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STANDING ORDERS FOR THE BOARD OF GOVERNORS
1.0 EXECUTIVE SUMMARY

The Constitution and Standing Orders of the Board of
Governors sets out the Boardos
issues which it has powers to determine. The document
covers issues such as the appointment of the Chairman and
Depute Chairman, the establishment of key Board committees
and their respective remits and the effective and efficient
conduct of Board meetings. The Constitution and Standing
Orders also address the arrangements for the reporting of

me mb e mtegedts, the levels of delegated authority to key
personnel and the constitution and duties of the Board of
Governors.

The document is to be read in conjunction with the following
documents:

e The Further and Higher Education (Scotland) Act 1992.
In the event of any conflict arising between the
standing orders and the Act, the terms of the Act shall
prevail. (Appendix 1 to these Standing Orders contains
relevant extracts from Chapter 3 sections 11 and 12;
and key provisions of Schedule 2 of the 1992 Further
and Higher Education (Scotland) Act.);

e The Ethical Standards in Public Life etc (Scotland) Act
2000, and

e The Code of Conduct for Board Members.

2.0 COMMENCEMENT

The standing orders that follow shall apply and have effect
from and after 1 February 2007, that being the date of
approval of the standing orders by the Board of Governors.
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3.0 INTERPRETATION

In the standing orders, the meanings assigned to words and
expressions are:

NThe 1992 Acto means the Further ¢
(Scotland) Act 1992;

AColl eged means The Adam Smith Col

fBoardo means the Board of Governc
College, Fife;

ASecretaryo means the Secretary tc
AMember 0 means in relation to the
as a member of the Board and in relation to any committee or

other group established by the Board, a person appointed to

that committee or group whether or not entitled to vote;

fHe o embraces fASheo.

40 APPOINTMENT OF CHAIRMAN

4.1  The Board shall appoint one of their members, not
being a person who is -

4.1.1 a student of the College;

4.1.2 an employee of the Board;

41.3 the Principal for the time being of the
College; or

414 a Member (whether elected or appointed)
or an employee of a local authority, to be
chairman.

4.2  The period of appointment of the Chairman shall be for
his current period of office as a Board member. The
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Board may remove him from office as Chairman at, or
prior to, the end of his period of appointment as
Chairman.

Where the Chairman ceases to be a member of the
Board, he shall cease to be Chairman.

The Chairman shall have delegated powers to conduct
essential or urgent business on behalf of the Board
between the meetings of the Board and report to the
next available meeting of the Board.

APPOINTMENT OF DEPUTE CHAIRMAN

5.1

5.2

5.3

The Board shall appoint one of their members to be
Depute Chairman. The exclusions detailed at 4.1.1 to
4.1.4 above shall also apply to the appointment of the
Depute Chairman.

The period of appointment of the Depute Chairman
shall be for his current period of office as a Board
member. The Board may remove him from Office as
Depute Chairman at, or prior to, the end of his period of
appointment as Depute Chairman.

The Depute Chairman will act on behalf of the
Chairman if the Chairman is indisposed for any reason.
The Depute Chairman may also be delegated by the
Chairman to represent the Board of Governors, or take
decisions on behalf of the Board of Governors, if the
Chairman is unable to do so for any reason.

ESTABLISHMENT OF COMMITTEES

6.1

The Board may establish committees for any purpose
and any such committee may appoint sub-committees.
The Board may also from time to time establish short-
life Working Parties for a specific purpose.
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The Board may, with the exception of the committees
specified in 7.0 below, discontinue committees at its
discretion.

Standing Orders of the Board will also be the Standing
Orders of committees.

Any reference in the Standing Orders to a committee
of the Board will include a reference to any sub-
committee appointed by such committee.

The Chairman of the Board shall be a member ex
officio of all committees with the exception of the Audit
Committee.

The Board will appoint the Chairman of all committees.

The Principal of the College will be entitled to attend
and speak at any meeting of a committee but will be
entitled to vote at such meetings only if a member of
the committee. The Principal will not be a member of
the Audit Committee.

The Board will appoint all committee members.
Committees may invite specialist advisers as required
to meetings but such persons shall not be entitled to
vote at a meeting of the committee.

7.0 STATUTORY COMMITTEES

7.1 The Statutory Committees to be established by the
Board are:
- a Nomination/Remuneration Committee
- a Finance Committee
- an Audit Committee
Constitution & Standing Orders of the Board Page 7 of 58
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7.2  The composition of Statutory Committees will be as
follows:

- Nomination/Remuneration Committee
the Chairman of the Board (ex officio);
the Principal of the College (ex officio);

the Depute Chairman and two members of the
Board.

- Finance Committee
Five members of the Board;
the Chairman of the Board (ex officio);
the Principal of the College (ex officio).

- Audit Committee

Five members of the Board excluding the
Chairman of the Board and the Principal of the
College

7.3  The remit of each of the Statutory Committees will be
as contained in Appendices 2, 3 and 4 attached.

COLLEGE COMPANY (COMPANIES)

The Board may from time to time establish a College
company, or companies. The Memorandum and Articles of
Association of any College company require Board approval.

The Board will appoint the Principal of the College and three
of its number (excluding Staff and Student Members) to be
directors of any such company.

The Board may also from time to time enter into joint ventures
with other organisations. Normally the Board will appoint the
Principal of the college and at least one of its number
(excluding staff and student members) to represent the
interests of the Board in any such joint venture.
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9.0 TERMS OF OFFICE OF ESTABLISHED OFFICE BEARERS

9.1  The established Office Bearers referred to in sub-
sections (4.0, 5.0, 6.0 and 7.0) above shall be eligible
for re-appointment but, subject to the provision of sub-
section (9.2) of this section, no person may hold either:

911 The same established office for more
than four years; or

9.1.2 The offices of Chairman and Depute
Chairman successively or the offices of
Chairman and Depute Chairman of any
one Standing Committee successively for
more than eight years.

9.2  Forthe purposes of sub-section (9.1) of this section,
the holding of an office for six months or more in any
year shall count as a full year, and the holding for less
than six months shall not count at all.

10.0 VACANCIES

When a vacancy occurs in the membership of the Board
(other than that of the Principal, Teaching and Support and
Development Staff Members and the Student Association
Member), the Nomination/Remuneration Committee as
specified in section 7.0 above, and in accordance with the
provisions of Appendix 2 attached and the Public Procedure
for Appointing New Board Members, shall propose suitable
candidates to fill such vacancy, having regard to the
requirements of paragraph 3 of Schedule 2 of the 1992 Act.

11.0 CONFIDENTIALITY OF INFORMATION

11.1  As specified in the Code of Conduct for Board
members, any information received or obtained by
any person in connection with his functions as a
member of the Board, or any committee, shall be
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treated by him as confidential to the Board or the
Committee.

