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NEATH PORT TALBOT COLLEGE
COLEG CASTELL NEDD PORT TALBOT




MEETINGS  RECORD

MEETING

SENIOR MANAGEMENT TEAM 



DATE

25 AUGUST 2004 



VENUE

Room No:  NA013 
Campus: NEATH 



LIST OF PARTICIPANTS

M Dacey (Chair) 
W M Leyshon
R G Fowler

T D B Rosser
B Holder
J Fowler

J R Williams
E S Davies
Adele Rees

V Hughes (Notetaker)



APOLOGIES FOR ABSENCE

H S Thomas 



This is a true and accurate account of the meeting’s proceedings

Signed:







Dated:
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NEATH PORT TALBOT COLLEGE
COLEG CASTELL NEDD PORT TALBOT




1.
SMT Action Points : 11 August 2004 

2. New Deal, NLN and Learndirect 

3. In-house Security Proposals 

4. A level results 2004 – Statistical Analysis 

5. Accommodation for Management 

6. Entrepreneurship and the Curriculum 

7. Management Accounts for the eleven months period to 30 June 2004

8. New Works Marks Register

9. Course Coordinator Role

10. Recruitment and Selection Policy

11. Raising Profiles

12. Operational Plan

13. College Performance Indicators

PART I – NON CONFIDENTIAL ITEMS

AGENDA ITEM: SMT ACTION POINTS 11.08.04 
MINUTE REF/SMT 03/04 : 001

NOTED
RESOLVED
ACTION REQUIRED
BY 

WHOM
BY 

WHEN

Paragon Restaurant
FD-BSIT will take responsibility for  School of Catering and Hospitality in the  absence of a  FD-CC.  FD is a strategic post and HoS is operational. Important that targets set for HoS are clear.  DHR and VPPP to discuss how we record targets. 

Enrolment
Guidance to be shared with HoS – importance of collecting registration and examination fees. 

VPPP to check  with Clerk as to who is taking this item forward 


VPPP


1.9.04

Commercial Manager – FD-TI asked to produce a paper on the Commercial Manager’s role for the next SMT meeting.  Discussion took place on  possibility of  using Hayes, Recruitment Consultants.  



Produce paper for  next SMT 

Prin to check financial regulations with Clerk re necessity to gain authorisation  from  Corporation 


FD-TI

Prin/Clerk
1.9.04

28.8.04

PART I – NON CONFIDENTIAL ITEMS

AGENDA ITEM: SMT ACTION POINTS 11.08.04 
MINUTE REF/SMT 03/04 : 001

NOTED
RESOLVED
ACTION REQUIRED
BY 

WHOM
BY 

WHEN

RECOVERY STRATEGY 
Managers’ role – look at teaching hours for each role bearing in mind that some roles were critical to the operation of the College and thus would not be able to undertake the full amount of hours; others would undertake assessment (all hours had to save the college money). NB: Cross College Managers = all managers who are not HoS. Need to ensure we are not being unfair or too simplistic in banding for CCM.

Agreed that we needed to be clear and consistent: 

Directors
100

Heads of School
300

Cross College Managers 
350

Marketing/Admissions
100

Student Services Manager 
350

Afan Campus Manager
100

Afan Campus Asst Manager
350

Learning Resources
350

ILT
350

Commercial Manager 
100
Facilities/Estates ≠
100

European Officer
350

Finance Manager +
100





PART I – NON CONFIDENTIAL ITEMS

AGENDA ITEM: SMT ACTION POINTS 11.08.04 
MINUTE REF/SMT 03/04 : 001

NOTED
RESOLVED
ACTION REQUIRED
BY 

WHOM
BY 

WHEN

RECOVERY STRATEGY (Contd) 

Staff Development Manager
350

IS Manager
100

Nursery Manager*
100

Staff Development
350

IS Manager
100

*Governed by legislation 

+ Surgeries/Ideaopolis


≠  Construction IV/H&S/Risk Assessment 

LETTER TO GWENDA THOMAS
Copy of letter sent from ELWa to Gwenda Thomas which was very supportive “ELWa welcomes the College’s proactive approach” and “this does not entail public consultation”.   Unison have asked  Peter Hain for  a public inquiry. 

