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WOKING COLLEGE

Committed to Success

STANDING ORDERS OF WOKING COLLEGE CORPORATION AND ITS COMMITTEES

(Revised version adopted by Corporation March 2009)

1. - INTRODUCTION

1.1  Much of the work of the Corporation takes place within the committee setting.

To ensure that Corporation business is conducted in a manner that accords
with the Instrument and Articles of Government it is necessary to adopt
Corporation Standing Orders. Their purpose is to define the basic rules and
procedures by which the Corporation and its committees will conduct its
business.

2. - INTERPRETATION

2.1

2.2

Reference in these Standing Orders to the masculine gender shall include the
feminine; the singular the plural, and vice versa.

In these Standing Orders words and phrases which are defined in the
Instrument and Articles of Government shall have the same meaning in these
Standing Orders. The following words and expressions shall have the
following meaning:

221 “Articles” shall mean the Articles of Government of the College
established under the Further and Higher Education Act 1992.

2.2.2 '‘Chairman’ shall mean, unless the context indicates otherwise, the
Chairman of the Corporation or in his absence, the member acting in that
capacity.

2.2.3 “College” shall mean Woking College which is a Sixth form College
established under the FHEA.

224 “FHEA” shall mean the Further and Higher Education Act 1992.
2.25 “Governor” shall mean any person appointed as a member of the
Corporation in accordance with Clause 2 of the Instrument and the

expression “the Corporation” shall mean the members of the Corporation.

2.2.6 “Instrument” shall mean the Instrument of Government of the
College established under the FHEA.

2.3 The expression ‘clear days' means the time is to be reckoned exclusive of the

day the notice is given and on the day of the meeting. A Sunday or a public
holiday is counted as a clear day.



3. — AUTHORITY

3.1

3.2

3.3

3.4

3.4

The legal framework within which the Corporation is authorised to govern the
affairs of the College, by virtue of the Powers delegated by the Secretary of
State for Education, is set out in the Instrument and Articles of Government,
copies of which are provided to all Members on their appointment, (enclosed at
Appendices A & B to these Orders) and the Financial Memorandum with the
LSC. The Corporation must at all times act within its powers as set out in the
FHEA and in accordance with the Instrument and Articles and the Corporation’s
Standing Orders and Terms of Reference.

These Standing Orders set out the Corporation’s policy and practice on those
issues which it has power to determine. In the event of a conflict between the
College’s Standing Orders and the FHEA or the Instrument and Articles, the
Instrument and Articles and the FHEA shall prevail.

With the exception of approving the educational character of the College and
the annual budget, the Corporation delegates to the Principal the responsibility
for managing the affairs of the College in accordance with the policies of the
Corporation and the requirements of the Learning & Skills Council (LSC).
Financial management is to be exercised in accordance with the Financial
Procedures approved by the Corporation.

Conditions of service of Corporation members

It is a condition of service as a member of the Corporation that those so
appointed agree:

3.4.1  The authority of these Standing Orders and the powers given to the
Chairman, Vice-Chairman and the Members acting as a Corporate
Body;

3.4.2. Unless specifically directed by the resolution of the Corporation,
members have no power or authority vested in them as individuals;

3.4.3 The Corporation’s Code of Conduct at Appendix C which sets out the
standards of conduct and accountability expected of members;

3.4.4  The doctrine of collective responsibility and agree to stand by a
decision even if it was not taken unanimously;

3.4.5 That a minimum attendance level at all Corporation and committee
meetings of 70% is required by members;

3.4.6  To adhere to the seven principles of public life as recommended by
the Nolan Committee’s reports “Standards in Public Life”. In summary,
these are:

(a) Selflessness
Holders of public office should take decisions solely in terms of the public

interest. They should not do so in order to gain financial or other material
benefits for themselves, their family or their friends.



3.5

3.6

3.7

(b) Integrity

Holders of public office should not place themselves under any financial or
other obligation to outside individuals or organisations that might influence
them in the performance of their official duties.

(© Objectivity

In carrying out public business, including making public appointments,
awarding contracts, or recommending individuals for rewards and benefits,
holders of public office should make choices on merit.

(d) Accountability

Holders of public office are accountable for their decisions and actions to the
public and must submit themselves to whatever scrutiny is appropriate to
their office.

(e) Openness

Holders of public office should be as open as possible about all the decisions
and actions that they take. They should give reasons for their decisions and
restrict information only when the wider public interest clearly demands.

) Honesty

Holders of public office have a duty to declare any private interests relating to
their public duties and to take steps to resolve any conflicts arising in a way
that protects the public interest.

(9) Leadership

Holders of public office should promote and support these principles by
leadership and example.

These Standing Orders are purposely limited in content and have in mind that
the Corporation is a body with a common purpose - the well being and success
of Woking College. Where Standing Orders do not cover a particular event or
circumstance, it will be for the Chairman of the Corporation, the Vice Chairman
of the Corporation, or a Chairman of a Corporation Committee, as appropriate,
to consult with members present and agree a way forward. Where agreement
cannot be reached, the matter is to be referred to the Chairman of the
Corporation whose ruling is final and binding on all Members of the
Corporation.

These Standing Orders having been adopted by the Corporation at its meeting
on 18 March 2009, pursuant to Clause 20 of the Articles, may only be altered
with the approval of the Corporation.

These Standing Orders will be reviewed annually by the Corporation.



MEMBERSHIP OF THE CORPORATION

4. - MEMBERSHIP OF THE CORPORATION

4.1

Cateqgories of Membership

The Corporation shall comprise 19 members from the following categories:

4.2

4.3

4.3

4.4

4.4

14 skills based Members, who appear to the Corporation to have the
necessary skills to ensure that the
Corporation carries out its functions;

. The Principal, if he or she chooses to be a Governor;
o 1 Staff Member, nominated and elected by the staff of the College;
o 1 Parent Member, who is a parent of a student aged under 19

attending the College nominated and
elected by the parents;

. 2 Student Members, who will be the Student Council President
and Vice President or other student
representatives nominated and elected by
college students.

Selection of members

4.2.1 The procedure for the selection of members (other than the Student and
Staff Members) is to be determined by the Corporation in accordance with
the Instrument and Articles after consideration by the Search Committee
and as set out at Appendix D.

4.2.2 If the number of members falls below the number needed for a quorum,
the Secretary of State becomes the appointing authority in relation to the
appointment of such number of members as may be required to
constitute a quorum.

Skills Audit

The Corporation shall annually conduct a skills audit to monitor the current
level of skills, qualities and other relevant attributes of its membership in order
to identify any shortfall for the guidance of the Search Committee when next
reviewing nominations for any vacancy. The Clerk to the Corporation shall
conduct the appropriate audit. The Search Committee, when reviewing
nominations, will give consideration to the skills and experience of potential
governors.

Eligibility

Members must meet the criteria set out in Clause 8 of the Instrument and will
so indicate by signing a declaration on appointment and confirming this
annually.



45 Period of Office

4.5.1 The Principal will be a member of the Corporation for the period of
his/her appointment as Principal. The student governors will serve for
one year following election. All other members of the Corporation will
serve for a period of four years.

4.5.2 Principal, Student and Staff Governors shall be deemed to have
retired from the Corporation upon termination of their service at the
College.

4.5.3 Members retiring at the end of their term of office will be eligible for
reappointment. This applies both to membership of the Corporation
and its committees.

4.5.4 Maximum number of consecutive Terms of Office:
The Corporation has determined that there shall be no maximum
number of consecutive terms for which a member may hold office.
Individual suitability will be the determining factor.
Determination of Membership

4.6 Resignation / End of term of office

4.6.1 Members may resign at any time from the Corporation or a committee
by giving notice in writing to the Clerk.

4.6.2 Members due to retire, having completed a term of office on the
Corporation, remain in office until the last day of the relevant
academic year.

4.6.3 Members wishing to serve for a further term of office are to notify the
Clerk, in writing, at least 7 clear days before the meeting at which the
Search Committee will consider their membership.

4.7 Removal From Office

4.7 The Corporation may resolve to remove a Member from office who:
(@) has been absent from full meetings of the Corporation and committee
meetings for a period longer than 6 consecutive months without the permission
of the Corporation; or
(b) is unable or unfit to discharge the functions of a member of the
Corporation.

5. - ELECTION OF OFFICIALS

5.1 The Chairman and Vice-Chairman of the Corporation shall be elected at the
last Corporation meeting before the expiry of their term of office. This is
effectively the last Corporation meeting of the academic year unless the



Chairman or Vice Chairman resign prematurely in which case a new Chairman
or Vice Chairman is elected following their resignation.

5.2 The Clerk to invite nominations, which must be seconded. Nominees to agree to
their nomination. A ballot will be held in the event of more than one nomination.
(The ballot will normally be ‘open’ unless a majority of members by a show of
hands request a ‘closed’ ballot)

5.3 The Chairmen of subsidiary Committees are to be elected to office at the first
meeting of the subsidiary committees in the new academic year for a period of
one year.

5.4 The Principal, Staff Member and the Student Members are not eligible to be
elected as Chairman or Vice-Chairman of the Corporation.

5.5 If both the Chairman and Vice Chairman are absent from a meeting of the
Corporation, the members present shall choose one of their number to act as
chair for that meeting.

6. — PAYMENTS TO CORPORATION MEMBERS

6.1 Corporation members are prohibited from receiving any remuneration or
attendance allowance in respect of their Membership of the Corporation.

6.2 Members are allowed to claim the same allowances and out of pocket
expenses as are paid to members of staff for attendance at any external
conference or event on behalf of the Corporation. No payments will be made
for loss of earnings. Expenses claims should be submitted to the Clerk to the
Corporation.

7.- CLERK TO THE CORPORATION

7.1 The Corporation are to appoint a Clerk for a period to be determined by them.
Where the individual also holds another post within the College then the
Corporation will be responsible for the appointment of the individual into their
other post. The Clerk to the Corporation may also be required to serve as a
Clerk on the subsidiary committees.

7.2 The Clerk is to:

7.2.1  Notify Corporation Members of the date, time and place of meetings,
and the business to be considered therein.

7.2.2  Take the minutes of Corporation meetings and of any other subsidiary
Committee for which he is also appointed as Clerk.

7.2.3  Advise the Chairman, the Vice-Chairman of the Corporation and
Chairmen of subsidiary Committees on relevant points of law,
procedure and other related matters.

7.2.4  Provide the necessary Secretariat support to the Chairman and
Members of the Corporation.

7.2.5  Take the Chair for the item of business concerned with electing the
Chairman and Vice-Chairman of the Corporation.



7.3

7.4

7.5

7.6

7.7

7.8

The Clerk is entitled to attend all meetings of the Corporation (including
meetings of the subsidiary Committees) but will be required to withdraw from
any part of a meeting at which his remuneration, conditions of service, conduct,
suspension, dismissal or retirement are to be considered or where the
business under discussion is such that the members consider that he should
not be present. In such instances the members of the Corporation or
Committee shall appoint from their number a person to act as Clerk to the
Corporation for the duration of such meeting or part of a meeting.

In the event of a temporary absence of the Clerk to the Corporation, the
Corporation shall appoint a person to serve as a temporary Clerk to the
Corporation. The detail contained in these Standing Orders will equally apply
to the temporary Clerk to the Corporation.

The Clerk is directly responsible to the Corporation.

The Clerk is able to seek independent professional and legal advice on behalf
of the Corporation as required. The Clerk would normally confirm the need
and cost of advice with the Chairman, Vice Chairman, Principal or Committee
Chairman before seeking advice.

The Clerk of the Corporation is ineligible to be a member of the Corporation or
of its subsidiary Committees.

The Principal, who is also a member of the Corporation, is ineligible for

appointment as a Clerk or temporary Clerk to the Corporation.

PROCEEDINGS OF THE CORPORATION

8. - PROCEEDINGS OF THE CORPORATION

Meetings of the Corporation shall be conducted in accordance with the procedures
set out in the Instrument and Articles and with the following provisions:

8.1

8.2.

Calling of meetings and agenda

8.1.1 Having been instructed to do so, the Clerk is to issue a notice to all
Members informing them of the date, place and time of the next meeting
and the business to be considered. The notice is to be issued at least 7
clear days before the date of the meeting.

8.1.2 Where the Corporation is to discuss the remuneration, conditions of
service, conduct, suspension, dismissal or retirement of the Clerk to the
Corporation, the Chairman and  not the Clerk is to issue to Members an
agenda item together with any supporting papers.

Ordinary Meetings

8.2.1 The Corporation shall meet as least once a term or at a greater
frequency as the Members may determine. In addition the Corporation
shall meet at the beginning of each academic year to enable new
members to be introduced to the Corporation and to agree the
membership of the subsidiary Committees.

10



8.3

8.4

8.5

8.2.2 The schedule of Ordinary Meeting dates for each new academic year will be
agreed by the Corporation at the last meeting of the closing academic year.
Special Meetings

8.3.1 A special meeting of the Corporation may be called by the Chairman or
at the request in writing of any 5 Members. Where a special meeting is
called and the Chairman or Vice-Chairman so direct, it is not necessary
for the Clerk to give 7 clear days notice.

8.3.2 A special meeting of committee or a sub-committee may be called by the
Chairman or at the request in writing of a quarter of the Members of the
committee.

8.3.3 Except with the permission of the Chairman of the Committee, a special
meeting shall not be called to deal with any matter which has, within the
previous six months, been considered or adjourned by the committee.

Quorum

8.4.1 The quorum for meetings of the Corporation is at least 40% of the
membership as stated in Clause 13 of the Instrument. For the current
membership of 19 Members, the quorum for meetings of the Corporation
is 8 members. The quorum for committees is stated in the Terms of
Reference of each committee. Members who declare an interest at any
meeting will be discounted in determining quoracy.

8.4.2 If at any time during a meeting the total present falls below the quorum, it
shall be terminated forthwith.

8.4.3 Where a Member intends to withdraw from the meeting because of a
financial interest and by doing so the Members present will fall below the
minimum for a quorum, instead of terminating the meeting, the Members
present may vote not to consider that item of business and instead
adjourn it to a later meeting.

Attendance at Corporation Meetings

8.5.1 Apologies should be made via the Clerk to the Corporation to the
Chairman of the relevant meeting as soon as possible prior to the holding
of the meeting. All apologies from members will be recorded within the
minutes of the meeting for which the apology applies.

8.5.2 A register of attendance will be kept for all meetings of the Corporation
and the Corporation committees. A report on attendance will be
produced annually by the Clerk and presented to members at a
Corporation meeting to confirm that the agreed minimum attendance
level at all Corporation and committee meetings of 70% is met.