11.2 Papers and reports shall not be divulged or disclosed
to anyone prior to the meeting of the Board. Papers,
discussion and decisions agreed by the Board to be
confidential shall be separately minuted and shall not
be made available to anyone other than members of
the Board and its secretariat.

11.3 In particular, matters relating to the following
categories:

- 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
(including the 1992 Further and Higher
Education (Scotland) Act and an enactment
contained in a subordinate instrument) or rule of
law;

- anything which it appears to the Board should
be treated as confidential because of its nature.

11.4 Subject to sub-paragraph (11.3) above, the Board shall
make available for inspection at the College at all
reasonable times by anyone who wishes to inspect
them, copies of the documents to which this sub-
paragraph applies, i.e.

- the agenda for any meeting of the Board or of
any committee;

- the minutes of such meeting as agreed by the
Board or, as the case be, committee; and
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- any report or other document considered by
such meeting.

12.0 CONFLICT OF INTEREST

12.1  Any member who becomes aware before or during any
meeting of the Board or any committee that he or any
person connected with him has, directly or indirectly,
any interest in, or relating to, any matter to be or being
considered by the Board or the committee shall declare
such interest. Without prejudice to the provisions of
sections 5.18 and 5.19 of the Code of Conduct for
Board Members, the Chair will rule on the materiality of
the declared interest. The member declaring an
interest may be required to withdraw from the meeting
either at the discretion of the Chair or at the
ascertained general feeling of the meeting. Any
member declaring an interest shall not vote upon any
question relating to that declared interest.

122 A register of membersé interes:
in Appendix 5 of this document will be maintained by
the Secretary for the purpose
interests in accordance with the Code of Conduct for
Board Members.

12.3 Standing Order 12.1 shall not require the Principal or a
member of staff or student to declare an interest or
withdraw from consideration of any matter where
interest exists only by reason of being the Principal or,
as the case may be, a member of staff or student.

12.4 A member of the Board who is the Principal of the
College, or a staff or student member, unless invited to
remain by resolution of the other members of the Board
present, shall not at any meeting of the Board attend or
take part in the discussion of any matter relating to:

12.4.1 In the case of the Principal, terms and
conditions of employment, suspension or
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dismissal or any other disciplinary measure
relating to the Principal.

12.4.2 In the case of a staff member, terms and
conditions of employment, the terms and
conditions of employment of any group of
employees of the College to which a
member of staff belongs, promotion,
suspension or dismissal or any other related
disciplinary measure; and

12.4.3 In the case of a student member, his
academic performance, any disciplinary
measures relating to him or any other
student, or the terms and conditions of
employment, appointment, promotion,
suspension or dismissal of or any other
disciplinary measure relating to any
employee of the College.

Section 346(2) of the Companies Act 1985 (meaning of
"connected person") shall apply for the purpose of
determining whether a person is connected with a
member of the Board or, as the case may be, a
member of any committee of theirs as it applies for the
purpose of determining whether a person is connected
with a director of a company; and for such purpose
references in that section to a director of a company
shall be construed as if they were references to a
member of the Board or, as the case may be, member
of such committee.

13.0 MEETINGS OF THE BOARD

The Board shall meet at least 6 times per year.

13.2 At the discretion of the Chairman, a meeting or part of

a meeting can be held in private.
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13.3 The Chairman of the Board or, if absent, the Depute
Chairman of the Board, may in special circumstances
(of which the Chairman of the Board or the Depute
Chairman of the Board, as the case may be, shall be
sole judge) alter the date of any ordinary meeting of the
Board.

13.4 A special meeting of the Board shall be called at any
time by the Secretary to the Board on receiving in
writing a request from the Chairman of the Board or
from any four members of the Board specifying the
business proposed to be transacted at the meeting.

14.0 PRELIMINARIES TO MEETINGS OF THE BOARD
14.1  Notice of Meeting

All meetings of the Board shall be called by a notice
sent to all members of the Board which shall specify
the date, time and place of the meeting and the
business to be transacted and which shall be issued in
the name of the Secretary to the Board. A notice of
meeting shall be issued in sufficient time to be in the
hands of members of the Board at least four days prior
to the date of the meeting by being left at or sent by
post to the usual place of residence, or the place of
business of every member of the Board.

If a meeting requires to be convened at shorter notice,
papers will be despatched as soon as possible prior to
the time of the meeting. The proceedings of the
meeting of the Board shall not be invalidated by an
omission to send a notice to any member.

14.2 Agenda

The Chairman, after consultation with the Principal,
shall determine the agenda for all meetings of the
Board, provided always that the Principal shall have the
right to have any matter included in the agenda of any
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meeting and to bring to the attention of the Board on
the day of the meeting any urgent matter which it was
not possible to include in the agenda circulated in
advance.

Members of the Board wishing to have items
considered for inclusion within the agenda for a
scheduled meeting must have notified the Secretary to
the Board and supplied the appropriate paper(s)
normally at least ten days before the date of the
meeting.

The agenda of every ordinary meeting shall include:

14.2.1 The draft minute(s) of the previous
meeting(s) of the Board of Governors in a
form authorised by the Chairman of the
Board or such other person that may
have presided;

14.2.2 Draft minutes or reports of such meetings
of Committees of the Board of Governors
as may have met since the previous
ordinary meeting, in a form authorised by
the respective members of the Board or
other persons presiding;

14.2.3 Recommendations from the Academic
Board that require approval by the Board.

15.0 QUORUM

15.1

No business shall be transacted at any meeting unless
a quorum is present. A quorum shall consist of one-
fourth of the members of the Board entitled to vote
upon the question before the meeting. In the case of
committees or groups established by the Board, a
quorum shall consist of no fewer than 2 members
present and entitled to vote, with the exception of the
Audit Committee, where it has been agreed that the
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quorum shall consist of no fewer than three members
present and entitled to vote.

If a quorum is not present within fifteen minutes after
the time appointed for the meeting, the Chairman shall
adjourn the meeting for fifteen minutes and, if after
this time has passed, a quorum is still not present, the
business of the meeting may be considered but any
material issues as identified by the Chairman must be
subject to homologation at the next meeting.

Subiject to the first paragraph of this section of the
standing orders, the proceedings of the Board shall
not be invalidated by reason of any vacancy among
the members, or any defect in the appointment of any
member.

PROCEEDINGS AT MEETINGS

16.1

16.2

At meetings of the Board, the Chairman, or in his
absence, the Depute Chairman shall take the Chair; in
the absence of the Chairman and Depute Chairman,
the members present shall appoint one of their number
(other than an employee or elected member of a local
authority, or a student, or an employee of the Board) to
be Chairman for the meeting;

The Chairman shall be responsible for the general
conduct of the meetings and shall inter alia: preserve
order and ensure that every member has a fair hearing;

decide on all matters of order, competency and relevancy;
determine all questions of procedure in reference to
which no express provision is made in relevant

legislation or under these standing orders.

