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BOARD OF MANAGEMENT
Meeting to be held
On 29 August 2017
At 1.30 pm in the Board Room
AGENDA
Number

Clerk

Action
Required:
Decision,
Discussion, For
Noting
Noting

BM.17.5.02 Apologies for Absence

Clerk

Noting

BM.17.5.03 Any Additional Declarations of Interest including
specific items on this Agenda.

Chair

Noting

BM.17.5.04 Draft Minutes of Board Meeting held on 20 June
2017 *

Chair

Decision

BM.17.5.05 Draft Matters Arising/Action Sheet from Board
meeting held on 20 June 2017 *

Clerk

Noting

BM.17.5.06 Finance Update - verbal

Mr M Easton

Noting

BM.17.5.07 Health and Safety Update - verbal

Chair

Noting

BM.17.5.08 Emerging Issues - verbal

Chair

Discussion

BM.17.5.09 Progress on Commercialisation - verbal

Finance Director

Noting

BM.17.5.10 Principal’s Report including ~
(i)
Update on Strategy
(ii)
Review of Operational Plan 2016-17
(iii)
Draft Self Evaluation Document
(iv)
Update on VSS
(v)
Proposed new College Structure
(vi)
Update on National Bargaining
(vii) Student Applications

Principal

Discussion

BM.17.5.01

Item

(i)
(ii)

Presented By

Resignations
Appointments
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BM.17.5.11 Learner Survey *

Quality Officer

Noting

BM.17.5.12 Proposed New Committee Membership 2017-18 *

Chair

Discussion

BM.17.5.13 Staff Elections for Board of Management
(i)
Good Practice Guide for Staff Members
to Board *

Clerk

Decision

BM.17.5.14 Updated Board Members’ Code of Conduct *

Clerk

Decision

BM.17.5.15 Update to Standing Orders *

Clerk

Decision

BM.17.5.16 Date of next meeting – 24 October 2017

Clerk

Noting

RESERVED ITEMS
BM.17.5.17 Draft Reserved Minutes of Board of Management
Meeting held on 20 June 2017 *

Chair

Decision

Clerk

Noting

BM.17.5.18 Draft Reserved Matters Arising from Meeting held
on 20 June 2017 *

Draft Minutes of Board Meeting 20-06-2017
Agenda Item: BM.17.05.04

BOARD OF MANAGEMENT
Minutes of Meeting held on
Tuesday 20 June 2017
At 1.30 pm in the Board Room

Present:
Mr Peter Graham (Chair)
Mr Joe Bodman
Mr Murray Easton
Mr David Dalziel
Mrs Anna Templeton
Mr John Yorston

Mr Ash Major
Mr James Knowles
Mrs Joan Johnston
Mrs Jessie McLeman
Mrs Jo Campbell

In Attendance:
Mrs A Lindsay
Mr Nick Clinton
Mrs C Fair (Clerk)
Mrs Irene Peterson

Mr T McGarry
Mrs Jacqui Taylor
Mrs El Melton (Minute Secretary)

Observing:
Mrs Louise Proctor (Unison)
Mr Alan Simpson - HISA

Mr Mark Harshaw - HISA

Item
BM.17.4.01

Action
(i)
Resignations
Resignations had been received from Mr Ash Major
and Mr Sam Russell, who would be retiring from the
Board as of 30 June 2017.
Resignations had also been receive from Mrs Jo
Campbell and Ms Amy Rayner who had completed
their term as HISA Reps on the Board.
(ii)

Appointments:

Mr Peter Graham had been approved by UHI Court as
Chair of the Board.
Mr Alan Simpson and Mr Mark Harshaw were
welcomed to the Board as the HISA reps for session
2017-18 by Mr Graham.
BM.17.4.02

Apologies for Absence
Apologies had been received from the following:
Mr David Patterson

Date
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Mr Sam Russell
Mr Nick Taylor
Mr Mark Wood
BM.17.4.03

Any Additional Declarations of Interest including
specific items on this Agenda
Mrs A Lindsay and Mr Tom McGarry declared an
interest in Agenda Item BM.17.4.22

BM.17.4.04

Draft Minutes of Board Meeting held on 2 May 2017

The minutes were accepted as a true record and
approved by the Board:
Proposed: Mr J Bodman
Seconded: Mr J Yorston
BM.17.4.05

Draft Matters Arising/actions Sheet from Board
meeting held on 2 May 2017

5.1
5.2
5.3
5.4
5.5
5.6
5.7
5.8
5.9
5.10

5.1 & 5.2 Complete
9.1 Complete
10.1 Complete
11.3 On today’s agenda
11.7 On today’s agenda
12.1 i & ii Complete
15.1 i & ii Complete
20.1 Complete
20.2 On today’s agenda - Ongoing
21.1 There has been no reason found yet as to
why the student affairs committee was
suspended other than the fact it was the decision
of the Principal. However, it was agreed that it
would be beneficial for it to be resurrected on
the principal’s return. Mr McGarry explained
that the Education Scotland visit had highlighted
the need for better engagement with Learners
and Learner Groups.
Clerk
To advise Principal that Board recommend
Student Affairs Committee be reinstated.
22.1 Complete

Action
5.11

BM.17.4.06 Minutes from Committee Meetings:
6.1
i Draft minutes of Chairs’ Committee held
on 16 May 2017
The minutes were provided for noting.
Mr Graham explained that main topics will be
discussed later on in today’s meeting although
was able to say there had been no response from
SFC with regards to VSS as yet.

ASAP
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6.2

ii

Draft minutes of Audit Committee
meeting held on 23 May 2017
The minutes were provided for noting.
Dr McLeman highlighted some of the main
discussion which had taken place including the
New External Auditors and Internal Auditors’
Plans and liaison between the two over the audit
of VSS. Dr McLeman went on to highlight 2
reports by the Internal Auditor on Corporate
Planning and Business Development of Oil and
Gas and Care Centre and noted there are a
number of messages that it will be important to
work on with F&GP. There was also an
outstanding issues over Health and Safety
although Mr Yorston commented that although
updates are required, there was no sense of a
problem as there are adequate interim
arrangements. The Risk Management Policy and
Risk Register need to be considered further. The
future work plan will considered the Audit
Scotland Reports on College which are published
in April.

6.3

iii Draft minutes of Finance and General
Purposes Committee: 16 May 2017
The minutes were provided for noting.
Mr Easton updated members on the current
situation with regards to the FRP and FFR. Both
will be discussed further in a later agenda item.
Mr Easton, however, feels the college will be in a
good position moving forward into 2017/18 and
thanked Management for their efforts.
Dr McLeman questioned whether the results of
national bargaining had been factored in and Mr
Easton confirmed that they had.

BM.17.4.07
7.1

Draft Minutes of FERB meeting held on 11 May 2017
Mr Graham had attended the FERB meeting. He
confirmed that the previous minute had been
incorrect relating to the allocation of funds for the
built environment and had noted as per Moray Board
previous chair, Ash Major, that Moray College had
objected to the allocation and continued to do so. He
also felt that the document on Lessons Learnt in
relation to the Section 22 Report had been weak in
presentation and it had been sent back to the
Partnership Council for amendment. He stressed that
the Minutes don’t reflect these discussions. The
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Principle recommendation was that all Board
members should be trained in finance but Mr Graham
felt this to be unnecessary.
BM.16.4.08
8.1

8.2

8.3

Action

8.4

Action

Draft Minutes of Learning, Teaching and Quality
Committee held on 14 June 2017
Mr McGarry provided a summary of the main
discussion which had taken place at this meeting
including the updating of the Equalities
Mainstreaming Report, planned changes to the
curriculum and the recent interaction with Education
Scotland Student Team members when they had met
around 90 staff. There had been a number of
classroom observations. A number of actions have
emerged and these will find their way into curriculum
planning with steps to review all FE provision
programmes.
Mrs Templeton had given a very good presentation at
the LTQ meeting on student complaints and the red
button.
The Gender Action Plan is currently under review and
a draft report will go to Anne before 31 July when the
Plan needs to be with SFC.
To ensure Gender Action Plan is with Anne Lindsay
before 31 July 2017

Dr McLeman asked about the number of complaints
and they these appear to have increased. Mrs
Templeton explained that there are typically between
20-30 every year whereas there have been 65 this
year. She is very interested to understand the
reasons for this. She offered various reasons why
this might be the case such as the Red Button being
more visible, students using the red button as a first
resort rather than trying to resolve issues before
reaching that point. Mrs Templeton noted that the
red button is also used for positive feedback.
To bring a brief explanation to the next Board
meeting

BM.17.4.09

Finance Update
The finance update had been covered under Agenda
item 6.3 (iii)

BM.17.4.10
10.1

Health and Safety Update
Mr Graham had been in touch with Mr Russell and
noted there was nothing significant to report. There
was a meeting planned of the Health and Safety Coordinators (14 staff who are trained with IOSH

Rosemary
McCormack,
Carolyn
Thomson
Tom McGarry

Mrs
Templeton

29-8-2017
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10.2

Action
10.3

Action
10.4

10.5

BM.17.4.11
11.1

11.2

Managing Safely). Filling the Health and Safety
Officers post is currently being investigated by Mr
Patterson with a view to sharing resources with
another UHI College or Moray Council. Mr Graham
felt that the Health and Safety Officer needs to be
locally employed.
Mr Knowles wondered if any of the College building
have cladding and if so, whether the building has
been checked. Mrs Lindsay assured the Board that all
statutory checks have been completed but she will go
back to Head of Estates for assurances regarding
cladding and design.
To check with Head of Estates for assurances on
Mrs Lindsay
cladding
Mr Dalziel asked about the Colleges lock down
procedure for dealing with a terrorist attack. Mrs
Lindsay assured the Board that the College are well
informed by the Police and she represents the College
on a Prevent Group who meet regularly to discuss
local issues and provide regular updates.
Mr Easton suggested Mr Dalziel have a separate
conversation with Management about various safety
policies and strategies.
Mr Dalziel to hold conversations with Management
Mr Dalziel
about Colleges Safety Policies and Strategies
Mr Knowles asked whether smoke detectors and
sprinklers are fitted throughout College. Mrs Lindsay
assured the Board that a completed Fire Risk
Assessment Action Plan is in place and fire doors are
fitted throughout.
Dr McLeman asked who will chair the Building
Committee now that Mr Russell will be retiring. Mr
Graham explained that Board interviews will be
taking place next week and one of those who applied
is a Chartered Surveyor but it will depend on the
recommendation of the interview panel on whether
to appoint.
Emerging Issues
Accountable Officer:
Mr Graham explained that as Mr Patterson’s sick
leave has been extended and he is now unlikely to be
back to work before the end of July, the Board need
to appoint an Accountable Officer in his absence.
Mrs Lindsay has agreed to be the Accountable Officer
with Mr Derek Duncan as the Reserve in the event of
Mrs Lindsay’s absence. The Board accepted this
decision unanimously.
Section 22:
Mr Graham explained that there will be a hearing of
the Parliamentary Audit Committee in Edinburgh on

ASAP

Next Session
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22 June where Mr Graham, Mr Easton, Mrs Lindsay
and Mr Clinton will represent the College. The
message will focus on looking forward and the
lessons learned and the hope is that the Audit
Committee will accept the FRP and measures taken.
Dr McLeman noted that the External Auditor will also
be looking at this in October for 16/17 and whether
Audit Scotland will require further information. Mr
Easton felt that UHI had now acknowledged that they
had made mistakes. Mrs Johnston queried the
representatives from UHI and Mr Graham explained
this would be Clive Mulholland and Fiona Larg.
BM.17.4.12
12.1

12.2

12.3

12.4

12.5

Principal’s Report
Mrs Lindsay and Mr McGarry provided a verbal
update to the Board on current issues. Operationally
this is a very busy time of year with exam and
progression boards plus planning Induction. Student
residences are due to open in August and so far there
are 18 applications out of 40 rooms. The College is in
partnership with Glasgow School of Art who are likely
to take up to 10 rooms. This is a UHI project and it is
early days. Erasmus students should boost the
numbers although the rents are quite high in
comparison to their expectations. It may be difficult
to fill rooms in the first few years but it is a work in
progress. The College’s only role is a pastoral one to
the students but there is no income nor any risk
involved. The College is also looking at offering
rooms to NHS staff.
The Employer’s Association met with Union reps on
19 June on the National Joint Negotiating Committee
when there was agreement reached over the offer to
support staff and the unions will be recommending to
their members to accept this offer. The Instruction is
likely to come quite soon to make adjustments to
salaries.
Mr McGarry stressed that there are between 3-5
progressions board taking place each day this and
next week.
There had been concern about the DYW Board and a
call was made to Scottish Government to observe and
assist. As a result the Chair of the Board had resigned
and a new Chair is now in place with the Board being
fully functioning. There had been a very good output
at the Moray Skills Network in the Town Hall.
Looking at enrolments, the FE applications look to be
down this year but this very much depend on the
conversion of applications into enrolments. HE
applications are lower than last year and the last few
months indicate applications are 1000.3 FTEs
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Dr McLeman asked about marketing initiatives and
Mr McGarry assured the Board the College is very
proactive in respect of this with problem courses
being targeted with initiatives by Course Teams. Mr
Easton queried whether there are any new courses
planned and Mr McGarry explained that Integrated
Health Care is coming on board. Mr Easton asked
about the level of interest and Mr McGarry explained
that there are about 12 application for year 3. Dr
McLeman asked whether the overall direction of
applications is similar to other colleges and whether
there is a clear understanding of the reasons for the
downturn. Mr McGarry explained there are many,
many more pathways available to young people such
as apprenticeships coupled with a strong economy.
BM.17.4.13
13.1

Action

Learner Survey
Mrs Templeton highlighted some of the key points
emerging from the annual Learner Survey. She noted
that 80% of students are satisfied with learning on
their courses and there are high levels of satisfaction
with staff and support. Teaching on my course had
an 80% level of satisfaction. Assessment and
Feedback scored very highly in particular.
Some discussion took place around the format for the
report and Mrs Templeton explained that previously
this would have been presented as a summary report
rather than the spreadsheet format. It was suggested
that in future LTQ revert to this format to report back
to the Board.
To provide a summary report in previous format

BM.17.4.14

Education Scotland Quality Arrangements
Mr McGarry explained the HMIe reporting
arrangements for October 2017 as outlined in the
paper circulated. Dr McLeman queried which Board
meeting this report would go to and Mr McGarry
explained it would be the August Board meeting.

BM.17.4.15

Report on Marketing and Commercialisation Activity
This item was moved to Reserved items to discuss
under agenda item BM.17.4.24

BM.17.4.16

SFC Long Term Planning for the College Sector
Mrs Lindsay had submitted this paper to allow Board
background reading in advance of their development
day in August. Dr McLeman asked what this means
for the Board and Mrs Lindsay explained that is a
complete change to planning. Dr McLeman felt some
context was necessary in relation to the College.

Mrs
Templeton

Next Board
Meeting
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BM.17.4.17
17.1

HISA Report
Mrs Campbell presented the annual HISA report and
explained that the HISA reps had focussed on visibility
and raising awareness of HISA during the year. They
had wanted to ensure they had a visible presence in
college. This is the second year of HISA in College and
Mrs Lindsay noted a considerable improvement and
noted the hard work demonstrated by the HISA this
session. Mr Graham also thanked the HISA reps for
their efforts. The Class Rep system will be changing
towards more focus on Learning and Teaching.
Education Scotland want more interaction with
students and Mrs Lindsay felt that reintroducing the
Student Affairs Committee would be welcome.

