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MANAGEMENT COMMITTEE (“MC”)

Agenda:

The preliminary draft agenda and papers for MC meetings are prepared by staff in consultation with the Chair of MC.

The staff will use their reasonable endeavours to send a first draft of the preliminary draft agenda and papers to MC members by email within ten working days before the meeting,

Although there is no final cut-off for an MC member to propose an item to be added to the agenda MC members should, when possible, respond with any comments or proposed additions within three working days thereafter in order that papers can be circulated in good time for the meeting,

By five working days before the meeting, final draft MC agenda and supporting papers will be circulated by post and email to MC members 

By five working days before the meeting, final draft MC agenda (without) supporting papers will be posted on the Members only section of the website (with any confidential issues redacted) 

If necessary a final agenda will be provided for the meeting. Copies of the agenda and supporting papers will be made available at the meeting.

Meetings

Meetings shall be conducted in accordance with the Rules and Articles of Association

Order of Business: The business of a meeting shall be conducted in the order set out in the agenda, unless otherwise suggested or agreed by the Chair. The Chair will be responsible for deciding how much time to allocate to each agenda item.
A staff member will take written minutes by hand. Anyone may ask at the MC meeting for a minute to be recorded of anything said during the MC meeting.
Audio Recording of Meetings

1 Official Staff recording


a. Management Committee meetings will generally be recorded by the staff. 
b. The fact that the meeting will be audio recorded by the staff will be stated on the meeting agenda and MC members will be assumed to have agreed to audio recording unless they state otherwise. If any member objects to recording of all or any part of the meeting then the matter will be decided by a vote of the Management Committee.
c. A copy of the audio file will be sent to any member present on request within three working days of the request. The file is to be kept confidential and must not be circulated beyond Management Committee members

2 Other Audio Recordings


a. If any member of the Management Committee wishes to audio record the meetings they must ask permission of the other members present at the outset. If any member objects to recording of all or any part of the meeting then the matter will be decided by a vote of the Management Committee.
b. Audio Recordings may be used for the purpose only of verifying minutes and proceedings.
c. all such recordings are strictly confidential and may not be shared with anybody without the consent of the whole Management Committee.
d. any such recordings must be kept safely and deleted at the end of the individual’s term on the Management Committee.
Minutes:

The staff will use their reasonable endeavours to send a first draft of the minutes to MC members by email within ten working days of the meeting,

MC members should respond with any comments or proposed amendments within five working days thereafter,

By five working days after that, "final draft" minutes will be circulated by staff to MC members for agreement highlighting any changes from the first draft minutes,

Within five working days after agreement of the draft minutes they will be posted on the Members only section of the website (with any confidential issues redacted) with a warning that they are draft and not yet approved.

Confidentiality and Communications

MC members agree that many issues discussed at the MC are confidential and that all MC members must feel free to express their opinions freely and confidentially. They also appreciate that many issues such as strategy may involve sensitive or confidential discussions and that documents circulated to them may be protected by copyright. They therefore agree not to circulate MC papers and agendas except to other MC members except to the extent that those items have been published on the SoA website.

MC members agree to their email addresses being circulated to other MC members on all members agreeing that such addresses will only be used to communicate with other MC members and will not be circulated more widely.

ANNUAL GENERAL MEETING:

Agenda

Notices will be circulated and agendas prepared in accordance with the procedures set out in the bye-laws of the SoA.

Meetings

General Meetings will be conducted in accordance with the Standing Orders set out in the Bye-laws of the SoA.

Annual General Meetings may be recorded by SoA staff. Recordings will be used for the purpose only of verifying minutes and proceedings. 
Minutes

•
The staff will use their reasonable endeavours to send a first draft of the minutes to MC members by email within fifteen working days of a general meeting,

•
MC members should respond with any comments or proposed amendments within five working days thereafter,

•
By five working days after that, "final draft" minutes will be circulated by staff to MC members for agreement highlighting any changes from the first draft minutes,

•
Within five working days after agreement of the draft minutes they will be posted on the Members only section of the website (with any confidential issues redacted) with a warning that they are draft and not yet approved.
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