8.5.3 The Corporation, at the invitation of the Chairman and by the

concurrence of the Members, may invite a non-member to attend for part
or all of a meeting.

11



8.5.4 The Vice Principal, Assistant Principals and Curriculum Directors will be
invited to attend Corporation meetings as appropriate to speak to items
and make presentations. Non-members should withdraw for any
confidential business unless invited to remain.

8.6 - Limitations on Staff Members

8.6.1 A Member who is also a Member of staff shall withdraw from the meeting
when:

(a) His remuneration, conditions of service, promotion, conduct,
suspension, dismissal or retirement are to be considered.

(b) The appointment of his successor is to be considered.

(c) When by the resolution of the Members present, they are to
consider the appointment, remuneration, conditions of service,
promotion, conduct, suspension, dismissal or retirement of any
member of staff senior to him.

8.7 - Limitations on Student Members

8.7.1 The Student Members shall withdraw from the meeting when:

(@) The conduct, suspension or expulsion of either student member is
to be considered.

(b)  When required to do so by one or more Members.

8.7.2 When the Members are to consider the appointment, remuneration,
conditions of service, promotion, conduct, suspension, dismissal or
retirement of any member or prospective members of staff, and the
student members are not required to withdraw they shall not take part in
any discussion nor be allowed to vote on the matter.

8.7.3 When the Student Members are under the age of 18 they shall not vote on:
(@) Any proposal for the expenditure of money by the Corporation.

(b)  Any proposal whereby the Corporation enter into a contract, a debt or
other liability.

8.8 - Public Access to meetings

8.8.1 A person wishing to attend a meeting of the Corporation as an observer
should first approach the Clerk in advance who will arrange with the
Chairman for the issue to be taken as the first item of business on the
agenda. Until the Corporation reaches a decision, the person wishing to
attend the meeting will be required to remain outside the meeting room.

8.8.2 While considering such requests the Corporation will have regard to the

availability of space in the meeting room and the reason for the request
to attend.

12



8.8.3 Where a member of the public or press is given observer status at a
meeting of the Corporation the Chairman will stress that certain items of
business may be regarded as confidential. In such cases the person will
be required to withdraw from the meeting. If practicable an indication
should be given at this stage of any known confidential items.

8.8.4 Unless specifically invited to do so by the Chairman, members of the
public and the press do not have speaking rights at any time during a
meeting of the Corporation.

8.8.5 If there is any form of disruption by members of the public and/or press
the Chairman will have the authority to suspend the meeting.

8.8.6 When it is possible to reconvene the meeting the Corporation will
consider the withdrawal of the invitation to the members of the public
and/or press to be in attendance at the meeting. The decision of the
Corporation in such matters is final.

8.9 - Order of Business

8.9 Unless the meeting decides otherwise, the order of business will be that shown on
the agenda.

8.10 - Rules of Debate

8.10. The aim is to have free, frank and beneficial discussion with the minimum of
formality. To achieve this aim discussion will be governed by the following
rules:

8.10.1 Every Member/person desiring to speak shall signify his/her wish to
the Chairman who shall determine the order of speaking.

8.10.2 Speeches are to be addressed to the Chairman.

8.10.3 The content is to be relevant to the matter under discussion.
8.10.4 Intemperate language is not permitted.

8.10.5 Unless on a point of order, Members are not to be interrupted.

8.10.6 Unless prior permission is given by the Chairman, their maximum
permitted duration is 5 minutes.

8.10.7 The Chairman may direct a Member to cease speaking if in his
opinion it is in the interests of the meeting that he so order.

8.10.8 If, in the opinion of the Chairman, any member persistently disregards
the ruling of the Chairman, or behaves improperly or offensively so as
to obstruct the business of the meeting, the Chairman may move that
the member be not heard further and the motion, if seconded, shall be
determined forthwith. In extreme cases, the Chairman may require a
member to leave the meeting.

13



8.10.10 During a speech, a Member may request the Chairman that he be
allowed to raise a point of order relating to a statement made. If
granted by the Chairman, the Member giving the speech must give
way and allow the point of order to be heard. Once this is concluded
the Chairman will issue direction on the issue raised and then invite
the Member to resume speaking.
8.11 Mations

8.11.1 A member may place a motion before the Corporation for debate, provided
that the notice of the motion in writing, signed by at least one Member of
the Corporation, is lodged with the Clerk to the Corporation at least 8
working days before the date of the meeting at which the motion is to be
proposed. Notice of the motion should be accompanied by the names of
the proposer and seconder and a supporting explanation where
appropriate. Where such notice has not been given, the Chairman may
direct that it be submitted in writing before he will consider whether to allow
it to be put to the meeting for discussion.

8.11.2 All motions must be relevant to the College or to an aspect of business or
procedure over which the Corporation has power.

8.11.3 The following motions which may be moved without notice:
a) That a Chairman is appointed for the meeting.
b) That minutes are corrected.
c) That the meeting moves to the next item on the agenda.
d) That further discussion on the subject is adjourned.
e) That the order of business is changed.
f) That the subject be referred to committee.
g) That a committee be appointed.

h) That reports or recommendations from committees or Corporation
Members be adopted.

i) That a motion is withdrawn.
i) That a motion is amended.
k) That a document is sealed.
[) That Standing Orders are suspended.

8.12- Presentation of Committee Minutes and Reports

8.12.1 Where Committee minutes and reports are to be considered, the
Chairman will invite the Chairman of that Committee, or in his absence

14



a nominated Member, to move the "adoption of the minutes [or report]
of the [name] Committee held on [day] of [month/year]".

8.12.2 In moving the adoption the Chairman of the Committee may exclude

any item:
(a) In order that it may be dealt with separately; or
(b) After declaring that he is not in agreement with it; or
(© In which he declares a financial interest.

8.12.3 Each item on the report or minutes shall be treated as a series of
motions, and each item of the report and the recommendations
therein, if any, shall be received and adopted. The Chairman will lead
Members through the report or minutes item by item, or page by page
if that meets with the approval of the Members.

8.12.4  With the permission of the Chairman, Members may ask questions
relating to items in the report or minutes and move amendments as
they deem necessary. However, where the report or minutes records
action taken by the Committee in exercise of its delegated powers,
and that action stands confirmed by the Corporation no amendment
may be moved on it.

8.12.5 Where the Members agree an amendment to an item in the report or
minutes, the Chairman of the Committee shall at the conclusion of the
debate, or earlier if invited by the Chairman, inform the Members of
the reasons why the Committee came to their conclusions and
recommendations.

8.12.6 At the conclusion of consideration of the report or minutes a motion
shall be put from the Chair either that:

1. "The report be adopted”; or

2. "The report as amended be adopted”; or

3. "The report with the exception of item ... be adopted"; or

4. "The report as amended with the exception of item...... be adopted".
8.13 Voting

8.13.1 Decisions of the Corporation shall be determined by a majority of the votes
of the members present and voting on the decision by show of hands.

8.13.2 The normal way of voting will be by a show of hands.

8.13.3. A vote may be conducted by secret ballot if a majority of members present
and entitled to vote on a particular issue so wish. It is envisaged that such
an arrangement will only be needed in exceptional circumstances.

8.13.4 A secret ballot shall be held on the request of one Member of the
Corporation where there is a vote on appointment to the Corporation, the
Chairman and the Vice Chairman.

8.13.5 Postal votes or voting by proxy is not permitted.

15



8.13.6 In the event of a tied vote, the Chairman or in his/her absence the Vice
Chairman shall use a casting vote (a second vote) to determine the matter
in question. Details of the vote, including dissenting members, may be
recorded in the minutes.

8.13.7 A Member may request that the minutes record whether each Member
present at the meeting voted for or against the resolution before them,
or abstained. Such requests must be made before the vote is taken.

9. - DELEGATION OF POWERS

9.1

9.2

Meetings are the sole means by which the Corporation can take decisions
except for those that have been delegated by the Corporation to its
committees, the Chairman or Principal in accordance with the Instrument and
Articles or when Chairman’s Action has been invoked.

The Corporation cannot delegate the following responsibilities:

(a) Determination of the educational character and mission of the college;
(b) Approval of the annual estimates of income and expenditure;

(© Ensuring the solvency of the college and safeguarding its assets;

(d) Appointment or dismissal of the Principal and Senior Post holders;

(e) Appointment or dismissal of the Clerk to the Corporation.

10.-.CHAIRMAN'S ACTION

10.1

10.2

In limited circumstances the Chairman may need to take urgent decisions
between meetings and on these occasions is authorised to act or agree action
with the Principal on behalf of the Corporation under Chairman'’s Action, in
consultation with the Clerk. Wherever possible any such action will have been
sanctioned in advance by the Corporation and minuted or agreed beforehand
in principle with Corporation members. At a minimum every effort shall be
made to consult a committee or committee chairmen before the decision is
taken.

All decisions taken under Chairman's Action must be reported to and ratified
at, the next full Corporation meeting.

11. - RESCISSION OF DECISIONS OF THE CORPORATION

111

No resolution of the Corporation may be rescinded or varied at a subsequent
meeting unless consideration of the rescinding or variation is a specific item of
business on the agenda for that meeting.

12. — FINANCIAL AND PERSONAL INTERESTS OF GOVERNORS

12.1 Governors may not hold any financial interest in the College.

12.2 Governors must declare conflicts of interest in accordance with Clause 11 of

the Instrument. Members will be asked at the beginning of a meeting to

16



12.3

12.4

12.4

12.5

12.5

12.6

12.6

12.7

declare any interests, which will be noted in the minutes by the Clerk. If an
interest is declared, that Governor shall not take part in the discussion of, or
decisions relating to, that item and shall not be counted in the quorum present
at the meeting in relation to a resolution on which he/she is not entitled to vote.

Governors are reminded that under Clause 11 (2) of the College’s Instrument
of Government they must disclose to the Corporation any financial interest
which they have or may have in:-

12.3.1 the supply of work or goods to or for the purposes of the College;
12.3.2 any contract or proposed contract concerning the College;
12.3.3 any other matter relating to the College;

Register of Interests

Governors, senior post holders and senior managers are expected to make
decisions wholly in the public interest, and not in order to gain financial or other
material benefits for themselves, their family or friends. The Corporation has
therefore adopted a policy of requiring governors and senior managers to
disclose any financial or other interests which could be considered likely to
affect the independence of their judgment. The Clerk will maintain a written
Register of Interests updated annually. An annual declaration is to be returned
to the clerk before the first Corporation meeting at the beginning of each
academic year. Members are required to inform the Clerk and to complete a
fresh declaration if their circumstances change and it becomes necessary to
declare new interests. Interests declared at meetings will be added to the
Register. The Register is available for inspection by arrangement with the
Clerk.

Mandates

Every member of the Corporation shall act in the best interests of the College;
for the interests of the students and other users of the College’s services, and
the safeguarding of public funds and not for any improper purpose, or for
personal motive. Members should have regard to the interests of the College,
and must not allow any sectional interest to take precedence. In particular,
members are not appointed as ‘representatives’ or ‘delegates’ of any outside
body, and may not be lawfully bound by mandates given to them by others.

Gifts and hospitality

Members should not receive gifts, hospitality or benefits of any kind from a
third party which might be seen to compromise their personal judgment or
integrity as a Corporation member. Any offer or receipt of such gifts, hospitality
or benefits should immediately be reported to the Clerk.

The procedure and documentation relating to the Register of Members’
Interests are at Appendix E.

13. - MINUTES AND PAPERS

13.1

Minutes of Corporation meetings are to be drawn up in consecutively
numbered loose leaf format. The Clerk will normally record such minutes but in
his absence the Members of the Corporation may nominate an alternative
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13.2

13.3

13.3.1

13.3.2

13.4

person to carry out this duty. The minutes are to be circulated to all Members
at least seven clear days prior to the next meeting of the Corporation. A staff
or student member who withdraws from a meeting because of the sensitivity of
the issue or for similar reasons shall not be entitled to see the minute of that
part of the meeting or any papers in relation to it.

At the next meeting of the Corporation and under the appropriate part of the
agenda, the Chairman shall order the minutes to be read or, more usually, call
for them to be taken as read. Having asked that "The minutes of the meeting
of the Corporation held on the [day] of [month/year] be signed as a true
record”, Members shall raise questions as their accuracy only. Inaccuracies
are to be corrected in ink and initialled by the Chairman. Once all corrections
have been noted the Chairman is to sign the last page and initial all others.
Once this has taken place the minutes become the fact and only true record of
the meeting.

Confidential Items

All papers and information determined by the Corporation to be confidential
shall be clearly marked and include separate and confidential minutes of
meetings or parts of meetings and supporting papers. Reports from the
Remuneration Committee, a Special Committee, monthly financial statements,
management accounts and commercially sensitive information shall be
considered confidential to the Corporation and College Senior Management
Team.

Circulation of confidential papers and minutes will be restricted to those
members eligible to be present at that part of the meeting and will not be
available for public inspection nor in the minute book.

With the exception of Confidential Items, the Clerk is to ensure that a copy of:
13.4.1 The agenda;

13.4.2 The draft minutes of every meeting once approved by the Chairman;
13.4.3 The signed minutes of every meeting; and

13.4.4 Reports, minutes and other documents considered at meetings.

are made available for inspection during normal office hours by appointment

with the Clerk.

14. - STATEMENTS MADE ON BEHALF OF THE CORPORATION

14.1

14.2

Unless otherwise agreed by the Corporation for a specific circumstance,
statements on behalf of the Corporation will only be made by the Chairman
or the Principal.

The content of the statements will be the subject of consultation between the
Chairman or Principal and the College management.
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14.3 It is recognised that the majority of issues which require public statement
concern the strategic management and day to day operation of the College
and are therefore dealt with by, or on behalf of, the Principal.

14.4  ltis the responsibility of the Clerk to the Corporation to respond to
correspondence on behalf of the Corporation in accordance with its wishes.

OTHER MATTERS

15. - SEALING OF DOCUMENTS

15.1 The Common Seal of the Corporation shall not be affixed to any document
unless the sealing has been authorised by a resolution of the Corporation or of
a committee to which the Corporation have delegated their powers in this
behalf. A resolution of the Corporation (or of a committee where that
committee has the power) authorising the purchase, sale, letting, or taking of
any property, the issue of any stock, the presentation of any petition, memorial,
or address, the making of any rate or contract, or the doing of any other thing,
shall be a sufficient authority for sealing any document necessary to give effect
to the resolution.

