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CITY OF BRISTOL COLLEGE 
 

STANDING ORDERS FOR THE CORPORATION AND ITS  
COMMITTEES 

 
 
1  INTRODUCTION 
 

These Standing Orders provide the framework for the operation of the Corporation, 
which shall be conducted in accordance with its Instrument and Articles of 
Government and the Further and Higher Education Act 1992.   
 
Throughout this document reference to the Principal is intended to mean the 
Principal and Chief Executive. 

 
2  MEETINGS 
 

2.1 Attendance by Members 
  

2.1.1 Members have been appointed to serve on the Corporation in expectation 
that they will be able to participate fully in the work of the Corporation.  It is 
appreciated, of course, that there are other demands on Members' time and 
thus there may be occasions when they are unable to attend a meeting. 

 
2.1.2 Members are asked to give the Clerk as much notice as possible if they are 

unable to attend a meeting.  This enables the Clerk to judge if the meeting 
will be quorate and register apologies for absence.  If it becomes clear that 
no business can be transacted due to the lack of a quorum the Clerk will 
consult with the Chairman with a view to postponing the meeting. 

 
2.1.3 The Clerk will maintain a register of attendances at meetings and reasons for 

absence will be recorded. 
 

2.1.4 The Instrument of Government provides for the Corporation to consider 
removing a Member from office if he/she has been absent from meetings of 
the Corporation for a period longer than six consecutive months without the 
permission of the Corporation.  It is important, therefore, that apologies for 
absence be submitted so that the Corporation may consider if the 
circumstances are such that removal from membership is justified.  In the 
light of individual circumstances it may be appropriate for the Corporation to 
grant leave of absence to a Member. 

 
2.2 Attendance by Senior Post Holders 

 
The Corporation expects Senior Post Holders (SPHs) to attend its meetings in their 
executive capacity.  Other than the Principal, the Senior Post Holders do not have 
voting rights. 
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2.3 Timing and Venue of Meetings 
 

Meetings of the Corporation shall normally commence at 6.30 pm and finish not 
later than 9.00 pm, although they may be extended by agreement of the Members 
present. The venue for meetings will normally alternate between the Ashley Down 
and College Green Centres. 
 
Each Committee of the Board will determine its own arrangements for the timing 
and venue of its meetings. 
 
Details will be made public and will also be published in advance of each meeting 
on the College webpage. 
               
2.4 Access to Meetings of the Corporation 
 
Meetings of the Corporation are open to members of the public.  The right to 
exclude members of the public from CONFIDENTIAL items of business is reserved. 
 
Access to meetings of Committees will be determined in their respective Terms of 
Reference. 

 
2.5 Agendas 

 
There will normally be an Agenda Meeting between the Chairman, Principal and 
Clerk prior to each meeting of the Corporation.  The Clerk will normally agree the 
agenda with the Principal and Chairman at least 3 weeks before the scheduled 
meeting.  It is intended that the agenda, associated papers and reports should 
normally be dispatched to Corporation Members at least 7 working days before the 
meeting.  As a minimum they will be despatched 7 calendar days before the 
meeting.  
 
These arrangements also apply to Committee meetings. 

 
2.5.1 Circulation of Committee Papers 

 
Minutes of Committee Meetings will be circulated to all Members (except for 
Remuneration Committee where rules of confidentiality apply). Procedures 
for the circulation of supporting papers will be determined in the relevant 
Terms of Reference. 
 

 
2.5.2 Document Preparation 

    
a) Format 

 
Reports presented to the Board for resolution are normally to be presented 
as follows: 

 
i) a covering paper by the Chairman, Principal or Clerk summarising the 

report and making recommendations to the Board; 
 
ii) background information and appropriate references; 
 
iii) summary of financial implications (if appropriate). 
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b) Confidentiality 

 
The Corporation conducts its business in an open and honest manner 
(principles laid down by the Nolan Committee and set out in the Code of 
Conduct) and therefore limits the number of confidential items of business to 
the absolute minimum.  Where the Clerk considers that there is a 
requirement for items to be classified confidential under the guidelines set 
out below, this must be agreed by the Chair and Principal, and any 
subsequent documentation prepared in accordance with Standing Order 
2.5.1. 

 
There are four areas where items of business may be classified as 
confidential: 
 
i) where staff and student members may be required to leave a meeting 

of the Corporation or one of its Committees under the provisions of 
Clause 14 of the Instrument of Government. 
 

ii) where there is commercially sensitive information involved, for 
example in relation to the College's accommodation strategy; 

 
iii) where there is time sensitive information involved, for example a 

decision by the LSC or LEA which has not yet been made public; and 
 
iv) where there is a requirement for confidentially imposed by a third 

party. 
 

Reports and Minutes, which contain confidential material, will be printed on 
yellow paper and marked ‘CONFIDENTIAL: Board Members Only’. 
 
Where Staff and Student Members are excluded from an Agenda Item 
Reports and Minutes will be printed on red paper with a cover sheet 
‘CONFIDENTIAL: not for Staff and Student Members’.   

 
2.6 Order of Business 

 
The Clerk is to ensure that the meeting is quorate and report accordingly to the 
Chairman.  The Order of Business will normally be: 
 
a) to elect a Chair for the meeting in the absence of the Chairman or Vice-Chairman; 
 
b) to receive apologies for absence; 
 
c) to declare any interests; 
 
d) to adopt the minutes of the last meeting, as a record, noting any 

amendments.  The minutes to be signed by the Chairman; 
 
e) to consider matters arising from the minutes of the previous meeting; 

 
e) to receive Committee Reports.  The Clerk will normally prepare a summary of 

the minutes of all committee meetings for this item; 
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g) to consider matters of corporate governance; 
 

h) to consider substantive matters requiring decision.  The Chairman will 
normally schedule time at the commencement of the meeting for 
consideration of the decision items; 

 
i) to consider financial matters and the solvency of the College; 
 
j) to consider any other main items of business; 
 
k) to receive a report from the student body; 
 
l) to receive a report from the Executive; 

 
m) to receive items for information; 
 
n) to receive Any Other Business.  (see also paragraph 2.8); 
 
o) to receive confidential items from which staff and student members may be 

excluded. 
 

2.7 Conduct Of Meeting 
 

2.7.1 General 
 

The practice at meetings of the Corporation allows for informal debate, which 
the Chairman will normally summarise before putting any motion to the 
Board.  The following general rules will normally be observed: 
 
a) each member shall address his/her remarks to the Chairman and 

shall speak only to the matter under discussion; 
 

b) only one member shall speak at a time.  If two or more members 
signify their desire to speak, the Chairman shall call on them in order. 

 
2.7.2  Formal Debate 

 
When there is a need for more formal debate, for example in circumstances 
where there are time constraints, additional rules may be applied. 
 
a) A member, other than the proposer, should not normally speak more 

than once on any motion or amendment and shall only speak more 
than once with the permission of the Chair. 

 
b) The proposer of a motion or amendment may speak on the subject 

when proposing the motion or amendment and shall also have the 
right to reply to the debate. 

 
c) When the proposer has replied to the debate the question shall be put 

to the vote and no other member shall be allowed to speak on the 
matter. 
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2.7.3 Motion and Amendments 
 

Notice of a motion together with the names of the proposer and seconder 
should be submitted to the Clerk to the Corporation at least 14 working days 
in advance of the meeting.  A motion and any amendment(s) shall not be 
discussed until it has been proposed and seconded.  A motion or 
amendment may be withdrawn by the proposer, with the consent of the 
seconder and once withdrawn, all discussions on it shall cease. 

