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WHAT ARE MINUTES?





Minutes should be simple notes taken during a meeting to record what was discussed, who agreed to do what and any decisions which were taken. They must record the meeting accurately and be informative both to those people who were at the meeting and those who weren’t. They don’t need to be long, complicated or in fancy language.  








Even if your meetings are small and informal, minutes are a record of what actually happened and as such, they are very important.





WHY DO MINUTES?





Some groups tend to think minutes are a chore and unnecessary. They think they can rely on their memory or a few scribbled notes on a piece of scrap paper, but these notes do not record the whole story and no-ones memory is ever that reliable! 





WHO TAKES THE MINUTES?





Taking minutes may seem a bit intimidating, but anyone can take the minutes, providing they have some knowledge of your group and what’s going to be discussed. It is extremely difficult to take part in a meeting AND take the minutes at the same time, so it helps if the nominated minute taker (such as the Secretary or Minute Secretary) does not take part in the meeting itself, but remains an independent recorder. 


Taking minutes will give you a greater understanding of your group and the issues it faces.














Good minutes should follow the Agenda headings and record the decisions taken.





TAKING MINUTES





Be prepared: have the agenda, minutes from the last meeting and any background documents or reports to be discussed. 





If the meeting is fairly large you will need a signing in sheet for attendees to record their names





Take rough notes at the meeting, using whatever method you feel most at ease with. 





If you are using pen & paper, try and set out your pages beforehand. Have the name of group, date & place of the meeting ready at the top of your first page. Have space for those present and for apologies. Write down the agenda headings and leaving plenty of room for your notes. A margin down one side is useful for noting who agreed to do what.








DON’T TRY TO WRITE EVERYTHING DOWN – concentrate on getting the gist of the discussion, WHAT has been decided and WHO is going to do it. Take enough notes to enable you to summarize them later but don’t include topics irrelevant to the agenda headings unless indicated by the chair that you should. 





Good minutes should be an impartial record – they should not reflect the opinions of the minute taker





ALWAYS INCLUDE





On the 1st page:-name of the Group/Organisation, type of meeting, date/time & place held.





 list of those present with a note of their capacity at the meeting e.g. Chairperson, Treasurer, Co-ordinator, Playleader, In Attendance etc.





apologies from those unable to attend





who proposed and who seconded as correct the minutes of the previous meeting (adopted as a true record):-. If there were corrections – record them. 





date & place of next meeting – if this was decided. 





REMEMBER





It is often difficult to know what to record, especially when discussions jump from one subject to another, becoming long & confusing with no-one sticking to the point or everyone talking at once. 





A well run meeting makes everyone’s life  easier. It is the chairs responsibility to keep the meeting in order - but everyone has a responsibility to co-operate. 





Help the chair draw up meeting guidelines or ‘good practice’– read our leaflet GOOD MEETINGS for more help with this.





Don’t be afraid to interrupt for clarification from the chair.
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Every care has been taken to ensure information given is accurate and current.


SLCVO cannot accept any responsibility for claims arising from error or misinterpretation.
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Skye & Lochalsh Council for Voluntary Organisations


Tigh Lisigarry Bridge Road Portree 


Isle of Skye IV51 9ER


Tel 01478 612921 Fax 01478 613341 


(


ADVICE, INFORMATION & 


PRACTICAL ASSISTANCE


For COMMUNITY GROUPS


in the local area


(


Annual Membership of Skye & Lochalsh C.V.O 


costs from just £15.00 per year for small community groups – take a look at the benefits this brings…


(





FREE ACCESS to  Funderfinder


 to help you identify funding sources





FREE ACCESS 


to Outreach sessions





FREE LINE ENTRY 


in the Community Groups Register





50% DISCOUNTED MEMBERS RATES 


on all our photocopying,


desk-top publishing &


administration services plus venue hire and videoconference facility





FREE PROMOTION of events, fundraisers, volunteer opportunities etc plus a forum for exchange of ideas


on our website   www.slcvo.org.uk
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WHAT HAPPENS NEXT





type up your rough notes QUICKLY – as soon as possible after the meeting - when everything is still fresh in your mind.


Remember those who weren’t at the meeting – make your minutes accessible & understandable–add a little context or background to your rough notes. 


Try using a simple TABLE in Word or similar word processing programme. This will help to keep your minutes ordered and easier to read.  


send a draft copy of the typed minutes to the chair for approval.


Once approved, the minutes should be distributed to those present at the meeting and to those who sent in apologies. They should go out in good time ahead of the next meeting (& include the agenda, date, time & place of this next meeting)


File a copy of the minutes for future reference and keep this file FOREVER!! 
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