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POLICY SUMMARY:

As an RCN office holder or
staff memberyoushould:

As an organisation we will:

e Familiarise yourself with
this policyand follow it.

e Refer to any guidance or
legal positions as
referencedinthe policy.

e Ensure that this policy and
supporting informationand
processesareclearand accessible

e |dentify a team or individual responsible
for keeping this policy under review and
in line with any relevant updated
guidance.

e Review and/or audit this policy and
associatedprocessesand procedures
at leastevery3years.

e NOT interpret this policy in a way
that stifles collaboration and
innovationon behalfoftheRCNand
itsmembers.

e Takeappropriateactionif thispolicy
is breached.




1.

INTRODUCTION

11

This policy sets out the rules and standards expected for RCN
meetingsof Council, CountryandRegionalBoards, Committeesand
any associated groups.

The express provisions of the Royal Charter, Rules, Standing Orders
andRegulationsalways take precedenceinanydecisions relating to
the policy and process forrunning meetings.

[tisafundamentalprinciplethatreasonableadjustments will be made
inrespectofall RCN meetings toensure equity of access and the
inclusionofallmemberswhoattend.

DATES OFMEETINGS

2.1

2.2

Theexpectedfrequency and format of ordinary meetings of Council,
Boards andthekey Committeesisdetermined by Councilannually for
the following year in line with the committee’s terms of reference.

The Chair may for good reason alter a date of a meeting of the
Council,Board orCommittee whichhasbeenscheduledorschedule an
additional meeting via the committee’s secretariat support. They should
give as much notice as is practicable of the alterationindateor
cancellation.

SPECIALMEETINGS AND BRIEFINGS ORWORKSHOPS

3.1

3.2

3.3

34

A specialmeetingisone whichhasbeencalledinadditiontothe
previously agreedannual calendar of meetings and will normally be held
virtually.

A specialmeeting may be called by the Chair, the Vice-Chair (if the
Chairisnotavailable), halfof the membersofthe Council, Boardor
Committee, or its secretary by giving notice in writing to the
members of the Council, Board or Committee.

As much notice as is practicable shall be given of the date of a
specialmeeting.However, thenotice periodshouldnotbelessthan 48
hoursunless thebusinessissourgent thatitcannot wait.

PursuanttoStanding Order19.1whichstatesthatthereshouldbe at
least three clear days’ notice of a meeting of the Council, it is
recognised that this is not always practical in the case of very
urgentbusiness.Consequently,anydecisionmadebytheCouncilat
such a meeting must be formally recorded in the minutes which are
approved at the next ordinary Council meeting.



35

3.6

4.1

4.2

4.3

4.4

4.5

4.6

4.7

4.8

4.9

The business of a special meeting shall be as specified by the personor
personscallingitandnootherbusinessshall be takenat the meeting
without agreement of the Chair (or the Vice-Chair in their absence). The
business mustbewithintheremitofthe Council, Board or Committee.

A briefing, which is different to a special meeting or a scheduled meeting,is a
meeting whichiscalled by staff for the purpose of updating the Council,
Board or Committee on a specific issue or issues. Workshops that occur
outside of a scheduled meeting may alsobecalled toexplore mattersin
greater depthand/orforlearninganddevelopmentpurposes.Quorumand
notice requirements do not apply and notes of the briefing/workshop
may or may not be made depending on the circumstances in discussion
with the Chair and staff lead. Formaldecisionscannot be takenatsuch
briefings or workshops.

MEETINGPAPERS, SUMMARY REPORTS ANDMINUTES

Thepersonactingas secretary tothe meeting willissue theagenda and
supporting papers forany meeting atleastsevendaysbefore the meeting,
butlaterpublicationof the paperswill notinvalidate the proceedings of the
meeting.

Subjecttoregularreview, generally speakingall agendas, papersand
minutes will be issuedusing the electroniccommittee management
system, or via secure RCN communications software (email/Teams)-

Anyaudioorvideorecordingmustbemadeinaccordance with the latest
RCN guidance and policy oncybersecurity.

Draft minutes andactionsof ameeting willnormally be circulated tomembers
within21days of the meeting.

Thesecretariat,chairsand staffleads who signoff minutes should work
togethertoachieve these timelines.

Minuteswillbetreatedasdraftuntilapproved atthefollowing scheduled
meeting.

