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1. Introduction and General Duties 

1.1 These Standing Orders have been adopted by the Corporation to provide clarity in the 

governance process and are to be read in conjunction with the Further and Higher 

Education Act 1992 and the Instrument and Articles of Government (amended April 

2001), the Financial Memorandum and the 'College Governor' as issued and updated. 

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 Corporation will review these Standing Orders at least annually. 

1.3 Every member of the Corporation and of its Committees shall be bound by these Orders 

and shall be expected to adhere to the seven principles of public life, as recommended 

by the Nolan Committee's report 'Standards in Public Life', (See Appendix 1) namely: 

• selflessness 

• integrity 

• objectivity 

• accountability 

• openness 
• honesty 

• leadership 

1.4 All members of the Corporation will abide by the Code of Conduct once the Corporation 

has approved their membership. 

1.5 Members or Associate Members will ensure that their entry into the Register of Interests 

is up-dated when appropriate (at least annually), and the eligibility declaration is signed 

annually and will be kept on file by the Clerk to the Corporation. 

1.6 Relevant interests will be declared by members including the Senior Management Team 

and Independent members during meetings at the earliest practical time and any such 

member will then withdraw from the meeting until the relevant discussion has been 

concluded. 

 
2. Meetings and Notice of Meetings 

2.1 Normal meetings of the Governing Body and its committees will be agreed in advance 

for the forthcoming Academic Year. Committees shall comply with any stipulated 

minimum number of meetings as set out in their terms of reference. 

2.2 All meetings shall be summoned by the Clerk to the Corporation by at least seven 

calendar days notice sent to every member of the Committee together with a copy of 

the proposed agenda. Such notice shall also state the time, date and place of the 

proposed meeting. 

2.3 'A special meeting of the Corporation may be called at any time by the Chair or at the 
request in writing of any 5 members. 

Where the Chair, or in the Chair's absence the Vice Chair, decides that there are 

matters requiring urgent consideration, the written notice convening the special 

meeting and a copy of the proposed agenda may be given within less than 7 calendar 
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days. 

3. Agendas for meetings - Any other items of Urgent Business 
 

3.1 Items may be placed on the agenda by individual members, committees and working 

groups or the Senior Management Team via agreement with the Chair of Governors 

and/or the Chair of the Committees. 

3.2 The agenda of all ordinary meetings will include consideration of the minutes and matters 

arising from the previous ordinary and/or special meeting. 

3.3 Members and Associate Members should normally receive the agenda and supporting 

papers not less than seven clear days before the meeting. 

3.4 Agenda papers of the Governing Body will not be made public until a meeting of the 

Governing Body has taken place. 

3.5 Agendas for meetings of the Corporation will include 'any other items of urgent business'. 

The operative word used in this statement is 'urgent' and thus it should only be used for 

issues which arise after the publication of the agenda. 

3.6 The item will normally appear as the last item in the agenda although the Chair will ask 

during an early stage in proceedings if any member or the Clerk proposes to put 

forward an item of urgent business. 

3.7 The Chair will need to be assured that the issue is one which meets the following criteria: 
it is the proper business of the Corporation to consider having regard to the Articles of 
Government and the terms of reference of the Committees of the Corporation; it needs 

urgent attention by the Corporation. 

3.8 If appropriate the Chair will seek the support of the Corporation as a whole that a 

proposed item of urgent business is not heard. In such cases it is hoped that it is 

possible to determine a way forward which is acceptable to all parties. 

3.9 Members of the Corporation are asked to attempt to give prior notice to the Clerk of their 

intention to raise an item of urgent business, the subject matter and the reason for the 

urgency. 

4. Membership and Composition of the Board 

 

4.1 The Corporation shall consist of the following members 

     

Independent 12 
Principal 1 
Parent 1 
Staff 2 
Student 2 
Total 18 

 

 
4.2 Also in attendance at every meeting will be: Clerk to the Corporation (or assistant to the 

Clerk if appointed) Senior Post Holders: Principal, Vice Principal for Wider Student 

Experience, Vice Principal for Teaching, Learning and Student Achievement and the 

Director for Finance. 
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4.3 The quorum will be 40% of its members then in office either present or participating 
remotely but so that all can hear, and be heard by all others present, eg. whether by 

video or telephone or other means, throughout the meeting, as provided for by Clause 

13 of the Instrument of Government. 

4.4 Quoracy may be reduced to no less than 30% of appointed members for temporary 
periods, in exceptional circumstances, as provided for by Clause 13 of the Instrument of 

Government. 

4.5 The Governing Body will approve membership and changes to membership of 
committees annually. 

4.6 The membership of the Corporation of Leyton Sixth Form College will be determined 
from time to time by the Corporation having regard to, as appropriate, the 
provisions of the Instrument of Government, the recommendations of the Search 
Committee and custom and 

practice. 

4.7 It is the wish of the Corporation that there is an appropriate balance of skills and 

experience amongst members 

4.8 This will mean that members will be drawn from a range of backgrounds and will appear 

to the Corporation to have the necessary skills to ensure that the Corporation carries out 

its functions under Article 3 of the Articles of Government. 

4.9 It is recognised by the Corporation that a skills audit should be carried out so as to 

monitor the current make-up of the membership and to prepare for the time when it is 

necessary to fill one or more vacancies. This task will be the responsibility of the Clerk to 

the Corporation acting on behalf of members. 

4.10 Whilst the personal skills of members are of considerable importance, the Corporation 

has agreed that there should be an appropriate balance in terms of gender and ethnic 

origin. 

4.11 Information on gender and ethnic origin is to be analysed as an integral part of the skills 
audit. 

 
4.12 The Corporation has established a Governance and Search Committee to assist it to 

appoint members in an open and structured way rather than to rely on personal 

contacts. 

4.13 The Terms of Reference of the Governance and Search Committee, as approved by the 
Corporation, are as follows: 

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 having regard to the provisions of the Instrument of Government 

and the policy of the Corporation. 

4.14 The Committee will seek candidates from as wide a field as possible by making 

appropriate use of advertising, executive search, consultation with interested bodies and 

maintaining a data base of interested and appropriate people. 

4.15 The Governance and Search Committee will, from time to time, review  
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(1) the skills audit and 

 (2) information on gender and ethnic origin so as to assist in determining an action plan 

for filling vacancies on the Corporation. 

4.16 It is understood that the final decision for determining the membership of the 

Corporation including the individuals to be appointed to serve on the Corporation  

rests with the Corporation as a body. Thus, it will not be appropriate to delegate 

authority to a standing committee or individual office holder to make decisions on behalf 

of the Corporation is such matters. 

 

4.17 Various nominating bodies are part of the composition/membership of the 

Corporation, as determined under the Instrument and Articles of Government and for 
clarification these are detailed below: 

• 2 Student members from the Student Council elected by the student body. 
• 2 Staff Members - 1 Teaching and 1 Support Staff, nominated and voted onto 

the Governing Body by their colleagues. 

• 1 Parent Member – nominated by other parents or by expression of interest to 
serve on the Corporation for a two year term. 

4.18 When considering the re-appointment of existing Governors, the same rigorous approach 
should be adopted to the reappointment of a member as to the original appointment. The 
following requirements should be considered: 

 

▪ The recommendations of the Nolan Committee 
▪ Governor's previous contribution to the Governing Body Attendance records 

(at Governing Body and committee meetings) 
▪ Commitment to the College over and above attendance at formal meetings e.g. 

student awards, open evenings. 
▪ Quality of contribution to discussion at meetings 
▪ The value of the members' expertise/interest to the work of the Governing 

Body. 
 

5. The Role of the Chair and Chair's Action 

5.1 Chairs of the Governing Body and committees may discuss and agree agendas with the 

Principal/ Chief Executive and Clerk to the Corporation and will authorise the circulation 

of minutes following meetings. 

5.2  The Chair will ensure the smooth running of meetings ensuring that all points of view are 

heard and in circumstances where a consensus is not apparent and openly declared, 

will call for a vote, which may be a secret ballot if specifically requested by any member. 

5.3 The Chair of the Corporation may sign documents on behalf of the Corporation when such 
documents reflect the stated decisions of the Corporation or when requested to do so by 
the DfE. 

5.4 The Articles of Government specify the roles and responsibility of the Corporation, the 

Principal (Chief Executive) and the Clerk. 

5.5 Provision is made in the Articles of Government for the delegation of functions to the 
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Committees, the Chair of the Corporation or the Chief Executive with the exception of 
the following five responsibilities which cannot be delegated: 

• The determination of the educational character and mission of the institution 
and for the oversight of its activities. 

• Approving the quality strategy of the institution 

• The effective and efficient use of resources, the solvency of the institution and 
the Corporation and for safeguarding their assets; 
 

•  Approving annual estimates of income and expenditure; 
• The appointment, grading, suspension, dismissal and determination of the 

pay and conditions of service of the holders of Senior Posts and the Clerk 
(including, where the clerk is, or is to be appointed as, a member of staff, his 
appointment, grading, suspension, dismissal and determination of pay in his 
capacity as a member of staff). 

• Setting a framework for the pay and conditions of service of all other staff. 

5.6 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 though appropriate to 

call a special meeting. In such circumstances the Corporation has agreed that the 

Chair may take action on behalf of the Corporation on the condition that such a course 

of action is not contrary to the Articles of Government or other regulations. 

5.7 Requests for action by the Chair will only be made through the office of the Clerk to the 

Corporation. 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 Chair. 

5.8 The decision of the Chair, which must be in writing, will be recorded to the next 

scheduled meeting of the Corporation by the Clerk. 

5.9 The Clerk to the Corporation, in consultation with the Chair of the Corporation and the 

Chief Executive, will judge if it is thought appropriate to seek the views of the Chair of 

the standing committee associated with the issue. 

5.10 The Corporation has decided not to delegate specific functions to the Chair of the 
Corporation as this may prove to be too restrictive for the arrangements to work 
effectively as and when appropriate. 

6. Election of Chair and Vice Chair - Corporation and Committees 

6.1 The Corporation shall appoint a Chair and a Vice Chair from amongst its number. The 

holders of these appointments shall be appointed for a term not exceeding two years. 

The appointment process shall be by open selection with candidates. A ballot of all 

members is to be arranged by the Clerk where there is more than one candidate for 

appointment. 

6.2 The following members of the Corporation are not eligible to be appointed Chair or Vice 

Chair of the Corporation or Audit, Remuneration, Finance & Business or Quality 

Committees: Chief Executive, Staff Member, Student Member 

6.3 Whilst the members named in paragraph 6.13 above are not eligible to be appointed 

Chair or Vice Chair, they may participate in the appointment process. 

6.4 When it is necessary to appoint a Chair, a Corporation member will take the Chair and 
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invite nominations. If more than one member is proposed and seconded, an election 

will take place. 

6.5 On the expiration of the term of office of such Chair or Vice Chair they shall be eligible 
for re- appointment. 

 
6.6 If both the Chair and Vice Chair of a Committee are absent from a meeting of that 

Committee, the members of the Committee who are present shall choose one of their 

number to act as chairman for that meeting. 

6.7 The Chair and Vice Chair of a Committee may resign their respective position at any 
time by giving notice to the Clerk of the Corporation. 

7. Access to Meetings of the Corporation 

7.1     Members of the Corporation and the Clerk will be the only persons entitled to attend all 

   meetings of the Corporation. Members of the public can attend the meetings of the full 

Corporation as observers and should not attempt to take part in discussion. 

7.2 It is important to remember that in certain circumstances a member of the Corporation 
may be asked to withdraw - see Instrument of Government paragraphs 14(5), 14 (6), 
14 (8) and 14(9). 

