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School Contact Details 

 

Ashland’s Church of England First School 
North Street 

Crewkerne 

Somerset 

TA18 7AL 

Phone: 01460 73437 

email: office@ashlands.somerset.sch.uk  

Web: http://www.ashlandsfirstschool.co.uk/  

Ofsted report: http://reports.ofsted.gov.uk/  

Data dashboard: http://dashboard.ofsted.gov.uk/  

*for latest Ofsted Report/Data dashboard search using School Contact Details 

___________________________________________________________________ 

Misterton First School 

Middle Street 

Misterton 

Somerset 

TA18 8LZ 

Phone:  01460 72745 

email: office@mistertonfirst.somerset.sch.uk  

Web: http://www.mistertonfirstschool.co.uk/  

Ofsted report: http://reports.ofsted.gov.uk/ 

Data dashboard: http://dashboard.ofsted.gov.uk/  

*for latest Ofsted Report/Data dashboard search using School Contact Details 

 

Ofsted Reports & Data Dashboard: 

The Data Dashboard provides a snapshot of performance in the school. The 

dashboard can be used by governors to check performance of the school or provider 

in which they are interested.  

The Data Dashboard complements the Ofsted inspection report by providing a 

summary of results data over a three year period and comparisons to other schools 

or providers. The data should be used by governors to generate key questions to 

support and challenge the leadership team.  

 

mailto:office@ashlands.somerset.sch.uk
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http://reports.ofsted.gov.uk/
http://dashboard.ofsted.gov.uk/
mailto:office@mistertonfirst.somerset.sch.uk
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http://dashboard.ofsted.gov.uk/


 
Letter from Chair of Governors 

 

Dear Governor 
 
I am writing to welcome you warmly to our governing body. We are very grateful for your 
commitment to the work of this body.  
 
As you may already know, your appointment lasts for four years. The Full Governing Body at 
our schools meets approximately 8/9 times a year. We do urge you to commit to these 
meetings. Meetings will be generally held from 5-7pm to minimise the impact on the schools.  
 
Each Governor within our Federation will have a specific area(s) that they will focus on; they 
will become an expert within this area.  
 
Between meetings as a link Governor with a specific area of focus you will have various 
tasks to fulfil in preparation for the meetings.  For example you may attend a training course 
or visit the schools to observe a specific area.  
 
At our schools, link Governors focus on areas such as: 
 

• Resources (comprising Finance, Personnel, Premises matters) 

• Teaching and Learning  

• School Development Priorities 

• Safeguarding inc E-Safety 

• School Data 
 
These link Governors roles are organized each year, and evolve to suit the school’s 
priorities. 
 
It can feel daunting when you first become a governor, and we have developed an induction 
pack to help you feel at home as soon as possible. We would also recommend that you 
attend one of the New Governor courses run by the local authority.  
 
The clerk will ensure that you have copies of, or access to all relevant documents to help 
you understand your role and the schools better.   
 
Finally, you should always feel able to ask questions: education acronyms can seem 
impenetrable initially, but it is important that you are clear. The function of governors is to 
support the headteacher in maintaining and developing the school’s strategic vision. You 
need to play the role of a ‘critical friend’, challenging robustly where necessary, but always 
remembering that the headteacher is responsible for the day to day running of the school, 
and that your contribution should be at a strategic rather than an operational/executive level. 
 
I very much look forward to meeting you. If you would like to talk beforehand, please do 
email me at RBarratt@educ.somerset.gov.uk  
 
Yours sincerely 
 

 
 
Richard Barratt 
Chair of governors 
Crewkerne and Misterton Federation 

mailto:RBarratt@educ.somerset.gov.uk


School Core Beliefs 
 

This is one area of the schools that is currently under review.  

 
“optimum learning for each child in a happy atmosphere” 
 
We believe that Crewkerne and Misterton Federation is where: 
•Respect is achieved through inclusion and diversity and everyone feels safe, secure, 
valued and challenged. 

•Communication and co-operation is effectively maintained at all levels. 

