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(Insert Course name) 
Consultative Committee 
Meeting Minutes
Consultative Committee meeting held at XXX Campus, Room x.xx, 


on DD/MM/YY at 00:00

Attendees:
Name (Organisation), Name (Organisation)…..




Apologies:


	Preliminary Matters

	Item No#
	Item

	1
	Acknowledgement of Country and Apologies

	2
	Committee Terms of Reference

	3
	Declaration of Interest – members and proxies 

example: No declarations of material interest were voiced


	4
	Confirmation of the Minutes from the previous meeting held DD/MM/YY

example: APPROVE the minutes of the meeting held on <insert day>, DD/MM/YYYY as a true and accurate record. 



	5
	Chairperon’s Report

The Chair briefed members on the following:
· <insert update as required>

· <insert update as required>



	6
	Business Arising from previous meeting  - Action Register

Action item XX - <provide update>

Action item YY - <provide update>



	University and School Business

	
	Associate Dean (Discipline) Report

	
	Course Coordinator’s/Program Director’s Report

	
	School Planning

	
	Changes to University Strategies, Rules, Policies and Procedures

For example but not limited to:

· Rescinded Policies / Procedures 
· New Policies / Procedures

	General Business – Course Updates

	
	Performance and Market Demand

For example but not limited to:

· Student demand

· Retention

· Completions
· Future Demand

	
	Student Feedback
For example but not limited to:

· UTEIs

· Student retention

· Student surveys
· Other Feedback

	
	Industry feedback

For example but not limited to:

· Performance of ECU graduates/ students on placement

· Enhancing graduate skills
· Recommendations for course improvement

	
	Monitoring and Reviews

For example but not limited to:

· Course reviews

· Unit reviews

· Major course reviews (commencing, in progress, due and outcomes)
· Unit sets / unit reviews
· Benchmarking

	
	Course/Curriculum Design

For example but not limited to:

· Assessment Standards (Consistent / Fair and equitable)
· Workplace Integrated Learning 

· Curriculum changes 
· Graduate Skills, Standards and Outcomes

	
	Professional Accreditation
For example but not limited to:

· Application / Outcome

· Feedback

· Annual Reporting / Monitoring
· Changes to Standards or Requirements

	
	Research
For example but not limited to:
· Research or Innovative Activities

	
	<update and insert additional standing agenda items as required>

	New Agenda Items

	
	<update and insert new agenda items as required>

	Other Business

	
	<update and insert other business  items as required>

	The next meeting will be held on (insert Day, date, location and time)


Action Register

	Date
	Action Number
	Action
	Whom
	Date action to be completed by
	Status
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