7.3 The Instrument of Government does not require a member to withdraw in the 

circumstances detailed in paragraph 11 of the Instrument (members with a financial 

interest in the College). However, there has been an expectation on the part of the 

Corporation that if such circumstances arose (and this will be rare) the member 

concerned would withdraw from the meeting. 

7.4 Responsibility for determining who may attend meetings of the Corporation other than 

members and the Clerk rests with the Corporation. 

7.5 The Chief Executive and Clerk will consider which members of staff are required to 

attend meetings of the Corporation so that the Corporation has access to information 

and advice (for example it is likely that the Director of Finance will be invited to all 

meetings of the Corporation). 

7.6 The Corporation places responsibility on the Chief Executive and Clerk to ensure that 

members of staff withdraw from meetings as and when the need arises. Such an 

arrangement avoids potential embarrassment for all parties. If, however, one or more 

members of the Corporation believe that members of staff should withdraw from a 

meeting for a particular item they are required to bring this to the attention of the 

meeting. The Corporation will then decide on the matter. 

7.7 While the majority of business conducted by the Corporation is not confidential and thus 

reports etc. are open to inspection it is not thought appropriate, as a matter of course, for 

members of the public (including members of the staff of the College) or the press to be 

in attendance at meetings as observers. 

7.8 A person wishing to attend a meeting of the Corporation as an observer should first 

approach the Clerk who will arrange with the Chair for the issue to be taken as the first 

item of business on the agenda. Until a decision is reached by the Corporation the 
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person wishing to attend the meeting will be required to remain outside of the meeting 

room. 

7.9 While considering such requests the Corporation will have regard to the availability of 

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

7.10 Where a member of the public or press is given observer status at a meeting of the 

Corporation the Chair will stress that certain items of business may be regarded as 

confidential. In such cases the person will be required to withdraw from the meeting. If 

practicable an indication should be given at this stage of any known confidential items.  

7.11 Unless specifically invited to do so members of the public and the press do not have 

speaking rights at any time during a meeting of the Corporation. 

7.12 If there is any form of disruption by members of the public and/or the press the Chair 

will have the authority to suspend the meeting. 

 

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

8. Attendance at Meetings 

8.1 The Corporation has an expectation that overall attendance will be at least 80% of the 

whole membership. 

8.2 The quorum for Corporation and Committee meetings will be 40% unless covered by 
item 4.4 

8.3 Members of the Corporation who cannot attend meetings will endeavour to pass their 

apology to the Clerk to the Corporation as soon as possible and this will be passed to 

the members at the meeting. 

8.4 An Attendance Policy has been agreed and is reviewed annually as part of the Clerk to 

the Corporation's Annual Report. 

9. Non-Attendance at Meetings and Lapsing of Membership 

9.1 The Clerk to the Corporation will maintain a register of attendance and submit an annual 

report to the Corporation. 

9.2 If at any time the corporation is satisfied that any member- 
(a) has been absent from meetings of the Committee for a period longer than 6 

consecutive months without the permission of the Committee; or 
(b) is unable or unfit to discharge the functions of a member. 

The Corporation may by notice in writing to that member remove him from office and 
thereupon the office shall become vacant. 

 

10. Recording of Meetings 

10.1  Meetings of the Corporation must not take place without the Clerk to the Corporation or 

his nominee being present to advise upon and record proceedings on behalf of the full 
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Corporation. 

10.2 Minutes of meetings in draft form will be submitted to the Chair for approval before 

circulation to members. 

10.3 Minutes will retain draft status until approved by a subsequent meeting where the Chair 

will sign approved records. 

10.4 The Clerk to the Corporation will make draft minutes available within the College 

following approval of the Chair, normally within 15 WORKING DAYS of the meeting. 

10.5  Minutes and non-confidential agenda papers of the full Corporation will be available 
during normal College hours from the Clerk to the Corporation's office (Room 
HE31),and minutes of committee meetings and Corporation meetings are to be placed 
on the College website once approved by the Chair of the meeting. 

10.6 Signed Minutes will be kept digitally by the Clerk to the Corporation for a minimum of: 
Corporation 6 Years Committee 6 Years 

11. Confidentiality 

11.1 Agenda papers of the Remuneration Committee will be confidential and will be made 

available only to members of that committee. 

11.2 The originator of an agenda paper must clearly designate a paper if it is to be regarded 
as confidential/restricted, and therefore not to be made available to staff, students and 
public. An item should be designated and treated as confidential if:: 

• It relates to an identifiable member of staff regarding appointment, remuneration, 

conditions of service, promotion, conduct, suspension, dismissal or retirement. 

• It deals with commercially sensitive information which if generally available would 

disadvantage the College in its relationship with another party. 

• It relates to negotiations with trade unions 

• It contains legal advice in relation to any of the above. 

 

11.3 Staff members shall automatically withdraw from that part of any meeting of the 
Corporation 

at which the appointment, remuneration, conditions of service, promotion, conduct, 

suspension dismissal or retirement of any member of staff holding a post senior to his 

own are to be considered. 

 

NB for the avoidance of doubt, the term “staff members” in 11.3 includes staff governors, as 

they are employees of the College. Staff governors must therefore withdraw from any part of 

a meeting where matters concerning the appointment, remuneration, conditions of service, 

promotion, conduct, suspension, dismissal, or retirement of any member of staff senior to 

their own post are being considered 

11.4 Each body of the Corporation shall undertake an annual review of its minutes previously 

determined to be confidential and decide whether to release each confidential minute for 

the public record. 

12. Decisions and Voting 

12.1 Resolutions at meetings of a Committee shall be passed on the basis of a majority 

decision taken by those who attend and vote at a quorate meeting. All Student Members, 
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including those under 18 years of age, have full voting rights on all matters before the 

Corporation and its Committees. This reflects the Corporation’s Instruments & Articles, 

the Board’s agreed position, and the endorsement of the FE Commissioner. In line with 

Charity Commission regulations, Student Governors under 18 may vote on decisions 

involving expenditure, contracts or liabilities, alongside all other Corporation Members. 

12.2 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. 

12.3 In the case of an equality of votes, the Chair of the meeting (or in his/her absence the Vice 
Chair) shall have a second or casting vote. 

12.4 Members of a Committee may not vote by proxy or by post. 
 

12.5 The quorum requirements for a Committee shall be set out in its terms of reference. 
A meeting must be quorate throughout. If a quorum is not present within 30 minutes from 

the time appointed for the meeting, or if during the meeting such a quorum ceases to be 

present, the meeting shall stand adjourned to the same day in the next week at the same 

time and place. If a quorum is also not present within 30 minutes from the time appointed 

for that adjourned meeting or if during such adjourned meeting the quorum ceases to be 

present, the meeting shall be dissolved. 

 
13. Rules of Debate at Meetings 

13.1 The reports received by the Corporation will normally include a clear recommendation. 

Past experience has shown that the Corporation prefers a basis to work from. It is true 

to say that the Corporation will often adopt the recommendation of the Clerk and/or 

Chief Executive. There will be occasions, however, when an alternative approach to 

the recommendation outlined in a particular report before the Corporation is put forward 

by a member. The following paragraphs deal with motions, amendments and points of 

order. 

 
13.2 A motion may be proposed by a member which if seconded by another member will be 

the subject of discussion by those entitled to do so. 

13.3 There is an expectation that a motion, which cannot be recorded immediately by the 
Clerk will be put in writing by the member proposing the motion before it is discussed. 
This will ensure that there will be no subsequent debate as to the terms of the motion. 

13.4 While a motion is being discussed a member may propose an amendment. The 

amendment must be seconded by another member before it can be discussed or voted 

on. 

13.5 Once seconded, discussion may take place on the terms of the amendment. During this 

time the original motion is put to one side. If the amendment is carried (i.e. a majority of 

those members present and entitled to vote are in favour of the amendment) the original 

motion is changed and the new form of words becomes the substantive motion. 

13.6 The wording of an amendment can change the meaning of a motion but it cannot 
contradict it. 

13.7 A member opposed to the terms of a motion will need to speak and vote against it. It is 

not possible to put forward an amendment. 
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13.8 A member only partly opposed to a motion does have the facility to propose an 
amendment. 

13.9 Amendments propose changes to motions by doing one of four things: Omitting words, 

substituting words, inserting words, combining 1, 2 and 3 above 

13.10 At any time during a discussion a member may raise a point of order where it is 
believed that the provisions of the Instrument and Articles of Government and/or the 
Standing Orders and/or another recognised authority are being ignored. The member 
raising the point of order will be required to explain the way in which the correct 

procedure is not being followed. The Chair will deal with a point of order immediately. 
The ruling of the Chair after the advice of the Clerk has been obtained will be final and 
shall not be challenged further at the meeting. 

13.11 It is the responsibility of the Chair, working in collaboration with the Clerk, to seek the 
right balance between ensuring that all members have the opportunity to contribute to 
discussions while avoiding repetition and making sure that the subject before the 
Corporation is not lost sight of. If members believe that it would be helpful for the 
efficient conduct of business one or other of the following motions may be put forward: 

that the question now be put or that the Corporation proceed with the next business. 

13.12 Both motions outlined in paragraph 13.11 require a seconder. If such a motion is 

carried it will be acted on without further discussion. The Chair does have the right, 

however, to give her/his views before the vote is taken so that an indication may be 

given as to whether or not the issue has been sufficiently discussed to proceed. 

13.13 All discussions at meetings of the Corporation will be conducted through the Chair. 

13.14 Members are required to respect the right of others to express their personal views 

although nothing should be said or done which could bring the Corporation into disrepute. 

14. Publication of Agendas and Minutes 

14.1 Instrument 17 - Publication of minutes and papers: 

(3) The Corporation shall ensure that a copy of the draft or signed minutes of every 

meeting of the Corporation, under paragraph (1),sha/1 be placed on the institution's 

website, and shall, despite any rules the Corporation may make regarding the archiving 

of such material, remain on its website for a minimum period of 12 months. 

14.2 Each Committee shall ensure that a copy of: 

 

(a) the agenda for every meeting of the Committee; 
(b) Chair of the Committee (or, in his absence, the Vice Chair); 

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

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

(e) any report, document or other paper considered at any such meeting shall in 
each case as soon as reasonably practicable be made available in Room 
HE31, Clerk to the Corporation for inspection by the public. 

14.3 There may be excluded from any item required to be made available, any material 
relating to: 

 

(f) personal information relating to an individual 
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(g) information provided in confidence by a third party who has not authorised its 
disclosure 

(h) any matter which, by reason of its nature, the Committee is satisfied should be 
dealt with on a confidential basis. 

(i) financial or other information relating to procurement decisions, including 

information relating to the college negotiating position, which is commercial in 

confidence, during the course of those negotiations. 

(j) information relating to the negotiating position of the college in industrial relations 

matters, during the course of those negotiations. 
(k) information relating to the financial position of the college where 

the Corporation is satisfied in good faith that disclosure might harm the College 
or its competitive position legal advice received from or instructions given to the 
college legal advisors. 

(l) information planned for publication in advance of that publication; and/or 
(m) Information not otherwise covered above, but considered to be commercially 

sensitive. 
(n) information not otherwise covered above, but considered to be commercially 

sensitive. 

14.4 At every one of its meetings a Committee shall consider whether any of the items 

discussed should remain confidential and not be made available or should be subject to 

a more restricted circulation. 

14.5 At every Committee meeting the minutes of the last meeting shall be taken as an 

agenda item and, if agreed to be accurate, shall be signed by the Chair of the 

Committee (or, in his absence, the vice Chair) as a true record. 