15.2 The Seal shall be attested by the Chairman or Vice-Chairman of the
Corporation and one Member of the Corporation, and an entry of every sealing
of a document shall be made and consecutively numbered in a book kept for
the purpose and shall be signed by a person who attested the seal.

COMMITTEES AND SUB-COMMITTEES

16. - COMMITTEES AND SUB-COMMITTEES OF THE CORPORATION

16.1 The Corporation has established the following committees:

16.1.1  Audit

16.1.2  Finance & Policy

16.1.3  Search

16.1.4  Remuneration

16.1.5  Education and Standards

16.1.6  College Redevelopment Steering Group

16.2 A Special Committee will be convened if required in accordance with Article
12 of the Articles of Government to undertake duties related to the dismissal
of senior postholders.

16.3 Subiject to the prior approval of Corporation, committees are permitted to co-
opt 1 or 2 additional members.

16.4 The quorum for meetings shall be as follows: -
16.4.1 Committees: 50% of the membership rounded up to a whole number
including any co-optees, provided that there is always a majority of

Corporation members present.

16.4.2 Sub-Committees: 2 Members.
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16.5 Chairmen of Committees and Sub-Committees are to apply Corporation
Standing Orders for the conduct of financial interest, debate and voting.

16.6 By giving prior notice to the Clerk Members may attend any committee
meeting. Members attending such meetings may, at the invitation of the
Chairman of the Committee, address the meeting to better inform members of
the matter under discussion but they may not vote on any issue.

16.7 All committees are subject to these Standing Orders where indicated. Detailed
terms of reference for the Education and Standards, Finance & Policy,
Remuneration, Audit, Search and Special Committees and College
Redevelopment Steering Group are at Appendices F — L.
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APPENDIX A
FURTHER AND HIGHER EDUCATION ACT 1992
THE FURTHER EDUCATION CORPORATIONS (FORMER SIXTH FORM COLLEGES)
(REPLACEMENT OF INSTRUMENTS AND ARTICLES OF GOVERNMENT) ORDER
2007

The Secretary of State for Innovation, Universities and Skills makes the following Order in
exercise of the powers conferred by section 22(3) of the Further and Higher Education Act
1992a. In accordance with section 22(3)(b) of that Act, he has consulted the Learning and
Skills Council for England and the further education corporations listed in Schedule 3 to this
Order (“the colleges™).

1. This Order may be cited as the Further Education Corporations (Former Sixth Form
Colleges) (Replacement of Instruments and Articles of Government) Order 2007 and comes

into force on 1 January 2008.

2. The Instrument of Government set out in Schedule 1 and the Articles of Government
set out in Schedule 2 shall replace the Instrument and Articles of Government for each of the

colleges.

3. Accordingly the Further Education Corporations (Former Sixth Form Colleges)
(Replacement of Instruments and Articles of Government) Order 2006 and the Instrument
and Aurticles of Government for each of the colleges which had effect immediately before 1

January 2008 are revoked.

17 December 2007 Team Leader,
Governance and Organisation Team

Further Education and Skills Directorate

Department for Innovation, Universities and

Skills

a 1992 c.13 : subsection(2) was amended by paragraph 23 of Schedule 9 to the Learning and Skills Act
2000 (c.21)
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retation of the terms used

In this Instrument of Government—

any reference to “the Principal” shall include a person acting as Principal;

(b) “the Clerk” means the Clerk to the Corporation;

(©

(d)

(€)
(f)

9

“the Corporation” means any further education corporation to which this Instrument

applies;

powers under the Further and Higher Education Act 1992(%);
“this Instrument” means this Instrument of Government;

“the LSC” means the Learning and Skills Council for England;

11 of the Learning and Skills Act 2000(%);

11992 ¢.13.
22000 ¢.21.
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“the institution” means the institution which the Corporation is established to conduct
and any institution for the time being conducted by the Corporation in exercise of its

“LSC member” means a member of the Corporation appointed by the LSC under section



(h)

(i)
()
(k)
(1)

(m)

(n)
(0)

INSTRUMENT

“meeting” includes a meeting at which the members attending are present in more than
one room, provided that by the use of video-conferencing facilities it is possible for every
person present at the meeting to communicate with each other;

“necessary skills” means skills and experience, other than professional qualifications,
specified by the Corporation as appropriate for members to have;

LRI

“parent member”, “staff member”, and “student member” have the meanings given to
them in clause 2;

“the previous Instrument of Government” means the Instrument of Government relating
to the Corporation which had effect immediately before 1st January 2008;

“the Secretary of State” means the Secretary of State for Innovation, Universities and
Skills;

“staff matters” means the remuneration, conditions of service, promotion, conduct,
suspension, dismissal or retirement of staff;

“the students’ union” means any association of students formed to further the educational
purposes of the institution and the interests of students, as students;

a “variable category” means any category of members whose numbers may vary
according to clauses 2 and 3.

Composition of the Corporation

2—4.4 Subject to the transitional arrangements set out in clause 4, the Corporation shall
consist of—

(@)

(b)
(©)
(d)

(€)

()

up to fifteen members who appear to the Corporation to have the necessary skills to
ensure that the Corporation carries out its functions under article 3 of the Articles of
Government;

up to two LSC members (if appointed);
the Principal of the institution, unless the Principal chooses not to be a member;

at least one and not more than three members who are members of the institution’s staff
and have a contract of employment with the institution and who have been nominated and
elected as set out in paragraphs (3), (4) or (5) (“staff members”™);

at least two and not more than three members who are students at the institution and have
been nominated and elected by their fellow students, or if the Corporation so decides, by
a recognised association representing such students (“student members”);

at least one and not more than two members, who are parents of students under the age of
19 years attending the institution, who have been nominated and elected by other parents,
or if the Corporation so decides, by a recognised association representing parents (“parent
members”).

(2) A person who is not for the time being enrolled as a student at the institution, shall
nevertheless be treated as a student during any period of authorised absence from the institution
for study, travel or for carrying out the duties of any office held by that person in the institution’s
students’ union.

(3) Where the Corporation has decided or decides that there is to be one staff member; the
member may be a member of the academic staff or the non-academic staff and shall be nominated
and elected by all staff.

(4) Where the Corporation has decided or decides that there are to be two staff members—

(@)

(b)

one may be a member of the academic staff, nominated and elected only by academic
staff; and the other may be a member of the non-academic staff, nominated and elected
only by non-academic staff, or

each may be a member of the academic or non-academic staff, nominated and elected by
all staff.
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(5) Where the Corporation has decided that there are to be three staff members -

(@) all may be members of the academic or non-academic staff, nominated and elected by all
staff,

(b) one may be a member of the academic or the non-academic staff, nominated and elected
by all staff, one may be a member of the academic staff, nominated and elected by
academic staff only, and one may be a member of the non-academic staff nominated and
elected by non-academic staff only,

(c) two may be members of the academic staff, nominated and elected by academic staff
only, and one may be a member of the non-academic staff, nominated and elected by non-
academic staff only, or

(d) one may be a member of the academic staff, nominated and elected by academic staff
only, and two may be members of the non-academic staff, nominated and elected by non-
academic staff only.

(6) The appointing authority, as set out in clause 5, will decide whether a person is eligible for
nomination, election and appointment as a member of the Corporation under paragraph (1).

Determination of membership numbers

3.—4.5 Subject to paragraph (2) and the transitional arrangements in clause 4, the number of
members of the Corporation, other than LSC members, and the number of members of each
variable category shall be that decided by the Corporation in the most recent determination
made under the previous Instrument of Government.

(1) The Corporation may at any time vary the determination referred to in paragraph (1) and any
subsequent determination under this paragraph provided that -

(@) the number of members of the Corporation, other than LSC members, shall not be less
than twelve or more than twenty; and

(b) the numbers of members of each variable category shall be subject to the limit which
applies to that category set out in Clause 2,.

(2) No determination under this clause shall terminate the appointment of any person who is
already a member of the Corporation at the time when the determination is made.

Transitional arrangements
4. Where, following the last determination under the previous Instrument of Government, the
membership of the Corporation does not conform in number to that determination—

(@) nothing in clauses 2 and 3 of this Instrument shall require the removal of members where
the previous Instrument would not have required their removal; but

(b) the Corporation shall ensure that any new appointments are made so that its composition
conforms to the determination as soon as possible.

Appointment of the members of the Corporation
5.—4.6 Subject to paragraph (2) the Corporation is the appointing authority in relation to the
appointment of its members other than LSC members.

(1) If the number of members falls below the number needed for a quorum, the Secretary of
State is the appointing authority in relation to the appointment of those members needed for a
quorum.

(2) The appointing authority may decline to appoint a person as a parent, staff or student
member if—

() it is satisfied that the person has been removed from office as a member of a further
education corporation in the previous ten years; or
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(b) the appointment of the person would contravene any rule or bye-law made under article
23 of the Articles of Government concerning the number of terms of office which a
person may serve, provided that such rules or bye-laws make the same provision for each
category of members appointed by the appointing authority; or

(c) the person is ineligible to be a member of the corporation because of clause 8.

(3) Where the office of any member becomes vacant the appointing authority shall as soon as
practicable take all necessary steps to appoint a new member to fill the vacancy.

Appointment of the Chair and Vice-Chair

6.—4.7 The members of the Corporation shall appoint a Chair and a Vice-Chair from among
themselves.

(1) Neither the Principal nor any staff or student member shall be eligible to be appointed as
Chair or Vice-Chair or to act as Chair in their absence.

(2) If both the Chair and the Vice-Chair are absent from any meeting of the Corporation, the
members present shall choose someone from among themselves to act as Chair for that meeting.

(3) The Chair and Vice-Chair shall hold office for such period as the Corporation decides.

(4) The Chair or Vice-Chair may resign from office at any time by giving notice in writing to the
Clerk.

(5) If the Corporation is satisfied that the Chair is unfit or unable to carry out the functions of
office, it may give written notice, removing the Chair from office and the office shall then be
vacant.

(6) If the Corporation is satisfied that the Vice-Chair is unfit or unable to carry out the functions
of office, it may give written notice, removing the Vice-Chair from office and the office shall then
be vacant.

(7) At the last meeting before the end of the term of office of the Chair, or at the first meeting
following the Chair’s resignation or removal from office, the members shall appoint a replacement
from among themselves.

(8) At the last meeting before the end of the term of office of the Vice-Chair, or at the first
meeting following the Vice-Chair’s resignation or removal from office, the members shall appoint
a replacement from among themselves.

(9) At the end of their respective terms of office, the Chair and Vice-Chair shall be eligible for
reappointment.

(10) Paragraph (10) is subject to any rule or bye-law made by the Corporation under article 23
of the Articles of Government concerning the number of terms of office which a person may
serve.

Appointment of the Clerk to the Corporation
7.—4.8 The Corporation shall appoint a person to serve as its Clerk, but the Principal may not
be appointed as Clerk.

(1) In the temporary absence of the Clerk, the Corporation shall appoint a person to serve as a
temporary Clerk, but the Principal may not be appointed as temporary Clerk.

(2) Any reference in this Instrument to the Clerk shall include a temporary Clerk appointed
under paragraph (2).

(3) Subject to clause 14, the Clerk shall be entitled to attend all meetings of the Corporation and
any of its committees.

(4) The Clerk may also be a member of staff at the institution.
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Persons who are ineligible to be members

8.—4.9 No one under the age of 18 years may be a member, except as a student member.
(1) The Clerk may not be a member.

(2) A person who is a member of staff of the institution may not be, or continue as, a member,
except as a staff member or in the capacity of Principal.

(3) Paragraph (3) does not apply to a student who is employed by the Corporation in connection
with the student’s role as an officer of a students’ union.

(4) Subject to paragraphs (6) and (7), a person shall be disqualified from holding, or from
continuing to hold, office as a member, if that person has been adjudged bankrupt, or is the subject
of a bankruptcy restrictions order, an interim bankruptcy restrictions order or a bankruptcy
restrictions undertaking within the meaning of the Insolvency Act 1986(°), or if that person has
made a composition or arrangement with creditors, including an individual voluntary arrangement.

(5) Where a person is disqualified by reason of having been adjudged bankrupt or by reason of
being the subject of a bankruptcy restrictions order, an interim bankruptcy restrictions order or a
bankruptcy restrictions undertaking, that disqualification shall cease—

(@) on that person’s discharge from bankruptcy, unless the bankruptcy order has before then
been annulled; or

(b) if the bankruptcy order is annulled, at the date of that annulment; or

(c) if the bankruptcy restrictions order is rescinded as a result of an application under section
375 of the Insolvency Act 1986, on the date so ordered by the court; or

(d) if the interim bankruptcy restrictions order is discharged by the court, on the date of that
discharge; or

(e) if the bankruptcy restrictions undertaking is annulled, at the date of that annulment.

(6) Where a person is disqualified by reason of having made a composition or arrangement with
creditors, including an individual voluntary arrangement, and then pays the debts in full, the
disqualification shall cease on the date on which the payment is completed and in any other case it
shall cease on the expiration of three years from the date on which the terms of the deed of
composition, arrangement or individual voluntary arrangement are fulfilled.

(7) Subject to paragraph (9), a person shall be disqualified from holding, or from continuing to
hold, office as a member if—

(@) within the previous five years that person has been convicted, whether in the United
Kingdom or elsewhere, of any offence and has received a sentence of imprisonment,
whether suspended or not, for a period of three months or more, without the option of a
fine; or

(b) within the previous twenty years that person has been convicted as set out in sub-
paragraph (a) and has received a sentence of imprisonment, whether suspended or not, for
a period of more than two and a half years; or

(c) that person has at any time been convicted as set out in sub-paragraph (a) and has
received a sentence of imprisonment, whether suspended or not, of more than five years.

(8) For the purpose of this regulation there shall be disregarded any conviction by or before a
court outside the United Kingdom for an offence in respect of conduct which, if it had taken place
in the United Kingdom, would not have constituted an offence under the law then in force
anywhere in the United Kingdom.

(9) Upon a member of the Corporation becoming disqualified from continuing to hold office
under paragraphs (5) or (8), the member shall immediately give notice of that fact to the Clerk.

%1986.c.45 as amended by the Enterprise Act 2002 (c. 40)
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The term of office of a member
9.—4.10 A member of the Corporation shall hold and vacate office in accordance with the
terms of the appointment, but the length of the term of office shall not exceed four years.

(1) Members retiring at the end of their term of office shall be eligible for reappointment, and
clause 5 shall apply to the reappointment of a member as it does to the appointment of a member.