The ruling of the Chairman on all matters within his
jurisdiction as Chairman is final.
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16.3 Every member of the Board shall address the Chair;

the Chairman shall be heard without interruption;

if any member of the Board disregards the authority of
the Chairman, or is guilty of obstructive or offensive
conduct, a motion may be moved and seconded to
suspend the member for the remainder of the meeting;

the motion shall be put without discussion and, if
carried, such member shall then immediately leave the
meeting;

The Chairman shall be entitled in the event of any
disorder arising to adjourn the meeting to a time and
place he may then or afterwards fix.

17.0 MINUTE

17.1 At each Board meeting, the minutes of the previous
meeting shall be submitted for approval. After the
minutes have been written by the Secretary and
approved as a correct record of the meeting to which
they relate, subject to or without amendment, they shall
be signed by the Chairman.

17.2 Copies of the minutes, as approved by the Board, shall
be circulated timeously to the College Library, provided
that items of confidential business, which have been
separately minuted at the discretion of the Chairman,
shall be excluded from this circulation.

18.0 QUESTIONS

After the minutes have been approved, and before the next
business on the agenda, any member of the Board may ask
any question in regard to matters arising out of them.
Questions shall be allowed for the purposes of information
only.
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POINTS OF ORDER

Any member of the Board may speak on a point of order as
soon as possible after the alleged infringement and shall refer
to the particular standing order that it is believed is being
infringed. The member of the Board who is then addressing
the meeting shall thereupon cease speaking. The Chairman
shall decide the question immediately. Thereafter, the
member of the Board 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.

MOTIONS AND AMENDMENTS

20.1 Every motion, or amendment, to be considered at a
meeting shall be moved and seconded and shall, if
required by the Chairman, be reduced to writing and
handed to the Secretary. It shall then be read before it
is further discussed or put to the meeting. A member
shall not move or second more than one amendment
upon a motion.

20.2 A member who speaks shall speak strictly to the
motion under consideration or to a motion or
amendment to be proposed by himself, or to a point of
order.

20.3 A motion or amendment once moved and seconded,
shall not be withdrawn without the consent of the
mover and seconder thereof.

20.4 Every amendment must be relevant to the motion that
it seeks to amend. The Chairman shall determine all
questions of relevancy and shall have the power, with
the consent of the meeting, to conjoin motions or
amendments that are not inconsistent with each other.
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20.5 All additions to, omissions from, or variations upon a

motion shall be considered as amendments to the
motion and shall be dealt with accordingly.

VOTING

21.1

21.2

21.3

214

In the case of equality of votes at any meeting of the
Board, the Chairman or in his absence, the Depute
Chairman shall have a second or casting vote.

Voting shall be by a show of hands, unless one-third of
the members present and entitled to vote at the
meeting signify their objection before the show of
hands. The Chairman will then decide whether the
vote should be taken by ballot or by calling the roll.

When only one amendment is made to a motion, the
vote shall be taken between the amendment and the
motion. Where 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. This
amendment shall then be put against the motion and
whichever is carried shall be the finding of the meeting.

In the conduct of elections for office, voting shall be by
means of voting papers, unless otherwise agreed, and
the single non-transferable votes system shall be used.

EXECUTION OF DOCUMENTS

22.1

22.2

Documents relating to decisions of the Board are
validly executed as signed on its behalf by a member
of the Board or the Secretary.

Documents relating to decisions on matters delegated
to the Principal are validly executed if signed by the
Principal.
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23.0 ALTERATION OR REVOCATION OF PREVIOUS RESOLUTIONS

No resolution shall be altered or revoked within three months
of its adoption except by a decision taken at another Board
meeting and provided the notice calling such other Board
meeting contains a notice to this effect.

24.0 ADJOURNMENT OF MEETING OR DEBATE

241 A meeting or debate may be adjourned with the
consent of a majority of the members of the Board
present either to a specified time or place, or to a time
or place to be determined by the Chairman.

24.2 When an adjourned meeting is resumed, proceedings
shall commence at the point at which they were broken
off at the adjournment.

25.0 RECEPTION OF DEPUTATIONS

25.1 Every application for the reception of a deputation shall
be in writing, duly signed, addressed and delivered to
the Secretary to the Board at least three clear days
prior to the date of the meeting at which the subject
may be considered. Notwithstanding this, the
Chairman may decide that an application for the
reception of a deputation should be accepted on less
than three days notice being given. The application
shall state the subject on which the deputation desires
to be heard, and the action (if any) that the deputation
proposes.

25.2 The Chairman must ensure that the decision as to
whether or not the deputation is to be received is taken
as the first item on the agenda of the meeting.
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26.0 SUSPENSION, ALTERATION AND REVIEW OF STANDING
ORDERS

26.1  With the exception of Standing Orders 2.0, 6.7, 11, 12
and 15.3, any one or more of these Standing Orders
may be suspended at any meeting except where such
suspension contravenes any statutory provision and
provided that at least two-thirds of the members
present at the meeting vote to do so.

26.2 No alteration of these Standing Orders shall be made
without notice of any proposed alteration having been
given in the notice calling a meeting at which the
alteration is to be considered and a maijority of the
members present and voting at such meeting voting in
favour of the alteration being made and adopted.

26.3 The Board shall, at least once every year, review these
Standing Orders to determine whether any alteration
should be considered.

Name: (Chairman)
Date:
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APPENDIX 1

DUTIES, CONSTITUTION AND PROCEEDINGS OF THE BOARD
OF GOVERNORS

1.0 DUTIES OF THE BOARD OF GOVERNORS

1.1 The Board of Governors shall have the duty of -

1.1.1 managing and conducting the College;
and

1.1.2 ensuring that the College provides (either
by itself or by arrangement with any other
person) suitable and efficient further
education to students of the College,

and in carrying out duties under paragraph (1.1.2)

above, the Board shall have regard to the provision of

education in the area in which the College is situated
and to the likely needs of persons desirous of
becoming students of the College.

