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Meeting Agenda	Comment by Secretariat: This pro forma document for the agenda is not a MACS template, but a suggested model for any school to use and adapt as it sees fit. The structure supports effective meeting behaviour, but any text is merely a suggestion and can be replaced with what suits the school.
The comments can be deleted or left in to support the use of the model. This comment should be deleted.	Comment by Secretariat: An agenda is simply a document that gives advance notice of a meeting and sets out what business will be considered in the meeting. It must be circulated at least a week prior to the meeting along with any relevant documentation (resources).
	Meeting title	Comment by Secretariat: This table covers logistics: date, time and place of the meeting, its title, a list of invited attendees, any known apologies for absence and a list of any sent documents.
	School Advisory Council meeting

	Date and time
	1.00 – 2.30 pm Thursday 19 August 2021

	Location
	

	Attendees
	

	Apologies
	

	Resources
	Copy of minutes from previous meeting, etc.


Agenda	Comment by Secretariat: To be read in conjunction with Handout – Agenda.
	Item
	Description
	Time
	Speaker

	1. 
	Welcome, prayer, Acknowledgment of Country and declarations	Comment by Secretariat: The prayer should be reflective of our Catholic tradition and allow for reference to the school charism and mission, and the ‘signs of the times’ where appropriate.	Comment by Secretariat: An Acknowledgment of Country is commonly delivered by both Indigenous and non-Indigenous peoples. A Welcome to Country is a ceremony only to be performed by a local Aboriginal person of significance (usually an Elder).	Comment by Secretariat: The following should be read and any declarations made: All council, committee and working group members must disclose to the principal and chair of the council, committee and working group (as applicable) any personal interest or duty which relates, or may relate, to the business of the school, in order to ensure that any actual or perceived conflict of interest or duty is identified and appropriately managed.
	5 minutes
	

	2. 
	Previous minutes	Comment by Secretariat: Approval or amendment of previous minutes, and any matters arising from them that are not dealt with elsewhere in the agenda.
Any business arising.
	5 minutes
	

	3. 
	Item 1	Comment by Secretariat: A list of the order in which items are to be discussed. This is the main course of the meeting and the order ensures the meeting achieves its purpose. It will later shape the minutes of the meeting. Sometimes these items can have discussion times listed alongside them to provide guidelines to the items’ importance.
Add as many as necessary. Description.	Comment by Secretariat: A brief explanatory note of every item, including what is likely to be discussed, will help attendees to prepare better and support the chair in running the meeting.
	x minutes
	[bookmark: _lo7t3heb5zgf]

	4. 
	Reports	Comment by Secretariat: OPTIONAL: Possible specialised item for the principal, chair or committee to make a special report.
Description.
	x minutes
	

	5. 
	Any other business	Comment by Secretariat: OPTIONAL: A well-run meeting, with a well-prepared agenda, should mean that nobody wishes to raise any other business (AOB). It is therefore strongly recommended that AOB will only be used as a way of raising issues for discussion at a future meeting or elsewhere. In this way, as per the Terms of Reference, we create opportunity for informed dialogue to take place rather than ‘off the cuff’ thinking.
List items raised for discussion at a future meeting.
	x minutes
	

	6. 
	Close	Comment by Secretariat: A meeting should close by reviewing actions and deadlines set, and noting the details of the next meeting. It may contain a brief prayer to send forth.
List of actions and deadlines.
Next meeting: time, day and date.
	5 minutes
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