          ACADEMIC BOARD

1
Terms of Reference


Statutory

1.1 The Academic Board shall be responsible for advising the Principal on the standards, planning, co-ordination, development and oversight of the academic work of the College, including arrangements for the admission, assessment and examination of students and the procedures for the expulsion of students for academic reasons.


Commentary

1.2 The Academic Board is the KEY Committee in relation to the development of the College’s curriculum offer;  and the KEY Committee in relation to monitoring and improving the quality of curriculum delivery.



It should advise the Principal on:

· the curriculum portfolio (changes, additions, deletions);

· improving access to the curriculum;

· the quality of curriculum delivery and areas for improvement;

· the quality of outcomes and areas for improvement;

· the need for particular curriculum-related staff development projects.



It should receive regular reports from other College Committees to enable it to carry out these functions and should also commission reports as necessary.

2
Membership


2.1
Principal and Chief Executive shall be Chair.  If the Principal is unable to attend a meeting, s/he may nominate a deputy to take the Chair in their place;

2.2
Chiltern Business Training representative

2.3
Cross-College Co-ordinators

2.4
Deputy Principal, Director of Academic Standards;


2.5
Director of Business Development;


2.6
Equality & Diversity Co-ordinator;


2.7
Heads of Department/14-16 Co-ordinator;


2.8
Head of IT Services;

2.9
Library Team Leader


2.10
Head of Management Information Systems

2.11
At least two members of support staff;

2.12
At least one member of the teaching staff from each department

2.13
Quality Manager;

2.14
Student Governor(s)/Student Leaders;

2.15
Governor representative.

3
Meetings


3.1
The Academic Board shall meet at least once every term, and shall hold such other meetings as may be necessary.


3.2
All meetings shall be called by the Clerk to the Governors, who shall send to the Members written notice of the meeting and a copy of its agenda and papers at least five working days prior to the meeting.


3.3
A special meeting of the Academic Board may be called at any time by the Chair or at the request in writing of any four Members.

4
Supporting Papers


4.1
Supporting Papers should conform to the following format:


Name of Committee
Date/Time
Agenda Item


Title


Prepared by



Purpose

‘for approval, ‘for consideration, ‘for information’



(also to be stated on Agenda)


Introduction


Background


Recommendation

5
Quorum


No business shall be transacted by the Board unless forty percent of the Members entitled to be present and vote are in attendance.

6
Minuting Secretary


The minuting secretary will be the Clerk to the Governors (or his/her nominated Deputy).

7
Reporting 


Minutes of the Academic Board are circulated to the Academic Board Members and all Members of the Corporation.

8
Public Access to Meetings and Publication of Agendas, Minutes and Supporting Papers



In keeping with the requirements of the Instrument and Articles of Government the Corporation shall, from time to time, determine policies for public access to its meetings and meetings of its Committees.


Subject to matters of confidentiality, minutes of the Academic Board shall, after confirmation, be available for inspection through the Clerk to the Governors, on the College website, College Portal, the Staff Room and Learning Resources Centre.

9
Agenda, Conduct and Ground Rules of Meetings

9.1
Agenda items should be requested from all Members at least twelve working days prior to the meeting, proposals returned by Members to the Chair/Secretary at least ten working days prior to the meeting for consideration and agreement of the agenda by the Chair/Secretary.  Papers would then be requested;  the agenda with supporting papers would be circulated at least five working days prior to the meeting.

9.2
Agenda items should be clearly stated and supported by written documentation where appropriate.  Matters arising should be formally identified on the agenda.

9.3
The order of agenda items should be prioritised (by the Chair).

9.4
Where supporting information is required, other College staff should be encouraged to participate for specific agenda items/presentations.

9.5
All Members must have the opportunity to participate fully.  This means that all Members must be prepared to listen as well.

9.6
At the conclusion of each substantive agenda item, the Chair must confirm the outcomes clearly and concisely (important even when agreement cannot be reached).

9.7
Other Business should not be encouraged.

Perhaps the most important ground rule of all is that Members should only include agenda items for those issues which need full discussion by the group concerned.  All agenda items should have a clear purpose, and the proposer should state the purpose immediately.  Before inclusion of any agenda item, the question should be asked:

"Is discussion at this meeting the most effective or desirable way to deal with this issue?"
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             AUDIT COMMITTEE

1
Membership


1.1
The Committee shall comprise six members who may or may not be members of the Corporation.

1.2 At least one member of the Committee should have significant, recent and relevant financial experience, for example as an auditor or a finance director of a listed company.

