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Guidance Note on support for Údarás and its Committees 

Overall 
1. The Secretary for Governance & Academic Affairs  is responsible for supporting the work of

Údarás na hOllscoile and its Committees in the context of her wider responsibility for all
matters relating to the implementation of good governance practice across the University.

This includes delivering on the following objectives:
- ensuring that all documentation provided to Údarás members is concise and its content

is appropriate
- supporting appropriate and timely information flows within Údarás na hOllscoile and its

Committees
- advising Údarás through the Chairperson on all governance matters, including statutory

obligations and regulations as appropriate.

2. To assist in discharging these responsibilities, a representative of the Office of the Secretary
for Governance & Academic Affairs  may be in attendance at meetings of some Committees
of Údarás na hOllscoile, with the agreement of the Chairperson of the respective
Committee.

Secretariat Support 
3. On a practical level, Secretariat support for Údarás na hOllscoile and its Committees is

provided by relevant offices across the University, as follows:

Committee Office providing support 

Údarás na hOllscoile Office of the Secretary for Governance & Academic Affairs 

Standing and Strategic 
Planning Committee 

Office of the Secretary for Governance & Academic Affairs 

Finance & Resource 
Committee 

Bursar’s Office 

Equality, Diversity and 
Inclusion Committee 

Office of the Vice-President for Equality, Diversity and 
Inclusion 

Audit and Risk Committee Internal Audit and Risk Management Office 

Standing Orders and Terms of Reference 
4. In line with the Universities Act, 1997, Standing Orders for Údarás na hOllscoile have been

approved to comply with relevant legal and regulatory requirements and align with good
practice. The Standing Orders are available for consultation on the website of the Secretary
for Governance & Academic Affairs  found here. Part 7 of the Standing Orders sets out
provisions in relation to the Committees of Údarás, including approval of Committee Terms
of Reference.

5. Up-to-date Terms of Reference for each Údarás Committee are published on the website of
the Secretary for Governance & Academic Affairs  and can be found below:

Standing and Strategic Planning Committee

Standing-and-Strategic-Planning-Committee-Terms-of-Reference.pdf (nuigalway.ie)

https://www.universityofgalway.ie/media/officeforthesecretaryforgovernanceandacademicaffairsnew/files/%C3%9Adar%C3%A1s-na-hOllscoile-Standing-Orders.pdf
http://www.nuigalway.ie/media/officeforthesecretaryforgovernanceandacademicaffairsnew/files/Standing-and-Strategic-Planning-Committee-Terms-of-Reference.pdf
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Finance and Resource Commiteee  

Finance-&-Resource-Committee-Terms-of-Reference.pdf (nuigalway.ie) 
 
Equality, Diversity and Inclusion Committee  
http://www.nuigalway.ie/media/officeforthesecretaryforgovernanceandacademicaffairsnew
/files/Equality,-Diversity-and-Inclusion-Committee-Terms-of-Reference.pdf 
 
Audit and Risk Committee  
http://www.nuigalway.ie/media/staffsub-sites/internalauditandriskmanagement/files/ARC-
Terms-of-Reference---Final.pdf 
 

Agendas  
6. The template agenda for meetings of Údarás is attached at Appendix 1. This should also be 

used, with modifications as appropriate, for meetings of Údarás Committees. Appendix 2 
includes a sample Standing and Strategic Planning Committee agenda.  
 

7. All Committee agendas should include an item to facilitate declaration of potential 
conflicts of interest at the start of each meeting. 

 

Papers 
8. To assist Údarás and its Committees in its understanding and consideration of issues and to 

enable provision of insights and feedback in discussion with presenters:  
o papers submitted for consideration and information of Údarás should be  

focused, concise and accessible 
o presentations should be short and focused on the key areas for Údarás attention 

 
9. The presenter submission form (Appendix 3) should be used to provide Údarás members 

with a clear overview of the issue for discussion or decision. 
 

10. Papers should be prepared having regard to best practice for accessibility, including in 
relation to fonts which should be limited to the following: Tahoma, Calibri, Helvetica, Arial, 
Verdana, and Times New Roman.  The use of italics should be kept to a minimum.  

 
11. Practical guidelines have been developed to assist colleagues who are submitting papers and 

presenting to Údarás na hOllscoile and these are housed on the website of the Secretary for 
Governance & Academic Affairs and circulated to all presenters in advance of meetings. 
These guidelines also apply to presenting at Údarás Committees.  See: Presenter Guidelines 
for Údarás na hOllscoile Meetings.  