14.6 The address of the college is: 

 

Leyton Sixth Form College Essex Road Leyton 

E10 6EQ 
 

14.7 Corporation documents which are generally available are listed in appendix 2. 

15. Statements made on behalf of the Corporation 

15.1 Unless otherwise agreed by the Corporation in individual circumstances statements on 

behalf of the Corporation will only be made by the following: 

 

the Chair  
the Chief Executive 
the Clerk 

15.2 The content of the statements will be the subject of consultation between the Chair and 

College Management. 

15.3 It is recognised that the majority of items which require public statement concern the 

Strategic Management and day-to-day operation of the College and thus are dealt with 

by, or on behalf of, the Chief Executive. 

15.4 It is the responsibility of the Clerk to the Corporation to conduct all correspondence on 

behalf of the Corporation. 

15.5 Custom and practice are for the Clerk to respond to correspondence from staff 
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(including representatives of the staff such as union officers) so as to reduce the burden 

on individual members of the Corporation and to ensure that collective decisions of the 

Corporation are followed. This task is usually undertaken following consultation with 

the Chair of the Corporation. 

16. Individual Contributions by Members of the Corporation 

16.1 The Instrument of Government includes the following statement (as paragraph 12 (6) : 

Every member of the Corporation shall act in the best interest of the Corporation and 

shall not be bound to speak or vote by mandates given by any other body or persons. 

16.2 All parties will recognise that members must take a personal view on each matter 

received by the Corporation and to contribute to debates accordingly. 

16.3 Once a matter is considered by the Corporation each and every individual member of 

the Corporation is expected to be bound by the collective decision of the Corporation 

whatever ones personal views are on issues. 

16.4 Particular regard should be taken of the confidentiality of certain proceedings. 

16.5 Notwithstanding what is said in this section any member who disagrees with an issue is 

entitled to speak against and to explain her/his views. If, having raised a matter, the 

majority view is to proceed in such a way which causes one or more members concern 

the dissenting views can be recorded in the minutes of the meeting together with the 

fact that 'x' (and possibly others) voted against the proposition. Furthermore, a member 

can ask, through the Clerk to the Corporation, for advice to be obtained on a particular 

matter if this is thought to be reasonable given the subject matter of the issue. 

16.6 The importance of working for the good of Leyton Sixth Form College cannot be 

overstated which may mean on occasions that personal views have to be put to one side 

once a decision is reached by the Corporation. 

17. Declarations of Public Interest 
 

17.1 Without prejudice to the obligations of members of the Corporation under the Instrument 

and Articles, a Committee member who has any financial interest in the supply of work 

or goods to 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. 

17.2 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. 

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

17.4 Members of Committees should not accept gifts, hospitality or benefits of any kind from 
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a third party which might be seen as compromising their personal judgement, 

objectivity or integrity. 
 

18. Code of Conduct 

18.1 The Corporation believes that it is appropriate to maintain a Code of Conduct 

specifically for the Corporation of Leyton Sixth Form College rather than adopt one of 

the models produced by bodies with an interest in the sector. 

18.2 The Code of Conduct will be displayed in College and copies made available to any 

interested parties. 

18.3 It is a condition of membership of the Corporation that all members accept in full the 

contents of the Code of Conduct. 

19. Training for Members of the Corporation 

19.1 The Corporation agreed on 16 July 1997 (item 419) to adopt a training policy for 

members of the Corporation. (see Appendix 7). 

19.2 The Code of Conduct of the Corporation of Leyton Sixth Form College includes the 

following statement: 

Members of the Corporation will ... take or seek opportunities to enhance their effectiveness as a 
member through participation in training and development programmes and by increasing their 
knowledge of the College. 

 

20. Appointment of Chief Executive/Senior Post Holders 

20.1 The Articles of Government include an outline of the arrangements to be followed upon 

the occurrence of a vacancy or expected vacancy in a senior post. 

20.2 The Corporation of Leyton Sixth Form College agreed at the inaugural meeting on 12 

October 1992 to designate the Principal (now Chief Executive) as a 'senior post' in the 

College organisations. In 2026 The Principal and the Clerk to the Corporation are 

designated as Senior Post Holders. 

20.3 The Corporation will adhere to the following arrangements when seeking to appoint a 
new Chief Executive or Deputy Principal: 

 

i. advertise the post nationally 
ii. appoint a selection panel consisting of - 

iii. (where a vacancy is for the post of principal) at least 5 members of the 

Corporation including the Chair or Vice Chair (or both the Chair and Vice 
iv. chair) or 
v. (where the vacancy is for any other senior post) the Principal and at least 3 

other members of the Corporation the members of the selection panel shall- 
vi. determine the arrangements for selecting the applicants for interview 

vii. interview those applicants; and 

viii. where they consider it appropriate to do so, recommend to the Corporation 

for appointment one of the applicants they have interviewed. 

20.4 The Corporation does not have to accept the recommendation of the Selection Panel. It 
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can require the Selection Panel to re-advertise the post or review the other applications 

received in response to the national advertisement to see if any other person should be 

interviewed. 

20.5 If necessary an acting appointment may be made by the Corporation (or, if the urgent 

need arose, the Chairman acting on behalf of the Corporation) pending the formal 

appointment of a new Chief Executive/Director as a result of the national advertisement. 

20.6 The Instrument of Government provides for Senior Post Holders to withdraw from any 

meeting of the Corporation at which the appointment of her/his successor is to be 

considered. 

21. The Clerk to the Corporation 

21.1 The Instrument of Government provides for the Corporation to appoint a Clerk to the 

Corporation. Best practice in the sector suggests that the Clerk should not be a 

member of the Corporation. 

21.2 The Corporation has approved a detailed job description for the role of Clerk to the 

Corporation (on 20 March 2006). 

21.3 The Clerk to the Corporation is responsible to the Corporation as a whole. It is 

recognised, of course, that the Clerk will work closely with the Chair, the Chair of the 

standing committees and the Chief Executive. Notwithstanding this the Clerk will be 

available to support and advise all members of the Corporation. 

21.4 When the role of Clerk to the Corporation becomes vacant (or is about to become 

vacant) the Corporation will determine the arrangements for appointing a new Clerk. 

21.5 The Corporation agreed on 16 July 1997 (item 419) to adopt a training policy for the 
Clerk to the Corporation. (See Appendix 9). 

22. Suspension and Dismissal of Senior Post Holders and Clerk to the Corporation 

22.1   The Articles of Government 10 and 16 outline the arrangements to be followed in relation 

to suspension and/or dismissal of Senior Post Holders. 

22.2   The Corporation may also wish to seek expert legal advice. 

 

23.  Servicing the Corporation 

23.1 The Clerk to the Corporation is responsible for the servicing and supporting of the 

Corporation, the Standing Committees and any other groups established from time to 

time. 

23.2 As indicated in paragraph 21.2 above the Corporation has approved a detailed job 
description for Clerk to the Corporation which sets out the role and responsibilities. 

23.3 No resolutions of the Corporation can be made without the Clerk being in attendance at 
the meeting to carry out the servicing role. 

23.4 It will be appropriate for the Corporation to ask the Clerk to withdraw from a meeting 

when consideration is to be given to the conduct of the Clerk (including possible 

dismissal) or remuneration. On those relatively rare occasions when the Clerk is not 
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present for a specific item on the grounds of personal interest the Chair will be 

responsible for preparing a note of the discussion for inclusion in the minutes. 

23.5 In the absence of the Clerk to the Corporation, due to illness or other good and urgent 

cause, the Chair will make arrangements following discussion with the Chief Executive 

and if possible the Clerk to the Corporation, for someone other than a member of the 

Corporation to carry out the role on a temporary basis. The recommendation of the 

Chair will be considered by the Corporation as the first item of business at the meeting 

which cannot be attended for whatever reason by the Clerk of the Corporation. 

24. Resolving Difficulties 

 

24.1 It is the responsibility of the Clerk to the Corporation to make known any concerns that 

the Corporation is acting inappropriately or even beyond its powers. The Corporation 

has demonstrated that it wishes to enable the Clerk to carry out the full role and 

responsibilities in line 

with best practice. In doing so the Corporation has recognised that there may be 

exceptional circumstances when the Clerk feels that her or his advice is being 

disregarded or overlooked and because of this the proper conduct of the Corporation is 

being put at risk. 

24.2 The Corporation has reviewed the section in the FEFC Guide for Clerks on resolving 

difficulties and agreed that should the need arise the Clerk may seek advice from the 

DfE. If such action is taken the Clerk will inform the Chair and Chief Executive 

accordingly. 

24.3 Before the Clerk refers a matter to the DfE he/she will try to overcome the difficulties by 
taking some or all of the following actions with the hope that the matter of concern can 
be reviewed: 

i. the concerns of the Clerk to be put in writing to the Chair and Chief 
Executive; inform the Chair of the Audit Committee, if the issue is relevant 
to the terms of reference of that Committee; 

ii. report the concerns to a meeting of the relevant Corporation standing 
committee or the full Corporation; consult the external and internal 
auditors;  

iii. obtain legal advice if there is a disagreement about whether an action may 
be unlawful. 

 
25. The Corporation Seal 

25.1 The Corporation agreed on 14 March 1996 (item 282) that when it was appropriate to 

use the Corporation Seal the Clerk would approach, in the first instance, the Chair and 

the Vice Chair to authenticate the seal by their signature. In the absence of the Chair 

and/or the Vice Chair the Clerk may approach one or more other members of the 

Corporation (with the exception of the Chief Executive). 

25.2 Short particulars of all deeds and documents to which the corporate seal has been 

affixed, shall be recorded in a book to be maintained by the clerk. 

25.3 The corporate seal of the Corporation shall be kept safe in a place which shall be 
secured by a lock. 



17  

26. Smoking at Meetings 
 

26.1 No smoking is permitted in rooms used for meetings of the Corporation be it prior to, 
during or after meetings. 

 
27. Allowances to Members of the Corporation 

27.1 Travelling, subsistence or other allowances as determined by the Corporation, are 

payable in accordance with the provisions applicable to staff within the Financial 

Regulations. (See Appendix 7) 

28. Membership of the Corporation -Availability of information to the Public 

28.1 In accordance with the provisions of the College Charter prepared in response to the 
Charter for Further Education published by the Department for Education in 1993 a list 
of the names of members of the Corporation will be available for inspection in the office 
of the Clerk to the Corporation. 

28.2 Any person wishing to write to members of the Corporation may do so by providing the 
Clerk to the Corporation with sufficient copies of any document. 

28.3 Normally no charge will be made for postage for forwarding a document to members 

although the Clerk to the Corporation will use discretion when considering if the costs to 

be incurred are reasonable. Thus a charge could be made to cover direct and indirect 

costs as a condition of forwarding documentation. 

28.4 Addresses and telephone numbers of members of the Corporation will not be made 

available to third parties. 

29. Complaints Against the Corporation 

29.5 A complaint against the Corporation or an individual member of the Corporation shall 
be addressed to the Clerk to the Corporation who shall deal with the matter as 
appropriate. The response to such a complaint will include details of the arrangements 
for pursuing the matter with an independent body. A complaint against the Clerk to the 
Corporation shall be forwarded to the Chair of the Corporation (See Appendix 13) 

 

30. Whistleblowing Policy 

30.1 The Corporation have agreed a Policy on Whistleblowing - See Appendix 9. 

31. Amendments to the Standing Orders for the Conduct of Meetings and Related 
Issues 

31.1 The Clerk on behalf of the Corporation will be required to keep under continuous review 

(annual) the provisions of this document with the intention of suggesting to the 

Corporation improvements/amendments to meet changed circumstances. 

