Minutes of the Meeting of the Governing Body of
THE CITY LITERARY INSTITUTE held on 31st March 2009 at

Keeley Street, London WC2

Present:

GOVERNORS


[image: image1]
Key:


+ Present 




*Apologies tendered


In Attendance:
Joe Manifold (Vice Principal)


Nick Moore (Vice Principal)
Clerk:


Denise Gill

PART ONE:

STANDING ITEM
09/01

Declarations of Interest

Bill Stokoe declared an interest in item 09/04(a).  He was not asked to leave the meeting but did not participate in the discussion or decision on the item.
09/02

Minutes of the Previous Meetings

The Minutes of the Governing Body Meeting held on 9th December 2008 were approved and signed by the Chair.

09/03

Matters Arising Not Appearing Elsewhere

There were no matters arising not appearing elsewhere.

09/04

Membership

09/04(a)
Reappointment of Bill Stokoe

The Board received a report containing a recommendation from the Search Committee that Bill Stokoe should be reappointed for a second term of office.  Members were informed that Bill had been appointed as a governor on 26th April 2005 for a four year term of office and under the Articles of Association he was eligible for reappointment.  Bill had served on the Audit Committee since he was appointed and, in addition, he had joined the Search Committee in January 2008.   His attendance record for Governing Body meetings had been: 05/06 - 86%, 06/07- 67% and 07/08 – 50%.  He had a 100% attendance record for both the Audit and Search Committees.  Moreover he was an excellent attendee at City Lit events and always attended the annual Adult Learners’ Awards Ceremony.
Members unanimously agreed the reappointment of Bill Stokoe for a four year period of office ending on 25th April 2013.

09/04(b)
Appointment of Deputy Chair
Members were informed that the current Deputy Chair, Hilary Keenlyside, would be standing down from the Governing Body in July having served eight years on the Board.  However, due to her current illness, she felt it would be prudent to appoint a new Deputy Chair now in case she was indisposed when required to act in this role.
The Chair invited nominations for the role of Deputy Chair.  Bill Stokoe was proposed by Ian Chapman and this was seconded by Christopher Galleymore.  There were no other nominations and therefore Bill Stokoe was appointed Deputy Chair for a two year period of office with effect from 31st March 2009.
09/05

Principal’s Report

The Principal presented his report December 2008 to March 2009.  
The report commenced with a quote from a letter received from a student who had written expressing gratitude for the support she had received.  She had been unemployed when she came to the Institute, but, as a result of taking a course with a grant from the Student Bursary Fund, she had now found employment.
The report then set out the key activities that had occurred during the period, these included:
· The launch of the summer course guide

· Planning for the 2009/10 programme, which had gone much more smoothly than previous years

· Focus of generating and refining our action plan to be ‘outstanding’ at the next inspection

· Good progress made on cross college vision for Skills for Life 

· On-going review of course outlines 

· Fundamental review of the whole Adult Learning Support policy and funding

· Preparations for QAA inspection of the Deaf Degree 

· Peer Review of our programme areas where computer skills are taught 
· Increased focus on customer journey work with some good ideas emerging

· Continued work on expansion options

· Migration to EBS-4 (Management Information System) 

· Support to Informal Adult Learning in run up to launch of White Paper
· Writing a bid to John Lyon’s Charity for a family learning project using music
· Finalisation of review of large number of HR policies and reports

· Action to secure bank funds.

The Principal also informed governors that careful monitoring of enrolments had taken place and to-date they appeared to be holding up well compared to the pervious year.  Another positive note was that the staff survey showed that generally morale appeared to be staying high across the college.  There had been an increase in satisfaction rates compared to 2007 although there had been a slight dip in staff confidence about City Lit’s future (down to 80% from 84%).  On the other hand, 75% of staff felt secure in their job (up from 73%) and 90% gave a positive response to the question ‘I would recommend City Lit as a good place to work’.
The Principal reported that the Institute was expanding its Train to Gain programme including new courses planned in Child Care.  However, although funding was in addition to core funding, it was very difficult to make a surplus on these programmes.

A copy of the Top Ten Priorities for the Spring Term was attached to the report together with a copy of a one page aide-memoir provided to staff which tried to capture all the various strands of work across the college.
The Principal presented the January Balanced Score Card and risk diagram showing the top ten risks on the risk register and the action plan showing the steps being taken to mitigate and reduce the top ten risks.  Attention was drawn to two changes which were:
· removed – the likelihood of the new website not meeting City Lit’s needs
· added – the treasury risk to funds.