BM.17.4.18

Board and Committee Annual Work Plan and
Schedule of Meetings
Mrs Fair had circulated a revised version of the work
plan that had been presented at the previous Board
meeting explaining that dates had been altered to
ensure the Management Accounts were available.
She explained that draft agendas were included for
each Committee meeting based on standing items,
cyclical issues and papers and documents that are
due for review annually or cyclically. She had also
factored in time prior to each committee meeting for
members to get together to discuss and take forward
current issues. The Board accepted the Plan on the
basis that it was a live document and would have to
be updated according to emerging issues.

BM.17.4.19

Board and Committee Evaluation Report for 2016-17
Mrs Fair had compiled a summary of the results of
evaluation documents which had been gathered from
each Committee over the session. In conclusion
there seems to be a generally high level of
satisfaction in the majority of areas apart from in
relation to strategic Planning. Another area of
concern was in relation to the timely availability of
committee papers. A review of the process including
questionnaires will be conducted by the Audit
Committee next session.

RESERVED ITEMS
BM.17.4.20 Draft Reserved Minutes of Board of Management
Meeting held on 2 May 2017
This item is reserved and the minute held in
confidence.
BM.17.4.21

Reserved minutes from Committee Meetings:
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(i)

Draft Reserved Minutes from Chairs’
Committee meeting held on 16 May
2017
This item is reserved and the minute held in
confidence
(ii)
Draft Reserved Minutes from Audit
Committee meeting held on 16 May
2017
This item is reserved and the minute held in
confidence
(iii)
Draft Reserved Minutes from Finance
and General Purposes Committee
meeting held on 13 June 2017
This item is reserved and the minute held in
confidence.
BM.17.4.22

Update on VSS - verbal
This item is reserved and the minute held in
confidence.

BM.17.4.23

Draft Financial Forecast Return 2017-18
This item is reserved and the minute held in
confidence.

BM.17.4.24

Date of Next meeting
Tuesday 29 August 2017

Matters Arising Board Meeting 20-06-2017
Agenda Item BM.17.5.05

ACTION SHEET/MATTERS ARISING FROM BOARD MEETING HELD ON 20 JUNE 2017

Item

ACTION

BM.17.4.05

Matters Arising/Action sheet from Meeting held on 20 June 2017

5.10

To inform Principal that the Board recommend Student Affairs Committee be reinstated

BM.16.4.08
8.3

Draft Minutes of Learning, Teaching and Quality Committee held on 14 June 2017
To ensure Gender Action Plan is with Anne Lindsay before 31 July 2017

8.4

DATE

Clerk

ASAP

By 31-07-2017

To bring a brief explanation on the increased number of complaints to next Board meeting.

Rosemary
McCormack
Carolyn Thomson
Tom McGarry
Mrs Templeton

BM.17.4.10
10.2
10.3

Health and Safety Update
To check with Head of Estates for assurance on cladding.
To hold conversations with Management about Colleges Safety Policies and Strategies

Mrs Lindsay
Mr Dalziel

ASAP
Next Session

BM.17.4.13
13.1

Learner Survey
To provide a summary report from Learner Survey to next Board meeting in previous format

Mrs Templeton

29-08-2017

Matters Arising – Board Meeting 20-06-2017

29-08-2017

Cover Paper for Principal’s Report
Agenda Item: BM.17.5.10 (i)

Committee:

Board of Management

Subject/Issue:

Principal’s Report
Update from the Principal on:

Brief summary of the paper:

Action requested/decision
required: Decision/Discussion or
Noting
Status: (please tick )









Changes to College Structure
Finance
Strategy
Self-Evaluation
Operation Plan Out-Turns
Student Applications
Live Issues

For noting

Reserved:

Date paper prepared:

24 August 2017

Date of committee meeting:

29 August 2017

Author:

Principal

Link with strategy:
Please highlight how the paper
links to, or assists with:
 compliance
 partnership services
 risk management
 strategic plan/enabler
 other activity (eg new
opportunity) – please provide
further information.
Equality and diversity
implications:
Resource implications:
(If yes, please provide detail)

None

Nonreserved:
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Risk implications:
(If yes, please provide detail)

Principal’s Report
Return to work
I am delighted to be back at the college following my recent extended absence. After a
short, phased return to work I intend to be working full-time from w/c 28 August. During
my phased return I have prioritised updating myself on what has been an eventful time
in my absence, and addressing urgent staffing and structural issues to allow us to begin
the new academic year with confidence.

Changes to college structure
This section complements the reports from the Director of HR and Organisational
Development and updates members in terms of revisions and amendments made to the
college structure following the Voluntary Severance Scheme (VSS) process.

While the 7 departures of staff through the VSS did not necessitate any changes to the
college structure, the decisions of both Assistant Principals to leave the college outside
of the VSS process has had a major impact. It has also enabled us to create a flatter
leadership structure by removing both their roles from the Senior Management Team
(SMT).

Given the requirement of the college to generate savings beyond those delivered by the
VSS process, we took the decision not to replace the Assistant Principal roles but rather
to add one new Director post to the structure. This followed analysis which reassured
the Funding Council that the existing responsibilities of the previous team could be
delivered by the new structure.
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New SMT structure for senior post-holders:

The return of senior staff from leave has enabled me to undertake final consultation on
the new senior roles and in particular to finalise the Director of Curriculum and
Academic Operations, and the Director of Learning and Teaching job descriptions to
ensure clarity and consistency between the two roles. The latter role is due to be
advertised w/c 28 August.

Following the return of teaching staff on Friday 18 August I have also been able to
review with Associate and Assistant Directors the practical operation of our new
structure, and in particular, the impact of the likely delay in the start date for the vacant
Director of Learning and Teaching post (early October for an internal candidate,
January 2018 for an external one).

The outline of these arrangements was briefed in the Principal’s Welcome meetings for
all staff on Monday 21 August and they have now been finalised and shared with staff.

The principles for our reordering of curriculum management were as follows:
 minimise disruption to students
 minimise disruption to teaching staff
 align college curriculum management structure to reflect Subject Network organisation
in UHI Faculties (to remove duplication of work and strengthen the development of
networked curriculum teams)
 ensure full-time coverage for Assistant Director roles (to ensure ease of access for
staff and management to the Assistant Directors)
 accommodate work change requests from Assistant Directors where possible
 interim changes to last at least to the end of Semester 1 when they will be reviewed (for
continuity)
 curriculum management changes to last for whole of the academic year (for continuity)
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The revised curriculum management model is as follows. These arrangements are with
effect from 23 August 2017.

Assistant
UHI Faculty

Moray Subject Grouping

Director

Director

Science, Health and
Engineering

Hairdressing

Science, Health and
Engineering

Rosemary
Beauty Therapy

McCormack

Curriculum and
Academic

Science, Health and
Engineering

Director of

Complementary Therapy

Operations

Science, Health and
Engineering

Construction

McKinnon

Science, Health and
Engineering

Gordon

Engineering

(Chris
Newlands)

Science, Health and
Engineering

Computing

Science, Health and
Engineering

Horticulture

Sam Bright

Science, Health and
Engineering

supported by
Jackie Andrews

Science

Science, Health and
Engineering

SVQ Centre

Science, Health and
Engineering

Childcare & EE

Science, Health and
Engineering

Toni

Director of

McIlwraith

Learning and
Teaching

Health and Social Care

Science, Health and
Engineering

Psychology

Arts, Humanities and
Business

(new
appointment)

Business/Admin/Accounting
vacancy

Arts, Humanities and
Business

Hospitality
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Arts, Humanities and
Business

Sport

Arts, Humanities and
Business

Art / Performing Arts

Arts, Humanities and
Business

Skills for Life (FE only)

supported by

&

Garry Rendall

Joyce

Arts, Humanities and
Business

Sam Scott

Core and Essential Skills

Cartwright

Arts, Humanities and
Business

Social Science

Reporting lines for the support services into the SMT will be finalised this week and
effective from mid-September.

Interim arrangements to cover for the possible delay in the new Director post are as
follows:
 Director of Curriculum and Academic Operations to have oversight of all curriculum
areas, but without line management duties
 Associate Directors to line manage Assistant Directors in their Directorate (to be
reviewed after Semester 1)
 12-month secondment of teaching member of staff to Assistant Director (AD) for
Business, Hospitality and Sport to be advertised internally
 Toni McIlwraith (AD) to lead on self-evaluation (Semester 1)
 one AD to lead on STEM/Science Festival

This new middle management structure and Semester 1 interim arrangements are cost
neutral in terms of the previously agreed structure.

Finance
Work continues to finalise both the financial outturn for 2016/17 and the FFR budget for
2017/18. At the time of writing we are confident that the 16/17 deficit will be well within
that forecast by the Financial Recovery Plan, and possibly within the government’s “net
depreciation” target. The budget is undergoing final scrutiny following the final outturn of
the college’s Voluntary Severance Scheme, and for Funding Council purposes must
contain 6-year forecasts.
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Strategy
Following the corporate planning audit and Board discussions during my absence I will
be giving the Board verbal recapitulation of the Strategic Planning process we have
been through to date, with a proposal to complete the process for Board approval at the
following Board meeting.

Self-evaluation
Assistant Principal Tom McGarry will provide the latest draft of the college’s SelfEvaluation report to this meeting. The draft is still a live document and will be scrutinised
by our Education Scotland HMI in September prior to our final amends and the inclusion
of any further information from our 2016/17 curriculum team and support staff reviews.
Tom is due to leave the college on 25 August and this work will be taken forward to
completion by one of our Assistant Directors, Toni McIlwraith, who is also an Education
Scotland Associate Assessor.

Operation Plan out-turns
The SMT will be reviewing the Operational Plan for 2016/17 at its September meeting
and will bring forward a report and proposal for 2017/18 to the following Board meeting.

Student applications update
Enrolment and induction of FE students begins w/c 28 August, with HE enrolment and
induction beginning in the following week. While HE applications have generally been at
or above the previous year’s levels, FE applications finished the year lagging 10%
behind the previous year. We will be monitoring all enrolment figures in the next two
weeks very closely.
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Live issues and further updates






Foundation Apprentices – after last year’s “false start” with this provision we are
delighted to have recruited around 30 FAs for the new academic year
Student Residences – the residences are due to open w/c 28 August with 30 of the
40 rooms already allocated to college students for the new academic year
The new Integrative Health degree received university approval in Spring 2017 has
already successfully recruited its first cohort of students
Work on other HE development initiatives has stalled and we are reviewing priorities
and ways forward
FE attainment information is not yet available but is forecast to have declined from
the previous year. If this forecast is correct, this too will need to be reviewed,
understood, and addressed.

Finally, I want to add my personal thanks to Anne Lindsay and Tom McGarry for the
phenomenal service they have provided to the college over very many years, several
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times stepping up at the college’s hour of need to provide secure and steady leadership
in very difficult times.

I’d also like to thank them for the support they gave me when I arrived (and for that
difficult job interview!) and for the endless occasions they have provided judgements
and advice backed by their intimate knowledge of the college – some of which I have
had the good sense to heed.

As I’m sure the Board does, I thank them, and wish them all the very best in whatever
they choose to do next.

Learner Survey Report
Agenda Item: BM.17.5.11

Committee:

Board of Management

Subject/Issue:

Learner Survey Summary Report

Brief summary of the paper:

Provides a summary of responses to the annual Learner Survey
across FE and HE areas.

Action requested/decision
required:

Noting

Status: (please tick )

Reserved:

Date paper prepared:

22 August 2017

Date of committee meeting:

29 August 2017

Author:

Anna Templeton

Nonreserved:



Link with strategy:
Please highlight how the paper
links to, or assists with:
 compliance
 partnership services
 risk management

Student engagement, assessing provision and opportunities for
quality enhancement.

 strategic plan/enabler
 other activity (e.g. new
opportunity) – please
provide further information.
Equality and diversity
implications:
Resource implications:

No implications, however full report to the Learning, Teaching and
Quality Committee reports equalities data to illustrate response
trends from student population

(If yes, please provide detail)

To encourage participation students completing the survey can
enter a prize draw for one winner of a £100 of Amazon vouchers

Risk implications:

None

(If yes, please provide detail)
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Learner Survey – Summary
The questions for this survey were reviewed by staff and HISA volunteers to see if
the questions and style could be more user friendly. The Education Scotland
Framework and challenge questions were also taken into consideration in the
development of new and amended questions.
Sample numbers were established from the College’s Enrolment Reports,
considering which courses would have relevant students for this survey. Following
discussion with subject areas, numbers were adjusted further to try and produce a
relevant sample. The College’s School Phase Students and Apprentices were
included in the survey.
The Skills for Life students often do their own tailored survey, but this year they did
the Scottish Funding Council survey in class.
Feedback from staff has also indicated that the standard survey can be quite difficult
for some SCQF Level 4 students, so when the survey content is revisited for
2017/18, this will be considered. However, some staff have also indicated that level
4 students would not wish to feel ‘singled out’, so we must find a balance to be
inclusive of all students’ abilities.
The response number was an improvement on last year, with 240 more students
completing the survey this year. Please see table below for details:
Total response rate
1004
Total Student Sample
Percentage Response
39.31%
Response Rates per subject area can be viewed in Appendix 1
HE and FE Response numbers:
15/16
Number of HE respondents
280
Number of FE respondents
484
Total responses
764

2554

16/17
330
674
1004

+/+50
+190
+240

Number of students relevant to complete this survey: 2554 (FE – 1434 f/t and p/t;
HE – 1120 f/t and p/t)
Overall Satisfaction
Overall, I am satisfied with my college experience.
1.6%
Strongly agree

8.9%

Agree

33.2%

Disagree
Strongly
disagree

56.4%
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The survey was split into themed sections to capture responses around various
aspects of student life – Learning, Teaching and Assessment. The Scottish Funding
Council (SFC) Student Satisfaction and Engagement Survey was also added to this
survey, so that students did not have a separate survey. The SFC survey was
promoted separately last year and only yielded 13 responses, by incorporating it this
year and identifying SFC’s chosen sample, the college was able to report 518 FE
student responses.
There is no comparison to last year’s figures, as some questions have been
amended, some deleted and added to meet both Scottish Funding Council and
Education Scotland requirements. The details recorded indicate the percentage of
students who answered ‘agree’ and ‘strongly agree’. Where appropriate ‘not
applicable’ percentages are given to provide a more complete illustration of the
results. A comparison has been provided to indicate the satisfaction levels of FE
students to HE students.
Responses to the questions indicate that FE students have higher satisfaction levels
for most questions. However, when subject areas are considered individually for
overall satisfaction, this illustrates more HE students with higher satisfaction than FE
for some subject areas (see appendix 1).
Detailed outcome percentages for each question are given in Appendix 2.
Conclusion
The sample selection is still a work in progress to ensure we are targeting
appropriate courses with students who will find this survey relevant, whilst ensuring
our response ratio is realistic.
The data used for comparisons is only as good as the data responses completed by
our students, which can vary, and this limits the integrity of the data. If we were to
link our survey to SITs, like some of our partner colleges, this would ensure the data
matched the enrolment system, and remove at least 10 questions from the survey. It
would also help run relevant reports. Anonymity would be kept intact, as only the
Quality Officer and MIS would see the full report, all student numbers/linking
information would be removed prior to reports being sent to subject areas.
In respect of the outcomes of this survey, the college is still achieving positive
outcomes, with the majority of responding students indicating they agree/strongly
agree with the statements in the survey. However, judging by comments made,
there is improvement required in some areas of learning, teaching and assessment.
A key area for improvement is around awareness of HISA and the work they do, and
their ability to influence change.
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Appendix 1 – Overall satisfaction levels – subject areas
% Agree/ Strongly Agree
Subject Areas

FE
No:

Accounting

HE
%

n/a

Acting and Theatre Performance

11

100%

Administration (FE inc. SVQ Business & Admin)