(2) Paragraph (2) is subject to any rule or bye-law made by the Corporation under article 23 of
the Articles of Government concerning the number of terms of office which a person may serve.

Termination of membership
10.—4.11 A member may resign from office at any time by giving notice in writing to the
Clerk.
(1) If at any time the Corporation is satisfied that any member —
(@) is unfit or unable to discharge the functions of a member; or
(b) has been absent from meetings of the Corporation for a period longer than six
consecutive months without the permission of the Corporation,
the Corporation may by notice in writing to that member remove the member from office and the
office shall then be vacant.

(2) Any person who is a member of the Corporation by virtue of being a member of the staff at
the institution, including the Principal, shall cease to hold office upon ceasing to be a member of
the staff and the office shall then be vacant.

(3) A student member shall cease to hold office—

(@) at the end of the student’s final academic year, or at such other time in the year after
ceasing to be a student as the Corporation may decide; or

(b) if expelled from the institution,

and the office shall then be vacant.

Members not to hold interests in matters relating to the institution
11.—4.12 Except with the written approval of the Secretary of State, no member shall acquire
or hold any interest in any property that is held or used for the purposes of the institution.
(1) A member to whom paragraph (3) applies shall -
(a) disclose to the Corporation the nature and extent of the interest; and

(b) if present at a meeting of the Corporation, or of any of its committees, at which such
supply, contract or other matter as is mentioned in paragraph (3) is to be considered, not
take part in the consideration or vote on any question with respect to it and not be
counted in the quorum present at the meeting in relation to a resolution on which that
member is not entitled to vote; and

(c) withdraw, if present at a meeting of the Corporation, or any of its committees, at which
such supply, contract or other matter as is mentioned in paragraph (3) is to be considered,
where required to do so by a majority of the members of the Corporation or committee
present at the meeting.

(2) This paragraph applies to a member who—
(@) has any financial interest in—

(i) the supply of work to the institution, or the supply of goods for the purposes of the
institution;

(ii) any contract or proposed contract concerning the institution; or
(iii) any other matter relating to the institution; or
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(b) has any other interest of a type specified by the Corporation in any matter relating to the
institution.

(3) This clause shall not prevent the members considering and voting upon proposals for the
Corporation to insure them against liabilities incurred by them arising out of their office or the
Corporation obtaining such insurance and paying the premium.

(4) Where the matter under consideration by the Corporation or any of its committees relates to
the pay and conditions of all staff, or all staff in a particular class, a staff member—

(@) need not disclose a financial interest; and

(b) may take part in the consideration of the matter, vote on any question with respect to it
and count towards the quorum present at that meeting, provided that in so doing, the staff
member acts in the best interests of the Corporation as a whole and does not seek to
represent the interests of any other person or body, but

(c) shall withdraw from the meeting if the matter is under negotiation with staff and the staff
member is representing any of the staff concerned in those negotiations.

(5) The Clerk shall maintain a register of the interests of the members which have been
disclosed and the register shall be made available during normal office hours at the institution to
any person wishing to inspect it.

Meetings

12.—4.13 The Corporation shall meet at least once in every term, and shall hold such other
meetings as may be necessary.

(1) Subject to paragraphs (4) and (5) and to clause 13(4), all meetings shall be called by the
Clerk, who shall, at least seven calendar days before the date of the meeting, send to the members
of the Corporation written notice of the meeting and a copy of the proposed agenda.

(2) If it is proposed to consider at any meeting the remuneration, conditions of service, conduct,
suspension, dismissal or retirement of the Clerk, the Chair shall, at least seven calendar days
before the date of the meeting, send to the members a copy of the agenda item concerned, together
with any relevant papers.

(3) A meeting of the Corporation, called a “special meeting”, may be called at any time by the
Chair or at the request in writing of any five members.

(4) Where the Chair, or in the Chair’s absence the Vice-Chair, decides that there are matters
requiring urgent consideration, the written notice convening the special meeting and a copy of the
proposed agenda may be given within less than seven calendar days.

(5) Every member shall act in the best interests of the Corporation and shall not be bound to
speak or vote by mandates given by any other body or person.

Quorum

13.—4.14 Meetings of the Corporation shall be quorate if the number of members present is
at least 40% of the total number of members, determined according to clause 3, together with
any LSC members.

(1) If the number of members present for a meeting of the Corporation does not constitute a
quorum, the meeting shall not be held.

(2) If during a meeting of the Corporation there ceases to be a quorum, the meeting shall be
terminated at once.

(3) If a meeting cannot be held or cannot continue for lack of a quorum, the Chair may call a
special meeting as soon as it is convenient.

29



INSTRUMENT

Proceedings of meetings

14.—4.15 Every question to be decided at a meeting of the Corporation shall be decided by a
majority of the votes cast by members present and entitled to vote on the question.

(1) Where, at a meeting of the Corporation, there is an equal division of votes on a question to
be decided, the Chair of the meeting shall have a second or casting vote.

(2) A member may not vote by proxy or by way of postal vote.

(3) No resolution of the members may be rescinded or varied at a subsequent meeting unless
consideration of the rescission or variation is a specific item of business on the agenda for that
meeting.

(4) Except as provided by procedures made pursuant to article 16 of the Articles of Government,
a member of the Corporation who is a member of staff at the institution, including the Principal,
shall withdraw—

(@) from that part of any meeting of the Corporation, or any of its committees, at which staff
matters relating solely to that member of the staff, as distinct from staff matters relating to
all members of staff or all members of staff in a particular class, are to be considered;

(b) from that part of any meeting of the Corporation, or any of its committees, at which that
member’s reappointment or the appointment of that member’s successor is to be
considered,

(c) from that part of any meeting of the Corporation, or any of its committees, at which the
matter under consideration concerns the pay or conditions of service of all members of
staff, or all members of staff in a particular class, where the member of staff is acting as a
representative (whether or not on behalf of a recognised trade union) of all members of
staff or the class of staff (as the case may be); and

(d) if so required by a resolution of the other members present, from that part of any meeting
of the Corporation or any of its committees, at which staff matters relating to any member
of staff holding a post senior to that member’s are to be considered, except those relating
to the pay and conditions of all staff or all staff in a particular class.

(5) A Principal who has chosen not to be a member of the Corporation shall still be entitled to
attend and speak, or otherwise communicate, at all meetings of the Corporation and any of its
committees, except that the Principal shall withdraw in any case where the Principal would be
required to withdraw under paragraph (5).

(6) A student member who is under the age of 18 shall not vote at a meeting of the Corporation,
or any of its committees, on any question concerning any proposal—

(@) for the expenditure of money by the Corporation; or

(b) under which the Corporation, or any members of the Corporation, would enter into any
contract, or would incur any debt or liability, whether immediate, contingent or
otherwise.

(7) Except as provided by rules made under article 18 (3) of the Articles of Government relating
to appeals and representations by students in disciplinary cases, a student member shall withdraw
from that part of any meeting of the Corporation or any of its committees, at which a student’s
conduct, suspension or expulsion is to be considered.

(8) In any case where the Corporation, or any of its committees, is to discuss staff matters
relating to a member or prospective member of staff at the institution, a student member shall—

(a) take no part in the consideration or discussion of that matter and not vote on any question
with respect to it; and

(b) where required to do so by a majority of the members, other than student members, of the
Corporation or committee present at the meeting, withdraw from the meeting.

(9) The Clerk—
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(@) shall withdraw from that part of any meeting of the Corporation, or any of its committees,
at which the Clerk’s remuneration, conditions of service, conduct, suspension, dismissal
or retirement in the capacity of Clerk are to be considered; and

(b) where the Clerk is a member of staff at the institution, the Clerk shall withdraw in any
case where a member of the Corporation is required to withdraw under paragraph (5).

(20) If the Clerk withdraws from a meeting, or part of a meeting, of the Corporation under
paragraph (10), the Corporation shall appoint a person from among themselves to act as Clerk
during this absence.

(11) If the Clerk withdraws from a meeting, or part of a meeting, of a committee of the
Corporation, the Corporation shall appoint a person from among themselves to act as Clerk to the
committee during this absence.

Minutes

15.—4.16 Written minutes of every meeting of the Corporation shall be prepared, and, subject
to paragraph (2), at every meeting of the Corporation the minutes of the last meeting shall be
taken as an agenda item.

(1) Paragraph (1) shall not require the minutes of the last meeting to be taken as an agenda item
at a special meeting, but where they are not taken, they shall be taken as an agenda item at the next
meeting which is not a special meeting.

(2) Where minutes of a meeting are taken as an agenda item and agreed to be accurate, those
minutes shall be signed as a true record by the Chair of the meeting.

(3) Separate minutes shall be taken of those parts of meetings from which staff members, the
Principal, student members or the Clerk have withdrawn from a meeting in accordance with clause
14(5), (6), (8), (9) or (10) and such persons shall not be entitled to see the minutes of that part of
the meeting or any papers relating to it.

Public access to meetings

16. The Corporation shall decide any question as to whether a person should be allowed to
attend any of its meetings where that person is not a member, the Clerk or the Principal and in
making its decision, it shall give consideration to clause 17(2).

Publication of minutes and papers

17.—4.17 Subject to paragraph (2), the Corporation shall ensure that a copy of—
(@) the agenda for every meeting of the Corporation;

(b) the draft minutes of every such meeting, if they have been approved by the Chair of the
meeting;

(c) the signed minutes of every such meeting; and

(d) any report, document or other paper considered at any such meeting,
shall as soon as possible be made available during normal office hours at the institution to any
person wishing to inspect them.

(2) There shall be excluded from any item made available for inspection any material relating
to—

(@) anamed person employed at or proposed to be employed at the institution;
(b) anamed student at, or candidate for admission to, the institution;
(c) the Clerk; or

(d) any matter which, by reason of its nature, the Corporation is satisfied should be dealt with
on a confidential basis.
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(3) The Corporation shall ensure that a copy of the draft or signed minutes of every meeting of
the Corporation, under paragraph (1), shall be placed on the institution’s website, and shall,
despite any rules the Corporation may make regarding the archiving of such material, remain on
its website for a minimum period of 12 months.

(4) The Corporation shall review regularly all material excluded from inspection under
paragraph (2)(d) and make any such material available for inspection where it is satisfied that the
reason for dealing with the matter on a confidential basis no longer applies, or where it considers
that the public interest in disclosure outweighs that reason.

Payment of allowances to members

18. The Corporation may pay to its members such travelling, subsistence or other allowances
as it decides, but shall not without the written approval of the Secretary of State, pay allowances
which remunerate the members for their services as members.

Copies of the Instrument of Government

19. A copy of this Instrument shall be given free of charge to every member of the
Corporation and at a charge not exceeding the cost of copying or free of charge to any other
person who so requests a copy, and shall be available for inspection at the institution upon
request, during normal office hours, to every member of staff and every student.

Change of name of the Corporation

20. The Corporation may change its name with the approval of the Secretary of State.

Application of the seal

21. The application of the seal of the Corporation shall be authenticated by—

(@) the signature of either the Chair or of some other member authorised either generally or
specially by the Corporation to act for that purpose; and

(b) the signature of any other member.
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Interpretation of the terms used

22.
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(b)
(©

(d)
©
()
@

(h)
(i)

()
(k)

In these Articles of Government—
any reference to “the Principal” shall include a person acting as Principal,
“the Articles” means these Articles of Government;

“Chair” and “Vice-Chair” mean respectively the Chair and Vice-Chair of the
Corporation appointed under clause 6 of the Instrument of Government;

“the Clerk™ has the same meaning as in the Instrument of Government;

“the Corporation” has the same meaning as in the Instrument of Government;

“the LSC” means the Learning and Skills Council for England;

“parent member”, “staff member” and “student member” have the same meanings as in
the Instrument of Government;

“the Secretary of State” means the Secretary of State for Innovation, Universities and
Skills;

“senior post” means the post of Principal and such other senior posts as the Corporation
may decide for the purposes of these Articles;

“the staff” means all the staff who have a contract of employment with the institution;

“the students’ union” has the same meaning as in the Instrument of Government.
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Conduct of the institution

23. The institution shall be conducted in accordance with the provisions of the Instrument of
Government, these Articles, any rules or bye-laws made under these Articles and any trust deed
regulating the institution.

Responsibilities of the Corporation, the Principal and the Clerk

24.—4.18 The Corporation shall be responsible for the following functions—

(@) the determination and periodic review of the educational character and mission of the
institution and the oversight of its activities;

(b) approving the quality strategy of the institution;

(c) the effective and efficient use of resources, the solvency of the institution and the
Corporation and safeguarding their assets;

(d) approving annual estimates of income and expenditure;

(e) the appointment, grading, suspension, dismissal and determination of the pay and
conditions of service of the holders of senior posts and the Clerk, including, where the
Clerk is, or is to be appointed as, a member of staff, the Clerk’s appointment, grading,
suspension, dismissal and determination of pay in the capacity of a member of staff; and

() setting a framework for the pay and conditions of service of all other staff.

(2) Subject to the responsibilities of the Corporation, the Principal shall be the Chief Executive
of the institution, and shall be responsible for the following functions-

(@) making proposals to the Corporation about the educational character and mission of the
institution and implementing the decisions of the Corporation;

(b) the determination of the institution’s academic and other activities;

(c) preparing annual estimates of income and expenditure for consideration and approval by
the Corporation, and the management of budget and resources within the estimates
approved by the Corporation;

(d) the organisation, direction and management of the institution and leadership of the staff;

(e) the appointment, assignment, grading, appraisal, suspension, dismissal and determination,
within the framework set by the Corporation, of the pay and conditions of service of staff,
other than the holders of senior posts or the Clerk, where the Clerk is also a member of
the staff; and

(f) maintaining student discipline and, within the rules and procedures provided for within
these Articles, suspending or expelling students on disciplinary grounds or expelling
students for academic reasons.

(3) The Clerk shall be responsible for the following functions: -
(a) advising the Corporation with regard to the operation of its powers;
(b) advising the Corporation with regard to procedural matters;
(c) advising the Corporation with regard to the conduct of its business; and
(d) advising the Corporation with regard to matters of governance practice.

The establishment of committees and delegation of functions generally

25.—4.19 The Corporation may establish committees for any purpose or function, other than
those assigned in these Articles to the Principal or Clerk and may delegate powers to-

(@) such committees;
(b) the Chair, or in the Chair’s absence, the Vice-Chair; or
(c) the Principal.

34



ARTICLES

(2) The number of members of a committee and the terms on which they are to hold and to
vacate office, shall be decided by the Corporation.

