Ref: COU/1	
COUNCIL
Report of the meeting of the [Name of Committee] held on [date]
OPEN/RESTRICTED/CONFIDENTIAL/RESERVED CONFIDENTIAL[footnoteRef:2] [select one for each item in the report - see annex for the definitions] [2: 	Please explain briefly, via a footnote like this, why an item carries such a designation] 

Title of first item 
Ref. Nos. COU/1 
Summary
This should be brief. It should include reference to earlier decisions (referring to part (c) for further information on that), the key issues Council is being asked to consider, and the decisions to be taken.
Action required of Council
Council is asked to endorse/approve/note etc. [Please set out precisely what action is required of Council, including the cost and proposed source of funds where appropriate.]
Committees considered by
	Committee
	Date
	SharePoint Link to original paper 
	SharePoint Link to minute of decision
	Decision (endorsed/approved etc)

	Include previous discussion at Council if appropriate
	
	
	
	


State briefly why the item is coming to Council.
Key issues
Please use this section for two purposes: first, to set out the key issues for Council to consider; and second, to highlight any particular areas of concern the Committee(s) may have had.  The former enables Council members to focus on the main points and the latter ensures that Council benefits from the prior consideration of the issue by the Committee(s).

After addressing the key issues and matters of concern, include in this section the following, under these sub-headings. Where not applicable, state that.
Strategic Plan
How this item relates to the current Strategic Plan[footnoteRef:3]. [3:  	https://www.ox.ac.uk/about/organisation/strategic-plan-2018-24. ] 

Risk analysis
The risks of taking the recommendation (or of not doing so) and how the risks of taking the recommended action are to be managed. Where possible link this to the University’s Strategic Risk Register or that of the reporting committee. This will enable Council to consider the implications of proceeding down a particular route.  
Cost and sustainability
Include here the cost of the decision, both one-off and recurrent; whether or not they will be met from within existing budgets, and if not how it is proposed to meet the costs; and comments on sustainability, including maintenance, replacement, and environmental considerations. Where applicable, include a commentary on any tax issues.
[If needed]: Further background information
Where possible, background information should be in the original paper on the committee’s own SharePoint site. If additional information is necessary (for example, because it has emerged subsequent to previous discussion), please provide further information in an Annex or, if lengthy, in a document that will be provided on Council’s SharePoint site, and refer to it in this section e.g. 
‘Further information is set out in the meeting of [date]’ 
…on the […] Committee’s SharePoint site at http…’ or 
‘…on Council’s SharePoint site at https://sharepoint.nexus.ox.ac.uk/sites/council/council/SitePages/Home.aspx’ or
‘in Annex [A]].’
Public Sector Equality Duty
As a public body, the University has an active duty to consider the impact on equality in all decision making.  Please choose the most relevant of the following statements[footnoteRef:4]: [4:  For guidance on the application of this duty, see https://edu.admin.ox.ac.uk/home which also gives sources for further advice. ] 

Negative Equality impact
Either
It is considered unlikely that this item will have a negative equality impact by creating or contributing to a risk of discrimination, harassment, victimisation or other prohibited conduct.
OR
This item could have [a] negative equality impact[s] by creating or contributing to a risk of [discrimination/harassment/victimisation/other prohibited conduct (select all that apply) because (describe the impact and identify the protected group[s] affected)
This negative impact[s] [cannot be remedied or mitigated/ can be remedied/mitigated by…]
Positive Equality impact
Either
It is considered that this item will have no impact on equality
OR
[This item could have [a] positive impact[s] on equality by [eliminating unlawful discrimination, harassment or victimisation / advancing quality of opportunity between people who share protected characteristics and those who do not /fostering good relations between people who share a protected characteristic and those who do not (select all that apply)]
The positive impact[s] will be achieved by… (describe the steps to be taken and identify the protected group[s] affected).] 
Evidence: The following evidence was considered:.../Groups consulted were… / No groups were consulted because…
Further information
[bookmark: _Toc424127374][bookmark: _Toc424127392]Additional information may be obtained from [Please give names and contact details]. 
Attendance at the meeting of [committee] on [date]
Present:		
Apologies:		
In attendance:	
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Extracts from the Council Standing Orders about unreserved/reserved business and confidentiality
Unreserved and reserved business, and the confidentiality of Council proceedings
Categories and treatment of business
15. Unreserved business is the business of Council for which student observers and the representative of the early career research staff may be in attendance.  It may either be designated as ‘open’, ‘restricted’, or ‘confidential’.
15.1 ‘Open’ business is not of a sensitive nature. All ‘open’ business may be discussed within the wider University and will be published on the University’s website behind single sign-on.
15.2 ‘Restricted’ business may be discussed within the wider University but because of certain sensitivities will not be made known to the wider University through publication on the University’s website[footnoteRef:5]. ‘Restricted’ papers are labelled as such. [5:  This may cover items such as the setting of postgraduate fees, in the process of which there has been widespread consultation, but the premature publication of which might infringe competition law, or items aspects of which may be commercially confidential, e.g. budgets for capital projects.] 