Minutes (except forthose of confidentialbusiness -seesection16) of
Council,Board andCommittee meetingswhicharelistedonthe
Governance page of the website will be published on the RCN
websitefollowingtheir approvalatthenext meeting.

Minutes willbeheldonthe RCNwebsite foraperiodof24 months following
which they will be available on request via the Governance Teamor Board
Administrators.

A table setting out the current agreed arrangements for the publication
ofminutesandreports for Council,the Boards andeach Committee is
appended tothe policyandprocessdocumentand will be reviewedin line
with the wider policy review process.



4.10

4.1

5.1

5.2

53

1.1

12

1.3

8.1

8.2

8.3

8.4

Guidanceonthe writingof minutesissetoutat Appendix B

Paperswill,asfarasreasonably practical, be providedin alternative
formats tosupportthoserequiring reasonable adjustments.

CHAIRING OF MEETINGS
Meetings will bechaired by the Chairorintheirabsence by the Vice-Chair.

Ifbothareabsent,thememberspresentwillchooseoneoftheir numberto
chairthe meeting.

IftheVice-Chairis absent,the members presentwillchoose one of their
numbertoactasVice-Chair for the meeting.

QUORUM

The quorum of meetings shall normally be half of the members (not
including vacant seats) however, the terms of reference for each particular
body shall set out the precise requirements.

ADJOURNMENT

The Chairmayadjournameetingtolaterthesamedayortoa future fixed
day and time and shall do so if directed by the meeting. The Chairshall

alsodecide whetheritisappropriateto adjournthe meetingifaquorumis
not present.

No business shall be transacted at an adjourned meeting other than
businessleftunfinishedatthemeetingwhichwasadjourned.

Ifameetingisadjournedto a future fixed date, as much notice as is practically
possible shall be given to the members, and any adjourned papers will be
recirculated.

ORDEROFBUSINESSATMEETINGS
Theorderof businessshall bedirected by the Chair.

Atthestartofeachmeeting,the Chairshouldremind everyone of the
importanceofadhering tothe RCN Respect Charter.

Theminutesofthe preceding meeting shall betakenasreadand subjectto
any correction, approved and any matters arising raised

Any committee member with conflicts of interestinitems onthe agenda
must declare these at the beginning of the meeting when sought by the
Chair and they must be recorded in the minutes. Appropriate action must
be taken in respect of any conflicts declared -forexample,amember
might recuse themselves (i.e. withdraw from discussion and/or meeting) froma



85

8.6

9.1

9.2

9.3

specific itemonthe agenda.

[temsofother business should normally bedeclaredat the startof the
meeting and taken where appropriate on the agenda in the opinion of the
Chair.

Where new items of business arise from discussions during the meeting,
theseshouldberaisedattheearliestopportunity with the Chair.

AGENDAITEMS ATCOUNCILMEETINGS

Items proposed by Members of the College

Members of the College may, subject to this policy, submit proposals for
itemstobeconsideredat such Councilmeetings as the Council shall
specifyinadvance.

Unless otherwise specified, those meetings will be the two-day Council
meetingsheldineachquarteroftheyear,duringsections of suchmeetings
which are “opensessions”.

Inordertosubmititem/s forconsideration, members should read the guidance
available on the website and follow the submission process accordingly.

Such notice mwet

9.4

9.5

9.6

9.3.1 Bereceivednotlessthan30daysbeforethedate of the meeting;

9.3.2 Statetheissuetobeconsidered, briefbackgroundtotheissueand, if
applicable, thedecisionthe Member wishes the Council tomake;

9.3.3 Notincludeany materialwhichisfrivolous,vexatious,or defamatory
ofany person.

Notices received which comply with paragraph 9 may be placedonthe
agendafortherelevant Councilmeeting at the agreement of both the Chair
of Council and the General Secretary and Chief Executive. Where an item is
accepted onto an agenda, the Chair shall have the discretion as to where
the item shall sit on the agenda forthemeeting,andthetimeallottedto
suchitem.The Chair, in consultation with the Executive Team and other Council
members where relevant, shall deal withtheiteminaway theydecideisin
the best interests of the College. Where an item is accepted, up to two
members who have submitted the item shallhave therighttopresent the
itemtothe Councilduring the meeting.

Those presenting the item will be permitted to stay for the presentation of the
item only, unless they indicate to the Governance Team that they wish to
observe the open session in full at least one week before the date of the
meeting.