 
 

Circulation deadlines for agenda and papers  
12. In order to ensure the appropriate level of security and confidentiality, agendas and papers 

for Údarás and its Committees are circulated and made available to Members via the 
Sharepoint platform. The Office of the Secretary for Governance & Academic Affairs  is 
responsible for managing access to the platform and for uploading documentation for 
Údarás na hOllscoile and for Standing and Strategic Planning Committee. Individual Offices 
providing support for other Committees are responsible for the upload of documentation for 
those Committees.  

 
13. While some Committees which report to Údarás may circulate papers with a longer lead-in 

time, the Standing Orders for Údarás provide for circulation of all documents to members 

http://www.nuigalway.ie/media/officeforthesecretaryforgovernanceandacademicaffairsnew/files/Finance-&-Resource-Committee-Terms-of-Reference.pdf
http://www.nuigalway.ie/media/officeforthesecretaryforgovernanceandacademicaffairsnew/files/Equality,-Diversity-and-Inclusion-Committee-Terms-of-Reference.pdf
http://www.nuigalway.ie/media/officeforthesecretaryforgovernanceandacademicaffairsnew/files/Equality,-Diversity-and-Inclusion-Committee-Terms-of-Reference.pdf
http://www.nuigalway.ie/media/staffsub-sites/internalauditandriskmanagement/files/ARC-Terms-of-Reference---Final.pdf
http://www.nuigalway.ie/media/staffsub-sites/internalauditandriskmanagement/files/ARC-Terms-of-Reference---Final.pdf
http://www.nuigalway.ie/media/officeforthesecretaryforgovernanceandacademicaffairsnew/files/Presenter-Guidelines-for-%C3%9Adar%C3%A1s-na-hOllscoile-Meetings.pdf
http://www.nuigalway.ie/media/officeforthesecretaryforgovernanceandacademicaffairsnew/files/Presenter-Guidelines-for-%C3%9Adar%C3%A1s-na-hOllscoile-Meetings.pdf
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at least seven days (five working days prior) to the meeting, unless in very exceptional 
circumstances with the approval of the Chairperson. For Údarás, the deadline for receipt of 
papers in the Office of the Secretary for Governance & Academic Affairs  is 12p.m. seven  
days (five working days) before a meeting of Údarás and the deadlines are published on the 
Údarás website. Papers received after this deadline cannot be accommodated and will be 
deferred to a later meeting.  

 

Annual University Schedule of Meetings 
14. The Office of the Secretary for Governance & Academic Affairs  is responsible for developing 

the annual University Schedule of Meetings which is approved annually by Údarás na 
hOllscoile in June for the following academic year. Care is taken to consult with key 
colleagues so that there is appropriate sequencing of Committee meetings and meetings of 
Údarás to allow for sufficient time for relevant papers to be prepared and submitted. Key 
Committee meetings should be scheduled at least 10 working days in advance of an Údarás 
na hOllscoile meeting to allow adequate time to write minutes and prepare documentation.  

 

Minutes  
15. Minutes of meetings should give a concise account of points made in the discussion and a 

clear record of decisions made, while ensuring that an appropriate level of detail is recorded 
for the purposes of accuracy and accountability.  
 

16. The lead UMT Member or Director responsible for the support of the particular Committee 
signs off on all draft minutes before forwarding to the Committee Chairperson for approval 
to circulate to the Committee.  

 
17. To ensure timeliness of information to Údarás na hOllscoile, the established practice is to 

bring draft minutes and written recommendations from the relevant Committee to the next 
Governing Authority meeting for decision, with final minutes signed off at the subsequent 
Committee meeting. In cases where draft minutes are not being presented at Údarás, a 
verbal report of the relevant Committee meeting should be provided to Governing Authority 
by the Committee Chairperson. In line with best practice, where formal decisions are 
required of Údarás, these should be on the basis of written documentation.    

 
18. Meetings may be recorded for the purposes of drafting the minutes. Once the minutes have 

been approved as the formal record of the meeting, the recordings should be deleted in line 
with good GDPR practice.  