 
2.7.4 Amendments to Motions 

 
An amendment to any motion may be moved by any member at any time 
prior to the motion being put to the vote.  An amendment shall be relevant to 
the motion and shall be such as to alter the motion by the addition and/or 
omission of words.  Alternatively the amendment may be to refer the subject 
under discussion to a committee for consideration.  No amendment shall 
have the effect of negating the motion. 

 
 2.7.5 Motion moved during debate 

 
When a motion is being debated, no other motion shall be moved except: 
 
a) to amend the motion; 
 
b) to adjourn the meeting; 
 
c) to adjourn the debate and proceed to the next business; 
 
d) to have the motion put to the vote immediately; 
 
e) to suspend a Standing Order. 

 
In the cases of (b), (c), and (d) the new motion, if seconded, shall be put to 
the vote without discussion and if carried, shall be acted on accordingly. 

 
2.7.6 Points of Order 

 
A Member may at any time in the course of debate raise a ‘point of order’ 
relating to an alleged breach of Standing Orders.  In such a case the 
Member shall be heard immediately and the Chairman shall give a ruling, 
which shall be final. 

 
2.7.7 Point of Information 

 
Any Member may during any debate raise a ‘point of information’ relevant to 
the subject under discussion at the particular moment.  In such a case the 
Member shall be heard immediately. 

 
2.8 Any Other Business 

 
2.8.1 Members wishing to raise an urgent matter under ‘Any Other Business’ must 

notify the Clerk with details of the matter by no later than noon on the day of 
the meeting.  The Chairman shall rule as to whether or not the matter is 
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urgent if any Member challenges the inclusion of this business on the 
Agenda. 

 
2.8.2 Members shall not seek to rescind or vary a previous decision of the Board 

under ‘Any Other Business’. 
 

2.8.3 The normal channel for introducing business on to an agenda shall be 
through the Clerk to the Corporation, in sufficient time to allow consultation 
with the Chair and the Principal and for the drafting of a paper to support the 
agenda item.  A Member introducing an issue of policy as ‘Any Other 
Business’ in insufficient time for supporting papers to be prepared can only 
use the item to draw Members’ attention to the matter and enable it to be 
placed on the agenda of a future meeting. 

 
2.8.4 Members may use ‘Any Other Business’ as a channel for informing Members 

of matters of interest. 
 

2.9 Minutes 
 

Minutes of the proceedings of all meetings of the Corporation and its Committees 
shall include the names of Members present and those in attendance. 
 
Draft Minutes will normally be submitted to the Corporation/Committee Chairman for 
approval within 7 working days of the relevant meeting. 
 
Unadopted minutes shall be circulated to all Members at least 7 working days 
before the date of the next meeting.  Adopted minutes shall be signed as a correct 
record at the next meeting of the Corporation or Committee. 

 
3  COMMITTEES AND PANELS 
   

3.1 The Corporation has established the following Committees: 
 

a) Audit (required by Article 6) 
 
b) Curriculum and Quality 
 
c) Finance and General Purposes 
 
d) Remuneration 
 
e) Search (required by Article 5) 
 
Rules of Procedure have been drawn up for a Special Committee to consider the 
case for dismissal and to determine any appeal against dismissal by the holder of a 
senior post or the Clerk (Article 10), although Membership of the Committee is only 
established if the Committee is convened.   

 
3.2 The Corporation has also set up a Premises Working Group to advise on the 

implementation of its Accommodation Strategy.  The Group reports to the 
Finance and General Purposes Committee. 

 
3.3 Membership of Committees is reviewed annually at the September Meeting 

of the Board, with Members being invited to notify any requests for change in 
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advance of the meeting. Co-opted Members are permitted by the 
Instruments and Articles.  However, any proposal to co-opt a Member to a 
committee must be approved by the Board based on a recommendation from 
the Search Committee. 

 
3.4 Each Committee elects a Chair at its first meeting of each academic year for 

subsequent ratification by the Main Board. 
 

3.5 Rules of Procedure 
 

3.5.1 Details of Membership, Quorum, Terms of Reference and Standing Orders 
for each Committee are containing in Appendices to these Standing Orders. 
The following applies to all Committees: 
 

3.5.2 Frequency of Meetings.  The schedule of Committee meetings will be 
reviewed annually and approved by the Board. 

 
3.5.3 Committee Clerk.  The Clerk of the Corporation is to act as Clerk to all 

Committees. 
 

3.5.4 Agenda. The procedures for Committees will conform to those for the 
Main Board as set out in Standing Order 2.5. 

 
3.5.5 Attendance at Meetings.  The rules set out in Standing Order 2.1 for 

attendance by Members of the Corporation shall be extended to include 
Committees. 

 
3.5.6 Attendance by Advisers.  Where appropriate, external advisers to the 

College may be invited to attend Committee meetings.  They may speak at 
the meetings but do not have voting rights. 

 
3.5.7 Reports to the Board.  A report of each Committee meeting is made 

(normally by the Committee Chair) to the subsequent meeting of the 
Corporation. 
 

3.5.8 Voting.  The practice at meetings of Committees of the Corporation allows 
for informal debate, with decisions normally made by consensus.  Where the 
Committee Chair deems it necessary for a more formal approach, the rules 
set out in Standing Order 2.7 will apply.  

 
 

     3.6      Panels 
 

3.6.1 On occasions there will be a requirement for a Panel of Governors to be set 
up for the purpose of either selecting a new Senior Post Holder (Article 12 (1) 
(b)), or hearing an appeal against suspension or a grievance by a Senior 
Post Holder (Article 16 (1) (a) and (b)).  

 
3.6.2 It will also be necessary to convene a Panel of Governors to hear any appeal 

by a member of staff, other than a Senior Post Holder, against suspension or 
summary dismissal. 

 
3.6.3 The Clerk is responsible for drawing up a list annually of Governors who are 

willing to serve on such a Panel and for consulting with the Chairman before 
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convening a Panel. Panels will normally consist of 3 Members and the 
composition of all Panels will be ratified by the Corporation. 

 
 
3.6.4 Rules of Procedure 
  
(a) Each Selection Panel will agree rules of procedure at its first meeting, taking 

advice from the Clerk as necessary. The Clerk to the Corporation will normally 
act as Clerk to the Panel. 

 
(b) Any Panel established to hear a grievance by a Senior Post Holder will normally 

follow the rules of procedure set out in Appendix 7, Special Committee. 
 

(c) Any Panel established to hear an appeal by a member of Staff, other than a 
Senior Post Holder, against suspension or summary dismissal will follow the 
rules of procedure set out in Appendix 8, Appeals Committee. 