1.3 
The Committee should be provided with sufficient resources to undertake its 
duties.

1.4 The internal auditor shall be entitled to attend and speak at all meetings of the Committee (but not to vote) as shall the financial statements auditor, regularity auditor and funding auditor (where appointed) where business relevant to them is being discussed.  Senior management should also be invited to attend meetings of the Committee, particularly where their area of responsibility is under discussion, and shall be entitled to attend and speak at such meetings but not to vote.

1.5 The Committee may invite the Corporation’s advisers or other third parties to attend meetings of the Committee as appropriate (such persons shall not have a vote but shall be entitled to speak at the meeting).

1.6 
The Principal and other senior postholders may not be members of the Committee but other members of staff may sit on the Committee provided they do not have significant executive, management, financial or budgetary responsibilities.

1.7 In order to maximise the Committee’s independence and objectivity, the following people shall not be eligible to sit on the Committee:

1.7.1 those with executive responsibilities at senior level;

1.7.2 members of the College Finance and Resources Committee, or equivalent;

1.7.3 the Chair of Governors;  and

1.7.4 Governors who have significant interests in the College.

1.8 The Chair of the Committee will be appointed by the Corporation.

1.9 
The quorum for meetings of the Committee shall be two.

1.10 The Clerk to the Governors shall act as Clerk to the Committee.

1.11 The Committee shall be entitled, whenever it is satisfied that it is appropriate to do so, to go into confidential session and (subject to the rules of quoracy set out above) to exclude any, or all, participants and observers, except the Clerk to the Committee.

1.12 The Committee shall be granted rights of access to obtain all the information it considers necessary from members of the staff and Governors of the Corporation, and to consult the internal audit service (IAS), financial statements auditor, regularity auditor and funding auditor (where appointed) directly.

1.13
The Committee should conduct a self-evaluation on an annual basis.

2
Terms of Reference

2.1 To advise the governing body on the adequacy and effectiveness of the Corporation’s systems of internal control (including the contents of the statement) and its arrangements for risk management, control and governance processes, and securing economy, efficiency and effectiveness (value for money);

2.2 To advise the governing body on the appointment, reappointment, dismissal and remuneration of the financial statements auditor, regularity auditor and the IAS;

2.3 Advise the governing body on the scope and objectives of the work of the IAS, the financial statements auditor, regularity auditor and the funding auditor (where appointed);

2.4 To ensure effective co-ordination between the IAS, regularity auditor, the funding auditor (where appointed);and the financial statements auditor including whether the work of the funding auditor should be relied upon for internal audit purposes;

2.5 To consider and advise the governing body on the audit strategy and annual internal audit plans for the IAS;

2.6 To advise the governing body on the internal audit assignment reports and annual reports and on control issues included in the management letters of the financial statements auditor, regularity auditor and the funding auditor (where appointed);, and management’s responses to these;

2.7 To monitor, within an agreed timescale, the implementation of agreed recommendations relating to internal audit assignment reports, internal audit annual reports, regularity auditor’s management letter, the funding auditor’s management letter (where appointed); and spot-check reports and the financial statements auditor’s management letter;

2.8 To receive the financial statements to inform the Committee’s review of the management letter of the financial statements auditor and consideration of the statement on corporate governance (including assurance from the regularity auditor that the College has spent its funds with propriety and regularity).  Where, following its review, the Committee is not satisfied with any aspect of the proposed financial reporting by the College, it shall report its view to the Corporation.

2.9 The Committee will meet at least three times per year.  The internal auditor, funding auditor (where appointed), regularity auditor or financial statements auditor may request a meeting of the Committee if they consider that one is necessary and the Committee will endeavour to comply with such requests.  In any event, the Committee must consider a minimum number of items of business each year for it to be able to function effectively, and those items of business are set out in the Table attached to Supplement A to the Audit Code of Practice.

