Secretary to the Board CoP


Examples of the Role of a Chair
Example 1

In addition to the job description for a Board member, the Chair and Depute Chair of the Board has responsibilities beyond that:  

Chair

· Commit approx. < add > days over and above the time commitment for a Governor.

· Ensure that the Board operates in ways that are consistent with the Constitution and Standing Orders and other guidance as well the Nolan Principles.

· Ensure that the Board and the Committees of the Board actively work towards the fulfilment of the College’s mission and values and meet any legislative or other requirements.

· Ensure that the business of the Board is conducted in such a way to encourage all the Governors to speak openly and honestly and to be heard.

· Encourage all Governors, individually as required, to participate in development opportunities and to benefit from each other’s experience and knowledge.

· Be mindful at all times of the Chairs responsibility and accountability. Always retain a level of independence that ensures the College is well governed and effectively managed

· Develop a professional working relationship with the Principal of the College that enhances the effectiveness of the Principal and the College by way of mentoring, guidance and support techniques.  

· Develop a good working relationship with the Secretary to the Board to ensure that the College complies with its Constitution and Standing Orders, complies with relevant governance guidance and is governed effectively. 

· Annually appraise the performance of the Principal to ensure that the College is sustainable.

· Annually appraise the performance of the Secretary to the Board to ensure that the College has effective and appropriate governance.

· Develop evaluation mechanisms that enable the Board to assess its overall performance annually and improve upon that year on year.  This may include setting measureable targets against which the Board can measure its success. 

· Be mindful that the Chair may have the casting vote at Board meetings where there is an equal vote amongst the Board.  Should that casting vote be required, the Chair should consider all the information provided and the views of all the Governors before deciding how to vote. 

· Act, between Board meetings, on matters delegated by the Board and to respond to requests on matters that do not require Board approval.

· Where appropriate be a part of Scotland’s College support structure and attend various meeting, functions and conferences to include.

· Chairs Congress

· Chairs Conference

· International development meetings

· SFC systems such as College action group, Knowledge exchange, Employers engagement 

· At all times play an ambassadorial role for the College. 

· Able to commit time to attend Chairman’s Committee as and when required.

Depute Chair

· It is expected that the Depute Chair will act as the Chair when the Chair is unable to attend Board and other meetings.  It is also expected that the Depute Chair will work in such a way as to be consistent with the Chair and their job description. 

· The time commitment is harder to define in that it depends on the availability of the Chair and how often the Depute steps in, however an extra five days per annum is a guide.

· The Depute Chair is expected to support the work of the Chair and to be kept up to date, by the Chair, on a regular basis on current matters that affect the working of the Board.   

· It is important that the Depute Chair develops good working relationships with both the Principal of the College and the Secretary to the Board.  
· Able to commit time to attend Chairman’s Committee as and when required.

Example 2

Chair Duties

· Provide effective leadership of the Board and ensure that the Board fulfils its duties, roles and responsibilities

· Ensure members work together effectively and efficiently and have confidence in the procedures laid down for the conduct of business.

· Ensure members have a proper knowledge and understanding of their roles and responsibilities.

· Develop an effective and mutually supportive working relationship with the Principal, College Secretary and other senior staff; and with the Performance Review and Remuneration Committee, agreeing annual targets and undertaking performance assessment.

· Ensure that the Board observes the principles of public life and that Committees report to the Board on a timely and efficient basis.

· Ensure that Board members comply with the Code of Conduct and other governance standards.

· Call meetings, chair Board meetings and approve minutes of meetings prior to publication.

· Exercise the right of a second or casting vote in situations where there is an equal division of votes.

· Monitor the training needs of the Board, Principal and College Secretary.

· Member of the UHI Board of Governors and duties associated with UHI.

· Participation at Chairs Forum and conference arranged by Scotland’s Colleges.

· Attendance at meetings called by SFC and/ or Scottish Government Ministers as required.

· Attendance at stakeholder or community meetings as appropriate.

· Undertake duties as required that are delegated to the Chair by the College Scheme of Delegation.

· Undertake all duties and responsibilities that fall within the range expected of a Board member (see Job Description for Board members).

Example 3

An example from England
Strategy and leadership

The chair is responsible for providing effective leadership of the governing board and, in association with the clerk, its efficient operation in accordance with the Instrument and Articles of Government by:
· ensuring the efficient conduct of the business of board meetings, following established procedures

· taking care that the business of board committees is reported appropriately

· ensuring that the views of all governors are sought at meetings of the board and that governors work together effectively as a team

· being satisfied that the Nolan Seven Principles of Public Life (selflessness, integrity, objectivity, accountability, openness, honesty and leadership) are observed in all board business.

The chair shall ensure that the governing board fulfils its duties in:
· articulating the vision of the board

· maintaining and developing the ethos of the college

· setting corporate objectives

· assessing the performance of the principal

· establishing high standards of integrity

· monitoring the financial health of the college.

The chair shall seek to promote the best interests of the college wherever possible, be its ambassador, and represent it at meetings, presentations and conferences.

Operation of the Board

The chair of the governing board:
· will be expected to develop effective working relationships with the clerk and the principal in order to promote and enhance the good governance of the college

· shall call, agree the agenda for, and preside at meetings of the governing board

· may call a special meeting of the board (if necessary with less than seven days notice) where urgent and significant matters need to be considered before the next ordinary board meeting

· shall have a second or casting vote at meetings of the board where there is an equal division of votes on an issue

· may act on behalf of the board between meetings on matters delegated by it or on routine matters such as the signing of documents, or in response to approaches from external organisations on issues which do not require approval by the board.