(3) The Corporation may also establish committees under collaboration arrangements made with
other further education institutions and/or maintained schools, and such joint committees shall be
subject to any regulations made under section 166 of the Education and Inspections Act 2006°
governing such arrangements.

The search committee

26.—4.20 The Corporation shall establish a committee, to be known as the “search
committee”, to advise on—

(@) the appointment of members (other than as a parent, staff or student member); and

(b) such other matters relating to membership and appointments as the Corporation may ask
it to.

(2) The Corporation shall not appoint any person as a member (other than as a parent, staff or
student member) without first consulting and considering the advice of the search committee.

(3) The Corporation may make rules specifying the way in which the search committee is to be
conducted. A copy of these rules, together with the search committee’s terms of reference and its
advice to the Corporation, other than any advice which the Corporation is satisfied should be dealt
with on a confidential basis, shall be published on the institution’s website and shall be made
available for inspection at the institution by any person during normal office hours.

(4) The Corporation shall review regularly all material excluded from inspection under
paragraph (3) and shall make any such material available for inspection where it is satisfied that
the reason for dealing with the matter on a confidential basis no longer applies, or where it
considers that the public interest in disclosure outweighs that reason.

The audit committee

27.—4.21 The Corporation shall establish a committee, to be known as the “audit committee”,
to advise on matters relating to the Corporation’s audit arrangements and systems of internal
control.

(1) The audit committee shall consist of at least three persons and may include members of staff
at the institution with the exception of those in senior posts, and shall operate in accordance with
any requirements of the LSC.

Composition of committees

28. Any committee established by the Corporation, other than the committee referred to in
article 10, may include persons who are not members of the Corporation.

Access to committees by non-members and publication of minutes

29. The Corporation shall ensure that:—

(a) a written statement of its policy regarding attendance at committee meetings by persons
who are not committee members; and

(b) the minutes of committee meetings, if they have been approved by the Chair of the
meeting,

are published on the institution’s website and made available for inspection at the institution by
any person, during normal office hours.

(%) 2006 c. 40.
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Delegable and non-delegable functions

30. The Corporation shall not delegate the following functions-
(a) the determination of the educational character and mission of the institution;
(b) the approval of the annual estimates of income and expenditure;

(c) the responsibility for ensuring the solvency of the institution and the Corporation and for
safeguarding their assets;

(d) the appointment of the Principal or holder of a senior post;

(e) the appointment of the Clerk, (including, where the Clerk is, or is to be, appointed as a
member of staff the Clerk’s appointment in the capacity of a member of staff); and

(f) the modification or revocation of these Articles.
31.—(1) The Corporation may not delegate -
(a) the consideration of the case for dismissal, and
(b) the power to determine an appeal in connection with the dismissal
of the Principal, the Clerk or the holder of a senior post, other than to a committee of members
of the Corporation.
(2)The Corporation shall make rules specifying the way in which a committee having functions
under paragraph (1) shall be established and conducted.
32. The Principal may delegate functions to the holder of any other senior post other than-

(a) the management of budget and resources; and
(b) any functions that have been delegated to the Principal by the Corporation.

Appointment and promotion of staff
33.—4.22 Where there is a vacancy or expected vacancy in a senior post, the Corporation
shall—
(a) advertise the vacancy nationally; and
(b) appoint a selection panel consisting of—

(i) at least five members of the Corporation including the Chair or the Vice-Chair or
both, where the vacancy is for the post of Principal ; or

(i) the Principal and at least three other members of the Corporation, where the vacancy
is for any other senior post.

(2) The members of the selection panel shall—
(@) decide on the arrangements for selecting the applicants for interview;
(b) interview the applicants; and

(c) where they consider it appropriate to do so, recommend to the Corporation for
appointment one of the applicants they have interviewed.

(3) If the Corporation approves the recommendation of the selection panel, that person shall be
appointed.

(4) If the members of the selection panel are unable to agree on a person to recommend to the
Corporation, or if the Corporation does not approve their recommendation, the Corporation may
make an appointment itself of a person from amongst those interviewed, or it may require the
panel to repeat the steps specified in paragraph (2), with or without first re-advertising the
vacancy.

(5) Where there is a vacancy in a senior post or where the holder of a senior post is temporarily
absent, until that post is filled or the absent post holder returns, a member of staff-
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(&) may be required to act as Principal or in the place of any other senior post holder; and

(b) if so required, shall have all the duties and responsibilities of the Principal or such other
senior post holder during the period of the vacancy or temporary absence.

(6) The Corporation shall seek the Secretary of State’s consent before making any temporary
appointment to the post of Principal or any other senior post, where it is intended that such a post
holder will not have a contract of employment with the Corporation.

34. The Principal shall have responsibility for selecting for appointment all members of staff
other than -
(@) senior post holders; and

(b) where the Clerk is also to be appointed as a member of staff, the Clerk in the role of a
member of staff.

Rules relating to the conduct of staff

35. After consultation with the staff, the Corporation shall make rules relating to their
conduct.

Academic freedom

36. In making rules under article 14, the Corporation shall have regard to the need to ensure
that academic staff at the institution have freedom within the law to question and test received
wisdom, and to put forward new ideas and controversial or unpopular opinions, without putting
themselves at risk of losing their jobs or any privileges which they may enjoy at the institution.

Grievance, suspension and disciplinary procedures

37.—4.23 After consultation with staff, the Corporation shall make rules setting out
(@) grievance procedures for all staff;
(b) procedures for the suspension of all staff; and
(c) disciplinary and dismissal procedures for
(i) senior post-holders, and
(ii) staff other than senior post holders

and such procedures shall be subject to the provisions of articles 3(1)(e), 3(2)(e), 9(d), 9(e), 10(1)
and 17.

(2) Any rules made under paragraph (1)(b) shall include provision that where a person has been
suspended without pay, any appeal against such suspension shall be heard and action taken in a
timely manner.

(3) Any rules made under paragraph (1)(c)(i) shall include provision that where the Corporation
considers that it may be appropriate to dismiss a person, a preliminary investigation shall be
conducted to examine and determine the case for dismissal.

Suspension and dismissal of the Clerk

38.—4.24 Where the Clerk is also a member of staff at the institution, the Clerk is to be
treated as a senior post holder for the purposes of article 16(c).

(1) Where the Clerk is suspended or dismissed under article 16, that suspension or dismissal
shall not affect the position of the Clerk in the separate role of Clerk to the Corporation.
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Students

39.—4.25 Any students’ union shall conduct and manage its own affairs and funds in
accordance with a constitution approved by the Corporation and no amendment to, or rescission
of, that constitution, in part or in whole, shall be valid unless approved by the Corporation.

(1) The students’ union shall present audited accounts annually to the Corporation.

(2) After consultation with representatives of the students, the Corporation shall make rules
concerning the conduct of students, including procedures for their suspension and expulsion
(including expulsion for an unsatisfactory standard of work or other academic reason).

Financial matters

40. The Corporation shall set the policy by which the tuition and other fees payable to it are
determined, subject to any terms and conditions attached to grants, loans or other payments paid
or made by the LSC.

Co- operation with the LSC’s auditor

41. The Corporation shall co-operate with any person who has been authorised by the LSC to
audit any returns of numbers of students or claims for financial assistance and shall give any
such person access to any documents or records held by the Corporation, including computer
records.

Internal audit

42.—4.26 The Corporation shall, at such times as it considers appropriate, examine and
evaluate its systems of internal financial and other control to ensure that they contribute to the
proper, economic, efficient and effective use of the Corporation’s resources.

(1) The Corporation may arrange for the examination and evaluation mentioned in paragraph (1)
to be carried out on its behalf by internal auditors.

(2) The Corporation shall not appoint persons as internal auditors to carry out the activities
referred to in paragraph (1) if those persons are already appointed as external auditors under
article 22.

Accounts and audit of accounts

43.—4.27 The Corporation shall

(a) keep proper accounts and proper records in relation to the accounts; and

(b) prepare a statement of accounts for each financial year of the Corporation.
(2) The statement shall—

(@) give a true and fair account of the state of the Corporation’s affairs at the end of the
financial year and of its income and expenditure in the financial year; and

(b) comply with any directions given by the LSC as to the information to be contained in it,
the manner in which the information is to be presented, the methods and principles
according to which it is to be prepared and the time and manner of publication.

(3) The accounts and the statement of accounts shall be audited by external auditors appointed
by the Corporation in respect of each financial year.

(4) The Corporation shall not appoint persons as external auditors in respect of any financial
year if those persons are already appointed as internal auditors under article 21.

(5) Auditors shall be appointed and audit work conducted in accordance with any requirements
of the LSC.
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(6) The “financial year” means the first financial year and, except as provided for in paragraph
(8), each successive period of twelve months.

(7) The “first financial year” means the period from the date the Corporation was established up
to the second 31st July following that date, or up to some other date which has been chosen by the
Corporation with the LSC’s approval.

(8) If the Corporation is dissolved—
(@) the last financial year shall end on the date of dissolution; and

(b) the Corporation may decide, with the LSC’s approval, that what would otherwise be the
last two financial years, shall be a single financial year for the purpose of this article.

Rules and bye-laws

44. The Corporation shall have the power to make rules and bye-laws relating to the
government and conduct of the institution and these rules and bye-laws shall be subject to the
provisions of the Instrument of Government and these Articles.

Copies of Articles of Government and rules and bye-laws

45. A copy of these Articles, and of any rules and bye-laws, shall be given free of charge to
every member of the Corporation and at a charge not exceeding the cost of copying or free of
charge, to any other person who requests a copy and shall be available for inspection at the
institution upon request, during normal office hours, to every member of staff and every student.
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Alton College

Ashton-under-Lyne Sixth Form College
Barrow-in-Furness Sixth Form College
Barton Peveril College

Bede College

Bexhill College

Bilborough College

Birkenhead Sixth Form College

Bolton Sixth Form College

Brighton Hove and Sussex Sixth Form College
Cadbury Sixth Form College

Cheadle and Marple Sixth Form College
City of Stoke-on-Trent Sixth Form College
Coulsdon College

East Norfolk Sixth Form College
Eccles College

Esher College

Franklin College

Gateway Sixth Form College
Godalming College

Greenhead College

Hartlepool Sixth Form College

Havant College

Havering Sixth Form College

Hereford Sixth Form College

Hills Road Sixth Form College
Huddersfield New College

Itchen College

John Leggott Sixth Form College

John Ruskin College

Joseph Chamberlain Sixth Form College
King George V College

Leyton Sixth Form College

Long Road Sixth Form College
Longley Park Sixth Form College
Luton Sixth Form College

NEW College Pontefract

New College Telford

Newham Sixth Form College

Oldham Sixth Form College

Pendleton College

Portsmouth College

Priestley College

Queen Elizabeth Sixth Form College
Queen Mary's College

Regent College

Reigate College
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Scarborough Sixth Form College
SEEVIC College

Shrewsbury Sixth Form College

Sir George Monoux Sixth Form College
Spelthorne College

St Vincent College

Stockton Sixth Form College
Taunton's College

The Blackpool Sixth Form College
The Brooke House Sixth Form College
The Sixth Form College Farnborough
The Sixth Form College, Colchester
The Sixth Form College, Solihull
Totton College

Varndean College

Wilberforce College

Winstanley College

Woking College

Woodhouse College

Worcester Sixth Form College
Worthing Sixth Form College

Wyggeston and Queen Elizabeth | College

Wyke Sixth Form College
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APPENDIX C

WOKING COLLEGE

Committed to Success

CODE OF CONDUCT FOR MEMBERS OF THE CORPORATION

INTRODUCTION

This Code of Conduct outlines the guiding principles that underpin the actions of all
governors and external members of committees of the Corporation and by which the
Corporation and individual members will operate.

This Code is not a definitive or authoritative statement of responsibilities and should be
read in addition to the Standing Orders of the Corporation.

This Code applies to every committee or working party of the Corporation and to every
subsidiary company or joint venture of the College to which Governors or external
members may be appointed.

In this Code references to ‘Member’ means governors of the Corporation of Woking
College and external members of any committees or working parties of the Corporation.

By accepting appointment to the Corporation or to membership of a committee each
Member agrees to accept the provisions of this Code.

If a Member is in doubt about the provisions of this Code, the Clerk should be consulted.
However, ultimate responsibility for the appropriateness of conduct as a Member and for
any act or omission in that capacity rests with the individual Member.

AIMS AND VALUES

The College Mission agreed by the Corporation from time to time seeks to encapsulate the
core purposes and aims of the College. Members should have due regard to these
purposes and aims when conducting the business of the Corporation and considering the
activities and proposed activities of the College.

COLLECTIVE RESPONSIBILITY AND DUTIES

Bearing in mind the corporate nature of governance and the need for a positive and effective
partnership between the Corporation and the Principal, individual members should:

(a) Support the aims and objectives of the College and promote its interests and those
of the students in the wider community and protect the good reputation of the College
and the trust and confidence of those with whom it deals;

(b) Work co-operatively with other governors in the best interests of the College so that
the Corporation and the Principal perform their respective roles effectively;

(c) Encourage the open expression of views at meetings acknowledging that
differences of opinion may arise in discussion and when a majority decision of the
governing body prevails, support this and accept collective responsibility for all
decisions. This means that Members will not speak out against decisions, in public or
private, outside meetings of the Corporation or its committees;

(d) Base their views on matters before the Corporation on an honest assessment of
the available facts, unbiased by partisan or representative views, always for the benefit
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4.1

5.1

5.2

6.1

6.2

6.3

of the College, its students and staff and other users of the College and with a view to
safeguarding public funds;

(e) Observe the provisions of the College’s Instrument and Articles of Government in
particular the responsibilities given to the Corporation by the College’s Articles of
Government set out in Appendix 1. These include maintaining an oversight of the
College activities strategic policy and overall direction and responsibility for certain key
aspects of its operation i.e. educational character, resources and budget. Additionally
Governors appoint the Principal and monitor the performance of the Principal and
other senior postholders;

(f) Allow the Principal, as the College’s Chief Executive, to organise, direct and
manage the affairs of the College in such a manner as allows him or her to exercise
the required powers of leadership and control. The responsibilities given to the
Principal by the College’s Articles of Government are set out in Appendix 2. The
Principal takes responsibility for implementing the Corporation’s decisions, managing
the College’s affairs within the budgets and framework fixed by the Corporation and for
providing advice on matters relating to the educational character of the College; and

(g) Give priority, as far as practical, to attending Corporation and committee meetings
with a minimum attendance level at all Corporation and Committee meetings of 70%.

