identifies social sciences, humanities, languages, law, computing, business and management, land use and environmental studies as growth areas at undergraduate level.  Postgraduate gaps are in the areas of continuous professional development.  This at least provides evidence to support the general direction of the Campus development strategy.

6.3.
The Forum believes that the HEFCE project has reinforced the role of UNN in Cumbria and has contributed greatly to an encouraging climate. UNN is fully co-operating with the recommendations that are in conformity with the general strategic direction for Carlisle Campus, in line with bullet point 8 of the PIEDA recommendations in 4.2 above.

7.  RECOMMENDATIONS

The Carlisle Campus Senior Management Group is asked to:- 
7.1
note the recommendations of the HEFCE PIEDA report;
7.2
endorse the continued involvement of the Campus in future collaborations;

7.3
note the extra numbers made available by HEFCE to Cumbria HE institutions.
Professor Robin Smith




Head of Carlisle Campus 
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University of Northumbria

Carlisle Campus

Campus HE Information Forum

HIGHER EDUCATION IN CUMBRIA: COLLABORATION  - EXECUTIVE SUMMARY
1. Since the Carlisle Campus was established in 1992, higher education provision in the region has continued to develop and expand.  However, a recent survey commissioned by the HEFCE Advisory Group on HE Development in Cumbria confirmed that Cumbria remained significantly below the national average for HE participation rates for England.

2. The main providers of HE in the County are University of Northumbria, St Martins’ College, University of Central Lancashire and Cumbria College of Art and Design.  HEFCE’s stated strategy is to promote collaboration by the four ‘core’ providers.  The survey by DTZ-PIEDA makes eight key recommendations to stimulate demand with subsequent expansion for HE within the county.
3.
The Carlisle Campus Senior Management Group is asked to:- 
3.1. note the recommendations of the HEFCE PIEDA report;

3.2. endorse the continued involvement of the Campus in future collaboration schemes;

3.3. note the extra numbers made available by HEFCE to Cumbria HE Institutions.

Professor Robin Smith

Head of Carlisle Campus

22 March 2000
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