Minutes of the Meeting of the Governing Body of
THE CITY LITERARY INSTITUTE held on 21st October 2008 at

Keeley Street, London WC2

Present:

GOVERNORS
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Key:


+ Present 



*Apologies tendered


In Attendance:
Joe Manifold (Vice Principal)


Nick Moore (Vice Principal)


Clerk:


Denise Gill

PART ONE:

STANDING ITEMS

08/67

Apologies for Absence
Members approved the absence of Catherine McGuinness who had not been able to attend three consecutive meetings.

08/68

Declarations of Interest

Bertie Leigh declared an interest in item 08/68 but was not asked to leave the meeting.  He did not participate in the discussion on his reappointment.
08/69

Membership

Members received a report containing the recommendations of the Search Committee which was proposing the appointment of Annita Bennett to the Board. A copy of her curriculum vita was attached to the report.  The Committee was also recommending that Bertie Leigh be reappointed for a further term of office.

The Clerk advised that elections had taken place for a staff and a student governor.  The CVs of the individuals winning the ballots had been circulated by email as the count had been held after the papers had been dispatched. Members were asked to approve the two nominations.

The Chair informed members that she had been appointed to the AoC Governors’ Council and that she hoped that she would be able to make a difference, particularly on self-regulation.

The Board discussed the report and it was agreed:
· To appoint Annita Bennett to the Board for a period of 4 years.

· To reappoint Bertie Leigh for a second period of office of 4 years.

· To appoint Janet Obi-Keller as a staff governor for a period of 4 years.

· To appoint Andrew Weale as a student governor for a period of office ending on 31st August 2010.

· To note that the Chair had been appointed to the AoC Governors’ Council.

Members invited Annita, Janet and Andrew to join the meeting.

08/70

Annual Fire Evacuation Brief

The Principal gave a Fire Evacuation briefing to the members of the Governing Body which detailed action to be taken in the case of a fire and/or alarm.

08/71

Presentation on the new Website

Liora Ives gave a presentation on the new City Lit website which was to be launched shortly.  She advised that there would be a host of new features including an improved search tool to aid browsing, promotions for weekend and late availability courses, more sales banners on the home page, visual galleries for courses, as well as capacity for video and audio and student reviews.  She then gave a demonstration on its facilities.
In response to a question on maintenance, Liora advised that a content management system would be employed which would enable City Lit to create new pages as well as regularly updating the site.  The governors asked about usability tests employed and Liora advised that the concentration had been on ease of navigation rather than the language used but this issue was to be addressed.  Liora was also asked about employer engagement work and she advised that there was a separate business website and assured governors that there would be a hyperlink from the main website to the business site.  Further development work would enable overviews of each department.
The Principal thanked Liora and Katy Ruffels for their hard work in developing the new website.

08/72

Minutes of the Previous Meetings

The minutes of the meetings held on:

· 8th July 2008

· 15th September 2008

were approved and signed by the Chair.

08/73

Matters Arising Not Appearing Elsewhere
There were no matters arising not appearing elsewhere.
08/74

Principal’s Report

The Principal presented his report July to October 2008.  He advised that the major focus during the period had been the preparation of the financial statements, the new website, including content, creation of the Self Assessment Reports ready for curriculum reviews and preparation for the new term.

Enrolments had got off to a good start and the Institute was ahead on enrolments and fee income compared to the same time last year.  Enrolments were up 6.6% and fee income up by 15.3% which, if sustained throughout the year, would enable the budget for fee income to be met.  The Anglo American Study Centre had got off to a good start with nearly all additional classes there full and some new provision (Polish and Hindi) already had waiting lists.  Based on term one performance, it was covering its costs and making a surplus.
The Principal said he was pleased to report that overall, City Lit had some very good GCSE and A –Level results, especially in Languages where 10 students gained an A* grade and one student a grade B.  Two students were reported to be in the Top 10 highest Edexcel scores across the whole country, as well as one Greek student.

Members were informed of the ministerial changes that had taken place at the DIUS following the Cabinet reshuffle.  The changes included David Lammy replacing Bill Rammell as the Minister of State and the appointment of Lord Tony Young as the Under-Secretary for Skills.

