Terms of reference
Rationale
The governor roles are designed primarily to provide the Governing Body with an opportunity to
work in closer partnership with senior leaders and school staff in developing a more focused
understanding of the school and greater influence over and accountability for school improvement
and development.
It provides the governing body with an agreed framework that links closely to the School
Development Plan and any elements related to an OFSTED action plan.
Meetings are planned with the school senior leaders so that a range of questions can be explored by
governors and then fed back into the monitoring and evaluation process. Information from these
meetings will inform the next steps in our development agenda.
Three roles are quite distinct and rely upon joint meetings with school personnel in supporting /
holding the school team to account. These areas are Personnel, Premises and Finance.
The following governor roles and responsibilities have been identified:
•

Admissions and Attendance Group

•

Achievement Group

•

SEN and vulnerable groups (PP) including More able

•

Safeguarding

•

Stakeholders /Communications/School Council link

•

Personnel

•

Finance

•

Premises, Health and Safety

•

Church School (role description to be drafted)

Through our pilot, we want to establish a programme of 3 (approximately) visits per year that have a
clear role in the governance process and contribute to developing the role of the governing body in
developing our school.
Suggested procedure:
Each role will have an identified school leadership link.
The nominated school leadership link will contact the governor to arrange a mutually convenient
date and time.
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The agenda for the meeting will be set out in the pre-determined questions (which will be developed
and refined through the pilot). The questions will be created to enable the governor to obtain a good
understanding of the current situation. These will be devised by SLT/Governors as appropriate.
It is expected that both parties involved will give some prior thought to the meeting and where
helpful, SLT members and later, in the process, as appropriate, other members of staff will provide
information and data in advance of the discussion where this aids the understanding of the aspects
to be covered.
The governor will compile the report and agree the contents with the staff member.
Once agreed the report will be sent to the Headteacher and Chair so that outcomes can be identified
and can be given sufficient time in the next Governing Body meeting. This will also allow them to
identify links between items.

Chair
The Chair will be appointed by the Governing Body. The Chair will have regular contact with the
school to be effective. He/she should go into governing body meetings with a good background
knowledge of all the subjects to be discussed. This is achieved by regular discussions with the
Headteacher who, will keep him/her informed of all important issues, both good and bad, that occur
within the school. A discussion with the headteacher at least every two weeks would be appropriate.
The Chair should, when possible and when appropriate, also support the Headteacher at various
public events.
Chair Responsibilities
The Chair is responsible for chairing all governing body meetings. For these meetings he/she will:-
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Establish and foster an effective relationship with the Headteacher based on trust and
mutual respect for each other’s roles. The Chair has an important role in ensuring that the
Governing Body acts as a critical friend to the Headteacher and provides strategic direction/
mentoring



Agree the agenda with the Headteacher and the clerk before the meeting



With the Headteacher and Clerk ensure that Governing Body members receive all necessary
documentation for the meeting at least 1 week in advance



Ensure that the meeting starts on time and keeps to time



Ensure the business of the Governing Body is conducted properly, in accordance with
requirements of the Academy’s memorandum and articles.



Ensure meetings are run effectively, focusing on priorities and making the best use of time
available, and to ensure that all members have an equal opportunity to participate in
discussion and decision-making.



Try to obtain a unanimous decision when appropriate



When views differ within the Governing Body, ensure that a majority decision is taken by a
show of hands



Ensure that business and recommendations of individual governor meetings are reported
back by the responsible governor, concisely to the full governing body and decisions
made/ratified where appropriate.



To ensure that the minutes of the meetings made available to all members of the Governing
Body in the agreed manner.

Vice-Chair
The vice-chair is appointed by the Governing Body, by election if necessary. In addition to deputising
for the chair, the vice-chair may also be requested to take on some of the chair's work: The chair and
vice-chair will work as a team and may agree to divide up the chair’s responsibilities between them.
Vice Chair Responsibilities:
Liaising on a regular basis with the chair and Headteacher in order to be fully informed


Taking on responsibilities delegated by the chair



Deputising for the chair in his/her absence



Establishing and fostering an effective relationship with the Headteacher based on trust and
mutual respect for each other’s roles



Being seen in school regularly, attending school functions, being accessible to staff and
parents.



