
 
 
 
 
 
 
 
 
 
 

THE ROLE OF THE CHAIR AND VICE CHAIR 
 

RESPONSIBILITIES AND JOB DESCRIPTION 
 

(Approved by the Corporation 15 July 2004) 
 
The Instrument & Articles of Government requires each Corporation to 
appoint a Chair and Vice Chair. The Instrument & Articles of Government 
specifically uses the terms ‘Chair’ and ‘Vice Chair’. 
 
The Chair of the Corporation is accountable to the Secretary of State for 
Education & Skills (through the Learning and Skills Council). 
 

1. The Chair and Vice Chair must undertake the duties required of all 
governors (as set down in the Instruments and Articles and the generic 
job description published annually in the Governance Handbook). 

 
2. The Chair and Vice Chair, with the support of the Clerk, to ensure the 

efficient and effective conduct of business at Corporation meetings by 
ensuring that issues before the Corporation are debated fully, that 
governors have the opportunity to contribute and that discussions and 
decisions are properly summarised and recorded. 

 
3. The Chair shall preside at meetings of the Corporation, and in his/her 

absence, the Vice Chair shall preside. If both are absent from the 
meeting the remaining Governors shall appoint a person from amongst 
their number to act as Chair for that meeting. 

 
4. The Chair may call a special meeting of the Corporation (if necessary 

with less than seven days notice) if there are matters of significance to 
be dealt with which are too urgent to await the next scheduled meeting. 

 
5. The Chair to exercise a second or casting vote where there is an 

equality of votes at a Corporation meeting. 
 

6. The Chair to exercise any specific authority delegated by the 
Corporation together with a general delegated authority to act, after 
consultation with the Principal and the Clerk, on any issue arising 
which is both urgent and important and cannot wait for the next 
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meeting of the Corporation.  Such action to be reported to the 
Corporation for information at the next available meeting. 

 
7. The Chair and Vice Chair to develop an effective working relationship 

with the Principal and the Clerk based on a full understanding of the 
role of the Corporation in the governance of the College. 

 
8. The Chair and Vice Chair to maintain the trust and support of the 

Corporation. 
 

9. The Chair and Vice Chair will strive to build an effective Corporation 
through: 

 
 leading and promoting the Mission and educational character of the 

College 
 maintaining strategic oversight of the College and to ensure that the 

Corporation works with the Senior Management Team in determing 
the strategic direction of the College 

 the development of a strong team spirit among Corporation 
members 

 demonstrating highly professional Chairing skills, in ensuring clear 
decisions are determined through allowing all members to have an 
opportunity to speak and not personally dominating the discussion 

 positive leadership in shaping the style and tone of meetings 
 providing personal support to other Corporation members and, if 

and when necessary, discuss matters relating to poor attendance 
and unsatisfactory performance or conduct where necessary. 

 promoting a critical self assessment of Corporation processes and 
of Corporation performance 

 ensuring managerial freedom and scope of action to the Principal 
and Chief Executive, and other senior post-holders, to achieve their 
agreed objectives within executive limitations. 

 Encouraging on-going member participation in all issues and 
strategic decisions. 

 Addressing the balance of the Corporation with respect to gender, 
age, ethnicity and stakeholder representation.  

 
10. The Chair and Vice Chair to offer both general and specific support to 

the Principal where strategic, major or contentious issues are involved. 
 

11. The Chair and Vice Chair shall, together with the Chief Executive, act 
as the principal spokespersons for the college in communication with 
the media in the event of any circumstance likely to damage the 
interest of the College. 

 
12. The Chair will ensure that business of the Corporation is conducted 

properly in accordance with the Instrument and Articles of Government, 
Corporation Standing Orders and recognised ‘Good Practice’. 
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13. The Chair will meet regularly with the College Principal and Chief 
Executive to review the business situation and major on-going 
developments within the College. 

 
14. The Chair will liaise with the Clerk on routine Corporation business and 

regulatory requirements, and determine the agenda for meetings of the 
Corporation in consultation with the Principal and the Clerk having 
regard to decisions of the Corporation and suggestions from individual 
members. 

 
15. The Chair and Vice Chair shall seek to promote the interests of the 

College wherever possible. 
 

16. The Chair and/or Vice Chair will represent the College at meetings, 
presentations and conferences as and when appropriate.   

 
 

17. The Chair and Vice Chair will collaborate with the Principal and the 
Clerk in formulating a programme for Governor training events. 

 
18. The Chair will assist the appropriate Corporation Committee in 

compiling a job description and person specification of the Senior Post-
holders of the College and will organise with the Clerk and the Principal 
the appropriate arrangements for the selection process. 

 
19. The Chair, or in his/her absence the Vice Chair, will undertake the 

annual appraisal of the Principal and to ensure appropriate 
opportunities for development and training for the Principal. 

 
20. The Chair and Vice Chair will undertake the annual appraisal of the 

Clerk to the Corporation and will oversee the work of the Clerk. 
 

21. The Chair and Vice Chair to instigate disciplinary action against holders 
of senior posts should the need arise and exercise those 
responsibilities detailed in the Articles of Governance with regard to the 
suspension and dismissal of Senior Post-holders. 
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