CRISIS MANAGEMENT

Meeting frequency: Quarterly

Attendees: Director, Operations & Facilities Manager,
Principal, Director of Studies, Asisstant DOS, Business
Manager, Maintenance Manager

Purpose: To implement preventative and protective
measures to ensure the safety of the College and
its staff and students in the event of a crisis in the
organisation and to anticipate and aim to mitigate

perceived business / operational risks.

ADMIN MEETING

Meeting frequency: Fortnightly

Attendees: Director, Principal, Business Manager,

Office Manager, Accommodation & Welfare Manager,

Homestay Manager, Residence Manager, Admissions
Manager, Finance Manager.

Purpose: Responsible for student services,
accommodation (homestays and residential), finance,
admissions and activities.

A

ACTIVITIES MEETING

Meeting frequency: Twice a week in busy periods

Attendees: Business Manager, Activities Staff and
Drivers

Purpose: Staff are kept up-to-date with activity plans
for the week / weekend, including any residence
activities. Staff are made aware of any changes to
policies and procedures. Staffing, risk assessments and
safeguarding are planned weekly. Ideas for improving
sales and bookings are discussed in meetings and
implemented. Delegate any actions to be taken from
the Admin / Management Meeting.
Minibus safety checks are carried out once a month.

ETC International College
Governance Flowchart

COMPANY DIRECTORS

May 2024

Delegated responsibility for governance and management to BOG,

as per Terms of Reference in Governance Manual.

Company Directors reviews BOG’s performance

Meeting frequency: 3 times per year
Attendees: Company Directors

>

BOG sends the Company Directors the Annual Report every year.

Minutes are sent after each BOG meeting.

<

Purpose: The ETC Company Directors make financial
decisions for the company including decisions on
substantial changes or aquisition of property and

assets, dividends and borrowing and ensures solvency

of the College.

Management

BOARD OF GOVERNORS

(BOG)

Meeting frequency: 3 times per year

Attendees: Director, Director & Operations and
Facilities Manager, Principal, Head of FEHE, Director of
Studies

Purpose: The ETC Board of Governors decides on the
direction of the College, keeping the best interests
of the students in mind. They review policies and

values and create the vision for the future in terms of
staffing, logistics, training, resources, courses and set
budgets. The feedback from staff and students play
avital part in the decision making process. These

values and goals are fed down to the Managers in the
Management Meetings.

Management implement the vision by setting out short term goals for their department in liaison with other departments to ensure consistency. Management are able to discuss the values and vision and how it will be
implemented in their department and any logistical issues they may face. This forum enables management to make decisions on the day-to-day running of the College in-keeping with company values and vision.

Delegatac-i L

tation

Meeting frequency: Monthly

Attendees: Director, P.A to the Director, Principal,
Business Development Director, Director of Studies,
Business Manager, Technical Support Manager,
Operations and Facilities Manager, Senior Teachers and
Office Managers.

Purpose: Discuss and delegate any actions to be
taken from the Board of Governors Meetings.

To produce ‘Action Trackers’ for each department.
Issues are addressed and actions to be taken indicated.
Managers to delegate the actions to their staff with

the appropriate deadline agreed in the meeting.
Ad-hoc meetings are called to address any
departmental issues that require prompt action.

Inspector

SENIOR TEACHERS MEETING

Meeting frequency: Fortnightly

Attendees: Principal, Director of Studies, Assistant
Director of Studies, Training & Development Director,
Senior Teachers

Purpose: Discuss the planning and delivery of all
English language courses. Review any changes in
regulations for teaching and language programmes.

Delegate any actions to be taken from the
Management Meeting. Ad hoc meetings are
frequently held to address any issues that arise from
agent/student feedback.

A

ELT STUDENT AND STAFF

TEACHERS MEETING LIAISON PANEL

Meeting frequency: once per term
Meeting frequency: Weekly

Attendees: Director of Studies, Assistant Director of
Studies, Senior Teachers and ELT teachers

Attendees: Student Representatives from each
course, Director of Studies, Assistant Director of
Studies

Purpose: Student representatives are given topics
to discuss with their peers each term and report
feedback to student rep meetings. Students can also
raise any issues or feedback of their own, which will be
fed to management.

Purpose: Discuss and implement the delivery of all
English language courses. Discuss and implement
any changes in regulations for teaching and language
programmes. Delegate any actions from the Senior
Teachers Meeting. Discuss and agree actions to
address requirements and issues that arise from
sponsor/student feedback.