20

100%

Applied Music

n/a

No:
41

%
95%
n/a

4

100%

1

100%

Applied and non-applied Science

52

79%

20

90%

Art/Textiles/Art & Design

14

86%

18

78%

Beauty Therapy/Nail Technology

94

92.5%

7

100%

Business/Management

15

93%

18

55.5%

Playwork, Early Education & Child Care/Childhood
Practice/Child & Youth Studies/PGDE
Complementary Therapies

36

94.5%

25

92%

26

100%

Computing/IT/Digital Media/Interactive Multimedia

30

90%

28

82%

Construction/Built Environment

41

97.5%

1

100%

Energy Engineering/Engineering Systems/CADD/
Vehicle Maintenance
Environmental Science/Archaeology/Sustainable
Development
Events Co-ordination

61

92%

23

65%

n/a

7

100%

n/a

5

40%

Hairdressing

38

89%

2

100%

Health Care/Health Studies/Social Care/Person-Centred
Counselling
History/Politics/Literature/Archaeology/Cultural
Studies/Theological Studies
Horticulture

47

91.5%

19

68%

13

92%

24

96%

Hospitality/Professional Cookery/Food & Beverage

52

90%

5

100%

Psychology

29

86%

5

100%

Skills for Choice

3

100%

Social Sciences/Sociology/Politics/Criminology

44

93%

11

63.5%

Sport/Fitness & Exercise

42

100%

8

100%

15

100%

Visual Communication

n/a

n/a

n/a

n/a

n/a
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Appendix 2 – Stem Questions & Results
Stem Questions

Learning on my course
Use of IT makes learning more interesting
I make good use of the Virtual Learning
Environment
Course materials used in class and on the
VLE/Blackboard support my learning well
Learning materials used are up-to-date and easy
to follow, increasing my knowledge and
understanding
I am encouraged to develop learning and study
skills
My course helps me develop skill important for life
My course helps me develop core skills
My college experience has raised awareness of
environmental ‘green’ issues, and social issues
and ethical responsibility
I know that support from the Study Bar is available
to help my learning
I am encouraged to study in my own time
I have had opportunities to give feedback about
my learning experience
Teaching on my course
Classes normally start on time
The lecturers are good at explaining the purpose
of each lesson
My lecturers use different ways of teaching to help
me learn
Using technology in the classroom makes the
teaching better
I feel supported using the VLE (Blackboard)
I have been able to contact or speak to my
lecturers when I need to
The course is organised and runs well
I am advised of any changes to the course in
plenty of time
I feel respected and valued in class
Assessment and Feedback
The assessments on my course are reasonably
spaced
Different types of assessment are used
I understand what I am required to do for
assessments
Assessment feedback is provided within 15
working days, or within a timescale agreed and
advised by my lecturer
I receive clear, helpful assessment feedback

% Agree/ Strongly Agree
2016/17
FE & HE
FE
HE
84%
84%
(4% n/a)
90%

84%
81%
(5.2% n/a)
89%

84%
93%
(0.5% n/a)
91%

88%

89%

84.5%

91.5%

91.5%

91%

89%
87%
61.5%

91%
87.5%
64%

83%
85.5%
54%

86%

83.5%

91%

93%
88%

91%
89%

97%
86.5%

92.5%
91%

92%
92%

94%
89%

88%

90%

82%

88.5%

89%

86%

82%
(5% n/a)
92%

80%
(6% n/a)
93%

87%
(2% n/a)
89%

82%
82%

85%
85%

72%
74%

91.5%

92%

89%

85.5%

90%

74%

87.5%
91%

88%
93%

85.5%
86.5%

87%

92%

75%

92%

93%

88%
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Scottish Funding Council (SFC) Student
Satisfaction and Engagement Survey
Overall, I am satisfied with my college experience
Staff regularly discuss my progress with me
Staff encourage students to take responsibility for
their learning
I am able to influence learning on my course
I receive useful feedback which informs my future
learning
The way I’m taught helps me learn
My time at college has helped me develop
knowledge and skills for the workplace
I believe student suggestions are taken seriously
I believe all students at the college are treated
equally and fairly by staff
The college Students’ Association (HISA)
influences change for the better

89.5%
79.5%
98%

91%
83%
98%

85%
69%
97%

87%
91%

89%
92%

81%
87%

90%
90%

91.5%
90%

85.5%
87.5%

81%
86%

82%
85.5%

77%
87%

52%
(43%
don’t know)

57%
(37.5%
don’t know)

38%
(57%
don’t know)
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Committee:

Board of Management

Subject/Issue:

Proposed new Committee Membership for 2017-18

Brief summary of the paper:

Action requested/decision
required: Decision/Discussion or
Noting

The Board of Management has undergone a number of changes during
session 2016-17 including the retirement of two continuing Board
Members; Ash Major and Sam Russell. During the session one Board
member also resigned (Colin Sanders). This led to 3 vacancies for
independent Board members. Recruitment has taken place and 3 new
Board members have now been appointed. The HISA representatives
also completed their term of one year and two new HISA reps have
been appointed and will sit on the Board. This has led to a number of
changes to the Committee Membership and this paper provides a
suggested Committee membership for session 2017-18
Decision – The Board are asked to approve the suggested Committee
Membership.

Status: (please tick )

Reserved:

Date paper prepared:

16 August 2017

Date of committee meeting:

29 August 2017

Author:

Chair

Nonreserved:



Link with strategy:
Please highlight how the paper
links to, or assists with:
 compliance
 partnership services
 risk management
 strategic plan/enabler
 other activity (eg new
opportunity) – please provide
further information.

Compliance: Student Members have been invited to join Finance,
Building and Remuneration Committee in accordance with Code of
Good Governance.
It should be noted however, that one Board member has been
asked to join both Audit and Finance and whilst this is unusual as it
could be seen to potentially cause a conflict of interests, this will
be mitigated for on a case by case basis. The Governance
statement included in the Annual Statutory Accounts should reflect
this fact.

Equality and diversity
implications:
Resource implications:

Cover Paper Agenda Item BM.17.4.20

None
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(If yes, please provide detail)

Risk implications:
(If yes, please provide detail)
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The Code of Governance requires Colleges to Comply or Explain: the
fact that one Board member has been asked to join both Audit and
Finance, is unusual as it could be seen to potentially cause a conflict
of interests. However this will be mitigated for on a case by case
basis. The Governance statement included in the Annual Statutory
Accounts for 2016-17 should reflect this fact.
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Board of Management
Committee Membership – Updated August 2017
Peter Graham – (Chair)
Principal – (Officer)
Joe Bodman
James Knowles
Joan Johnston (Senior Independent Member)
Anna Templeton (Support Staff member)
Vacancy - Teaching Staff member
Mark Harshaw - HISA
Alan Simpson - HISA
Mark Wood
David Dalziel
Seonaid Mustard
Jessie McLeman
Deborah Newton
Caroline Webster
John Yorston
Murray Easton – (Vice Chair)
Clerk – In Attendance
Minute Secretary – In Attendance
Committees
Audit
Jessie McLeman – (Convenor)
Stephen Reid Audit Partner Ernst Young – external auditors
Keith Macpherson Ernst Young – external auditors
Nick Clinton Finance Director – Officer to Committee
Stuart Ingles – Henderson Loggie - Internal Auditor
Anna Templeton – Staff Member
Deborah Newton
John Yorston
Mark Wood
Clerk – In Attendance
Minute Secretary – In Attendance
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Finance and General Purposes
Murray Easton – Convenor
David Patterson – Principal
Nick Clinton Finance Director
Peter Graham - Chair
James Knowles
Joe Bodman
Joan Johnston (Senior Independent Member)
Caroline Webster
Deborah Newton
Clerk – In Attendance
Minute Secretary – In Attendance
Mark Harshaw - HISA
Teaching Staff Member
Building
Caroline Webster – (Convenor)
Nick Clinton Finance Director
Peter Graham
Joan Johnston
David Patterson
Doug Hartley – Officer to Committee
Teaching Staff Member
Alan Simpson - HISA
Clerk – In Attendance
Minute Secretary – In Attendance
Remuneration
David Dalziel – (Convenor)
Peter Graham
Murray Easton
Sam Russell
Jessie McLeman
Joan Johnston
Mark Harshaw - HISA
Alan Simpson - HISA
Teaching Staff Member
Anna Templeton - Support Staff Member
Clerk – Officer
Minute Secretary – In Attendance
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Nominations
Peter Graham - Convenor
David Dalziel
Murray Easton
Jessie McLeman
Caroline Webster
Joan Johnston
Clerk – Officer
Minute Secretary – In Attendance

Proposed New Committee Membership for 2017-18
Agenda Item: BM17.5.12 (ii)
Chairs
Peter Graham
Murray Easton
Jessie McLeman
Caroline Webster
David Dalziel
Joan Johnston
Principal
Clerk – Officer
LTQ – Board Representatives
Joe Bodman
John Yorston
JNC
David Dalziel

Moray Community Planning Partnership – Board Representatives
Joe Bodman
-------------------------------------------------------------------------------------------------------------------------------------Research – Indefinitely on Hold
Joan Johnston
Students Affairs – Board Representatives – Indefinitely on Hold
Joe Bodman
Mark Wood
HISA Rep
HISA Rep

Cover Paper Good Practice Guide for Elections of Staff Members to Boards
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Committee:

Board of Management

Subject/Issue:

Good Practice Guide for Staff Elections to Board of Management

Brief summary of the paper:

Action requested/decision
required: Decision/Discussion or
Noting

A vacancy has arisen for an Academic staff member to the Board of
Management. A set of rules existed for the conduct of such elections
which were used in previous staff board elections. The Clerk has
investigated whether these rules still apply. The Good Governance
Steering Group for Scotland’s Colleges issued a template document on
Good Practice Guide for Elections of Staff Members to Boards since the
Code of Governance came into effect last August.
Decision – The Board are asked to accept and approve this document to
ensure the conduct of elections in College is fully compliant with the
Code.

Status: (please tick )

Reserved:

Date paper prepared:

16 August 2017

Date of committee meeting:

29 August 2017

Author:

Clerk

Nonreserved:



Link with strategy:
Please highlight how the paper
links to, or assists with:
 compliance
 partnership services
 risk management
 strategic plan/enabler

Links with Compliance and adopting this standard template which
has been adopted by other Colleges in the sector ensures good
partnership working.

 other activity (eg new
opportunity) – please provide
further information.
Equality and diversity
implications:
Resource implications:
(If yes, please provide detail)

Cover Paper Agenda Item BM.17.4.20

None
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Risk implications:
(If yes, please provide detail)

Cover Paper Agenda Item BM.17.4.20

The lack of a document which provides good practice for the
election of staff members could result in failure to comply with the
Code of Good Governance.
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GOOD PRACTICE GUIDE FOR ELECTION OF STAFF MEMBERS TO BOARDS

Appointment of Teaching (Academic) and Non-Teaching (Support) Staff Members to the Board of
Management of Moray College
Election Rules
1

In accordance with Schedule 2 to the Further and Higher Education (Scotland) Act 1992 (“Schedule
2), the Board must include two members of staff. One shall be appointed by being elected by the
teaching (“academic”) staff of the college from amongst their own number and the other shall be
appointed by the non-teaching (“support”) staff of the college from amongst their own number.

2

Paragraph 3B(1) of Schedule 2 provides that such elections must be held in accordance with rules
made by the Board.

3

Before making, varying or replacing these Election Rules, the Board must, as required under 3B of
Schedule 2, consult the representatives of any trade union which the Board recognises as being, or
which otherwise appears to the Board to be, representative of the academic/support staff of the
College.

4

Having consulted relevant representatives as required under paragraphs 3(B)(2) and (3) of Schedule
2, these election rules have been made by the Board under paragraph 3(B)(1) of Schedule 2. These
rules were made by the Board on 29 August 2017 and come into effect on 1 September 2017

5

For the purposes of these election rules, staff groups are defined as follows:



6

Teaching Staff/Academic Staff – all staff (including Managers) who are on the academic staff
payroll.
Non-Teaching Staff/Support Staff– all staff (including Managers) who are on the support staff
payroll.

Appointments shall proceed as follows:
(a) The appointment shall be made by election administered by the Returning Officer (the
Returning Officer shall normally be the Clerk to the Board. Where the Clerk to the Board is
unavailable, the Board must appoint another staff member to act as Returning Officer).
(b) The Returning Officer shall communicate to staff any vacancies that arise and request
nominations for membership from the Academic or Support Staff as relevant.
(c) Such nominations must be received by the Returning Officer by the date specified in the
communication, being not less than fourteen days from the date of the communication.
(d) Each nomination must be signed by the nominee, the proposer and one other person all being
members of the academic or support staff as appropriate. Only academic members of staff
may nominate the academic member and only support staff may nominate the support staff
member.

Good Practice Guide for Election of Staff Members to the Board
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(e) If more than one nomination is received, the Returning Officer shall thereafter arrange for an
election to be conducted using an appropriate electronic system and shall notify each member
of the academic or support staff of the college as appropriate of the names of the nominees
and the process to be followed.
(f) The election shall be completed by the date and time specified in the notice issued by the
Returning Officer being not less than seven days from the date of the issue of the notice of the
election. Only academic members of staff may vote for the academic member and only
support staff may vote for the support staff member. All staff members who are eligible to
vote shall each be entitled to one vote.
7

The following rules shall be followed as regards counting votes:
(a) The Returning Officer shall offer each nominee the opportunity to be present or represented at
the counting of votes.
(b) The counting of votes shall take place within 24 hours of the time set for the close of the
election and shall be done by the Returning Officer in the presence of such nominees or their
representatives as have chosen to attend.
(c) The nominee receiving the most votes shall be declared elected.
(d) In the event of a tie the election shall be decided by the drawing of cards or lots amongst the
nominees with the most number of votes.
(e) In the event of elections for academic and support staff members being held concurrently, the
counting of votes shall be done as a separate and consecutive process for each election.
(f) The Returning Officer may use such staff of the College as may be necessary to assist in the
counting of votes.
(g) The names of the persons elected shall be reported to the next meeting of the Board after the
election, and announced to all staff.
The ‘counting of votes’ may be a physical count of ballot papers where a paper system has been
used, or the opening of an electronic report where an electronic voting system has been used.

8
The following rules shall apply in the event of a vacancy arising in respect of the appointment for a
staff member:
(a) In the event of an election requiring to be held because of the expiry of the term of office of
the respective members of the Board the procedures set out above shall be completed no later
than four weeks prior to the date of expiry.
(b) In the event of an election requiring to be held because of a resignation or death of the
respective members of the Board the procedures set out shall be completed no later than eight
weeks after the vacancy occurs. The eight weeks excludes College vacation periods to ensure
that all staff have the opportunity to participate.
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Appointment of Teaching (Academic) and Non-Teaching (Support) Staff Members to the Board of
Management of Moray College
Advertisement
As you may be aware, membership of the College Board of Management includes two places for College staff
members (one academic and one support). The position of [academic/support] member will become vacant
on [date]. The Board has a strong commitment to equality and diversity and particularly welcomes Board
members from those groups under-represented on Scotland’s public bodies.
Staff members of the Board of Management are full members and have the same rights, responsibilities
and obligations as other Board members. Staff members are not there as representatives of the staff, they
are there to bring knowledge and expertise of the day to date workings of the College into Board meetings,
processes and decision making.
Nominations are sought to fill the current vacancy. Nominated individuals should be somebody who staff
feel are best able to contribute to the Board’s strategic role. Nominations must come from current
members of (academic/support) staff. Each nomination will require a proposer and seconder, both also
members of (academic staff/support staff). The nominee must also prepare a support statement, which
should give a brief outline of why they should be elected to the Board. This will be used in the event of an
election being required.
Where only one nomination is received, that nominee will automatically be elected to the Board. Where
more than one nomination is received an election by electronic secret ballot will take place and the
nominee receiving the most votes shall become elected to the Board.
The term of appointment shall be for a period of 4 years.
Should you require any additional information or have any queries about the role of a Board member
please contact Cathie Fair, Clerk to the Board – cathie.fair.moray@uhi.ac.uk. Tel: 76444 who would be
happy to meet with you or provide the information required.
Nomination forms are attached and the deadline for returning these to Cathie Fair is (date).
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Appointment of Teaching (Academic) and Non-Teaching (Support) Staff Members to the Board of
Management of Moray College
Nomination Form
We, the undersigned, wish to nominate:
Name:

..............................................................................

