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Board Governance – meeting schedule 
Purpose: 
This paper presents the proposed Board meeting schedule for approval. 

Recommendations: 
The Board is asked to discuss and approve the proposed meeting schedule of dates (section 3).
The Board is asked to note that the finalised 2026-2027 planner with proposals for topics for agenda items, information sessions and visits for Board consideration will come back to the Board for approval on 24 February 2026 to ensure alignment with the proposed 2026-2027 Annual Operating Plan. 

Authors: Jennifer McWhirter, Clerk to the Board and Head of Corporate Legal & Leadership Support, and Jenny Faichney, CLT & Board Support Unit Manager

Corporate Leadership Team (CLT) Sponsor: Kirsty Louise Campbell, Chief Officer: Governance, Performance and Engagement

Date:  01 September 2025



Introduction

1.1	An annual calendar of the meeting schedule for Board and Committee meetings is presented in this paper for Board approval. 

2.	Overview

2.1	As agreed by the Board in September 2024, and with reference to the email sent to Board members on 6 June 2025 from the Clerk to the Board, the approach taken to planning for Board and Committee meetings is as follows.

2.2	Agency Board meetings – formal quarterly meetings will be held in-person with hybrid set up available if required by exception with approval in advance by the Chair. Meetings will start at 13:00 on the dates indicated. Meetings are predominantly held in public, and the papers and minutes published on the SEPA website, as described in the Standing Orders. Following the public meeting there may be a private session for the Board to discuss official-confidential or sensitive items. The agendas will clearly state when they are published which items will be taken in public or private and why.

2.3	Standing Committee meetings - 1½ - 2-hour committee meetings will continue to be held online with the exception of the meetings incorporating annual workshops which will be in person. Both the Audit, Risk & Assurance Committee (ARAC) and the People & Resources Committee (PRC) will meet four times each year in line with their Terms of Reference (ToR). Forward planning exercises are undertaken for the committee agendas, as discussed at committee meetings.

2.4	Board Information sessions will continue to be tabled for the Board for deeper dives into topics to help with strategic discussions and raise awareness of SEPA’s work. 
In-person sessions will be scheduled for 11:00-12:00 prior to the afternoon Agency Board in-person meetings. The MS Teams 1-hour information sessions will also continue to be scheduled on Tuesdays as far as possible. Topics are based on requests from the Board for particular issues to be covered in more detail and/or to complete actions from Board or Committee meetings. These sessions also form part of the ongoing board development journey linking to board effectiveness and training. Sessions will continue to be recorded and transcribed for members to refer to. 

2.5	Board Champion meetings will be arranged on dates and times convenient to Board members and the CLT and business leads, in accordance with the groups’ ToRs. Site visits may be arranged for Board Champions as required for the topic under consideration.

2.6	Two visits for the full Board are aimed for each year. One strategy day and development day will also be held.

2.7	Additional training and occasions for stakeholder engagement will be circulated to members as they arise throughout the year, including an annual training session with Standards Commission Scotland.

2.8	In-person meetings will be held at SEPA offices to avoid unnecessary costs of venue hire. As SEPA’s workspaces evolve, the Board support team continues to explore which locations can accommodate the numbers for Board meetings, alongside consideration of SEPA’s Travel Hierarchy (see Annex 1) to save on travel expenses, journey times, and carbon footprint. Recognition is also given to Board members contracted time commitment of 24-30 days per year; see Annex 2 for guidance on Commitment of Duties.

2.9	Based on the above, the calendar of meetings is presented for approval in Section 3. 

3.	Proposed calendar of meetings

3.1	2025-2026 Board and Committee dates already approved and in diaries:
4 November 2025: Special ARAC meeting on Annual Report and Accounts 2024-2025 (Hybrid – on MS Teams and in person prior to Board Development Day) [up to 60mins]
25 November 2025: Special Board meeting to approve submission of the Annual Report and Accounts 2024-2025 (in-person) [30mins]
25 November 2025: Board visit to Scottish Water treatment site (in-person)
9 December 2025: ARAC meeting (MS Teams)
27 January 2026: PRC meeting (MS Teams)
24 February 2026: 200th Agency Board meeting (in-person)