Followingtheconclusionofthemeeting, ifthemember/swerenot present,

8



the Governance Teamshall notify themof Council’s decisioninrelationto
theiritem.

Items proposed by Members of the Council

9.7

10.

10.1

10.2

10.3

1.

1.1

1.2

12,

12.1

122

12.3

124

12.5

Membersofthe Councilmay proposeagendaitemsatanytime before
notice of the meeting is sent out by contacting the Governance Team who
will confirm with the Chair, or in their absence, the Vice-Chair.ltemsreceived
afterthatdatemaybe considered forinclusionontheagendaatthe
discretionof the Chair.

MEMBERS’'ITEMS ATMEETINGS OFBOARDS ANDCOMMITTEES

AgendaitemsmaybeproposedbytheChairandindividual members ofthe
Board orcommittee.

Anitemproposedbysuchamemberwillbeincludedontheagenda for the
meeting if notice of the item has been received by the secretary to the
committee and agreed by the Chair before the agenda for the meeting
hasbeencirculated.

An item received after the agenda for the meeting has been circulated
willonly be takeninthecaseofurgency asdetermined by theChair.

CLOSURE OF DEBATES

Anymemberofthe Council,Board orCommittee canproposethat either the
matter be put to a vote or that the meeting should proceed tothe next
business.

Ifagreedthatthereshould beavote, the Chairwillask the presenterofthe
papertospeak/outline the recommendation before thevoteistaken.

VOTING
The Chair of a meeting will seek to reach a consensus and if satisfied
thatsuchconsensus exists, may,unlessavoteiscalled, treat the matteras

agreed.

TheChairoranymemberoftheCouncil,BoardorCommitteemay callfora
vote onany question.

Avotewillbedecided by amajority of the members presentand voting
unlesstheCharterand Standing Orders providesotherwise.

Votingshallbe by an obvious consensus, or if unclear, by a show of hands
unlessthemembersagreethat there shouldbe asecret ballot.

Intheeventofanequality ofvote,the Chairshallhaveasecondor casting
vote.



12.6

12.7

13,

131

132

14.

14.1

14.2

15.

151

152

15.3

16.

16.1

Theoutcomeofthevotewillberecordedintheminutes.

After a decision is made, the members of the Council, Board or
Committeehasacorporateandcollectiveresponsibility touphold that
position.

VIRTUAL ATTENDANCEATMEETINGS.

Anymemberwhoparticipatesinameeting by Teamslinkshallforall
purposesbetreatedaspresentatthemeeting.

Members not abletoattendin-personmeetings will always be abletojoina
meetingvirtually, however Council members should remain mindful of the
expectation to attend scheduled meetings in person.

DECISIONSTAKEN BETWEEN MEETINGS

On occasion, where a committee is a decision-making body, its members may be
asked to make a decision via email . In such cases, at least half of the members
of that body must signal their agreement in writing for that decision to be
approved, the exception to this is Council who, in accordance with the Royal
Charter 7.5 require two thirds of members eligible to vote to signal their
agreement in writing for the decision to be approved.

TheChairwilldecidewhenanitemistakenoutsideameeting. These
decisionsshallbeactionedasif they hadbeenmadeata meeting provided
that reasonable notice is given of the matter to be decided. Thedecision
mustberecordedinthedecisionlog for the Council,Board or Committee
and the decision listed on the agenda of the next scheduled meeting for
the Council, Board or Committee for noting.

DELEGATION

UnderCharterRule2.1,theCouncilcandelegateanyofitspowers to
anothercommittee.

ThedelegatedCommittee (whichincludes Boards) hasthepowerto make
decisions on behalf of the Council in accordance with their terms of
reference and the Scheme of Delegation. Anything outside of this mustbe
decided by the Council.

Meetings of Committees and Boards therefore mustonly address matters
which havebeendelegatedtothem.

TRANSPARENCY OF DECISION MAKING
Transparentdecisions thatareclearly explainedare morelikely to be
understood. Decisionscanbebetterunderstoodby members andother

stakeholders,ifitisclear:

. whomade thedecision,

10



16.2

16.3

17.

17.1

172

17.3

17.4

17.5

17.6

o whenitwas made,

o what was the contextinwhichit was made
) what were the options considered

o why a particular decision waschosen

Theminutesofthe meetingshouldaimtocapturealltheabove pointsin
respectofrecording decisions.