The Principal reported on the record turnout at staff meetings in September which had resulted in lots of positive feedback.  Morale generally seemed high across the Institute although in the part-time staff survey a few had expressed fear about the future of City Lit and their job security which indicated that more work needed to be done on communication.
Members were given a historical table of City Lit’s LSC funding, fee income and level 2 & 3 and Skills for Life learner numbers.  Learner number volumes by funding stream for 2007/08 were also given.  The Principal stated that the statistics showed that there was a reduction in the number of students claiming a concessionary fee and therefore the Institute was not helping those most in need.  Some of the courses provided for disadvantaged groups were making a loss and it was crucial that these programmes continued.  However the government wanted it both ways – they want the courses but don’t want to adequately fund them.  The Principal advised that he had sent the statistics to the LSC and the DIUS.

The report also set out the progress made on the top ten priorities for the summer 2008 and listed the top then priorities for autumn 2008.
The Principal was thanked for a very interesting report.

08/75

Date of Next Meeting

It was noted that the next meeting will be held on 9th December 2008 at 5 p.m.

It was agreed that the next review meeting will be held on 24th March 2008 at 3 pm. with the remit of reviewing the Board’s own practices and performance. 

PART TWO:

MATTERS FOR DECISION  
08/76
Pay Award 2008/09

The Principal presented a report containing a recommendation from the Finance and Employment Committee about a pay rise for all staff except for the senior postholders.  He informed members that the pay-award date for staff was 1st August and that the AoC had made a final pay offer of 3.2% from 1st October.  The Unions had recently agreed to the AoC offer in the last few days.
The report advised that for City Lit, with static LSC funding, any pay award would need to be funded by increased fee income and reduced costs arising from the GO and GO2 strategies.  This was reflected in the financial plan agreed by the Governing Body.  A number of different options for a pay award had been proposed to the Finance and Employment Committee and it had been agreed to recommend to the Governing Body that it should implement for all staff except for senior postholders:
· a 2% interim pay award from 1 August;
· a further 1.2% from 1 October (3.2% overall and agreed by the unions);

· state that City Lit will need to reconsider the overall position should an improved offer be negotiated;

The report further advised that the Committee had also discussed proposals with regard to the Pay Modernisation/Spine Point Alignment.  As City Lit had made a surplus in 2007/08, and, as part of the GO strategy greater demands were being made of staff, the Committee was proposing that a further stage of the Pay Modernisation/SPA should be implemented from 1 May 2009, if it was affordable.  City Lit’s financial position on affordability would be assessed in April 2009.  

The Board accepted the recommendations of the Finance and Employment Committee and agreed that the Principal should decide whether the Pay Modernisation/SPA was affordable and that he should report to the Governing Body in May whether or not it had been implemented.
08/77
City Lit Property Strategy

The Principal presented a report proposing a property strategy for the next two years.  He reminded members that City Lit’s Strategic Plan 2008-11 had a clear objective to grow to ensure its future financial position and to meet unmet demand for more courses.  Some of the expansion options presented to governors had been successful, some (Fetter Street and New London House) had not, due to events beyond City Lit’s control.  He felt it was time to propose a property strategy that underpinned the Strategic Plan rather than make ad-hoc proposals when opportunities arose.

The Finance and Employment Committee had discussed the draft Property Strategy at its meeting held on 30th September and in recommending the Property Strategy to the Governing Body, members commented that in the medium term, if funding was available, it might be a shrewd move to purchase a freehold property.  

The property strategy presented to the Board contained the background to the development of the strategy, the key objective to expand, risk, options to expand the Keeley Street building, the comparison of options for future growth, relative costs and location.  Members considered and agreed that the priorities should be:

· Short term (next six months)

Work to achieve the proposed extension of City Lit’s Keeley Street building.

· Medium term (next twelve months)

Continue to look for possibilities to consolidate the additional evening space into one site and to continue to look for space in The City.

· Longer term (1-2 years after economy has settled a little)

Either alone, or in partnership, look for a larger property to rent or buy to facilitate significant additional expansion (circa 10-15 extra classrooms/studios).