Supporting the chair in the conduct of meetings



Ensuring Governing Body participation in and between meetings



Welcoming and inducting new Governing Body members



Listening and being a critical friend to the chair.

These responsibilities have been designed to ensure that the vice-chair can play an important role in
an effective Governing Body.
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Admissions and Attendance
Working Group
Introduction
The Admissions and Attendance group is a working group of the Full Governing Body (“FGB”). The
FGB remains responsible for complying with the relevant Education Acts and Regulations and the
School Admissions Code and School Admission Appeals Code published by the DfE from time to time
(the “Codes”).
The Academy Trust is required to set up and Independent Appeals Panel. The Academy Trust ensures
that its Independent Appeal Panel is trained to act in accordance with, the Codes and all relevant
admissions laws as they apply to foundation and voluntary aided schools, and with equalities law.
Reference in the Codes or legislation to “admission authorities” will be deemed to be references to
the Academy Trust.
The Academy Trust is required to participate in the local Fair Access Protocol and participate in the
coordinated admission arrangements operated by the LA in whose area the Academy is situated.
The Academy Trust may determine admission arrangements (subject to consultation in line with the
Codes) that give priority for admission to children attracting the Pupil Premium, including the service
premium (the “pupil premium admission criterion”), but not above looked-after children and
previously looked-after children. Where the Academy Trust applies the pupil premium admission
criterion, it must provide information in its admission arrangements about eligibility for the
premiums. For the purposes of applying the pupil premium admission criterion only, sections 1.9(f)
and 2.4(a) of the School Admissions Code do not apply insofar as they prevent admission authorities
from giving priority to children according to the financial or occupational status of parents or using
supplementary forms that ask for:a) any personal details about their financial status; or
b) whether parents are serving in the armed forces (of any nation), stationed in England, and
exercising parental care and responsibility for the child in question.
Membership
The working group shall consist of the governors named below plus the Headteacher. The School
Business Manager may attend in an advisory capacity.
Jane Sanders (Chair)

Foundation Governor/Member of the Academy Trust

Maxine Purvis

Governor

Rev Georgina Machell Ex officio Foundation Governor
The working group may invite additional attendance at its meetings from persons to assist or advise
on a particular matter or range of issues, including Local Authority Admissions personnel, parents
and members of the academy staff who are not governors.
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Meetings
The group shall meet as required. Minutes of meetings will be taken and retained. The Chair shall
circulate an agenda for each meeting with supporting papers at least one week before the
committee meeting.
Terms of Reference
The group, taking advice from the Headteacher and the lead professionals shall:
•


•
•
•

•
•
•


•
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Review annually the academy’s Admissions Policy and where relevant the Nursery
Admissions Policy, in accordance with Governing Body’s agreed schedule. The Admissions
Policy must be approved by the FGB.
Review annually or as required the academy’s Attendance policy
Receive regular reports of the current numbers of children on roll, including termly changes
as children leave and others are admitted to the academy
Receive reports of predicted and actual applications for the following year, so as to ensure
that appropriate plans are in place for the future intake
Be informed of any issue that, exceptionally, requires a decision that does not comply with
the Admissions Policy and, in conjunction with the Headteacher (and if necessary the Local
Authority), make decision to resolve the matter
Monitor the impact of all aspects of the academy’s admission policy and practice, especially
where exceptions have been made in the numbers of children on roll
Report regularly to the Full Governing Body on the work of the group.
Review all polices agreed for the working group as outlined in the Policy Review document.
Monitor attendance each term, including authorised and unauthorised attendance and
persistent absenteeism
Where requests for absence have been referred to the committee by the Headteacher, to
confirm within two school days the classification of the leave
Each member shall keep any confidential information confidential and shall not use or
disclose such confidential information in whole or in part to any third party, either during or
after their term of office, except as expressly permitted by the FGB.