SAFEGUARDING AND

COMPLIANCE MEETING

Meeting frequency: Monthly

Attendees: Principal, Director, Lead Safeguarding
Officers, Junior Course Co-ordinator, DOS, HR &
Compliance Support Officer, Business Manager,
Accommodation and Welfare Manager, Homestay

Purpose: To keep everyone up-to-date with new
legislations and procedures. To implement policies
and procedures fed down from training and DSL.
Address any safeguarding or compliance issues and
review external reports and action points.

B

BOG receives reports v

Departments

contribute ideas.

ASSESSMENT BOARD MEETING

Meeting frequency: 3 times per year
Attendees: Head of FEHE, Head of Business, IT &
Computing, Engineering Co-ordinator, Business Co-

ordinator, IT & Computing Co-ordinator
Purpose: Discussion of students: achieved grades,
progression decisions. Review of assessment
regulations to be considered. Confirmation of
certification during the last meeting of the year.

Managers share the aims and objectives and delegate to their members of staff. Regular meetings and discussion ensures effective and efficient delivery. At
least one member of both the Board of Governors and Management are present at academic team meetings to share the vision and goals of the company
and ensure the delivery is in-keeping with these. Team meetings also act as an open foru i i jecti

Meeting frequency: Monthly

Attendees: Director, P.A to the Director, Principal,
Head of FEHE, Head of Business, IT & Computing.

Purpose: Planning and logistics in preparation for the
Teacher’s Meeting. Discuss the planning and delivery
of all academic courses. Discuss and delegate items
from Board of Governors Meeting, awarding bodies
and student feedback.
Ad-hoc meetings are called to address any
departmental issues that require prompt action.
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ACADEMIC BOARD MEETING

Meeting frequency: 3 times per year

Attendees: Principal, Head of FEHE, Head of Business,
IT & Computing, Training and Development Director,
HR and Compliance Officer.

Purpose: The Academic Board discusses matters
relating to course design and development, including
quality of course provision, teaching, delivery,
assessment and staff training. The Academic Board
ensures the College is in-keeping with internal and
external Regulatory Frameworks, Awarding Bodies and
the QAA Quality Code. The Board meets 3 times per
year or as necessary.

FEHE TEACHERS MEETING

Meeting frequency: Fortnightly

Attendees: Head of FEHE, Head of Business, IT and
Computing, Course Co-ordinators, all FEHE Teachers

Purpose: Discuss and action the planning and
delivery of all academic courses and departmental
issues. Discuss and action changes in regulations
for all academic programmes. Delegate and
communicate any actions to be taken from the
Management Meeting. Discuss and agree actions
to address requirements and issues that arise from
sponsor/student feedback.

Student Engagement

decision making process.

Students are able to have their say on the vision, goals, aims and objectives of the College through various means including the annual student
questionnaire, annonymous suggestions box and the termly Student and Staff Liaison Panel. This feedback is pivotal to the Board of Governor’s

ENGINEERING TEAM MEETING

Meeting frequency: Fortnightly

Attendees: Head of FEHE, Head of Business, IT and
Computing, Course Co-ordinators, Engineering
Teachers

Purpose: As described in FEHE Teachers Meeting,
specific to Engineering courses and local staff issues.

FEHE STUDENT AND STAFF

LIAISON PANEL

Meeting frequency: once per term

Attendees: Student Representatives from each
course, Head of FEHE, Head of Business, IT and
Computing, Course Co-ordinators

Purpose: Student representatives are given topics
to discuss with their peers each term and report
feedback to student rep meetings. Students can also
raise any issues or feedback of their own, which will be
fed to management.

BUSINESS TEAM MEETING

Meeting frequency: Fortnightly

Attendees: Head of FEHE, Head of Business, IT and
Computing, Course Co-ordinators, Engineering
Teachers

Purpose: As described in FEHE Teachers Meeting,
specific to Business courses and local staff issues.

IT & COMPUTING
TE MEETING

Meeting frequency: Weekly

Attendees: Head of FEHE, Head of Business, IT and
Computing, Course Co-ordinators, Engineering
Teachers

Purpose: As described in FEHE Teachers Meeting,
specific to IT and Computing courses and local staff
issues.

Key

Orange Text: Shows the person(s) who feeds information down.

_> orange arrows show where information is fed down to and delegation,

unless otherwise stated.

—} blue arrows show where information is reported up to.

Please note: Safeguarding is a standing item in agendas for all meetings and

feeds through all departments.
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