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Protocol For Reserving Matters To A Private Board and Committee Meeting
20256-276

	Executive Lead
	Date of Review

	Hazel Lloyd, Director of Corporate Governance
	05 March 2026

	Consultation Review
	Dates of Review

	Full Board 
(via Board & Committee Business)
	16 March 2026 – 31 March 2026

	Review Rate
	Date of Next Review

	Annually
	March 2027



	Approved by
(Board / Committee / Group)
	Outcome
(Date of Approval)

	SBUHB Board 
	

	
	

	
	


My comment pertaining to all 3 Protocol documents would be to consider incorporating into one document tracker.

Jean


1.0 	Introduction
1.1	In accordance with Swansea Bay University Health Board (SBUHB) Standing Orders (SOs), the Board holds its formal Board meetings in public. The SOs provide, the basis to meet and discuss relevant items in private.  This is sometimes known as a ‘Private Board meeting’. The legal basis of this section of the SOs is The Public Bodies Act (Admission to Meetings) Act 1960, section 1 (2). 
1.2	There will be occasion when aspects of the organisation’s business is considered more appropriately in private session; this is to avoid prejudicing the public interest – in other words, to avoid any undue harm or unfair influencing of the public.
1.3	This Protocol identifies the different rationales that apply to material considered in private sessions.
2.0 	SBUHB’s Values and Transparency 
2.1	Our values are ‘working together, caring for each other and always improving.  The Board operates on the basis that transparency and openness are at the heart of its governance and decision-making approach; and that Board members debate everything in the Public Board meeting unless there is a specific reason not to do so. 
3.0 	Factors to consider when reserving a matter for a Private Board meeting 
3.1	In deciding whether to reserve a matter for the Private Board agenda, there are a number of factors to consider, including: 
· Whether the item or materials include personal data; 
· Is there confidential or commercial sensitivity;
· Would the item undermine public confidence or cause undue concern or potential harm to the public;
· Are there reputational issues to consider – either for SBUHB or other individuals, partners or stakeholders; 
· Are the documents in draft for future publication;
· Does the item include legal advice, is it legally confidential or is it subject to legal privilege; 
· Could the matter be prejudicial to the conduct to affairs; 
· Is the disclosure of the matter inhibited by law. 
The list is not exhaustive and sets out to give examples of key considerations. The Board considers a number of papers in draft form in private session, before taking the final version at meetings in public.
3.2	The following categories will be used for each agenda item on the Private Board Minutes:
· Commercially Sensitive – Procurement
· Confidential – Information Governance
· Confidential – Cyber Security
· Confidential – Workforce
· Legally Privileged 
· Summary of Private Committee / Sub Group Meetings ‐ subject matter confidential
· Undue concern or harm to the public ‐ Health Protection Update
· Draft Report – To be published at later date

4.0 	Management of Board meetings held in Private 
4.1	When the Board comes together for formal meetings, the Public Board agendas set out the majority of the business under consideration. Board papers will include a formal rationale for taking any item in private session. SBUHB publishes the agenda for both Public and Private Board meetings on the website. 
4.2	There may be occasions when the Board needs to convene in private session, without public notice, to consider urgent business associated with its legal and statutory roles. 
5.0 	Decision to consider items in private session
5.1	The Chair, with the support of the CEO, takes the final decision on whether to discuss a matter in private or public session , following advice from the Director of Corporate Governance/Board Secretary and lead Executive Officer, in accordance with this Protocol. The Chair may also seek advice from any other member of staff or professional advisor.
6.0 	The reporting of items considered in private session 
6.1	The Chair of the Board will produce a summary report of any items taken in private session and this will be included in the Director of Corporate Governance/Board Secretary report on corporate governance for the next Board meeting in public session.
7.0 	Review of this protocol and Feedback
7.1.	The Board will review this Protocol annually, to ensure that it continues to meet the needs of the organisation and remains consistent with the spirit of Regulations and Standing Orders. The Director of Corporate Governance/Board Secretary will maintain a log of items considered in private session and produce an analysis to inform the annual review. 
7.2	We welcome any feedback about this Protocol and are happy to respond to any queries in relation to it. Please email the Director of Corporate Governance/Board Secretary at sbu.boardservices@wales.nhs.uk  


APPENDIX 1: CORPORATE GOVERNANCE BOARD AND COMMITTEE REPORT TEMPLATE 2026-27

	Meeting Date
	Click or tap to enter a date.	Agenda Item
	

	Name of Meeting 
	Choose the Meeting
	Report Title
	

	Report Author
	

	Report Sponsor
	Choose the Sponser
	Presented by
	

	Freedom of Information 
	Choose FoI type

	FoI Closed detail
	If closed, choose detail
	Decision / Action required
	Choose requirement

	Impact Assessment Summary Outcome
	IA Completion date

	If a decision or action is required by Board / Committee a Quality Impact Assessment is necessary. In this section, include a brief summary of the IA outcome.
**Explain in no more than [5] lines**
	Click or tap to enter a date.
	Open Audit Recommendations
	Choose recommendation