Department:

..............................................................................

For election as the [academic/support] staff member of the Board of Management. Our nominee has
agreed to stand for election, and has provided a supporting statement overleaf.

PROPOSER
Name:

.............................................................................

Signed: ..............................................................................
Department:

..............................................................................

Date:

...............................................................................

SECONDER
Name:

.............................................................................

Signed: ..............................................................................
Department:

..............................................................................

Date:

...............................................................................

Notes







All proposers, seconders and nominees must be eligible to stand for election as the
[academic/support] staff member on the Board of Management.
Proposers can only propose one person and cannot be a nominee or seconder.
Seconders can only second the nomination of one person and cannot themselves be a nominee or
proposer,
Nominees cannot act as a proposer or seconder to any other nominee.
Proposers, seconders and nominees shall be entitled to one vote in the event that an election is
required.
Return Form to: cathie.fair.moray@uhi.ac.uk by [insert date and time]. Late returns shall not be
accepted.
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Nominee’s Supporting Statement
(Maximum 150 Words)

I accept the nomination to stand for election as the [academic/support] staff member of the Board of
Governors.
Name:

.............................................................................
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Signed: ..............................................................................
Department:

..............................................................................

Date:

...............................................................................
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Committee:

Board of Management

Subject/Issue:

Board Members Code of Conduct

Brief summary of the paper:

Action requested/decision
required: Decision/Discussion or
Noting

The Code of Conduct for Board members was due for review in August
2017. The Clerk contacted the UHI Head of Corporate Governance to
enquire whether a standard template existed for UHI Colleges and this
was provided. However, on comparison this turned out to be exactly of
the same wording as the previous Code. As this is the template
recommended by Head of Corporate Governance which has been
adopted by other Academic Partners, it is requested that the Board
approve this document for a further 3 years when it will be up for
further review.
Decision – The Board are asked to approve the Code of Conduct for
Moray College for a further 3 years.

Status: (please tick )

Reserved:

Date paper prepared:

16 August 2017

Date of committee meeting:

29 August 2017

Author:

Clerk

Nonreserved:



Link with strategy:
Please highlight how the paper
links to, or assists with:
 compliance
 partnership services
 risk management
 strategic plan/enabler

Links with Compliance and adopting this standard template which
has been adopted by other UHI partners ensures good partnership
working.

 other activity (eg new
opportunity) – please provide
further information.
Equality and diversity
implications:
Resource implications:
(If yes, please provide detail)
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None
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Risk implications:
(If yes, please provide detail)
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The lack of a Code of Conduct could result in failure to comply with
the Code of Good Governance.
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CODE of CONDUCT
for
MEMBERS
of
THE BOARD of MANAGEMENT of MORAY COLLEGE

Please ask if you, or someone you know, would like this
document in a different format or language.
This revision by Board: August 2017 (to be considered at Board meeting on 29-08-2017)
Next revision: August 2020

CODE OF CONDUCT for MEMBERS of the BOARD of
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SECTION 1: INTRODUCTION TO THE CODE OF CONDUCT
1.1
The Scottish public has a high expectation of those who serve on the
boards of public bodies and the way in which they should conduct themselves
in undertaking their duties. You must meet those expectations by ensuring
that your conduct is above reproach.
1.2
The Ethical Standards in Public Life etc. (Scotland) Act 2000, “the
Act”, provides for Codes of Conduct for local authority councillors and
members of relevant public bodies; imposes on councils and relevant public
bodies a duty to help their members to comply with the relevant code; and
establishes a Standards Commission for Scotland, “The Standards
Commission” to oversee the new framework and deal with alleged breaches
of the codes.
1.3
The Act requires the Scottish Ministers to lay before Parliament a Code
of Conduct for Councillors and a Model Code for Members of Devolved Public
Bodies. The Model Code for members was first introduced in 2002 and has
now been revised in December 2013 following consultation and the approval
of the Scottish Parliament. These revisions will make it consistent with the
relevant parts of the Code of Conduct for Councillors, which was revised in
2010 following the approval of the Scottish Parliament.
1.4
As a member of the Moray College Board of Management, it is your
responsibility to make sure that you are familiar with, and that your actions
comply with, the provisions of this Code of Conduct which has been adopted
by the Board.
Appointments to the Boards of Public Bodies
1.5 Public bodies in Scotland are required to deliver effective services to
meet the needs of an increasingly diverse population. In addition, the Scottish
Government’s equality outcome on public appointments is to ensure that all
appointments are more diverse than at present. In order to meet both of
these aims, a board should ideally be drawn from varied backgrounds with a
wide spectrum of characteristics, knowledge and experience. It is crucial to
the success of public bodies that they attract the best people for the job and
therefore it is essential that a board’s appointments process should encourage
as many suitable people to apply for positions and be free from unnecessary
barriers. You should therefore be aware of the varied roles and functions of
the public body on which you serve and of wider diversity and equality issues.
1.6
You should also familiarise yourself with how the public body’s policy
operates in relation to succession planning, which should ensure the public
body have a strategy to make sure they have the staff in place with the skills,
knowledge and experience necessary to fulfil their role economically,
efficiently and effectively.
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Guidance on the Code of Conduct
1.7
You must observe the rules of conduct contained in this Code. It is
your personal responsibility to comply with these and review regularly, and at
least annually, your personal circumstances with this in mind, particularly
when your circumstances change. You must not at any time advocate or
encourage any action contrary to the Code of Conduct.
1.8
The Code has been developed in line with the key principles listed in
Section 2 and provides additional information on how the principles should be
interpreted and applied in practice. The Standards Commission may also
issue guidance. No Code can provide for all circumstances and if you are
uncertain about how the rules apply, you should seek advice from the public
body. You may also choose to consult your own legal advisers and, on
detailed financial and commercial matters, seek advice from other relevant
professionals.
1.9
You should familiarise yourself with the Scottish Government
publication “On Board – a guide for board members of public bodies in
Scotland”. This publication will provide you with information to help you in your
role as a member of a public body in Scotland and can be viewed on the
Scottish Government website.
Enforcement
1.10 Part 2 of the Ethical Standards in Public Life etc. (Scotland) Act 2000
sets out the provisions for dealing with alleged breaches of this Code of
Conduct and where appropriate, the sanctions that will be applied if the
Standards Commission finds that there has been a breach of the Code. Those
sanctions are outlined in Annex A.
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SECTION 2: KEY PRINCIPLES OF THE CODE OF CONDUCT
2.1
The general principles upon which this Code is based should be used
for guidance and interpretation only. These general principles are:
Duty
You have a duty to uphold the law and act in accordance with the law and the
public trust placed in you. You have a duty to act in the interests of the public
body of which you are a member and in accordance with the core functions
and duties of that body.
Selflessness
You have a duty to take decisions solely in terms of public interest. You must
not act in order to gain financial or other material benefit for yourself, family or
friends.
Integrity
You must not place yourself under any financial, or other, obligation to any
individual or organisation that might reasonably be thought to influence you in
the performance of your duties.
Objectivity
You must make decisions solely on merit and in a way that is consistent with
the functions of the public body when carrying out public business including
making appointments, awarding contracts or recommending individuals for
rewards and benefits.
Accountability and Stewardship
You are accountable for your decisions and actions to the public. You have a
duty to consider issues on their merits, taking account of the views of others
and must ensure that the public body uses its resources prudently and in
accordance with the law.
Openness
You have a duty to be as open as possible about your decisions and actions,
giving reasons for your decisions and restricting information only when the
wider public interest clearly demands.
Honesty
You have a duty to act honestly. You must declare any private interests
relating to your public duties and take steps to resolve any conflicts arising in
a way that protects the public interest.
Leadership
You have a duty to promote and support these principles by leadership and
example, and to maintain and strengthen the public’s trust and confidence in
the integrity of the public body and its members in conducting public business.
Respect
You must respect fellow members of your public body and employees of the
body and the role they play, treating them with courtesy at all times. Similarly
3

you must respect members of the public when performing duties as a member
of your public body.
2.2
You should apply the principles of this Code to your dealings with
fellow members of the public body, its employees and other stakeholders.
Similarly you should also observe the principles of this Code in dealings with
the public when performing duties as a member of the public body.

4

SECTION 3: GENERAL CONDUCT
3.1
The rules of good conduct in this section must be observed in all
situations where you act as a member of the public body.
Conduct at Meetings
3.2
You must respect the chair, your colleagues and employees of the
public body in meetings. You must comply with rulings from the chair in the
conduct of the business of these meetings.
Relationship with Board Members and Employees of the Public Body
(including those employed by contractors providing services)
3.3
You will treat your fellow board members and any staff employed by
the body with courtesy and respect. It is expected that fellow board members
and employees will show you the same consideration in return. It is good
practice for employers to provide examples of what is unacceptable behaviour
in their organisation. Public bodies should promote a safe, healthy and fair
working environment for all. As a board member you should be familiar with
the policies of the public body in relation to bullying and harassment in the
workplace and also lead by exemplar behaviour.
Remuneration, Allowances and Expenses
3.4
You must comply with any rules of the public body regarding
remuneration, allowances and expenses.
Gifts and Hospitality
3.5
You must not accept any offer by way of gift or hospitality which could
give rise to real or substantive personal gain or a reasonable suspicion of
influence on your part to show favour, or disadvantage, to any individual or
organisation. You should also consider whether there may be any reasonable
perception that any gift received by your spouse or cohabitee or by any
company in which you have a controlling interest, or by a partnership of which
you are a partner, can or would influence your judgement. The term “gift”
includes benefits such as relief from indebtedness, loan concessions or
provision of services at a cost below that generally charged to members of the
public.
3.6

You must never ask for gifts or hospitality.

3.7
You are personally responsible for all decisions connected with the
offer or acceptance of gifts or hospitality offered to you and for avoiding the
risk of damage to public confidence in your public body. As a general guide, it
is usually appropriate to refuse offers except:
(a)

isolated gifts of a trivial character, the value of which must not
exceed £50;
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(b)

normal hospitality associated with your duties and which would
reasonably be regarded as appropriate; or

(c)

gifts received on behalf of the public body.

3.8
You must not accept any offer of a gift or hospitality from any individual
or organisation which stands to gain or benefit from a decision your body may
be involved in determining, or who is seeking to do business with your
organisation, and which a person might reasonably consider could have a
bearing on your judgement. If you are making a visit in your capacity as a
member of your public body then, as a general rule, you should ensure that
your body pays for the cost of the visit.
3.9
You must not accept repeated hospitality or repeated gifts from the
same source.
3.10 Members of devolved public bodies should familiarise themselves with
the terms of the Bribery Act 2010 which provides for offences of bribing
another person and offences relating to being bribed.
Confidentiality Requirements
3.11 There may be times when you will be required to treat discussions,
documents or other information relating to the work of the body in a
confidential manner. You will often receive information of a private nature
which is not yet public, or which perhaps would not be intended to be public.
You must always respect the confidential nature of such information and
comply with the requirement to keep such information private.
3.12 It is unacceptable to disclose any information to which you have
privileged access, for example derived from a confidential document, either
orally or in writing. In the case of other documents and information, you are
requested to exercise your judgement as to what should or should not be
made available to outside bodies or individuals. In any event, such
information should never be used for the purposes of personal or financial
gain, or for political purposes or used in such a way as to bring the public
body into disrepute.
Use of Public Body Facilities
3.13 Members of public bodies must not misuse facilities, equipment,
stationery, telephony, computer, information technology equipment and
services, or use them for party political or campaigning activities. Use of such
equipment and services etc. must be in accordance with the public body’s
policy and rules on their usage. Care must also be exercised when using
social media networks not to compromise your position as a member of the
public body.
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Appointment to Partner Organisations
3.14 You may be appointed, or nominated by your public body, as a
member of another body or organisation. If so, you are bound by the rules of
conduct of these organisations and should observe the rules of this Code in
carrying out the duties of that body.
3.15 Members who become directors of companies as nominees of their
public body will assume personal responsibilities under the Companies Acts.
It is possible that conflicts of interest can arise for such members between the
company and the public body. It is your responsibility to take advice on your
responsibilities to the public body and to the company. This will include
questions of declarations of interest.
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SECTION 4: REGISTRATION OF INTERESTS
4.1
The following paragraphs set out the kinds of interests, financial and
otherwise which you have to register. These are called “Registerable
Interests”. You must, at all times, ensure that these interests are registered,
when you are appointed and whenever your circumstances change in such a
way as to require change or an addition to your entry in the body’s Register. It
is your duty to ensure any changes in circumstances are reported within one
month of them changing.
4.2
The Regulations1 as amended describe the detail and timescale for
registering interests. It is your personal responsibility to comply with these
regulations and you should review regularly and at least once a year your
personal circumstances. Annex B contains key definitions and explanatory
notes to help you decide what is required when registering your interests
under any particular category. The interests which require to be registered
are those set out in the following paragraphs and relate to you. It is not
necessary to register the interests of your spouse or cohabitee.
Category One: Remuneration
4.3
You have a Registerable Interest where you receive remuneration by
virtue of being:







employed;
self-employed;
the holder of an office;
a director of an undertaking;
a partner in a firm; or
undertaking a trade, profession or vocation or any other work.

4.4
In relation to 4.3 above, the amount of remuneration does not require to
be registered and remuneration received as a member does not have to be
registered.
4.5
If a position is not remunerated it does not need to be registered under
this category. However, unremunerated directorships may need to be
registered under category two, “Related Undertakings”.
4.6
If you receive any allowances in relation to membership of any
organisation, the fact that you receive such an allowance must be registered.
4.7
When registering employment, you must give the name of the
employer, the nature of its business, and the nature of the post held in the
organisation.

1

SSI - The Ethical Standards in Public Life etc. (Scotland) Act 2000 (Register of Interests)
Regulations 2003 Number 135, as amended.
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4.8
When registering self-employment, you must provide the name and
give details of the nature of the business. When registering an interest in a
partnership, you must give the name of the partnership and the nature of its
business.
4.9
Where you undertake a trade, profession or vocation, or any other
work, the detail to be given is the nature of the work and its regularity. For
example, if you write for a newspaper, you must give the name of the
publication, and the frequency of articles for which you are paid.
4.10 When registering a directorship, it is necessary to provide the
registered name of the undertaking in which the directorship is held and the
nature of its business.
4.11 Registration of a pension is not required as this falls outside the scope
of the category.
Category Two: Related Undertakings
4.12 You must register any directorships held which are themselves not
remunerated but where the company (or other undertaking) in question is a
subsidiary of, or a parent of, a company (or other undertaking) in which you
hold a remunerated directorship.
4.13 You must register the name of the subsidiary or parent company or
other undertaking and the nature of its business, and its relationship to the
company or other undertaking in which you are a director and from which you
receive remuneration.
4.14



The situations to which the above paragraphs apply are as follows:
you are a director of a board of an undertaking and receive
remuneration declared under category one – and
you are a director of a parent or subsidiary undertaking but do not
receive remuneration in that capacity.

