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Meeting Minutes	Comment by Secretariat: This pro forma document for the minutes is not a MACS template, but a suggested model for any school to use and adapt as it sees fit. The structure supports effective records, 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: Minutes are used to record the activities and advice given by a School Advisory Council, and demonstrate its accountability for the support and advice it gives the principal.
	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 relevant documentation (resources).
	School Advisory Council meeting

	Date and time
	1.00 – 2.30 pm Thursday 19 August 2021

	Location
	

	Attendees	Comment by Secretariat: This is important to record to ensure there was a quorum. A quorum needs two-thirds of the total number of council members at any given time for all discussion and agreement by consensus made at the meeting to be valid.
	

	Apologies
	

	Resources
	


Minutes	Comment by Secretariat: To be read in conjunction with Handout – Minutes.
	Item
	Description

	1. 
	Introduction
Any housekeeping notes, special attendees and conflicts of interest declared.

	2. 
	Previous minutes	Comment by Secretariat: Any matters arising should be noted.
Any business arising.

	3. 
	Item 1	Comment by Secretariat: Highlight any key discussion points and agreements by consensus made by the council. For significant advice, it is a good idea to briefly outline any factors that were considered in the pathway taken and the amount of time allocated for discussion. This can help to establish that members have exercised proper care and diligence in their support of the principal.
Minutes are not a transcript of every word that was said during a meeting or a record of members’ individual contributions.
Add as many as necessary.

	4. 
	Reports
If any, an option for committees.

	5. 
	Any other business	Comment by Secretariat: OPTIONAL: Note suggested issues raised for discussion at a future meeting or elsewhere.
List items raised for discussion at a future meeting.

	6. 
	Actions and next meeting
List of actions and deadlines.
Next meeting: time, day and date.
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