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We believe this policy relates to the following legislation:

· Standards and Framework Act 1998

· Equality Act 2010
· Education Act 2011
We believe it is necessary to have regular well planned meetings in order for the school to run efficiently and effectively. 
All our meetings fall into two categories namely official procedure meetings such as governor meetings, child protection strategy meetings, performance management meetings, disciplinary meetings and secondly routine school management meetings such as staff meetings, meetings with parents, SLT meetings etc.
Aims

· To hold meetings only if they are deemed essential to the smooth running and development of the school or the well being of its pupils.

· To establish a policy that all meetings should reach a decision or decisions and that everyone is aware of who is doing what and when.

· To establish a climate where everyone acknowledges how well meetings fit into the ethos of the school.

· To ensure that all meeting are positive and productive and to establish prior to 
· the meeting whether or not a teachers presence is necessary in the case of those led by other outside agencies.
Responsibility for the Policy and Procedure

Role of the Governing Body

The Governing Body has:

· delegated powers and responsibilities to the Head teacher to ensure all school personnel and stakeholders are aware of and comply with this policy;

· responsibility for ensuring that the school complies with all equalities legislation;

· responsibility for ensuring funding is in place to support this policy;

· responsibility for ensuring this policy and all policies are maintained and updated regularly;

· responsibility for ensuring all policies are made available to parents;

Role of the Headteacher and Senior Leadership Team 
The Head teacher and the Senior Leadership Team will:

· ensure all school personnel, pupils and parents are aware of and comply with this policy;

· hold meetings only if they are deemed essential to the smooth running and development of the school;

· establish a policy that all meetings should reach a decision or decisions and that everyone is aware of who is doing what and when;

· ensure the following structure is used at all meetings:

 Purpose
Make sure that everyone understands the purpose of the meeting well in advance. 
 Audience
Ensure that the meeting is relevant to the invited group of people.
 Chairperson
Decide on an effective chairperson.
    Agenda
Distribute an agenda well in advance so that people can prepare for the meeting. Decide on a manageable agenda. Inform everyone if decisions or actions must be made by the end of the meeting.
Time Scale
    Set a clear starting and finishing time.
 Minute taker
Appoint a person who is confident to take minutes. Ensure that minutes are distributed by an agreed timescale. (Note this person cannot be a teacher)
Summary
Summarise the main points of the meeting so that everyone is aware of any decisions made or targets set.
Role of School Personnel

School personnel will:

· comply with all aspects of this policy;
· maintain high standards of ethics and behaviour within and outside school and not to undermine fundamental British values;

· implement the school’s equalities policy    and schemes;

· report and deal with all incidents of discrimination;

· attend appropriate training sessions on equality;

· report any concerns they have on any aspect of the school community.
· establish a policy that all meetings should reach a decision or decisions and that everyone is aware of who is doing what and when;
Teachers will attend meetings if:

· Directed to do so by the Head teacher

· It is part of their appraisal process

· It is considered to be essential for the best interest of the pupil

· It is part of the pupils annual review process where cover is given to the class

Teachers will not attend meetings if:

· There has not be a notice period of at least 48 hours

· Another member of staff from the school will be in attendance i.e. transition manager, school nurse, or Head teacher.
· It is deemed that the absence of the teacher will cause distress to other class pupils, possibly leading to an incident requiring de-escalation techniques

· Will cause stress to the teacher in terms of lost planning and preparation time

· The meeting is considered to be an initial meeting where no formal decisions will be made – in these cases a written report should be suffice
· Decisions that may be made in the meeting are not ones that will directly affect the pupils time at the school

Please note that in some cases it would not be appropriate for the class teacher to leave their class due to staff illness, incidents, specialist projects or such like. In these cases the member of staff may be represented by the school nurse or a 
report from the teacher can be submitted in writing or by email.
Role of Parents/Carers
Parents/carers will:

· be aware of and comply with this policy;

· be aware that meetings with the school will follow a set structure;
·  work in partnership with the school;

comply with this policy for the benefit of their children;

· be asked to take part periodic surveys conducted by the school;

· support the school Code of Conduct and guidance necessary to ensure smooth running of the school.
· be aware that in some cases the school maybe represented by the school nurse rather than the teacher or classroom staff as they will be teaching
Training
All school personnel:

· have equal chances of training, career development and promotion

· receive training on induction which specifically covers:

· All aspects of this policy

· Communication

· Governors

· Parent Teacher Association

· Parent-Teacher Consultations

· School Council

· Equal opportunities

· Inclusion

· receive periodic training so that they are kept up to date with new information

Attendance at meetings policy


2020








Updated 29/01/2020