1.2  The Board of Governors shall have the power -

1.21 to provide or secure the provisions of
further education (within the meaning of
section 1(5)(b) of the Education
(Scotland) Act 1980);

1.2.2 to charge fees for or in connection with
the provision by them of any form of
further education or services rendered;

1.2.3 to provide to students of the College such
assistance of a financial or other nature
(including waiving or granting remission
of fees) as considered appropriate;

1.2.4 for the purpose of the administration and
management of the College, to receive
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any property, rights, liabilities and
obligations transferred to the Board under
or in pursuance of any provision of
Section 12 of the Further and Higher
Education (Scotland) Act 1992;

to provide facilities of any description
appearing to the Board to be necessary
or expedient for the purpose of, or in
connection with, the carrying on of any of
the activities mentioned in this subsection
orin (1.1) above (including boarding
accommodation and recreational facilities
for students and staff and facilities to
meet the needs of students who have
learning difficulties and disabled staff);

to supply goods and services;

subject to Section 12(7) and Section 18
of the Further and Higher Education
(Scotland) Act 1992, to acquire, hold and
dispose of land and other property;

to enter into contracts, including in
particular -

0] contracts for the employment of
teachers and other staff for the
purpose of or in connection with
the carrying on of any such
activities as are mentioned in this
subsection orin (1.1) above; and

(i) contracts with respect to the
carrying on by the Board of any
such activities;

to form or promote, or to join with any
other person in forming or promoting,
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companies (within the meaning of the
Companies Act 1985);

1.2.10 subject to Section 12(7)(a) and Section
18 of the Further and Higher Education
(Scotland) Act 1992, to borrow such
sums as the Board think fit for the
purpose of carrying on any of the
activities they have power to carry on or
for meeting any liability or obligation
transferred to them under or in
pursuance of any provision of Section 12
of the Act and, in connection with such
borrowing, to grant such security or give
such guarantee or indemnity as they
think fit;

1.2.11 to invest College funds, not immediately
required by the Board for the purpose of
carrying on any of the activities which
they have the power to carry on or for
meeting any liability or obligation
transferred to them under or in
pursuance of any provision of this
Section 12 of the Act, in the name of the
College and in accordance with the
Financial Regulations of the College;

1.2.12 subject to Section 12(7)(a) and Section
18 of the Further and Higher Education
(Scotland) Act 1992, to raise funds,
accept gifts of money, land or other
property and apply it to, or hold or
administer it in trust for, the purpose of
carrying on any of the activities which
they have power to carry on; and

1.2.13 to do all such other things as are
calculated to facilitate or are incidental or
conducive to the carrying on of any of the
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activities which the Board have power to
carry on.

In carrying out their functions under this section, the
Board of Governors shall have regard to the
requirements of persons over school age who have
learning difficulties.

The Board of Governors shall, not later than such date
in every financial year as the Scottish Further and
Higher Education Funding Council (SFC) may
determine, submit to the SFC a college development
plan in respect of the College.

The College development plan shall be prepared in
respect of the academic year commencing in the next
following financial year and the succeeding two
academic years.

In the event of the closure of the college by the
Scottish Ministers, any assets remaining after the
satisfaction of all debts and liabilities shall not be paid
to or distributed among members of the Board of
Governors, but shall be disposed of in a manner
determined by the Scottish Ministers as specified in
Section 25 of the Further and Higher Education
(Scotland) Act 1992, or any statutory modification or
re-enactment of that Act which is in force at the time.

2.0 CONSTITUTION AND PROCEEDINGS OF THE BOARD OF

GOVERNORS
2.1 The Board of Governors shall not -
211 be regarded as the servants or agents of
the Crown;
21.2 have any status, immunity or privilege of
the Crown,
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and their property shall not be regarded as property of,
or held on behalf of, the Crown.

2.2 The Board shall consist of not less than ten nor more
than sixteen persons.

2.3  Subject to paragraph 2.3.3 below, this paragraph shall
have effect as regards the membership of the Board.

2.31 The Board shall include -

(@)  the person who is, for the time
being, the Principal of the College;

(b) a person appointed by being
elected by the teaching staff of the
College from among their own
number;

(c) a person appointed by being
elected by the development and
support staff of the College from
among their own number;

(d) a person appointed by being
nominated by the students'
association of the College from
among students of the College.

2.3.2 Not less than one half of the total number
of members of the Board shall be
appointed by the Board from among
persons, not being members of the staff
or full-time students of the College,
appearing to them to have experience of,
and to have shown capacity in, industrial,
commercial or employment matters or
the practice of any profession; and one
such person shall be a person nominated
by the local enterprise company for the
area in which the College is located.

Constitution & Standing Orders of the Board Page 25 of 58
of Governors of the Adam Smith College, Fife



- Q
"l i
dw

ADAM SMITH COLLEGE

2.3.3 The remaining members shall be
appointed by the Board from among
persons appearing to them to have, or to
represent persons who have, an interest
in the work of the College, having regard
to the interests of the education authority
for the area in which the College is
situated in relation to the provision of any
form of further education in their area.

2.4  Subject to this paragraph and paragraphs 6 to 10 of
Schedule 2 of the Further and Higher Education
(Scotland) Act 1992, a member of the Board shall hold
and vacate office in accordance with the terms of
appointment, and, on such appointment ceasing, shall
be eligible for re-appointment.

241 Subject to paragraph 4(5) of Schedule 2
of the Further and Higher Education
(Scotland) Act 1992, a member of the
Board, other than the person who is, for
the time being, the Principal of the
College and the person appointed by
being nominated by the students'
association of the College, shall hold
office for a period of four years.

242 The person who is, for the time being, the
Principal of the College shall remain a
member of the Board while still the
Principal; and nothing in paragraphs 6 to
9 of Schedule 2 of the Further and Higher
Education (Scotland) Act 1992, shall
apply to the Principal in the capacity as a
member of the Board.

243 A person who is appointed by being
nominated by the students' association of
the College shall hold office until 31
August following appointment.
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244 A member of the Board, other than the
Principal of the College, may resign office
at any time by giving notice in writing to
such person as the Board may appoint
for the purpose.

2.5 A person shall not be eligible for appointment as a
member of the Board -

2.5.1 at any time when under the age of
sixteen or over the age of seventy; but a
person who attains the age of seventy
during appointment shall be entitled to
remain in office until the term of office
otherwise expires in accordance with the
Act; or

252 where the total number of years of any
previous term of office (whether or not
consecutive) served as a member of that
Board exceeds eight.

2.6  Forthe purposes of sub-paragraph 2.5.2 above, in
calculating the number of years served no account
shall be taken of any term of office served as a
member of a College Council.
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APPENDIX 2
NOMINATION/REMUNERATION COMMITTEE
1.0 NOMINATION
1.1 Composition

The composition of the committee will normally be as
follows:

- the Chairman of the Board (ex officio);
- the Principal of the College (ex officio);

- the Depute Chairman and 2 members of the
Board.

1.2 Remit

To determine the process whereby candidates for
membership of the Board are identified.

- to identify individuals willing to be members
(subject to the provisions of the Public
Procedure for Appointing New Board Members).

- to bring forward proposals to the Board.