•Everyone is a learner and has high expectations of the achievements of all children and of 
themselves. 

•Creativity is encouraged to flourish. 

 
We enable children to: 
•Be confident, enthusiastic, progressive and successful learners. 

•Be happy and inspired in their school environment. 

•Have breadth of opportunities to explore their potential now and in the future, 
developing a positive attitude towards learning. 

•Feel valued and value others. 

 
We enable staff to: 
•Do their job effectively. 

•Achieve a work/life balance that they are happy with. 

•Have high expectations of themselves, each child and each other. 

•Have the opportunity to achieve their potential and feel valued. 

 
We enable parents to: 
•Speak openly to staff and give and receive honest feedback. 

•Support the education of their child. 

•Be informed about their child’s development. 

•Be involved with the life of the school. 

 
We enable governors to: 
•Have a clear understanding of their role and to communicate this effectively. 

•Think and operate strategically, sharing their expertise where appropriate. 

•Be involved in the strategic development of the school. 

•Know where and how to access key information and to develop links with staff. 

 



 

1. INTRODUCTION 
 
Welcome to your new role as a Crewkerne and Misterton Federation Governor. 

Whilst this handbook has been compiled with new governors in mind it is of continuing value to all governors 
as it includes matters such as our Governing Body’s code of practice and some key policies and procedures 
relating to the Governing Body. 
 
We particularly commend to you the Governors’ handbook for governors in maintained schools, 
academies and free schools which you can download from 
https://www.gov.uk/government/publications/governance-handbook  or obtain from the Clerk. This handbook 
seeks to supplement that booklet by providing information, which is specific to the Federation of Crewkerne 
and Misterton.  
 
To do the job of a school governor properly will involve time and effort on your part but at the Crewkerne and 
Misterton Federation it is generally found to be a rewarding and enjoyable role. There are four main 
contributions you will need to make: 
 
▪Attend meetings and take an active part in them - generally eight or nine full governing body meetings per 
year (in the evenings)  
▪Attend governor induction training and other training as appropriate. 
▪Help make informed strategic decisions by becoming an expert in a specific area and feeding back to the 
governing body.  
▪Get to know the school; its staff and pupils. Build strong links with specific staff within schools. Arrange 
visits via the Clerk. 
 
Governors are also invited to school events such as Christmas and musical performances etc. These 
invites are informal via the newsletters provided by the schools. If you wish to attend such events 
please inform the Clerk.  
 
More details are provided in the following sections. 
 

a) Responsibilities 

 
The role of the Governing Body is a strategic one. Its key functions are to: 
 
Establishing the strategic direction, by: 

- Setting the vision, values, and objectives for the school 

- Agreeing the school improvement strategy with priorities and targets 

- Meeting statutory duties 

 

Ensuring accountability, by: 

- Appointing the headteacher 

- Monitoring progress towards targets 

- Performance managing the headteacher  

- Engaging with stakeholders 

- Contributing to school self-evaluation 

 

Ensuring financial probity, by: 

- Setting the budget 

- Monitoring spending against the budget 

- Ensuring value for money is obtained 

- Ensuring risks to the organisation are managed 

 
 
The Headteacher is responsible for the internal organisation, management and control of the school and the 
implementation of the strategic framework established by the governing body. 
 
Included, as Appendix A is the Crewkerne and Misterton Terms of Reference for the Full Governing Body. 
 

 
b) Accountability 
 
The Governing Body is accountable to the public and to parents for the way in which the school is directed 
and managed. 

 

https://www.gov.uk/government/publications/governance-handbook


Our school newsletter, and our website are both used to provide parents with information about the school’s 
activities. 
 
We seek parents’, children’s, governors’ and staffs’ views by sending out annual questionnaires, before 
preparation of the School Improvement Plan (SIP), asking for views on a variety of issues. 
 
A Governing Body Section is on Both Ashlands and Misterton School Websites sharing the minutes 
from Governing Body Meetings.  