2.10 To consider and advise the governing body on relevant reports by the NAO, the LSC, other funding bodies and, where appropriate, management’s response to these;

2.11 To establish, in conjunction with college management, relevant annual performance measures and indicators, and to monitor the effectiveness of the IAS, regularity auditor and financial statements auditor through these measures and indicators and decide, based on this review whether a competition for price and quality of the audit service is appropriate;

2.12 To produce an annual report for the governing body and accounting officer, which should include the Committee’s advice on the effectiveness of the College’s risk management, control and governance processes, and any significant matters arising from the work of the IAS, regularity auditor, the funding auditor (where appointed)and the financial statements auditor;

2.13 To ensure that all allegations of fraud and irregularity are properly followed up;

2.14 To approve the terms of engagement and the remuneration to be paid to the external auditor in respect of audit services provided;  and

2.15 To be informed of all additional services undertaken by the IAS, the financial statements auditor, regularity auditor and the funding auditor (where appointed).

3
Reporting 


Minutes of the Audit Committee are circulated to the Audit Committee Members and all Members of the Corporation.

4
Public Access to Meetings and Publication of Agendas, Minutes and Supporting Papers



In keeping with the requirements of the Instrument and Articles of Government the Corporation shall, from time to time, determine policies for public access to its meetings and meetings of its Committees.


Subject to matters of confidentiality, minutes of the Audit Committee shall, after confirmation, be available for inspection through the Clerk to the Governors, on the College website, College Portal, the Staff Room and Learning Resources Centre.
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CAPITAL PROJECT COMMITTEE

The Capital Project Committee is a Committee of the Corporation.  Its purpose is to take decisions on behalf of the Corporation, throughout all phases of the Capital Project.

1. Membership and Operation

1.1. The Committee will comprise of four members of the Corporation plus the Principal and Chief Executive.  The Corporation has approved the following membership at the inception of the Committee:

James Crabbe

Chair

Stephen Janes

Chair of Governors

Norman Sprunt

Chair of Finance and Resources

Brian Edwards

Chair of Governors’ Standards

Chris Vesey


Principal and Chief Executive

1.2. The Director of Resources will act as Lead Officer to the Committee.  The Head of Estates and College Project Manager will be in attendance.

1.3. The Executive Support Officer will act as the Clerk to the Committee.

1.4. The Committee shall have the power to co-opt external members with specialist expertise as and if required.

1.5. The quorum for meetings shall be two members.

1.6. The Committee shall meet monthly or six weekly, as it determines necessary.

1.7. Committee members will normally be given seven days’ notice of any meeting.  However, the Committee recognises that, given the exigencies of the project, there may be exceptional occasions when this is not possible.

1.8. The Committee further recognises that there may be occasions when decisions are required in between meetings.  In such cases, the Director of Resources will email all members of the Committee, with a response time request of twenty-four hours.  The opinion of two members will guide the Director of Resources.  The Director of Resources will attempt to ensure that the Committee does not become over-reliant on the input of the same two members on each such occasion.  The exceptional nature of these instances was stressed.  Any decisions made in this way will be brought to the nearest following meeting of the Committee for approval.

1.9. All additional responsibilities of the College Estates Committee will be covered by the Capital Project Committee for the duration of the Capital Project.  The Committee may be disbanded at the conclusion of the project.

2. Responsibilities and Reporting

2.1 To make regular reports to meetings of the Corporation on the

 progress of the project and make recommendations as appropriate.

2.2 To agree the delegation limits for the Project Management Structure.

2.3 To approve Consultant appointments on the recommendation of the 

      Project Sponsor (Director of Resources).

2.4 To approve the tender for the construction works and delegate one

member of the Committee to participate in the appointment of the

       main Contractor.

2.5 To receive reports from, variously, the lead advisors, architects and 

 particularly, cost consultants on the performance of the project.

      2.6 To approve the Application in Detail to the LSC, for recommendation

  to the Corporation.

 2.7 To approve and monitor the risk management plan for the project. 

 2.8 To support the work of the Finance and Resources Committee in 

        considering the financial management of the project.

 2.9 To take responsibility, on behalf of the Corporation, for the health and 

        safety of contractors, staff, students and members of the public 

        during the implementation period, as prescribed by the 

        CDM Regulations.  A specialist consultant will be appointed to 

        support the Committee in this duty.

2.10 To monitor the College’s Planning Applications.

The Terms of Reference are subject to any decisions which by law are required by the Corporation.
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        FINANCE & RESOURCES COMMITTEE

1.
Terms of Reference


These Terms of Reference have been written in accordance with the Financial Memoranda issued by the Funding Council and the College's Financial Regulations.