2.0 REMUNERATION
2.1 Composition
Composition as above
2.2 Remit
To determine the remuneration and conditions of
service for the College Principal, Assistant Principals,
and other staff outwith the scope of the agreed College

Joint Negotiation Committee arrangements, having
regard to relevant advice from appropriate bodies.
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To consider and, if appropriate, recommend to the full
Board the conclusions reached through the Joint
Negotiation =~ Committee  procedures  for  the
determination of staff remuneration and conditions of
service.
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APPENDIX 3
FINANCE COMMITTEE i REMIT
Composition:

Five nominated members of the Board with all other members
invited to attend.

Remit:
1.0 Financial Control

1.1 To monitor the financial control of the college and to
keep the college Financial Regulations under review.

1.2 To set out a Treasury Management Policy for the
college providing a strategy and policies for cash
management, long-term investments and borrowings.

1.3 To monitor actual expenditure and income against
budget and report to the Board on any necessary
action.

14 To monitor capital expenditure against agreed
development plans.

1.5 To consider financial benchmarking information and
monitor unit costs.

2.0 Financial Management

2.1 To approve all key decisions taken in relation to
college finance.

22 To recommend to the Boar d t he
budget.

2.3 To consider and report on the annual financial
statements.

24 To consider and report on financial
aspects/implications of the college Development Plan.

2.5 To advise the Board on financial strategy.

2.6 To review the effectiveness of financial management
within the college.
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3.0 Other Issues

3.1

3.2

3.3

3.4

3.5

To consider and report on financial issues in relation
to college developments i e.g.

- borrowing funds
- participation in PFI/PPP projects

To make recommendations to the Board regarding the
level of tuition fees and other charges.

To approve fee waivers on behalf of the Board and
approve the write-off of bad debts (in accordance with
the limits set in the Financial Regulations).

To consider and report on any other financial matters
which the Board may delegate or refer from time to
time.

To consider, and contribute to, the overall risk
management strategy of the college and to monitor
strategic risks which might have an impact on the
financial health of the college.
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APPENDIX 4
AUDIT COMMITTEE
Composition:

The Audit Committee must have a minimum of three members and
a maximum of five members.

The Principal and other senior postholders (whether Board
Members or not) may not be members of the Audit Committee.

Members of the college Finance Committtee or anyone with any
executive authority within the college should not normally be
members.

The Chairman of the Board, the Chairman of the Finance
Committee and the Principal of the college can be invited to attend
Audit Committee meetings.

For a meeting of the committee to be quorate three members must
be present. This is to provide an adequate level of independence
and objectivity in discharging the duties of the committee.

The committee should have a range of skills and experience and
should include one person with a background in finance, accounting
or auditing.

The committee will meet at least three times a year.

Obijectives:

The audit commi tt eeds main responsibilitie

Board on whether:

e There are systems I n pl ace
activities are managed in accordance with legislation and
regulations governing the sector.

e A system of governance, internal control and risk
management has been established and is being maintained,
which provides reasonable assurance of effective and
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efficient operations, and produces reliable financial
information.

Remit and duties:

Effectiveness and Financial Control

e To review the effectiveness of financial and other control

systems.

To oversee the coll egebs pol
e ToO oversee t he coll egeods
arrangements.

e To monitor, annually or more frequently if necessary the
implementation of approved recommendations relating to
both internal and external audit reports and management
letters.

e To monitor the effectiveness of the internal and external
audit services and promote co-ordination between the two.

Value For Money

e To monitor the collegedbs arrangements t
money.
To review the coll egebds VFM

e To receive and consider VFM reports.
The committee may commission individual VFM reviews to
look at specific areas within the college.
To support the use and development of VFM good practice.
e Toreport to the Board of Governors.

Risk Management

e To advise the Board on risk management by becoming
familiar with the concepts and requirements, acting as a
catalyst across the college, ensuring appropriate audit work
on risk management.

e To promote the embedding of risk management within the
college and its decision making.
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Internal Audit

To advise the Board on the selection, appointment and
remuneration of the internal audit service.

To consider and advise the Board on the audit needs
assessment and the strategic and annual audit plans for the
internal audit service.

To consider and advise the Board on internal audit reports.
To receive an annual report from the internal auditor, which
should include an opinion on the degree of assurance that
can be placed on the system of internal control.

The committee members may meet the internal and/or
external auditors to discuss any issue.

External Audit

To consider and advise the Board on external audit reports
and management letters.
To consider the annual financial statements.

Continuous Improvement

Other

To monitor t he coll egeods
improvement.

To receive and review reports

internal quality audits.

To receive and review reports relating to audit prepared by
external bodies (such as the European Commission).

To prepare an annual report to the Board on the work of the
Committee, including an opinion on the effectiveness of the
internal control system along with an assurance on risk

management and the committeeos

money.
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APPENDIX 5

BOARD OF GOVERNORS
REGISTER OF MEMBERS INTERESTS

In compliance with the Ethical Standards in Public Life etc
(Scotland) Act 2000, Members of Boards of Management of Further
Education Colleges are required to register certain interests which
will be available for public scrutiny. The Register is held by the
Secretary to the Board and will be available for inspection during
normal college working hours. The Register is also available on the
college website at www.adamsmith.ac.uk.

Declarable interests are defined within the Code of Conduct for
Members of the Board of Governors of The Adam Smith College,
Fife. It is the responsibility of Members to ensure that they act in
compliance with the Code of Conduct and maintain their personal
entry in the Register of Interests.

Members are required to note the following:

1. Members are required to give notice of their interests to
the Secretary to the Board within one month after the
date of appointment.

2. Members must complete all of the boxes within the
attached registration profor ma,
where no interest exists.

3. Any subsequent changes in a Memb
be communicated in writing to the Secretary to the Board
within one month of the change arising.

4. Records relating to the Register must be retained (by the
Secretary to the Board) for five years after a Member
demits from the Board.

5. Members should note the guidance given at paragraphs
5.14 to 5.15 of the Code of Conduct regarding the
declaration of interests of close relatives and friends. It is
the responsibility of individual Members to consider
whether such interests might affect their performance as
a Member and to declare them accordingly in their entry
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to the Register. The name of the relative of friend should
be declared, together with details of the interest.
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Registerable Interest

Description of Interest

Registered Interest

Gifts and Hospitality

(refer to clauses 3.3 - 3.7 of
Code of Conduct)

A description of any gifts or hospitality received which
might be seen as potentially affecting your performance
as a Member of the Board of Governors.

Note: It is not necessary to record any gifts or
hospitality as described in paragraphs 3.4 (a) to (c) of
the Code of Conduct).

Remuneration

(refer to clauses 4.3 1 4.11 of
Code of Conduct)

A description, but not the value, of

(a) remuneration received by virtue of being: -

(i employed or self employed;

(ii) the holder of an office;

(iii) a director of an undertaking;

(iv) a partner in a firm; or

(v) involved in undertaking a trade, profession,

vocation or any other work;

(b) any allowance received in relation to
membership of any organisation;

(c) the name, and registered name if different, and
nature of any applicable employer, self-
employment, business, undertaking or
organisation;

(d) the nature and regularity of the work that is
remunerated; and

(e) the name of the directorship and the nature of
the applicable business.