Category Three: Contracts
4.15 You have a registerable interest where you (or a firm in which you are a
partner, or an undertaking in which you are a director or in which you have
shares of a value as described in paragraph 4.19 below) have made a
contract with the public body of which you are a member:
(i) under which goods or services are to be provided, or works are to be
executed; and
(ii) which has not been fully discharged.
4.16 You must register a description of the contract, including its duration,
but excluding the consideration.
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Category Four: Houses, Land and Buildings
4.17 You have a registerable interest where you own or have any other right
or interest in houses, land and buildings, which may be significant to, of
relevance to, or bear upon, the work and operation of the body to which you
are appointed.
4.18 The test to be applied when considering appropriateness of registration
is to ask whether a member of the public acting reasonably might consider
any interests in houses, land and buildings could potentially affect your
responsibilities to the organisation to which you are appointed and to the
public, or could influence your actions, speeches or decision making.
Category Five: Interest in Shares and Securities
4.19 You have a registerable interest where you have an interest in shares
comprised in the share capital of a company or other body which may be
significant to, of relevance to, or bear upon, the work and operation of (a) the
body to which you are appointed and (b) the nominal value of the shares is:
(i)

greater than 1% of the issued share capital of the company or
other body; or

(ii)

greater than £25,000.

Where you are required to register the interest, you should provide the
registered name of the company in which you hold shares; the amount or
value of the shares does not have to be registered.
Category Six: Gifts and Hospitality
4.20 You must register the details of any gifts or hospitality received within
your current term of office. This record will be available for public inspection.
It is not however necessary to record any gifts or hospitality as described in
paragraph 3.7 (a) to (c) of this Model Code.
Category Seven: Non–Financial Interests
4.21 You may also have a registerable interest if you have non-financial
interests which may be significant to, of relevance to, or bear upon, the work
and operation of the body to which you are appointed. It is important that
relevant interests such as membership or holding office in other public bodies,
clubs, societies and organisations such as trades unions and voluntary
organisations, are registered and described.
4.22 In the context of non-financial interests, the test to be applied when
considering appropriateness of registration is to ask whether a member of the
public might reasonably think that any non-financial interest could potentially
affect your responsibilities to the organisation to which you are appointed and
to the public, or could influence your actions, speeches or decision-making.
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SECTION 5: DECLARATION OF INTERESTS
General
5.1
The key principles of the Code, especially those in relation to integrity,
honesty and openness, are given further practical effect by the requirement
for you to declare certain interests in proceedings of the public body. Together
with the rules on registration of interests, this ensures transparency of your
interests which might influence, or be thought to influence, your actions.
5.2
Public bodies inevitably have dealings with a wide variety of
organisations and individuals and this Code indicates the circumstances in
which a business or personal interest must be declared. Public confidence in
the public body and its members depends on it being clearly understood that
decisions are taken in the public interest and not for any other reason.
5.3
In considering whether to make a declaration in any proceedings, you
must consider not only whether you will be influenced but whether anybody
else would think that you might be influenced by the interest. You must,
however, always comply with the objective test (“the objective test”) which is
whether a member of the public, with knowledge of the relevant facts, would
reasonably regard the interest as so significant that it is likely to prejudice your
discussion or decision making in your role as a member of a public body.
5.4
If you feel that, in the context of the matter being considered, your
involvement is neither capable of being viewed as more significant than that of
an ordinary member of the public, nor likely to be perceived by the public as
wrong, you may continue to attend the meeting and participate in both
discussion and voting. The relevant interest must however be declared. It is
your responsibility to judge whether an interest is sufficiently relevant to
particular proceedings to require a declaration and you are advised to err on
the side of caution. If a board member is unsure as to whether a conflict of
interest exits, they should seek advice from the board chair.
5.5
As a member of a public body you might serve on other bodies. In
relation to service on the boards and management committees of limited
liability companies, public bodies, societies and other organisations, you must
decide, in the particular circumstances surrounding any matter, whether to
declare an interest. Only if you believe that, in the particular circumstances,
the nature of the interest is so remote or without significance, should it not be
declared. You must always remember the public interest points towards
transparency and, in particular, a possible divergence of interest between your
public body and another body. Keep particularly in mind the advice in
paragraph 3.15 of this Model Code about your legal responsibilities to any
limited company of which you are a director.
Interests which Require Declaration
5.6
Interests which require to be declared if known to you may be financial
or non-financial. They may or may not cover interests which are registerable
under the terms of this Code. Most of the interests to be declared will be your
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personal interests but, on occasion, you will have to consider whether the
interests of other persons require you to make a declaration. The paragraphs
which follow deal with (a) your financial interests (b) your non-financial
interests and (c) the interests, financial and non-financial, of other persons.
5.7
You will also have other private and personal interests and may serve,
or be associated with, bodies, societies and organisations as a result of your
private and personal interests and not because of your role as a member of a
public body. In the context of any particular matter you will need to decide
whether to declare an interest. You should declare an interest unless you
believe that, in the particular circumstances, the interest is too remote or
without significance. In reaching a view on whether the objective test applies
to the interest, you should consider whether your interest (whether taking the
form of association or the holding of office) would be seen by a member of the
public acting reasonably in a different light because it is the interest of a
person who is a member of a public body as opposed to the interest of an
ordinary member of the public.
Your Financial Interests
5.8
You must declare, if it is known to you, any financial interest (including
any financial interest which is registerable under any of the categories
prescribed in Section 4 of this Code). If, under category one (or category
seven in respect of non-financial interests) of section 4 of this Code, you have
registered an interest
(a) as the Principal of the College;
(b) as a member of the teaching staff of the College having been elected
from their number to the Board;
(c) as a member of the non-teaching staff of the College having been
elected from their number to the Board;
(d) as a student of the College having been nominated by the Students’
Association of the College to the Board; or
(e) in relation to any particular experience or position which was relevant to
/ a reason for your appointment to the public body (for example, as
director of an education authority)
you do not, for that reason alone, have to declare that interest.
There is no need to declare an interest which is so remote or insignificant that
it could not reasonably be taken to fall within the objective test.
You must withdraw from the meeting room until discussion of the relevant item
where you have a declarable interest is concluded. There is no need to
withdraw in the case of an interest which is so remote or insignificant that it
could not reasonably be taken to fall within the objective test.
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Your Non-Financial Interests
5.9

You must declare, if it is known to you, any non-financial interest if:
(i)

that interest has been registered under category seven (NonFinancial Interests) of Section 4 of the Code; or

(ii)

that interest would fall within the terms of the objective test.

There is no need to declare an interest which is so remote or insignificant that
it could not reasonably be taken to fall within the objective test.
You must withdraw from the meeting room until discussion of the relevant item
where you have a declarable interest is concluded. There is no need to
withdraw in the case of an interest which is so remote or insignificant that it
could not reasonably be taken to fall within the objective test.
The Financial Interests of Other Persons
5.10 The Code requires only your financial interests to be registered. You
also, however, have to consider whether you should declare any financial
interest of certain other persons.
You must declare if it is known to you any financial interest of:(i)
(ii)
(iii)
(iv)
(v)
(vi)

a spouse, a civil partner or a co-habitee;
a close relative, close friend or close associate;
an employer or a partner in a firm;
a body (or subsidiary or parent of a body) of which you are a
remunerated member or director;
a person from whom you have received a registerable gift or
registerable hospitality;
a person from whom you have received registerable expenses.

There is no need to declare an interest if it is so remote or insignificant that it
could not reasonably be taken to fall within the objective test.
You must withdraw from the meeting room until discussion of and voting on
the relevant item where you have a declarable interest is concluded. There is
no need to withdraw in the case of an interest which is so remote or
insignificant that it could not reasonably be taken to fall within the objective
test.
5.11 This Code does not attempt the task of defining “relative” or “friend” or
“associate”. Not only is such a task fraught with difficulty but is also unlikely
that such definitions would reflect the intention of this part of the Code. The
key principle is the need for transparency in regard to any interest which might
(regardless of the precise description of relationship) be objectively regarded
by a member of the public, acting reasonably, as potentially affecting your
responsibilities as a member of the public body and, as such, would be
covered by the objective test.
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The Non-Financial Interests of Other Persons
5.12

You must declare if it is known to you any non-financial interest of:(i)
(ii)
(iii)
(iv)
(v)
(vi)

a spouse, a civil partner or a co-habitee;
a close relative, close friend or close associate;
an employer or a partner in a firm;
a body (or subsidiary or parent of a body) of which you are a
remunerated member or director;
a person from whom you have received a registerable gift or
registerable hospitality;
a person from whom you have received registerable election
expenses.

There is no need to declare the interest if it is so remote or insignificant that it
could not reasonably be taken to fall within the objective test.
There is only a need to withdraw from the meeting if the interest is clear and
substantial.
Making a Declaration
5.13 You must consider at the earliest stage possible whether you have an
interest to declare in relation to any matter which is to be considered. You
should consider whether agendas for meetings raise any issue of declaration
of interest. Your declaration of interest must be made as soon as practicable
at a meeting where that interest arises. If you do identify the need for a
declaration of interest only when a particular matter is being discussed you
must declare the interest as soon as you realise it is necessary.
5.14 The oral statement of declaration of interest should identify the item or
items of business to which it relates. The statement should begin with the
words “I declare an interest”. The statement must be sufficiently informative to
enable those at the meeting to understand the nature of your interest but need
not give a detailed description of the interest.
Frequent Declarations of Interest
5.15 Public confidence in a public body is damaged by perception that
decisions taken by that body are substantially influenced by factors other than
the public interest. If you would have to declare interests frequently at
meetings in respect of your role as a board member you should not accept a
role or appointment with that attendant consequence. If members are
frequently declaring interests at meetings then they should consider whether
they can carry out their role effectively and discuss with their chair. Similarly,
if any appointment or nomination to another body would give rise to objective
concern because of your existing personal involvement or affiliations, you
should not accept the appointment or nomination.
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Dispensations
5.16 In some very limited circumstances dispensations can be granted by
the Standards Commission in relation to the existence of financial and nonfinancial interests which would otherwise prohibit you from taking part and
voting on matters coming before your public body and its committees.
5.17 Applications for dispensations will be considered by the Standards
Commission and should be made as soon as possible in order to allow proper
consideration of the application in advance of meetings where dispensation is
sought. You should not take part in the consideration of the matter in question
until the application has been granted.
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SECTION 6: LOBBYING AND ACCESS TO MEMBERS OF PUBLIC
BODIES
Introduction
6.1
In order for the public body to fulfil its commitment to being open and
accessible, it needs to encourage participation by organisations and
individuals in the decision-making process. Clearly however, the desire to
involve the public and other interest groups in the decision-making process
must take account of the need to ensure transparency and probity in the way
in which the public body conducts its business.
6.2
You will need to be able to consider evidence and arguments advanced
by a wide range of organisations and individuals in order to perform your
duties effectively. Some of these organisations and individuals will make their
views known directly to individual members. The rules in this Code set out
how you should conduct yourself in your contacts with those who would seek
to influence you. They are designed to encourage proper interaction between
members of public bodies, those they represent and interest groups.
Rules and Guidance
6.3
You must not, in relation to contact with any person or organisation that
lobbies do anything which contravenes this Code or any other relevant rule of
the public body or any statutory provision.
6.4
You must not, in relation to contact with any person or organisation
who lobbies, act in any way which could bring discredit upon the public body.
6.5
The public must be assured that no person or organisation will gain
better access to or treatment by, you as a result of employing a company or
individual to lobby on a fee basis on their behalf. You must not, therefore, offer
or accord any preferential access or treatment to those lobbying on a fee
basis on behalf of clients compared with that which you accord any other
person or organisation who lobbies or approaches you. Nor should those
lobbying on a fee basis on behalf of clients be given to understand that
preferential access or treatment, compared to that accorded to any other
person or organisation, might be forthcoming from another member of the
public body.
6.6
Before taking any action as a result of being lobbied, you should seek
to satisfy yourself about the identity of the person or organisation that is
lobbying and the motive for lobbying. You may choose to act in response to a
person or organisation lobbying on a fee basis on behalf of clients but it is
important that you know the basis on which you are being lobbied in order to
ensure that any action taken in connection with the lobbyist complies with the
standards set out in this Code.
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6.7

You should not accept any paid work:(a)

which would involve you lobbying on behalf of any person or
organisation or any clients of a person or organisation.

(b)

to provide services as a strategist, adviser or consultant, for
example, advising on how to influence the public body and its
members. This does not prohibit you from being remunerated
for activity which may arise because of, or relate to, membership
of the public body, such as journalism or broadcasting, or
involvement in representative or presentational work, such as
participation in delegations, conferences or other events.

6.8
If you have concerns about the approach or methods used by any
person or organisation in their contacts with you, you must seek the guidance
of the public body.
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ANNEX A
SANCTIONS AVAILABLE TO THE STANDARDS COMMISSION FOR
BREACH OF THE CODE
(a)
Censure – the Commission may reprimand the member but otherwise
take no action against them;
(b)
Suspension – of the member for a maximum period of one year from
attending one or more, but not all, of the following:
i)

all meetings of the public body;

ii)

all meetings of one or more committees or sub-committees of
the public body;

(iii)

all meetings of any other public body on which that member is a
representative or nominee of the public body of which they are a
member.
(c)
Suspension – for a period not exceeding one year, of the member’s
entitlement to attend all of the meetings referred to in (b) above;
(d)
Disqualification – removing the member from membership of that public
body for a period of no more than five years.
Where a member has been suspended, the Standards Commission may
direct that any remuneration or allowance received from membership of that
public body be reduced, or not paid.
Where the Standards Commission disqualifies a member of a public body, it
may go on to impose the following further sanctions:
(a)
Where the member of a public body is also a councillor, the Standards
Commission may disqualify that member (for a period of no more than five
years) from being nominated for election as, or from being elected, a
councillor. Disqualification of a councillor has the effect of disqualifying that
member from their public body and terminating membership of any committee,
sub-committee, joint committee, joint board or any other body on which that
member sits as a representative of their local authority.
(b)
Direct that the member be removed from membership, and disqualified
in respect of membership, of any other devolved public body (provided the
members’ code applicable to that body is then in force) and may disqualify
that person from office as the Water Industry Commissioner.
In some cases the Standards Commission do not have the legislative powers
to deal with sanctions, for example if the respondent is an executive member
of the board or appointed by the Queen. Sections 23 and 24 of the Ethical
Standards in Public Life etc. (Scotland) Act 2000 refer.
Full details of the sanctions are set out in Section 19 of the Act.
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ANNEX B
DEFINITIONS
“Chair” includes Board Convener or any person discharging similar functions
under alternative decision making structures.
“Code” code of conduct for members of devolved public bodies
“Cohabitee” includes a person, whether of the opposite sex or not, who is
living with you in a relationship similar to that of husband and wife.
“Group of companies” has the same meaning as “group” in section 262(1)
of the Companies Act 1985. A “group”, within s262 (1) of the Companies Act
1985, means a parent undertaking and its subsidiary undertakings.
“Parent Undertaking” is an undertaking in relation to another undertaking, a
subsidiary undertaking, if a) it holds a majority of the rights in the undertaking;
or b) it is a member of the undertaking and has the right to appoint or remove
a majority of its board of directors; or c) it has the right to exercise a dominant
influence over the undertaking (i) by virtue of provisions contained in the
undertaking’s memorandum or articles or (ii) by virtue of a control contract; or
d) it is a councillor of the undertaking and controls alone, pursuant to an
agreement with other shareholders or councillors, a majority of the rights in
the undertaking.
“A person” means a single individual or legal person and includes a group of
companies.
“Any person” includes individuals, incorporated and unincorporated bodies,
trade unions, charities and voluntary organisations.
“Public body” means a devolved public body listed in Schedule 3 of the
Ethical Standards in Public Life etc. (Scotland) Act 2000, as amended.
“Related Undertaking” is a parent or subsidiary company of a principal
undertaking of which you are also a director. You will receive remuneration for
the principal undertaking though you will not receive remuneration as director
of the related undertaking.
“Remuneration” includes any salary, wage, share of profits, fee, expenses,
other monetary benefit or benefit in kind. This would include, for example, the
provision of a company car or travelling expenses by an employer.
“Spouse” does not include a former spouse or a spouse who is living
separately and apart from you.
“Undertaking” means:
a) a body corporate or partnership; or
b) an unincorporated association carrying on a trade or business, with or
without a view to a profit.
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1.