As required by the Corporation’s Articles of Government, the Finance and Resources Committee will determine or, where appropriate, advise the Corporation on matters relating to employment policy, finance, and the effective and efficient use of premises and resources an in furtherance of its obligations the Committee will be delegated full powers on these matters subject only to the limitations of delegation stipulated by the Articles of Government generally and the specific provisions of Clauses (4), (9), (10) and (11) of the Corporation’s Articles of Government.


In particular, the Finance and Resources Committee shall be responsible for:

1.1
making recommendations to the Corporation on annual estimates of income and expenditure, capital expenditure programmes including loans and major variations of expenditure;

1.2
reviewing arrangements for securing value for money, solvency and safeguarding of assets;

1.3
determining the College’s investment and borrowing policies;

1.4
approving virement between budget heads;

1.5 to support the work of the Corporation Capital Project Committee in considering the financial management of the Capital Project;

1.6 receive and recommend for approval the annual College accounts;

1.7 to monitor the effectiveness and efficiency of the management of the College’s land, buildings and estates, including any College subsidiary enterprises;

1.8 to identify and advise the Corporation on new and replacement capital development priorities and its accommodation strategy;

1.9 leading the Corporation on all strategic matters related to personnel, employment policy and employee relations in accordance with the Articles of Government and specifically:

· to determine and advise on such matters relating to employment policy as the Corporation may remit including recommending a framework for the pay and conditions of all staff (excluding senior postholders);

· to deal with the regulation and control of all personnel resources of the Corporation;

· to approve amendments to College structures and to ensure a clear link between the College strategic plan and matching staff resources in accordance with employment policy;

· to delegate to the Principal any duties and responsibilities allocated to this Committee, in accordance with the Instrument and Articles of Government.

1.14
To ensure adequate liaison with other Corporation Committees.

1.15
Consideration of any other relevant matters referred to it by the Corporation.

2.
Membership


The Corporation shall appoint the Members of the Finance and Resources Committee and its Chair.  The Committee will be comprised of the Principal of the College and five other Members of the Corporation.


The Clerk to the Governors will also be the Clerk to the Finance and Resources Committee (or his/her nominated Deputy).


Members of the Finance and Resources Committee shall hold office for a period of one year but, notwithstanding this limitation, they are eligible for re-appointment.

3
Meetings


Meetings shall be held on a regular basis subject to a minimum of six meetings per year, and reports of each meeting will be made directly to the Corporation through minutes annotated, where appropriate, with action notes. 


Meetings will be summoned by the Clerk, who will send to Members written notice of the meeting together with a copy of the agenda, such notice to be given at least seven clear days in advance of any meeting.

4
Quorum


All meetings of the Committee shall be quorate and the business conducted if at least 50% of Members are present.  If, during the course of a meeting, the number of Members falls below the stipulated quorum that meeting shall be terminated forthwith.

5
Reporting 


Minutes of the Finance and Resources Committee are circulated to the Finance and Resources Committee Members and all Members of the Corporation.

6
Public Access to Meetings and Publication of Agendas, Minutes and Supporting Papers


In keeping with the requirements of the Instrument and Articles of Government, the Corporation shall from time to time determine policies for public access to its meetings and meetings of its Committees.


Subject to matters of confidentiality, minutes of the Finance and Resources Committee shall, after confirmation, be available for inspection through the Clerk to the Governors, on the College website, College Portal, the Staff Room and Learning Resources Centre.
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                       GOVERNORS’ STANDARDS COMMITTEE

1 Terms of Reference

To review strategies to improve the curriculum and quality on behalf of the Corporation, the Governors’ Standards Committee must do the following:-

· review and evaluate the learning experience of all learners;

· monitor the College’s arrangements for meeting the needs of all learners;

· advise on, and recommend to the Governing Body the annual targets set for retention, achievement and success;

· monitor and evaluate retention, achievement, destinations and success, benchmarking results against college and sector data where these are available;

· oversee the process for the self-assessment for governance, identify any training needs and monitor outcomes;

· verify and recommend to the Governing Body the College’s self-assessment report and to monitor implementation of the development plan arising from it;

· ensure that specific monitoring and evaluating activities are in place to alert management and Governors to significant changes in quality;

· ensure that appropriate action is being taken to address issues of concern.