 
 
4 ELECTION OF STAFF AND STUDENT MEMBERS 
 

4.1  Staff Members  
 

Staff Governors shall be appointed for a period of 3 years and shall normally be 
eligible to serve for a maximum of 2 consecutive periods of office. 

 
a) The Corporation has determined that there shall be two Staff Members; one 

elected by members of the teaching staff and one elected by members of the 
support staff.  

 
b) The rules for the election are as follows: 
 

i) The Clerk shall seek nominations by advertising vacancies throughout 
the College as widely as possible using Faculty Meetings, publication 
on notice boards and e-mail to achieve as much publicity as possible. 

   
ii) In order to be eligible for nomination staff must be on the College 

payroll at the time that the Corporation determines that an election 
shall take place. 
 

iii) Where staff have two contracts; one as a support worker and one as a 
member of the teaching staff, the contract with the greater number of 
hours shall determine which election the member of staff is eligible to 
vote in.  Management Spine Staff will be identified on a case by case 
basis.  

 
iv) Nominations must be proposed and seconded by staff from the same 

category. 
 
v) The timing of any election must allow a minimum of 14 days for 

nominations to be made after the Corporation has determined that an 
election shall take place. 

 
vi) A postal ballot will be held.  All candidates shall be entitled to circulate 

a single page of A4 at the Corporation’s expense.  There shall be a 
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minimum of 14 days between dispatch of the ballot papers and the 
final date for their return. 

 
vii) Ballot papers will be numbered.  The master list will be secured by the 

scrutineer.  Ballot papers will be retained for one year. 
 
viii) The Corporation shall appoint a scrutineer from among its Members, 

excluding Staff/Student Members and the Principal. 
 

4.2 Student Members 
 

a) The Corporation has determined that there shall be two Student Members. 
 

b) The Student Member shall be the President of the Student Union, ex officio. 
 

 
5 SELECTION, APPOINTMENT, AND INDUCTION OF MEMBERS 
 

5.1 Selection of Members 
 
a) The process of selecting all Members, other than the Principal and the Staff 

and Student Members, shall involve the Search Committee. 
 
b) Selection and Appointment Procedures are set out in Appendix 6 to this 

document. 
 

5.2 Appointment of Members 
 
a) All Members shall be appointed by the Corporation to serve for a fixed 

period, currently 4 years, as determined by the Board (Clause 9 of the 
Instrument of Government).  

 
b) The Clerk shall write to Members on behalf of the Corporation setting out the 

date of the appointment (normally the date of the Meeting of the Corporation 
at which the decision was made) and the date of the Members’ retirement. 

 
5.3 Induction of Members 
 
The Clerk formulates an Induction Programme for every new Member based on a 
needs analysis and having consulted with the Chairman and the Principal. 
 
 

6  CHAIRMAN’S ACTION 
 

6.1 The Articles of Government specify the roles and responsibility of the 
Corporation, the Principal, and the Academic Board. 

 
6.2 Provision is made in the Articles of Government for the delegation of 

functions to the Committees, the Chairman of the Corporation or the 
Principal with the exception of the following five responsibilities which cannot 
be delegated: 

 
a) the determination of the educational character and mission of the 

institution; 
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b) the approval of the annual estimates of income and expenditure; 
 
c) ensuring the solvency of the institution and Corporation and the 

safeguarding of their assets; 
 
d) the appointment or dismissal of the Principal; and 
 
e) the modifying or revoking of the Articles of Government. 

 
6.3 There are occasions when issues arise which should be placed before the 

Corporation although the next scheduled meeting is too distant and it is not 
thought appropriate to call a special meeting.  In such circumstances the 
Corporation has agreed that the Chairman may take action on its behalf as 
set out in 6.4 and 6.5 below on the condition that such a course of action is 
not contrary to the Articles of Government or other regulations. 

 
6.4 Requests for action by the Chairman will only be made through the office of 

the Clerk.  Requests should normally be made in writing although if an issue 
requires immediate attention it will be acceptable for a letter confirming a 
telephone conversation to be forwarded to the Chairman. 

 
6.5 The decision of the Chairman, which must be in writing, will be reported to 

the next scheduled meeting of the Corporation by the Clerk. 
 

6.6 The Clerk, after consultation with the Chairman and the Principal, will judge if 
it is appropriate to seek the views of the Chairman of the standing committee 
associated with the issue. 

 
6.7 The Corporation has decided not to delegate specific functions to the 

Chairman of the Corporation as this may prove to be too restrictive for the 
arrangements to work effectively as and when appropriate. 

 
7 DISSATISFACTION WITH THE CHAIRMAN 

 
There may be occasions when a Member or Members is/are dissatisfied with the 
Chairman.  There are several options open to Members depending on the 
circumstances. 
 
7.1 In the case of Chairman’s action exercised under Standing Order 6, the 

Board may express any disapproval at the subsequent meeting when the 
action is reported. 

 
7.2 In the case of any other specific issue Members can either: 
 

a) request the Clerk to place the item on the agenda of the next 
scheduled meeting of the Board: or 

 
b) call a special meeting of the Board to consider the matter under the 

provisions of Clause 12 (4).  This requires a request in writing to the 
Clerk by any five Members. 
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c) Under the provisions of Clause 6 (6) the Corporation may give notice 
in writing to remove the Chairman from office if it is satisfied that s/he 
is unfit to discharge the functions of the Office. 

 
7.3 In the matter of the Chairman’s regulation of the proceedings of a meeting, 

Members should raise a point of order as set out in paragraph 2.7.6 above.  
Any Member who is not content with the Chairman’s ruling on the point of 
order may request that a poll be taken. 

 
7.4 In the matter of the Chairman’s conduct, Members should proceed as set out 

in paragraph 7.3 above. 
  
8 ELECTION OF CHAIRMAN/VICE CHAIRMAN 
 

8.1 The Corporation will maintain a guide for Members to assist in the 
appointment and retirement of the Chairman and Vice Chairman.  

 
8.2  Normally the Chairman and Vice Chairman are elected annually at the July 

meeting.  This allows for continuity through the summer if the Chairman/Vice 
Chairman retires from the Corporation on 31 July. 

 
8.3 The election is by show of hands with nominations being invited at the   

meeting from among those present.  Proxy votes are not permitted. 
 

8.4 Both post holders are elected to serve until the following July meeting of the 
Board.  Should that meeting not take place then they continue to serve until 
the first meeting of the following Academic Year.  If the July meeting does not 
take place and either of the post holders retire before the next meeting of the 
Board, the Clerk shall convene a special meeting for elections to take place. 

 
8.5 The election of the Chairman will be facilitated by the Clerk after the office 

holder has vacated the Chair. 
 
9 STATEMENTS MADE ON BEHALF OF THE CORPORATION 
 

9.1 Unless otherwise agreed by the Corporation, statements on behalf of the 
Corporation will only be made by the following: 

 
a) the Chairman; 
 
b) the Principal; 
 
c) the Clerk. 

 
9.2 It is the responsibility of the Clerk to the Corporation to conduct all 

correspondence on behalf of the Corporation. 
 
9.3 The Clerk will also respond to correspondence from other staff (including 

representatives of the staff such as union officers) in order to reduce the 
burden on individual Members of the Corporation and to ensure that 
collective decisions of the Corporation are followed.  The Clerk will normally 
consult with the Chairman before responding. 
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10 ALLOWANCES TO MEMBERS 
  

10.1  Attendance at meetings of the Corporation and Committees of the 
Corporation 

 
a) Members are entitled to claim reimbursement of costs in travelling to and 

from meetings of the Corporation or its Committees. 
 

b) Attendance allowances and loss of earnings will not be paid to Members of 
the Corporation. 

 
c) Out of pocket expenses, for example fees paid to a babysitter, will be 

reimbursed.   
 

10.2  Participation in training programmes by Members of the Corporation 
 

a) If a Member of the Corporation has the opportunity to participate in a training 
programme it is suggested that he/she contacts the Clerk to discuss it before 
any commitments are made.  The Clerk will consult with the Chairman of the 
Corporation as appropriate. 

 
b) The tuition fee (if any) will be paid by the College. 
 
c) Travel costs (based on second-class rail fares) will be reimbursed by the 

College. 
 
d) Any relevant subsistence costs (based on staff entitlement) will be 

reimbursed by the College. 
 