 

2. ADVICE, TRAINING AND SUPPORT 

 
a) Induction 
 
We recognise the importance of your being supported in getting to grips with your new role as a governor. 
Your induction into the role includes the following: 
 

 

Please refer to the Governor Induction Pack for full details  
 
 

b) Training opportunities 

 
You will receive a copy of Network Magazine - A Magazine for Governors produced by Somerset 
County Council. You are expected to read this magazine and identify relevant training for your own 
personal development.  
 
We ask all governors to continue to undertake training appropriate to the roles they assume on an annual 
basis.  
 
Crewkerne and Misterton Federation purchases the governor training package is provided by Governor 
Services. This enables governors to attend appropriate courses, free of charge. 
 
A programme of training sessions can be accessed at 
https://slp.somerset.org.uk/sites/governorservices/SitePages/Home.aspx  
 
 

c) Resources 
 

• Somerset Governor Services provides a library of governor resources.  
 

• School Website - Governor Section in particular  
 

• The Key - Your school’s membership of The Key for School Governors covers the entire governing 
body and the clerk. You are expected to register a new account.  

  
➢ To create your own personal login. 

  
➢ To start using the service, you simply need to: 

  
•         Visit schoolgovernors.thekeysupport.com 
•         Click on ‘Activate Membership’ 
•         Fill in the short registration form, including your school’s postcode which is TA18 8NL 

  
Once registered, members can see all of the articles on our website. If they cannot find what they need, they 
can also send new questions to our researchers. 
  
If you have any queries about your membership, or if any of your team would like help with registering, 
please contact us on 0800 060 7736 or contact the clerk  

 
 
3. CODE OF PRACTICE FOR GOVERNORS - Source: www.nga.org.uk 
(2014 Guidelines) 
 

As individuals on the board we agree to the following: 
 

Role & Responsibilities   

https://slp.somerset.org.uk/sites/governorservices/SitePages/Home.aspx
https://lea-owa.somerset.gov.uk/OWA/redir.aspx?C=DVTNt55ha0qA70wnm5w0P7STYcivJ9JIN0Ya0OXhprHLVHE7GZ9buYZINul_Huks73_CgFL5Zng.&URL=http%3a%2f%2fschoolgovernors.thekeysupport.com%2f
http://www.nga.org.uk/


• We understand the purpose of the board and the role of the headteacher.  

• We accept that we have no legal authority to act individually, except when the board has given us 

delegated authority to do so, and therefore we will only speak on behalf of the governing board when we 

have been specifically authorised to do so.  

• We accept collective responsibility for all decisions made by the board or its delegated agents. This 

means that we will not speak against majority decisions outside the governing board meeting. 

• We have a duty to act fairly and without prejudice, and in so far as we have responsibility for staff, we will 

fulfil all that is expected of a good employer.  

• We will encourage open government and will act appropriately.  

• We will consider carefully how our decisions may affect the community and other schools.  

• We will always be mindful of our responsibility to maintain and develop the ethos and reputation of our 

school. Our actions within the school and the local community will reflect this. 

• In making or responding to criticism or complaints affecting the school we will follow the procedures 

established by the governing board.  

• We will actively support and challenge the headteacher. 

 
a) General 
 
▪We have responsibility for determining, monitoring and keeping under review the broad policies, plans 
and procedures within which the school operates. 
▪We recognise that the Headteacher is responsible for the implementation of policy, day-to-day 
management of the school and the implementation of the curriculum. 
▪We accept that all governors have equal status, and although appointed by different groups (i.e. parents, 
staff, LEA) our overriding concern will be the welfare of the schools/federation as a whole. 
▪We have no legal authority to act individually, except where the Governing Body has given us delegated 
authority to do so. 
▪We have a duty to act fairly and without prejudice, and in so far as we have responsibility for staff, we will 
fulfil all that is expected of a good employer. 
▪We will encourage open government and shall be seen to be doing so. 
▪We will consider carefully how our decisions may affect other schools. 
 

b) Commitment  

• We acknowledge that accepting office as a governor involves the commitment of significant amounts of 

time and energy.  