2
Membership


2.1
Six Members of the Governing Body (to include the Principal and Academic Staff Governor neither of whom shall take on the role of Chair to the Committee) plus up to three Associate Members.  At least one member should have professional experience of the College’s quality assurance system.

3
Meetings


3.1
The Governors’ Standards Committee shall meet at least once every term and shall hold such other meetings as may be necessary.

3.2
All meetings shall be called by the Secretary to the Committee, who shall send to the Members written notice of the meeting and a copy of its agenda and papers at least 5 working days prior to the meeting.


3.3
A special meeting of the Governors’ Standards Committee may be called at any time by the Chair or at the request in writing of any two Members.

4
Supporting Papers


4.1
Supporting Papers should conform to the following format:


Name of Committee
Date/Time
Agenda Item


Title


Prepared by



Purpose
‘For approval, ‘For information’, ‘For consideration”



Also to be stated on Agenda


Introduction


Background


Recommendation

5
Quorum


5.1
Meetings of the Committee shall be quorate if the number of Members present is at least 40% of the membership numbers.

6
Minuting Secretary

6.1 The minuting secretary will be the Clerk to the Governors (or his/her nominated Deputy).

7
Reporting 


7.1
An appointed Member will present to the Corporation a report on the work of the Committee, to include key issues and any recommendations to be submitted for Corporation approval.

7.2
Minutes of the Governors’ Standards Committed are circulated to the Governors’ Standards Committee Members and all Members of the Corporation.

8
Public Access to Meetings and Publication of Agendas, Minutes and Supporting Papers

Subject to matters of confidentiality, minutes of the Governors’ Standards Committee shall, after confirmation, be available for inspection through the Clerk to the Governors, on the College website, College Portal, the Staff Room and Learning Resources Centre.

9
Agendas, Conduct and Ground Rules of Meetings

9.1
Agenda items should be requested from all Members at least 12 working days prior to the meeting, proposals returned by Members to the Chair/Secretary at least 10 working days prior to the meeting for consideration and agreement of the agenda by the Chair/Secretary.  Papers would then be requested;  the agenda with supporting papers would be circulated at least 5 working days prior to the meeting.

9.2
Agenda items should be clearly stated and supported by written documentation where appropriate.  Matters arising should be formally identified on the agenda.

9.3
The order of agenda items should be prioritised (by the Chair).

9.4
Where supporting information is required, other College staff should be encouraged to participate for specific agenda items/presentations.

9.5
All Members must have the opportunity to participate in full.  This means that all Members must be prepared to listen as well.

9.6
At the conclusion of each substantive agenda item, the Chair must confirm the outcomes clearly and concisely (important even when agreement cannot be reached).

9.7
Other Business should not be encouraged and should be reserved for urgent issues.
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            NOMINATIONS COMMITTEE

1
Terms of Reference

1.1 To be responsible for nominating candidates for the approval of the Corporation to fill vacancies on the Corporation (including the consideration of nominating existing Members for re-election when their term of office is ending.

1.2 
To be responsible for identifying and nominating candidates from the local business community to provide skills and expertise to support existing Committees and task forces when specific knowledge will enhance and inform the Committee decision process.

1.3 To be responsible for devising and recommending to the Board a coherent Governor succession planning procedure to ensure smooth progression of Governor replacement throughout the College Committee structure.

1.4 To be responsible for determining the process whereby all candidates are nominated and, for vacancies, to identify suitably qualified and experienced persons to serve on the Corporation (subject to any statutory provision) through:

· 
direct contact with professional organisations, trade associations and business serving Bedfordshire and surrounding areas;

· 
advertisements in the local and/or national press against appropriate person specification;

· 
liaison within the College (through the Clerk to the Governors) to organise elections for Staff and Student Members;

· 
consultation with interested bodies and maintaining a register of interested and appropriate people;

· 
any other measures considered appropriate to the Committee.

1.5 To consider and make recommendations, from time to time, on the Corporation’s composition and balance and on the procedures for appointment to the Corporation, taking account of:

· 
the skills and experience of serving Members of the Board;

· 
the developing needs of the College;

· 
gender balance;

· 
disability issues;

· 
the ethnic balance of the community served by the College.