Members were reminded of the Adult Learners’ Week Awards Ceremony to be held on Wednesday 13th May 2009 at the Brunei Gallery, the School of Oriental and African Studies, Thornhaugh Street, London, WC1H 0XG from 6.00 to 7.45 p.m.  Drinks and canapés would be available after the ceremony.  The Principal asked governors to support the occasion.
Visitors to City Lit during the period had included the organizer of the City of London festival, Ian Ritchie, and Charles Fraser, CEO of St. Mungo’s.  Sion Simon had been asked again if he would like to visit but no response had been received.
The Principal was thanked for an informative report.

09/06

Date of Next Meeting

It was confirmed that the next meeting would be held on 19th May 2009 at 5 p.m.
PART TWO:

MATTERS FOR DECISION  

09/07

2009/10 Proposed Revised Fee Policy
The Principal introduced a paper proposing that a revised set of fee assumptions be adopted for 2009/10.  He informed members that due to the worsening economic situation, he believed that the set of fee planning assumptions agreed by the Governing Body in December 2008 should be reconsidered.  The proposed fee increases of up to 7% could result in a negative perception and result in reduced enrolments especially with the rapid lowering of the headline inflation figures.  Moreover, it was reasonable to assume that the pay award to staff would be lower in 2009 which would allow City Lit to consider a lower level of fee increases.  Enrolments were ahead by just under 4.5% compared to the previous year but this was less than the 5% the Institute was ahead at the same time last term.  This could mean that the economic downturn was beginning to have an impact.

Members were advised that by remodelling the budget based on a pay award of 2% next year, plus 0.5% for normal increments with the objective of no deterioration in the overall budget, fee increases could be contained at between 0 and 4%, depending on the type and mode of learner.  In cash terms this would represent a reduction of circa £150K in fee income compared to the original budget, which equated to about a 1.3% reduction in the budgeted pay increase for 2009/10 (which had been 4.1% overall).  The risk assessment of implementing this was documented in the report and covered costs, LSC income, other income and fee income.  The SMT view on the proposal was documented and the issues raised by members of the Finance and Employment Committee were reported.
The Board discussed the proposals and the impact on budget proposals for 2009/10.  The Principal advised that competitors were planning to keep fee increases to a minimum and learners did shop around.  Perception and attitude, rather than income, was a major consideration as students perceive there is currently zero inflation.  Members discussed whether a straight percentage increase across the board was an appropriate strategy and the Principal advised that this was necessary due to the shear volume of courses although a few special cases were adjusted manually.  
The Governing Body agreed that the proposed revised set of fee assumptions be adopted for 2009/10 and these should be incorporated into the budget planning for that period.  It was also agreed that a subtle public relations campaign should be instigated about keeping fee increases down.
09/08

Allied Irish Bank Mortgage Options
Joe Manifold introduced a report which asked members to discuss and agree on the action that should be taken during 2009 in respect of the AIB mortgage.  Joe explained that loan arrangements were set up with AIB for £4.1m on 22nd December 2004 and the first stage was a revolving credit arrangement (RCA) over five years which would enable funds to be drawn down and repaid as required.  The second stage of the agreement was a term loan facility (TLF) which would operate for 15 years from 22nd December 2009 during which time there would be a repayment of loan capital and interest.

The Board was informed that the mortgage had been set up to finance the capital build but had never been fully drawn, as much of the funding had come from a strong positive cash flow from City Lit operations and there had been no requirement to support cash flow during the last 2 years.  Funds had been drawn down at the last two year ends (£2.5m in 2007/08) to reflect the facility within the annual financial statements and show an appropriate level of financial ratios.  The RCA draw down would expire on 22nd September 2009 and therefore any money not drawn down by this date would no longer be available and it would terminate on 22nd December 2009 at which date any money drawn down would automatically be transferred to the TLF which would commence from that date.

The report set out current rates of interest payable, cash projections and assumptions for the next three years.  Three options were offered for consideration:

Option 1:
To cover the cash position by using the fixed term loan for an amount up to £800K

Option 2:
To allow the mortgage arrangement with AIB to lapse and to arrange overdraft facilities to be drawn down as required to cover cash requirements in the short term

Option 3:
Drawing down the whole mortgage.

The advantages and disadvantages of each option were detailed in the report.