MANAGEMENT STRUCTURE
To be published after this SMT meeting.



Publication of Management Structure 


Princ


Asap

PART I – NON CONFIDENTIAL ITEMS

AGENDA ITEM: SMT ACTION POINTS 11.08.04 
MINUTE REF/SMT 03/04 : 001

NOTED
RESOLVED
ACTION REQUIRED
BY 

WHOM
BY 

WHEN

TOURISM TRAINING FORUM FOR WALES   

Membership is free –  FD-BSIT taking  this forward.

UNIGLAM

More information sought from UniGlam re Associate College Status.  Commitment sought from the College that most of our HE provision will be from them.  





PART I – NON CONFIDENTIAL ITEMS

AGENDA ITEM: NEW DEAL/NLN/LEARNDIRECT  
MINUTE REF/SMT 03/04 : 002

NOTED
RESOLVED
ACTION REQUIRED
BY 

WHOM
BY 

WHEN

FD-LLE talked  to her letter of 29 July.   She was “getting up to speed”. NLN Sub-groups being reorganised and NPTC contacts needed for these Sub-Groups.

Suggested Curriculum Development – SD Mgr

Publicity and Marketing – MA Mgr

Beneficiary Services – QSt  Mgr /SS Mgr  

QA Group – FD-BSIT/EP Mgr  

Sustainability Task Group –  VPPP/FD-LLE

Queried whether these sub-groups were an effective use of NLN monies. 

As per background paper - agreed with the suggestion that John Thomas be Chairperson.

Suggested that Faculty Support Officers to be responsible for all NLN.

Group codes need to be identified.

£95k deficit 

Learndirect -  paper circulated 



Search of minutes to be made for reference to NLN to enable claim to be made for time spent and for materials given out

Include in next SMT meeting.
Clerk

Clerk 
1.9.04

1.9.04

PART I – NON CONFIDENTIAL ITEMS

AGENDA ITEM: IN HOUSE SECURITY PROPOSALS  
MINUTE REF/SMT 03/04 : 003

NOTED
RESOLVED
ACTION REQUIRED
BY 

WHOM
BY 

WHEN

Paper outlined the cost savings of £30k. Suggested that the number of entrances/exits be reduced with a view to making some fire exits only. 

Communication crucially important – estates need to be informed of  late working.  Agreed buildings be vacated by   9.30 pm. 

Agreed Neath Campus closed on Thursdays and Afan Campus on Wednesdays.

Agreed HoS and Operational Managers be asked to manage timetables within the time allocated and there be more efficient use of zones for evening classes. 

FE Mgr informed the meeting that there would be out of hours surveillance which would cost £4000 pa.

FE Mgr  to investigate 

Use of  the Galaxy Gold system to be investigated


FE Mgr

FE Mgr
ASAP

30.9.04

PART I – NON CONFIDENTIAL ITEMS

AGENDA ITEM: IN HOUSE SECURITY PROPOSALS (contd)   
MINUTE REF/SMT 03/04 : 003

NOTED
RESOLVED
ACTION REQUIRED
BY 

WHOM
BY 

WHEN

Agreed that Caretaker’s mobile telephone number be  given to key managers. 

Saturday Clubs – hours to be agreed to cover shifts and  be in line with  working time directive which states that an employee is entitled to 48 hours rest over a period of 14 days.  This  would mean that Saturday Club would  be  part of the contract and   would entitle a member of staff who has worked a Saturday,  not be timetabled for Monday  morning. Alternative would be to  run Saturday Clubs with two members of staff  who work alternate Saturdays. 

Stressed that costs will be reclaimed from schools’ budgets if communication does not work, eg if Estates are not aware of a class “out of hours”.



Provide caretakers mobile phone number 
FE Mgr
ASAP

PART I – NON CONFIDENTIAL ITEMS

AGENDA ITEM: A LEVEL RESULTS  
MINUTE REF/SMT 03/04 : 004

 NOTED
RESOLVED
ACTION REQUIRED
BY 

WHOM
BY 

WHEN

Statistics circulated showed the majority of  results were very good.