1.6 To develop and recommend to the Corporation policies and procedures for the induction of Corporation Members.

(N.B.
The Committee shall have the power to employ the services of such external advisers   as they deem necessary to fulfil their responsibilities).

2
Membership


The Nominations Committee shall comprise five persons who shall be appointed by the Corporation. 

3
Meetings

The Committee shall meet as often as is deemed necessary and reports of each meeting will be made directly to the Corporation through minutes annotated, where appropriate, with action notes.

Meetings will be summoned by the Clerk to the Governors (or his/her nominated Deputy) who will send to Members written notice of the meeting together with a copy of the agenda.  Such notice to be given at least seven clear days in advance of any meeting.

4 Quorum

For quoracy purposes, at least three Members must be present.  If, during the course of  a meeting, the number of Members falls below the stipulated quorum that meeting shall be terminated forthwith.

5
Reporting 


Minutes of the Nominations Committee are circulated to the Nominations Committee Members and all Members of the Corporation.

6
Public Access to Meetings and Publication of Agendas, Minutes and Supporting Papers


In keeping with the requirements of the Instrument and Articles of Government the Corporation shall, from time to time, determine policies for public access to its meetings and meetings of its Committees.

Subject to matters of confidentiality, minutes of the Nominations Committee shall, after confirmation, be available for inspection through the Clerk to the Governors, on the College website, College Portal, the Staff Room and Learning Resources Centre.
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REMUNERATION COMMITTEE

1
Terms of Reference

1.1 Objective

1.1.1
The Committee shall review and determine the Corporation’s policy on executive remuneration and advise on the specific remuneration packages of senior postholders (including the Clerk to the Governors) so as to:

· ensure that senior postholders and the Clerk to the Governors are fairly rewarded for their individual contributions to the College’s overall performance;  and

· demonstrate to the public that the pay of senior postholders is set by a Committee which has no personal interest in the outcome of its decision and which gives due regard to the interests of the public and of the financial health of the College.

1.1.2
The Committee shall receive a report on the annual appraisals, including interim appraisals, of the Principal & Chief Executive, the Clerk to the Governors and College senior postholders.

1.2 Authority

1.2.1
The Committee is authorised by the Corporation to investigate any activity within its terms of reference.  It is authorised to see any information it requires from any employee of the College and all employees of the College are directed to co-operate with any request made by the Committee.

1.2.2
The Committee is authorised by the Corporation to obtain outside legal or other independent professional advice and to secure the attendance of outsiders with the relevant experience and expertise if it considers this necessary.  The Corporation may also require experts to be present and to advise when drafting disclosures to be made in the Corporation’s report and accounts. 

1.3 Duties

1.3.1 The Committee shall advise the Corporation on the specific remuneration packages of the Principal, Clerk to the Governors and other senior postholders, and in so doing, shall consider the following component elements:

· basic salary;

· benefits in kind;

· annual bonus/performance-related elements;

· pension provisions;

· the main terms and conditions in each postholder’s service agreement, with particular reference to the notice provisions.

1.3.2 The Committee shall evaluate annually the specific remuneration packages of the Principal, Clerk to the Governors and other senior postholders against:

· pre-established performance goals and objectives;  and

· an appropriate peer group.


For that purpose the Committee will review and assess performance target goals and objectives established before the commencement of the relevant period and determine whether such goals and objectives have been achieved at the end of the relevant period.

1.3.3 The Committee shall advise the Corporation on any compensation (including the augmentation of pension benefits) which may be payable in the event of the early termination of the employment of the Principal, Clerk to the Governors or any other senior postholder with the broad aim of:

· avoiding rewarding poor performance;  and

· dealing fairly with cases where early termination is not due to poor performance.

1.3.4 The Committee shall review, on a continuing basis, the Corporation’s policy in relation to all aspects relating to the remuneration of the Principal, Clerk to the Governors and other senior postholders, and shall set out such policy in an annual report.  Such report shall in particular set out:

· the Corporation’s policy on the remuneration of senior postholders including levels, comparator groups of colleges, component elements, performance criteria and compensation commitments on early termination;

· full details of the main component elements in the specific remuneration packages of each senior postholder by name, such as salary, benefits in kind, individual bonuses and pension entitlements;

· any service agreements which provide for, or imply, notice periods of more than one year (or any provisions for pre-determined compensation on terms which exceed one year’s salary and benefits) together with an explanation of the reasons for any longer notice period.

