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GOVERNANCE  

ACCESS TO INFORMATION, PUBLICATION OF MINUTES AND ACCESS TO 

CORPORATION AND COMMITTEE MEETINGS BY NON-MEMBERS (including reference to 

confidentiality)  

  

 SCOPE OF THE POLICY  

 This procedure is applicable to members of the public and to all College Corporation members, 

staff and students.   

 ACCESS TO THE POLICY  

 This procedure will be held on the College intranet and the College website.  

 POSTHOLDERS TO CONTACT  

 If you have any questions about this procedure please contact Lorna Lloyd-Williams, the Clerk 

to the Corporation.  

 POLICY STATEMENT  

 Corporation Members are committed to openness, transparency and accountability and this 

Procedure aims to support the Corporation’s Information Strategy.  

 PROCEDURE  

 The purpose of this Procedure is to provide details on how to access Corporation information.  

 a Access to information and publication of minutes  

 In the main, minutes of the Corporation and each of its Standing Committees are classified as 

open minutes and are therefore available for public inspection from either the Clerk to the 

Corporation or from the St Helens College website through the Governance section.  

Certain items which have been determined by the Corporation, or one of the Committees of the 

Corporation, to be of a confidential nature, either by reason of reference to individuals or 

because of the requirements for commercial confidentiality, will be excluded and retained in the 

confidential minutes of the relevant meeting. Information falling into a confidential category 

would normally be withheld from the public domain.  If any request for information is turned 

down on the grounds of confidentiality, St Helens College will give reasons for denying access.   

The Corporation undertakes an annual review of all material excluded from open inspection 

and makes any such material available for inspection where it is satisfied that the reason for 

dealing with the matter on a confidential basis no longer applies, or where it considers that the 

public interest in disclosure outweighs that reason.   

Information about St Helens College’s activities is generally available to the public on request.  
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Copies of any associated open reports can be obtained from the Clerk to the Corporation.  If 

such copies are requested, a photocopying charge may be made.   

 In line with the Freedom of Information Act 2000, St Helens College will endeavor to provide 

requests for information within 20 working days of receipt of the request. If significant work is 

involved in providing such information, St Helens College reserves the right to make a nominal 

charge for the time taken – any such charge will be notified to the requesting person to check 

if they wish to proceed.  Please refer to the College’s Freedom of Information Publication 

Scheme for further information about this matter.  However, the Corporation will ensure that a 

copy of:  

a. The agenda for every meeting of the Corporation;  

b. the open draft minutes of every such meeting, if they have been approved by the Chair of 

the meeting; 

c. the open signed minutes of every such meeting; and  

d. any open report, document or other paper considered at any such meeting.  

shall, as soon as possible, be made available during normal office hours at the College to any 

person wishing to inspect them.   

There shall be excluded from any item made available for inspection any material relating to:  

a. A named person employed at or proposed to be employed at the College; 

b. a named student at, or candidate for admission to, the College;  

c. the Clerk; or  

d. any matter which, by reason of its nature, the Corporation is satisfied should be dealt with on 

a confidential basis: this includes:  

 information regarding commercial interests;  

 information provided in confidence by a third party who has not authorised its disclosure;  

financial or other information relating to procurement decisions, including that relating to 

St Helens College’s negotiating position;  

 information relating to the negotiating position of St Helens College in industrial relations 

matters;  

 information relating to the financial position of St Helens College where disclosure might 

harm St Helens College or its competitive position, as determined by the Corporation;  

 legal advice received from or instructions given to S Helens College’s legal advisors; 

and  information planned for publication in advance of that publication.  

Members of the public, staff and students at the College can also make a request for Committee 

open minutes by application to the Clerk to the Corporation.  
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Staff are also regularly briefed on the outcome of each meeting of the Corporation and Standing 

Committees via feedback received at Senior Leadership Team meetings and then through the 

staff briefing process.    