15.3 ‘Confidential’ business is of such a sensitive nature that it must not be discussed with anyone not listed in paragraph 19 below, but not to the extent that, in the opinion of the Vice-Chancellor, student observers and the representative of the early career research staff cannot be present for its discussion.  Confidential papers are labelled as such and will not be made known to the wider University through publication on the University’s website.
15.4 The principles and guidelines on the dissemination of items of unreserved business are set out in paragraphs 34-40 below.
16. Reserved business is the business of Council for which student observers and the representative of the early career research staff may not be present (see paragraph 12).  It is always ‘confidential’ and the papers are marked accordingly.  The expectation is that this category of business will be used as sparingly as possible.  As a principle, items of business are reserved where a breach of confidentiality would have potentially serious consequences. Council members, as Trustees of the University, would take corporate responsibility for any such breach.  The following matters will be ordinarily categorised as ‘reserved’ business (and therefore as ‘confidential’):
16.1 issues of particular strategic sensitivity;
16.2 issues of particular commercial sensitivity;
16.3 issues solely for the consideration of the Trustees of the University; and
16.4 matters pertaining to specific individuals, such as honorary degrees and decisions on appointments, promotions, and other matters concerning the personal position of members of the staff of the University; and the admission of individuals and their academic assessment and personal affairs.
17. The list above is not exhaustive and there may be occasion on which matters falling outside those categories listed above need to be treated as ‘confidential’.  If this occurs, the expectation would be to provide the explanation to Council.
18. Under regulation 8(3) of Council Regulations 13 of 2002[footnoteRef:6], authority is delegated to the Vice-Chancellor to determine into which category of business an item falls. [6:  Regulation 8(3) of Council Regulations 13 of 2002 states: “In any case of doubt, the chairman shall decide whether an item of business falls under one of the categories listed in paragraph (2) above, and his or her decision shall be final.”] 

19. Business that is designated ‘confidential’ may be discussed in person only with:
19.1 other members of Council; 
19.2 members of, and senior officers in attendance at, the Committee(s) that have previously considered the issue; 
19.3 senior officers in attendance at Council (see paragraph 11); 
19.4 senior officers in receipt of Council papers as identified in Annex A (including those appointed temporarily to such posts) (see paragraph 32); and
19.5 where the business is unreserved, the student observers and the representative of the early career research staff at Council.
20. In exceptional circumstances, a Council member may desire to discuss confidential issues with a person outside the groups in paragraph 19.  In such a case, approval must be sought, with reasons, and obtained from the Registrar in advance of the discussion taking place.
21. Notwithstanding paragraphs 19 and 20, a Council member may seek further information on an item from the officer specifically named in the paper as being the source of such information.  The same designation of confidentiality will attach to the information provided as to the item on the agenda.
22. At its meeting, Council may alter either the designation of a paper, or its position within the agenda.  For example, it may decide that a previously confidential paper should be designated as ‘open’.  If a change in designation is thought desirable following the Council meeting in which the item was considered, the Registrar has authority to approve such a change. 
Discussion at Council
23. Irrespective of the categorisation of business, in all cases views expressed by others present at Council (either members of Council or those in attendance) during the course of the Council meeting may not be disclosed to, or discussed with, anyone outside the meeting unless that person is either another member of Council, a senior officer ordinarily in attendance, or, with the exception of discussions of ‘reserved confidential’ business, a student observer and the representative of the early career research staff.
The agenda
24. The agenda for each meeting will be determined by the Vice-Chancellor. Items that are expected to be forthcoming will be trailed on the agenda of the previous meeting. Members of Council may propose items for the agenda no later than nineteen days before the long meetings (eleven days before the short meetings scheduled for Week 1).
25. In the case of major or complex items, e.g. large capital projects, opportunities will be taken for engagement with members of Council ahead of the agenda being issued, for example through the circulation of background papers or draft business cases, and where appropriate an independent expert might be engaged to provide assurance to Council.
26. Matters that do not require Council’s active consideration (i.e. are for approval or note without discussion) will  be categorised on the agenda as business that is ‘below the line’. Any member of Council may ask that any item from ‘below the line’ be brought forward (i.e. ‘above the line’) for Council’s active consideration.   Any such request should preferably be made by 5pm on the Friday preceding the meeting, and, where  possible, with an explanation so as to facilitate any necessary preparation for discussion.  
27. In exceptional circumstances, a member of Council may ask the Vice-Chancellor to bring forward for discussion at an earlier stage of the meeting an item in which the member is particularly interested, but such a change in the order of business on the agenda will  be made only with the approval of all the members present. 
Council papers
Recipients
28. Council members and senior officers in attendance (see paragraph 11 above) will receive the full agenda for a Council meeting, including the unconfirmed minutes of the previous meeting and papers to be considered at the meeting[footnoteRef:7]. [7:  The Keeper of the Archives will normally also receive a copy of these papers.] 