Achievement Group
Terms of reference
The purpose of the Achievement Group is to lead the governing body in holding the Headteacher
and SLT to account for the educational performance of the school and its pupils and to support the
staff in raising standards of teaching for learning and thus attainment and achievement of pupils.
1. Ensure that the school curriculum is broad and balanced, complies with legislation and
provides a wide range of subjects, preparing pupils for the opportunities, responsibilities and
experiences of later life in modern Britain;
2. Monitor and review pupil progress and attainment across subjects, year groups and by
groups such as disadvantaged pupils and more able pupils.
3. Review and take account of externally published pupil performance data (e.g. RAISEOnline,
School Dashboard/Ofsted’s school performance dashboard, etc.) in order to consider the
school’s performance in relation to all schools and similar schools nationally and locally;
4. Ensure the school engages with the school’s Education Adviser(s) and reviews the findings of
any external reviews such as peer group review or Ofsted inspection;
5. Ensure that any statutory and non-statutory targets for pupil performance are agreed,
reported and published appropriately;
6. Monitor the Quality of Teaching and Learning, identify areas of improvement and ensure any
necessary action is taken to maximise outcomes for pupils. This will include the use of and
contribution made by teaching assistants;
7.

Be informed of any monitoring and review of school teaching and learning related policies
in line with an agreed policy review timetable.

8. Assure themselves of the rigour of assessment throughout the school;
9. Monitor and evaluate appropriate aspects of the School Development Plan (SDP) and, where
necessary, report to the Governing Body on progress, together with any recommendations;
10. Contribute to and monitor appropriate aspects of the school’s self-evaluation, ensuring that
the governing body has a good understanding of the school’s strengths and weaknesses;
11. Monitor the implementation of the curriculum and test results and report issues for
consideration to the governing body
12. Monitor the impact of Sport Premium Funding to further enhance the quality of provision,
teaching and learning of physical education and ensure this is reported appropriately both to
the governing body and via the school website.
13. Make recommendations for a programme of governor visits to the school and ensure all
governors and staff are aware of and in agreement with the school’s policy in respect of
governor monitoring visits
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SEND and vulnerable groups (PP) Governor
Terms of reference
SEND and other vulnerable groups
Purpose
The purpose of the SEND and vulnerable groups governor is to secure the strategic direction and
development of SEND support in school – in co-operation with, and under the direction of, the
Headteacher and the SENCO.












To promote high standards of teaching for learning for pupils with SEND and vulnerable
groups.
To promote high levels of achievement by pupils with SEND and other vulnerable groups by:
o Promoting SEND needs at governor’s meetings
o Promoting SEND within the community
o Supporting the SENCO to raise standards of teaching for learning by meeting
regularly with him/her
o Supporting the SENCO to raise standards of teaching for learning by analysing data
and asking questions about any issues raised and
o Monitoring and evaluating the impact of actions taken to support SEND.
Providing regular reports to the governing body.
Supporting the evaluation of the effectiveness of the relevant policies and procedures and
analysing their impact on the children’s learning.
Working with the SENCO in establishing priorities for expenditure for SEN and in monitoring
the effectiveness of resource usage.
Engaging with appropriate training opportunities to promote professional effectiveness in
this role.
Understanding how the school identifies pupils with SEND and what happens once a pupil
has been identified.
Arranging visits with the SENCO to gain an understanding of how the school delivers SEN
provision.
Finding out what links the school has with other local schools, appropriate support services
and parents.
Monitoring and reviewing the provision for various groups of pupils e.g. disadvantaged
pupils, PP, EAL, Gifted and Talented etc.;

Pupil Premium
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To ensure that the school has an effective Pupil Premium Strategy and is working to achieve this
To support, challenge, monitor and evaluate the work of the school in raising the achievement of
Pupil Premium pupils by ensuring that:
o The Pupil Premium funding is ring-fenced.
o The school is held accountable for the use of Pupil Premium funding.
o The school has identified all Pupil Premium children.
o All staff know who the Pupil Premium children are.
o All staff know how the Pupil Premium funding is being spent.

o
o
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SLT identify the specific intended outcomes of Pupil Premium activities.
SLT monitor the provision of Pupil Premium activities for supported children on a termly
basis.
o SLT evaluate the impact of Pupil Premium activities using an evidence-based approach.
o SLT conduct an annual review of the Pupil Premium activities and publish the outcome
on the school’s website.
o Class teachers are held accountable for the progress of Pupil Premium children in their
class.
To report at least annually to the Full Governing Body.
To ensure that the school is transparent with its Pupil Premium spending by sharing statutory
information on the school website

