DCSF Financial Management Standard in Schools
Internal Audit guidance on minute taking at meetings of the governing body and finance committee (or equivalent).
Introduction

This guidance is not intended to conflict with any guidance issued by the Hertfordshire Governance Service or any other recognised source of guidance to school governors. However, guidance issued by other bodies may have been issued prior to the introduction by the DCSF of the Financial Management Standard in Schools (FMSiS). The FMSiS requires that schools are able to demonstrate that governors discharge their expected roles in the school’s financial management – the minutes of governors’ meetings are a prime source of evidence of this.
You may also find it useful to refer to ‘Resource Document 117 – A guide to taking minutes for meetings of the governing body and its committees’ (R117) in the Toolkit of documents available on the national DCSF website (www.fmsis.info). However, the reference in R117 to the listing of governors who raise questions or issues is not expected. We respect the guidance from HCC Governance Service that governors need not be personally identified in the minutes (other than being in attendance) so as to avoid inhibiting any contribution that they wish to make.
Minutes of governors' meeting do not have to be – indeed, should not be - a verbatim account of exactly what was said by every person. The minutes need to capture the key issues. We suggest that this requires the following:

1. The agenda should set out clearly what business the meeting is expected to deal with.

For example, simply having an item entitled 'Finance' is less helpful than identifying whether a meeting of the governing body is to - 

· consider and approve the proposed budget for 200X/0X

· consider various budget options for 200X/0X

· consider and approve the financial implications of the School Improvement Plan
· etc.

Similarly, where responsibilities are delegated to a finance committee, it is helpful if the agenda lists the planned business, e.g. -

· to review the performance of the current contractor for the provision of….
· to consider the quotes/bids/tenders for the award of the contract for….
· to review and ratify the school's policy for charging / debt recovery / disposal of assets, etc

· to review the level of charges for lettings / music tuition / etc

· to review the school's financial procedures

· to review the latest budget monitoring report
· etc, etc, etc.
Being specific about the various tasks that the meeting is intended to cover reduces pressure to repeat this in the minutes and enables proper preparation on the part of those attending.

2. All papers, reports, etc. that support the item of business should be listed on the agenda and filed with the minutes

Any reports that the Head or another person presents to the meeting should, wherever possible, be listed on the agenda and should be routinely filed with the agendas and minutes. (This allows an auditor / FMSiS assessor to gain a complete picture of the business covered at the meeting).
The contents of these reports is then available to the reader and may lessen what needs to be recorded in the minutes, i.e. the minutes should record the reaction to these reports rather than any need to repeat their content.

This also allows ready references to be made to specific sections, e.g. "those present accepted the report, with the exception of queries in respect of the projections on page 'x' and the basis for the figures on page 'y', etc" - although some indication of why items were queried and how the query was resolved is obviously needed.

Similarly, if the Head presents a series of updates / items of information concerning financial management to the meeting then appending a list of these to the minutes would potentially save the minute-taker from having to record each - allowing them instead to capture any significant reaction on the part of governors present.
If the physical filing of all agendas and minutes and supporting papers is problematic - could these not be saved in electronic folders for each meeting?
3. The Chair should assist the minute-taker by ensuring that contributions are made in an orderly manner and by summarising the issues. 

The minutes should record an outline of each matter of business presented (if it is not already recorded in the report or paper that the meeting is to consider) and what its implications are for the school. Discussion may well then ensue. 
Between them, the Chair and the minute taker should ensure that the key issues raised in the discussion are noted. The Chair should be prepared to summarise what these issues are at intervals and to confirm that the minute- taker has listed these, possibly with some measure of the strength of feeling, any uncertainty expressed, any conflicting opinions on a point, etc. 
The Chair needs to control the pace of the meeting to allow the minute taker to cope: the more straightforward, uncontentious items of business, that warrant/provoke least discussion, will move faster than the more complicated and contentious ones (or those having the greatest implications for the school).

4. Decisions taken and actions agreed should be highlighted in the minutes

Unless an item of business is purely 'for information' then it must require a decision, approval, identify the need for more information, etc. This should always be clearly recorded and so too (perhaps in an Action column) the committee or person taking / given responsibility for this.
Progress on previously agreed actions should appear on subsequent agendas, where appropriate. For example, the governors should establish that all agreed internal audit recommendations are effectively implemented and, given that implementation dates often stretch over several months, a periodic update on progress would be expected.
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