Members discussed each of the options in detail together with the associated costs. It was agreed that City Lit must not run the risk of being in a position whereby it could not borrow enough funds.   The Board queried whether the amount available would be sufficient to cover the proposed estates management plans.  Joe confirmed that the amount was sufficient but if governors gave approval in principle to Option 1, the precise amount could be firmed up nearer the draw down date in September and the amount built into the 3-year financial plan.  

Joe explained that the Finance and Employment Committee had discussed the matter on 24th February and had agreed to recommend to the Governing Body that option 1 should be adopted with interest charged at the London Interbank Offered Rate plus 0.7% margin plus an element called mandatory costs of funds which currently was 0.0174%.  

Members discussed the options set out in the paper and having received confirmation that the costs associated with early repayment were not prohibitive, the Board agreed to the implementation of option 1 with a fixed term loan of £1.2m.  
09/09

Bank Mandates and New Accounts
The Board received a report seeking approval to open new deposit accounts with Lloyds TSB Treasury Services Account, Black Rock and CCLA Investment Management Ltd.  Members were advised that this was a strategy recommended by the Finance and Employment Committee to diversify funds in the current economic climate.

The Board agreed to the opening of these new accounts.

Members were then advised that the number of authorised signatories on City Lit’s bank mandate was considered insufficient, particularly given the proposal to bring the payroll processing in-house.  The Board was informed that processing the payroll in-house would require net pay to be paid via City Lit’s AIB internet banking direct BACS facility and increasing the number of signatories would help to ensure that there were signatories available to authorise BACS payments on the relevant days.  A resolution was proposed to cover AIB requirements.  Members discussed the proposal and it was resolved:
01/09:
“That Brian Watts and Liora Ives be added to the bank mandate with authority to approve BACS payments via iBP internet banking.  The revised bank mandate shall be:  Any two of the following signatories are required 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

	Brian Watts
	Head of Human Resources

	Liora Ives
	Head of Marketing & Communications


* Senior Postholders

For amounts over £10,000 two of these signatories were required, one of whom must be the Principal or Vice Principal (Resources & Business Development). In the absence of the Principal or Vice Principal (Resources & Business Development), the payment would be authorised by one of the other senior postholders listed above in line with a formal written letter of authority.”
It was further resolved:

02/09 “That the same mandate should apply to all bank accounts”.
09/10

Self Assessment Report 2008
Nick Moore presented a paper which included a synopsis of the 2008 Self Assessment Report.  He stated that adult and community learning providers and colleges must undertake a self-assessment of their provision and include a development plan to show how the quality of provision would be improved.  Nick added that self-assessment must have a firm basis in evidence and identify what needed improving; must reflect the needs of City Lit and its learners, and also reflect LSC and ALI needs.  Broadly the SAR must comprise:

· Background (with description of the SAR process)

· Reports on Curriculum areas

· Report on Leadership and Management.

In addition, the SAR contained reports from service areas.

Nick explained the SAR process for the year and how it had been compiled.  He stated that the Institute SAR had been submitted to the Quality and Standards Committee which had looked at it in detail and had amended the grade for the Continuing Education Service from 2 to 3.  He alerted members to a typing error in the SAR which stated that Computing had been assessed as a 2 when it should have read a Grade 3.  In recommending the SAR to the Governing Body, the Committee had requested that a summary document be compiled for the Board which included information on observations of teaching and learning, course evaluations and retention data against national benchmarks.  

Governors discussed the summary SAR and noted that the causes for concern in Deaf Education – Communication and Training had not been fully reflected in the action plan.  Nick advised that an action plan would be submitted to the next meeting of the Quality and Standards Committee demonstrating how the area would recover and improve.  

The Board then discussed the Leadership and Management section and agreed that the concerns about the Faculty of Deaf Education and Learning Support should be documented in this section.  The outcome of the Review Session on Board Performance earlier in the day was discussed and Nick advised that the issues raised would be contained in the next SAR.
Subject to the above amendment, the Board accepted the recommendation of the Quality and Standards Committee that the full SAR be approved for submission to the Learning and Skills Council.