 
 
 
Office of the Secretary for Governance & Academic Affairs 
July 2021 
  

https://www.nuigalway.ie/governance/university-governance/university-meetings/
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Appendix 1 

  ÚO-21-A3

Governing Authority Meeting 

Remote Meeting 
Join here:  Online link 

Tuesday XX XXX 2021 │ 10:00am – 12:30pm 

A. Items for Approval/Information Sharing

Chairperson: 

1. Conflict of Interest Declaration

2. Apologies

3. Minutes of the meeting of XX XXXXX, 2021 (ÚO-21-M2,
herewith)

4. Matters arising from the Minutes

B. Items for Information Sharing

President: 

5. Report of the President & UMT, including Strategic Risks (ÚO-
21-XX-X, herewith)

Secretary for Governance & Academic Affairs: 

6. Report of Academic Council (ÚO-21-XX-XX, herewith)

C. Strategy & Performance Items for discussion/approval:

Director of Strategy Implementation: 

7. Update on University Strategy Implementation (ÚO-21-XX-XX,
herewith)

Bursar: 

8. HEA Format Accounts (ÚO-21-XX-XX, herewith)

Time 
(est) 

10.00 

10.10 

10.25 

10.35 
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D. Governance Items for discussion/approval:

Secretary for Governance & Academic Affairs: 

9. First reading: Draft Statute XXXXYYYY(123) - Amendment to
Statute XXXXYYYY(123) (ÚO-21-XX-XX, herewith)

Secretary for Governance & Academic Affairs: 

10. Update on Údarás sub-committee membership (ÚO-21-XX-XX,
herewith)

E. Údarás Sub-Committee Reports:

 STR Chairperson: 

11. Standing & Strategic Planning Committee (ÚO-21-XX-XX,
herewith)

FRC Chairperson: 

12. Finance & Resource Committee (ÚO-21-XX-XX, herewith)

ARC Chairperson: 

13. Audit and Risk Committee (ÚO-21-XX-XX, herewith)

EDIC Chairperson: 

14. Equality, Diversity and Inclusion Committee (ÚO-21-XX-XX,
herewith)

F. Other:

15. Any Other Business

10.50 

11.10 

11.25 

11.40 

11.50 

12.00 

12.10 

12.20 

Caroline Loughnane 
Secretary for Governance & Academic Affairs 
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Appendix 2 

   STR-21-A1 

Standing & Strategic Planning Committee 

Remote Meeting  

Join here: insert online meeting link 

Meeting ID: 
Passcode:  

Tuesday XX XXX 2021 │ 2:00pm – 4:00pm 

A. Items for Approval/Information sharing

Interim Chairperson: 

1. Conflict of Interest Declaration

2. Minutes of the Meeting of 23 November 2020 (STR-20-M23,
herewith).

3. Matters arising from the Minutes.

President: 

4. Recommendations of the Personal Professorship Promotions Board
(STR-21-A1-4, to follow)

Director of Governance: 

5. Review of the Standing & Strategic Planning Committee Terms of
Reference (STR-21-A1-5, herewith)

6. Review of Údarás Standing Orders (STR-21-A1-6, herewith)

B. Strategy & Performance Items for discussion

Director of Strategy Implementation: 

7. Update on University Strategy Implementation (STR-21-A1-7,
herewith)

Vice President for Research & Innovation: 

8. Update on Draft Research Strategy (STR-21-A1-8, herewith)

Time 
(est) 

2:00 

2:05 

2:10 

2:25 

2:45 
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Secretary for Governance & Academic Affairs: 

9. Strategic Recruitment of Research Leaders/ Proleptic Appointment
Scheme for early-career researchers (STR-21-A1-9(i), herewith and
(ii), herewith)

C. Other:

10. Any Other Business
- Upcoming Strategy Sessions delivered by Professor Esther

Tippman, Professor of Strategy, Leadership and Change (dates
to be confirmed)

3:05 

3:20 

Caroline Loughnane, Secretary for Governance & Academic Affairs 
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Appendix 3 

Submission to Údarás na hOllscoile 

Submission Title: 

Author: 

Date of submission: 

Purpose/Background 
Information: 

e.g. context (statutory, financial, academic), steps taken to date

Description of link to Strategic 
Plan 2020 -2025 (if relevant) 

e.g. relevant flagship action or objective

Previous 
consultation/consideration: Consultation: e.g. UMT, Údarás Committees, key stakeholders 

Consideration e.g. : EDI, financial impact 

Action required of Údarás e.g. consultation, approval, noting