Exceptional circumstances may arise where an urgent decision is required and it is not possible to convene a meeting of the governing board. In such circumstances the principal (or in his or her absence, a designated senior post holder) shall seek the approval of the chair (or in his or her absence the vice chair). In reaching a decision, the principal (or senior post holder) and or chair (or vice chair) shall seek where possible to consult with other governors. Any decisions taken in these circumstances must be reported to the next meeting of the board.

Performance of the governing Board and individual governors

The chair:
· should ensure that the governing board has established performance indicators against which to measure its performance

· should ensure that each governor has the opportunity to discuss his or her contribution and development needs at least annually, providing personal support to governors and discussing matters relating to attendance, performance or conduct

· is expected to promote critical self-assessment of board performance and processes and make an active contribution to the annual self assessment of the governance of the college

· shall support the clerk in the development and delivery of associated self-assessment action plans and governor development programmes

· should ensure that the board addresses issues of diversity and that balance of membership of the board with respect to gender, age, ethnicity and stakeholder representation is appropriate to the needs and profile of the community served by the college.

Responsibilities in respect of the Principal and the Clerk

The chair is responsible for promoting a constructive and supportive working relationship with the principal, to assist him or her in achieving agreed objectives while maintaining a professional relationship at all times. Both post holders shall meet regularly for consultation and communication, and in particular for the following purposes:
· briefing of the chair by the principal on matters of interest and importance

· updating on key events and progress since the previous meeting

· informal exploration of differences of opinion as they arise

· agenda setting, in consultation with the clerk

· early warning of problems which may arise for the college

· the opportunity for informal discussions relating to working practice.

The chair:
· shall undertake the annual appraisal of the principal and ensure that the principal has access to appropriate opportunities for development and training. The chair shall report the outcomes of the appraisal process to the governing board

· offer both general and specific support to the principal where strategic, major or contentious issues are involved

· shall undertake the annual appraisal of the clerk to the governors and report the outcomes to the board

· is responsible for instigating any disciplinary action against the holders of posts designated as senior posts, should the need arise

· shall assist in compiling job descriptions and personnel specifications of the principal, other designated senior post holders and the clerk and shall supervise arrangements for the selection process.
Example 4
Example from Northern Ireland

Role of the Chair

The chair of the governing body has a particular responsibility for providing effective strategic leadership to the governing body and for ensuring it discharges successfully its overall responsibility for the activities of the college as a whole. He or she has a key role to play in ensuring that the governing body works effectively. That role will include:
· providing leadership to the governing body, welding together the individual governors into a cohesive team, to enable it to carry out its responsibilities effectively;

· ensuring that the governing body does not get involved in matters that are properly the preserve of management. The governing body should remain focused on the bigger, strategic picture;

· enabling all governors to make a full contribution to the affairs of the governing body and ensure that it acts as a team. This includes a role in ensuring that all members, when appointed, are fully briefed on the terms of their appointment and on their duties and responsibilities;

· appraising the performance of governing body members on an annual basis and discussing and resolving any issues arising from that appraisal;

· ensuring that key and appropriate issues are discussed by the governing body in a timely manner;

· ensuring that the governing body has adequate support and is provided with all the necessary information on which to base decisions;

· ensuring that in reaching decisions the governing body takes proper account of statutory and other requirements and constraints. The recommendations of college management should be accepted only when the chair is satisfied that the governing body has fully considered all the issues, including any guidance issued by the Department;

· obtaining professional advice for the governing body, when necessary;

· representing the views of the college to the general public;

· encouraging and embodying high standards of propriety; and

· promoting the efficient and effective use of staff and other resources throughout the organisation.

Communication between the college and the Department will usually be through the principal. Where the issue is one between the governing body and the Department, this will normally be through the chair or the secretary, except where the governing body has agreed that an individual member should act on its behalf. Nevertheless, an individual member may seek access to the Department on any matter which he or she believes raises important issues relating to his or her duties as a member of the governing body. In such cases the agreement of the rest of the governing body should normally be sought.

The chair should ensure that all members of the governing body, when taking up office, are fully briefed on the terms of their appointment and on their duties, rights and responsibilities. All governors should each have a copy of:
· the college’s instrument and articles of government;

· the most recent college development plan;

· the most recent annual report;

· the college performance measures;

· the most recent financial forecast and current budget;

· key personnel policies and procedures;

· the college’s equality scheme;

· the college’s freedom of information policy document; and

· the DEL financial memorandum, accounts direction and audit code.

It is an implicit expectation in the successful development of the role of the chair that the governing body will authorise the chair to act on its behalf between meetings and to report items of chair’s action to the governing body at its regular meetings, particularly action agreed with the principal on matters delegated by the governing body.
Example 5
An example from Canada
The Role of an Effective Committee Chairperson

· Lead, direct, communicate, coordinate, and initiate committee actions

· Have time to carry out the committee’s responsibilities

· Know the committee’s assignment and the chairperson’s role as group facilitator

· Orient members to the committee’s structure and place in the organisation
· Understand the organisation’s structure and relationships

· Delegate appropriate tasks to committee members

· Understand group process and be able to measure and monitor the group

· Call committee meetings and develop agendas with the input of the members

· Report regularly to the board and the membership to update them on the committee’s progress

· Encourage committee members to participate

· Recognise member’s contributions to the committee’s work

· Keep discussions on topic.  Synthesise and summarise issues

· Know staff members’ roles on committees.  Make sure staff have an opportunity to be heard before recommendations are given to the board

· Make sure meeting minutes and other relevant information are recorded and filed

· Guide the committee through its meetings to fulfil the committee’s purpose.
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