10.3 Overseas Travel 
 
a) Any overseas travel by a Member on College business must be approved in 

advance by the Chairman. 
 
b) Any such travel by the Chairman must be approved in advance by resolution 

of the Corporation. 
 

 10.4 Claims for Reimbursement 
 

To claim reimbursement of costs incurred or any other approved expenses, 
Members should contact the Clerk. 

 
11 MEMBERSHIP OF THE CORPORATION – AVAILABILITY OF INFORMATION 

TO THE PUBLIC 
 

a) A list of the names of Members of the Corporation will be available for 
inspection in the office of the Clerk and via the College webpage. 
 

b) Members’ addresses and contact details will not be publicly available and 
initial correspondence/contact should be conducted through the Clerk. 
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12 ‘WHISTLEBLOWING’ 
  

The Corporation has approved a policy and procedures for exposing to scrutiny 
wrong or inappropriate behaviour by officers or governors of the College.  The 
procedures are not an additional mechanism for employees to raise grievances 
about their personal or collective employment situation or against other individuals. 

 
13  CODE OF CONDUCT 
 

13.1 General 
 

a) The Corporation has approved a Code of Conduct for its Members as a 
guide to indicate the standards of conduct, which is expected of them.  It is 
also intended to assist them in carrying out their duties and to help them to 
understand their legal duties. 

 
b) Every Member is provided with a copy on appointment, and acceptance of 

appointment as a Member of the Corporation is construed as acceptance of 
the Code. 

 
c) The Code aims to promote effective and well informed college governance 

and is not intended to be either definitive or an authoritative statement of the 
law. 

 
13.2 Gifts and Hospitality 
 
a) Members should always bear in mind the need not to behave so that the 

impression given may suggest they have been influenced, or may have been 
influenced, by a gift, benefit, hospitality or other consideration in order to 
show favour or disfavour whilst acting on behalf of the College.  Such gifts or 
considerations could be made to gain advantage and might be misconstrued 
as hampering impartiality or independence.  Therefore a gift, benefit, 
hospitality or other consideration must not be accepted except: 

 
i) Occasional trivial inexpensive gifts of a promotional nature up to a 

value of £25. 
 
ii) Conventional hospitality provided it is normal and reasonable such as 

official lunches, openings, working meals.  A private lunch or invitation 
to a sporting event may give rise to a breach of this code. 

 
b) A record is to be kept by the Clerk in which gifts, benefits, hospitality and 

other considerations are to be recorded. 
 
14  REGISTER OF INTERESTS 
 

The College’s Instrument of Government places a specific duty on Members to 
avoid conflict of interest in relation to College property.  The Code of Conduct 
elaborates on this matter and extends the areas of interest, which should be 
disclosed.  It also requires the Clerk to maintain a Register of Members’ Interests 
and invites Members to disclose routinely any such interests. 
 
Members are required to complete a Declaration of Interests form on appointment 
and the Clerk is to invite notification of any changes on an annual basis.  Members 
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will be reminded of relevant personal information that may be declared, including 
membership of closed orders, under arrangements periodically agreed by the 
Board. 
 
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 guidelines. 

 
14.1 Guidelines 
 
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).  A member should ask him/herself whether 
members of the public, knowing such information, would reasonably conclude that 
the relevant interest might influence his or her judgement. 

 
Category of Interest   Information to be Disclosed 

 
Paid employment    Name of employer 
 
Self employment    Names of significant customers/clients 

 accounting for more than 10% of income of 
 individual or firm 

 
Directorships of commercial  Name of companies 
companies 
 
        Significant shareholdings Name of any  
       company in which a Members owns 5% or 
       more of the issued share capital 

 
Elected office     Name of authority 
 
Trusteeships or participation   Name of body 
in the management of  
charities and other voluntary  
bodies 

 
Public appointments    Name of body 
(paid or unpaid) 

 
Membership of professional  Name of body 
bodies and trade or other  
associations 

 
15  COMPLAINTS 
 

15.1 Complaints Procedure 
 
a) The normal procedure is for the Clerk to carry out an investigation having 

consulted with the Chairman and to report as appropriate.  The Clerk will 
acknowledge the complaint in writing within seven days and will correspond 
further with the complainant within a reasonable   timescale. 
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b) If the complaint is about the Chairman, the Clerk will consult with the Vice 
Chairman in the first instance. 

 
c) If the complaint is about the Governing Body as a whole the Clerk will 

normally seek advice from the DIUS, the LSC, and/or the Corporation’s legal 
advisors as appropriate. 

 
15.2 Complaints against the Clerk 
 
The Chairman will appoint a Member to investigate, having consulted with the 
Principal, and will report to the Board as appropriate. 

 
16 GOVERNOR LIABILITY 
 

 In most circumstances if there is a major problem resulting in loss to a third 
party (for example a supplier) the aggrieved person is mostly likely to sue the 
College as a Corporate body and not individual Governors. However in 
certain exceptional circumstances, a third party may try to sue an individual 
Governor. Section 145 of the Learning & Skills Act 2000 covers liability of FE 
governors as non-executive directors. This section provides that, where a 
Governor is faced with civil legal proceedings, he of she may apply to the 
Courts for an order that determines his or her liability. If the Court is satisfied 
that the Governor has acted honestly and reasonably, the Court is 
empowered to make an order extinguishing, reducing or varying the liability. 
In the event of a Governor being held liable for an act or omission in an 
employment tribunal, the Governor may apply to a County or High Court for 
an order declaring that the act or omission was reasonable and honest. The 
legislation provides a considerable degree of legal protection for individual 
Governors provided they act honestly and reasonably.  

 
16.2  As a further precaution the College has taken out liability insurance for 

Governors and Officers in respect of any claim against them of an actual or 
alleged breach of contract or wrongful act. Professional Liability insurance 
(including executive liability, professional indemnity and fidelity) indemnifies 
the College for acts by any member of staff acting in a managerial or 
supervisory capacity and any Governor to a maximum value of £1,000,000. 
This is the maximum for any one claim and also the total for claims through 
an insurance year. Governors are also included in the College's 
travel/personal accident insurance for incidents arising whilst on College 
activities. 

 
17 INDEPENDENT PROFESSIONAL ADVICE 
 

The Corporation has approved the following policy for the provision of independent 
professional advice to Members on any matters concerning the exercise of their 
powers and responsibilities. 
 
17.1 Policy on Independent Professional Advice for Corporation Members 
 
Corporation Members shall have, within financial limits agreed periodically by the 
Board, the right to take advice from: 
 
• the Corporation's advisors; or 
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• if necessary, at the Corporation's expense, independent advisers 
 

on any matters concerning the exercise of their powers and responsibilities. Such 
matters shall: 
 
• include advice on their legal, accounting and regulatory duties, but 
• exclude advice to individual Corporation Members concerning their own respective 

personal interests in relation of the Corporation. 
 
A Member who intends to seek advice under this policy should consult with the Clerk 
in the first instance for details of procedures and financial limits.  
 
17.2 Policy on Independence of the Clerk 
 
The Financial Memorandum requires each corporation to specify procedures it 
would expect the clerk to follow if he believed the corporation or any of its 
members were seeking to act beyond their powers. 