LEGAL AUTHORITY
Members acknowledge that:

(a) They have no legal authority outside the meetings of the Corporation and its
committees to act individually except where the Corporation has expressly delegated
authority to do so; and

(b) They do not have the right to make statements or express opinions on behalf of the
Corporation or any of its committees.

PUBLIC SERVICE VALUES

Members should comply with the Standing Orders and Terms of Reference of the
Corporation and its committees to ensure that the Corporation conducts itself in an orderly,
fair, open and transparent manner. Members must keep those Standing Orders and Terms
of Reference under periodic review.

Public service values are at the heart of the further education service. Members agree that
students and other users of the College’s services come first and agree to personal and
corporate conduct based on the seven principles of public life set out in Clause 3.4.6 of the
Corporation Standing Orders.

SKILL, CARE, DILIGENCE AND EFFECTIVENESS

Members should in all their work for the College exercise such skill as they possess and such
care and diligence as would be expected from a reasonable person in the circumstances.
This will be particularly relevant when Members act as agents of the College, for example,
when functions are delegated to a committee of the Corporation or to the Chair.

Members should be careful to act within the Terms of Reference of any committees on
which they serve.

Members should take opportunities to enhance their effectiveness through participation in training
and development programmes and by increasing his or her own knowledge of the College.
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7. PERSONAL CONFLICTS OF INTEREST

7.1 Members should seek to avoid putting themselves in a position where there is a conflict
(actual or potential) between their personal interests and their duties to the Corporation
which might interfere with the exercise of their independent judgment:

(a) Members must not acquire or hold any financial interest in the College;

(b) Members are prohibited from receiving any remuneration or attendance allowance in
respect of their membership of the Corporation (save as a member of the College’s staff);

(c) Members must declare openly and immediately any personal conflict of interest arising
from a matter before the governors or from any other aspect of governorship in accordance
with the Instrument of Government Clause 11 and Standing Orders Clause 12;

(d) If an interest is declared that Member should not take part in the discussion of, or
decisions relating to, that item and shall not be counted in the quorum present at the meeting
in relation to a resolution on which they are not entitled to vote;and

(e) Members must resist any temptation or outside pressure to use the position of governor
to benefit themselves or other agencies. Members should not receive gifts, hospitality or
benefits of any kind from a third party which might be seen to compromise their personal
judgment or integrity as a Member. Any offer or receipt of such gifts, hospitality or benefits
should immediately be reported to the Clerk.

7.2 The Clerk will maintain a Register of Members’ Interests which will be open for public
inspection. Members must disclose annually to the Corporation all business interests, financial
or otherwise, which they may have, and the Clerk will enter such interests on the Register.
Members must give sufficient details to allow the nature of the interests to be understood by
enquirers. Members should inform the Clerk whenever their circumstances change and
interests are acquired or lost.

8. OPENNESS AND CONFIDENTIALITY

8.1 Members will appreciate that they are often privy to confidential information and that this
must be treated with complete discretion.

8.2 It is important that the Corporation and its committees have full and frank discussions in
order to take decisions collectively. To do so, there must be trust between Members with a
shared corporate responsibility for decisions. Members must keep confidential any matter
which, by reason of its nature, the Chair or Members decide should remain confidential. .

8.3 Unless otherwise agreed by the Corporation for a specific circumstance, statements on
behalf of the Corporation will only be made by the Chairman or the Principal in accordance
with Standing Order Clause 14.

8.4 Members must not publicly criticise, canvass or reveal either how Members voted within a meeting
or the views which have been expressed by Members at Corporation or committee meetings.

9. REMOVAL FROM OFFICE

9.1 Members agree that if the need arises to use the sanction of removing a governor, this will
take place in accordance with the Standing Orders Clause 4.7.
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AS A MEMBER OF THE CORPORATION / MEMBER OF A COMMITTEE OF THE CORPORATION | AGREE TO
OBSERVE THIS CODE OF CONDUCT TO THE BEST OF MY ABILITIES.

Dated:

Name of Member. ... ... ( Signed)
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Appendix D

WOKING COLLEGE

Committed to Success

PROCEDURE FOR SELECTING MEMBERS OF THE CORPORATION

GENERAL

1.

The Corporation has agreed that its membership shall be:

Skills Based Members 14
Principal 1
Staff Members 1
Student Members 2
Parent Members 1
19

Terms of office have been agreed as:

Skills based Members: 4 years.

Principal: ex-officio for period of appointment

Parent Members: 4 years

Staff Member: 4 years provided they remain a member of the College staff.
Student Member: 1 year provided they remain a full time student of the College.

The Corporation has also agreed that:

a. The Chairman and Vice Chairman shall hold office for a period of one year starting
from their election at the first Corporation meeting in the autumn term.

b.  The period of office for Chairmen and members of subsidiary Committees shall be for
one year starting from their election at the first meeting in the autumn term after the
first Corporation meeting.

C. The Chairman and Vice Chairman of the Corporation and chairmen of committees
shall continue to act as such until immediately before the first meeting of the
Corporation or Committee in the autumn term.

IDENTIFYING POTENTIAL MEMBERS OF THE CORPORATION

4.

The Search Committee is responsible for co-ordinating the search for new members of the
Corporation.

Having regard for resignations and forthcoming retirements, they will invite current members
to consider the needs of the Corporation and identify possible new members for
consideration by the Corporation.

Where members are of the opinion they can recommend a suitable nhominee, they should
first discuss the matter with the Chairman of the Search Committee.

Having regard to the recommendations made, the Search Committee will take such steps as

are considered necessary to confirm suitability and whether the nominee is eligible within the
terms set out in the Instrument of Government.
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9. If satisfied with the credentials, the Chairman of the Search Committee will then approach
the nominee on an informal basis and discuss possible membership. In these discussions
the contents of Paragraph 8 of the Instrument of Government will be brought to the attention
of the nominee.

10. If the nominee wishes to be considered for membership the Chairman of the Search
Committee will arrange for the person to meet the Principal and tour the College.

11. Prior to the Corporation meeting, the Clerk to the Corporation will table the membership as
agenda item and circulate a CV.

12. If the Corporation approve the nomination, the Clerk will write to the nominee and formally
invite the person to become a member of the Corporation.

ELIGIBILITY

13. Paragraph 8 of the Instrument of Government sets out the conditions under which a person

is ineligible to be a member of the Corporation. On initial appointment, and on the 1st
September annually, the Clerk to the Corporation is to write to all members and request
them to complete a form (Appendix 1) certifying they remain eligible for membership.

REAPPOINTMENT OF MEMBERS

14.

The Corporation has determined that there shall be no maximum number of consecutive
terms for which a member may hold office; individual suitablility will be the determining
factor. In order to help determine this the attached form at Appendix 2 will be used as the
basis of discussion between the Chair or Clerk and a governor seeking re-appointment.

Appendix: 1
Appendix 2

1.
2.

Annual Certificate.
Form for discussion with Member seeking re-appointment
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APPENDIX1 ANNEXD

WOKING COLLEGE

Committed to Success

ANNUAL CERTIFICATE OF ELIGIBILITY TO SERVE
AS A MEMBER
| certify that:

e | have read Paragraph 8 of the Instrument of Government (attached) and that | am/remain eligible
for membership of the Corporation of Woking College.

e Should my circumstances change and | become ineligible for membership | will immediately inform
the Clerk to the Corporation in writing and resign my membership.

Date: ...ovvvvvevvieviiiiiiiianns Signed: ...

NaME: o,
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Persons who are ineligible to be members

8—4.28 No one under the age of 18 years may be a member, except as a student member.
(1) The Clerk may not be a member.

(2) A person who is a member of staff of the institution may not be, or continue as, a member,
except as a staff member or in the capacity of Principal.

(3) Paragraph (3) does not apply to a student who is employed by the Corporation in connection
with the student’s role as an officer of a students’ union.

(4) Subject to paragraphs (6) and (7), a person shall be disqualified from holding, or from
continuing to hold, office as a member, if that person has been adjudged bankrupt, or is the
subject of a bankruptcy restrictions order, an interim bankruptcy restrictions order or a bankruptcy
restrictions undertaking within the meaning of the Insolvency Act 1986°, or if that person has made
a composition or arrangement with creditors, including an individual voluntary arrangement.

(5) Where a person is disqualified by reason of having been adjudged bankrupt or by reason of
being the subject of a bankruptcy restrictions order, an interim bankruptcy restrictions order or a
bankruptcy restrictions undertaking, that disqualification shall cease—

(a) on that person’s discharge from bankruptcy, unless the bankruptcy order has before then
been annulled; or

(b) if the bankruptcy order is annulled, at the date of that annulment; or

(c) if the bankruptcy restrictions order is rescinded as a result of an application under section
375 of the Insolvency Act 1986, on the date so ordered by the court; or

(d) if the interim bankruptcy restrictions order is discharged by the court, on the date of that
discharge; or

(e) if the bankruptcy restrictions undertaking is annulled, at the date of that annulment.

(6) Where a person is disqualified by reason of having made a composition or arrangement with
creditors, including an individual voluntary arrangement, and then pays the debts in full, the
disqualification shall cease on the date on which the payment is completed and in any other case it
shall cease on the expiration of three years from the date on which the terms of the deed of
composition, arrangement or individual voluntary arrangement are fulfilled.

(7) Subject to paragraph (9), a person shall be disqualified from holding, or from continuing to
hold, office as a member if—

(a) within the previous 5 years that person has been convicted, whether in the United Kingdom
or elsewhere, of any offence and has received a sentence of imprisonment, whether
suspended or not, for a period of three months or more, without the option of a fine; or

(b) within the previous twenty years that person has been convicted as set out in sub-
paragraph (a) and has received a sentence of imprisonment, whether suspended or not,
for a period of more than two and a half years; or

(c) that person has at any time been convicted as set out in sub-paragraph (a) and has
received a sentence of imprisonment, whether suspended or not, of more than five years.

(8) For the purpose of this regulation there shall be disregarded any conviction by or before a
court outside the United Kingdom for an offence in respect of conduct which, if it had taken place
in the United Kingdom, would not have constituted an offence under the law then in force
anywhere in the United Kingdom.

(9) Upon a member of the Corporation becoming disqualified from continuing to hold office as a
result of bankruptcy restrictions under paragraph (5) or because of a conviction under paragraph
(8), the member shall immediately give notice of that fact to the Clerk.

> 1986.c.45 as amended by the Enterprise Act 2002 (c. 40)
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APPENDIX 2 ANNEXD

WOKING COLLEGE

Committed to Success

FORM OF QUESTIONS FOR DISCUSSION WITH A GOVERNOR SEEKING RE-APPOINTMENT

This self assessment questionnaire is designed for use by Governors who are being considered for re-appointment to the
Corporation. The questionnaire should be returned to the Clerk to the Corporation who will submit it to the Search
Committee. The completed questionnaire will form the basis of the Search Committee’s evaluation of the performance of
the member before making a recommendation on re-appointment to the full Corporation. The Search Committee may
make a decision on the basis of the completed questionnaire, or may in addition call a member for interview in case of
the need for more information or clarification on any point. Only the Clerk, members of the Search Committee and
auditors may see the completed questionnaires. Please continue on a separate sheet if necessary.

NAME OF MEMBER BEING CONSIDERED FOR RE-
APPOINTMENT (BLOCK LETTERS) Date of evaluation by
Search Committee

SECTION 1: TO BE COMPLETED BY THE MEMBER BEING Yes To No
CONSIDERED FOR RE-APPOINTMENT Some
Extent
a Areyou able to contribute as much as you would like to m O m
meetings?
comments
b Do you normally attend training events ? O O O
comments : please list any training events attended from
September 2006
¢ Do you become involved in College activities (other than O O O

training events) eg curriculum visits?

comments : please list any college activities (other than training
events) which you attended or in which you participated from
September 2006

d Do you undertake any additional roles apart from your
membership of the Governing Body eg Chairing committees,
membership of working groups etc. If yes, please state
which
Comments.
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e Do you consider that your skills and experience remain
relevant to the needs of the Governing Body (This is

particularly relevant for Governors with more than 8 years’

service)?
Comments:

SECTION 2 : FOR COMPLETION BY THE CLERK/ SEARCH

COMMITTEE

a The member has achieved good attendance, and

normally at least 70% over an academic year, at meetings

(this section to be completed by the Clerk based on

published attendance figures)
Year of Review

Average attendance (%)

b The category of membership for which the Governor is

being considered remains appropriate

Current Category

Proposed Category

Comments

[} ]
Date received

d Recommendation :
Re-appoint for a period of
(date) o
Do not re-appoint
Call for interview
Other(please specify)

Signed on behalf of Search

(©00] 01011 0114 (=T
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APPENDIX E

WOKING COLLEGE

Committed to Success

REGISTER OF MEMBERS’ INTERESTS

DEFINITION

11

A Members’ Interest is defined as:

‘Any interest, financial or otherwise, which is likely or would, if publicly known, be perceived as being
likely to interfere with the exercise of a Members’ independent judgement. A Member should
consider whether members of the public, knowing such information, would reasonably conclude that
the relevant interest might influence his or her judgement’.

CONFLICTS OF INTEREST

2.1

2.2

2.3

2.4

2.5

Like other persons who owe a fiduciary duty, Members should seek to avoid putting themselves in a
position where there is a conflict (actual or potential) between their personal interests and their duties
to the Corporation. They should not allow any conflict of interest to arise which might interfere with
the exercise of their independent judgement.

Under Para 12(1) of the Instrument of Government, Members must not take or hold any interest in
any of the College properties or receive any remuneration for their services (save as a member of the
College staff) without the approval of the Secretary of State for Education and Employment.

Under Para 12(2) of the Instrument of Government, Members must disclose to the Corporation any
financial interest they have, or may have, in:

2.3.1 The supply of work or goods to or for the purposes of the College.
2.3.2  Any contract or proposed contract concerning the College.
2.3.3 Any other matter relating to the College.

Members should withdraw from that part of the meeting at which the matter giving rise to the interest
is considered, and on no account may vote in relation to the matter.

Members must not receive gifts, hospitality or benefits of any kind from a third party which might be
seen to compromise their personal judgement or integrity. Any offer or receipt of such gifts,
hospitality or benefits should immediately be reported to the Clerk to the Corporation.

REGISTER OF MEMBERS’ INTEREST

3.1

The Clerk to the Corporation will maintain a Register of Members’ Interests which is to be open for
public inspection. Members are invited to register all their interests. If they consider it relevant they
may also register the interests of their spouse or partner, children or other close relatives.
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3.2 On joining the Corporation, the Clerk will invite Members to complete the declaration form at
Appendix 1. They should inform the Clerk to the Corporation, in writing, whenever their
circumstances change and interests are acquired or lost. Completed forms will be registered in a file
and be available for public inspection. The register will be updated in September every year.

