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	Senate Committee Meeting Agenda
Day of the week, Month, Day, at time am/pm
Location/Room
Circulated on January 21, 2025




I. Call to Order										Chair
Land Acknowledgement and Opening Remarks

II. Approval of Agenda									Chair
Motion: That the agenda of X for Month, Day, Year, be approved

III. Approval of Minutes/Report from previous meeting				Chair
Motion: That the report of Month, Day, Year, be approved.

IV. Item of Business									Topic Owner
a. Sub item 1
b. Sub item 2

V. Item of Business									Topic Owner
a. Sub item 1

VI. Adjournment										Chair
Next meeting:


X.
Secretary/Chair of the Committee

Committee Membership
Member name		Member name
Member name		Member name
Member name		Member name
Member name		Member name
Member name		Member name





Senate Committee Agenda Drafting Guideline
Agenda Format
The agenda is presented in a two-column format:
· The first column contains the agenda items and any associated motions or sub-items.
· The second column identifies the individual responsible for introducing or leading the item, typically the Chair or Topic Owner.

The agenda should include a header containing:
· Committee name
· Date and time of the meeting
· Meeting location or virtual platform information
· University branding, where applicable

The lead identified beside each item is responsible for introducing the matter and facilitating discussion as appropriate. Procedural items are normally led by the Chair. 

Numbering of Items and Documentation
Supporting documents should be numbered to correspond with the agenda item they support.
For example:
· Item IV: Item of Business Title
· IV a. Sub item 1
· IV b. Sub item 2

Titles
Agenda item titles should clearly and concisely identify the subject under consideration.
Examples:
· Approval of Agenda
· Approval of Minutes
· Annual Program Review
· Committee Workplan Update

Supporting documents should bear the same title as the corresponding agenda item whenever possible.
Items may be divided into sub-items using:
· a), b), c)
· i), ii), iii)

Structure
A Senate committee agenda should generally include the following sections:
1. Call to Order
· Land Acknowledgment
· Opening Remarks

2. Approval Items
· Approval of Agenda
· Approval of Minutes and/or Report from Previous Meeting

3. Items of Business
One or more substantive agenda items, which may include sub-items as required.
4. Adjournment
· Adjournment of the meeting
· Date of next meeting (if known)

5. Committee Information
The agenda should include the name of the Secretary or Chair responsible for preparing the agenda and may include a current membership list for reference.
There is no limit to the number of business items that may be included; however, the agenda should be structured so that all items can reasonably be addressed during the scheduled meeting.

Circulation
The agenda should contain a notation indicating when it was circulated to members. This confirms that members received adequate notice and sufficient time to review supporting materials and prepare for the meeting.



Agenda Preparation
The Secretary of the Committee prepares a draft agenda for review by the Chair. Agenda content is normally informed by:
· The committee's annual workplan
· The committee's Terms of Reference
· Outstanding business from previous meetings
· Matters referred to the committee by Senate or another authority
· New business requiring committee consideration

The Chair reviews and approves the agenda considering that:
· The agenda follows the approved template.
· Required standing items are included.
· Agenda item titles are clear and concise.
· Supporting documentation is complete and appropriately referenced.
· Proposed motions are included where approvals are required.
· Appropriate leads or topic owners are identified.
· Relevant subject-matter experts have been invited where necessary.
· The agenda is realistic and allows sufficient time for meaningful discussion.
· Materials will be circulated sufficiently in advance of the meeting to allow members to prepare.
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