• We will each involve ourselves actively in the work of the governing board, and accept our fair share of 

responsibilities, including service on committees or working groups.  

• We will make full efforts to attend all meetings and where we cannot attend explain in advance why we 

are unable to. 

• We will get to know the school well and respond to opportunities to involve ourselves in school activities. 

• We will visit the schools, with all visits to school arranged in advance with the staff and undertaken within 

the framework established by the governing board and agreed with the headteacher.  

• We will consider seriously our individual and collective needs for training and development, and will 

undertake relevant training  

 

c) Relationships  

• We will strive to work as a team in which constructive working relationships are actively 

promoted.  

• We will express views openly, courteously and respectfully in all our communications with other 

governors. 

• We will support the chair in their role of ensuring appropriate conduct both at meetings and at 

all times. 

• We are prepared to answer queries from other governors in relation to delegated functions and 

take into account any concerns expressed, and we will acknowledge the time, effort and skills 

that have been committed to the delegated function by those involved. 

• We will seek to develop effective working relationships with the headteacher, staff and parents, 

the local authority and other relevant agencies and the community.  

 
 

d) Confidentiality 
 

• We will observe complete confidentiality when matters are deemed confidential or where they 

concern specific members of staff or pupils, both inside or outside school  



• We will exercise the greatest prudence at all times when discussions regarding school 

business arise outside a governing board meeting.  

• We will not reveal the details of any governing board vote. 

 
 

e) Conduct 
 
▪We will encourage the open expression of views at meetings, but accept collective responsibility for all 
decisions made by the governing body or its delegated agents. This means that we will not speak out 
against majority decisions in public or private outside the Governing Body. 
▪We will only speak or act on behalf of the Governing Body when we have been specifically authorised to 
do so. 
▪In making or responding to criticism or complaints affecting the school we will follow the procedures 
established by the Governing Body. 
▪Our visits to school will be undertaken within the framework established by the Governing Body and 
agreed with the Headteacher. 
▪In discharging our duties we will always be mindful of our responsibility to maintain and develop the ethos 
and reputation of our school. 
 

f) Conflicts of Interest 
 

• We will record any pecuniary or other business interest (including those related to people we 

are connected with) that we have in connection with the governing board’s business in the 

Register of Business Interests, and if any such conflicted matter arises in a meeting we will 

offer to leave the meeting for the appropriate length of time. 

• We will also declare any conflict of loyalty at the start of any meeting should the situation arise. 

• We will act in the best interests of the school as a whole and not as a representative of any 

group, even if elected to the governing body. 

 

See below for further details on Register of School Governor Business Interests  

 
 
Governors will be asked to sign the Code of Practice at the first Governing Body meeting of each school  
year. 
 

Breach of this code of conduct 

• If we believe this code has been breached, we will raise this issue with the chair and the chair 

will investigate; the governing board will only use suspension/removal as a last resort after 

seeking to resolve any difficulties or disputes in more constructive ways. 

• Should it be the chair that we believe has breached this code, another governor, such as the 

vice chair will investigate. 

 

Register of School Governor Business Interests 

➢ It is important that governors and staff not only act impartially, but are also seen to act impartially. 

The governing body and school staff have a responsibility to avoid any conflict between their 

business and personal interests and affairs and those of the school. There is a legal duty on all 

governors to declare an interest likely to lead to questions of bias when considering any item of 

business at a meeting and for the governor concerned to withdraw, if necessary, whilst the matter is 

considered. 

 

➢ To help put this duty into practice, a governing body is required to establish and maintain a register 

of pecuniary interests indicating, for all governors and the headteacher, any business interests. This 

should include, if appropriate, the company by whom they are employed, directorships, significant 

shareholdings or other appointments of influence within a business or other organisation which may 

have dealings with the school. They should include their own interest and those of any member of 

their immediate family (including partners) or other individuals known to them who may exert 

influence. The register sheet should be signed by the governor. The register will enable governors to 

demonstrate that in spending public money they do not benefit personally from decisions that they 

make. 

 

 



 

➢ Governing Bodies should ensure the register is up to date, complete and includes all governors. 

