NEW COLLEGE, SWINDON

STANDING ORDERS 

FOR THE CORPORATION AND CORPORATION COMMITTEES
1.
Introduction
The Instruments and Articles of Government for Further Education Corporations provide a framework for the operation of the governing body and to a limited extent, for the functioning of some of its committees.  There is a provision in these regulations for the governing body to make rules and by-laws for the government and conduct of the college.  These rules and by-laws are the Standing Orders and must not be confused with the provisions of the Articles.  The purpose of the Standing Orders is to cover the conduct, rules and procedures for the Corporation and its Committee meetings to ensure the smooth running of all business.

These Standing Orders shall apply to the New College Corporation and its Committees which are currently:

· Finance and General Purposes Committee

· Personnel Committee

· Curriculum and Quality Committee

· Audit Committee

· Remuneration Committee

· Search Committee

· Accommodation Working Party

2.
Attendance by members of the Corporation at meetings of the Corporation
2.1 Record of attendance
The Clerk to the Corporation shall be responsible for the maintenance of a record of attendance at Corporation and Committee meetings.

2.2 Absence from meetings
Where members become aware that they will be unable to attend a meeting, they should advise the Clerk in order that their apologies can be made to the meeting and that possible inquoracy can be identified at an early stage.

2.3
Prolonged absence from meetings
If a member is unable to attend meetings for a period longer than six months, they should notify the Corporation or Committee.  Should this not be done, the Corporation or Committee may resolve to remove the member from office.

2.4
Attendance expectations
The Corporation expect Governors to attend at least 80% of all meetings.

3.
Access to meetings of the Corporation by persons other than members of the Corporation and Clerk to the Corporation
3.1 Access to Corporation meetings
Only Corporation members, the Clerk to the Corporation and ex-officio College officers whose attendance has been agreed by the Corporation, are entitled to attend Corporation meetings.  Other attendance will be by invitation only.

3.2 Access to Corporation Committee meetings
Only Committee members, the Chairman and Vice-Chairman of the Corporation and the Clerk to the Corporation are entitled to attend committee meetings.  Other attendance will be by invitation only, by arrangement with the Clerk to the  Corporation.

3.3 Public access
Members of the public may observe meetings of the Corporation provided that they have advised the Chair of the Corporation of their attendance in advance of the meeting.

4.
Public Availability of Agenda, Minutes and Reports
4.1 Corporation papers
Agenda for every meeting of the Corporation, draft minutes of every meeting if approved by the Chair of the meeting, signed minutes of every meeting and any report, document or other paper considered at any meeting shall be available for inspection from the Principal’s PA at the College.
Any item/material relating to a named person employed at or proposed to be employed by the College, a named student or candidate for admission to the institution, the Clerk or any matter which by reason of its nature, the Corporation is satisfied should be dealt with on a confidential basis shall be excluded.
Copies of the draft or signed minutes of every meeting of the Corporation will be published on the College website and will remain there for a period of 12 months.

4.2 Corporation Register of Interests
The Corporation Register of Interests is available for inspection via the Principal’s PA.  This document will be updated annually along with governor eligibility criteria.

5.
Corporation and Corporation Committee Meeting Procedures
5.1
Withdrawal from meetings
Members should consider withdrawing from any meeting or part of a meeting at which the matter under consideration could give rise to a conflict of interest, after declaring that interest.  Staff members shall withdraw from meetings, where appropriate (as defined by paragraph 14.5 of the Instrument of Government).  Student members shall withdraw from meetings, where appropriate (as defined by paragraphs 14.7, 14.8 and 14.9 of the Instrument of Government)

5.2 Voting
Members may not vote by proxy.  Voting at meetings normally shall be on a show of hands, and a majority shall apply.  Where the votes cast are equal, the Chairman of the meeting shall have a second casting vote.  If resolved by those members present, a paper ballot shall take place, which will be administered by the Clerk to the Corporation.

5.3 Student Members
A student member who is under the age of 18 shall not vote concerning any proposal:

· For the expenditure of money by the Corporation;

· Under which the Corporation or its members would enter into any contract;

· That may incur any debt or liability;

· Any proposal regarding staff.

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.
5.4 Declaration of Interests
The declaration of an interest is the responsibility of the individual governor.  If a governor needs to declare an interest at a meeting, they must also consider whether they should subsequently withdraw from that meeting or part of that meeting.  If, having declared an interest, the governor decides to remain, they may not take part in further discussions of the matter or vote upon it.  They would also cease to be counted towards the quorum necessary for taking any decision on the matter in question.

5.5 Confidential items
Certain agenda items may be designated confidential by reason of their nature.  This would usually be due to their strategic or statutory confidentiality, the need to protect the interests of the College, or the fact that the item relates to a named student or potential student or a named employee or proposed employee.

5.6 Reconsideration of resolutions
No resolution of the governors can be rescinded or varied at a subsequent meeting unless its reconsideration appears on the agenda for that meeting.