09/11

New Employment Policies & Procedures

Nick Moore presented two new policies, Dignity at Work and Stress Management that had been recommended for approval by the Finance and Employment Committee.  Nick explained that Dignity at Work had been formerly part of the disputes resolution policy and no separate policy for Stress Management currently existed. These policies had been developed in conjunction with the recognised Trades Unions at City Lit.
Nick advised that the Dignity at Work Policy detailed the values and principles that should be applied when dealing with people at work. He added that it was good practice to have a separate policy to ensure that incidents are not automatically managed under disputes discipline/grievance procedures.  The Stress Management Policy had been developed over eighteen months and was based on the principles developed by the Health & Safety Executive. The policy encouraged openness and proactive intervention to manage situations where an employee might be under excess stress. The draft policy had already been used successfully in a number of situations. 
The Board discussed and approved the two new policies.  Members also discussed whether the principles alluded to in City Lit HR policies should be contained in the Governors’ Code of Conduct.  It was agreed that the Code should be reviewed at the next meeting. 
PART THREE:

MATTERS FOR REPORT

09/12

Management Accounts to 28th February 2009
Joe Manifold presented the management accounts for the seven months to 28th February 2009.    The report included:
· Narrative
· Summary Income and Expenditure
· Comparison of current operating surplus against prior year
· Balance sheet 
· Cash flow forecast chart
· Bursary Fund Summary
· Risk Analysis year ending 31st July 2009.
The Board was informed that the management accounts ending on 28th February showed a surplus of £1.641k and an overall favourable variance against budget of £99K.  Student fees had continued to perform strongly and had raised £4.559k which was a favourable variance of £40k compared to the budget to-date and represented over 82% of the total annual budget.  There were several adverse variances against grants and contracts which were being investigated but other income lines were on target to achieve the budget for the year.
Joe advised that there was an adverse variance on pay of £14k and management was continuing to closely monitor this.  Overall, non-pay was on target to meet the budget for the year.  The adverse variance on Learner Services expenditure was offset by a favourable variance on Other Grants & Contract Income.  

The Board noted the management accounts for month seven ending on 28th February 2009.
09/13

Student Feedback – Annual Report 2007/08

The Board received the Annual Report on the ‘Tell Us What You Think’ feedback scheme.  Members were advised that complaints had remained at a similar level to 2006/07 but down in comparison with 2005/06.   Response times had improved compared with 2006/07 with 96% of acknowledgements sent within the target timescale and 91% had received a full response within the target timescale.  This was a marked improvement on 79% achieved in 2006/07.   Complaints regarding enrolment had reduced for the second year in succession following the introduction of the new enrolment procedures.  A summary of the reviews posted on the Hotcourses’ website was contained in the report.

The Board noted the actions taken in response to learner feedback.  The profile of the ‘Tell Us What You Think’ users including gender, age and ethnic origin was included in the report.  Members were informed that 96% of learners in 2007/08 had evaluated their course as good or excellent.  Moreover, of the 68 reviews on Hotcourses, 66% had scored 5/5, 25% scored 4/5 and 9% 3/5.

Members commented that governors were not mentioned in the feedback process even though Feedback reports were considered by the Quality and Standards Committee and the Governing Body.  Moreover, there were also two student governors on the Board, one of whom served on the Quality and Standards.  Nick responded that this point could easily be incorporated into the Quality Handbook and agreed to review the paper he had previously presented on how City Lit engages with the student voice and bring it back to a future meeting.
The Board noted the report.

09/14

LSC Review of SDIs
The Principal presented a paper advising that the LSC had completed its review of the SDIs and fEIs and had produced a report, the aim of which was to help inform the White Paper on Informal Adult Learning. This had just been launched and a report would be brought to the May meeting of the Governing Body. 

Overall, the LSC report had been very supportive of SDIs and the work that they do.  A summary of the detailed recommendations together with the Principal’s comments on them were detailed in the paper.  He advised that in essence there were three key themes:
· Rationalisation and legitimisation of funding

· Increased emphasis on identifying and meeting needs of local communities via partnership networking/working

· Possible changes in some provision to make it even more attractive to local communities and disadvantaged learners.

Members welcomed the paper but agreed that it needed to be considered in the context of the White Paper and when a synopsis of this was available a detailed response on the implications could be prepared.  It would be necessary to consider whether the Mayor of London could have any influence on the proposals given the benefits of SDIs to the population of London.  

09/15

Minutes of Meetings

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

· Quality & Standards Committee held on 10th February 2009                   

· Health & Safety Committee held on 19th February 2009                                          

· Finance & Employment Committee held on 24th February 2009                      

· Search Committee held on 10th March 2009  

· Audit Committee held on 17th March 2009.                                                                           

Chair……………………………………………..

Date…………………………
Ms. A. Bennett+ (until 09/14)			Mr. M. Macchitella+


Mr. M. Biriotti* 		 		Mr. T. Mahmood*


Mr. I. Chapman+				Ms. C. McGuinness+ (Part 4) 


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+					Mr. J. Stone+ (until 09/14)


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


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