Dated nil returns are also required. There should be notification of changes from governors, as 

appropriate, and through an annual review of entries. To ensure evidence of completeness it should 

be signed off annually by the chairman of governors. 

 

➢ The completed register should be retained by the clerk and made available on request to members 

of the governing body, the headteacher, staff, parents and the Local Authority. 

 

➢ It is specifically the clerk’s responsibility to maintain the register of business interests, however it is 

the responsibility of each individual governor to declare their interest. The register is not a substitute 

for declaring an interest at meetings. 

 

➢ The Governing Body of The Crewkerne & Misterton Federation has agreed that all governors should 

declare any links they have with companies or organisations from which the school may wish to buy 

goods or services.  It is important for anyone involved in spending money to demonstrate that they 

do not benefit personally from decisions that they make. 

 

➢ The Governing Body has defined a ‘business interest’ as a situation where the person concerned, 

their family (immediate family and other relatives) or close friends have a connection with a potential 

supplier, or where there is any other business connection (as employer, employee or major 

shareholder), or where a family member or partner of a person concerned could be advantaged or 

disadvantaged by a decision of the governing body. 

 
FOR THE GUIDANCE OF GOVERNORS, A SUMMARY OF THE RELEVANT PART OF THE  
REGULATIONS ABOUT WITHDRAWAL FROM MEETINGS AND DISCLOSURE OF INTEREST  
ARE SET OUT BELOW.  
 

Withdrawal from meetings –  
Having an interest  

  
The general principle is that no-one should be involved in a decision where his or her personal interests 

may conflict with those of the governing body. 
  

▪ The regulations apply to all members of the governing body and the headteacher and any others in attendance 
at the meeting, though if a matter is to be voted upon, then only to the members of the governing body.  

▪ The clerk to the governing body shall only be required to withdraw when the governing body is discussing the 
clerk's pay/contract or disciplinary action against the clerk.  

▪ Governors have to withdraw when their own appointment, reappointment or removal as a member of the 
governing body or a committee is under consideration.  

▪ Any governor who is employed to work at the school (other than the headteacher), must withdraw from a 
meeting where the pay or performance appraisal of any particular person employed to work at the school is 
under discussion.  

▪ The headteacher must withdraw from any meeting where his/her own pay or performance appraisal is under 
discussion.  

▪ If a person has any pecuniary interest, direct or indirect in any contract, proposed contract or any other matter 
under discussion at a meeting s/he shall at the meeting disclose the fact and: 

 (a) withdraw from a meeting during the consideration or discussion of the meeting;  

  (b)  not vote on any question with respect to that matter. 

▪ A person has an indirect pecuniary interest if:  

 (a) s/he, or any nominee of hers/his, is a member of a company or other body with which a contract is under 

consideration or  has  been made;  

 (b) s/he is a partner in business or in the employment, of a person with whom the contract is made or under 

consideration. 

▪ A person has a direct or indirect pecuniary interest in a matter if a relative (including a spouse) living with 
her/him, has a direct or indirect pecuniary interest.  

▪ The headteacher (whether a governor or not), a governor who is a teacher or member of the non-teaching 
staff, or any teacher who is in attendance in an advisory capacity should not have an interest that is greater 

 

  

 



than the interest of the generality of teachers at the school.  

▪ A person present at a meeting of a selection panel at which the subject for consideration is that person's 
appointment (or that of his/her relative or spouse) to a post as a teacher or otherwise at the school, a transfer 
or promotion or retirement or shall be a candidate for the resulting vacancy, s/he shall be deemed to have an 
interest.  