5.7 Chairing of meetings
The Chairman, or in his/her absence, the Vice-Chairman of the 
Corporation will chair all meetings of the Corporation.  If both are absent, those members present shall elect one of their number to act as Chairman for that meeting, but this cannot be the Principal or a staff or student member.

The elected Committee Chairmen will chair all meetings of Corporation Committees.  If a Committee Chairman is absent, those members present shall elect one of their number to act as Chairman for that meeting, but this cannot be the Principal.

6.
Agenda for meetings
6.1 Draft agenda
The Clerk to the Corporation shall be responsible for the drafting of agenda for meetings of the Corporation and Corporation Committees.  Before finalising the agenda, the Clerk will consult the Chair of either the Corporation or the Corporation Committee, as appropriate.

6.2 Formal agenda
Formal agenda, together with supporting papers, will be issued seven days prior to the date of each Corporation or Corporation Committee meeting.

6.3 Agenda items
Agenda items for all meetings must be notified to the Clerk.  Individual governors may request that an item is included on an agenda.  Such requests should be submitted, in writing or via email, to the Clerk who will then consult with the Chairman of the Corporation or Committee regarding the inclusion of the item on the agenda.  In the event that an item is rejected, the Clerk will write to all Governors as well as the member concerned, regarding the request and the reasons for its refusal.  If an agenda item is requested by any five Governors, it shall be included on the agenda by the Clerk.

6.4 Order of agenda
The following order will apply to the Corporation agenda:

· Governor training

· Apologies for absence

· Disclosure of Interests

· Minutes of the last meeting

· Matters arising

· Risk Management Update

· Principal’s Report

· Items of general business
· Minutes of Committees

· Any other business

· Date of next meeting

· Any confidential items

6.5 Supporting papers
All supporting papers for meetings of the Corporation and Corporation Committees must clearly show their purpose, i.e. report, briefing paper, proposal, etc., title, author and the date of the writing and their intended audience, i.e. Corporation or named Committee.  Generally, papers should include an introduction, main body and conclusions or recommendations.  Lengthy papers shall include an executive summary of no more than a half-page of A4.

Only in exceptional circumstances will late or tabled papers be permitted, following the approval of the appropriate Chairman.

7.
Quoracy
7.1 Corporation meetings
Corporation meetings shall be quorate if 40% or more of the Corporations determined membership are present throughout the meeting.
7.2 Committee meetings
Committee meetings shall be quorate if 3 or more members are present throughout the meeting.

7.3 Inquorate meetings
If a meeting is not quorate it cannot take place.  In these circumstances, it is possible to continue informal discussions, the notes of which can be considered by the next quorate meeting.  Decisions cannot be made by an inquorate meeting as they would be invalid and subject to challenge.

A meeting may become inquorate part way through, i.e. if members need to leave early or withdraw due to the declaration of an interest.

8.
Minutes
8.1 Draft minutes
Draft minutes of Corporation and Corporation committee meetings will be circulated to the relevant Chairman as soon as possible after the meeting.

The minutes shall be considered at the next meeting of the Corporation or committee and any amendments noted by the Clerk prior to their signature by the Chairman as a true record.

Any changes will be recorded in the minutes of that meeting.  Agreed minutes will not be recirculated unless there have been substantial changes.

8.2 Confidential minutes
Where it has been decided that an item shall be regarded as confidential, the item will be minuted on a separate sheet.  The existence of a confidential minute shall be recorded in the main minutes.  Circulation of the confidential minute shall be limited to those governors who were present or entitled to be present for the item in question.

8.3 Content of minutes
Minutes shall record formal decisions, resolutions and receipt of reports, minutes and papers.  Only where the issue is of major significance or potentially controversial shall discussions be summarised in the minutes.  

There are no circumstances in which governors can properly take a decision without it being minuted.

9.
Special Corporation meetings
9.1 Calling of Special Corporation meetings
A special meeting of the Corporation may be called at any time by the Chairman or, in his/her absence, the Vice-Chairman, where they consider there are matters demanding the urgent consideration of the Corporation.  Special meetings can also be requested, in writing, by any five members.  Notice of the meeting and the agenda will be issued by the Clerk giving as much notice to governors as possible in the circumstances.  A special meeting may only consider the matters for which it has been called.

10.
Appointment and resignation of Governors
10.1
Appointment of Governors
A separate procedure exists for the appointment of governors.

10.2
Term of office
The term of office for governors is four years or less, as agreed by the Corporation for each appointment.  Details of persons ineligible to be members and the circumstances in which members may become disqualified, are detailed in the Instruments of Government.

Governors may resign at any time by giving written notice to the Clerk to the Corporation.

10.3
Composition of the Corporation
The composition of the Corporation shall be as follows:

· 12 Governors

· 2 Staff Governors

· 2 Student Governor

· 1 Principal

10.4
Staff Governors
Staff governors must be nominated by two other members of the College staff.  The Clerk to the Corporation will organise an election should this be required.  A staff governor’s membership ceases if he/she ceases to be a member of staff.