 
There may be occasions when the clerk feels his advice is being disregarded 
or overruled, and because of this the proper conduct of the corporation is 
being put at risk.  The clerk should make every effort to resolve the matter 
through the avenues available to him within the college.  The clerk may take 
some or all of the following steps: 
 

• ensure that the reasons for concern have been put in writing and sent 
by the clerk to the chairman and principal; 

 
• ensure the chair of the audit committee has been informed of those 

issues relevant to the Committee’s terms of reference; 
 

• report the matter to the next meeting of the relevant committee or full 
corporation and ensure the matter is placed in the publicly available 
minutes; 

 
• consult the college’s external auditors. 

 
18 ANNUAL DECLARATION OF ELIGIBILITY FOR MEMBERSHIP 
 

Clause 8 sets out rules for eligibility for membership of the Corporation. 
 
Prior to appointment, potential Members are required to complete a declaration of 
eligibility for membership.  Members are thereafter required to complete a 
declaration on an annual basis, and this will normally by combined with the revision 
of the Register of Interests. 
 
Clause 8 sets out detailed provisions relating to the circumstances in which a 
person may be ineligible, or become disqualified in law from serving as a governor.  
In summary, these provisions state: 
 
a) that a person under the age of 18 may not be appointed (unless nominated 

as a student member); 
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b) that members of staff and students, with the exception of those appointed to 
serve as staff and student Governors, are ineligible for appointment; 

 
c) that the Clerk is ineligible; 

 
d) that there are circumstances that disqualify a serving governor or make a 

person ineligible for appointment.  These circumstances include bankruptcy 
or a prison sentence; 

 
e) that the Principal and staff Members cease to be Members on leaving the 

College’s employment; 
 

f) that the Student Member ceases to be a Member on leaving the College. 
 
In the event that a Member becomes ineligible to serve as a Governor they are to 
inform the Clerk at the earliest opportunity 

 
 
19 PROCEDURES FOR EXECUTING DOCUMENTS AND FOR THE USE OF THE 

CORPORATION SEAL 
 

19.1 Deeds 
 
As a general rule, transactions relating to the permanent transfer of property will 
require the consent of the Corporation in order to conform to the requirements of 
the Financial Memorandum.  In such cases it will be a requirement that the 
appropriate document relating to the transaction will be executed as a deed. 

 
The Clerk will draft a resolution setting out the terms of the transaction.  Once the 
resolution has been passed by the Corporation, the Clerk will instruct the College 
solicitors to draw up the deed. 

 
When the deed has been prepared, the Clerk will make arrangements for it to be 
executed by the application of the Corporation Seal which shall be authenticated by 
any two Members (other than a Staff or Student Member) of whom one should be 
the Chair or a Committee Chair.  A copy of the resolution relating to the deed will be 
available for inspection at the signing. 

 
19.2  Other Documents/Contracts 
 
a) Most contracts entered into by the College will be signed by the Principal or a 

delegated member of the Executive. 
 

b) Any document, which is required to be authenticated by the Corporation 
other than, as a deed shall be signed by:  

 
i) the Chairman, Vice Chairman, Principal or a Committee Chairman; 

and  
ii) one other Member of the Corporation other than a Staff or   
  Student Member; or the Clerk to the Corporation if a second   
  signature is required. 

 
c) The nature of the transaction or its value, as set out in the relevant Financial 

Regulation, shall determine which of these procedures is to be followed. 
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19.3  Security of the College Seal 
 
The Clerk is responsible for ensuring the security of the College Seal. 

 
 
20  SUSPENSION OF STANDING ORDERS 
 

Any of the preceding Standing Orders may be suspended by a motion so to do that 
is supported by at least two thirds of those Members present. 

 
 
21  AMENDMENTS TO STANDING ORDERS 
  

These Standing Orders are to be reviewed at the first meeting of the Corporation in 
each academic year. 
 
Proposed amendments are to be submitted in writing to all Members of the 
Corporation, through the Clerk, at least 7 working days before the meeting at which 
they are to be considered.  Any amendment, to be effective, must be adopted by a 
majority of the Members attending the meeting. 
 
 
 
Ian Venn 
Clerk to the Corporation                                                                
(Revised October 2008) 
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Appendix 1 
 

TERMS OF REFERENCE AND STANDING ORDERS 
 
THE CORPORATION 

 
 
1 Composition - The Corporation has determined its membership at 20 as follows: 

 
Members  15 
Elected Staff  2 
Elected Student 2 
Principal  1 
 
A membership list will be publicly available in the Clerk's office and on the College 
Intranet.  It will include details of retirement dates and will be updated at least 
annually. 
 

2 Terms of Reference 
 

The Corporation is responsible for ensuring that the governance of the College is 
conducted in accordance with current legislation, the Instrument and Articles of 
Government and the requirements of the DIUS and the Learning & Skills Council 
(LSC). 
 
It is required to approve: 
 
 All arrangements for the Governance of the College, including the appointment 

of Governors and the Committee structure as advised by the Search 
Committee. 

 
 The 3-year Development Plan as advised by appropriate Committees.  This 

must include the Mission Statement and a 3-year Financial Forecast. 
 

 The Annual Estimates of income and expenditure on advice of the Finance & 
General Purposes Committee. 

 
 The recommendation in the Annual Report of the Audit Committee on the 

adequacy of internal control systems. 
 

 The appointment of Internal and External Auditors, on the advice of the Audit 
Committee. 

 
 The appointment and terms of employment of the Principal, Senior Post 

Holders and the Clerk to the Corporation, on the advice of an Appointment 
Panel Committee and the Remuneration Committee. 

 
 Suspension and dismissal of Senior Post Holders is the responsibility of a 

Special Committee of the Board but the Corporation hears appeals. 
 

 
 Rules with regard to the government and conduct of the College, on the advice 

of appropriate Committees. 
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 The policy by which the tuition and other fees payable to the Corporation are 
determined (subject to any terms and conditions attached to grants, loans or 
other payments paid or made by the Learning & Skills Council) on the advice of 
the Finance & General Purposes Committee. 

 
 The annual accounts of the College and Subsidiary Companies by authorising 

them to be signed by the Chair and the Principal, on the advice of the Finance 
& General Purposes and Audit Committees. 

 
The Corporation is required to hear any appeal by a Senior Post Holder against 
suspension and /or the decision of a Special Committee. 
 
The Corporation has not delegated any of these responsibilities. 
 
The Corporation is also required to hear any appeal by a member of staff, other than 
a Senior Post Holder, against suspension or summary dismissal. It has delegated 
this responsibility to a Panel of Governors. 
 

3 In order to exercise its role, the Corporation will: 
 

(a) Receive key information either direct or from the relevant Committee. 
 
(b) Approve an annual programme of work to enable effective governance and 

financial management of the Corporation. 
 

(c) Approve such governance arrangements as are necessary to ensure 
compliance with legal requirements. 

 
4 Quorum 
 

At least eight members. 
 

5 Meetings 
 

5.1 The Corporation is required to meet at least once each term but normally holds 
six to eight meetings each year. 

 
5.2 Attendance at Meetings: 

 
(a) Senior Post Holders are expected to attend meetings of the Corporation 

(and relevant Committees) as 'Executive Directors'.  They do not, 
however, have any voting rights. 

 
(b) Meetings of the Corporation are open to the public. 