With regard to subjects which under   performed - results taken to  Performance Unit and then to the  Quality Review Group – the chair of which would write to individuals to ask for explanations re poor performance. 

Pass rate  is 96.3%  which was above the national average of 95%. WJEC pass rate was 97.7%. 

Viability of some classes with low numbers needs to be  investigated. 

FDHR raised concern on the way the timetable had been published re Afan Campus.  

Agreed Dyffryn  Comprehensive School  pupils would not permitted to sit their examinations on the Afan Campus in future. 



Agenda’d for next SMT meeting

Comparison of our results  to national comparators to be released to the press.  

AS   results and students’ progression on to A2 to be  looked at.    


Clerk

MA Mgr

VPPP/FD- 6th Form 


1.9.04

ASAP

ASAP



PART I – NON CONFIDENTIAL ITEMS

AGENDA ITEM: ACCOMMODATION FOR MANAGEMENT   
MINUTE REF/SMT 03/04 : 005

 NOTED
RESOLVED
ACTION REQUIRED
BY 

WHOM
BY 

WHEN

Need to look at guidelines and remove poor accommodation/demountables.  Old HR block and Glanyrafon House to be mothballed. 

SMT member to be located in ELC.   FD-SF to move to PB’s room – HR to remain at their location – Planning for Adult Education to be relocated  to old Library. FD, Coordinator-Basic Skills and support to be relocated temporarily to Ty Dwryfelin. 

DF stated our re-rating  valuation would mean that our rates would go up substantially therefore there is a need to identify some of the areas that will be withdrawn.  VPO stated that D51 and D52 and Glanyrafon House will not be used.







PART I – NON CONFIDENTIAL ITEMS

AGENDA ITEM: ENTREPRENEURSHIP AND THE CURRICULUM   
MINUTE REF/SMT 03/04 : 006

 NOTED
RESOLVED
ACTION REQUIRED
BY 

WHOM
BY 

WHEN

FD-TI referred to his paper.  Three contracts entered into with KEF. 

Trainingwales to develop links with SMEs.  

Contracts at Neath were Entrepreneurship 2004/05 and the Operation of the Ideaopolis 2003-05.

Quarterly returns had been made.  It appears we are not reaching targets.   FD-TI to speak with Chris Jones.  A number of issues re KEF – small numbers; no designated Entrepreneurship Champion and reduction in staff.  Ideaopolis centre not being utilised fully and  poor marketing.   

Agreed location of Centre needs to be reviewed.  FD-TI asked to report back on how to proceed – costs of moving the Centre. Query the need for Ideaopolis Centre as it has its own website?

FD-TI to liaise with Finance re claims/non-payment because we have not reached targets or because KEF is now run from WDA. 

Prepare proposals and costings to  SMT meeting of 8 September. 

.
FD-TI/DF

FD-TI-SMT
ASAP

8.9.04

PART I – NON CONFIDENTIAL ITEMS

AGENDA ITEM: MANAGEMENT ACCOUNTS                   
MINUTE REF/SMT 03/04 : 007

 NOTED
RESOLVED
ACTION REQUIRED
BY 

WHOM
BY 

WHEN

DF working towards final set of accounts for July 2004 .   Summary page £½  at the end of June which does not include cost of redundancies which is £600k. Forecast is £1,480k. Salary bill over 70%  - redundancy programme will bring this down  more in line with sector average of 65%. Turnover next year is  less than the outturn for 2003/04.  9.6% for administration staff pension scheme is expected to reach 23% in 2005. 

We are struggling  to return a surplus  - which we need to do to fulfil  our  mortgage contract  

Stressed that HoS need to meet daily to  discuss sharing information on staff to ensure budget is cut.

Students’ transportation income included in budget.  Need to increase income; CR work; reach  target of 100 overseas students.   

Could  we set up separate companies for pensions, cleaning contracts, catering contract?.

