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	Directorate of Governance, Legal and Compliance

	Version 1/2022
	Terms of Appointment consolidated into a single document. This was part of the review of the appointment procedures approved by the Board in July 2022 (BG/4/22/20.6). 

	Version 2/2023
	Resignation of a Member – addition of a sentence.  Approved by the Board in March 2023 (BG/2023-03-28/11.5)

	Version 3/2025
	General updates – approved by the Board in July 2025 (BG_2025_07_15_P10)




[bookmark: _Toc161417578]Trustees 
[bookmark: _Hlk61598352]Members of the Board of Governors are trustees of Sheffield Hallam University Higher Education Corporation as an exempt charity. 

The Trustees and the external co-opted members of committees, who are not trustees, shall hold and vacate office in accordance with these Terms of Appointment. 

The University must satisfy itself that individuals who hold, or who are applying for, a trustee or external co-opted position are not disqualified from holding that position.  In addition, to satisfy the management and governance conditions of registration with the Office for Students the University must demonstrate that it is governed by 'fit and proper' persons.  The purpose of the 'fit and proper' test is to ensure that the ownership and management arrangements for the University are appropriate and do not present a risk to students or to public funds.  
[bookmark: _Toc161417579]Tenure	
The maximum period of office of any Member shall be nine years.  Appointments are usually effective from 1 August until 31 July. 

Students’ terms of office are for the twelve months which aligns with their tenure as Officers of the Sheffield Hallam Students’ Union; starting in July and ending the following June. 

[bookmark: _Hlk64538869][bookmark: _Hlk64539127]Independent Members and Staff (Internal Members) initial terms of office are usually either three or four years. 

Members should be able to make a full contribution and commitment to membership including the meetings and membership of committees.  

Tenure is subject to a review after the first two years with the Chair of the Board of Governors (or Committee Chair for co-opted members).  
[bookmark: _Toc161417580]Membership of the Board’s Committees
Membership of the Board usually includes membership of one or more of the Board’s committees and appointments are confirmed in the appointment letter.
[bookmark: _Toc161417581]Duties
Members of the Board of Governors and its Committees will be expected to perform their duties to a standard commensurate with both the responsibilities of the role and their knowledge, skills and experience. During the term of appointment, Members should have particular regard to the Nolan Principles, demonstrating selflessness, integrity, objectivity, accountability, openness, honesty and leadership. Members are asked to commit to these principles by signing a declaration which will be sent to Members by the University Secretary. 

Members of the Board of Governors should:
· constructively challenge and help develop proposals on University Strategy;
· scrutinise the performance of management in meeting agreed goals and objectives and monitor the reporting of performance;
· satisfy themselves on the integrity of financial information and that financial controls and systems of risk management are robust and defensible;
· devote time to developing and refreshing their knowledge and skills;
· uphold high standards of integrity and probity and support the Chair and the other Board members in instilling the appropriate culture, values and behaviours in the boardroom and beyond; and
· take into account the views of stakeholders where appropriate.
[bookmark: _Toc161417582]Corporate Decision Making and Collective Responsibility
A decision of the Board is a decision taken by the members collectively, acting as a body and that creates collective responsibility which each member has a duty to uphold, whether or not they supported it originally and whether or not they were present at the meeting when the decision was taken.  
Members will not act individually or in informal groupings to take decisions on Board business on an ad hoc basis outside the constitutional framework of the meetings of the Board and its Committees. Board Members must not bind the University to a course of action which it cannot carry out and must ensure that it does not continue to operate if it is insolvent. 
[bookmark: _Toc161417583]Insurance and liability
From a legal perspective, should any legal claims in respect of the Board’s decisions arise they are more likely to be brought against the University as a body corporate, rather than against individual Members. Nonetheless, the University has directors’ and officers’ liability insurance in place at an appropriate level and this cover is maintained.  
[bookmark: _Toc161417584]Evaluation of Members and of the governing body
The contributions made by individual members and the effectiveness of the whole Board and its committees are evaluated on a routine basis. The Board conducts an independent review in accordance with the Committee of University’s Chairs’ Code of Higher Education Governance.  
[bookmark: _Toc161417585]Register of Interests
The University maintains a register of interests for all members of the Board and its Committees.  

The University Secretary reminds Members annually of their duty to review their declaration of interests. Any changes during the year must be notified to the University Secretary.  

Members should declare, in accordance with written guidance, any personal interest that may comprise or might reasonably be deemed to compromise their impartiality, conflict with their role as a Member of the Board or its Committees, or result in a private benefit.

Declarations of interest are sought by the Chair at the outset of each meeting and managed on a case by case basis.

This annual process also reminds Members that if they are in receipt of any gifts/hospitality in excess of £100 at any time they should contact the University Secretary.
[bookmark: _Toc161417586]Access to Digital Meeting Books and Other Resources
Members will be given access to digital meeting books and other resources. Members should familiarise themselves with the University’s IT Security Policy. 