Members were also informed that City Lit was still progressing with the proposed extension to The City Lit building.  The Finance and Employment Committee had affirmed its support by agreeing to obtaining a formal cost estimate as well as proceeding to formal planning permission.

Governors discussed the strategy and the Principal confirmed that the Institute was using its current space efficiently.  Software developments on the EBS system should allow for rooming to be done centrally which should see even more efficiency gains. It was agreed that potential acquisitions or mergers should be included in the longer-term strategy.  
The Board agreed the Property Strategy and noted its Directors’ Duties under the Companies Act 2006.

08/78

Transfer of Artefacts to MOLAS

The Clerk presented a report requesting the Governing Body to approve and sign a Deed to Transfer to the Museum of London Archaeology Service for the artefacts that were excavated from the Keeley Street site prior to the building of the new building.

The Clerk explained that it had been a condition of planning consent that City Lit agreed to fund an excavation of the Keeley Street site when the previous building was raised to the ground in preparation for the new build.  This was carried out and a range of artefacts were found, none of which had any significant value.  They were mostly shards of ceramics and tobacco pipes although there were a few interesting pieces, for example an ivory chessman, a thin gold ring, and a bone rattle but these are too delicate for display. 
Members were advised that any artefacts that are recovered from archaeological sites in England belong to the landowner under English law.  Whilst the vast majority of these may have little or no monetary value, they are of great value as a resource both for the specialist researcher and the ordinary members of the public interested in London’s past.  English Heritage strongly advise landowners to agree to donate these artefacts to a local Museum or resource centre which has the ability to conserve and curate them in an appropriate manner to make them publicly available.

Although none of the pieces are of any significant value individually, MOLAS was very keen to take the whole collection because it contained Saxon objects, which was a rare find outside of the City Wall.  These objects include ceramic pottery, stone querns, glass vessels and loom weights but it is MOLAS policy only to accept the whole collection, and not just one element of the finds, so that everything from the various historical periods could be seen in the context of one location.  MOLAS was prepared to loan some artefacts for display at City Lit and these could be changed from time to time provided that their costs were covered.

The Governing Body agreed the Deed of Transfer on condition that MOLAS agreed to lend City Lit items for display and that these can be changed from time to time.  The Deed was sealed and signed in the meeting.

08/79

Opening of Bank Account & Bank Mandate

Joe Manifold advised that City Lit was seeking to open new deposit facilities with Barclays Bank in order to spread investment risk by placing deposits with several banks.  Currently the Institute had deposit facilities with Allied Irish Bank(GB) and Nat West banks and the Finance and Employment Committee had recommended opening accounts with other financial institutions as a protective measure.  Joe advised that he was currently looking at other investment options to further spread risk.
A copy of the Barclays Customer Agreement was attached to the report, together with an Appointment of Bankers form.  It was proposed that the bank mandate should be any two of the following signatories for payment instructions up to £10,000:


Peter Davies – Principal


Joseph Manifold – Vice Principal (Resources & Business Development)


Nick Moore – Vice Principal (Programme Development & Quality)

Denise Gill – Company Secretary


Danny Smith – Finance Manager.

It was also proposed that for amounts over £10K, one of the two signatories must be the Principal or Vice Principal (Resources & Business Development).  In the absence of both of these, the payment would be authorized by one of the other senior postholders in line with a formal written delegation of authority.  Governors were also asked to agree that Joe Manifold could be added to the list of signatories for Nat West Bank in order to bring the mandate into line with the Allied Irish Bank (GB).
The Members considered the Barclays Customer Agreement and other documents which the Bank has provided and resolved that:

1. the Members

(a)
appoint Barclays Bank PLC (the Bank) as the Board’s bankers; or

(b)
cancel the Board’s existing mandates to the Bank (except in relation to cheques and other instructions given before the Bank receives this resolution);

2. the Members accept the terms of the Barclays Customer Agreement and confirm such acceptance to the Bank by completing the Bank’s form of Appointment of Bankers;

3. the Members authorise any individual named in Section 2 (an ‘authorised person’) either individually or, if relevant, with other authorised person(s) in accordance with Section 3 to:

(a) into any other agreements with the Bank (including banking facility agreements and indemnities) which they consider to be in the interests of the Board from time-to-time; and

(b) give instructions concerning the operation of the Board’s bank accounts and otherwise communicate with the Bank in each case in writing or verbally, in accordance with the Customer Agreement; and

(c) register the Board for the Bank’s computer and telephone banking services.

