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Role description and person specification for a Governor 

Purpose of the role 

As a member of the Corporation of Capel Manor College, to play a full part in College governance, 
including: 

 setting the strategic direction of the College 

 appointing senior posts (the Principal and Clerk to the Corporation) and overseeing their 
performance. 

To work with other Board members to ensure the effective and efficient use of resources, the solvency 
of the institution and Corporation and the safeguarding of their assets: 

 assigning roles and responsibilities 

 establishing and modelling the College’s values and ethos 
 ensuring that appropriate systems are in place to achieve the College’s strategic aims, maintain and 

improve the quality of service effectively, manage risks and monitor strategically performance in all 
these areas 

 developing leadership 
 ensuring accountability. 

On request, to provide independent but non-executive support to the Principal and senior leadership 
team on any issues affecting the governance or strategic management of the College. 
 
To act as an ambassador for the College. 

 

Principal duties 

 Preparing for and participating in Governing Body meetings (normally three per year in the evenings). 

 Serving on such sub-committees (as appointed) (see list below). 

 Attending Strategic Away Days (annual), Mayor’s Day (a Saturday), annual student awards / prize-
giving, at least one centre and other events as appropriate. 

 Preparing for, attending and participating in meetings of the Corporation (Governing Body or its sub-
committees). 

 Attending training as required.  In-house training seminars (including updates on important 
developments affecting the College) are arranged prior to Governing Body meetings.  Governors also 
have access to training and other events run by the Association of Colleges and Landex (the land-
based colleges’ association) at various locations around the country. Appropriate induction training is 
offered for all new Governors. 

 Attending at least some of the public and private events at which important stakeholders are present, 
including student awards ceremonies, open days and other external events. 

 Most Governors also serve on, at least, one of the College’s sub-committees: 

 Finance and Resources Committee 

 Audit Committee 

 Academic Committee 

 Search, Governance and Remuneration Committee 
 Estates Committee 

 Strategy Committee. 
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 From time to time a Governor may also be asked to contribute his or her expertise to a task-and-finish 
group established by the Corporation or by College management or to serve in a non-executive 
capacity on a standing College committee.  Governors may also be asked to participate in senior staff 
appointments, the letting of major contracts or disciplinary process appeals. 

 We estimate that the time commitment required of each Governor is 10 hours a month.  This includes 
an allowance of preparation time, but does not include the time spent travelling to and from meetings or 
events. 

 

Personal specification 

Essential criteria: 

 Confirmation that they are not disqualified from becoming a charity trustee under the automatic 
disqualification rules. 

 Able to attend Governing Body meetings, and to participate in other College events and training 
sessions as required. 

 Passionate about education and able to act and think strategically to facilitate the difference that it can 
make to individuals and communities. 

 An effective communicator, able to support, encourage, challenge and persuade colleagues and 
stakeholders. 

 Able to strategically analyse and understand complex problems from a variety of different points of 
view. 

 Comfortable with the routine use of ICT – able to receive and send emails, download information from 
websites and from the College’s Intranet, complete forms online and create or modify simple Word (or 
similar) documents. 

 Committed to Capel Manor College’s Strategic ambitions. 

 A commitment to equality of opportunity. 

Desirable criterion: 

 Keenly interested in education, the environment and/or one or more land-based/environmental 
industries. 

 

Other information 

An appointment as a Governor of Capel Manor College is a public appointment.  All Governors are required 
to abide by the Corporation’s Code of Conduct, which is based on the seven principles of public life (the 
‘Nolan’ principles): selflessness, integrity, objectivity, accountability, openness, honesty and leadership. 
 
All Governors, including Staff and Student Governors, work on a voluntary basis.  The College meets 
reasonable out-of-pocket expenses (such as travel expenses) incurred by Governors in the performance of 
their duties. 
 
Each Governor is appointed for a term of up to four years (staff and student Governors – up to two years).  
This term may be extended for a further period of up to four years by mutual agreement.  Exceptionally, the 
Corporation may invite a Governor to continue in membership for further terms where the Governor 
possesses particular skills or relevant experience that the Corporation prefers not to lose. 
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In making and considering the extension of appointments, the Corporation will have regard not only to the 
skills and knowledge of each individual candidate but also to the balance of skills and knowledge available 
to the Board as a whole, including the extent to which the Board has access to the views of different 
stakeholder groups. 

Each Governor is required to make an annual declaration of eligibility and to declare any interests that 
might be seen as potentially influencing his or her behaviour as a Governor.  Each Governor is also 
required to agree to an enhanced Disclosure and Barring Service (DBS) check on appointment, and to 
declare any interests that they may have which will be entered into a publicly available Register. 
 

Attendance at Corporation meetings 

The Corporation recognises the importance of full attendance at committee meetings and accepts that the 
professional business commitments of Governors may, from time to time, result in absences from formal 
meetings. 
 
The Instrument of Government specifies that consecutive absences can result in the Governor being 
removed from office.  Therefore, it is important that all Governors are aware of the steps that need to be 
taken in notifying absences and how the Chair of Governors will need to respond in the event of having to 
answer any questions about the attendance record of an individual Governor. 
 
The procedure, agreed by the Corporation at its meeting on 2 July 1996, sets out how attendances will be 
recorded, monitored and publicised. 
 
1. All attendances will be recorded by the Clerk and maintained in a register which will act as the 

composite record of attendance of each meeting of the governing body and its sub-committees so 
that overall attendance can be monitored. 

 
3. Apologies for absence should be given to the Clerk in advance of any committee meeting so that the 

Chair can be appraised of likely attendance. 
 
4. Any Governor approaching the point at which his or her continued membership may need to be 

decided following absence from consecutive meetings shall be contacted by the Clerk and alerted to 
this fact before the meeting after which continued membership might be called into question. 

 
5. Should a Governor’s continued membership need to be decided due to continued absence, the Clerk 

will inform the Chair. In turn the Chair will put the matter to the Governing Body in order to establish 
whether the Governor should be removed from office, after taking into account any special 
circumstances which may have led to the absences. 

 
6. Following the Governing Body deliberations, the Clerk will contact the Governor concerned conveying 

the decision of the Board. 
 
 
 
 
 
 
 
 
 
 
 
 
 