Safeguarding Governor
Terms of reference
Safeguarding
Purpose
The purpose of the Safeguarding Governor role is to hold the Headteacher and SLT to account for in
ensuring pupils in the school are kept safe from harm. The Safeguarding Governor plays an
important role in ensuring oversight and scrutiny of safeguarding policy, procedure and practice on
behalf of the full governing body. It should not be underestimated that the role is that of a ‘senior
manager’ of a school with accountability befitting such a significant responsibility.
The role of the Safeguarding Governor is to:
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Act as a ‘critical friend’ to the school, in order to ensure that the appropriate systems and
procedures are in place to cover all aspects of the safeguarding agenda and all statutory
governing body responsibilities are met.
Monitor appropriate policies, including the safeguarding and whistle blowing policies.
Ensure there is a suitably qualified, trained and supported Designated Senior Person (“DSP”)
who has responsibility for responding to and overseeing safeguarding issues.
Ensure there is a suitably qualified, trained and supported Deputy Designated Person
(“DDP”) who has responsibility for responding to and overseeing safeguarding issues as
agreed reasonable to be delegated by the DSP.
Ensure that the DSP adequately supervises and supports the work, development and
wellbeing of the DDP and any other individual to whom they may delegate additional
safeguarding responsibilities in order that there exist clear lines of accountability.
Ensure that all staff are aware of the school’s safeguarding policy and “Keeping Children Safe
in Education” documentation
Ensure there is a robust system for recording, storing and reviewing child welfare concerns.
Liaise with the Headteacher about general child protection and broader safeguarding issues
within the school and as such be able to provide reports to the governing body in respect of
themes and issues within the school/locality to enable adequate oversight, understanding
and development of solutions.
Ensure that staff training is up to date.
Attend Basic Awareness Safeguarding training every 3 years and other training as
appropriate to the role and relevant to issues within the school/locality
Ensure other governors attend appropriate safeguarding training.
Ensure appropriate members of the governing body complete training in respect of
allegations against staff.
Ensure at least one governor on the recruitment and selection panel for staff has
successfully completed accredited Safer Recruitment training.
Ensure interview panels are convened appropriately and safer recruitment practices are
followed.
Have oversight of the single central record and ensure it is up to date and maintained in line
with guidance.
Take account of how safe pupils feel when in school.
Ensure the voice of pupils is truly heard and appropriately acknowledged.






Ensure the school constantly review and consider their curriculum in order that key
safeguarding ‘messages and lessons’ run throughout.
Ensure that the school does not operate in isolation and have an awareness of agencies
available to support children and families
Ensure the safeguarding agenda is embedded in the ethos of the school.
Provide an annual report to the full governing body to include, amongst other relevant
items, detail pertaining to training, themes, issues, number of cases led by school,
contribution to multi-agency meetings and good practice.

Child Protection











To ensure that children’s development is supported in ways that will foster security,
confidence and independence.
To monitor the provision of an environment in which children and young people feel safe,
secure, valued and respected, and feel confident, and know how to, approach adults if they
are in difficulties believing they will be effectively listened to.
To raise the awareness of all staff and governors of the need to safeguard children and of
their responsibilities in identifying and reporting possible cases of abuse.
To check that a structured procedure is followed by all members of the school community in
cases of suspected abuse.
To provide a systematic means of monitoring children known or thought to be at risk of
harm, and ensure we, the school, contribute to assessments of need and support packages
for those children.
To emphasise the need for good levels of communication between all members of staff.
To monitor the provision of effective working relationships with other agencies, especially
the Police and Social Care.
To ensure that all adults within our school who have substantial access to children have
been checked as to their suitability.