 
 

6 Publication of Minutes 
 
 Minutes and papers shall be sent to all Members of the Corporation and be made 

available to the public as required by Clause 17 of the Instrument of Government.   
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Appendix 2 
 
 
TERMS OF REFERENCE AND STANDING ORDERS 
 
AUDIT COMMITTEE 
 
1 Composition 
 

Five or six members, of whom the majority must be Members of the Corporation.  
Non-members may be co-opted if considered desirable within the above 
constraints. 
 

  The Director of Finance will be in attendance but may be required to withdraw at the 
request of the Committee. 

    
  The Principal will normally be in attendance. 

 
 The Chair of the Board, the Principal and Members of the F&GP Committee 
 shall not be members. 
 
 The Chair of the Committee shall be a Member of the Corporation. 
  
 2 Terms of Reference 
 
2.1 To advise the Corporation on: 

 
2.1.1  the effectiveness of the College’s whole system of internal control, including 

controls for securing economy, efficiency and effectiveness (value for 
money). 

 
 2.1.2 the appointment, reappointment, dismissal and remuneration of the external 

auditor and the internal audit service. 
 

2.1.3 the scope and objectives of the work of the external auditor and the internal 
audit service. 

 
2.1.4  the audit needs assessment and strategic and annual internal audit plans for 

the internal audit service. 
 
2.1.5 internal audit assignment reports and annual reports and on control issues 

included in the external auditor’s management letter, and management’s 
response to these. 

 
2.1.6 relevant reports by the NAO and the Funding Council, and where 

appropriate, Management's response to these. 
 
2.2  To ensure co-ordination between the internal audit service and the external auditor. 
. 
2.3 To monitor, within an agreed timescale, the implementation of agreed 

recommendations relating to internal audit assignment reports, internal audit annual 
reports and external auditor’s management letter. 
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2.4 To establish, in conjunction with the Executive, relevant performance measures and 
indicators and to monitor the effectiveness of the internal audit service and external 
auditor through these measures and indicators. 

 
2.5 To produce an annual report for the Corporation which includes the committee’s 

advice on the effectiveness of the college’s system of internal control.  The report 
should incorporate any significant matters arising from the work of the internal audit 
service and the external auditor. 

 
3 In order to exercise its role the audit committee should have the power to: 
 
3.1 Investigate any activity within its Terms of Reference. 
 
3.2 Seek any information required from the internal audit service, the external auditor, 

governors, committees and college employees, plus relevant information from 
subcontractors and other third parties. 

 
3.3 Obtain external professional advice. 
 
4 Quorum – 3 members. 
 
5 Attendance at Meetings 
 
 Open to members of the Corporation but public access not permitted. 
 
6 Publication of Minutes 
 
 Minutes shall be sent to all Members of the Corporation and be made available to 

the public as set out in Clause 17 of the Instrument of Government.  Detailed Audit 
Reports will only be made available on request. 

 
 
 
  

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Approved by the Corporation Board 
November 1996 
Revised: 
25 May 1999   
30 November 1999 
27November 2001 
19 November 2003 
22 October 2008 
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Appendix 3 
 

TERMS OF REFERENCE AND STANDING ORDERS 
 
CURRICULUM AND QUALITY COMMITTEE 
 
1 Composition 
 

 Five or six members, of whom the majority must be Members of the Corporation.  
Non-members may be co-opted if considered desirable within the above 
constraints. 

 
 

Co-opted Members  Deputy Principal  
      Head of Quality Improvement 
     1 Head of Faculty or Academy 
     1 Head of a Support Service 
     

The Chair shall be a Member of the Governing Body 
 
2 Terms of Reference 
 
2.1 Draft the Board's annual self-assessment report. 
 
2.2 Receive, consider and monitor the College’s Self Assessment Report and the 

associated Action Plan and report on progress to the Board. 
 
2.3 Receive reports of formal internal inspections of faculties and support services and 

the associated action plans and consider them in the context of the faculty or 
support services strategy. 

 
2.4 Recommend to the Board annual targets for student retention and achievement and 

receive regular progress reports, and report to the Board annually, on achievement 
of these targets. 

 
2.5 Receive reports and information on current curriculum issues. 
 
2.6 Receive and consider reports on Employer Engagement. 
 
2.7 Receive and consider reports of changes to the profile of recruitment and report to 

the Board on their potential significance for the College’s Curriculum Strategy. 
 
2.8 Receive and consider reports on any other quality requirements identified by the 

Learning and Skills Council. 
 

2.9 Receive and consider annual reports on: 
 
-  the effectiveness of quality control of the curriculum; 
- complaints;  
- equality and diversity. 
 

2.10 Monitor implementation of the Child and Vulnerable Adult Policy and report annually 
to the Board. 
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2.11 Monitor exclusion of students. 
 
3 Quorum 
 

At least 3 Members of the Governing Body other than staff or student members. 
 
4 Attendance at Meetings 
 

Open to Members of the Corporation but public access not permitted. 
 
5 Powers of the Committee 
 

Appropriate Members of staff may be invited to attend relevant meetings. 
 
6 Publication of Minutes 
 

Minutes shall be sent to all Members of the Corporation and be made available to 
the public as set out in Clause 17 of the Instrument of Government. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 
 
 

 

Approved by the Corporation Board  
22 March 1999 
Revised: 
30 November 1999 
15 December 2005 
22 October 2008 
19 March 2009 
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Appendix 4 
 
TERMS OF REFERENCE AND STANDING ORDERS 
 
FINANCE AND GENERAL PURPOSES COMMITTEE 
 
1 Composition  
 

 Seven members, of whom the majority must be Members of the Corporation.  Non-
members may be co-opted if considered desirable within the above constraints. 

 
 The Principal should be a member. 
 

The Director of Finance and Learner Information and the Director of Resources and 
Project Management will normally be in attendance but may be required to withdraw 
at the request of the Committee. 

 
2 Terms of Reference 
 
2.1 To advise the Corporation on financial and property policies. 
 
2.2 To receive and consider the annual financial estimates and to report on these to the 

Board with recommendations. 
 
2.3 To receive and consider regular financial reports from the Principalship and to 

advise the Board subsequently.  This includes monitoring budget performance at 
Corporate and Faculty level. 

 
2.4 To receive and consider the draft Annual Report and Financial Statements and to 

present a report to the Board with recommendations. 
 
2.5 To receive and consider periodic reports from the Principalship on the property 

situation of the College and to advise the Board accordingly. 
 
2.6 To consider, advise and act on such other matters as the Corporation may remit to 

the Committee. 
 
2.7 To establish working parties and panels for specific purposes.  Non 
 Members of the Corporation may be co-opted on to such advisory groups as 
 required. 
 
3 Quorum  
 

3 members 
 
4 Meetings 
 
4.1 The Committee shall meet at least once each term. 
  
4.2 Meetings are open to Members of the Corporation but public access is not normally 

permitted. 
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5 Publication of Minutes 
 
Minutes and supporting papers shall be sent to all Members of the Corporation. Supporting 
papers are normally submitted to the Corporation as Agenda items at Main Board 
meetings. Minutes and papers shall be made available to the public as set out in Clause 
17 of the Instrument of Government. 

 
 
 
 
 

 Approved by the Corporation Board  
24 February 1997 
Revised: 
23 June 1997 
24 November 1998 
30 November 1999 
15 December 2005 
22 October 2008 
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Appendix 5 
 

TERMS OF REFERENCE AND STANDING ORDERS 
 
REMUNERATION COMMITTEE 
 
 
1 Composition 
 

-     5 members of whom at least 3 shall be Members of the Corporation 
 

-     the Principal shall not be a member 
 
-     staff and student members of the Corporation shall not be members 

 
- the Chair of the Corporation and the Chair of the F&GP Committee shall 

normally be members. 
 