31.2 Individual members of the Corporation may wish to suggest to the Clerk 

improvements/amendments to this document. Points raised will be the subject of a 

report to the next convenient meeting of the Corporation so that a decision may be 

made. 

31.3 Any amendments to the text of this document will require the approval of the Corporation 
unless they are covered directly or indirectly by statue in which case such changes will 
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be acted on without delay. 

32. Student Disciplinary Procedures and Exclusion 

32.1 The Instruments and Articles of Government set out responsibilities of the Corporation and 

the Principal in relation to student discipline:- 

(a) Subject to the responsibilities of the Corporation, the Principal shall be the Chief 

Executive of the institution and shall be responsible for 

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

32.2 The Corporation has approved the following:- 

The Principal to be responsible for maintaining student discipline and, within the rules 

and procedures provided for within these Articles of Government, suspending or excluding 

students on disciplinary or academic grounds or delegating the authority to suspend or 

expel students on disciplinary or academic grounds to members of the Senior 

Management Team 

 
32.3 To enable the effective discharge of this responsibility, the Principal designates members of 

the Senior Leadership Team (other than the Principal) to act in their stead whenever the 
Principal is not on site or otherwise unavailable. In such circumstances, the designated SLT 
member, or the next most senior member of staff, is responsible for dealing with serious 
disciplinary incidents as they arise, including those referred by other staff. 

32.4 In addition, the Vice Principal for Wider Student Experience vets the circumstances of all 
students withdrawn from roll for academic and/or attendance reasons. 

32.5 Suspension and exclusion are undertaken in line with College procedures by senior 

managers. Appeal to the Principal is the next possible stage with the Principal's decision 

being final. 

 
These Standing Orders have been approved by the Corporation on 25 June 2025 

 
To be reviewed ANNUALLY 
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APPENDIX 1 

 

THE CORPORATION OF LEYTON SIXTH FORM COLLEGE 
 

The Seven Principles of Public Life 
 

 

Selflessness 
 

Holders of public office should take decisions solely in terms of the public interest. They should not 

do so in order to gain financial or other material benefits for themselves, their family, or their 

friends. 
 
 

Integrity 
 

Holders of public office should not place themselves under any financial or other obligation to 

outside individuals or organisations that might influence them in the performance of their official 

duties. 

 

Objectivity 
 

In carrying out public business, including making public appointments, awarding contracts, or 

recommending individuals for rewards and benefits, holders of public office should make choices on 

merit. 
 
 

Accountability 
 

Holders of public office are accountable for their decisions and actions to the public and must 

submit themselves to whatever scrutiny is appropriate to their office. 
 
 

Openness 
 

Holders of public office should be as open as possible about all the decisions and actions that they 

take. They should give reasons for their decisions and restrict information only when the wider public 

interest clearly demands. 
 
 

Honesty 
 

Holders of public office have a duty to declare any private interests relating to their public duties and 

to take steps to resolve any conflicts arising in a way that protects the public interest. 
 
 

Leadership 
 

Holders of public office should promote and support these principles by leadership and example. 
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APPENDIX 2 
 

THE CORPORATION OF LEYTON SIXTH FORM COLLEGE 
 

 

Corporation Documents - Generally Available 
 
 

 

1. Instrument and Articles of Government 
 

2. Standing Orders for the Conduct of Meetings of the Corporation and Related Issues 
 

3. Code of Conduct 
 

4. Register of Interests 
 

5. Agendas (including supporting reports) and minutes of meetings of the Corporation and 
the standing committees unless specifically excluded 

 
6. Annual Financial Statements 

 
7. Procedure on Whistleblowing (Disclosure of Information) when approved by the Corporation 

 
8. Names of members of the Corporation 

 
 

Any enquiries with regard to access to these documents should be made to the Clerk to the Corporation 

(Room HE31), Heritage House. 

 
In addition to the Corporate items listed above the following are available from the Principal's office (Room 
HE10, Heritage House) 
 

 
1. The College Charter 

 
2. The College Prospectuses and other publicity materials 

 
3. Information on examination results and other student achievements 

 
4. Ofsted Inspection Reports 
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APPENDIX 3 

 
 

THE CORPORATION OF LEYTON SIXTH FORM COLLEGE 
 

 

Corporation Documents - Criteria for Confidentiality 
 
 

 

1 Personal information relating to an individual 
 

2 Information provided in confidence by a third party who has not authorised its disclosure 
 
 

3 Financial or other information relating to procurement decisions, including that relating to 
the College negotiating position 

 
4 Information relating to the negotiating position of the College in industrial relations matters 

 
 

5 Information relating to the financial position of the College where disclosure might harm the 
College or its competitive position, as determined by the Corporation 

 
6 Legal advice received from or instructions given to the College legal advisors 

 
 

7 Information planned for publication in advance of that publication 
 
 

Note: The Corporation will not restrict access to documents unless there is good cause. 
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APPENDIX 4 

Role Description for Governors 

7.1 The duties of the Corporation are specified in the Instrument and Articles of Government 
and include: 

• The determination and periodic review of the educational character and mission of the 
institution and the oversight of its activities 

• Publishing arrangements for obtaining the views of staff and students on the 
determination and periodic review of the educational character and mission of the 
institution and the oversight of its activities 

• Approving the Quality Strategy of the institution 
• The effective and efficient use of resources, the solvency of the institution and the 

Corporation, and safeguarding their assets 
• Approving annual estimates of income and expenditure 
• The appointment, grading, suspension, dismissal and determination of the pay and 

conditions of service of the holders of senior posts and the Clerk to the Corporation, 
including, where the Clerk to the Corporation is, or is to be appointed as, a member of 
staff, their appointment, grading, suspension, dismissal and determination of pay in the 
capacity of a member of staff 

• Setting a framework for the pay and conditions of service of all other staff 
• Setting the Policy by which the fees payable to the Corporation are determined (subject 

to terms and conditions of Funding Bodies in respect of courses funded by them), and 
ensuring that funds from these bodies are used only in accordance with attached 
conditions 

• The approval of the annual Self-Assessment Report on performance of the College and 
the Governing Body 

• The approval of all statements of Corporation Policy listed in the relevant appendices 
• Authorising the application and authentication of the College Seal to any document (or 

related series of documents) 
• The approval of the Annual Report and Financial Statements 
• The consideration of the case for dismissal for Senior Post Holders 

8. Main Duties 

8.1 Collectively, individual governors contribute their professional, specialist and general 
management skills to the Corporation (and its committees) in a non-executive role. 

8.2 To comply with the Instrument and Articles of Government, Standing Orders and Code of 
Conduct, and any other related governance policies and procedures. 

8.3 To contribute to the business of the Governing Body in an effective, efficient, open and 
transparent manner. 

8.4 To represent and act in the best interests of the College at all times. 

8.5 To abide by collective responsibility; no governor has the authority to speak or act on the 
College’s behalf unless specifically delegated to do so. 

8.6 To abide by the Nolan seven principles of public life: 
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• Selflessness: Decisions should be made solely in the public interest. 
• Integrity: Not placing themselves under any obligation that might influence the 

performance of their official duties. 
• Objectivity: Choices made on merit alone. 
• Accountability: Accountable to the public and subject to scrutiny as appropriate. 
• Openness: As open as possible about all decisions and actions. 
• Honesty: Declare any private interests relating to public duties and resolve conflicts in 

the public interest. 

8.7 To prepare for, attend, and actively contribute to meetings, contributing approximately one 
day a month to duties. 

8.8 To be prepared to serve as the link governor for key cross-college areas, such as SEND, 
safeguarding, equality and diversity, Estates and Curriculum. 

8.9 To be prepared to engage with college staff and students through link visits. 

8.10 To undertake training and development activities organised by both the College and 
external bodies, including Governor Away Days. 

8.11 To participate in the life of the College by attending daytime and evening events such as 
concerts, shows, open evenings and achievement celebrations. 

8.12 To take responsibility for background reading and research to keep abreast of policy and 
governance issues in the Further Education sector. 

9. Time Commitment 

9.1 To attend Corporation and Committee meetings, governor training, induction and other 
events as required. 

9.2 Corporation meetings and Committees are normally held termly and each lasts 
approximately two hours; members are expected to prepare fully for meetings. 

10. Term of Office 

10.1 A period of between one and three years; dependent on the needs of the Corporation at 
appointment, which may be renewed at its completion. 
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APPENDIX 5 
 

ROLE OF AN ASSOCIATE COMMITTEE MEMBER 

 
The Board is able to appoint external members to its committees in order to strengthen the 
breadth of experience, knowledge and skills available to those committees, usually to address 
specific issues or skills needs such as a capital project or financial or curriculum challenges. 
Associate Members are not members of the full Board and therefore do not have voting rights 
on the Board, although they may have voting rights on the committee, depending on its terms 
of reference. 

 
An Associate Member is a person appointed by the Board to a committee and who, in the opinion 
of the Board, has the knowledge, experience and skills required to contribute to the effective 
governance and success of the College, through that particular committee. The appointment of 
a person who is not a full Board Member can be a valuable and successful method of resolving  
a knowledge, experience or skills gap in committee membership. Associate Members usually 
have the same status and rights as other members of the committee, but this will depend on the 
committee’s terms of reference e.g. an Associate Member may not be permitted to serve as the 
chair of the committee. If the terms of reference do not make this clear, then the committee 
should agree and minute the voting rights, length of term, etc for the Associate Member. 

 

Purpose of the Role 

 
To contribute to the work of the Board’s committees as follows: 

 

• to strengthen the breadth of experience and skills available on a committee. 

• to contribute their professional and specialist skills to the Board’s committees 

 

Duties 

 
Associate Members’ main duties are: 

• to provide advice and expertise to assist the committee in its work. 

• to contribute to the business of the committee as detailed in the committee’s terms 
of reference. 

• to contribute to the monitoring of achievement against objectives. 

• to attend committee meetings, governor induction, training and other events as required. 

• to participate in the evaluation of the effectiveness of the committee and its overall 
contribution to the role of governance within the College. 

• to comply with the legal framework in which the College operates. 

Eligibility, Interests and Other Requirements 

 

• All Board Members and Associate Members are required to make an annual declaration 
of eligibility and of interests. This is held by the Clerk to the Corporation and is available 
to members of the public. 

The following applies. 

• Members should not normally have a teaching role or be a student at the College unless 
they are appointed as staff or student members. 

• All Members are required to undertake pre-appointment checks including enhanced DBS 
checks on appointment and on re-appointment. 
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• All Members are required to participate in the annual appraisal programme. 
• All Members should be able to meet the Board’s Governor Job Description. 
• An appointment as an Associate Member is a public appointment. All Members are 

required to abide by the Board’s Code of Conduct and to adhere to the seven principles of 
public life (the ‘Nolan’ principles): selflessness, integrity, objectivity, accountability, 
openness, honesty and leadership. 

• All Members work on a voluntary basis. The College will meet reasonable out-of-pocket 
expenses incurred by Members in the performance of their duties. These might include 
travel expenses incurred in attending external training courses or meetings. 

Term of Office 

The term of office of an Associate Member is one year, reviewed annually on an ongoing basis. 
 

 

APPENDIX 6 
 

Role description for Chair   
 
Appointment  
The Chair shall normally be elected by the Board at the last Corporation meeting of the relevant 
calendar year and the appointment shall be made for a period of four years, in accordance 
with all 
statutory procedures, including the Instrument and Articles of Government and the Standing Ord
ers.  
 
Accountability  
The Chair is accountable to the Corporation Board.  
 