Constitution & Standing Orders of the Board
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Related Undertakings

(refer to clauses 4.121 4.14

A description of a directorship that is not itself
remunerated, but is of a company or undertaking
which is a parent or subsidiary of a company or

of Code of Conduct) undertaking which pays remuneration.

Contracts A description of the nature and duration, but not the
(refer to clauses 4.15 1 4.16 price of, a contract which is not fully implemented
of Code of Conduct) where: -

(a) goods and services are to be
provided, or works are to be executed
for the Board of Governors; and

(b) any responsible person has a direct
interest, or an indirect interest as a
partner, owner or shareholder (where
the nominal value of the shares is
greater than 1% of the issued share
capital of the undertaking or is greater
than £25,000),director or officer of a
business or undertaking, in such
goods and services.

Houses, land and buildings

(refer to clauses 4.171 4.18
of Code of Conduct)

A description of any rights of ownership or other
interests that may be significant to, of relevance to, or
bear upon, the work or operation of the Board of
Governors.

Constitution & Standing Orders of the Board
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Shares and securities

(refer to clauses 4.191 4.20
of Code of Conduct)

A description, but not the value, of shares or securities

in a company, undertaking or organisation that may
be significant to, of relevance to, or bear upon, the
work or operation of the Board of Governors.

Non-financial interests

(refer to clauses 4.211 4.22
of Code of Conduct)

A description of such interests as may be significant
to, of relevance to, or bear upon, the work or
operation of the Board of Governors, including,
without prejudice to that generality, membership of or
office in: -

(a) other public bodies;

(b) clubs, societies and organisations;

(c) trades unions; and

(d) voluntary organisations.

Election expenses

(no reference in Code of
Conduct)

A description of, and statement of, any assistance
towards election expenses relating to election to the
Board of Governors.

Constitution & Standing Orders of the Board
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APPENDIX 6

THE ADAM SMITH COLLEGE, FIFE

SCHEME OF DELEGATION

1

INTRODUCTION

This scheme specifies the functions that are delegated by
the Board of Governors in terms of Section 12(4) of the
Further and Higher Education (Scotland) Act 1992.

All delegations must be exercised in accordance with the law
and having regard to any lawful direction and/or guidance
subsequently issued by the UK or Scottish Parliaments or
the Scottish Further and Higher Education Funding Council
(SFC).

The delegations are dealt with in three main sections:

e delegation to the Chair of the Board of Governors;

¢ delegations to Committees of the Board of Governors;
and

¢ delegations to the Principal.

COMPLIANCE

Where a responsibility has been delegated, there is nothing
to prevent the delegator from dealing with the responsibility
delegated, or from withdrawing or amending the delegation
granted. Exercise by a delegate of a delegated responsibility
is as if it had been done by the Board of Governors itself.

REVIEW
The Scheme of Delegation will be reviewed at least every

three years. This shall not preclude a review being
conducted before such time, should it be considered
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necessary by the Board of Governors, or to bring the
Scheme of Delegation into line with Financial Memoranda
which may be issued from time to time by the SFC.

4 SCHEME OF DELEGATION

Authority reserved to the Board of Governors

The following are reserved to the Board of Governors and

are, in such circumstances, excluded from any scheme of

delegation:

4.1 determining the objectives of the Board of Governors;

4.2  matters of new policy or variation of existing policy;

4.3  borrowing money (other than overdraft facilities within
the Principal's delegated authority) and, in connection
with such borrowing, granting securities or giving
guarantees or indemnities, Any such borrowing,
granting securities or indemnities must comply with
Section 12.7(a) of the Further and Higher Education
(Scotland) Act 1992;

4.4 the final approval of the College Strategic and
Operational Plans;

4.5 approval of the year-end financial statements;

4.6 the final consideration of the Annual Audit Report;

4.7  the acquisition and disposal of heritable property;

4.8 the appointment of Board members (including the
appointment of co-opted members) and the
appointment of members and co-opted members to
standing committees;

4.9 the removal from office of Board members;
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4.10 the appointment and dismissal of the Principal;
4.11 delegation of functions of the Board of Governors;

412 the making, amendment and revocation of the
docume n t entitled 6Constitution
for the Board of Governor so.

The Principal, as Chief Executive of the College, shall be
responsible for the operational management of the College subject
to strategic direction by the Board of Governors.
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SECTION 1

DELEGATION TO THE CHAIR OF THE BOARD

The Chair of the Board of Governors is authorised:

1

in the absence of both the Principal and the deputising
Principal (the mechanism for appointing the deputising
Principal is outlined in Section 3 below), in conjunction with a
designated member of senior staff, to take such measures as
may be required in emergencies subject to reporting to the
appropriate Committees or to the Board as soon as possible
thereafter on any items for which approval of the Committee
or the Board would normally be necessary (in the Principal's
absence the deputising Principal is responsible for the
operational management of the College).

the Chair is also required to nominate, after a period of four
weeks continuous absence of the Principal, a deputy
Accounting Officer (normally the deputising Principal) to
discharge this role in the Principal's absence (such action
should, at the earliest opportunity be brought to the attention
of the SFC and the Board of Governors).

In the event of continuous absence of eight weeks (including
the four week absence referred to above) of the Principal
(except in the case of serious illness when the period of
continuous absence will be 4 weeks), the entire Board shall
(in a special meeting called for this purpose) be required to
invest the delegations ascribed to the Principal in this
document to the deputising Principal and other members of
the Executive as the Board considers appropriate until such
time as the Principal is capable of discharging fully his
functions as Principal/Chief Executive/Accounting Officer and
academic leader of the College.
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3 to exercise judgment in the event of a need for an urgent
decision during the period between Board meetings, such
that:

either an emergency Board meeting is called in the case of
material decisions;

or to make the required decision, subject to homologation at
the next Board meeting.

4 to conduct annual staff development and performance review
interviews with the Principal, including setting of performance
standards for the Principal,;

5 to sign the College's Annual Financial Report prior to its
submission to the SFC and after it has been approved by the
Board;

6 to undertake external representation of the College as
appropriate;

7 to approve Board papers for public consultation, and

8 to lead the recruitment process for the Secretary of the

Board when a vacancy arises.
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SECTION 2

DELEGATIONS TO COMMITTEES OF THE BOARD OF
GOVERNORS

General Delegations to Committees

There is delegated to each Committee of the Board of Governors all
functions relative to:

1 The respective terms of reference of those Committees as
detailed in the Board of Governors compliance
documentation;

2 Any Minutes of the Board making a special delegation to a
Committee.

Each Committee may exercise and perform on behalf of and in the
name of the Board all of the authority, powers and duties of the
Board in relation to the functions so delegated. The Chair of each
Committee is authorised to act on behalf of the Board between
cycles so far as such acts relate to matters within the remit of the
Committee of which he is Chair.