3.2	2025-2026 revisions for approval:
4 November 2025: Board Development Day – to include Board Effectiveness and Self-assessment review (in-person) [date moved from 28 October due to Chair’s availability]
20 January 2026: Board induction for new members and Board Development day (in-person) [new date]
3 March 2026: Board Strategy day (in-person) [to be cancelled due to addition of Board induction/development day in January and preference for strategy session in August on corporate plan development]
24 March 2026: ARAC meeting and workshop (in-person) [change from morning ARAC meeting on MS Teams to full day in person including workshop led by new ARAC Chair]

3.3	Proposal for approval for 2026-2027 financial year: 

April 2026
28 April: PRC meeting and workshop (in-person)

May 2026
12 May: Board visit/strategy day (on Natural Capital - TBC)

June 2026
16 June: ARAC meeting pm (MS Teams)
30 June: Agency Board meeting

July 2026: 
28 July: PRC meeting am (MS Teams)

August 2026: 
25 August: Board Strategy/Development day (focus on next Corporate Plan)

September 2026
8 September: ARAC meeting am (MS Teams)
29 September: Agency Board meeting

October 2026: 
20 October: PRC meeting am (MS Teams)

November 2026
3 November: Board Development Day/Site visit 
3 November: Special ARAC meeting am on Annual Report and Accounts (30mins)

December 2026
1 December: Agency Board meeting (including approval of 2025-2026 Annual Report and Accounts) 
15 December: ARAC meeting am (MS Teams)

January 2027
No meetings scheduled

February 2027: 
2 February: PRC meeting am (MS Teams)

March 2027
2 March: Agency Board meeting
23 March: ARAC meeting am (MS Teams)

3.4	Proposal for approval for 2027-2028 financial year (Board meeting dates only): 
29 June 2027
28 September 2027
30 November 2027
29 February 2028

6.	Recommendations

The Board is asked to discuss and approve the proposed meeting schedule of dates and revised dates for the remainder of 2025-2026 (section 3).

The Board is asked to note that the finalised 2026-2027 planner with proposals for topics for information sessions, visits and agenda items for Board consideration will come back to the board for approval on 24 February 2026 to ensure alignment with the proposed 2026-2027 Annual Operating Plan. 




Annex 1: SEPA Travel Hierarchy (adapted for the Board)
Annex 1 is available on request.

Annex 2:  Commitment of Duties Guidance 

The following guidance identifies both the requirement from, and entitlement of, Board members as part of SEPA’s commitment of duties.
1. 	All board members are committed to carry out 24 days of SEPA related work every year. This is based on a calendar year. 
2.	These 24 days of work are broken down as 10 days to cover any preparation requirements for Board or Committee meetings and 14 days for meeting / workshop /event attendance.
3.	Board members who hold Deputy Chair, Chair of Audit, Risk & Assurance Committee (ARAC) or Chair of People & Resources Committee (PRC) are committed to an additional 12 days to those days noted in point 1 above.  The breakdown for this being additional 5 days to cover preparation work and 7 days for associated meetings.
4.  The following provides guidance as to how time is recorded.
Maximum time that can be allocated:	
full day = 7.5 hours 
half day = 3.75 hours
Any time outwith this should be rounded up to the nearest hour but not exceed the full / half day maximum allocations.
5.	Note that travel time does not count towards Commitment of Duties, therefore should not be included in any calculations. Travel is reimbursed separately through expenses. 
6. 	All Board members who attend any meetings outwith those that are scheduled by CLT & Board Support, must send details to the CLT & Board Support mailbox so it can be recorded in the commitment of duties spreadsheet. 
7. 	CLT & Board support will provide Board members with an annual summary of hours recorded to provide members with an opportunity to review, and ensure that all meetings have been captured, and timings are correct.  Anything in addition to the minimum commitment (up to a maximum of 30 days for board members and 42 days for Deputy Chair, Chair of ARAC or Chair of PRC) needs to be evidenced for audit purposes. We will aim to make any additional payments in January pay. Members will receive no payment for any time devoted to performing SEPA functions which exceeds 30 days in any calendar year.
8. 	Once the annual summary of hours is approved, CLT & Board support will prepare a Commitment of Duties letter for each Board member to be signed in December and submitted to Scottish Government.
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