 
 
Role Summary  
The role of the governing body Chair is fundamental to its success. The Chair is responsible 
for providing effective leadership of the Corporation Board in the discharge of its duties, in 
accordance 
with the Instrument and Articles of Government and the periodic review of the educational chara
cter.  
 
The Chair will provide the leadership to ensure that:  
  

• the Corporation of the College (the ‘Board’) delivers highly effective governance for the 
College, fulfilling the highest standards of corporate governance at all times  

• the Board functions as a unit and works closely with the Senior Executive Team to achie
ve  
the College’s strategy and objectives  

• accountability is maintained for the effective and efficient use of resources, and 
safeguarding the college students, staff, assets and estate  

• the Board offers appropriate challenge and support to the Senior Executive Team  
• as Chair, support, advice and guidance is provided to individual governors to assist their 

effective contributions to collective governance  
• governors are supported as powerful ambassadors for the College in the wider communi

ty as well as to students and staff.  
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Responsibilities  
 

1. To 
continue to develop the board of governors which has strategic oversight of the organisat
ion 

2. To ensure that the Board meets its external accountabilities and fulfils its duties 
in determining the College mission, setting and monitoring corporate objectives, articulati
ng the College's vision, and maintaining and developing its ethos.  

3. To understand and focus on the main strategic issues bearing on the College, keeping al
ways as a lodestone the College’s responsiveness to the students, employers and 
communities it serves.  

4. To work with the Board and Executive in setting the educational 
character of the College; ensuring that students and the skills needs of the local 
economy are central to decision- 
making processes, with performance measures in place to drive up quality and standard
s, thereby enhancing the rates of retention and success.  

 
 
 
 
APPENDIX 7 

Role of the Vice-Chair  
Appointment 
The Vice Chair of the Corporation shall normally be elected at the last Corporation meeting of 
the relevant calendar year and the appointment shall be made for a period of four years, in 
accordance with all statutory procedures, including the Instrument and Articles of Government 
and the Standing Orders.  

Accountability 

The Vice-Chair is accountable to the Chair and the Corporation Board. 

Responsibilities 

The Vice-Chair of Board will support the Chair to ensure that Board observes the principles of 
public life and operates effectively. In doing so, the principal duties of the Vice-Chair of the 
Board are: 

1. Assist the Board Chair in performing his/her duties & responsibilities (see Chair’s role 

description for reference)  

2. Perform the responsibilities of the Board Chair during his/her absence or disability of the 

Board Chair  

3. Chair meetings of the Corporation in the absence of the Chair and ensure that it 

functions effectively  

4. Provide advice as required to the Principal and to other senior management members in 

all matters concerning the interests of the corporation 

5. Attend training and induction as required to carry out the role of Vice-Chair and member 

of Board 

6. To be available to members of the Board, whether individually or collectively, should 

they have concerns which contact through the normal channels of the Chair and/or 

Governance Professional, has failed to resolve or where such contact is inappropriate. 

Personal Qualities 
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The qualities required of the Vice-Chair of the Board are:  

• a strong personal commitment to Further Education and the values, aims and objectives 
of the College  

• a willingness to devote the necessary time and effort to their duties as Vice- Chair and 
member of the Board 

• political awareness and an understanding of the economic, social and political dynamics 
of the region 

• strategic vision and good, independent, judgement 

• be willing and confident to challenge and engage others in debate 

• honesty and integrity  

• skills of networking, influencing and advocacy 

• an understanding of the importance of and a commitment to equality and diversity  

• respect for confidentiality 

 

APPENDIX 8 
 
 

THE CORPORATION OF LEYTON SIXTH FORM COLLEGE 

 

Training Policy for Members of the Corporation 
 
 
AIM 

 
Good governance is fundamental to a college’s success. It sets the strategic direction, 

promotes a positive culture, prioritises the use of resources and provides assurance for legal 

and regulatory compliance.  Boards of colleges that actively develop their governance are 

best placed to exercise responsibility in the use of their resources to better the skills and life 

chances of young people and adults in the communities they  
serve. They are best placed to make a positive contribution to business, society and the 

country’s wider economic growth.  
 
The purpose of governor training is to develop the capacity of governors to meet the 

responsibilities of the Governing Body and its committees as set out principally in the 

Instruments and Articles. 
 
Governor training and development relates closely to effective governor recruitment 

procedures. These must start with an objective assessment of the skills needs of the Governing 

Body and be successful in securing candidates who meet those needs. Recruitment procedures 

must ensure the presence of newly appointed governors with appropriate initial capacity, skills, 

knowledge, and commitment. Training coupled with experience will further develop the ability 

of any newly appointed governors to govern the College successfully. 
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Governor training and development should also relate to effective succession planning. Whilst 

the current membership may fulfil the present needs of the Governing Body very effectively, it 

is always necessary to project a number of years into the future and ensure that careful 

succession planning and training means that future needs will also be met. 
 
The Governors of Leyton Sixth Form College are mindful of the need to keep themselves up-

to-date with the educational affairs of the College and with general developments and  

 

initiatives in Sixth Form, and Further Education. They also recognise their responsibilities 

regarding the strategic business issues of the College (e.g. financial and risk management, 

health and safety, strategic planning) and their collective duty as a Board as laid down by the 

Instrument and Articles of Government. 
 
They appreciate there are a variety of mechanisms in order to facilitate their Continuing 

Professional Development (CPD) as Governors and the requirement that, wherever 

possible, such CPD be capable of audit by inspectors through an appropriate evidence 

file, of which this policy forms a part. 
 
They also recognise that the role of Governor is a voluntary one and, accordingly, time 

pressure may affect the scope of training that it is practicable for them to undertake. Where 

relevant, the costs of all Governor training sessions, wherever held and however 

constituted, will be met by the College. Records of CPD undertaken and the organisation of 

CPD sessions will be the responsibility of the Clerk. 

 

Training and Development needs may vary and could include -  
newly appointed governors;  
members of particular committees;  
individual governors;  
the full Governing Body;  
Chairs; and  
Clerk to the Corporation. 

 
Training opportunities may include:  

a training item on the agenda of the main Governing Body;  
a training item on the agenda of a particular committee;  
a matter to be considered at the Board Strategy Day; 
training arranged for an individual governor or small group of governors;  
inclusion of a training element in the Principal’s Report to the Governing Body. 

 
The College may also be notified of national and regional training events and webinars, such 

as those organised by the AoC, SFCA or by other external agencies, such as Eversheds. The 

Clerk to the Board will circulate details of all relevant courses to governors and ensure that 

budget is available through the usual College channels and arrange for payment. A record shall 

be kept by the Clerk to the Board of all training events attended. 
 
Governors are requested to provide feedback to the Clerk to the Corporation and the Search & 

Governance Committee on the training received and to discuss with the Clerk to the Corporation 

and/or Chair of the Board whether the information received could be usefully shared with other 

governors. 
 
It is important:  

that the training programme derives from an assessment of needs;  
that the programme represents a realistic balance between training needs, 

budgets and the time available; 



29  

that the planned programme has been delivered. 
 
The Governors training will be satisfied (but not exclusively) by the following mechanisms: 
  

a. An induction programme for new Governors, including completion of mandatory 

development Modules on Safeguarding, PREVENT, Risk, Health & safety and Equality, 

Diversity and Belonging. 

b. An induction workshop for new Audit Committee members. 
c. Continuous self-development through educational literature, training material and the 

internet. 
d. Briefings from the Principal or other professionals on significant 

legislation/amendments to legislation. 
e. Governor Training sessions as part of the College’s planned development 

programme for Governors.  
f. Seminars offered by SFCA, AoC, or outside training providers on relevant subjects (to 

which Members will attend by agreement with the Chair). 
g. Presentations at Board meetings by senior staff on a specific topic/theme or within an 

item of business, e.g. the annual Health & Safety report would include a brief resume of 
developments in the field during the year.  

h. Receipt of newsletters and other material disseminated to Governors by the Clerk 
i. Members’ own occupations and interest may well include forms of training which have a 

relevance to their role as Governors and members will inform the Clerk of such training 
that they may undertake so that it can be recorded (where appropriate).  

j. Student and Staff Members ‘briefings’ on papers prior to Board meetings. 
 
Training and development needs may also emerge from discussion by the various 

committees or supported by the advice of the Principal, Chair of the Governing Body or the 

Clerk to the Corporation. 
 
Newly appointed governors will participate in an induction co-ordinated by the Clerk to the 
Corporation. The induction will include an opportunity for the new governor to meet with the 
Clerk to the Board and members of the Senior Leadership Team to gain an insight into their 
responsibilities. Each new governor will receive an Induction Handbook which will include along 
with other key documents: 

  
Instruments and Articles  
Corporation Code of Conduct and Standing Orders  
Strategic Plan  
Latest Ofsted Report  
Board and Committee Membership and Remits  
Annual Cycle and Schedule of Business  
Contact details (where permission granted) 

 
In addition the Induction Handbook signposts new members to websites providing governor 

training materials. Governors will be asked to evaluate the quality of their induction via feedback 

to the Clerk to the Corporation, as part of the evaluation of the quality of Induction. 

An opportunity for the New Governor to have an introductory meeting with the Chair of 

Corporation will also be arranged by the Clerk to the Corporation, if this has not already taken 

place. 
 
Each newly appointed Governor will also be offered the opportunity of mentor support. The aim 
is to ease the introduction of the new Governor to the Governing Body by providing an 
experienced member who agrees to help navigate the new member through what may be a 
mass of jargon/terminology, structures and procedures. 
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If required, the Clerk to the Board will arrange a meeting for the new Governor with the identified 
mentor, as a means of introduction. 

 
The Mentor may then wish to arrange a meeting with the new Governor before their first 

Governing Body meeting to go through the agenda with them. The Mentor will be available, 

thereafter, as a sounding board and someone to whom the new Governor feels comfortable to 

turn to for help and advice. 
 
The role of the Mentor will supplement the advice and support provided by the Chair and Clerk 
to the Board. 

 
Periodically, members of the Board will appraise their own individual performance, including 

an assessment of their future training needs. Members also undertake to request and receive 

additional training if they believe that they may not have fully met the intention of this policy in 

a specific year. It is expressly agreed that if a member believes his or her training in a 

particular year was inadequate, this, of itself, does not, in any way, prejudice the continuation 

of that individual as a member of the Board. 
 
Review  
This Policy will be reviewed not less than three years from the date of its approval by the 
Board. 

 
Equality, Diversity and Belonging Policy of the College  
This Policy has been subject to an Equality and Diversity Impact Assessment. All individuals 

will be treated equally and fairly in the application of this Policy. All reasonable requests to 

accommodate requirements in terms race, age and disability will be accommodated, if is it is 

practicable to do so. 
 
All persons using this Policy will ensure that Governors, or anyone else to whom the 

Policy applies, with protected characteristics are not disadvantaged for any reason (e.g. 

learning difficulty or disability). 
 

Mirna Peach  
Clerk to the Corporation 

 
 

APPENDIX 9  
Mentoring new Governors 

 
 

AIM(s) 
 
To advise on Mentoring arrangements available for new Governors on the Leyton 

Sixth Form College Corporation 
 
A Mentor is an experienced Governor who is paired with a newly appointed Governor for 

the first year of office. The aim of the mentoring system is to ease the introduction of the 

new Governor to the Governing Body by providing a known and friendly face and to provide 

someone who can help navigate through what may be a mass of new jargon, terminology, 

structures and procedures. 
 