Remuneration

On recommendation from the Principal, the remuneration and
conditions of service of employees of the Board shall be determined
as follows:

1 Posts of Principal, Assistant Principal and other staff outwith
the scope of agreed college JNC arrangements i by the
Remuneration Committee.

2 Posts within the terms of the Recognition and Procedure
Agreement for Lecturing Staff i approval by the Board
following agreement by the Remuneration Committee to the
proposals of the Joint Negotiation Committee for Lecturing

Staff.
3 Posts within the terms of the Recognition and Procedure
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Agreement for Support Staff i approval by the Board
following agreement from the Remuneration Committee to
the proposals of the Joint Negotiation Committee for Support
Staff.

Appointments

With the exception of the position of Principal, the authority to fill
vacant posts shall be delegated to the Principal in accordance with

the Recruitment Policy and having regard to the approved staffing
budget.

Appointment to the position of Principal will be made by a Working
Party of the Board established for the purpose.
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SECTION 3

DELEGATIONS TO THE PRINCIPAL

The Principal, as Chief Executive of the College, shall be
responsible for the operational management of the College subject
to strategic direction by the Board of Governors.

The functions listed here are delegated to the Principal. The
Principal may, in turn, delegate particular functions to other
members of staff while retaining responsibility to the Board of
Governors for the exercise of these functions.

Qualification of delegations

The delegations to the Principal are always subject to:

e the Compliance Documentation of the Board of Governors and
of all policies of the Board that from time-to-time are in force;

e appropriate provision for financial outlays having been made
by the Board for the current year.

The Principal is authorised:
1.0 General

1.1  to take such measures as may be required in
emergencies subject to advising the Chair of the
Board, where possible, and subsequently reporting to
the appropriate Committee or to the Board as soon as
possible thereafter any items for which approval of the
Committee or Board would normally be necessary;

1.2  to facilitate the management of the college and its
provision of services within the framework determined
by the College Strategic and Operational Plans, the
approved budget and any other policies determined
by the Board;
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to arrange for the keeping of proper records and
Minutes of the Board's and Committees' proceedings;

to make available for inspection at the College copies
of the Agenda and agreed Minutes of any meeting of
the Board or any Committee and also of any non-
restricted report or other document considered by
such a meeting;

to consult on behalf of the Board with representatives
of the Local Enterprise Company and the Local
Education Authority about the priorities contained
within the College's Strategic Plan prior to its final
approval by the Board;

to respond on behalf of the Board to consultative
documents that may from time-to-time be sent to the
College by the Scottish Executive, the SFC or other
external agencies;

to authorise the issue of press releases for publication
and broadcasting on behalf of the College;

to authorise the commercial publication of any
document on behalf of the College;

to take out membership of, and to attend meetings of,
appropriate outside bodies and professional
associations where it is compatible with the duties of the
Principal and in the interests of the College to do so;

to absent himself or to permit any member of staff of
the College to absent himself occasionally and
temporarily during business hours to attend to duties
or services of a civic, honorary, charitable or social
nature provided that they do not interfere with the
efficient or effective discharge of his duties to the
Board. Similarly he may permit a member of the
College's staff to absent themselves for
compassionate reasons;
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to make visits and to authorise members of staff of the
College to make visits as representatives of the College;

if he considers it would be in the interests of the
College or Board to do so, to approve the provision of
reasonable hospitality to representatives of other
colleges, organisations, members of staff of the
College or others;

to determine the dates of the College holidays and
other details of the College's academic calendar;

to take appropriate action on all other issues which do
not fall within the specific remits of the Board or its
committees, bearing in mind at all times, the interests
of the college and its students, and his responsibility
as Accounting Officer.

to appoint a senior member of staff (normally an
Assistant Principal) as deputising Principal during
periods of planned absence. In circumstances where
the absence of the Principal is unplanned, the
Chairman shall appoint a deputising Principal from
among the college senior management.

2.0 Finance

2.1

2.2

2.3

to arrange for the presentation to the Board for
approval of an annual budget of income and
expenditure, including revenue and capital;

to arrange for the preparation, audit and presentation
to the Board of accounts following the end of each
financial year in compliance with the requirements of
the Accounts Direction and encompassing Audit
Scotland and SFC instruction;

to sign and date the report of the Board of Governors
on the Annual Accounts in terms of the accounts
direction given by the Scottish Executive under
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paragraph 18 of Schedule 2 to the 1992 Act and
having accord with subsequent SFC and Audit
Scotland requirements;

to enter into and negotiate contracts and other binding
arrangements for the supply of goods and services
(whether bought, leased, hired or otherwise acquired)
to the College on behalf of the Board or to authorise
another to enter into such contracts up to a value of
the relevant EU Procurement threshold or Board
approved budgetary limits and all in accordance with
the College Contract Procurement Procedures;

when it is judged to be in the interests of the Board to
do so, to terminate contracts or to authorise the
termination of contracts except in cases where the
contracts have been specifically approved either by
the Board or a Committee;

to incur capital expenditure up to the limits set in the
college Financial Regualtions or Board approved
budgetary limits;

to vire monies from expenditure heads within agreed
budgets taking account of and complying with the
College's financial regulations;

to monitor and manage any budgets for which he is
the designated budget holder;

to sign cheques in accordance with the provisions for
cheque signatories;

to sign on behalf of the Board of Governors European
Social Fund and other Public Authority Support
Certificates;

to write off bad debts due to the College in
accordance with the limits set out in the college
Financial Regulations;
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to sign all deeds and other documents binding the
Board for all purposes to which paragraph 20 of
Schedule 2 to the 1992 Act applies;

to set and amend as necessary the level of tuition
fees, examination expenses, maintenance and
contribution scales for all courses and services offered
by the College taking cognizance of guidance issued
on such matters by the Board of Governors, Scottish
Executive and the SFC. In addition, the Principal shall
have the authority to waive or grant remission of fees
and expenses in special cases;

to provide courses requested by outside agencies and
to negotiate in accordance with the approved fees
policy appropriate charges;

to raise funds for, and apply them to, any of the
activities that the Board has power to undertake;

to accept gifts of money, other property and services
on behalf of the College and (in accordance with the
College's policy on the receipt of gifts):

e determine their application; or
e set up a trust to hold or administer them for the
purpose for which they have been established;

to administer any educational endowment that
transferred to and vested in the Board in terms of
section 19(1) of the 1992 Act;

on receipt of valid claims, to pay to members of the
Board or co-opted members of the Board's
Committees (whether or not they are also members of
the Board) such allowances and expenses as the
Board may have determined after taking cognisance
of guidance issued by the SFC.
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to open bank accounts on behalf of the college (as
specifically directed and approved by the Board of
Governors) and to manage the college overdraft facility
in accordance with Board guidance and SFC guidelines.