Recordings of the open sessions of Council meetings are made available
to members on the RCN website no later than 14 working days after the
meeting.

CONFIDENTIALBUSINESS

Itisafundamental principle that RCN Council, Boards and Committees will
beasopenaspossibletomembersintheir proceedings.

Agendas, papers minutes and summaries of confidential and non-confidential
business of meetings may be available to membersonthe RCN website,
once approvedinorderthatgovernancedecision makingisastransparentas
possible. (see appendix A)

Information that is considered confidential includes;

¢ mattersofamanagement,planning,strategyorforecasting nature

e matters which relate personally to staff, individually or collectively,or
toindividualmembersorgroupsofmembers, or personally toany other
individuals

e sensitivefinancialorcommercialinformationwhichis providedtothe

RCNinconfidence

informationwhichcouldbeofadvantagetoacompetitor

acomplaint

legaladviceormatters covered by legal professional privilege

those whendisclosure couldjeopardise the outcome

information which could expose the RCN torisk

Non scheduled meetings of Council

Allconfidentialpaperswillclearlystatewhichoftheabovereasons make
itconfidentialandwillbeclearlymarkedasconfidential.

Papers marked confidential, and the information within them, willbesent
securelytocommittee membersandshouldnotbecopied, forwardedor
disclosedtoanyotherperson(exceptintheproper courseofaCouncil,
Committee orBoard members’ duties, oras authorised orrequired by law or
asauthorisedby Council).

Council, Committee and Board members are responsible for protecting the

confidentiality of theconfidential Informationand shall:

e Use their best endeavours to prevent the use or communication of
any confidential information by any person,companyororganisation
(exceptinthepropercourse of their duties, as required by law or as

11



18.

18.1

182

19.

191

19.2

19.3

19.4

20.

201

20.2

203

authorised by Council);and

e inform the Chair of Council and General Secretary and Chief
Executiveimmediatelyonbecomingaware,orsuspecting, thatanysuch
person,companyororganisationknowsorhas used any confidential
information.

PRIVATEMEETINGS

Onoccasion,the Council,Boardor Committee maywishtomeetin private
session.

Anydecisionsatsuchmeetingsshouldbe formally ratified ata meeting at
which staff (and if relevant, external advisers with appropriate expertise)
are present who canadviseonthedecisionaccordinglybefore the decision is
executed..

ADVICEPROVIDEDBY STAFFAND/OREXTERNALADVISERSTO THE
COUNCIL,COMMITTEEORBOARD

Staffand/orexternaladviserswithappropriate expertiseshould always
havetheopportunity topresenttheirprofessional opinionbeforeany
decisionof the Council,committeeorboardis taken.

Inasituation where such professionaladviceisnotaccepted, theadvice,and
reasons fornotaccepting thatadvice, will be fullydocumentedin the
minutes of the meeting.

Should theresponsible Executive Director conclude this position posesa
risk to the organisation and its members, the circumstances will be
broughttothe attentionof the General Secretary and Chief Executive who
willassesstheseriousnessof thepositionand advise the Chair of Council
accordingly.

Should a resolved position not be reached in the case of a committee or
board, the matter willbe escalated to Council fora determinationonthe
way forward.

ADMISSIONTOMEETINGS ANDOBSERVERS

Council, Committee and Board meetings are not public meetings and are only
open to individual RCN members to attend as observers in their own capacity as
members of the College.

Meetingsare normally only attended by membersofthe Council, Boardor
Committeeandthestaffsupporting thatbody. However, the Chair can
agree that other members or staff may attend as observers on request.

Observers may attend confidential and/or open sessions of meetings at
thediscretionof the Chair, and on the advice of the staff lead, who will also
determine whether attendance shall be in-person, online or hybrid. There are
different types of “observers”: RCN Group staff members attending for training
and development purposes, regular observers, observers holding key

12



204

205

206

20.7

208

209

2010

governance positions within the RCN governance operating framework,
observers standing in for absent Council/Committee/Board members and
occasional observers. The process for each category is set out below.

RCN Group staff members attending for training and development purposes:
where an opportunity for a staff member to attend Council in this capacity
arises, the relevant Executive Director will liaise with the Executive Director of
Governance and the Chair of Council. For staff members attending a committee
or Board meeting, the Executive Director will liaise with the staff lead and the
Chair of the committee/Board.