There are no prescribed activities as Governors come from a variety of backgrounds and 

some will require more support than others. However, some of the steps a Mentor can 

take are as follows: 
 



31  

arrange an initial introductory meeting with the new Governor to explain the 

background and workings of the Governing Body and to answer any questions. 
 

meet with the new Governor before Governing Body meetings to go through the 

Agenda and papers with him/her, if the new Governor needs this level of support. 
 

be available as a sounding board and someone to whom the new Governor feels 

comfortable to turn to for help and advice – e-mail /phone contact for queries, 

questions and support. 
 
Further help and advice are always available to both Mentors and new Governors from 

the Clerk to the Corporation and the Chair 

 

Mirna Peach  
Clerk to the Corporation 
 
 

APPENDIX 10 
 

Training Policy for the Clerk to the Corporation 
 

The Corporation recognises the potential benefit accruing from the Clerk attending 
appropriate training courses. Further education continues to be a rapidly changing sector 

and thus there is great value if the Clerk is in a position to provide advice to the 

Corporation on governance and related issues. The need to maintain an up-to-date 
awareness of issues has grown considerably since incorporation and it can be suggested 

that this will continue in future. 

 

When attending training events as Clerk to the Corporation, the approved costs will be 

met from the College budget. Such events will normally involve absence from the College, 

the Clerk to the Corporation will consult the Chief Executive so that he is aware of the 

proposed arrangements. This approach has worked satisfactorily for many years. 

 

The Clerk to the Corporation will present to the autumn term meeting of the Corporation a 

brief report of the training events attended during the previous academic session so that 

members are aware of the position. 

 

APPENDIX 11 
 

 

Scheme for the Reimbursement Of Costs Associated with Membership of the Corporation 
 

 

Attendance at meetings of the Corporation and Committees of the Corporation 
 

1. Attendance allowances will not be available to members of the Corporation (i.e. a 

payment for attending meetings). 
 

2. Such costs as child minding fees which are incurred as a result of attending a 

meeting will be available to members of the Corporation. 
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3. Travel to and from meetings by own car - cost will be reimbursed at the request of a 

member of the Corporation unless the amount due per meeting is less than £2.00 

(amount to be reviewed by the Corporation as and when appropriate). The amount to 

be reimbursed will be calculated on current standard rate of mileage calculations used 

throughout the college for all staff. 
 

4. Travel to and from meetings by public transport (or in the case of people with 

disabilities travel by taxi/mini cab) - costs will be reimbursed at the request of a 

member of the Corporation unless the amount due per meeting is less than £2.00 

(amount to be reviewed annually at the beginning of each financial year). 
 
How to apply for reimbursement of costs 
 

To claim reimbursement of approved costs incurred in travelling to and from meetings of the 

Corporation or Committees of the Corporation the members should contact the Clerk to the 

Corporation. 
 

Participating in approved training programmes for members of the Corporation 
 

1. The tuition fee (if any) will be paid by the College in approved cases. 
 

2. Travel costs (based on second class rail fares) will be reimbursed by the 

College in approved cases. 
 

3. Any relevant subsistence costs will be reimbursed by the College in approved 
cases. 

 
 

How to apply for reimbursement of costs:  
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 the 

arrangements before any commitments are made. The Clerk will consult the 

Chairman of the Corporation as appropriate. 

 

A member attending on external training programme will provide the 

Corporation or the appropriate standing committee with a short report on the 

contents and benefits derived. 

 

 

APPENDIX 12 
 

Procedures for Governors on site at Leyton Sixth Form  

 

  All governors will be issued with a permanent College photo ID badge. This will clearly state 

their name and that they are a Governor at the College. The badge will allow access through 

the College gates, and access to the room where Governors’ meetings are held. ID badges 

should be worn at all times, when a Governor is on the College site. Where Governors do not 

have their official College ID with them, they will need to be issued with a temporary ID/visitors 

badge by the reception staff. Once DBS checked, governors possessing their official ID 

badges may be unaccompanied on site.  
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  For meetings which occur during the College day, Governors should sign in at the College 

Reception; the Governor may then make their way to the appropriate room. Where Governors 

attend meetings out of hours, and if no provision for sign-in is available, they should make 

their own way to their meeting location. Governors should sign out at Reception when leaving 

the College site if the meeting is held during the College day. 
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Whistleblowing Policy 
 
1. Introduction 

 
1.1 The College is committed to maintaining the highest standards of conduct, integrity and 
accountability. It is important to the College that any fraud, malpractice or wrongdoing can be 
reported and properly dealt with. 

 
1.2 The College encourages all individuals to raise any concerns that they may have about the 
conduct of others in the College, or the way in which the College’s business is run. This policy sets 
out the way in which individuals may raise their concerns and how those concerns will be dealt 
with. 

 
1.3 The aims of this policy are: 

 
1.3.1 to encourage staff to report suspected wrongdoing as soon as possible, in the 

knowledge that their concerns will be taken seriously and investigated as 
appropriate, and that their confidentiality will be respected; 

 
1.3.2 to provide staff with guidance as to how to raise those concerns; and 

 
1.3.3 to reassure staff that they should be able to raise genuine concerns without fear 

of reprisals, even if they turn out to be mistaken. 
 

2. Personnel responsible for the policy 
 

2.1 The Corporation has overall responsibility for this policy, and for reviewing the effectiveness of 
actions taken in response to concerns raised under this policy. 

 
2.2 The Clerk has day-to-day operational responsibility for this policy, and must ensure that all 
managers and other staff who may deal with concerns or investigations under this policy receive 
regular and appropriate training. 

 
2.3 The Clerk, in conjunction with the Corporation should review this policy from a legal and 
operational perspective at least once a year. 

 
3. Qualifying disclosures 

 
3.1 The Public Interest Disclosures Act 2008 provides protection for workers, who cannot be 
dismissed (including made redundant) or subjected to any detriment by their employer, for raising 
legitimate concerns about specified matters. These are called ‘qualifying disclosures’. A qualifying 
disclosure, also known as ‘whistleblowing’, is a disclosure that is made in the public interest by a 
worker who has a reasonable belief that any of the following is being, has been, or is likely to be, 
committed: 

 
3.1.1 a criminal offence; 

 
3.1.2 a miscarriage of justice; 

 
3.1.3 an act creating risk to health and safety; 

 
3.1.4 an act causing damage to the environment; 

 



36  

3.1.5 a breach of any other legal obligation; or 
 

3.1.6 concealment of any of the above. 
 

3.2 This policy applies to all employees of the College. Other individuals who work with or on behalf 
of the College, such as agency workers, volunteers or contractors, are also encouraged to use it 
 

4. Principles 
 

4.1 Any matter raised under this procedure will be investigated thoroughly, promptly and 
confidentially. The outcome of the investigation will be reported back to the individual who raised 
the issue. 

 
4.2 This policy is for disclosures about matters that are within the ‘public interest’ or relate to 
aspects of the College’s business in general. This policy should not be used to raise concerns 
relating to an employee’s personal circumstances or matters of their own employment. In these 
circumstances, an employee should use the College’s grievance procedure. 

 
4.3 If there is doubt as to whether a concern should be raised under this policy, advice can be 
sought from a member of SLT, the HR Manager or the Clerk. 

 
4.4 The College will endeavour to keep the identity of any individual making a disclosure 
confidential. Where the identity must be known out of necessity or to assist in a full investigation, 
e.g. where the individual is required to act as a witness, the individual will first be consulted. 

 
4.5 No individual should be victimised or penalised for raising a legitimate concern under this 
policy - regardless of whether or not the concern raised was proven to be true. 

 
4.6 If misconduct is discovered as a result of any investigation under this procedure the College's 
disciplinary procedure will be used. If appropriate, misconduct may also be referred to an 
appropriate external body, e.g. the police. 

 
4.7 False allegations made maliciously or frivolously under this procedure, will be treated as a 
disciplinary offence. 

 
5. The scope of disclosures 

 
5.1 A disclosure under this policy is not limited to ‘qualifying disclosures’ as determined by law 
and as specified in 3.1 above. Disclosures under this policy can include any serious concern that 
someone may have about the business of the College, or the conduct of others acting on behalf of 
the College that: 

 
5.1.1 is in breach of known standards; 

 
5.1.2 is not in keeping with the College’s policies or regulations 

 
5.1.3 is improper or unethical. 

 
5.2 Examples of disclosures that can be made under this policy are as follows: 

 
5.2.1 financial malpractice, impropriety, fraud, bribery or corruption 

 
5.2.2 professional malpractice 
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5.2.3 any acts (or failure to act) which put the College’s students, staff or the general public at 
risk 

 
5.2.4 any breaches of known standards, regulations or the law 

 
5.2.5 attempts to conceal any wrongdoing 
 
5.2.6  sexual harassment 
 
6. Anonymous disclosures 

 
6.1 We do not encourage staff to make disclosures anonymously. Proper investigation may be 
more difficult or impossible if we cannot obtain further information from you. It is also more 
difficult to establish whether any allegations are credible. 
6.2 Whistleblowers who are concerned about possible reprisals if their identity is revealed should 
come forward to the Clerk, a member of the SLT of a governor and appropriate measures can then 
be taken to preserve confidentiality. Please also see paragraph 9 below about protection for 
whistleblowers. 

 
7. The Procedure for raising a Concern: 

Stage 1 
 

7.1 A concern can be raised directly with a member of the SLT or the Director of People and 
Organisational development. If your concerns involve the Principal, you can raise the matter 
directly with the governing body by contacting the Clerk to the Corporation. 

 
7.2 If they wish, an individual can seek support from their line manager, a colleague or a trade 
union representative in making a disclosure and attending any subsequent meetings. 

 
7.3 An individual can choose to raise the matter orally or in writing. However, concerns must be 
documented. If an individual raises the matter orally, they may be asked to confirm the detail in 
writing or to verify the details of their complaint, documented by the person it was reported to. 

 
7.4 A disclosure should contain as much detail as possible regarding the concern, including the 
names of individuals involved and detail regarding any relevant events and the dates of these 
events. 

 
7.5 When an individual makes a disclosure, the College will acknowledge its receipt in writing, 
within seven working days. The individual will be given an indication as to when they can expect an 
outcome from their disclosure or an update on progress. 

 
7.6 If appropriate, an investigation may be arranged and conducted by a manager of the College 
who has no direct association with the individual to whom the disclosure relates. The College may 
also decide to appoint an external investigator, where appropriate. The investigation may require 
that the individual and/or others are interviewed or required to provide a written statement. 

 
7.7 On conclusion of any investigation and/or once a decision has been made on the outcome, the 
individual will be told what the College has done or proposes to do, about their disclosure. 

 
7.8 If no action is to be taken, the reason for this will be explained to the individual in writing. For 
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example, the College may decide to take no action if the matter is already being dealt with or has 
been dealt with, whether under appropriate college procedures or by being referred to an 
appropriate external body. 
 
Stage 2 

 
7.9 If an individual is not satisfied that their disclosure has been appropriately addressed, they can 
raise their outstanding concerns with the Principal, or the Chair of Governors, if the matter was 
initially dealt with by the Principal. Any outstanding concerns should be raised in writing, within 10 
working days of receipt of the written outcome.  
 
Any concerns to be raised with the Chair of Governors should be done via the Clerk to the 
Corporation. 
 

 
7.10 The Principal or Chair of Governors will acknowledge receipt of the concerns in writing. Within 
a reasonable timeframe, the Principal or Chair of Governors will review what has been done, make 
any necessary further enquiries and make a final decision on action to be taken. The individual will 
be notified of that final decision as soon as possible. 