	If you selected yes for an Open Audit Recommendation include the details here.
**Explain in no more than [5] lines**

	Purpose of the Report
	Choose Purpose
	Report Summary; detailing any action required

	In this section, explain what the paper is about and what it is endeavouring to achieve. The paragraph should be clear and concise and should state why the paper is being submitted to the board.
**Explain in no more than [5] lines**

	Key Issues

	Key points of the paper, how this supports the achievements of the Health Board’s corporate objectives, overview of risk implications.  Include the main details on page 2 of the report.
**Explain in no more than [5] lines**

	Recommendations

	Members are asked to:
· Approve | Receive for Assurance | Endorse | Discuss | Take Cognisance of | Consider (select/delete as appropriate)

Note your ask of the Board / Committee in concise bullets following the format above.




TITLE OF REPORT

1. INTRODUCTION
This section should provide a concise statement of what the report is setting out to achieve.

2. BACKGROUND
This section forms the core of the report and its purpose is to explain in more detail the key issues that the Board or Committee is being asked to consider. It should set out the evidence and arguments for and against any proposed action(s) that the committee is being asked to take. 

3. GOVERNANCE AND RISK ISSUES
This section should indicate whether any matters addressed in the report carry a significantly increased level of risk for the Health Board – and if so, the steps that will be taken to mitigate the risk - or if they will help to reduce a risk identified on a previous occasion. 

This section should indicate whether due regard has been taken of any potential equal opportunity implications arising from matters addressed in the report. Some proposals, particularly those relating to policies, procedures, or delivery of services may require an equality impact assessment to be carried out. This section should include brief details of the outcome of such assessments and confirm whether any mitigating actions will need to be taken as a result. 

4.  FINANCIAL IMPLICATIONS
This section should summarise the financial implications that flow from any recommendations that the Board or Committee is being asked to approve. It must be made clear whether the required resource is already accounted for and available (fully or only in part) in the relevant financial plan, and whether an additional allocation will be required.

5. RECOMMENDATION
This section should identify any recommendations which flow from the conclusions reached in the report. In most cases, unless the committee is simply being asked to consider the report, this will usually involve a recommendation for a certain course of action to be taken by or on behalf of the Board.

	Governance and Assurance

	Strategic Objectives

	Link to Strategic Objectives
(please choose which is impacted)
	People of Swansea Bay live healthier, fairer and more prosperous lives
	☐
	
	Care is high quality, safe, efficient and delivers the best possible outcomes for people in partnerships  
	☐
	
	Care is delivered in partnership with our communities in safe and appropriate setting, supported by innovation
	☐
	
	The health board is a great place to work where staff feel valued and work together towards a common goal
	☐
	
	The health board is a resilient, sustainable and responsible organisation
	☐
	Health and Care Standards

	Standards (please choose which applies)
	Safe Care
	☐
	
	Timely Care
	☐
	
	Effective Care
	☐
	
	Efficient Care
	☐
	
	Equitable care
	☐
	
	Person-centred Care
	☐
	
	Staff and Resources
	☐
	Enablers (please choose which applies)
	Whole Systems Approach
	☐
	
	Leadership
	☐
	
	Workforce
	☐
	
	Culture
	☐
	
	Information 
	☐
	
	Learning, Improvement and Research
	☐
	Quality, Safety and Patient Experience

	Explain in no more than [5] lines the quality, safety and patient experience implications of the proposal. Once again, this should take the form of an executive summary approach.


	Financial Implications

	Explain in no more than [10] lines the financial implications of the proposal. Once again, this should take the form of an executive summary approach. 

This section might include comments on whether the expenditure is budgeted or unbudgeted, the proposed timing of the expenditure and cash flow implications. If a detailed business case has been prepared for a proposal, the major financial points of the case should be summarised here. Preparation of this section should follow Financial Guidance Note xx and be cleared by the relevant Unit Financial Business Partner or Assistant Director of Finance.


	Legal Implications (including equality and diversity assessment)

	Briefly identify the known and/or potential legal considerations of the recommendations, including the legal duty to comply with the Health Board Governance Framework.  Includes details as to the equality and diversity impact of the recommendation (if any) and a brief description of how this will be addressed.   


	Staffing Implications

	Briefly identify the known and/or potential staffing implications of this proposal/paper.    


	Long Term Implications (including the impact of the Well-being of Future Generations (Wales) Act 2015)

	Briefly identify how the paper will have an impact of the “The Well-being of Future Generations (Wales) Act 2015, 5 ways of working, to include implications for the Welsh Language or its speakers.


	Report History

	Refer to previous reports presented on the same issue/item including any patient and public engagement.  If this paper has been considered by other committees, the dates and the name of the committee that considered it should be detailed here.


	Appendices

	Supporting information to the report should be listed here.
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