Regular observers: commonly this will be a member holding a key governance
position elsewhere in the RCN invited by the Chair of a parent committee as a
regular observer to scheduled meetings of that parent committee, for example
the Chairs (and in their absence Vice Chairs) of PNC and TUC attend scheduled
meetings of Council.

Observers holding key governance positions within the RCN governance
operating framework: from time to time, members of Council, committees and
Boards may request to attend meetings of Council and/or other committees and
Boards of which they are not a member. Attendance is at the discretion of the
Chair. Up to three Board members from each Country and region are invited to
attend one meeting of Council per year.

Observers standing in for absent Council/committee/Board members: where a
Council member is absent for a period of three months or longer or the seat is
vacant, the Chair of the relevant regional/Country Board or committee (NSW or
Student) will be invited to attend in their place. Where the Chair is unable to
attend, the invitation may be extended to another member of the
regional/Country Board of committee at the discretion of the Chair of Council.
Attendance in this category for other committees and Boards, to whom
members are elected and not appointed, is at the discretion of the Chair of that
committee or Board. Observers may not stand in for appointed positions on
committees.

Occasional observers: from time to time, other members outside of the RCN
governance operating framework, may request to attend meetings of Council,
committees and Boards for example if they are interested in putting themselves
forward for election (but not during campaigning). In all cases, attendance is at
the discretion of the Chair. Such observers may only attend the open sessions of
Council and Boards. For committees the Chair will determine which parts of the
committee meeting they may attend.

Members wishing to attend RCN Board, Committee or Council meetings should
contact the appropriate staff lead in order to obtain the
Board/Committee/Council Chair's agreement.

Members wishing to attend RCN Board, Committee or Council meetings must at
the time of requesting to observe, declare any conflicts of interest.

13



201
20.12

2013

21

211

212

22.
221

22.2

22.3

23.

231

232

23.3

234

Atthemeetings, observers mayspeakonlyifinvited todosobythe Chair.
Theycannot vote.

Papersforconfidentialmeetingsare providedtoobservers atthe
discretionof the Chair.

Theannualcalendarofmeetingsis publishedonthe RCN website and
members who wish to attend as observers should email_
governance.support@rcn.org.uk at least one week before the meeting
takes place.

ACCESS TO PAPERS

Members of Council, Boardsand Committees shallreceive:

o meeting papers for the time they are a member of Council Boards or
Committee or, on request, prior to the time they became a member of
thatbody

o On request, paperscirculatedtoorproduced by any Committee
reporting to that body.

In the case of Council members, they are entitled to be sent papers
circulated to or produced by any Board or Committee delegated by them
under Charter Rule 2.1

RECORDINGATTENDANCE ATMEETINGS
Attendanceatmeetingsisrecordedinthe minutesof each meeting.

Asummaryof members’attendance ateachmeeting shallbe published
annuallyonthe RCN website for Council,Boards and Committees.

Regularandcontinued absenceatmeetingsbyamemberwillcount asa
failuretodischarge theirdutiesand mayresultinthem being removed from
thecommittee orboard, in line with the body's terms of reference.

MEETINGMANAGEMENT,BREAKS ANDBEHAVIOUR

Agendas shouldinclude approximate timings of agendaitems.
Chairsshould be provided withabrief/chair'sagendacontaining notes to
assist them with chairing the meeting.

Chairs should make conscious effortstoensureall participants are
includedand participate equally.Ifitisahybrid meeting, the Chair should
ensure online and in-person attendees are enabled to participate equally.

Employers must plan work so there are breaks or changes of activity for
employees who are display screen equipment (DSE) users. Therefore, for
all meetings where employeesareusing DSE (whetheronlineorinperson)
breaksmust be scheduled in.

Chairsandstaffleads mustensurethat breaks are takeninline with Health
& Safety Executive (HSE) guidance and that specific times are allocated

14


mailto:governance.support@rcn.org.uk
mailto:governance.support@rcn.org.uk

235

236

237

238

24,

24.1

and adheredtowithintheagenda. (Note- HSE Guidancestatesthat short
more frequentbreaks arebetterthanlongerless frequent breaks).
Catering offered at meetings should respect specific dietary needs
including avoidance of allergens and reflecting cultural and religious
requirements.

Our Respect Charter outlines how all RCN stakeholders, including staff,
members and customers, mustapproachalways working with each other.
andthisincludes attendance at meetings.