 
 

4. DEALING WITH DIFFICULT ISSUES 
 
When dealing with difficult or sensitive issues or information governors must be alert to problems that can be 
caused by the response they make. Governors must respond in a way that avoids misunderstanding or 
further difficulty because this can: 
 
▪damage relationships 
▪undermine the role of the Headteacher 
▪prejudice the proper formal processes 
▪leave governors open to complaint because of inappropriate intervention 
▪lead to a conflict of interest(s) 
 
Situations that are most likely to give rise to difficulty for a governor are where a governor acts independently 
outside of established procedures. These situations could arise where governors: 
 
▪are approached directly by a parent with a concern or complaint 
▪are asked as an individual for an opinion or view on a sensitive issue outside governors' meetings 
▪either initiate or are asked to initiate action as a governor outside agreed procedures 
▪comment on their concerns to staff or other parents 
▪are approached directly by a member of staff with a concern or complaint 
▪are passed information by a member of staff which is sensitive or confidential 
 
The action that is likely to prove most satisfactory in the long run for all concerned is to: 
 
▪explain that as an individual governor you have no authority to take it further and depending on whom 
they have already dealt with, refer the person to the class teacher, the Headteacher or the Chair of 
Governors. 
▪explain there is a proper process or procedure for dealing with such issues and these must be followed in 
everyone's interest. 
▪explain that it is inappropriate for that person to approach you or share that information and refer that 
person back to the Headteacher. 
 
Governors should not discuss personnel or professional issues with individual staff or pupils outside of the 
agreed structure for meetings or school visits. 
 
In situations where governors themselves have concerns about an aspect of school life it is essential that the 
governor recognises the respective roles of the Governing Body and of the Headteacher. These concerns 
should not be discussed with a member of staff, parents or pupils but should in the first instance be 
discussed with the Headteacher. 
 
If it is necessary to have these discussed further then the Chair of Governors should be informed and the 
Headteacher notified of this. If a governor wishes to raise an issue for discussion at a governors' meeting 
then this must be notified in advance to the Chair and should not be raised at a meeting without notice being 
given. 
 
In all situations, if governors are unsure of what course of action to take they should contact the Headteacher 
or the Chair of Governors. 

 
 

5. COMPLAINTS PROCEDURES 
 
The Governing Body has adopted the policy formulated by the Local Authority for dealing with complaints 
about schools for all categories of complaint. The full policy is available on the school website or from the 
school office. The Governing Body has nominated the Chair of Governors to act on its behalf as mediator 
during the informal stage of the complaints procedure. Complaints are infrequent at the Crewkerne and 
Misterton Federation and have not proceeded beyond the informal stage in recent years. 
 

 

 
 



 
6. THE GOVERNING BODY STRUCTURE 
 
a) The Governors 
 
We have determined the size and membership of the Crewkerne and Misterton Federated Governing Body 
as follows: 
 

Governor Type  Term of Office  

Headteacher On going 

Staff Governor 4 Years  

LA Governor 4 Years 

Parent Governor (Ashlands) 4 Years 

Parent Governor (Misterton) 4 Years 

Foundation Governor (ex officio) 4 Years 

Foundation Governor (DBE) 4 Years 

Co-opted Governor * 4 Years 

Co-opted Governor 4 Years 

Co-opted Governor 4 Years 

Associate Governor 1 Year 

Associate Governor 1 Year  
 
* The governors have agreed that 1 of the co-opted governor appointments made by the Governing Body will 
be a member of staff from the school not represented from the Staff Governor position 
 
The breadth of experience, knowledge and perspectives that different types of governor bring to the 
Governing Body enables the body to perform its role effectively. The Governing Body uses its skills audit to 
inform recruitment. 
 
With the exception of the Headteacher, Governors have a term of office of four years, with the possibility of 
renewal. 
 
b) Full Governor Meetings 
 
The Governing Body’s business is carried out through formal meetings. We hold a Full Governing Body 
meeting approximately 8/9 times each academic year. These meetings are where the Governing Body 
discusses issues and makes decisions. It is absolutely vital that all members make every effort to attend 
meetings. 
 

7. Terms of Reference  
 
Please see separate section for current terms of Reference  
 
 

8. SCHOOL FUNDING 
 

• The school’s revenue funding is received from the Local Authority.  

• Each GB meeting we will be provided with a Financial Statement.  

• On months 6/9 a full budget report will be shared with the governors.  