2 Terms of Reference 
 

To recommend the remuneration and terms and conditions of Senior Post Holders. 
 
3 Quorum 

 
- 3 members. 

 
4 Attendance at Meetings 
 

The only person normally permitted to attend, other than Committee Members and 
Officers of the Corporation as required, is the Principal, who will be required to 
withdraw when the Principal’s remuneration and terms and conditions are 
considered. 

 
5 Publication of Minutes 
 

Minutes and Agenda papers will normally be CONFIDENTIAL and will not normally 
be made available to student and staff Members of the Corporation. 
 
 

 
 
 
 
 
 
 
 
 
 
 

Approved by the Corporation Board 
25 November 1996. 
Revised: 
23 June 1997 
24 February 2000 
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Appendix 6 
 

TERMS OF REFERENCE AND STANDING ORDERS 
 
SEARCH COMMITTEE 
 
1 Composition 
 

Five Members including: 
 
• The Corporation Chair ex-officio 
• The Principal ex-officio 
• 2 Members of the Corporation one of whom shall normally be a Business 

Member 
• 1 person who is not a Corporation Member but who has been co-opted by the 

Corporation to provide an independent opinion.  It is intended that this should be 
a person of standing from a public, professional or voluntary organisation who, 
while not able to commit the amount of time required of a Governor, would be 
able to attend the one or two meetings of the Committee in a year. 

 
In determining the membership the advantages of continuity need to be balanced 
with the good practice requirement to rotate membership amongst Members of the 
Corporation. 
 

2 Terms of Reference 
 
2.1 The Committee shall be responsible for nominating candidates for the approval of 

the Corporation to fill vacancies on the Corporation, and for determining the 
process whereby candidates are nominated. 

 
2.2 The Committee shall from time to time consider and make recommendations to the 

Corporation on the Corporation’s composition and balance, and on the procedures 
for appointment to the Corporation. 

 
2.3 The Committee shall develop and recommend to the Corporation policies and 

procedures for the induction and training of Corporation Members. 
 
2.4 Subject to the constraints of an agreed budget the Committee shall have the power 

to employ the services of such external advisors, as they deem necessary to fulfil 
their responsibilities.  

 
2.5 The Chair of the Corporation shall chair the Committee. 
 
3 Quorum 
 
3.1 The quorum for meetings of the Committee shall be 3.  This would normally include 

the co-opted Committee member. 
 
4 Meetings 
 
4.1 The Committee shall meet at least once each year. 
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4.2 Attendance at Meetings: restricted to Committee Members, the Clerk, and Officers 
of the Corporation as required. 

 
5 Rules of Procedure 
 
5.1 Retiring Members 
 

Where a Member, other than an elected member, retires at the end of their period 
of appointment the Corporation has, in keeping with recommendations in the Nolan 
Report ‘Standards in Public Life’, a policy that: 
 
o where retiring Members offer their services for a further term, re-appointment is 

not automatic; 
 

o Members will not normally be permitted to serve more than two consecutive 
terms. 

 
o where the Search Committee recommends that a Member should serve more 

than two consecutive terms, the Board will ensure that any such re-appointment 
receives appropriate scrutiny. 

 
5.2 Selection Process 
 
5.2.1 When a vacancy or potential vacancy occurs, the Search Committee will normally 

review the composition of the Corporation and make recommendations to the Board 
on the characteristics sought to fill the vacancy.  For example, if a retiring Member 
notifies his/her intention not to seek re-appointment, the Committee may 
recommend that an appointment should be made to achieve representation in a 
developing area of curriculum, which is not represented, or may recommend that 
particular attention be given to any perceived lack of balance in the Corporation. 

 
5.2.2 Advertising  The Committee will normally recommend that vacancies for Members 

should be publicised within the College and that staff and students as well as 
members of the governing body should be invited to submit names to the Clerk for 
consideration by the Search Committee. 

 
The Committee will also normally recommend that vacancies are advertised in the 
local press and will consider other appropriate methods of publicising the 
opportunity.  

 
6 Publication of Minutes 
 
6.1 Minutes shall be sent to all Members of the Corporation.  The Committee shall 

determine which supporting papers should be submitted to the Board. 
 
6.2 A copy of the Committee’s advice to the Corporation of the College shall be made 

available to the public as set out in Clause 17 of the Instrument of Government and 
Article 5. 

 
6.3 A copy of these Terms of Reference and Standing Orders shall be made available 

to the general public as required in Article 5 (3). 
 
 
 

Approved by the Corporation Board: 
November 1999 
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Appendix 7 
 

 
 

PROCEDURE FOR SPECIAL COMMITTEE  
 

 
1. Introduction. 
 
1.1 Article 17 sets down a procedure to be followed in the event that it is considered 

that it may be appropriate for the Corporation to dismiss the holder of a senior post.  
Article 17(1) stipulates that in such circumstances, and subject to paragraphs (10) 
to (13) “the Chair, Vice-Chair, or Corporation as appropriate shall refer the matter to 
a Special Committee of the Corporation, which shall be convened as soon as is 
practicable to examine the case for dismissal and to make recommendations to the 
Corporation.” 

 
1.2 The purpose of this document is to set down rules for the establishment, 

composition and sitting of that Special Committee (hereafter “the Committee”).  
These rules seek to carry into effect the requirements set down in Article 17. 

 
2. Special Committee 
 
2.1  Pre-amble  
 

2.1.1 A meeting of the Corporation shall be held to determine: 
 

a) Membership of the Committee; 
b) the parameters of any investigation; 
c) who will conduct the investigation; 
d) the date on which the Committee is to be conducted;  
e) who will present the Corporation’s case; and  
f) the cap on legal fees. 

 
2.1.2 Article 17(3) requires that the Committee shall hold its first meeting within 

7 days of being convened.  
 
2.2 Composition  
 

2.2.1 The Committee shall consist of at least three members of the Corporation, 
but shall not include: 

 
a) the Chairman of the Corporation; 
b) the Vice Chairman; 
c) the Principal; 
d) the staff member[s]; or 
e) the student member. 

 
2.2.2  The Committee shall appoint a Chairman of the Committee and he or she 

shall thereafter be responsible for ensuring compliance with the procedure 
at the hearing. 
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2.3   Purpose of Special Committee meetings: 
 

2.3.1  The first meeting will be used to set the time timeframe and the process of 
preparing the written report to the Corporation, which shall be presented 
within 2 months of the date on which the Committee was convened.  The 
main meeting of the Committee shall be convened as soon as is 
practicable, subject to a minimum of ten working days notice in writing 
being given by the Clerk of the Corporation to the senior post holder.  

 
2.3.2   The purpose of the meetings of the Committee shall be to examine the 

facts, investigate whether there exist any grounds for dismissal or other 
disciplinary action, and if so the nature of those grounds, hear 
representations by the Senior Post Holder and then take such action as it 
considers appropriate, which may include dismissal. 

 
2.3.3  The Committee shall communicate its decision to the Senior Post Holder 

concerned and notify that person of their right to appeal, without 
reasonable delay. 

 
2.4  Procedure of the Special Committee prior to its main meeting: 
 

2.4.1 The Committee shall require from the representative of the Corporation a 
full written statement setting out: 

 
a) the facts of the case, including statements from witnesses, and 

documentary and other relevant evidence; and  
 
b) the reasons why the Corporation considers that it may be appropriate 

that the senior post holder be dismissed. 
 

