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1	INTRODUCTION AND GENERAL DUTIES

1.1 These Standing Orders supplement the provisions of the Further and Higher Education Act 1992 and the Instrument and Articles. In the event of any conflict between these Orders and either or both of the Act and the Instrument and Articles, the Act and the Instrument and Articles shall prevail.

1.2 The Standing Orders for the conduct of Committee Meetings may be varied at any time by the Corporation, and will be reviewed at least every three years.

1.3 The power for a Corporation to establish a Committee is set out in the Articles which state that committees may be established for any purpose or function, other than those assigned elsewhere in the articles to the Principal.

1.4 Every member of the Corporation and its committees shall be bound by these Orders and will be expected to adhere to the seven principles of public life, as recommended by the Nolan Committee’s report “Standards in Public Life”. (See Corporation Code of Conduct)
	

2	MEMBERSHIP AND TERMS OF REFERENCE

2.1 The Membership and Terms of Reference for each Committee are set out in the Governors’ Handbook
		
2.2 The Corporation may vary the Constitution or the Terms of Reference of any Committee at any time.

2.3 All committees and their members shall comply in all respects with and observe their Terms of Reference.   If a committee is doubtful over the precise scope of its authority or its remit it should raise the issue with Chair of the Corporation in the first instance.

2.4 Additional Committee Members: any Committee set up by the Corporation (save for the Special Committee) may include people who are not Corporation members.  Only the Corporation has the power to authorise the appointment of non-Corporation members.  Additional Committee Members will be recruited through the Search and Governance Committee in the usual way.  Additional Committee Members may vote in committee but will not count towards the quoracy of the meeting.  Additional membership will be reviewed every three years.  

3	TERMS OF OFFICE

3.1      Individual membership of each Committee will be regularly reviewed by the  
           Search and Governance Committee (at least annually) on behalf of the Corporation.
		
3.2      A Member of a Committee may resign from membership of the Committee by         
          giving notice in writing to the Clerk.

3.3      A vacancy which arises during the period of office of any Committee will be 
          filled by the appointment of a new Member by the Corporation, on   
          recommendation from the Search and Governance Committee.
	
3.4 Once appointed to membership of a committee, a Corporation member will as a general rule remain a member of that committee for the duration of his/her period of office as a Corporation member or until such time as he/she wishes to change.  However, it may be necessary in some circumstances to reorganise committee membership.   If so, the Search and Governance Committee will give due consideration to such matters and make appropriate recommendations to the Corporation for approval.


4         CONVENING MEETINGS OF A COMMITTEE

4.1 The Finance Monitoring Group, Audit, Standards, Search and Governance and Remuneration and Employment Committees will meet prior to a Corporation meeting (at least three times a year) whereas the Special Committee will meet only as and when appropriate.  The Building Support Group will meet frequently as required for the duration of a building project.

4.2 All Committee members will be summoned by the Clerk who shall send to the members written notice of the Meeting and a copy of the Agenda at least seven days in advance of the Meeting.  Supporting papers will also be sent with the agenda wherever practicable, and the notice of the meeting will also state the time, date and place of the proposed meeting.

4.3 A Special Meeting of any Committee may be called by its Chair and, in exceptional circumstances, the time constraints detailed in para.4.2 above may be varied

           
QUORACY, DECISIONS AND VOTING

5.1 Committee Meetings will be quorate if three members are present and the majority of members present are Corporation members.

5.2 If the number of Members of a Committee assembled for a Meeting of a Committee does not constitute a quorum thereof, the Meeting will be dissolved.   If in the course of a meeting of a Committee the numbers of members present ceases to constitute a quorum, the Meeting will be dissolved.

5.3 Resolutions at meetings of a committee will be passed on a majority decision. In the case of an equality of votes, the Chair of the meeting shall have a second or casting vote.

5.4 All members of a committee will comply with the doctrine of collective responsibility and stand by a decision even if it was not taken unanimously.

5.5 Members of a committee may not vote by proxy, by post or by phone.


6	APPOINTMENT OF CHAIR

6.1 The Chair of each Committee will be appointed from among their number and 
           will serve for one year.

6.2 If a Chair is absent from any Meeting of a Committee, the members of that Committee present shall choose one of their number to act as Chair of the 
           Meeting.

6.3 A Chair may resign by giving notice in writing to the Clerk to the Corporation.

6.4 A Chair retiring at the end of his/her respective term of office as Chair will be eligible for re-appointment.


7	CLERKING ARRANGEMENTS

7.1 The Clerk of all Corporation Committees will be the Clerk to the Corporation.

7.2 In the absence of the Clerk, the Assistant to the Clerk will act as Clerk to the Committee.

7.3 In the event of the Clerk and Assistant to the Clerk being required to leave a meeting under the provision of the Instrument or Articles a committee must appoint an acting Clerk from amongst their number who will be responsible for the minuting of that part of the meeting.   