• Due to the small nature of Misterton School its budget is fragile. This must be monitored constantly.  

 

9. POLICIES 
 

• Policies are one of a Governing Body’s key tools for carrying out our responsibility for setting the 
strategic direction of the school. Policies are reviewed regularly, often with little need for amendment. 
Occasionally a need arises to develop a new policy or significantly revise an existing policy. A few 
governors will often contribute to this process. 

 

• The Headteacher, in the day-to-day management of the school and delivery of the curriculum, is 
responsible for implementing the policies, plans and procedures agreed by the Governing Body. 

 

• A list of the current School Policies can be found at the back of this booklet. 

 

 



 
10. SCHOOL IMPROVEMENT PLANNING – MAKING A 
DIFFERENCE 
 

• The School Improvement Plan (SIP), which identifies priorities and plans for the forthcoming year, 
forms a key element of the Governing Body’s strategic overview.  

 

• The Headteacher, staff and governors work together to produce the annual SIP during the summer 
term. All governors are invited to contribute to the SIP where the past year is reviewed and key 
issues and plans for the forthcoming year are identified. 

 

11. VISITING THE SCHOOL 
 
It is important for all governors to take up opportunities to visit Misterton and Ashlands Church of England 
First Schools to develop their understanding of how the schools work. This is of particular importance for new 
governors. 
 
You can make individual arrangements to visit the school in liaison with the Clerk 
 
This can be particularly valuable for 
 
▪New governors – to begin to get to know the Headteacher and other teaching and nonteaching 
staff and to familiarise yourself with the school (if not known already) 
▪Governors who take on particular roles (e.g. link governor for numeracy, literacy etc.) 
 

12. FRAMEWORK FOR SCHOOL VISITS BY GOVERNORS 
 
The following points outline the framework agreed with the Headteacher for school visits by governors. 
 

a) Value of Visiting 
 
▪Observe the range of attitudes, behaviour and achievements of the children 
▪Understand the views and values of the staff and children 
▪Evaluate the resources and the environment of the school 
▪Gain first hand information to assist policy making and decision taking 
▪Become known and demonstrate commitment to Misterton and Ashlands Church of England First 
Schools 
▪Observe the operation of policies 
▪Give active support to the activities of the school 
▪Show support to the Headteacher and her staff 
 

b) During the Visit 
 
▪Beware of giving opinions 
▪Acknowledge that you represent the full governing body. As an individual governor you are a guest of the 
school 
▪Remember to respect the professionalism of the teachers and to respect the children 
▪Refer any concerns to the Headteacher or Chair of Governors  
 

c) Following the Visit 
 
▪Complete a “Governor’s Visit Record” form 
▪Ask for clarification of what you have seen, if necessary 
▪Use the information gained to inform decision making 

 

14. GOVERNORS’ ALLOWANCES POLICY 
 
Governors may claim an allowance, within the provisions of The Education (Governors’ Allowances) 
(England) Regulations 2003, to meet actual and reasonable expenditure which has been incurred for child 
care or babysitting; care arrangements for an elderly or dependant relative; support for governors with 
special needs (e.g. audio equipment); support for governors whose first language is not English (e.g. 
translations); telephone charges, photocopying, stationery etc.; travel from the governor’s home to the school 
for meetings or other bona fide appointments; subsistence (i.e. reimbursement for meals purchased that 
would not have otherwise been bought). 
 
Approval of any claim for an allowance should be sought in advance from the Business Manager 



Standing Orders 
1. Chair and Vice-Chair 
 
1.1 The governing body will decide the term of office of the chair and vice-chair (minimum 1 year, 
maximum 4 years) and record its decision. The current term of office is 2 years  
 
1.2 When the chair and vice-chair are due for election, the governing body will elect both positions 
from among its number (though excluding any employee of or a pupil at the school). 
 
1.3 The governing body will decide in advance of the election the process of election for either or both 
positions that will be in accordance with school governance regulations. 
 
1.4 If nobody has indicated willingness to stand for the office of chair, the meeting will be adjourned 
until a chair can be elected. 
 