3.3 Members are in the best position to decide what business interests are relevant and should be
disclosed. However, they may find it helpful to consider whether any particular interest should be
disclosed by reference to the following headings, which are set out as general guidelines:

Category of Interest Information to be Disclosed

Paid Employment Name of Employer

Self-Employment Names of Names of significant customers/clients

significant  customers/clients accounting for more than 10% of income

accounting for more than, say,

10% of income

Directorships of commercial Name of companies

companies

Significant shareholders Name of companies in which the Member
owns 5% or more of the issued share capital.

Elected office Name of authority

Trusteeships or participation in the Name of body

management of charities and other

voluntary bodies

Public appointments (paid or Name of body

unpaid)

Membership of professional bodies Name of body

and trade or other associations

3.4 Members are invited to provide the same information, if known to him or her, in respect of his or her
spouse or partner, children or other close relatives (e.g. living in the same household or a
dependant). In deciding whether to provide this information Members should consider whether
members of the public, knowing such information, would reasonably conclude that the relevant
interest might influence his or her judgement.

Appendices:

1. Declaration Form.
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APPENDIX E 1

WOKING COLLEGE

Committed to Success

DECLARATION OF A MEMBER’S INTEREST

Having considered the guidance, Members should declare any interest in the space below. Where no
interest exists please insert ‘No Interest’. Once comp
the Corporation.

Full Name:
| Category of Interest | Information to be Disclosed
Paid Employment Name of Employer:
Self-Employment Names of significant | Names of significant customers/clients accounting for than
customers/clients accounting for | 10% of income:

more than, say, 10% of income

Company directorships Name of companies:

Significant shareholdings Name of companies in which the Member owns 5% or more
of the issued share capital:
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Elected office

Name of authority:

Trusteeships or participation in the management
of charities and other
voluntary bodies

Name of body

Public appointments (paid or
unpaid)

Name of body:

Membership of professional bodies and trade or
other associations

Name of body:

Signed:

Date:
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APPENDIX E 2

WOKING COLLEGE

Committed to Success

DECLARATION OF HOSPITALITY/GIFTS RECEIVED

To All Governors, Members of Senior Management Team and other senior staff

Can you please complete and return the declaration below and return this to me via my
pigeonhole at college?

Thank you
Helen Meredith
Clerk to the Corporation

Name:

| confirm that | have received the following gifts/hospitality since May 2008.

Signed
Date
Notes. 1.Please insert nil and return signed if no gifts/hospitality
2. The receipt of small articles, often by way of trade advertisements (e.g.

calendars, pens), which will be used on college business, would not be regarded as
the acceptance of a gift.
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APPENDIX F

WOKING COLLEGE

Committed to Success

TERMS OF REFERENCE FOR THE
EDUCATION AND STANDARDS COMMITTEE

BACKGROUND

1.1 To maintain an overview of the educational character of the College, the Corporation has an
Education and Standards Committee.

AIM

2.1 This document sets out the terms of reference under which the members of the Education
and Standards Committee will carry out their duties.

DUTIES

3.1 The members are to concern themselves with the plans drawn up by the executive to effect
and maintain the educational character of the College as laid down by the Corporation. In
particular they should satisfy themselves that:
3.1.1 Provision is consistent with the College mission.
3.1.2 The quality of the provision meets the standards approved by the Corporation.
3.1.3 Added value is achieved wherever possible.
3.1.4 Levels of achievement are in line with strategic plan targets.

COMPOSITION

4.1 The Education and Standards Committee is to comprise 7 members, of which it would be
desirable to include a Parent Member. The Curriculum Directors with responsibility for
Quiality are to be co-opted members of the Committee to attend meetings when relevant to

their areas of responsibility.

4.2 The Vice - Principal is required to be a member of the Committee. The Assistant Principal,
Curriculum and Quiality, is required to be a member of the Committee.

4.3 The committee may co-opt additional external members to the Committee with relevant
expertise to the work of the committee. These persons may speak and otherwise take part
in the meeting on a consultative basis, but shall not have a vote and would not be eligible to
stand as Chairman of the Committee.

4.4. The Clerk to the Corporation acts as Clerk to the Committee.

4.5. The quorum for a meeting is 3 members.

4.6. The Chairman is to be elected in accordance with Standing Order No 5.3.
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FREQUENCY OF MEETINGS

5.1 The Education and Standards Committee is to meet once every term, normally in the
period preceding the meeting of the Corporation, or at any other times as directed by the
Corporation or by the Committee Chairman.

REPORTING
6.1 The Chairman of the Education and Standards Committee is to report to the Corporation.

Revised November 2008
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APPENDIX G

WOKING COLLEGE

Committed to Success

TERMS OF REFERENCE FOR
THE FINANCE & POLICY COMMITTEE

BACKGROUND

11

The Corporation is charged with the proper financial conduct of the College. It must ensure
that public funds are used for the purpose approved by Parliament, and are properly
accounted for in accordance with the rules laid down by the Learning and Skills Council. The
Corporation are also charged with setting the employment policy for all members of staff.

1.2 To maintain an overview of the financial and employment situation, the Corporation has a
Finance & Policy Committee.

AIM

2.1 This document sets out the terms of reference under which the members of the Finance &
Policy Committee will carry out their duties.

DUTIES

3.1 The members are to determine or advise on such matters relating to employment policy or
finance as the Corporation may remit to them.

3.2 In particular they are to:
3.2.1 Prepare a budget for consideration by the Corporation.
3.2.2 To determine tuition and other fees payable.
3.2.3 Advise on corporation financial policy.
3.2.4 Advise on the staffing framework and senior posts.
3.2.5 Prepare rules for the conduct of staff and students for the consideration of the

Corporation.

COMPOSITION

4.1 The Finance & Policy Committee is to comprise a minimum of 6 members, the Principal and
five other members. Members of the Finance & Policy Committee may not also serve on
the Audit Committee.

4.2 The Clerk to the Corporation is to act as Clerk to the Committee.

4.3 The quorum for a meeting is 4 members.

4.4 The Chairman is to be elected in accordance with Standing Order No 5.3.
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FREQUENCY OF MEETINGS

5.1 The Finance & Policy Committee is to meet once every term, normally two weeks preceding
the meeting of the Corporation, or at any other times as directed by the Corporation or by the
Committee Chairman.

REPORTING

6.1 The Chairman of the Finance & Policy Committee is to report to the Corporation.

Reviewed October 2008
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APPENDIX H
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TERMS OF REFERENCE FOR
THE REMUNERATION COMMITTEE

BACKGROUND
1.1 The Corporation appoint the senior post holders

1.2 To maintain an overview of their performance, remuneration, and terms and conditions of
service, the Corporation has a Remuneration Committee.

AIM

2.1 This document sets out the terms of reference under which the members of the
Remuneration Committee will carry out their duties.

DUTIES
3.1 The members are to advise the Corporation on:

3.1.1 The performance of senior post holders and the level of awards, if any, to be made
under the Performance Related Pay Scheme adopted by the Corporation.

3.1.2 The level of remuneration for senior post holders.
3.1.3 The terms and conditions of service of senior post holders.

COMPOSITION

4.1 The Remuneration Committee is to comprise 4 members, of whom 2 will be business
members. The Principal, staff and student members are ineligible for membership. The
Chairman of the Corporation will normally attend all meetings.

4.2 The Clerk to the Corporation is to act as Clerk to the Committee.

4.3 The quorum for a meeting is 2 members.

4.4 The Chairman is to be elected in accordance with Standing Order No 5.3.

FREQUENCY OF MEETINGS

5.1 The Remuneration Committee is to meet as directed by the Corporation or by the Committee
Chairman.

REPORTING

6.1 The Chairman of the Remuneration Committee is to report to the Corporation.
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APPENDIX |

WOKING COLLEGE

Committed to Success

TERMS OF REFERENCE FOR
THE AUDIT COMMITTEE

BACKGROUND

11

In fulfilling the requirements of the Financial Memorandum the Corporation is required to
appoint an Audit Committee.

1.2 The Audit Committee is not to be seen as an executive arm of the Corporation or College. It
is in place to provide an independent view to governors on the control systems of the
College and to provide an opinion as to whether it is operating in an economic, efficient and
effective manner.

1.3 In advising the Corporation the Committee is to make the full use of the professional advice
available from the external auditor and the internal audit service.

AIM

2.2 This document sets out the terms of reference under which the members of the Audit
Committee will carry out their duties.

DUTIES

3.1 To consider and advise on the effectiveness of the Corporation’s whole system of internal
control, including controls for securing economy, efficiency and effectiveness (value for
money) and to reinforce their independence, to adopt a risk based approach to assessing
systems and controls (risk management) and to monitor the effectiveness of the College’s
auditors,at least annually.

3.2 To advise the Corporation on the appointment, re-appointment, dismissal and remuneration
of the external auditor and the internal audit service.

3.3 To advise the Corporation on the scope and objectives of the work of the external auditor
and the internal audit service.

3.4 To ensure co-ordination between the internal audit service and external auditor.

3.5 To consider and advise the Corporation on the audit needs assessment, and strategic and
annual audit plans for the internal audit service.

3.6 To advise the Corporation on internal audit assignment reports and annual reports, and on
control issues included in the external auditors’ management letters, and management’s
response to these.

3.7 To consider and advise the Corporation on relevant reports from the NAO and the LSC, and
where appropriate management’s response to these.

3.8 To monitor, within an agreed time-scale, the implementation of approved recommendations

relating to internal audit assignments, internal audit annual reports and external auditors’
management letters.
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3.9

3.10.

To establish, in conjunction with College management, relevant performance measures and
indicators and to monitor the effectiveness of the internal audit service and external auditors
through these measures and indicators.

To produce an annual report, which includes the committee’s advice on the effectiveness of
the Corporation’s systems of internal control — the report should incorporate any significant
matters arising from the work of the internal audit service, and the external auditors.

COMPOSITION

4.1

4.2

4.3

4.4

4.5

4.6

4.7

The Audit Committee is to comprise six members including co-opted members. The
Chairman of the Corporation and Principal, Staff Member and Student Member may not be
members of the Audit Committee. Members of the Audit Committee may not also serve on
the Finance & Policy Committee.

The Audit Committee must include at least one person, whether a governor or a co-opted
member with relevant financial/audit experience.

The Audit Committee may co-opt advisers to attend meetings. Other members of the
Corporation may attend their meetings. Likewise the Committee may include other
Corporation Members. These persons may speak and otherwise take part in the meeting
on a consultative basis but co-opted members would not normally be eligible to stand as
Chairman of the Committee. The Principal, staff and student members may be asked to
withdraw when representatives from the internal and/or external auditors are in attendance.

The Vice-Principal attends meetings as an observer and is not a member of the Committee.
The Clerk to the Corporation is to act as Clerk to the Committee.
The quorum for a meeting is 3 members with a majority who are corporation members.

The Chairman of the Audit Committee is to be elected in accordance with Standing Order No
5.3.

FREQUENCY OF MEETINGS

5.1 The Audit Committee is to meet twice a year or at any other time as directed by the
Corporation or by the Committee Chairman.

5.2 Copies of all agenda and supporting papers are to be sent to the external and internal
auditors, who will be invited to attend meetings at the request of the Chairman.

REPORTING

6.1 The Chairman of the Audit Committee is to report to the Corporation.

Amended November 2008
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APPENDIX J
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TERMS OF REFERENCE FOR
THE SEARCH COMMITTEE

BACKGROUND

11

1.2

The Corporation depends on the quality of its members, their experiences and the value
which they are able to add to the overall performance of the College as a whole.

To maintain the highest quality amongst its membership the Corporation has a Search
Committee tasked with the identification and recommendation of suitable candidates to fill
vacancies on the Corporation.

AlM
2.1 This document sets out the terms of reference under which the members of the Search
Committee will carry out their duties.
DUTIES
3.1 The members are to:
3.1.1 Identify suitable candidates for the various categories of the Corporation membership
which may become vacant from time to time.
3.1.2 Approach suitable candidates and confirm their suitability and willingness to serve on
the Corporation.
3.1.3 Make recommendations to the Corporation as appropriate.
COMPOSITION
4.1 The Search Committee is to comprise of the Chairmen of the Corporation and the subsidiary
Committees and the Principal if he is not a Chairman of any of the subsidiary Committees.
4.2 The Clerk to the Corporation is to act as the Clerk to the Committee.
4.3 The quorum for a meeting is 3 members.
4.4 The Chairman is to be elected in accordance with Standing Order No 5.3.

FREQUENCY OF MEETINGS

5.1 The Search Committee is to meet as directed by the Corporation or by the Committee
Chairman.

REPORTING

6.1 The Chairman of the Search Committee is to report to the Corporation.
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APPENDIX K
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TERMS OF REFERENCE FOR
THE SPECIAL COMMITTEE

BACKGROUND

11

The Corporation appoint the senior post holders at college (the Principal and the Vice-
Principal)

1.2 To be convened in the case of dismissal of a senior postholder or the clerk.

AlM

2.1 This document sets out the terms of reference under which the members of the Special
Committee will carry out their duties.

DUTIES

3.1 The members are:

3.1.1 To examine the case for dismissal of a senior post holder or clerk referred to the
Committee by the Chair of the Corporation, the Vice- Chair of the Corporation, or a
majority of the members of the Corporation.

3.1.2 To give the person whose dismissal is to be considered the right to make
representations. The representations, which may be made in writing, may also be
made orally, for which purpose the person whose dismissal is to be considered may be
accompanied and represented by a friend.

3.1.3 After hearing or reading any such representations, to prepare a written report for
consideration by the Corporation, a copy of which shall be sent to the person to whom
it relates. Such written report shall be prepared within two months of the mandate on
which the Special Committee was convened. Where it is impracticable for the
committee to prepare its report during that period it shall, during that period, prepare
an interim report a copy of which shall be sent to the person to whom it relates and
which shall contain a timetable for the preparation of the full report.

COMPOSITION
4.1 The Special Committee is to comprise 5 members of the Corporation. The Chair of the

Corporation, the Vice Chair of the Corporation, the Principal, staff members and student
members may not sit on the committee unless it is reasonably impracticable to avoid. In
addition, no person may sit on the Committee who has any interest in its findings or who has
been involved in any way in any investigation or other disciplinary action leading up to the
reference of the particular matter to the Committee. No person may sit on the Committee
unless they are a member of the Corporation.
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4.2 The Clerk to the Corporation is to act as Clerk to the Committee, unless the dismissal of the
Clerk is under consideration when the Chairman will send out the relevant papers to the
members of the Special Committee and appoint a clerk to the committee.