The Members noted that if the Board has registered for the Bank’s computer and telephone banking services, any of the authorised person(s) acting in accordance with the current approval processes for the services would be responsible for amending the Board’s ‘customer profile’ which (among other things) determines:

· the accounts that can be accessed by computer or telephone;

· security procedures and the number of individuals required to approve each instruction issued to the Bank (approval processes);

· the individuals (‘Users’) allowed to use the service for making payments and other purposes (within any specified limits).

The Members also noted that the Bank is entitled to act on all instructions given by a User in accordance with the correct security procedures until the Board notifies the appropriate computer or telephone banking service that the User is no longer authorised to act for it.

The proposed signatories on the bank mandate and signing instructions were approved.  It was also agreed that Joe Manifold should be added to the list of signatories for the Nat West Bank.

08/80

Attendance Records Annual Report
The Board received a report from the Clerk giving details of the attendance records and targets for the Board and its committees for 2007/08.  Members noted the information.
The Board agreed a 75% attendance target for 2008/09.

08/81

Review of the Governing Body Committee Membership

The Clerk introduced a paper on the annual review of committee membership.  She advised that there were a number of vacancies on committees following retirements/resignations from the Board and requested members to consider filling the vacancies.  She also advised that although governors have not previously set a specific period of appointment for membership of committees, it had been suggested that this should be done for external co-opted committee members so that they did not go on in perpetuity.  In future, co-opted members would be eligible to serve up to two four year terms of office.
Members discussed the report and it was agreed that:


Christopher Galleymore would join the Remuneration Committee


Joanna Reynolds would join the Finance & Employment Committee


Annita Bennett would join the Audit Committee


Marco Macchitella would join the Quality and Standards Committee


Andrew Weale would join the Quality and Standards Committee

Philip O’Halloran’s final term of office on the Audit Committee would take effect from 1 January 2008.

08/82

Management Accounts – Month 12

Joe Manifold introduced the management accounts for month 12, ending on 31st July 2008.  The report included:

· Income and Expenditure
· Comparison of current surplus against prior year (before FRS 17 and compensation for overage)
· Balance sheet as at 31st July 2008.
Members were informed that the draft outurn was a surplus of £105K, excluding FRS17 pension accounting adjustments.  This was a favourable variance of £57K against the budget for the year.  The figures though were still subject to audit.

The Board were advised that the favourable variance on total income had been driven by student fees which had performed strongly for the whole year.  Student fees showed a favourable variance of £394K.  Moreover, Local Initiative Development Fund (LIDF) income of £84K had been received which had not been budgeted for.

The Committee was informed that pay expenditure had a significant overspend (£306K).  This was due to additional courses being provided as well as pay costs associated with the LIDF income.  Non pay costs included additional costs associated with Ludgate Circus dilapidations, higher than budgeted project partner payments (offset by extra grant & contract income) and new web-site development expenditure.  Joe added that some under-spends in other non-pay areas had offset extra costs to some degree.

In summary, members were advised that the strong performance of student fees and additional sources of income, combined with non-pay underspend in some areas, had enabled City Lit to achieve an outturn significantly better than budget.
The Board noted the management accounts. 

08/83

Annual Risk Management Report

Nick Moore presented the Annual Risk Management Report to the Board.  He advised that the Risk Management Group had met three times during 2007/08 to:

· Review the content of the risk register;

· Review the scoring of risks;

· Review progress with actions to mitigate risk;

· Propose new actions to mitigate risk; 

· Determine the top 10 risks;

· Up-date the risk radar; 

· Recommend the changes to the Executive for its validation. 

A copy of the current risk register, risk mitigation table and the risk radars for the year were attached to the report.