2
Membership


The Committee shall be appointed by the Corporation and shall consist of four Corporation Members.


The Chair of the Committee shall be appointed by the Board and shall be a Corporation Member.

3
Meetings


The Remuneration Committee shall meet as often as is deemed necessary and at least twice per year.


The Principal shall normally be invited to attend meetings of the Committee save where his/her remuneration package is being considered.  The Committee may invite other senior postholders to attend meetings when necessary.


Other Corporation Members shall also have a right of attendance save that the Committee may exclude Staff and Student Members and any other Corporation Members who are employees of the College.


The Clerk to the Governors shall be the Clerk to the Committee (or his/her nominated Deputy).


Meetings will be summoned by the Clerk, who will send to Members written notice of the meeting together with a copy of the agenda, such notice to be given at least seven clear days in advance of any meeting.

4
Quorum


For quoracy purposes, at least two Members must be present.  If, during the course of  a meeting, the number of Members falls below the stipulated quorum that meeting shall be terminated forthwith.

5
Reporting


Subject to matters of confidentiality, the Clerk to the Committee shall circulate minutes of the meetings of the Committee to all Corporation Members.
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SPECIAL COMMITTEE

Terms of Reference

1. Constitution

1.1
The Corporation hereby resolves that the Special Committee shall be a 

Committee of the Corporation.

1.2
The Corporation hereby resolves to adopt the following terms of reference for the Special Committee.

1.3
The Committee shall operate in accordance with procedures agreed by the Corporation.

2. Objective

2.1
The Committee shall examine the case for dismissal of a senior post holder.

3. Membership

3.1
The Committee shall consist of at least three members of the Corporation, but shall not include:

· the Corporation Chairman or Vice Chairman

· the Principal

· staff members

· student members 

· any person who has been involved in any way in an investigation or other disciplinary action leading up to the reference of the particular matter to the Committee.

3.2 A quorum shall be three.

3.3 The Chair of the Committee shall be chosen from amongst the Committee membership.

4. Attendance at meetings

4.1
No other Corporation members shall have a right of attendance. 

4.2 The Clerk to the Corporation shall be the Clerk to the Committee unless the Committee is considering the post of Clerk, in which case the Corporation shall appoint a temporary clerk.

5. Frequency of meetings

5.1
The Committee will be convened as soon as practicable after a reference to it and in any event shall hold its first meeting within seven working days of the reference.

6. Authority

6.1
The Committee is authorised by the Corporation to investigate any activity within its terms of reference.  It is authorised to seek any information it requires from any employee of the College and all employees of the College are directed to co-operate with any request made by the Committee.

6.2
The Committee is authorised by the Corporation to obtain legal or other independent professional advice and to secure the attendance of outsiders with the relevant experience and expertise if it considers this necessary, provided that the Committee may not incur direct expenditure in this respect in excess of £5,000 without the prior approval of the Corporation.

7
Duties

7.1
The Committee shall examine the case for the dismissal of a senior postholder referred to the Committee by the Chairman of the Corporation, the Vice-Chairman of the Corporation, or a majority of the members of the Corporation.

7.2
The Committee shall allow the person whose dismissal is to be considered the right to make representations.  The representations may be made in writing or made orally, for which purpose the person whose dismissal is to be considered should be accompanied and represented by a workplace colleague or union representative.

7.3
In examining the case for dismissal the Committee shall consider whether the dismissal would be fair and reasonable in the circumstances, which may include (but is not limited to) reviewing the following:

· any relevant documents and representations

· the terms and conditions of the senior postholder’s employment

· any applicable disciplinary procedures

· any relevant ACAS/AoC guidance

· relevant legislation including unfair dismissal legislation, discrimination legislation and the Human Rights Act 1998.

7.4
The Committee shall notify the senior postholder in writing of its decision and of the right of appeal to the Corporation.

8.
Reporting procedures

8.1
The Clerk to the Committee shall circulate minutes of the meetings of the Committee to all members of the Special Committee.

9.
Appeal

9.1
The Corporation, other than staff members holding a post junior to the person whose appeal is under consideration, the student members and members of the Special Committee, will hear the appeal.

9.2
The Corporation shall consider the decision of the Special Committee and any representations of the Senior Postholder and take such action as it considers appropriate and communicate its decision to the senior postholder and to the Special Committee.