4.3 The quorum for a meeting is 3 members.

4.5 The Chairman is to be elected in accordance with Standing Order No 5.3.

FREQUENCY OF MEETINGS

5.1 The Special Committee will be convened only as required. The Special Committee shall
convene a meeting as soon as practicable after a reference to it and, in any event, within 7
days

REPORTING

6.1 The Chairman of the Special Committee is to report to the Corporation.
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TERMS OF REFERENCE FOR
THE COLLEGE REDEVELOPMENT STEERING GROUP

PURPOSE

1.1 The group act as Steering Group for the major capital redevelopment arising from the
College’s Property Strategy.

1.2 To oversee and monitor the development of the College redevelopment.

1.3 To advise the Corporation on such matters relating to property strategy, capital
projects, site disposals and acquisitions as the Corporation may remit to it.

COMPOSITION

2.1 The College Redevelopment Steering Group is to comprise 5 Members from any category.
The Corporation may co-opt up to one (1) external member who has the relevant skills.

2.2. The quorum for a meeting is 3 Members of the Group.

2.3 The Steering Group shall elect a Chairman from among its governor members. Staff and
Student Members, the Principal and non-members of the Corporation shall not be eligible
for election as Chairman.

2.4 The Clerk to the Corporation shall act as Clerk to the Steering Group.

OFFICERS IN ATTENDANCE

3.1 The Steering Group has the right to invite any other person to attend for part of or for the
whole of a meeting. All persons In Attendance shall have no voting rights.

FREQUENCY OF MEETINGS

4.1 The Steering Group shall meet as and when necessary for the proper discharge of its
responsibilities.

REPORTING

51 All major decisions will be referred to Corporation who delegate this group to make
decisions within the overall project budget. All decisions of the Steering Group shall be
referred to the Corporation for confirmation, except those specifically delegated, which
shall be reported to the Corporation.

TERMS OF REFERENCE

6.1. To act as Steering Group for the major capital redevelopment arising from the College’s
Property Strategy.

6.2. To oversee and monitor progress on the College redevelopment.
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6.3. To advise the Corporation on such matters relating to property strategy, capital projects,
site disposals and acquisitions.

6.4. To consider and discuss risk assessments of the redevelopment.
6.5. To receive and consider reports from the project managers and other external consultants.

6.6. To deal with any matters specifically referred to the Steering Group by the Corporation.

Approved by the Corporation on 15 October 2008
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Appendix M
Glossary of Terms and Acronyms

A2 Second year of Advanced Level

ACL Adult and Community Learning

ACM Association of College Managers

ACOP Audit Code of Practice

ACRA Assaociation of College Registrars and Administrators (now combined with AoC)

Additional Extra teaching provided for students who have been assessed and formally classified

Support as needing individual coaching. Also used to mean the additional funding that can be
claimed when the coaching exceeds a threshold specified by the funding council.

Advanced Advanced General National Vocational Qualification (replaced by AVCE)

GNVQ

AEB Associated Examination Board. (merged into AQA)

AEB The Examinations Appeals Board

ALF Average Level of Funding

ALl Adult Learning Inspectorate (19+ and work-based learning inspectorate)

ALIS Advanced Level Information System (national research project providing value added
data)

ALP Association of Learning Providers

AMA Advanced Modern Apprenticeship (work-based FE for 19+)

AoC Association of Colleges

AoN Application of Number

AQA Assessment and Qualifications Alliance. One of the three principal awarding bodies
(created by merger of IMB and C&G awarding bodies)

AS Advanced Subsidiary Level (year one of Advanced Level)

ASN Average Student Numbers (basis of HE funding)

ASN Additional Student Number

AVCE Advanced Vocational Certificate of Education (formerly Advanced GNVQ)

Double award = 2 A Levels
Single award =1 A Level
Partaward =1 AS Level

Awarding An organisation recognised by QCA to award qualifications within the national

Body qualifications framework

BECTA British Educational Communications Technology Association

BME Black and Minority Ethnic

BOPU Basic On Programme Unit

BS Basic Skills

BSA Basic Skills Agency

BSQI Basic Skills Quality Initiative

BTEC One of the examination boards (now part of Edexcel)

BTF Bureaucracy Task Force (Charged with the task of reducing the burden of
bureaucracy.)

C&G City and Guilds (mainly craft courses; now part of AQA)

C2K Curriculum 2000 (designed to broaden the post 16 curriculum and offer equivalence
between academic and vocational subjects)

CAATs Computer Assisted Audit Techniques

CCEA Council for the Curriculum, Examinations and Assessment

CDT Craft, design and technology

CEG Careers and Educational Guidance

Cert Ed Certificate of Education (two year part-time entry qualification)

CMF Capital Modernisation Fund (for capital projects)

COG Curriculum Organisation Group

Combined Combined Code of the Committee on Corporate Governance published by the

Code Institute of Chartered Accountants in England & Wales

Connexions New nation service building on work of the careers service, improving CEG 14 — 19

COSHH Control of Substances Hazardous to Health Regulations

COVE Centre of Vocational Excellence

CP Child Protection

69



Glossary of Terms and Acronyms continued

CPD Continuing Professional Development
CRSA Control and Risk Self Assessment [This procedure embeds review of risk and
control into the organisation at every level and uses the knowledge and experience of
the staff that are closest to each function to assess the movement in risks and the
appropriateness of control.]
DDA Disabilities Discrimination Act 1995
Dearing A principal report on Curriculum 2000
Report
DfEE Department for Education and Employment (replaced by DfES)
DfES Department for Education and Skills (replaces DfEE)
EAL Essential Adult Learning
EARS Electronic Attendance Registration System
ECM Every Child Matters
Edexcel One of the three principal awarding boards (created by merger of BTEC and London
University awarding bodies)
EFL English as a Foreign Language
EGA Educational Guidance for Adults
EMDA East Midlands Development Agency
Entry Level Precedes Level 1
EO Equality of Opportunity
ES Employment Services
ESF European Social Fund (mainly for revenue cost projects)
ESOL English for Speakers of Other Languages
EV External Verification/Verifier. Must hold either D35 or V2 qualification
FD Foundation Degree (being introduced as the main vehicle for widening participation;
good progression from FE, highly work-place oriented, available in a variety of
delivery methods including part-time. Roughly equivalent to first 2 years of
undergraduate study)
FD BTEC First Diploma (Level 2 = Vocational GCSE = GCSE)
FD Financial Director
FE Further Education
FEC Further Education Colleges
FEDA
Further Education Development Agency (replaced by LSDA)
FEFC Further Education Funding Council (replaced by LSC)
FENTO Further Education National Training Organisation (to be replaced by FESSC)
FERN Further Education Research Network (replaced by LSRN)
FESSC Further Education Sector Skills Council (to replace FENTO)
FRS Financial Reporting Standard
FTE Full Time Equivalent
GCSE General Certificate of Secondary Education
GFEC General Further Education College
GIAS Government Internal Audit Standards
GLH Guided Learning Hours
GNVQ-
Advanced Advanced General National Vocational Qualification (replaced by AVCE)
Graduate Government scheme for vocational training of graduates

Apprenticeship

HE Higher Education i.e. undergraduate level
HEFCE Higher Education Funding Council of England
HEI Higher Education Institution (mainly Universities)
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Glossary of Terms and Acronyms continued

HNC Higher National Certificate (mainly via Edexcel, usually part-time study. Equivalent to
first 2 years of undergraduate study)

HND Higher National Diploma (mainly via Edexcel, usually full-time study. Equivalent to
first 2 years of undergraduate study)

HoD Head of Department

IAG Information, Advice and Guidance for Adults (and developments in online IAG)

IAS Internal Audit Service

IB International Baccalaureate

ICLT Information, Communication and Learning Technologies

ICT Information and Communication Technologies

IL Inclusive Learning (achieving the best match between the needs of the student and
what the institution offers)

ILA Individual Learning Accounts (scheme to be suspended from December 7" 2001 and
to be re-launched in Summer 2002)

ILP Individual Learning Plan

ILR Individualised Learner Record

ILT Information and Learning Technologies

IOLP Improving Own Learning and Performance (Key Skills)

IQR Internal Quality Review

ISR Individualised Student Records

IT Information Technology

ITT Initial Teacher Training

[\ Internal Verification/Verifier. Must be either D34 or V1 qualified

JANET Joint Academic Network (see also Super JANET)

JISC Joint Information Steering Committee

Kennedy A principal report on Widening Participation

Report

KPI Key Performance Indicators

KS Key Skills

KS = Main Key Skills elements — Communications; Application of Number (AoN); Information
Technology (IT)

KS — Wider Key Skills elements — Problem Solving (PS); Working With Others (WWO);
Improving Own Learning and Performance (IOLP)

LCCI London Chamber of Commerce and Industry

Level 1 Level of education equivalent to: GCSE Grades D to G, Foundation GNVQ, NVQ 1

Level 2 Level of education equivalent to: GCSE Grades A* to C, Intermediate GNVQ, NVQ 2

Level 3 Level of education equivalent to: GCE A Level, AVCE, NVQ 3

Level 4 Level of education equivalent to: HNC, HND; degree; NVQ 4

Level 5 Level of education equivalent to: Post Graduate; NVQ 5

LIF Local Initiative Fund

LIS Learner Information Suite

LLL Lifelong Learning

LLSC Local Learning and Skills Council

LRC Learning Resource Centre (Library, Internet, Reprographics and IT support)

LSC Learning and Skills Council (replaces FEFC and TEC)

LSDA Learning and Skills Development Agency (formerly FEDA)

LSRN Learning and Skills Research Network (formerly FERN)

MA Modern Apprenticeship (work-based FE for 16 —19 year olds)

MASN Maximum Student Number

MIS Management Information System

MLD Moderate Learning Difficulties

MLE Managed Learning Environment (the whole setting for e-learning)

MM Middle Managers

MNW Minimum Number of Workplaces (used in space utilisation contexts)

Moser Report

A principal report on Basic Skills
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Glossary of Terms and Acronyms continued

NAO National Audit Office

NATSPEC The Association of National Specialist Colleges

NCFE Northern Colleges of Further Education (mainly for adults) (Awarding Body)

NCS National Contracts Service

ND BTEC National Diploma (Level 3 = AVCE = 2 A Levels)

NEC National Extension College (offers FE by flexible distance learning)

NEMOCN North East Midlands Open College Network (awarding body for unitised curriculum)

New Deal Government funding targeting unemployed entering full-time or part-time education
or training

NIACE National Institute for Adult and Continuing Education

NILTA National Information and Learning Technology Association

NLDC Neighbourhood Learning in Deprived Communities

NLT New Learning Technologies

Nolan Report A principal report on principles underlying governance

NQF National Qualifications Framework

NTI New Technology Institute

NTO National Training Organisation (to be replaced by Sector Skills Council)

NVQ National Vocational Qualifications (available at Levels 1- 5)

OCN Open College Network

OCR One of the three principal awarding bodies. Create by merger of Oxford and
Cambridge and RSA.

OFSTED Office For Standards in Education (16 — 19 inspections)

OPU On Programme Unit

ou Open University (offers HE by flexible distance learning)

Part GCSE Half a GCSE

PFA or PFAT Provider Financial Assurance Team (An LSC team that works jointly with OFSTED
and ALI on inspections and specifically reviews governance and financial
management)

PGCE Post Graduate Certificate of Education (one year full-time entry qualification)

PI Performance Indicator

PISA Public Information on Student Achievement

PLD Profound Learning Difficulties

PLG Primary Learning Goal

Pre-Entry Level

Qualifications in Basic Skills, necessary for entry to mainstream FE

PS

Problem Solving (Key Skills)

PSP Professional Standards Payments

Q&P Quality and Performance (Committee)

QAA Quality Assurance Agency (conducts HE subject reviews)

QCA Qualifications and Curriculum Authority

RDA Regional Development Agency

RQA Raising Quality and Achievement (funding for action research projects from LSDA,
currently in Phase 4)

RRA Race Relations Act 1976 (amended 2000)

RSA Royal Society of Arts

S7 Group of Surrey Sixth Form Colleges ( now only 5 : Esher, Godalming, Reigate,
Strodes and Woking)

SAR Self-assessment Report

SCOP The Standing Conference of Principals of Colleges of Higher Education

SD Staff Development

SDA Sex Discrimination Act 1975

SFCF Sixth Form Colleges' Forum.

SFC Sixth Form College. A college that usually specialises in A Levels

SLD Severe Learning Disabilities

SLDD Specific Learning Difficulties and Disabilities
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Glossary of Terms and Acronyms continued

SM Standards Moderation

SMART Relating to a well-defined target: Specific, Measurable, Attainable, Relevant and
Tangible (with target date) [Alternatively: Specific, Measured, Appropriate, Realistic,
and Timely]

SMT Senior Management Team

SORP Statement of Recommended Practice

SPH Senior Post Holder

SSC Sector Skills Council (replacing NTO)

SSR Staff Student Ratio

SSSS Subject Specific Study Support

Standards Cash: extra injection to raise standards. Has various strands: e.g. retention and

Fund achievement; CPD; Management and Governor training

StAR Strategic Area Review

Super JANET

Higher Bandwidth JANET

TEC

Training and Enterprise Council (replaced by LSC)

Tertiary College to which students transfer at 16+

College

Tomlinson A principal report on Inclusive Learning

Report

TPA Teacher Pension Agency

TPI Teacher Pay Initiative (extra funding to raise professionalism)

Turnbull A principal report on the Internal Control issues in the Combined Code

Report

UCAS University Central Admissions Service

Ufi University for Industry

UKCOSA The Council for International Education (Formally the UK Council for Overseas
Student Affairs)

UK Online Government drive to establish a national network of IT centres for e-citizenship and e-
learning

UMS Unified Mark Scale (for A S and A2 s)

Value Added The ratio of learning outcome (final qualification) to qualification at entry, to measure
extent of achievement by the student whilst at college. Considered fairer than league
tables that only state the number of qualifications and grades or final points scores

VLE Virtual Learning Environment (the software for e-learning)

Vocational To replace Intermediate and Foundation GNVQs from September 2003. Equivalent to

GCSE two GCSEs

VP Vice Principal

WBL Work-based Learning

WJEC The Welsh Joint Education Committee

WOPU Weighted On Programme Unit

WWO Working With Others (Key Skills)
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