GENERAL

1.1 Introduction
These Standing Orders for the Governance of the proceedings of the Board of
Management (“the Board”) of Moray College (“the College”) have been drawn
up in accordance with Paragraph 11(1) of Schedule 2 to the Further and
Higher Education (Scotland) Act, 1992 (“the Act”) and with reference to the
Code of Good Governance for Scotland’s Colleges (August 2016)
1.2 Application
They shall apply to all meetings of the Board and its Standing and other
Committees and shall, subject to a resolution by the Board for their
suspension, remain in force unless and until they are varied or revoked as
hereinafter provided.
1.3

Interpretation of Standing Orders

Any dispute as to the interpretation of the Standing Orders shall be
determined by the Chair of the meeting whose decision shall be final.
1.4

Implementation of Standing Orders

It shall be the duty of the Chair and the Clerk to the Board to ensure that the
business of the Board is conducted in accordance with these Standing Orders.
1.5

Variation, Revocation or Suspension of Standing Orders

Any of these Standing Orders, other than such Standing Orders as the Board
may think should not be capable of being suspended, may be varied, revoked
or suspended at any meeting of the Board after a motion to that effect has
been passed by a majority of two thirds of the members present and voting.
However it shall not be competent to vary, revoke or suspend any Standing
Orders or portions thereof which express statutory provisions. A motion to
suspend must state the period, for which the suspension is being moved, shall
be for a specified item of business only and shall lapse when that item is
concluded.
1.6

Review of Standing Orders

These Standing Orders shall be kept under review to ensure that they
continue to support effectively the workings of the Board. Standing Orders
shall be formally reviewed at least once every three years.
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2.0 Statement of Primary Responsibilities
2.1 This is the statement of the primary responsibilities of the Board of
Management of Moray College UHI (the “Board”).
a) The Board shall ensure that Moray College UHI (the “College”) provides
the best possible education and learning environment for its students.
b) The Board shall approve the mission and strategic vision of the College,
including institutional and longer-term academic and business plans,
and key performance indicators. It will ensure that the College meets
the interests of all stakeholders, including students, local and national
communities and funding bodies, and meets its legal and ethical
obligations to its staff.
c) The Board shall safeguard the good name and the values and ethos of
the College.
d) The Board shall promote further and higher education in the Highlands
and Islands area, and shall promote and support the work of University
of the Highlands and Islands and the FE Regional Board.
2.2 Accountability and Responsibility of the Board:
a) The Board is accountable to students and its stakeholders, which
includes the public, employers and its local community for the provision
of high quality education that enhances social and economic well-being
and social inclusion.
b) As an assigned college, the Board is accountable to the (University of
the Highlands and Islands) Regional Strategic Body. Through the chain
of funding, the body is ultimately responsible to the Scottish Ministers
who are accountable to the Scottish Parliament.
c) As an assigned College the Board must ensure delivery of its agreed
contribution to the regional outcome agreement.
d) The board must ensure it fulfils its statutory duties and other obligations
on it, and that the terms and conditions of its grant are being met.
e) The Board is collectively responsible for setting, demonstrating and
upholding the values and ethos of the College.
f) The Board is collectively responsible and accountable for all Board
decisions. As such, it will ensure that its decision-making process is
transparent, properly informed, rigorous and timely and in the best
interests of the College as a whole, rather than selectively or in the
interests of a particular group, section or individual.
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g) The Board shall ensure that the College operates ethically, responsibly
and with respect for the environment and for society at large.
h) The Board is responsible for ensuring that the College meets its ethical
and legal obligations to its staff.
i) The Board is responsible for ensuring so far as is reasonably
practicable the safety, health and welfare of all its employees, students
and others that may be affected by College activities in respect of
United Kingdom Health and Safety law and best safety practice and
procedure.
j) The Board will provide leadership in equality and diversity, ensuring that
it fulfils its statutory obligations and duties in respect of equalities
legislation.
k) The Board is responsible for ensuring that appropriate arrangements
are in place for the conduct of student elections, and nominations and
elections of staff members to the Board. This will be in accordance with
the HISA procedure for student elections. The elected HISA student
representatives shall represent students on the Board.
l) The board must have close regard to the voice of its students and the
quality of the student experience should be central to all board
decisions.
m)The board must lead by example in relation to ensuring that there is
meaningful ongoing engagement and dialogue with students, the
students’ association and as appropriate staff and trade unions in
relation to the quality of the student experience. Consultation is
essential where significant changes are being proposed.
n) The Board must consider the outcome of student surveys and other
student engagements, and monitor action plans that could impact on the
quality of the student experience.
o) The Board must seek to secure coherent provision for students, having
regard to other provision in the region or college’s locality. The Board
must be aware of external local, national and international bodies and
their impact on the quality of the student experience including
community planning partners, employers, skills development and
enterprise agencies and employer bodies. The Board must seek to
foster good relationships and ensure that the body works in partnership
with external bodies to enhance the student experience including
employability and the relevant of learning and industry needs.
p) The Board shall ensure that sound risk management and internal
control systems are in place and maintained. These processes must
support the identification, reporting, evaluation and management of
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significant risks on an ongoing basis, and enable the effectiveness of
risk management, business continuity planning and internal control
systems to be reviewed.
q) The Board shall ensure that it maintains a balance of appropriate
knowledge, skills and experience amongst its membership to enable it
to meet its primary responsibilities.
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3.

CHAIR

3.1 Appointment of Chair and Vice Chair
3.1.1

The Board shall appoint a Chair and a Vice Chair from among
those members of the Board who have been appointed to the
Board in pursuance of the provisions of Paragraphs 2 (3) and (4)
of Schedule 2 to the Act.

3.1.2

The appointment of Chair or Vice Chair shall be set down on the
Agenda for the meeting at which the appointments are to be
considered. In the event of both the offices of Chair and Vice Chair
being vacant, the Clerk to the Board shall preside over the election
of the Chair and the Chair, once appointed, shall then take the
Chair and preside. Where the vacancy is in the office of Chair then
the Vice Chair shall preside.

3.1.3

In the event of there being two or more duly nominated and
seconded candidates for the posts of Chair and/or Vice Chair, the
matter will be determined by a confidential ballot, which will be
supervised by the Clerk to the Board.

3.1.4

The following provisions shall apply to any Chair or Vice Chair
appointed under Paragraph 2.1.2:
(a) they shall hold office for four years and the appointment may
be extended for one further period subject to the limits on
membership of the Board and approval by the UHI FE Strategic
Board;
(b) the Chair or Vice Chair may be removed from office by
resolution of two-thirds of the members of the Board present
and voting and subject to prior notice on the Agenda for the
meeting. Such periods of time must be subject to the overriding limits on Board membership (i.e. 2 terms of 4 years, with
a third term, if confirmed before the end of the second term).

3.2 Chair to Preside at Meetings
3.2.1

the Chair shall preside at meetings of the Board and the Vice
Chair shall preside in the absence of the Chair;

3.2.2

in the absence of both the Chair and the Vice Chair, the Board
shall appoint a Chair from among the lay members to preside at
any meeting.
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3.3 Responsibilities and Duties of Chair
3.3.1

The Chair is responsible for:
(a) leadership of the Board and ensuring its effectiveness in all
aspects of its role;
(b) setting the Board’s agenda and ensuring that adequate time is
available for full discussion of all agenda items, particularly
strategic issues;
(c) promoting a culture of openness and debate by encouraging
the effective contribution of all Board members and fostering
constructive relations between Board members.
(d) set and agree key objectives for the Principal annually. This
will be carried out by the Chair on behalf of the Board of
Management and should seek the views of students and staff
in setting the performance measures, thereafter holding a
meeting with the Principal early in the academic session when
objectives for the year ahead will be discussed, agreed and
set. Documentation will be recorded to show what has been
agreed and this will be kept in confidence by the Clerk to the
Board with copies to the Chair and Principal
(e) conduct an Annual Review and Appraisal by the 31 July and
base the appraisal on the progress achieved against the
targets identified in the Strategic Plan and against the
objectives agreed at the start of the academic year. This will
be carried out by the Chair on behalf of the Board of
Management. Documentation will be kept showing progress
against objectives and against the Strategic Plan and this will
be kept in confidence by the Clerk to the Board with copies to
the Chair and Principal.

3.3.2

The Chair shall, inter alia,:(a) preserve order and ensure that every member of the Board
shall have a fair hearing;
(b) decide all matters of order, competency and relevancy;
(c) decide between two or more members of the Board indicating
a wish to speak by calling on the member who has first caught
his or her eye;
(d) see that due and sufficient opportunity is given to members of
the Board who wish to speak to express their views on the
subject under discussion;
(e) ensure that the sense of the meeting is properly ascertained
with regard to any matter which is properly before the meeting;
(f) ensure that decisions are clearly documented within the
minutes.
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3.4 Responsibilities of Vice-Chair
3.4.1

The Vice-Chair will be an independent non-executive member of
the Board, who provides the role of a sounding board for the Chair
and serves as an intermediary for the other Board members and
the Clerk to the Board when necessary.

3.4.2

The Vice-Chair should be available where contact through the
normal channels of Chair, Principal or Clerk to the Board has failed
to resolve an issue for which such contact is inappropriate.

3.4.3

Leading the Annual Appraisal of the Board Chair.

3.5 Responsibilities of Principal and Chief Executive
3.5.1

The Principal is the operational interface between the Board and
the College and, as a Board member, shares responsibility with
the Chair and the Board for enabling good governance through
supporting effective communication and interaction between the
Board and the College staff and students.

3.6

Responsibilities of Clerk to the Board

3.6.1

The Clerk to the Board, who will be independent of the College
executive, is responsible for providing the Board and Executive
team with advice on governance, the role of the Board and Board
matters.

3.6.2

The Clerk to the Board shall ensure that the Board receives
appropriate, timely and high quality information in a form that
allows it to monitor and scrutinize the College’s activities and to
challenge performance when required.

3.6.3

The Clerk to the Board shall support the Chair, the Board and the
Executive in ensuring compliance with all relevant legislative and
governance requirements.
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4.

ORDINARY MEETINGS OF THE BOARD

4.1 Calendar of Meetings
4.1.1

The Board shall hold at least five ordinary meetings in the
academic year on such days and at such times as are published in
the calendar of meetings

4.1.2

The proposed calendar of ordinary meetings of the Board and the
Board’s Standing Committees shall be submitted for approval by
the Board.

4.1.3

The Standing Committees of the Board shall hold ordinary
meetings on such days and at such times as are published in the
calendar of meetings.

4.1.4

The Chair of the Board may, in special circumstances (of which
the Chair shall be the sole judge) alter the date or time of any
ordinary meeting of the Board. At least seven days’ notice shall be
given of any alteration to the agreed date of an ordinary meeting of
the Board from that detailed in the approved calendar of meetings.

4.2 Agenda of Business
4.2.1

Preliminary notice of the day, hour and venue of each scheduled
meeting shall be sent by the Clerk to the Board to the Chair of the
Board or, in the case of the Board’s Committees, to the Convener
of the Committee, not less than three weeks before the date of the
meeting. Such notice shall include an invitation to suggest matters
to be included on the Agenda.

4.2.2

Any item or document which it is proposed should be considered
at a meeting must be submitted to the Clerk to the Board by the
submission date specified within the calendar of meetings. The
Clerk to the Board shall not include matters on the Agenda where
notification has not been given by the date on which the Agenda is
being finalised. Only in exceptional circumstances and then only
with the prior approval of the Chair may a paper be accepted by
the Clerk to the Board later than the specified date.

4.2.3

The Agenda of Business must be approved by the Chair before
being circulated to members of the Board. Once approved by the
Chair the Notice calling the meeting and detailing the Agenda,
together with all documentation relating thereto, shall be sent by
the Clerk to the Board with notification of the date, time and place
of the meeting to all Members not less than one week before the
date of the meeting. Notices of meetings shall be sent
electronically.

8

Updated Standing Orders August 2017
Agenda Item: BM.17.5.15 (ii)

4.3

4.1.5

The Agenda of Business shall be separated into non-reserved and
reserved matters.

4.2.5

Only in exceptional circumstances should the Board or a
Committee of the Board be requested to consider a matter which
was not included on the Agenda of Business at the time the
Agenda was circulated. Such a request must be raised at the
commencement of the meeting and should only be granted where
the Chair is of the opinion that, by reason of special circumstances
which shall be specified in the Minutes, an additional matter should
be considered at the meeting as a matter of urgency and the
meeting agrees to accept the request.

Reserved Matters
4.3.1

Matters in relation to the salary, conditions of service,
appointment, promotion, suspension or dismissal of any Member
of the staff of the College will be considered under the reserved
matters of business on the Agenda of the Board or at any of its
Standing Committees. Other than the Principal, the Clerk to the
Board and the Minute Secretary, any Member of the Board who is
a member of the College’s staff or who is a member ex officio by
virtue of being the representative of the students of the College
shall withdraw from the meeting, or that part of the meeting, when
such reserved matters are being considered unless invited to
remain by virtue of a resolution by the other Members of Board or
Committee as the case may be who are present at the meeting.
When matters relating to the Principal, the Clerk or Minute
Secretary are being considered, they shall also withdraw from that
part of the meeting. In the absence of a Minute Secretary, the
Clerk will record an accurate minute of that part of the meeting.

4.3.2

Only in exceptional circumstances should matters other than those
listed below be treated as reserved items.
(a) a Board member, former Board members, an employee,
former employee or applicant for employment in relation to the
College;
(b) a person who is, has been or is likely to be a student of the
College;
(c) any information the disclosure of which is prohibited by any
enactment;
(d) items of a confidential commercial nature.

4.3.3

All matters considered under reserved matters of business must
be treated as confidential and must not be disclosed to third
parties unless and until such disclosure is authorised by the Board.
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4.3.4

Any instances of unauthorised disclosure of reserved matters
should be reported to the Chair via the Clerk to the Board or the
Principal.

4.4 Quorum
4.4.1

At all meetings of the Board one third of the current membership
shall constitute a quorum. However, irrespective of the number in
attendance, the lay members of the Board must constitute and
maintain an overall majority. If during the course of a meeting the
lay Members cease to constitute the majority the meeting shall
stand adjourned to another day.

4.4.2

If at any time appointed for a meeting or, if before the business of
any meeting has been completed, the number of members present
is less than one third of the current membership, the Chair must
adjourn the meeting to such day or time as the members
determine and the meeting may be re-convened on less than one
week’s notice.

4.4.3

No failure or defect in the appointment, election or co-option of any
member of the Board and no vacancy in the office of member shall
prevent the Board from acting in the execution of its functions, nor
shall any act or proceeding of the Board or any Committee
appointed by it be invalidated or be illegal by reason of or in
consequence of any such vacancy or of any such defect in the
appointment or co-option of any one or more members of the
Board, excepting only in a case where the Board is not quorate.

4.5 Adjourned Meetings
4.5.1

Where a meeting is adjourned, temporarily, for a brief period for
convenience, emergency or other cause, no special procedures
are required when the meeting resumes. The remaining business
shall be dealt with as if the meeting had been continuous.