TheRCNdefines“unacceptablebehaviour”as: Behaviour directed towards a
personthatinanywayattempts tobelittle, threatenor intimidate, including
verbal, written and physical abuse, and harassment.

The following bullet points are designed to assist constructive meeting
participation:

. Stateviews andask genuine questions. This enables participants to
shift frommonologuesandarguments toaconversationinwhich
participants canunderstand everyone’s pointofviewandbecurious
aboutthedifferencesin theirviews.

. Share all relevant information. This enables the participants to develop
a comprehensive, common set of information with which to solve
problems and make decisions.

. Use specific examples and agree on what important words mean. This
ensures that all participants are using the same words to mean the
samething.

. Explain reasoning and intent. This enables participants to
understandhowothersreachedtheirconclusionsandseewhere
members’ reasoningdiffers.

. Focusoninterests, notpositions.Bymoving fromarguingabout
solutionstoidentifying needs thatmustbe metinordertosolve a
problem,youreduceunproductiveconflictandincreaseyour ability to
developsolutionsthatallarecommitted to.

. Testassumptionsandinferences. This ensures participants are
making decisions with valid informationratherthanwith participants’
private storiesabout what others believe and what their motives are.

MINUTESOF GENERALMEETINGS

Therulesformeetingsof membersingeneralmeetings (the Annual General
meetingor Extraordinary Generalmeetings)aresetoutin the Standing
Orders except for the approval of minutes whereby the provision below
applies.

15



24.2

24.3

Minutesofthe AnnualGeneral Meeting are approved by members at the
following year’s Annual General Meeting. They will be publishedindraft
formonthe RCN website assoonas possible and notmorethan3months
afterthedateof the meeting.

Minutes of anExtraordinary General Meeting will be published in draft
formonthe RCN websiteas soonaspossibleand notmore than3 months
afterthedateof the meeting. Atthe sametimea mechanismformembers
tofeedbackcommentsandcorrectionsto thedraft minutes willbe
published onthewebsite. Commentsand corrections will beinvited fora
periodof twomonths after which Council will receive a report of
comments and corrections submitted together withafinaldraft of the
minutestoapprove at their nextmeeting.

16



AppendixA-Meetingdocumentsand publications,asof March 2025

RCN
Governance Body

Agenda, Papers and Minutes

Documents circulated and
social media usage

Council

Agendas, papers and minutes
andrecordings of scheduedopen
meetings published onwebsite

e Summary report circulated
to Country and Regional
Boards andbodieswhich
report to Council.

e Summary report, including
report of confidential
business, publishedonthe
RCN website

Professional Nursing
Committee

Meeting agendas publishedon
the website

e Summary Report produced
for Council.

e Separate ‘report to
members’ produced for
circulation to Countryand
Regional Boards and
bodies which report to the
Committee.

e Report to members also
publishedonthe website.

e Keymessagespublished on
the website.

Trade Union
Committee

Duetotheconfidential nature of
discussions, meetingagendas

are not publishedonthe website

SummaryReportproduced
for Council and circulated
to Country and Regional
Boards andbodieswhich
reporttothe Committee

e Key messages published on
the website.

Group Audit
Committee

Duetotheconfidential nature of
discussions, meetingagendas
are not published on the website

Summaryreportproducedfor
Council and RCNI and RCN
Foundation Boards.
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Finance &lnvestment

Duetotheconfidential nature of

Summaryreportproducedfor

Committee discussions, meetingagendas Council

are not published onthe website
Governance Duetotheconfidentialnatureof [Summaryreportproducedfor
Committee discussions,meetingagendas | Council

are not published on the
website

Group Remuneration
Committee

Duetotheconfidential nature of
discussions, meetingagendas
are not publishedonthe website

Summaryreportproducedfor
Council and RCNI and RCN
Foundation.

International
Committee

e Summaryreportproduced
for Council.

e Report to members also
published on the website

Students Committee

Meetingagendaspublishedon
the website

Summary Report
produced for Council.

Separate ‘report to
members’ produced for
circulation to Country and
Regional Boards and
bodies which report to the
Committee

Nursing Support
Workers Committee

Meeting agendas published on the
website

Summary Report
produced for Council.

Separate ‘report to
members’ produced and
circulated to Country
and Regional Boards.
Report to members
publishedonthe
website.

Country and Regional
Boards

Minutes of open session published
on website.

Summary Report published on
website.