Procedures
Ensure the school meets the following criteria:
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All members of the governing body understand and fulfil their responsibilities.
There is a nominated designated member of staff.
The designated member of staff has undertaken the initial designated member of staff
training and subsequent refresher courses every two years delivered through the
Safeguarding Unit.
There is a member of staff who will act in the designated member of staff’s absence.
All members of staff are provided with Child Protection training every three years.
All members of staff, volunteers and governors are aware of:
 The signs and symptoms of concern
 How to respond to a pupil who discloses abuse
 What to do if they are concerned about a child
 All parents/carers are made aware of the responsibilities of staff members with regard
to child protection procedures through publication of the schools’ Child Protection
Policy, and reference to it in our introductory school pack.
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The lettings policy seeks to ensure the suitability of adults working with children on
school sites at any time.

Stakeholders /Communications Governor
Terms of Reference
Purpose
The Stakeholder and Communications governor will be responsible for providing information and
guidance to the governing body on how the school is engaging with its key stakeholders.
The aspects embraced under this remit will include:




To help the school to develop an effective way of engaging staff and parents in academy
development.
To help the school to build on its strong links with the local community and businesses.
Be aware of and report back on the effectiveness of the links with local Primary Schools
within the peer group cluster.

The Stakeholder and Communications governor, taking advice from the Headteacher and the lead
professionals shall:
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Advise the governing body on priorities for the development and improvement of
relationships with the key stakeholders
Keep up to date with government proposals and the school’s procedures for engaging staff
and parents in the development of the school
Report back on the Peer Review group through an annual update to the governing body
Be the governing body’s representative at meetings/discussions involving the key
stakeholders
Understand and feedback on how business links are supporting the work of the school and
how the links may help the experiences offered to the pupils and the impact that they have
on pupil outcomes.
Support the school in promoting the school within the local community including through
the website and social media ensuring at all times that we operate within the clear
guidelines established by the school.

Personnel Governor
Terms of reference
Purpose
The purpose of the Personnel Governor is to hold the Headteacher and SLT to account for matters
and recommendations related to personnel. He/she will be aware of the processes and procedures
of the school.

The Personnel Governor will:



















•
•
•
•
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Be aware of and keep under review the staffing structure in consultation with the
Headteacher
Approve procedure for recruitment and appointment of staff
Have an overview of the process of applications from staff for secondments or leave of
absence
Understand the process leading to staff reductions
Ensure that he/she has undertaken relevant training with regard to these terms of reference
and safer recruitment generally
Follow established procedure when advertising, selecting and appointing new members of
staff having regard to safer recruitment training
Inform the governing body of personnel related expenditure
Support the Headteacher and SLT in keeping under review staff work/life balance, working
conditions and well-being, including the monitoring of absence
Be aware of and involved as appropriate, in the procedures for dealing with discipline and
grievances
The Personnel governor should be alert to situations that may give rise to a conflict. To avoid
conflict the conflicted member should be excluded from discussions or decisions relating to
the matter while the conflict or potential conflict exists.
Be aware of any changes following the review and or updates of all polices and where
appropriate recommend for approval by the governing body.
The personnel governor shall keep information confidential as required and shall not use or
disclose such confidential information in whole or in part to any third party, either during or
after their term of office, except as expressly permitted by the school.
Monitoring the quality of teaching and learning in conjunction with the achievement group,
in the context of staff performance management and report to the governing body
Monitor staff attendance data provided to the governing body
Be involved in consultation on any staffing plan
Be involved in consultation on any HR issues and restructures
By undertaking the above, the personnel governor will have an overview of:
The school’s appraisal and capability and pay policies for teaching and support staff
The criteria set by the school’s pay policies for teaching and support staff in determining the
pay of each employee on an annual basis;
How the school complies with all statutory and contractual obligations;
How best to advise the governing body on the annual budgetary requirements of the pay
policies and to take account of any limits established;

•
•

•
•
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Relevant developments and to advise the governing body when the school’s pay policies
have been reviewed.
The operation of the overall appraisal and capability policy in the school and provide an
annual report to the governing body on the effectiveness of the appraisal and capability
processes and procedures in relation to all members of staff;
Work with the school’s education adviser and CofG on the appraisal review process for the
Headteacher.
Consider at the Headteacher’s appraisal review, (following the withdrawal of the
Headteacher from the meeting) the payment of the Headteacher in the forthcoming year

Finance Governor
Terms of reference
Purpose
The purpose of the Finance Governor role is to have an understanding of the school’s financial
position. The Finance Governor, in consultation with, and taking advice from the Headteacher and
other lead professionals, including the School Business Manager shall:-
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Receive the budget plan for the financial year. Consider and report on the school's budget to
the Governing Body.