4.5.2

Where a meeting is adjourned to continue on another day, the
Clerk to the Board shall endeavour to advise those members of
the meeting who were not present when the meeting was
adjourned of the date, time and place of the adjourned meeting. At
the adjourned meeting only the unfinished business for which the
original meeting was called shall be transacted, subject to the
provisions of paragraph 3.2.5.
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4.5.3

At the discretion of the Chair, when there are no matters of
urgency to be resolved, the unfinished business may be referred
to the next ordinary meeting of the Board or Committee, when it
shall take precedence over other business except for the
confirmation of the Minutes of the previous meeting.

4.6 Conduct of Meetings
4.6.1

Meetings shall commence promptly at the times shown on the
Agenda. The Chair shall, at the outset of each meeting, agree
the estimated finishing time with members as well as any
proposed re-ordering of the business of the meeting.

4.6.2

Members should, wherever possible in advance of the meeting,
seek any factual information they may need or notify any
apparent errors in papers prior to the meeting itself.

4.6.3

When speaking a Member shall address the Chair. The speech
shall be directed to the question and discussion in hand or to a
point of order or a point of explanation. Although no fixed time
limits are set either to the length of speeches or the number of
times a member may speak, members should bear in mind the
need for brevity and relevance and gauge the number and
duration of their interventions accordingly.

4.6.4

The Chair is responsible for ensuring that all Members have
adequate opportunity to be heard, but may draw the attention of
any Member to the need for economy in time or indicate to the
meeting the view that the discussion should be brought to a
close. The Chair may also call to order any Member whom
he/she considers has strayed from the matter under
consideration.

4.6.5

The Chair shall ensure that the Minute Secretary has appropriate
information to accurately record the decisions made.

4.7 Motions and Amendments
4.7.1

The Chair may require any motion, or motion of amendment to
be put in writing by or on behalf of the mover, and delivered to
the Clerk to the Board immediately on its being seconded.

4.7.2

After a motion or motion of amendment has been made and
seconded, it shall not be withdrawn or altered in substance
without the leave of the Chair.

4.7.3

All amendments must be relevant to the motion on which they
are moved, the Chair to decide as to relevancy.

4.7.4

The Chair shall have power, with the consent of the meeting, to
conjoin amendments which are not consistent with each other.
11
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4.7.5

The mover of the motion shall have the right to reply to the
debate on his/her motion and any proposed amendments
thereof. After the reply is concluded, the debate on that question
shall be as closed.

4.7.6

When any amendment is made upon a motion the vote shall be
taken between the motion and the amendment, the latter being
put from the Chair first. When there is more than one
amendment, the amendment last proposed shall be put against
that immediately preceding, and then the one which is carried
shall be put against the next preceding, and so on until there
remains only one amendment. A vote shall then be taken
between the amendment and the original motion. After the vote
the motion or amendment shall, if demanded by any member, be
put as a substantive resolution without further discussion. The
foregoing order of voting may, however, be altered by the Chair
with the consent of the meeting.

4.7.7

On a motion being made ‘that the question now under discussion
be put”, such motion shall be at once. If the majority of the votes
cast are in favour of the motion, the mover of the original motion
may be allowed to sum up before a vote is taken on the question
under consideration. If the motion for closure is not carried, the
debate may be resumed.

4.8 Points of Order
4.8.1

Any Board Member may speak on a point of order. He/she shall
do so as soon as possible after the alleged infringement and
shall refer to the particular standing order which he/she believes
is being infringed. The Board Member who is then addressing
the meeting shall thereupon cease speaking. The Chair shall
decide the question immediately. Thereafter the Board Member
who was addressing the meeting at the time when the point of
order was raised shall be entitled to proceed with the discussion,
giving effect to the ruling of the Chair on the point of order.

4.9 Voting
4.9.1

In the event of a division, the names of the proposer and the
seconder of the motion and amendment shall be taken down and
entered in the minute. Unless otherwise specified in these
standing orders or agreed, voting shall be carried out by a show
of hands and resolutions shall be carried by a simple majority of
those present and voting. In the case of equality of votes at any
meeting of the Board, the Chair of such meeting shall have a
casting vote in addition to a deliberative vote other than where
the subject of the vote relates to an election or appointment to
office in which case then, in the event of an equality of votes, the
12
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matter shall be put to the vote again and if there remains an
equality the matter shall be determined by drawing lots.
4.9.2

In the case of a vote regarding an election or appointment to
office, the voting shall proceed by way of a confidential ballot
unless the two-thirds of the members present and voting
determine otherwise.

4.10 Dissents
4.10.1 No dissents against any decision of the Board shall be recorded
unless explicitly requested at the meeting at which the question
is determined. Only a Board Member who has recorded a vote
or an abstention on a matter under discussion shall be entitled to
have his/her dissent recorded.
4.11 Minutes
4.11.1 Minutes of meetings shall contain a clear statement of decisions
taken.
4.11.2 Minutes of meetings shall be prepared by the Minute Secretary
and forwarded to the Chair of the meeting for comment as soon
as reasonably possible after the meeting takes place and in any
event within five working days thereafter.
4.11.3 At each ordinary meeting of the Board, the Minutes of the
previous ordinary meeting and, (when practicable) of any
intervening special meeting, having been printed and previously
circulated, shall be approved for accuracy. No discussion shall
be allowed at the meeting on these Minutes, except as to
matters arising from the minutes to which they relate.
4.11.4 The Minutes of any special meeting of the Board, if not submitted
for approval at the next ordinary meeting of the Board, shall be
submitted for approval at the earliest subsequent ordinary
meeting thereafter at which it is practicable so to do and shall be
disposed of as provided in Standing Orders.
4.11.5 Circumstances may arise which necessitate a Minute of a Board
or Committee decision to be approved at the meeting at which
the decision is taken; in such circumstances the Minute
Secretary shall prepare a draft Minute for immediate
consideration and approval by the Board or Committee.
4.11.6 The Clerk to the Board shall be responsible for ensuring that
decisions taken by the Board and its Committees are formally
notified to the responsible officer (and copied to the Principal)
within five working days of the meeting so that he or she can, in
turn, arrange for their implementation.
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5.

RESCINDING OF DECISIONS

5.1 A decision of the Board shall continue to be operative and binding until
varied or rescinded but no motion to vary or rescind any decision passed
within the preceding six months shall be competent except with the
consent of two thirds of the Members present and voting.
5.2 However, it shall be competent to deal with the subject matter afresh
where the Chair of the meeting is satisfied that a material change of
circumstances has occurred (which shall be detailed in the Minutes of
the meeting) which requires the matter to be considered anew.
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6.

SPECIAL MEETINGS

6.1 The Chair or any four members of the Board may, for any cause which
seems to him/her or them sufficient, requisition a special meeting of the
Board to be convened by giving notice in writing to the Clerk to the
Board, specifying the business to be transacted.
6.2 The Clerk to the Board shall then issue a notice of meeting in
accordance with Para 3.2.3 above convening the meeting within five
working days of receiving the requisition.
6.3 In exceptional circumstances (which shall be recorded in the Minute of
the meeting) the Chair of the Board may convene a special meeting at
less than five days’ notice but no resolution passed at such meeting shall
be valid unless two thirds of the members present and voting have voted
in favour of it or unless it is confirmed at any subsequent meeting of the
Board on the usual notice being given.
6.4 The Convenor or any two members of any Board Standing Committee
may also requisition a special meeting of that Committee under
provisions as above.
6.5 The conduct of a special meeting of the Board or its Standing
Committees will be in accordance with these Standing Orders except
that such a special meeting shall not be competent to transact any
business other than that detailed in the notice calling the meeting or any
arising directly there from.
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7

COMMITTEES

7.1 Establishment of Committees
7.1.1

The Board shall establish Audit, Finance & General Purposes,
Nominations, Chair’s, and Remuneration Committees together
with such other standing and ad hoc Committees as it considers
necessary and appoint Board members and/or co-opted
members and/or others to them taking account of their
qualifications, interests and experience.

7.1.2

The Learning, Teaching and Quality Committee will report to the
Board and its membership will include two Board members.

7.2 Appointment of Convenor
7.2.1

The Board shall appoint a Convenor to each Committee it
establishes.

7.3 Convenor to Preside
7.3.1

The Convenor of a Committee shall preside at meetings of the
Committee. If the Convenor is not present at the time when the
meeting is due to commence, the members of the Committee
present shall elect a Chair of the meeting from among the lay
members present who shall preside over the meeting in the
absence of the Convenor.

7.4 Members ex officio
7.4.1

The Chair and Principal, in addition to membership of
Committees allocated to them as ordinary members of the
Board, shall ex officio be members of all other Committees of the
Board, other than the Audit Committee, (and, in the case of the
Principal, the Remuneration & Nominations Committees), but
such additional membership shall not confer the right to vote.
The Principal may be invited to attend meetings of the
Remuneration Committee when matters relating to the salary,
terms and conditions of Level 11 and 12 posts are being
considered.

7.5 Quorum of Committees
7.5.1

The quorum of any Committee shall be at least one third of the
total number of its members, subject to a minimum of three
where the substantive membership is five or more or two where
the substantive membership is less than five.
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7.6 Minutes of Meetings of Committees
7.6.1

The Minutes of Committees shall be submitted for confirmation
as being correct records of the proceedings to the next
appropriate meeting of the Committee and shall be submitted to
the Board (a) for the information of the Board in respect of
matters delegated to the Committee and (b) for the decision of
the Board in respect of matters referred.

7.7 Terms of Reference and Powers of Committees
7.7.1

The Terms of Reference and Powers of Committees shall be as
set out in the appendices to these Standing Orders.

7.8 Application of Standing Orders to Committees and Sub-Committees
7.8.1

The Board’s Standing Orders shall apply with any appropriate
amendments to meetings of Committees and sub-Committees of
the Board as they apply to meetings of the Board.
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8

APPOINTMENT AND REAPPOINTMENT OF BOARD MEMBERS

8.1 Initial appointment of members
8.1.1

The Nominations Committee shall take guidance from the Board
of Management where vacancies exist and liaise with the UHI
Nominations Committee for Incorporated College Boards to
advise about the specific expertise being sought by the Board,
advertise and agree on an information schedule.

8.1.2

The shortlisting and interview process for independent members
will be chaired by the Chair of the Board of Management, whilst
the Chair of the UHI FE Regional Board will chair panel meetings
for the appointment of a Chair of the Moray College Board of
Management.

8.1.3

Any recommendation of appointment by the Nominations
Committee to the Board of Management will be subject to
obtaining satisfactory references. Each recommendation shall be
ratified by the full Board prior to the person taking their place on
the Board of Management.

8.1.4

Appointments to the Board shall be for a period of four years in
accordance with legislation, except for the Principal who remains
a member as long as he/she is Principal and the Student
Member whose term of office expires on 31st July following
his/her appointment.

8.1.6

Election of Staff Members:
Two members of staff will be appointed as Board members;
one Teaching and one Support. Staff Elections are held for
vacancies as they arise, and are conducted as follows:
 All appropriate staff are informed of a vacancy and are invited
to consider suitable nominations. All nominations must be
received on the appropriate form and duly seconded.
 Where more than a single nomination is received, an
election will be held, giving appropriate time for the
relevant staff to register their vote.
 The count will be undertaken in the presence of an
independent scrutineer.

8.1.7

Nomination of Student Members:
Two student members will be appointed to the Board following
the election of a HISA Depute President and student programme
representative elected by his/her piers.
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8.2 Reappointment of Members
8.2.1

Three months prior to the end of a member’s term of office, the
Clerk to the Board shall write and remind them of their end-date,
and invite them to indicate their willingness to be considered for
a further single term (subject to the limits on membership of the
Board).

8.2.2

When indicating a willingness to be considered for reappointment, the member shall complete a self-appraisal proforma which includes:









A clear statement of willingness to be reappointed;
Details of posts held;
Attendance record at Board/Committee meetings;
Any other relevant information;
An indication to undertake surgeries or other duties as
required;
An indication to be available for consultation and advice
and take an active interest in the College;
A willingness to remain in sympathy with and generally
support the strategy and policies of the Board;
An indication of their willingness to be considered as a
Convener/Chair if the opportunity arises.

8.2.3

The self-appraisal forms will be provided as supporting evidence
to enable the Board to consider an extension and if approved,
put forward a request for the proposed extension to the FE
Regional Board.

8.2.4

The members shall withdraw from the meeting during the
discussion of their re-election.

8.2.4

In the case of the Chair being considered for re-election to the
Board, the Vice Chair or a nominated Convenor shall take the
chair and the Chair will withdraw from the meeting.

8.2.5

Requests for an extension of appointment of the Chair will be put
forward to the FE Regional Board for its consideration and
approval.

8.3 Termination of Membership
8.3.1

Anyone,
- who is an undischarged bankrupt;
- who has an inability to manage his/her own affairs;
- whose conduct is unbecoming at meetings, or when
representing the College
- who has an unspent conviction;
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is prevented from being appointed to or continuing as a member
of the Board of Management.
8.3.2

A member suspected of any of the above categories will be
invited to attend a meeting of the Nominations Committee where
he/she will be given an opportunity to explain his/her position.

8.3.3

The Nominations Committee, having listened to the explanation,
shall prepare a report and recommendation for consideration by
the Board of Management.

8.3.4

The member in question shall have fourteen days in which to
appeal against the Board’s decision.

8.3.5

The appeal will be considered by the Chair; Convener of Audit,
Principal, as the accountable officer, and an independent
observer. Should any of these noted be the member under
consideration, their place on the appeals panel shall be taken by
the Vice Chair.

8.3.6

The decision of the Appeals Panel will be final.
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9

ADMISSION TO MEETINGS

9.1 Meetings of the Board, and its Committees, shall be open to the public
except where the item of business to be determined relates to:
(a)

(b)
(c)
(d)

a member of the Board of Management, a former member of the
Board of Management, an employee, former employee or applicant
for employment in relation to the College;
a person who is, has been or is likely to be a student of the College;
any information, the disclosure of which is prohibited by anything in
any enactment;
items of a confidential commercial nature.