29. [bookmark: _GoBack]The full agenda for the meeting and papers will be published on SharePoint. Members of Council may request hard copies of all or some of the papers, to be received on a routine basis or with regard to specific items. Requests should be directed to the Council Secretariat.[footnoteRef:8]  [8:  The provision of hard copy papers is not applicable during the period of online meetings.] 

30. Each of Council’s main Committees is required to upload its papers, minutes and    agendas onto a SharePoint site to which Council members will have access.  Where a main Committee refers a matter to Council, the papers the Committee considered relating to that matter should be uploaded onto SharePoint (or equivalent) by the Friday in the penultimate week preceding the relevant long Council meeting, or by the Wednesday in the week preceding the relevant short Council meeting or an extraordinary meeting (subject to appropriate variation where a meeting is held on a day other than Monday). Council members will thereby be able to see the background information on a matter that is referred to Council, as well as gain an overview of the business of that committee as a whole. 
31. In addition, on request to the secretary of the particular Committee, members of Council are entitled to receive a copy of any of the papers (including the minutes) of a Committee of Council[footnoteRef:9], whether or not they are  a member of that Committee.  Such requests may be made at any time[footnoteRef:10].  Student observers and the representative of the early career research staff will  be able to access a copy of the full agenda on SharePoint (edited as necessary in the opinion of the Registrar) but minutes and papers relating only to the unreserved business. Student observers and the representative of the early career research staff may request hard copies of all or some of the papers, to be received on a routine basis or with regard to specific items. Requests should be directed to the Council Secretariat.[footnoteRef:11] [9:  As defined in sections 23-25 of Statute VI.]  [10:  As agreed by Council on 21 June 2010.]  [11:  The provision of hard copy papers is not applicable during the period of online meetings.] 

32. Copies of the full agenda, minutes and papers, edited as necessary in the opinion of the Registrar, will also be provided to the list of senior officers set out in Annex A through publication on SharePoint. 
Distribution
33. The papers to Council members set out in paragraphs 28 and 29 will ordinarily be issued no later than the Wednesday in the week preceding each long meeting.  Certain papers may be the subject of a supplementary issue due to pressure of time, ordinarily no later than the Friday immediately preceding the long meeting (subject to appropriate variation where a meeting is held on a day other than Monday). A later issue may be made at the Vice-Chancellor’s discretion in exceptional cases. 
Communication
34. The default expectation is that all business on the unreserved agenda will be published for access on the University’s website behind single sign-on. Where items of business are not deemed appropriate for publication, for the reasons set out under Categories and treatment of business above, the reasons for withholding publication will be recorded and reviewed by Council on an annual basis.
35. A schedule of the regular items of Council’s business for the academic year will be made publicly available on Council’s website after Council’s first scheduled meeting in Michaelmas term. The schedule will be updated at least termly as business progresses.
36. A copy of the Council agenda, edited as necessary in the opinion of the Registrar, will be posted on Council’s website behind single sign-on by the Saturday morning immediately preceding the Council meeting (subject to appropriate variation where a meeting is held on a day other than Monday).  The principal items of non-confidential business will be flagged on Council’s publicly available webpage for each meeting.
37. A brief note of Council’s decisions and copies of the papers relating to Council’s unreserved business, (with confidential and restricted items redacted), will be posted on Council’s website behind single sign-on within a week of the relevant meeting.
38. Copies of the unreserved minutes, as confirmed by Council (with confidential and restricted items redacted), will be made publicly available on Council’s website within a week of the meeting at which those minutes are confirmed.
39. Notwithstanding, but being mindful of, the degree of confidentiality of items of business:
39.1 the Vice-Chancellor has discretion to report to Congregation and the wider University on the business of Council as she deems appropriate; and
39.2 after each scheduled meeting, a summary of the principal items of Council business with links to further information on Council’s website will be published on the staff gateway.
40. At its meeting, Council may decide to alter either the agenda that has been posted on the website, or, as set out in paragraph 22, the designation or position within the agenda of any of the papers that are due to be posted on the website following the meeting.  It may, for example, amend the designation of confidentiality, such that a previously ‘confidential’ paper may subsequently be given an open designation and posted on the website (or vice versa); or an item categorised as being reserved business may be moved to unreserved business and the associated paper, if it does not otherwise retain its confidential designation, therefore be posted on the website (or vice versa).