2.4.2  The said statement shall be made available both to the Chairman of the 
Committee and to the senior post holder at least ten working days before 
the main meeting of the Committee. 

 
2.4.3  The senior post holder shall have the opportunity to submit a written 

statement and other documentation in reply.  Any such statement or 
documentation must be submitted to the Chairman of the Committee and 
to the Corporation at least five working days before the meeting of the 
Committee.  

 
2.4.4  The senior post holder shall also be informed, at least ten working days 

prior to the meeting of the Committee, of his right to bring witnesses to that 
meeting, and to be accompanied by a friend who may present the case on 
his behalf. 

 
2.5  Procedure at the Special Committee meeting: 
 

2.5.1 If the senior post holder exercises his right to attend the meeting then, at 
the beginning of the meeting, the Chairman of the Committee shall ensure 
that the nature of the referral, the Committee’s role, and the procedure to 
be followed are understood by all persons attending the meeting.  
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2.5.2 After the Chairman has given the explanation at 2.4.1 above, he shall 
invite each party or their representative to give a short statement outlining 
the submissions which they intend to make, the evidence which they 
intend to adduce and the witnesses they intend to call.  The statement 
made on behalf of the Corporation shall be made first and to be followed 
immediately afterwards by the statement by or on behalf of the senior post 
holder.  Neither party is obliged to make such an opening statement.  

 
2.5.3  After the completion of opening statements (if such statements are made), 

the Corporation shall present its case.  This shall involve: 
 

a)  bringing to the attention of the Committee documentary evidence in 
support of their case, explaining the significance of such evidence and 
making submissions in relation to it; and  

 
b)  eliciting evidence from witnesses, called in support of their case. 

 
2.5.4  After the Corporation’s representative has completed his questioning of 

witnesses; the senior post holder or his representative shall be entitled to 
ask questions of that witness.  This shall take place before the Corporation 
calls its next witness. 

 
2.5.5  After the senior post holder or his representative have completed the 

questioning of a witness, the members of the Committee shall have the 
opportunity to ask such questions as they think fit of a witness. 

 
2.5.6  After the completion of the Corporation’s case, the senior post holder or 

his representative shall be entitled to present the case for the senior post 
holder.  The procedure to be followed shall be in accordance with the 
procedure set out at 2.5.3 to 2.5.5 above. 

 
2.5.7 After the completion of the presentation of cases, the Committee shall be 

entitled to ask of the parties and their representatives such questions as 
they think fit. 

 
2.5.8  If the members of the Committee are of the opinion that additional 

evidence should be provided to it, the hearing may be adjourned for a 
period up to seven working days to enable additional evidence to be 
submitted. 

 
2.5.9  The Committee shall have full discretion to admit or exclude evidence as it 

reasonably considers fit, and is not obliged to follow strict legal rules 
concerning admissibility of evidence.  It may, if necessary, vary the 
procedure to be followed at the meeting, although such alteration must not 
be such as to cause undue prejudice the interests of any party to the 
proceedings. 

 
2.6 Procedure upon completion of Special Committee meeting 
 

2.6.1 Upon the conclusion of the hearing, the Committee shall, in private, 
deliberate their findings and determine their decision. 

 
2.6.2  The Committee’s decision must be communicated to the Senior Post 

Holder without unreasonable delay and normally within 7 working days.  
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The Senior Post Holder has the right to appeal to the Corporation against 
the decision of the Special Committee and must do so within 14 working 
days of receipt of the Committee’s decision. 

 
3.   Appeal to the Corporation  
 

3.1  A meeting of the Corporation shall take place for the purpose of determining 
the appeal against the decision of the Committee.  That meeting shall take 
place as soon as reasonably practicable and normally no later than 28 days 
after the appeal has been submitted, subject to a least 10 working days’ 
notice in writing being given by the Clerk to the Corporation to the Senior 
Post Holder. 

 
3.2 Nothing in this procedure shall prohibit a member of the Corporation who 

was a member of the Committee from attending that meeting. 
 

3.3 A staff member my, by resolution of other members present, be required to 
withdraw from any part of any meeting of the Corporation at which the 
conduct, suspension, dismissal or retirement of any member of staff holding 
a post senior to his/her own is to be considered.  Student members may take 
no part in the consideration of any such matter, and may be required to 
withdraw from any meeting at which such matters will be discussed. 

 
3.4  The senior post holder shall have the right to attend the meeting of the 

Corporation, and to make representations to the Corporation with regard to 
the decision of the Committee.  These representations may be written and/or 
oral.  If oral representations are to be made, the senior post holder has the 
right to be accompanied by a friend. 

 
3.5 Following the conclusion of the meeting, the Corporation shall determine the 

appeal.  The Corporation may: 
 

 uphold the decision of the Committee and the disciplinary action; or 
 uphold the decision of the Committee but substitute a lesser disciplinary 

sanction; or 
 overturn the decision of the Committee. 

 
3.6 The senior post holder shall be informed, in writing, of the Corporation’s 

decision, within five days of the Corporation concluding consideration of the 
matter.  The decision of the Corporation shall be final, and there shall be no 
further right of appeal. 

Approved by the Board  
October 2007 
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Appendix 8 
 

APPEALS COMMITTEE 
 
 
1 Composition 
 
-     3 Members of the Corporation appointed from a Panel to be agreed annually. The 

Committee to be convened as required with Members selected based on availability 
to meet within the timescales set out below. 

 
-      the Principal shall not be a member 
 
-     staff and student members of the Corporation shall not be members 
 
2 Terms of Reference 
 
To determine any appeal by  a member of staff against immediate dismissal or suspension 
for gross misconduct.  
 
3 Quorum 

 
The 3 Members appointed. 
 
4 Attendance at Meetings 
 
Attendance at meetings is restricted to: 
 
• Members of the Committee; 
• the Clerk or nominated representative; 
• the member of staff making the Appeal, who may be accompanied by a colleague or 

union representative; 
• the Principal or nominated Deputy; and 
• the Head of Human Resources or nominated representative. 
 
5 Procedures 
 
Any member of staff, who is either dismissed with immediate effect or suspended by the 
Principal for gross misconduct, has the right to appeal to the Corporation against the 
Principal's decision. The appeal must be made in writing to the Clerk within fourteen 
calendar days of receiving this decision. 
 
The decision must be communicated in writing to the member of staff together with a 
written statement by the Principal setting out the reasons why it is considered that the 
member of staff is guilty of gross misconduct. 
 
On receipt of an appeal, the Clerk shall convene a meeting of the Committee as soon as is 
reasonably practicable, but not less than fourteen days from receipt of the appeal, and 
invite the member of staff to attend the meeting, where they may be accompanied by a 
colleague or union representative. If the invitation is accepted the member of staff must 
respond to the Principal’s statement, in writing, at least seven calendar days before the 
date of the meeting. 
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At the meeting the member of staff may make representations, including oral 
representations. The Committee shall then consider the decision of the Principal and any 
representations made by the member of staff and take such action as it considers 
appropriate. 
 
The Committee's decision shall be communicated to the member of staff and the Principal 
without unreasonable delay. 
  
6 Publication of Minutes 
 
Minutes and Agenda papers will normally be CONFIDENTIAL and will not normally be 
made available to student and staff Members of the Corporation. 

 
 

 
 

 

Approved by the Board 
March 2007 