10.5
Student Governors
The student governors shall be the President of the Student Union and a member of the Student Union Executive committee.
11.
Appointment of Corporation Chairman and Vice-Chairman
11.1 Procedure for appointment
The members of the Corporation shall appoint a Chairman and Vice-Chairman from among their number.  Neither the Principal, nor any staff or student members are eligible for appointment.  A Governor not involved in the appointment shall chair the appointment item and invite nominations from members.  Members can self-nominate.  All nominations should then be seconded by a member.  If there is more than one seconded nomination, a ‘paper ballot’ shall be administered by the Clerk to the Corporation and a majority shall apply.

11.2 Term of office
The term of office for both the Chairman and the Vice-Chairman shall be one year from the date of appointment.  Both may, at any time, resign their respective offices by giving written notice to the Clerk to the Corporation.

12.
Appointment of Committee Chairmen
12.1 Procedure
The Chairman of each Committee shall, where appropriate, be appointed from amongst the members of the Committee at the first meeting of the academic year and will remain in office until the first meeting of the committee the following academic year.
13.
Chairman’s action
13.1 Matters of urgent business
The Chairman shall report on any matters of urgent business (which, in the case of the Corporation, did not warrant the calling of a special meeting) that it has been necessary to action and on any matters where the Corporation or Committee has authorised the Chairman to take certain action between meetings.

In the case of the Corporation Chairman’s action, the Vice-Chairman is authorised to act when the Chairman is absent.  The Articles of Government provide for the delegation of powers to the Vice-Chairman.

14.
Committees
14.1 Committee Terms of Reference

Separate terms of reference for each committee shall be approved by the Corporation bi-annually and maintained by the Clerk.

14.2 Delegation of powers
The Corporation may delegate powers to Committees as detailed in their terms of reference.  Committees may provide advice and recommendations to the Corporation but may not delegate powers to:

· Determine the educational character and mission of the institution

· Approve annual estimates of income and expenditure

· The responsibility for ensuring the solvency of the institution and the Corporation and for safeguarding their assets

· Approve the appointment or dismissal of the Principal or a Senior Post Holder

· Approve the appointment or dismissal of the Clerk to the Corporation

· Approve the modification or revocation of the Instruments and Articles of Government, these Standing Orders and Committee Terms of Reference

14.3 Co-options
Persons, who are not members of the Corporation or College staff, may be co-opted on to committees of the Corporation by reason of their expertise and experience and be included for the purposes of quoracy.
14.4 Committee membership
Committee membership is determined by the individual committee terms of reference.

14.5 Other committees
The Corporation shall form other committees that shall be non-standing committees, as and when the need arises, i.e. Grievance Committee.  These will normally comprise three members of the Corporation.  All members of the Corporation shall be eligible for membership excepting the following:

· A member cannot sit on an Appeal Committee if they were in any way involved with the original issue.

· Staff or student members cannot sit on any staff disciplinary, grievance or appeal committee.

· A student member cannot serve on a Student Disciplinary Committee.

15.
Role and responsibilities of the Clerk to the Corporation
15.1
Role of the Clerk to the Corporation
The Clerk shall be responsible for advising the Corporation with regard to:
· the operation of its powers

· procedural matters

· the conduct of its business

· matters of governance practice

15.2
Statutory responsibilities of the Clerk to the Corporation
The statutory responsibilities of the Clerk are:

· To receive written notice that a member has been disqualified from continuing to hold the office of a member of the governing body;

· To receive written notice that a member wishes to resign from membership of the governing body;

· To maintain a register of the financial interests of members and to make the register available during office hours at the College to any person wishing to inspect it;

· To summon meetings of the governing body by sending written notice of the meeting and proposed agenda seven days before the date of the meeting.

15.3
Key responsibilities of the Clerk to the Corporation
The key responsibilities of the Clerk are:

· Managing the business of the governing body;

· Ensuring that all members are kept informed;

· Ensuring the governing body operates within the law and in accordance with the statutory Instrument and Articles;

· Ensuring the governing body fulfils its legal, statutory and public responsibilities;

· Ensuring the governing body follows agreed and proper procedures

· Making sure that public access to governors’ papers is in line with legal requirements;

· Arranging induction and ongoing training for governors

· Developing policies and procedures governing the conduct of business;

· Monitoring the public interest disclosure procedure, suggesting amendments and, where required by the governing body, acting as the lead assessor.

16.
The Seven Principles of Public Life
16.1
Consideration
The Corporation shall consider the following principles as a yardstick against which their conduct of business and procedure may be measured:

· Selflessness

· Integrity

· Objectivity

· Accountability

· Openness

· Honesty

· Leadership

17.
Governor expenses
A separate policy exists on governor expenses.

18.
Standing Orders
18.1 Review
These Standing Orders may only be amended at a Corporation meeting where a specific item has been set aside on the agenda to discuss and review the Standing Orders and any proposed changes.

These Standing Orders were approved by the Corporation on 18th May 2010 
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