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UNIVERSITY OF WARWICK
For the meeting of the [insert Committee name] to be held on [date]
Annual Committee Effectiveness Review – [insert Committee name]
[Notes in italics for those completing this template, please delete these notes after completion]
1. Introduction [Retain this introduction text in the final report]
Committee Effectiveness Review is a structured self-reflection exercise to assess committee effectiveness and identify improvement areas. 
The committee effectiveness review will look at whether: 
· The committee terms of reference remain fit for purpose and help deliver the organisation’s intended outcomes as part of the wider governance structure, i.e. the University strategic objectives. 
· The constitution and membership remain appropriate and help the committee to fulfil its remit. 
· The committee is functioning optimally to fulfil its terms of reference. 
The following tools and approaches have been utilised in the development of this report:
· A survey of committee members exploring perceptions of committee matters and effective operation.  
· Review of schedule of business, alongside mapping of business against the committee terms of reference, including consideration of business flow in and out of the committee.    
· Preparation of a summary report and action plan considering the findings of the above, and reflection on progress against previous years’ action plans. 
2. Terms of Reference and Consideration & Flow of Business
[USE THE ITALICISED NOTES BELOW TO COMPLETE THIS SECTION, DELETE IN FINAL REPORT
Reflecting on review of schedule of business, mapping of business against the committee terms of reference, and consideration of business flow in and out of the committee, please use this section to explore the following: 
· The extent to which the business considered by the committee during the review period is aligned to its existing terms of reference, 
· The proportion of business mapping to each term of reference and whether this is appropriate to the committee remit,
· The amount and nature of business considered during the review period that does not map directly to the existing terms of reference, highlighting any trends/patterns,
· Business flow in and out of the committee, aligned to terms of reference.]
3. Member Survey
[USE THE ITALICISED NOTES BELOW TO COMPLETE THIS SECTION, DELETE IN FINAL REPORT 
Reflecting on the survey of committee members responses, please use this section to explore the following:]
3.1. Remit, purpose, scope and responsibilities
· [Overall perception of committee effectiveness in this area, 
· Areas of good practice linked to positive responses (quantitative and qualitative),
· Areas for enhancement linked to negative responses (quantitative and qualitative).]
3.2. Constitution and membership
· [Overall perception of committee effectiveness in this area, 
· Areas of good practice linked to positive responses (quantitative and qualitative),
· Areas for enhancement linked to negative responses (quantitative and qualitative).]
3.3. Meeting management, accessibility, support
· [Overall perception of committee effectiveness in this area, 
· Areas of good practice linked to positive responses (quantitative and qualitative),
· Areas for enhancement linked to negative responses (quantitative and qualitative).]
3.4. Meeting packs and information flow
· [Overall perception of committee effectiveness in this area, 
· Areas of good practice linked to positive responses (quantitative and qualitative),
· Areas for enhancement linked to negative responses (quantitative and qualitative).]
3.5. Inclusion and engagement
· [Overall perception of committee effectiveness in this area, 
· Areas of good practice linked to positive responses (quantitative and qualitative),
· Areas for enhancement linked to negative responses (quantitative and qualitative).]
4. Committee Effectiveness
[USE THE ITALICISED NOTES BELOW TO COMPLETE THIS SECTION, DELETE IN FINAL REPORT 
Reflecting on the tools and approaches utilised in the review, please use this section to explore the extent to which:
· The committee terms of reference remain fit for purpose and help deliver the organisation’s intended outcomes as part of the wider governance structure, i.e. the University strategic objectives, 
· The constitution and membership remain appropriate and help the committee to fulfil its remit, (considering whether the committee has operated with its full membership through the review period, attendance levels/trends, member engagement),
· The committee is functioning optimally to fulfil its terms of reference.]
5. Action Plan 2025/26: Progress Update
[USE THE ITALICISED NOTES BELOW TO COMPLETE THIS SECTION, DELETE IN FINAL REPORT
Reflecting on the tools and approaches utilised in the review, please use this section to explore progress against last year’s action plan. Paste details of last year’s action plan into table below and provide a progress update for each action. Actions may need to be rolled forward where progress has not been satisfactory.]
	Theme
	Action
	Owner
	Timeline

	[Meeting Packs and Information Flow]
	[Ensure meeting papers are circulated to members 1 week in advance of meetings]
	[Secretary]
	[Term 1, 2025/26]

	Progress Update: Meeting papers have been circulated to members 1 week in advance of each meeting this year. This will continue into future years. The member survey showed an increase in positive responses to question 7a regarding timely receipt of agendas and papers.

	[Consideration and Flow of Business]
	[Review Schedule of Business for 2026/27 to ensure alignment to Terms of Reference]
	[Chair & Secretary]
	[Term 1, 2025/26]

	Progress Update: There were several items again this year that did not align to the terms of reference. Responses to the member survey question 7c highlighted this continues to be an issue observed by members. We will roll this action into next year and use agenda setting meetings to assess alignment of suggested agenda items throughout the year.

	
	
	
	

	Progress Update:



6. Action Plan 2026/27
[USE THE ITALICISED NOTES BELOW TO COMPLETE THIS SECTION, DELETE IN FINAL REPORT 
Based on the reflections above, please use this section to outline in tabular format any actions that will be taken to address identified enhancement needs, who will be responsible; and what is the anticipated timescale?]
	Theme
	Action
	Owner
	Timeline

	[Consideration and Flow of Business]
	[Review Schedule of Business for 2026/27 to ensure alignment to Terms of Reference. Review agenda item requests in context of alignment to ToR on ongoing basis.]
	[Chair & Secretary]
	[Term 3, 2026/27]

	
	
	
	

	
	
	
	


7. Further Information/Appendices
Appendix 1. Annual Committee Effectiveness Survey Results 2025-26 ([Insert Committee Name])

Recommendation(s)
The [Insert Committee Name] is invited to:
(a) Discuss the report contents and its conclusions regarding committee effectiveness.
(b) Discuss the enhancement needs identified in the Action Plan and agree any additional actions to be taken.
[Name of the Author]
[Role title of the Author]

[Date that the report was prepared]
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