 
8. Disclosures to external bodies 

 
8.1 This policy and procedure allow individuals to raise disclosures internally within the College. If 
an individual has made a qualifying disclosure (see section 3.1) and feels that their disclosure has 
not been adequately dealt with, they have the right to make this disclosure outside the College. 
There should be reasonable grounds to do so and it should be done in accordance with the law. 
8.2 Individuals may only make a qualifying disclosure to an appropriate external body prescribed 
by the law. This list of ‘prescribed’ organisations and bodies can be found on the government 
website www.gov.uk. These prescribed organisations include: 

 
DfE 

        Ofsted 
The Office of Qualifications and Examinations  
Regulation  
HM Revenue & Customs 
The Financial Conduct 
Authority The Health and 
Safety Executive The 
Environment Agency  
The Serious Fraud Office 

 
8.3 An individual will not have any right to make a disclosure to the media or any other external 
body that is not prescribed by law. If this occurs, the matter will be treated seriously and an 
individual may be subject to the College’s disciplinary procedure. 

 
9. Protection and support for whistleblowers 

 
9.1 It is understandable that whistleblowers are sometimes worried about possible repercussions. 
We aim to encourage openness and will support staff who raise genuine concerns under this 
policy, even if they turn out to be mistaken. 
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9.2 Whistleblowers must not suffer any detrimental treatment as a result of raising a concern. 
Detrimental treatment includes dismissal, disciplinary action, threats or other unfavourable 
treatment connected with raising a concern. If you believe that you have suffered any such 
treatment, you should inform the Clerk immediately. If the matter is not remedied you should raise 
it formally using our Grievance Procedure. 

 
9.3 If you have any concerns about child protection issues you are encouraged to raise them 
internally. Such concerns will always been taken seriously. 

 
10. Contacts  
   
 Internal  
   
 Clerk to the Corporation Mirna Peach 
  Mirna.peach@leyton.ac.uk 
   
 External  
   
 Public Concern at Work Helpline: (020) 7404 6609 
 (Independent whistleblowing charity) E-mail: whistle@pcaw.co.uk 
  Website: www.pcaw.co.uk 
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APPENDIX 14 
 

THE CORPORATION OF LEYTON SIXTH FORM COLLEGE 
 

COMPLAINTS AGAINST THE CORPORATION 

 
1. A complaint against the Corporation, a member of the Corporation or the Clerk to the Corporation 

may be made by an individual, business or an organisation. 
 

2. Complaints against the Corporation or a member of the Corporation should be made in writing and 

addressed to the following:  
   Mirna Peach  

Clerk to the Corporation  
Leyton Sixth Form College  

Essex Road,  
London  
E10 6EQ 

 
3. The complainant will be expected to state clearly the nature of the complaint and if appropriate 

provide copies of any related documentation. 
 

4. The Clerk to the Corporation will:  
Acknowledge receipt of the complaint without 
delay Investigate the complaint 
Endeavour to provide a response to the complainant within fifteen working days and if this 

is not possible provide the complainant with an interim statement. 
 

5. The written response of the Clerk to the Corporation will include details of any arrangements for 

pursuing the matter with an independent body (e.g. the Secretary of State for Education and Skills 

or the Learning and Skills Council). 
 

6. The Clerk to the Corporation will keep the Chair informed of the situation and will provide the 

Corporation with a written statement of the nature of the complaint and the response at the next 

meeting. The Clerk to the Corporation shall circulate such a report to members within ten working 

days of the response, so that members are aware of the situation. 
 

7. When carrying out an investigation regarding a complaint against the Corporation or an individual 

member of the Corporation the Clerk to the Corporation will have the authority to refer issues to the 

Corporation's auditors (external and/or internal) or other appropriate advisors. 
 

8. A complaint against the Clerk to the Corporation shall be forwarded to the Chair of the Corporation 

for investigation and response. Letters for the attention of the Chair of the 

Corporation should be addressed to 
  

The Chair of the Corporation 
 Leyton Sixth Form College  

Essex Road   
London  
E10 6EQ 

 
9. The approach to be adopted by the Chair of the Corporation in investigating and responding to a 

complaint will be similar to that outlined above with regard to complaints against the Corporation and 

individual members of the Corporation. 
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APPENDIX 15 

 

 
AUDIT COMMITTEE TERMS OF REFERENCE, 2025-26 

 

1. INTRODUCTION 

 
These Terms of Reference define the authority, purpose, membership, function and general operation of 
the Audit Committee. 

 

2. AUTHORITY 

The Committee is established under the auspices of Article 4 (1), (2), 6, (1) (2) of the College’s 
Articles of Government. 

3. PURPOSE 

 
The Audit Committee shall be responsible for advising on matters relating to the Corporation’s audit 
arrangements and systems of internal control and shall ensure that the internal control systems, including 
audit activities, of the corporation and any of its subsidiaries are monitored actively, independently and 
objectively in order to: 

(a) Improve the effectiveness of the College’s internal controls 

 

(b) Reinforce the independence and effectiveness of the internal audit function (where 
appointed) 

 

(c) Provide a sounding board for College management on issues of concern in connection with 

the College’s internal control systems 

 

(d) Advise on the reliability of the College’s information systems 

(e) Underpin the objectivity and independence of the external auditors 

 

(f) Increase public confidence in the objectivity and fairness of the Corporation’s financial 
reports and in the quality of the College’s corporate governance 

 

4. MEMBERSHIP 

4.1 The Committee shall comprise a minimum of three members of the Corporation excluding: the Chair of 
the Corporation, the Principal/Chief Executive and any Co-opted members who are members of the 
College’s Senior Leadership Team. 

 
4.2 The Audit Committee should include individuals with an appropriate mix of skills and experience to allow 

it to discharge its duties effectively. Collectively, Members of the Committee should have recent, relevant 
experience in Risk Management, finance and audit and assurance. 

 
4.3 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). 
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4.4 If requested by the Committee, the Principal/Other will attend meetings of the Committee. 

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

 
4.6 The Committee may co-opt an external advisor/member where necessary. 

4.7 The quorum for the Committee shall be two members, being 50% of membership rounded to next whole 
number. 

 
4.8 The Clerk to the Corporation shall normally act as Clerk to the Committee. 

 
4.9 The Committee will normally meet at least three times per year. In the event that it is not necessary to meet 

due to there being insufficient reports for consideration, or because of other exceptional circumstances, 
members will be updated with regard audit, risk and compliance matters by correspondence. 

4.10 Where a vote is taken the vote shall be carried only where a majority of Governors are in favour; external 
members may not count towards a majority vote. 

 

5. FUNCTIONS/AUTHORITY OF THE COMMITTEE 

5.1 To advise the Corporation as to how best to determine for itself how to fulfil its obligations to secure the 
proper, economic, efficient and effective use of its resources and to safeguard the college’s assets. 

 
5.2 To establish a mechanism to provide assurance to the Corporation (via the Audit Committee) that sound 

systems of internal control, risk management and corporate governance exist with the Audit Committee’s 
Annual Report to the Corporation being a key source of assurance. 

 
5.3 To advise the governing body on the adequacy and effectiveness of the Corporation’s systems of internal 

control and it arrangements for risk management, control and governance processes, and securing economy, 
efficiency and effectiveness (value for money). 

 
5.4 To advise the governing body on the appointment, reappointment, dismissal and remuneration of the 

financial statements auditor and the IAS (where appointed). 

 
5.5 To advise the governing body on the scope and objectives of the work of the IAS (where appointed), 

the financial statements auditor and the funding auditor (where appointed). 
 

5.6 To ensure effective co-ordination between the IAS (where appointed), 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. 

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

(where appointed). 
 

5.8 To advise the governing body on internal audit assignment reports and annual reports and on control 
issues included in the management letters of the financial statements auditor including 

their work on regularity audit and the funding auditor (where appointed), and the management’s 
responses to these. 

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

 
5.10 To consider and advise the governing body on relevant reports by the NAO, the funding bodies, and where 

appropriate management’s responses to these. 
 

5.11 To establish, in conjunction with College management, relevant annual performance measures and 
indicators, and to monitor the effectiveness of the IAS (where appointed) and financial statements 
auditor through these measures and indicators and decide, based on this review, whether a competition  
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for price and quality of the audit service is appropriate. 

5.12 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 (where appointed), the funding auditors 
(where appointed) and the financial statements auditor. 

 
5.13 To ensure that all allegations of fraud and irregularity are properly followed up. 

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

5.15 To recommend the annual financial statements to the governing body for approval. 
5.16 To review and monitor the College’s performance with regard to its Health and Safety obligations and to 

make recommendations to the Board. 

5.17 To review the College’s Health and Safety Policy annually, prior to Board approval. 

5.18 To review the College’s GDPR Policy annually. 

5.19 To sign off the College’s Estates Strategy and Maintenance Plan 

 

 
6. TERMS OF OFFICE 

 
Members 

6.1 Members of the Committee shall be appointed by the Corporation normally to serve for a period of two 
years. 

 
6.2 Members retiring at the end of their term of office shall be eligible for re-appointment. 

Chair/Vice Chair 
 

6.3 The Chair and Vice-Chair shall be elected at the last Committee meeting of every other academic year and 
shall serve as Chair/Vice-Chair for two years with effect from the first meeting of the new academic year. The 
Chair shall not be an employee of the College. 

 
6.4 Where the Chair or Vice-Chair resigns, retires or otherwise ceases to be Chair/Vice-Chair during their Term 

of Office a member of the Committee shall be elected to serve for the remainder of the Term of Office. 

6.5 A member retiring as Chair/Vice-Chair at the end of a Term of Office shall be eligible for re- election. 

 
6.6 If both the Chair and Vice-Chair are absent the members of the Committee who are present shall choose 

one of their number to act as Chair for the meeting. 

Reviewed 11 June 2024 

Approved by the Board 24 June 2024 Date of 
next review 10 June 2025 

Approved by the Board 23 June 25 -
___________ 

Updated June 2025 by the Clerk to the Corporation Mirna Peach  
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APPENDIX 16 
 

QUALITY & STANDARDS COMMITTEE TERMS OF REFERENCE 25-26 
 

1. Introduction 
 

1.1 This document defines the authority, purpose, membership, function and general operation of the 

Quality & Standards Committee. 
 

2. Authority 
 

2.1 The Committee is established under the auspices of Article 5 (1) (2), (3), (4), of the College’s 

Articles of Government. 
 

3. Purpose 
 

3.1 The Committee shall be responsible for advising the Corporation on: 
 

a) the effectiveness of the provision in responding to and meeting the needs 

of students, employers and other key stakeholders; 
 

b) the achievement, progress and progression of students measured against internal and 

benchmarked targets; 
 

c) the robustness of teaching, learning and assessment quality standards; 
 

d) the delivery of improvement action plans. 
 

4. Membership 
 

4.1 The Committee shall comprise at least four Members of the Corporation, including the 

Principal. 
 

4.2 The Committee may invite other persons to attend meetings in order to provide appropriate advice 

and guidance. An external specialist advisor may be co-opted to the Committee where deemed 

appropriate. 
 

4.3 The quorum for meetings shall be at least three Members, two of whom should be 

Independent Members. The Committee will normally meet at least once per term. 
 

4.4 The Clerk to the Corporation shall normally act as Clerk to the Committee. 
 

 

4.5 Where a vote is taken the vote shall be carried only where a majority of Governors are in favour; 

external, co-opted members may not count towards a majority vote. 
 