Meet daily re  sharing information re staff. 
HoS
Daily 

PART I – NON CONFIDENTIAL ITEMS

AGENDA ITEM: WORK/MARKS REGISTERS   
MINUTE REF/SMT 03/04 : 008

 NOTED
RESOLVED
ACTION REQUIRED
BY 

WHOM
BY 

WHEN

Curriculum Unit has devised a new form.   52 week programme. Suggestions from the Committee included increase size of boxes -  change “first year work scheme” to “lesson plan” and delete “students with learning needs” and replace with “strategies”.  Logo needs to be replaced with the new version. Replace Quality Unit with Quality Verification.

FD-TI thanked for his work on the works/marks register.





PART I – NON CONFIDENTIAL ITEMS

AGENDA ITEM: COURSE COORDINATOR ROLE 
MINUTE REF/SMT 03/04 : 009

 NOTED
RESOLVED
ACTION REQUIRED
BY 

WHOM
BY 

WHEN

Lack of cross-college Course Coordinator role.   Group set up and specification developed.  One issue is for the course coordinator to be responsible for everything the student is doing.   Course Coordinators felt they are not responsible for KS but merely to ensure it is embedded.  Agreed that they   should ensure KS are successfully delivered and assessed.  Need to ensure IV processes are carried out which was a  major part of their role.  Agreed that to undertake should read ensure that IV  moderation processes are effectively carried out.

   

Generate  amendments to the Course  Coordinator role 
VPPP/FD-TI 
30.9.04



AGENDA ITEM: RECRUITMENT AND SELCTION  
MINUTE REF/SMT 03/04 : 010

 NOTED
RESOLVED
ACTION REQUIRED
BY 

WHOM
BY 

WHEN

Request that this item be tabled for the next SMT meeting agreed. 

Agenda for next SMT


Clerk
1.9.04







PART I – NON CONFIDENTIAL ITEMS

AGENDA ITEM: RAISING PROFILES   
MINUTE REF/SMT 03/04 : 011

 NOTED
RESOLVED
ACTION REQUIRED
BY 

WHOM
BY 

WHEN

FD-HR tabled her paper.  Agreed that travelling between campuses was not an effective and efficient use of time.  Discussion took place on earlier start time of meeting which was not agreed.   Agreed SMT meetings would not be held on the Afan Campus.   Agreed SMT have a presence on the Afan Campus over the enrolment period. 


Raise profile but continue to hold SMT on the Neath Campus 




AGENDA ITEM: OPERATIONAL PLAN 
MINUTE REF/SMT 03/04 : 012

 NOTED
RESOLVED
ACTION REQUIRED
BY 

WHOM
BY 

WHEN

Does this need  to be reviewed  in the light of the recent allocation and budget changes?   Are there specific things we would want to do this year but we cannot?   VPO asked the Committee to look at the strategic objectives,   the operational objectives and take another look at the targets.  Need to show a re-evaluation of what we said we were going to do.  

VPO to meet with individuals to discuss. 
VPO
ASAP

PART I – NON CONFIDENTIAL ITEMS

AGENDA ITEM: PERFORMANCE INDICATORS   
MINUTE REF/SMT 03/04 : 013

 NOTED
RESOLVED
ACTION REQUIRED
BY 

WHOM
BY 

WHEN

Paper distributed -   members asked  to look at the key performance indicators which  had been selected.

Looked at finance  – traffic light system adopted.  Need to look at how much we pay to teach a student.  Secondly looked at colleges  of a similar nature.  We are 79% reliant  on  ELWa income.  (73% for  the sector).  

 

Need to discuss actions. 



AGENDA ITEM: AOB   
MINUTE REF/SMT 03/04 : 014

 NOTED
RESOLVED
ACTION REQUIRED
BY 

WHOM
BY 

WHEN

Query raised as to the number of items on the agenda.  

Agreed there be weekly meetings  with the length of the which should be no more than two hours.  Agreed time of the meeting on 1  September be changed  in the light of the Bank Holiday weekend.   







AGENDA ITEMS FOR INCLUSION AT NEXT MEETING:

· Houring for A Level (ESD) 

· Selection Process (JF)

· Role of Commercial Manager (JRW) 

· Learndirect (from last SMT meeting)  (refer to paper previously circulated)



DATE OF NEXT MEETING:-

DATE:  1  September 
VENUE: NA013 
TIME:  1030 






AGENDA
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