8 PROCEEDINGS OF MEETINGS AND PUBLICATION OF AGENDAS AND 
             MINUTES
 
8.1    Publication of minutes and papers
· The Corporation will make all open items available through the office of the Clerk during normal office hours to any person wishing to inspect them. This will include:
· the agenda for every meeting
· the draft minutes of every meeting, following the approval of the draft  by the Chair
· the signed minutes of any meeting
· any report, document or any other paper considered at any such meeting. 

· Minutes will be issued within 10 working days

· Confidential items (as defined below) will not be made available.

· Approved minutes of the Search and Governance Committee meetings will appear on the intranet in accordance with the Instrument and Articles

8.2    Confidential items (See also Code of Conduct) 
· According to the Instrument of Government, all papers received by the Governing body are available for public inspection, excluding material relating to:
· a named person employed at or proposed to be employed at the institution
· a named student at, or candidate for admission to, the institution
· the Clerk to the Corporation
· any matter which, by reason of its nature, the governing body is satisfied should be dealt with on a confidential basis
· items covered by the Confidentiality Policy (See Corporation Policies).   

· The Corporation aims to keep to a minimum  the number of matters treated as confidential. 

· Wherever possible, the Clerk will discuss with the Chair and with the report author whether a particular report should be labelled as confidential – for example where a matter is regarded as commercially sensitive. 

· The Corporation and Clerk must be able to justify a decision to classify a report as confidential – it is not enough that the subject matter is contentious.   There is also an obligation on members to respect the status of confidential documents.

· A separate file of confidential minutes will be kept in the College safe and maintained by the Clerk.   

· Student and Staff members, and the Clerk, have no right of access to minutes dealing with matters in respect of which they are required to withdraw from meetings under the Instrument or Articles of Government  

· Minutes relating to such items will be passed to the Clerk in a sealed envelope, labelled with the date of the meeting, agenda item and information/decision paper number by the Chair of the Corporation or of the relevant Committee Chair within 2 days of the meeting.   These will be stored in the College safe.    

8.3    At each of its meetings a committee should consider whether any of the items discussed should remain confidential and not be made available or should be subject to a more restricted circulation.

8.4    Draft minutes will be circulated to committee members within 7 working days of the meeting.  Agenda and papers for each meeting will be circulated to members at least 7 days prior to the meeting.   

8.5    At every committee meeting the minutes of the last meeting will be taken as an agenda item and, if agreed to be accurate, will be signed by the Chair of the Committee (or in his/her absence, the acting Chair) as a true record.   

8.6    No resolution of a Committee may be rescinded or varied at a subsequent Meeting of the Committee unless consideration of the rescission or variation is a specific item of business on the Agenda for that Meeting.

8.7	The proceedings of any Committee will be recorded in the minutes.   Minutes of Meetings (regardless of whether or not they have been confirmed as being a true record) will be presented to the subsequent Meeting of the Corporation, in the context of a Chair’s Report to the Corporation.
		
9	ACCESS TO MEETINGS

9.1 Committee Meetings are open to all Governors.   Staff and members of the public can attend as observers at the discretion of the Committee Chair.


NON–ATTENDANCE AT COMMITTEE MEETINGS AND LAPSING OF 
             MEMBERSHIP
	
10.1 If at any time the members of a committee are satisfied that any member of that committee:
a) has been absent from meetings of the committee for 6 consecutive months or more without the permission of the committee; or
b) is unable or unfit to discharge the functions of a member of the committee,
the Chair of the Committee may report to the Chair of Corporation and to the Chair of Search and Governance Committee so that the matter can be considered by the Search and Governance Committee at the earliest opportunity. 


11 DECLARATIONS OF PUBLIC INTEREST

11.1 Without prejudice to the obligations of members of the Corporation under the Instrument and Articles, a committee member who has, or whose family has,  any financial interest in the supply of work or goods or for the purposes of the college, any contract or proposed contract concerning the college or any other matter relating to the college, and being considered by or relevant to the operation of the committee of which he/she is a member shall:
a) disclose to the Corporation the nature and extent of his/her interest; and
b) if he/she is present at a committee meeting at which such supply, contract or other matter is to be considered, shall not take part in the consideration or vote on any question with respect to it and shall not be counted in the quorum present at the meeting in relation to a resolution on which he/she is not entitled to vote.

11.2 The Clerk to the Corporation shall maintain a register of interests of all committee members which are disclosed and such a register shall be made available for inspection by the public.

11.3 Members of committees should not allow any conflict to interest to arise which might interfere, or be perceived to interfere, with the exercise of their independent judgement.

11.4 Members of committees should not accept gifts, hospitality or benefits of any kind from a third party which might be seen as compromising their personal judgement, objectivity or integrity.
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