Key messages from the 12
Boards presented to Council
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Group EDI Committee

Summary Report produced for
Council, RCNI and RCN
Foundation Boards.

Awards Committee

Summary reports are not
published

Agenda Committee

Summary reports are not
published

UK Reps Committees
(Learning Reps,
Health & Safety Reps
andStewards)

Summary Reportproducedfor
Trade Union Committee and
circulated to Country and
Regional Boards

Forums Coordinating
Committee and
Forum Chairs Group

VVerbal updates to
Professional Nursing
Committee which are then
reported to Council through
the PNC Summary reports
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Appendix B

Guidance for minute taking at RCN meetings

1.

The followingisashortguideon key points forminute takersat the RCN to
ensure consistency. It is based on best practice recommended by the
Institute of Chartered Secretaries and Administrators.

Minutes should be written in the past tense and in reported speech format.
Reported speech is speech which tells you what someone said but does not
use the person's actual words. Use the conditional tense for futureaction.For
example,write “The Chairsaidthat she wouldgotothemeeting”not“TheChair
saysshewillgotothe meeting”.

TheyshouldbewritteninplainEnglish.However,inminute-writing use of
the passive voice is often preferred as it provides a more objective and
lessemotionaltone.ltalsoenablesyoutosaywhat happenedwithout
referringtospecificindividuals.Forexample:/t washighlightedthat
membershipnumbersarestillrising(passive) ratherthanJanehighlightedthat
membershipnumbersarestill rising(active). Nonetheless,minutesshouldbe
easyforthereader tofollowandunderstand the points being raised.

Minutesshouldnotbeaverbatimrecordbutshouldsummarisekey points of
thediscussionandfocusonthecollective decision taken. Inotherwords, it is
notnecessarytoreporteverything thateveryonesaidwhich is time
consuming tobothwriteand toread.

Withregardtothedecision,itisimportanttofocusonthereasonfor the
decision and include sufficient background information for future
reference.

Recommended practice for structure of aminuteis as follows:

o introduction
o summary
. recordofdecisionsmade/conclusion/actions required

Enoughcontextandinformationshouldbeincludedtowithstand scrutiny
and facilitate understanding in the future. So, if you are referringtoa
projectorcampaign, makesureitisreferencedinfull. Forexample,don’tjust
say Safestaffingwasthemain subject of discussion when you mean The
RCN’s Staffing for Safe and Effective Care campaign was the main subject
of discussion.

20



10.

1.

12.

13.

14.

1.

Useof abbreviations should be limited and always spelt outin full the first
time.

Minutes shouldalwaysincludealist of whoattended the meeting andwho
sentapologies.

Only nameindividualsinthe body of the minutes when:

. theyare the personpresenting theitem

. havedeclared apotential oractualconflict ofinterest

. arethesubjectofdiscussion

. ask foraparticularpoint,or theirdissent,tobenotedintheir name
. itis relevant in the context of the discussion; in which case it is best

just to use the person’s role title - for example, The Directorof
Communicationshighlightedthemediarisksor The Honorary Treasurer
confirmedthereweresufficientfunds.

Genderbasedtitles(Mr,Mrs, Ms, Missetc)arenotrecommended good
practice astheuseoftheseisvery muchapersonalchoice andincorrectuse
may causeoffence. However,Queen’sHonours and professionaltitles
(suchasDame, Sir, Professor,Dr)canbe used. Itisbestpracticenottouse
honorary titles (suchasProfessor foranhonorary Professorship) asthiscould be
misleading.

Minutes and/or separate action sheets should allocate actions to a specific
person as they provide evidence of discharging duties, ensure
accountabilityandthatagreed actions arenotoverlooked. Relevantaction
logsshouldbeupdatedafter meetings toensure actions are followed up on
Actions should be assigned to those members of the Committee/Board/Council
or respective staff leads.

Confidential information and legally privileged advice may be discussed
at meetings but the minutes should clearly separate these discussions
fromtherestoftheminutesandbe marked asprivate and confidential.

[tmaybehelpfultorecordanybreaksorinterruptionsinthe minutesandfor
theChairtodrawattentiontoany pre-meeting commentsreceivedfrom
memberswhowereunabletoattend.

Additionally, the RCN hasastyle guide whichisasetof standards forthe

writing, formatting,anddesignof RCNrelateddocuments. The style guide
can be found on the RCN intranet.
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