Monitor and review income and expenditure on a regular basis and ensure compliance with
the overall financial plan for the school, and with the financial regulations of the EFA,
drawing any matters of concern to the attention of the governing body. Ensure that any
budgetary adjustments which may be necessary are brought to the attention of the
governing body and approval sought where appropriate



Consider the school's indicative funding, notified annually by the EFA and to assess
implications for the school in advance of the financial year, drawing any matters of
significance or concern to the attention of the governing body.



Consider and monitor regularly the school’s short term and long term revenue and capital
budget and financial planning to ensure the school’s long term sustainability.



Be aware of and ensure compliance with the Funding Agreement and Academies Financial
Handbook.



Contribute to the formulation of the school’s development plan, through the consideration
of financial priorities and proposals



Receive and consider the broad budget headings and areas of expenditure to be adopted
each year, including the level and use of any contingency fund or balances, ensuring the
compatibility of all such proposals with the development priorities set out in the
development plan



Be informed and aware of any updates to financial policies in accordance with the policy
review schedule. Be aware of the scheme of delegation for spending and budgetary
adjustments (“virements”) limits for the governing body, headteacher, school business
manager and other senior staff where appropriate.



Ensure that full consideration is given to ensure funds are available for pay increments as set
out in the school’s pay policy and as recommended by the headteacher



Be aware of the procedures for charges for school services, including but not limited to
school meals, music tuition and the hire of school premises



Understand how the school conducts an annual audit and receive information related to the
school, and to recommend to the governing body any actions which may be appropriate in
response to audit findings
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To participate in the preparation and review of the Trustees Report to form part of the
Statutory accounts of the academy trust.



In conjunction with the headteacher and other senior staff, to seek the approval of the
governing body in the appointment or reappointment of the auditors.

Premises and Health and Safety Governor
Terms of Reference
Purpose
The Premises and Health and Safety Governor will work closely with the Headteacher and SLT to
develop an understanding of and being responsible for providing information and guidance to the
governing body on; major works, use of CIF funding, consulted on maintenance priorities, aware of
school Health and Safety issues and procedures. In addition the governor will also be involved in the
IT strategy.

Terms of reference:The Premises Governor, taking advice from the Headteacher and other lead professionals shall:
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Advise the Governing Body on priorities, including Health and Safety, for the maintenance
and development of the school’s premises. In conjunction with the Headteacher and SLT, to
ensure that an annual inspection of the premises and grounds takes place and a report is
received identifying any issues. The governor should ensure that the governing body is
informed of the report and a proposed order of priorities for maintenance and development
is prepared for the approval of the governing body.



Be aware of the arrangements for repairs and maintenance and contribute to
recommendations on premises-related expenditure.



The headteacher and other senior staff will be responsible for arranging any professional
surveys and emergency work as necessary and will report this to the premises governor. The
headteacher is authorised to commit expenditure without the prior approval of the
governing body where any delay could result in further damage or present a risk to the
health and safety of pupils or staff. In this event, the headteacher is expected to consult the
premises governor at the earliest opportunity.



to oversee on behalf of the governing body any project committee created to oversee any
major developments or work programmes



Understand the arrangements, including Health and Safety, for the use of school premises
by outside users, subject to governing body policy.



Keep under review a Building Development and Accessibility Plan.



Gather information of future costs relating to premises and health and safety.



Ensure that the procedures for the implementation of the Health & Safety at Work policy for
the school are in place and updated as necessary.
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To ensure that the governing body’s responsibilities in respect of litter, refuse and dog
excrement are discharged according to Section 89 of the Environmental Protection Act 1990,
so far as is practicable.



Have access to all polices agreed for Health and Safety and Premises



Ensure arrangements are in place for assuring that the site is secure and safe.



Link with the Safeguarding Governor to ensure appropriate arrangements are in place to
safeguard children who take part in or are affected by the provision of extended services
and other school activities that take part outside normal school hours.



In conjunction with the Headteacher to review the arrangements for school trips and
residential visits in accordance with the school’s policy.