5. Functions/Authority of the Committee 

 

The Committee will seek to gain assurance that: 

 

teaching, learning and assessment are consistently good or better with the ambition to be 

outstanding; 
 

the College’s curriculum offering is relevant and appropriate in meeting the needs of 

students, employers and the local community; 
 

attendance, retention, achievement, success and the rate of student progress exceed or 

meets internal benchmarkers, informed by local and national data. 
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robust processes and mechanisms are in place for curriculum planning, recruitment,  
quality assurance, self-assessment, quality improvement, strategic planning and student feedback; 
 
To monitor the standards achieved by students, including enrolment figures, outcomes and 

progression, value added, in-year progress, attendance and retention  
– for the college overall and for groups of students, including vulnerable groups. 
 
Stakeholder Voice is effectively used to monitor the quality of provision and prioritise improvements 
 
partner and employer feedback is used to prioritise improvements in training and partnership 

working; 
 
quality improvement actions and mechanisms to improve the quality of teaching, learning and 

assessment address shortfalls in performance. 
 

To review arrangements for promoting equality and diversity with the student body and monitor 

progress against appropriate equality and diversity impact measures. 
 
To consider national and local priorities for education and training and local employer and local 

community education and training needs, including monitoring and review of Careers Education, 

Information, Advice and Guidance 
 
To consider relevant policies and procedures that require Board approval and, where agreed, 

recommend them for approval to the Corporation. 
 
Monitor and review the strategic risks relevant to this Committee and approve the relevant strategic 

risks around elements of teaching and learning for consideration by the Audit Committee. 

 

In addition, the Committee shall: 

 

a) review the Self-Assessment Report (SAR) and assure that it identifies strengths and areas 
for improvement against the relevant sections of Ofsted’s Common Inspection Framework; 
 
b) annually review the College Self-Assessment Report (including the Quality Improvement Plan) 
and recommend it to Corporation for approval; 
 
c) monitor progress against the College Quality Improvement Plan and gain assurance that it is 
being implemented in a timely manner. 

 

6. Terms of Office 
 
6.1 Members of the Committee shall be appointed by the Corporation to serve for an initial 

two-year period. 
 
6.2 The Chair of the Committee shall be appointed by the Corporation to serve for an initial two-

year period. Where the Chair resigns, retires or otherwise ceases to be Chair during their Term of 

Office, a member of the Committee shall be elected to serve for the remainder of the Term of Office. 
 

7. Additional Information 

 

7.1 The Committee’s Terms of Reference will be formally reviewed every 

three years. 
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APPENDIX 17 
 
REMUNERATION COMMITTEE TERMS OF REFERENCE 2025-26 

 

1. INTRODUCTION: 

 

This document defines the authority, purpose, membership, function and general operation of 

the Remuneration Committee. 
 

2. AUTHORITY: 

 

The Committee is established under the auspices of Article 4 (1), (2), of the Articles of Government. 
 

3. PURPOSE: 
 

3.1 Advise the Corporation on specific packages of remuneration for the Colleges Senior Post 

Holders (including the Principal), and the Clerk to the Corporation (the Clerk). 
 

3.2 Demonstrate to the public, and to statutory bodies as appropriate, thatthe remuneration of the 

Senior Post Holders (SPHs) and the Clerk is set by a committee that holds no personal interest in 

the outcome of its recommendations, and which gives due regard to the interests of the public and 

the financial health of the College. 
 

3.3 Abide by the framework for financial management set out in ‘Managing Public Money’, in 

particular applying HMT’s guidance for the ‘Approval of senior pay’. 
 

3.4 Give due consideration to the Association of Colleges (“the Colleges’) Senior Post Holder 
Remuneration Code” and the “AoC Explanatory Notes and Guidance on the Colleges’ Senior 
Post Holder Remuneration Code”, in particular noting that: Fair and appropriate remuneration1 
and appropriate severance payments require three key elements – namely that there is:  

a fair, appropriate and justifiable level of 

remuneration; procedural fairness; and  
transparency and accountability. 

 
3.5 Make decisions on other relevant matters, as delegated by the Corporation 

 
4. MEMBERSHIP: 

 
4.1 The Committee shall consist of at least THREE members of the Corporation. 

 

4.2 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). 
 

4.3 The Principal, staff members or student members may not sit on the Committee 
 

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

4.5 If requested by the Committee, the Principal/Other will attend meetings of the Committee. 
 

4.6 The Committee may invite the Corporation’s officers, advisers or other third parties to attend 

meetings of the Committee as appropriate, but such persons shall not have a vote but shall be 

entitled to speak at the meeting at the invitation of the Committee Chair.  
 

 

1 Remuneration includes not only basic salary but also bonuses, expenses and other allowances, 
and the monetary value of benefits in kind including housing and cars, etc. 

 



40  

4.7 The quorum for the Committee shall be 2. 
 

4.8 The Clerk to the Corporation shall normally act as Clerk to the Committee. 
 

4.9 The Committee will normally meet at least once per year. 
 

4.10 Where a vote is taken the vote shall be carried only where a majority of Governors are in 

favour; external members may not count towards a majority vote. 
 

5. FUNCTIONS/AUTHORITY OF THE COMMITTEE: 

 

5.1 To establish a remuneration policy, and review on an annual basis salaries for the Principal and 

the other Senior Post Holders and the Clerk to the Corporation. 
 
5.2 Salary scales and individual salaries to be reviewed annually. 
 

5.3 To undertake annual review of the performance of the Principal, the Senior Post Holders and the 

Clerk to the Corporation to determine salary progression. 
 
5.4 To report to the Corporation the decisions it has reached in the remuneration of the Principal, the 

Senior Post Holders and the Clerk to the Corporation. 
 
5.5 To provide an annual statement in accordance with the Senior Post Holder Remuneration Code 
 

 

6. TERMS OF OFFICE: 
 

6.1 Members of the Committee shall be appointed by the Corporation to serve for a period of 2 

years. 
 

6.2 Members retiring at the end of their term of office shall be eligible for re-appointment. 
 

Chair/Vice Chair: 
  

6.3 The Chair and Vice Chair shall be elected at the last Committee meeting of every other 

academic year and shall serve as Chair/Vice Chair for two years with effect from the first meeting 

of the new academic year. The Chair shall not be an employee of the College. 
 

6.4 Where the Chair or Vice Chair resigns, retires or otherwise ceases to be Chair/Vice Chair 

during their Term of Office a member of the Committee shall be elected to serve for the remainder 

of the Term of Office. 
 

6.5 A member retiring as Chair/Vice Chair at the end of a Term of Office shall be eligible for re-

election. 
 

6.6 If both the Chair and Vice Chair are absent the members of the Committee who are 

present shall choose one of their number to act as Chair for the meeting. 

 
 
Approved by the Board 19 June 2023  
Approved by the Board 24 June 24  
Approved by the Board 23 June 25 
 
 
 
 
 
 
 

 



41  

APPENDIX 18 
 

SCHEME OF DELEGATION 25-26 

 
1. Purpose of the Scheme of Delegation 

 
This Scheme of Delegation distinguishes between matters reserved exclusively for the 

Corporation’s approval or decision, and matters delegated to committees and individuals. 

 

2. Role of the Corporation 
 

The Corporation sets the strategic and operational framework within which the Principal will 

manage the College, and the Corporation will monitor and hold the Senior Leadership Team to 

account to achieve the College’s Strategic Plan objectives. 
 

The responsibilities of the Corporation are set out in the Articles of Government. Article 3(1) states 

that the Corporation shall be responsible for the following functions: 
 

(i) The determination and periodic review of the educational character and mission of the 

institution and the oversight of its activities; 
 

(a) Publishing arrangements for obtaining the views of staff and students on the 

determination and periodic review of the educational character and mission of the 

institution and the oversight of its activities;  
(a) Approving the quality strategy of the institution;  
(b) The effective and efficient use of resources, the solvency of the institution and the 

Corporation and safeguarding their assets;  
(c) Approving annual estimates of income and expenditure; and  
(d) The appointment, grading, suspension, dismissal and determination of the pay and 

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

 
Article 9 states that the Corporation shall not delegate the following functions: 

 
(e) The determination of the educational character and mission of the institution;  
(f) The approval of the annual estimates of income and expenditure;  
(g) The responsibility for ensuring the solvency of the institution and the Corporation and 

for safeguarding their assets;  
(h) The appointment of the Principal or holder of a senior post;  
(i) The appointment of the Clerk, (including, where the Clerk is, or is to be, appointed as 

a member of staff the Clerk’s appointment in the capacity of a member of staff); and  
(j) The modification or revocation of these Articles. 

 
 

3. Role of the Principal 
 

The statutory powers and duties of the Principal are set out in Article 3(2). The Principal shall 

be the Chief Executive of the institution, and shall be responsible for: 
 

(a) Making proposals to the Corporation about the educational character and mission of the 

institution and implementing the decisions of the Corporation;  
(b) The determination of the institution’s academic and other activities;  
(c) Preparing annual estimates of income and expenditure for consideration and approval by 

the Corporation, and the management of budget and resources within the estimates 

approved by the Corporation; 
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(d) The organisation, direction and management of the institution and leadership of the staff;  
(e) The appointment, assignment, grading, appraisal, suspension, dismissal and 

determination, within the framework set by the Corporation, of the pay and conditions of 
service of staff, other than the holders of senior posts or the Clerk, where the Clerk is also 
a member of the staff;  

(f) Setting a framework for the pay and conditions of service of all staff other than the 

holders of senior posts and the Clerk; and  
(g) Maintaining student discipline and, within the rules and procedures provided for within 

these Articles, suspending or expelling students on disciplinary grounds or expelling 
students for academic reasons. 

 
Article 11 states that the Principal may delegate functions to any member of the Senior 

Leadership Team other than: 
 

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

 
4. Role of the Clerk 

The Clerk shall be responsible for the following functions set out in Article 3(3): - 
 

(c) Advising the Corporation with regard to the operation of its powers;  
(d) Advising the Corporation with regard to procedural matters; 
(e) Advising the Corporation with regard to the conduct of its business; and 
(f) Advising the Corporation with regard to matters of governance practice. 

 
The remaining five core responsibilities of the Clerk are also laid out in the Instrument 

of Government, as follows: - 
 

o Receiving written notice of the Chair/Vice Chair‘s resignation o 
Receiving notice of a Member’s disqualification from office o 
Receiving written notice of a Member‘s resignation  
o  The maintenance of a Register of Members’ Interests 
o Calling meetings and send out agendas 

 
 

5. Role of the Chair and taking Chair’s Action  
The Chair has the same legal authority as other Corporation members and acts as “First among 

Equals”. The Chair is responsible for the leadership of the Corporation and is ultimately 

responsible to the College’s stakeholders for the effectiveness of the Corporation The following 

responsibilities are defined in the Instrument of Government: 
 

o Issuing the agenda item and relevant papers relating to any proposal regarding the 
remuneration, conditions of service, conduct, suspension, dismissal, or retirement of 
the Clerk 

o Calling special and non-scheduled meetings 
o Second or casting vote in situations where there is an equal division of votes  
o 14 (3) where minutes of a meeting are taken as an agenda item and agreed to 

be accurate, those minutes shall be signed by the Chair as a true record 
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The following responsibilities are defined in the Articles of Government: 

 
12(1) The Chair or Vice Chair shall form part of the selection panel for the Principal 

 
The Chair may also deal with those matters specifically delegated to him/her by the Corporation. 

However, the Chair shall not have delegated authority in relation to any matters listed in Article 3(1) see 

3.2 above, or those responsibilities specifically delegated to the Principal under Article 3(2) see 4.1 

above. 
 

The Corporation Chair is empowered to take Chair’s Action as follows under the Standing Orders for the 

Corporation and its Committees. 

 
Approved September 2023 
Approved March 2026 

 
 