Insurance

3.1

3.2

3.3

3.4

to take out any necessary insurances to protect the
interests of the College and the Board;

to make arrangements with insurance companies
concerning the settlement of claims in accordance
with the limits set out in the college Financial
Regulations;

to settle (and without reference to the Board) claims
made against the Board where there is no insurance
and whether or not a court or tribunal action has been
raised, subject to any necessary approvals being
obtained when Treasury Indemnity applies or other
guidance from the SFC. The financial limit for such
settlements is set out in the college Financial
Regulations;

to take all necessary steps to ensure compliance with
risk management guidance.

Property

4.1

4.2

4.3

to allocate and apportion accommodation within the
College;

to determine and control the standard of furniture,
furnishings and equipment within the College;

to arrange for any necessary alterations to College
property provided that the alteration or adaptation
does not affect any material change in the character
of the College, and subject to tender procedures laid
down by the Board. Financial limits for such
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alterations are detailed in the college Financial
Regulations;

to apply to the appropriate authority for any necessary
statutory consents;

where it is competent and in the interests of the
college to do so, to lodge with the appropriate
authority, objections to the grant of any permission,
licence, warrant etc;

to grant use of College accommodation to outside
bodies or persons for the purposes of holding
meetings and functions on such terms and conditions
as are reasonable in the circumstances and in
accordance with the College's letting policy;

to grant any way leave or servitude over property of
the College on such terms as may be appropriate.

Staffing

to supervise, manage and deploy staff within the
College;

to review the performance of members of the College
executive against predetermined targets in
accordance with the policy of the Board;

to prepare the initial role descriptions and
specifications of staff employed in the College and
review and modify these to meet the perceived needs
of the College;

to authorise the appointment of staff to the College,
within the agreed budget approved by the Board, in
circumstances where the power to appoint has not
been delegated to a Committee or is not reserved to
the Board;

to determine an appropriate staff structure for the
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College consistent with the conditions of employment
that currently apply after consultation and (where
appropriate) negotiation with representatives of
recognised trade unions and professional
associations;

to consult and negotiate with representatives of
recognised trade unions and professional associations
on behalf of the Board of Governors;

to take disciplinary action against staff of the College
up to and including dismissal subject to complying
with the disciplinary procedures laid down by the
Board;

to deem an employee to be in breach of contract and
to take appropriate action against such an individual
within the College's policies;

to grant appropriate leave of absence with salary to
enable staff to undertake work experience, approved
courses or to attend approved meetings or
conferences;

to grant leave of absence without salary for up to one
year to enable staff to undertake voluntary service or
for other appropriate purposes;

to determine his own pattern of annual leave within
the conditions of service which apply, for the time
being, to the post, subject to details being provided for
information to the Chair of the Board;

to arrange programmes of in-service training for both
staff and members of the Board of Governors;

to exercise any discretionary powers available in the
implementation of conditions of service in relation to
all staff;

to approve the secondment of staff of the College to
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external agencies where the total cost for the
secondment is recoverable and to approve the
appointment, where necessary, of a temporary
replacement for the duration of the secondment;

to sanction the payment of overtime allowances;

to sanction the payment of temporary responsibility
allowances in accordance with the conditions of
service;

to approve initial salary placing for staff within
approved salary scales;

to engage the services of outside persons, firms or
organisations when it is necessary to carry out the
functions of the Board in cases where the authority to
engage such services is not delegated to a Committee
or is not reserved to the Board;

to authorise criminal record checks from the Scottish
Criminal Records Office on staff who may be working
with students below the statutory leaving age who
might be enrolled with the College or who might have
special educational needs;

to give a direction, in special circumstances, that any
member of staff shall not exercise a delegated function;

to rescind, in his role of Accounting Officer, any
delegation to any nominated officer.

6.0 Students

6.1 to arrange for the provision of appropriate curricular
and support services for students and clients;

6.2 to administer in accordance with any policy
determined by the Scottish Executive or the SFC or
the Board the disbursement of monies to students

Constitution & Standing Orders of the Board Page 55 of 58

of Governors of the Adam Smith College, Fife



6.3

6.4

6.5

6.6

6.7

THE ADAM SMITH COLLEGE, FIFE

attending the College;

to administer in accordance with any policy of the
Board the provision of financial or other assistance to
students of the College;

to authorise students and make financial contributions
to students to attend courses and conferences and to
undertake educational visits and excursions within the
UK or abroad within the approved budget of the
Board;

to authorise leave of absence with salary for staff to
accompany students of the College to such courses
and conferences and on such visits and excursions as
mentioned in paragraph 6.4;

to provide financial or other assistance to the
Students' Union of the College within the terms
approved by the Board;

to take appropriate disciplinary action, including
temporary exclusion and permanent exclusion,
against students.
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APPENDIX 7

RESPONSIBILITIES OF THE SECRETARY TO THE BOARD

SUMMARY OF MAJOR RESPONSIBILITIES

1.0

2.0

3.0

4.0

5.0

6.0

7.0

To be in attendance at Board meetings to advise the Board
of Governors and its committees on the proper exercise of
powers.

To advise the Chairman on action necessary to maintain
compliance with Statutory Instruments, Standing Orders and
the Scheme of Delegation.

To take appropriate action if and when the Board of
Governors, its Chair or one of its committees appear to be at
risk of acting outside their powers or proposing actions which
may be unlawful.

In conjunction with the Compliance Working Party of the
Board, to arrange for annual review of compliance and
governance issues, policies and procedures including the
Standing Orders for the conduct of business of the Board
and its committees.

In consultation with the Chair and the Principal, to plan the

forward programme of meetings of the Board of Governors
and its committees and to arrange for the timeous provision
of all necessary papers and supporting documentation.

To ensure compliance with the law and Board procedures
regarding the recording, safe custody and public access to
Board of Governors papers.

To act as official college contact for the maintenance of the
Register of Interests of Board Members, election of staff
members to the Board of Governors and other statutory
requirements with regard to Board membership.
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8.0 To act as the designated manager with regard to the college
Whistleblowing Policy, to set up investigations and to report
the outcomes as appropriate.

9.0 To advise the Board of Governors of new (or amendments to
existing) legislation that might have an influence on the work
of the Board or the effective operation of the College and to
arrange for appropriate legal advice as required.

The position of the Secretary to the Board should be kept under
review to ensure independence is maintained. This review will be
carried out annually by the Chairman of the Board of Governors.
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