St Helens College has an established Complaints Procedure.  Should any person wish to make 

a complaint regarding the availability or non-receipt of information, this should be raised using 

the official Complaints Procedure which is available through the College’s Student Services 

Department.  The Corporation has also developed a complaints procedure against the 

Corporation, which again is available from the Clerk to the Corporation.  

 b Attendance at Corporation and Committee meetings by non-members  

 1 Members of the Corporation and the Clerk will be the only persons entitled to attend all 

meetings of the Corporation.  

 2 A fully scheduled calendar of all Corporation/Committee Meetings and an annual cycle of 

Business is approved and published by the Corporation for the forthcoming academic year. 

These are available on the College’s website under the Governance section.  

 3 It is important to remember that in certain circumstances a Member of the Corporation, a 

member of staff, a student or the Clerk may be asked to withdraw - see Instrument and Articles 

of Government  

 4 While the Instrument and Articles of Government does not automatically require a Member 

to withdraw in the circumstances detailed in the Instruments and Articles  there has been an 

expectation on the part of the Corporation that it will be appropriate in such circumstances 

(which rarely arise) for the Member concerned to withdraw from the meeting.  

 5 Responsibility for determining who may attend meetings of the Corporation other than 

Members and the Clerk rests with the Corporation.   

6 The CEO/Principal and Clerk will consider which Members of staff are required to attend 

meetings of the Corporation so that the Corporation has access to information and advice (for 

example, it is likely that the Deputy Principal will be invited to all meetings of the Corporation). 

Staff are invited to attend Corporation/Committee Meetings, through the Principal, at the 

discretion of the Corporation.  

7 The Corporation places responsibility on the Chair, the CEO/Principal and the Clerk to ensure 

that Members of College staff withdraw from meetings as and when the need arises.  Such an 

arrangement avoids potential embarrassment for all parties.  If, however, one or more Members 

of the Corporation believe that Members of the staff should withdraw from a meeting for a 

particular item, they are required to bring this to the attention of the meeting.  

 8 While the majority of business conducted by the Corporation is not confidential and thus 

reports etc, are open to inspection (see paragraphs 3.2 and 3.3), it is not thought appropriate, 

as a matter of course, for Members of the public (including Members of the staff of the College) 

or the press to be in attendance at meetings as observers, apart from any Public meetings that 

the Corporation may hold.  
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9  A person wishing to attend a meeting of the Corporation as an observer should first approach 

the Clerk who will arrange with the Chair for the issue to be taken as the first item of business 

on the agenda.  Until a decision is reached by the Corporation the person wishing to attend the 

meeting will be required to remain outside of the meeting room.  

 10  While considering such requests the Corporation will have regard to the availability of space 

in the meeting room and the reason for the request to attend.  

 11 Where a Member of the public or press is given observer status at a meeting of the 

Corporation, the Chair will stress that certain items of business may be regarded as confidential.  

In such cases the person will be required to withdraw from the meeting.  If practical an indication 

should be given at this stage of any known confidential items.  

 12 Unless specifically invited to do so, Members of the public and the press do not have 

speaking rights at any time during a meeting of the Corporation.  

 13 If there is any form of disruption by Members of the public and/or the press the Chair will 

have the authority to suspend the meeting.  

 14 When it is possible to reconvene the meeting the Corporation will consider the withdrawal 

of the invitation to the Members of the public and/or press to be in attendance at the meeting.  

The decision of the Corporation in such matters is final.  

 16 Any Member of the Corporation may attend any Standing Committee meeting of the 

Corporation as appropriate, and any Committee report may be requested by any Member of 

the Board at any time.  The Minutes of each Standing Committee are presented to the full 

Corporation for formal approval in a timely fashion, so that all Governors are kept abreast of 

Committee business items. The Clerk also e-mails the minutes of all Standing Committee 

meetings to all Governors, once approved by the respective Chair. Copies of minutes are also 

posted on the Governance web pages.  

  

  

  

  

  

   

 