Nick explained that numerous minor amendments to the wording of risks had been made during the year.  For example ‘failure to maintain effective telephone enrolment’ had been amended to ‘failure to maintain effective telephone and online enrolment’.  Similarly, changes had been made to the rating of risks.  During the year the risk ‘significant faults in building design’ had been removed from the register and ‘inability of the website to meet business needs’ had been added.
Nick then drew attention to the three risk radar screens for October 2007, March 2008 and July 2008 and explained the changes that had occurred from period to period. Members were informed that as part of the annual audit cycle and to meet LSC requirements, risk management at City Lit was audited in November 2007.  The auditors had made only two recommendations:
· Stop distinguishing between risk to reputation and financial risk.

This had not been adopted as it was considered to potentially weaken the risk management process.

· Add ‘sources of assurance’ to the mitigation table for the top ten risks.

This had been adopted as a useful addition and included in the table.

Members discussed the report and commented that the July 2008 risk diagram had not changed despite the riskier economic climate.  Nick responded that risk 4, City Lit’s financial position, had moved closer to the centre in the July diagram.  Moreover, there had been changes since July particularly around employer and fee income, government spending freeze and the demise of the LSC and this would be considered in the October review which would be submitted to the Audit Committee.  Nick advised that governors would always be kept informed of any significant medium to long-term changes in the diagram and the Chair would be informed of changes to short-term risk factors.
Governors noted the report.

08/84

Annual Report on Health and Safety

The Principal presented the Annual Report on Health and Safety for 2007/08.  He stated that he chaired the Health and Safety Committee which met at least once a term: the minutes were forwarded to the Governing Body.  The Committee had met four times during 2007/08.  Members were advised that there was an ‘Incident, Accident and Hazard’ reporting system in place and he reviewed each report and scored every one in accordance with the risk rating criteria that had been reported to the Governing Body.  There had been one incident that necessitated a report to the Health and Safety Executive.  A Duty Manager who would take charge in the event of any emergency was available at all times that City Lit is open to students.

The report gave information on first aiders, training, policies, risk assessments, evacuation practices, building inspections, Learning and Skills Council requirements and facilities management.  Details of Incidents, Accidents and Hazards that had been reported during the year were given in the report.

The Board noted their duties under Health and Safety legislation and thanked the Principal for his report.

08/85

Performance Against Key Performance Indicators 2007/08
The Principal presented a report detailing the outturn against target for the Institute’s Key Performance Indicators (KPIs).  The report set out the three key objectives for City Lit as agreed by the Governing Body and it detailed the achievements for each one.

The report then listed all the KPIs but only commented on those that had not been achieved in 2007/08. These were: K0-05 Course starts as %=> number of enrolments; E1-02 FT tutors % with appropriate teaching qualifications; E1-04 tutor observations and BF-01 Balance of provision.  The Principal explained the reasons for the missed targets and governors queried why tutor observations were a particular problem.  The Principal responded that City Lit simply did not have the human resources to observe the huge number of part-time tutors that were employed within the timescale.  It was suggested that outside observers could be brought in but the Principal advised that this would be extremely costly given the numbers involved.  Governors accepted that the ‘force for good provision’ as a % of the balance of provision target may be more difficult to achieve as City Lit grows full fee paying courses but not ‘force for good’ areas.
Members noted the report and agreed that a paper on missed KPIs would be submitted to the Quality and Standards Committee for detailed discussion.
08/86
Minutes of Meetings

The Board received and noted the unconfirmed minutes of the following meetings:

· Health & Safety Committee held on 7th July 2008

· Search Committee held on 15th September 2008

· Finance and Employment Committee held on 30th September 2008.

Chair……………………………………………..

Date…………………………
Ms. A. Bennett+				Mr. M. Macchitella+


Mr. M. Biriotti+ (from item 08/71)			Mr. T. Mahmood+


Mr. I. Chapman+				Ms. C. McGuinness* 


Mr. P. Davies+				Cllr. A. Nicholl*


Mr. C. Galleymore+				Ms. J. Obi-Keller+


Mr. K. Geeson*         				Ms. J. Reynolds+


Mr. D. Greenland*				Mr. W. Stokoe+


Mr. P. Hay+ (to item 08/85)			Mr. J. Stone+


Ms. H.	Keenlyside+				Ms. C. Stott+ (Chair)


Mr. B. Leigh+     				Mr. A. Weale+