9.2 Notwithstanding the exclusion of the public as detailed above, the Board
may permit any person to remain in attendance at any meeting for so
long as they consider necessary and on the basis that such persons
respect the confidentiality of the proceedings.
9.3 Information as to the proceedings at any meeting from which the public
are excluded shall not be given to the public or to any other person
except by the Chair of the meeting or by a person authorised by him/her
to do so.
9.4 No person or body shall be permitted, without the permission of the
Board, to tape record, photograph, video, film or use any other form of
electronic, digital or computerised sound or visual recording system
during meetings at which they are present.
9.5 The Clerk to the Board shall ensure that Board and Committee papers
(excluding Reserved Items) are published on the College website as
soon as these have been approved by the Board.
9.6 Where an item which was considered likely to be taken in private at such
meetings is considered in public then, subject to the agreement of the
Chair of the meeting, a copy of any paper relating to the matter shall be
added by the Clerk to the Board as soon as reasonably practicable
thereafter to the other papers for the meeting which were previously
available to the public.
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10

DISCLOSURE OF INTERESTS

10.1 Members of the Board shall at all times be mindful of the need to
observe the highest standards of probity, integrity and accountability in
discharging their roles as members of the Board and in doing so shall be
bound by whatever statutory rules, national guidelines, the College
Development Network’s Guide for College Board Members and the
Moray College Code of Conduct for Board Members which are in force at
the time.
10.2 Without prejudice to the foregoing generality however the following shall
apply.
10.3 All members of the Board and Senior Managers of the College are
required to complete and sign a Declaration of Interest form on a six
monthly basis. Such interests shall also include those of close family
members.
10.4 All members of the Board and Senior Managers of the College are
required to declare to the Clerk to the Board in writing any additional
interests that arise throughout the year.
10.5 Any Member who has a clear and substantial interest in a matter under
discussion shall declare that interest, whether or not that interest is
already declared in the Register of Interests. Such declaration should
make clear the nature of the interest and whether it involves a matter of
direct or indirect financial interest to the Member. Where such an interest
constitutes a direct or indirect interest, the Member involved will not be
permitted to vote on the matter under consideration and will normally be
required to withdraw from the meeting while the matter is being
considered and determined.
10.6 Where a Member has an interest which is not financial but which is
relevant to the activities of the College, that interest should also be
declared. Where the interest is substantial the Member involved shall
withdraw from the meeting whilst the matter is being considered and
determined.
10.7 In all circumstances Members should ask themselves whether Members
of the Public, knowing the facts of the situation, would reasonably
conclude that the interest involved might influence the approach taken by
the Board or Committee. If so, the interest is sufficient for the Member to
declare that interest.
10.8 Where no relevant interests are declared at a meeting, this shall be
noted and a nil declaration statement minuted.
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11

RISK MANAGEMENT – THE BOARD OF MANAGEMENT:

11.1 has responsibility for overseeing Risk Management within the College;
11.2 will set the tone and influence the culture of Risk Management within the
College;
11.3 approve major decisions affecting the College’s risk profile or exposure;
11.4 monitor the management of significant risks to reduce the likelihood of
unwelcome surprises or impact;
11.5 satisfy itself that the less significant risks are being actively managed,
with appropriate controls in place and working effectively;
11.6 annually review the College’s approach to risk management and approve
changes or improvements to key elements of its processes and
procedures.
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12.

APPENDICES – TERMS OF REFERENCE OF COMMITTEES

Audit Committee
Chair’s Committee
Finance and General Purposes Committee
Nominations Committee
Remuneration Committee
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AUDIT COMMITTEE
Terms of Reference

1.

Authority and Responsibility

1.1 The Audit Committee is accountable to the Board of Management of
Moray College and is authorised to assess the adequacy and
effectiveness of the Colleges internal control systems.
1.2 The responsibilities of the Audit Committee are to:

2

1.1.1

provide assurance to the Board regarding the auditing of
governance, internal control and risk management, and to
engage with financial reporting issues;

1.1.2

monitor and make recommendations in the areas of finance
and management arising from audits undertaken by College
management, internal and external audit;

1.1.2

ensure the College systems operate in an efficient, effective
and economical manner that promotes full compliance with
guidance and regulations governing the Further and Higher
Education Sectors;

1.1.3

ensure the College systems provide value for money in the
provision of services and purchasing;

1.1.4

to review and advise on the provision of internal and external
audit services.

1.1.5

To review and advise on the Annual Internal Audit Plans

Membership

2.1 The Committee should comprise at least three lay members appointed
by the Board. The experience of the members should preferably but
not exclusively cover the areas of finance, accounting or auditing and
risk management, but at least one member should have recent
relevant financial or audit experience.
2.2 In order not to jeopardise, or to be perceived to jeopardise, the Audit
Committee’s objectivity or independence, members should not have
executive responsibility for the management of the College or its
finances, or be a member of the Finance & General Purposes
Committee. The Chair of the Board should not be a member of the
Audit Committee.
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2.3 The Committee may co-opt non-executive members who are not
members of the Board, and who have particular relevant experience
or expertise. Co-opted members may not be appointed to be
Convenor of the Committee or attend Board meetings but their status
in other respects will be equivalent to full Board members.
2.4 The Board will appoint the Convener of the Committee.

3

Proceedings

3.1 The Committee should meet at least three times a year and the timing
and content should meet the requirements and schedule of the Board
meetings.
3.2 Internal auditors will normally be invited to attend meetings. The
Committee Chair may invite members of the College executive/staff to
attend a meeting to provide information about particular agenda items,
with reference to the areas of responsibility under discussion.
3.3 The Committee may sit privately without any non-members present for
all or part of a meeting if they so decide;
3.4 The external auditor should attend, as a minimum, any meetings
where relevant matters are being considered such as planned audit
coverage, the audit report on the financial statements and the audit
management letter.
3.5 Both internal and external auditors have a right of access at any time
to the Convenor of the Committee, and also the right to ask the
Convenor to convene a meeting if either deems it necessary. They
also have the right to ask for such meeting to be in closed session.
3.6 Internal and external auditors will meet with the Audit Committee once
per year in private without any College executive in attendance.
3.7 The Clerk to the Board of Management will act as Secretary to the
Committee. S/he will be responsible for establishing and maintaining
effective mechanisms to inform the Committee of relevant reports and
other publications that impact on the Committee’s work.
3.8 At all meetings, the quorum shall be at least one third of the total
number of its members, subject to a minimum of three where the
substantive membership is five or more, or two where it is less than
five.
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4

Annual Report

4.1 The Committee will provide an annual report to the Board of
Management, encompassing:
4.1.1

Administrative matters, including:

Membership details, including changes in membership
and chairmanship

Frequency of meetings and attendance

4.1.2 Internal audit, including:

Annual report by the internal auditor to the Audit
Committee

Review of internal audit’s scope and effectiveness

Following year’s proposed internal audit plan
4.1.3 External audit, including:

Scope

Consideration of the College’s Annual Financial
Statement

Consideration of auditor’s opinion on the College’s
Annual Financial Statement

Review of the external auditor’s management letter
including management responses to recommendations
4.1.4 Other matters, including:

Financial and control systems development

Fraud and irregularity
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CHAIR’S COMMITTEE
Terms of Reference
1. Authority
1.1 The Chair’s Committee is accountable to the Board of Management and is
authorised on its behalf to:


Deal with urgent business which cannot wait for a scheduled Board
meeting and which cannot be deferred for the length of time
necessary to convene an extra-ordinary meeting of the Board.



In the short term, and where necessary, accelerate the
implementation of policy by avoiding the delays encountered during
normal Committee procedures.

1.2 Notwithstanding the above, the following issues always require the
attention and approval of the full Board of Management:
The approval of the Strategic and Operational Plans
The approval of the College Budget and its Revisions
The approval of the Annual Accounts
The approval of the Annual Audit Plan
The approval of the Annual Audit Report
The making, alteration, or revocation of Standing Orders or the
Scheme of Delegation
2.

Membership
2.1 Membership of the Chair’s Committee shall comprise the Chair of the
Board, the Vice Chair, Convenors of Finance & General Purposes,
Audit and Building Committees, and the Principal.

3.

Proceedings

3.1 The Clerk to the Board of Management will attend the meetings and be
responsible for ensuring that the meetings are conducted in accordance
with Standing Orders.
3.2 At all meetings, the quorum shall be at least one third of the total number
of its members, subject to a minimum of three where the substantive
membership is five or more, or two where it is less than five.
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FINANCE & GENERAL PURPOSES COMMITTEE

TERMS OF REFERENCE

1. Authority
1.1 The Finance and General Purposes Committee is accountable to the
Board, and is authorised on its behalf to:


Ensure that a sound system of internal financial management and
control and a robust mechanism for considering financial issues is in
place; making recommendations as appropriate.



Monitor the performance of that System on a regular basis
throughout the accounting period.



Carry out detailed examination of the Annual Report and Financial
Statements and, if appropriate, recommend their approval by the
Board. The Board remains responsible for their approval and for
safeguarding the College’s assets.



Review the College’s needs with regard to buildings and property,
and to make recommendations to the Board on the acquisition and
disposal of land, buildings or properties in accordance with those
needs.

The Committee may obtain independent professional advice and secure
the attendance of external persons with relevant expertise and experience.
2.

Membership
2.1 The Committee shall comprise at least three members of the Board, at
least one of whom should have a background in finance or accounting,
and the Principal.
2.2 The Committee may co-opt non-executive members who are not
members of the Board, and who have particular relevant experience or
expertise. Co-opted members may not be appointed to be Convenor of
the Committee, or attend Board meetings, but their status in other
respects will be equivalent to full Board members.
2.3 The Board will appoint the Convener of the Committee: the
Committee will appoint one of its members to convene the Building
Sub-Committee.

29

Updated Standing Orders August 2017
Agenda Item: BM.17.5.15 (ii)

3.

Proceedings
3.1 The Committee should meet at least three times a year, and the
timing and content of the meetings should follow, as far as possible,
the financial reporting cycle and the scheduling requirements of the
full Board.
3.1 The Finance Director will attend meetings. Other staff may also be
invited to attend as appropriate, given the areas of responsibility
under consideration.
3.2 The Clerk to the Board of Management will attend the Committee.
S/he will be responsible for establishing and maintaining effective
mechanisms to inform the Committee of relevant reports and other
publications that impact on the Committee’s work.
3.3 At all its meetings, the quorum shall be at least one third of the total
number of its members, subject to a minimum of three where the
substantive membership is five or two where it is less than five.

4.

Duties
4.1 Financial Management and Controls
4.1.1

To advise the Board on all aspects of the College’s finances,
financial policies, procedures and administration and controls;

4.1.2

To ensure adherence to the statutory requirements relating to
the College’s financial affairs, and compliance with the
Financial Memorandum and related Funding Council guidance;

4.1.3

To ensure that the College’s Financial Regulations and
Financial Procedures are complied with, and are reviewed and
updated annually;

4.1.4

To consider new means of income generation and advise the
Board accordingly;

4.1.5

To consider, review and report to the Board on the monthly and
annual management accounts of the College, and quarterly and
annual accounts of any subsidiary, Trust or other associated
organisation;

4.1.6

To review and recommend to the Board if appropriate the writing
off of individual debts outwith the authority delegated to the
Principal.

4.1.7

To produce an annual report to the Board on the state of the
College’s finances.

4.1.8

To consider and advise the Board on any relevant taxation issue;
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4.1.9

To advise the Board generally on investments and borrowings
and to seek appropriate advice from external sources;

4.2 Risk Management and Business Continuity
4.2.1

To consider and advise the Board about the College’s approach
to risk management and business continuity;

4.3 Budget Setting and Monitoring
4.3.1

To consider and make recommendations to the Board on the
annual estimates of income and expenditure, including income,
from Public Funds and all other sources;

4.3.2

To monitor actual financial performance against budgets on a
regular basis throughout the accounting period, to investigate
significant variances in income and expenditure and to report to
the Board

4.3.3

To consider and make representations to the Board on the
solvency of the College and the safeguarding of its assets,
including reviewing annually the College’s insurance
arrangements;

4.4 Banking
4.4.1

To consider and approve College banking arrangements and
signatories for accounts;

4.5 Student Matters
4.5.1

To approve all tuition fees and arrangements for determining the
charges for services, and a system for collecting them in
accordance with the Act and the Financial Memorandum;

4.5.2

To consider Policies and Procedures for the financial support of
students;

4.6 Property
4.6.1

To consider and review any proposed capital spending projects
and where appropriate approve those contained within the
approved budget and to advise the Board on the financial
implications of those in excess of the approved budget.
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4.6.2

To form a Building Sub-Committee and delegate to it:
a)

To approve the Estates Strategy to ensure the efficient and
cost effective use of College Buildings, for consideration by
the full Committee and to advise the Board. The Strategy
should be reviewed at least once every three years;

b)

Oversight of all matters relating to the maintenance and
upkeep of existing buildings, estates and properties of the
College;

c)

Oversight of all College capital works projects, with
responsibility to report without delay to the full Committee
any deviation from the agreed budget;

d)

To ensure that the College is compliant with all relevant
legislation and other legal requirements, both local and
national, in respect of the construction and use of all
College buildings and facilities;

e)

To determine the College’s health and safety-related risk
profile and associated management control strategies;

f)

In association with the Health and Safety Committee and
the Health and Safety Co-ordinators Committee, support
effective operation of the College health and safety
management system, and review health and safety action
planning and performance

g)

To approve reviews of the Health and Safety Procedures
Manual on an annual basis;

h)

Review minutes of the Health and Safety Committee,
making recommendations as appropriate;

i)

To ensure the College undertakes its specified duties in
respect of Counter-terrorism and Security legislation.
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NOMINATIONS COMMITTEE

Terms of Reference
1.

Authority
1.1 The Nominations Committee is accountable to the Board of
Management and is authorised on its behalf to:
1.1.1

Annually consider the needs of the Board to determine
any induction, training or development requirements.

1.1.2

Take guidance from the Board of Management regarding
any vacancy that exists within the Board and in particular,
the specific expertise being sought.

1.1.3

Consider all applicants for membership to the Board of
Management and agree on which are to be interviewed.
During the interviews, an independent observer will be
invited to be in attendance.

1.1.4

Make recommendations for appointment to the full Board,
subject to obtaining satisfactory references. Each
recommendation shall be ratified by the full Board prior to
the person taking his/her place on the Board of
Management.

1.1.5

Interview on behalf of the Board of Management a
member whose behaviour, conduct or activities are
unbecoming for a member of the Board of Management.
1.1.5.1

Arising from the formal interview, the
Nominations Committee is to make a written
recommendation to the Board of Management.

1.1.5.2

The Committee is also to agree on the panel
composition and timescale for any subsequent
appeals against the decision. The decision of
the appeals panel will be final.

2. Membership
2.1

The Nominations Committee consists of the Chair of the Board,
the Vice Chair, Convenors of Finance & General Purposes,
Audit and Building Committees.

2.2

The Committee will be chaired by the Chair of the Board, or in
his/her absence the Vice Chair.
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REMUNERATION COMMITTEE
Terms of Reference
1.

Authority
1.1 The Remuneration Committee is accountable to the Board of
Management and is authorised on its behalf to:


conduct a salary review on the basis of that appraisal using evidence
from other sources. This may involve evidence gathered and
submitted by staff and students, or other evidence such as
benchmarks of remuneration packages at other colleges.



consider whether any remuneration received by the Principal from
third party sources which relate either directly or indirectly to any
College activities and which must be declared to the Remuneration
Committee, has any bearing on the level of the Principal’s salary.



keep under review specific details of the contract of employment
between the Board of Management of Moray College and the
Principal.



review the salaries of Grade 12 and 11 posts. The Principal should
attend the Remuneration Committee for the consideration of
salaries that are based on the Principal’s recommendation.



consider and approve any responsibility payments or nonconsolidated payments recommended by the Principal for post
holders at Grade 12 and 11.



consider and agree severance arrangements in respect of post
holders at Grade 13, 12 and 11 and ensure such arrangements are
in accordance with SFC Guidance.
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2.

Membership
2.1 The Remuneration Committee consists of the Chair of the Board
(although the Chair of the Board should not be the Chair of the
Remuneration Committee), the Vice Chair, the Convenors of Finance
and General Purposes, Audit and Building Committees and a single
non-Convenor selected from the lay members of the Board.

3.

Proceedings
3.1 The Committee should meet at least once per annum. The timings and
content of the meetings should advise the Board of Management in
making key decisions.
3.2 The Clerk to the Board of Management will attend the meetings and be
responsible for ensuring that the meetings are conducted in accordance
with Standing Orders.
3.3 At all meetings, the quorum shall be at least one third of the total number
of its members, subject to a minimum of three where the substantive
membership is five or more, or two where it is less than five.
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Delegation to the Clerk to the Board
1

to keep proper records and Minutes of the Board's and Committees'
proceedings;

2

to make available for inspection at the College copies of the Agenda,
draft Minutes and approved Minutes of any meeting of the Board or any
Committee and also of any report or other document considered by such
a meeting, other than documents dealing with reserved items;

3

ensure returns to SFC and Audit Scotland are made timeously;

4

ensure the Board of Management acts within its Standing Orders.
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