10.
Procedures for the conduct of the Special Committee

The procedures are attached.
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SPECIAL COMMITTEE

PROCEDURES

1. First meeting

1.1
The first meeting of the Committee will be used to set the timeframe and the process for considering the dismissal.  

2. Main meeting

2.1
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 to the Committee to the senior postholder.

2.2
The purpose of the main meeting shall be to examine the facts, investigate whether there may exist any grounds for dismissal or other disciplinary action, and if so the nature of those grounds, and to take appropriate action.

3. Procedure of the Special Committee prior to its main meeting

3.1
The Committee shall require from the representative of the Corporation a full written statement setting out:

i) the facts of the case, including statements from witnesses, and documentary and other relevant evidence; and

ii) the reasons why the Chair, Vice-Chair or majority of members of the Corporation  consider that it may be appropriate that the senior postholder be dismissed.

3.2
The said statement shall be made available to both the Chair of the Committee and to the senior post holder at least ten working days before the main meeting of the Committee.

3.3 The senior postholder shall have the opportunity to submit a written statement and other documentation in reply.  Any such statement or documentation must be submitted to the Chair of the Committee and to the Corporation’s representative at least five working days before the meeting of the Committee.

3.4
The senior post holder shall also be informed, at least ten working days prior to the meeting of the Committee, of his/her right to bring witnesses to that meeting, and to be accompanied by a workplace colleague or union representative who may present the case on his/her behalf, but not answer questions.

3.5
The Clerk to the Committee will send to the Committee members copies of the Corporation’s and senior postholder’s statements and other documentation submitted by them five working days before the meeting.

3.6
Witnesses who may be called shall be notified to the other party at least three days before the meeting.

4. Procedure at the Special Committee meeting

4.1
If the senior postholder exercises his/her right to attend the meeting then, at the beginning of the meeting, the Chair 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.

4.2
The Chair shall then 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 will be followed by the statement by or on behalf of the senior post holder.  Neither party is obliged to make such an opening statement.

4.3
After completion of the opening statements (if any are made) the Corporation shall present its case.  This shall involve:

i) 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

ii) eliciting evidence from individuals, called in support of their case.

4.4
After the Corporation’s representative has completed his/her questioning of each witness, the senior postholder or his/her representative shall be entitled to ask questions of that witness.  This shall take place before the Corporation calls its next witness.

4.5
After the senior postholder or his/her representative has completed the questioning of a witness, the members of the Committee shall have the opportunity to ask questions of a witness.

4.6
After the completion of the Corporation’s case, the senior postholder or his/her representative shall be entitled to present the case for the senior postholder.  The procedure to be followed shall be in accordance with that set out at 4.3 to 4.5 above.

4.7
After the completion of presentation of cases, the Committee shall be entitled to ask of the parties and their representatives such questions as they think fit.

4.8
If the Committee considers 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.

4.9
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 to the interests of any party to the proceedings.

5.
Independent advice

5.1
The Special Committee shall take independent advice before making any decision to recommend dismissal of the senior postholder under the Articles of Government to ensure that such action does not contravene employment law or any other relevant legislation.

6.
Procedure upon completion of the Special Committee meeting

6.1
Upon conclusion of the hearing, the Committee shall, in private, deliberate their findings and determine such action as it considers appropriate.

6.2
The Committee shall notify its decision to the senior postholder without unreasonable delay and advise of the right to appeal within 14 days.

7.
Appeal to the Corporation

7.1
A meeting of the Corporation shall take place for the purpose of considering an appeal against a decision of the Special Committee.  The appeal shall take place as soon as reasonably practicable, subject to at least ten working days’ notice being given by the Clerk to the Corporation to the senior postholder.  

7.2
Members of the Special Committee shall be entitled to attend the appeal hearing.

7.3
A staff member may, 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.

7.4
The senior postholder shall have the right to attend the appeal to the Corporation, and to make representations against the decision of the Special Committee.  These representations may written and/or oral.  If oral representations are made, the senior post holder has the right to be accompanied by a workplace colleague or union representative.

7.5
Following the conclusion of the meeting, the Corporation shall decide the outcome of the appeal.

7.6
The senior postholder shall be informed, in writing, of the Corporation’s decision within five days of the Corporation hearing the appeal.  The decision of the Corporation shall be final.