The circulation of meeting books for Board and its committees’ meetings takes place approximately seven days before a meeting with a link to the relevant book   

[bookmark: _Toc161417587]Induction
The Secretary to the Board of Governors shall arrange an induction programme, which will include an overview of the governance framework of the University.

New members are provided with an existing member as a ‘buddy’ to provide informal support and a starting point for general queries. 

An information page which gives details about the operation of the Board for Members is maintained on the Governor Zone of the University’s intranet and a link to that will be sent to Members. 
[bookmark: _Toc161417588]Time commitment 
It is anticipated that Members may need to devote between 8 and 12 days per year on Board work after the induction phase. This is based on preparation for and attendance at:

· scheduled formal Board meetings (six in each year);
· the annual governors' residential strategy event (two days in October) and an annual update and development day (February);
· update/training and briefing meetings;
· annual and mid-year review meetings with the Chair of the Board as part of the Board evaluation process. 

The anticipated time commitment may vary depending on committee membership and other Board responsibilities. 

It is anticipated that external co-opted Members may need to devote between 3 and 5 days per year on Committee work after the induction phase. This is based on preparation for and attendance at scheduled formal committee meetings, usually 3 or 4 per year (which we anticipate will continue to be held virtually at present).  The Chairs of the Committees carry out reviews of the external co-opted members of their committees

The nature of the role makes it impossible to be specific about the maximum time commitment, and there is always the possibility of additional time commitments in respect of ad hoc matters which may arise occasionally, and particularly when the University is undergoing a period of increased activity.

By accepting the appointment a Member undertakes that, taking into account all other commitments they may have, they are able to, and will, devote sufficient time to their duties as a Member.
[bookmark: _Toc161417589]Training and Continuing Development
On an ongoing basis, and further to the annual evaluation process, the University Secretary will make arrangements for Members to develop and refresh their skills and knowledge in areas which are mutually identified as being likely to be required, or of benefit to Members in carrying out their duties effectively. Members are encouraged to make themselves available for any relevant training/briefing sessions which may be organised for the Board.
[bookmark: _Toc161417590]Expenses
In line with the University’s staff expenses policy, the University will reimburse Members fully for all reasonable and properly documented expenses incurred in fulfilling duties as a Member. All expenses must be claimed within three months of the date that the expenditure is incurred. 
[bookmark: _Toc161417591]Data protection
The University needs to process Members’ personal data in order to fulfil its legal obligations and for its legitimate business purposes. Members will also be asked for their consent to use their personal data for some purposes and services.

Members will be asked to provide special category personal data to monitor and promote equality and diversity within the University in accordance with equality legislation. As a charity, the University is also required by law to collect information about disqualifications, offences, and other activities which would prevent Members from being a charity trustee. Additional information may be requested by external parties, for example auditors or funders. Where requests are deemed reasonable and compliant with legitimate interest these details will be sought from governors. 

The University provides information about how it uses Members personal data in its Privacy Notice for Members of the Board of Governors. This Notice explains which data are collected, the purposes for which the University processes it, the lawful bases for processing, how long it is used and stored, and how the University shares Members’ personal data. Some data is routinely published. The Privacy Notice also includes information about Members’ data protection rights, how Members can exercise those rights, and contact details for the University’s Data Protection Officer.
[bookmark: _Toc161417592]Personal contact details
The University needs to process Members’ personal data in order to fulfil its legal obligations and for its legitimate business purposes.  Members complete a pro-forma with their preferred personal contact details and information.   
[bookmark: _Toc161417593]Confidentiality
All information acquired during Members’ terms of office is confidential to the University and should not be released, communicated, nor disclosed either during the term of appointment or following termination, to third parties without the clearance of the Chair of the Board.

Where incoming members are invited to attend Board or Committee meetings ahead of the commencement of their formal terms of office (e.g. as part of their induction), individuals should consider themselves bound by the same confidentiality as applies during their term of office. 
[bookmark: _Toc161417594]Resignation of a Member
A Member may at any time by notice in writing to the Secretary resign their office.  The Board’s usual expectation is for Members to give notice of three months.  The office will become vacant from the date of receipt of the notice or date of resignation specified in the notice (whichever shall be the later).
[bookmark: _Toc161417595]Confirmation of acceptance of the appointment 
Members should confirm their acceptance of the terms of appointment by returning a signed copy to the University Secretary.

If Members have any queries at any point during their time on the Board and/or its Committees they should contact the University Secretary. Members should also inform the University Secretary of any change in their circumstances, contact details, or in relation to the register of interests.
[bookmark: _Toc161417596]Additional information
Where relevant for each Member the appointment letter includes links to information.  This may include but is not limited to the Committee of University Chairs Higher Education Code of Governance, the Office for Students regulatory framework for Higher Education in England, the AdvanceHE governance resources for members of governing bodies and the University’s Guide to Governor Duties.

University Secretary’s Office
July 2025
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