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A meeting of the (insert committee name) was held at (insert time) on (insert date), at (insert venue).

(insert name)

Secretary

AGENDA

1.0
APOLOGIES
Apologies may be recorded by contacting the Committee Secretary on extension (insert number), or by emailing (insert email address).

2.0 CONFIRMATION OF MINUTES

The minutes of the X/201X meeting have been circulated.

3.0
DECLARATION OF INTERESTS
3.1
Members are required to identify any conflict of interest, including family or other personal relationship/s as outlined in the University policies on Conflict of Interest and Personal Relationships in the Workplace, which may exist in respect of any of the items on the agenda. 

3.2
When an interest has been declared, the Chair may resolve that the member:  

· Leaves the meeting while the item of business is discussed; or

· Participates in the discussion, but withdraw from the meeting before the vote and/or decision is taken; or

· Stays, but does not participate in either the debate or vote/decision; or

· Stays with full debating and voting/decision rights.

3.3
All declarations of interest will be recorded in the minutes, together with any ensuing action. 

4.0 CHAIR’S REPORT

ORDERING OF THE AGENDA

At this point in the agenda, members may propose that any matter on the agenda, not included in Section I, be so included.

SECTION I: MATTERS FOR DEBATE AND DECISION

X.0
XXXXXX


X.1

X.2

Recommendation


X.3

For consideration


SECTION II: MATTERS REQUIRING RATIFICATION OR EXECUTIVE ACTION

X.0
XXXXXX


X.1
X.2

Recommendation


X.3

For ratification

SECTION III: MATTERS FOR NOTING AND WHERE APPROPRIATE, ACCEPTANCE OF RECOMMENDATIONS

X.0
XXXXXX


X.1
X.2

For noting

X.0
OTHER BUSINESS


X.0
NEXT MEETING

The next meeting of the School of X Committee will be held on (insert day and date) at (insert time) at (insert venue).
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