1.5 The clerk will take the chair when the chair is being elected. Otherwise the chair will conduct all 
meetings of the governing body except that, in his/her absence, the vice-chair will take the chair. 
 
1.6 If the election of the chair or vice-chair is contested it will be decided by secret ballot. Governors 
standing for election will withdraw and not vote. 
 
1.7 If both the chair and vice-chair are absent from a meeting, the governing body will elect a chair for 
that meeting. 
 
1.8 If the chair resigns, or has to relinquish the office for any reason, the vice-chair will act as chair 
until a successor is appointed at the next meeting of the governing body. The election of chair will be a 
specific item of business on the agenda for that meeting. 
 
1.9 If the vice-chair resigns, or has to relinquish the office for any reason, a successor will be 
appointed at the next meeting of the governing body. 
 
1.10 If both the chair and vice-chair resign, or have to relinquish their offices for 
any reason, the governing body will hold a special meeting within 14 days to elect their successors. 
 
1.11 The chair can be removed from office by the governors following procedures set out in Regulation 
7 of the School Governance (Procedures) (England) Regulations 2003 (as amended). 
 

2. Calendar of Meetings 
 
2.1 The governing body will meet at least 8/9 times per academic year. 
 
2.2 Committees will meet at a frequency determined by the governing body. 
 
2.3 The governing body will set the dates for its meetings, including those of any committee and/or 
working groups for the next school year at the final meeting of the previous school year/on a termly 
basis at the last meeting of the preceding term/from meeting to meeting. 
 
3. Timing and Duration of Meetings 
 
3.1 Meetings will start at times which are acceptable to the governing body and will be limited to 2/3 
hours duration. 
 
3.2 Where the business has not been completed within the agreed time, those governors present may 
resolve to continue the meeting in order to deal with the business notified on the agenda. 
 
3.3 A meeting may be discontinued at any time if the governing body so resolves. If so, or if the 
meeting has to be abandoned because it is no longer quorate, a further meeting shall be called as 
soon as practicable to complete the unfinished business. 



 
4. Quorum 
 
4.1 The quorum for all business of the governing body is one half of the total number of governors in 
place; not including any governor vacancies. 
 
4.2 Meetings which become inquorate will be discontinued. 
 
5. Withdrawal from meetings 
 
5.1 Governors will be required to withdraw from a meeting under circumstances set out in Regulation 
14 of the School Governance (Procedures) (England) Regulations 2003 (as amended). 
 
5.2 If there is a dispute about a person attending a governing body meeting being required to 
withdraw, the matter of withdrawal shall be determined by the governing body. 
 

6. Convening meetings 
 
6.1 All meetings will be convened by the clerk, in accordance with the arrangements made by the 
governing body, but subject to (a) any direction from the chair where a matter is urgent and (b) any 
requisition signed by three governors. 
 
7. Notice of Meetings 
 
7.1 Written notice of meetings, together with the agenda, will be sent so as to arrive seven clear days 
before the meeting – except where the chair calls an urgent meeting at short notice – to (a) governors 
at their registered addresses, (b) the headteacher, if not a governor and (c) for voluntary schools, the 
Diocesan Director of Education. 
 
7.2 Non-receipt of notice of a meeting will not invalidate the meeting. 
 
7.3 Notices of meetings, and the accompanying agenda and minutes (once accepted by the GB) will 
be made available at the school, at all reasonable times, for inspection by anyone wishing to see them. 
 
7.4 Minutes of GB meetings will be posted on schools websites 
 
8. Agenda 
 
8.1 The agenda will be prepared by the clerk in accordance with any determination of the governing 
body and in consultation with the chair and the headteacher. 
 
8.2 Any governor may place an item on the agenda by writing to the clerk. 
 
8.3 Papers that inform agenda items will be sent to governors with the agenda. 
 
8.4 Papers for distribution must be sent to governors at least 1 week prior a meeting.  
 
9. Late Items/Any Other Business 
 
9.1 The agenda will include ‘Notification of AOB’ any governor wishing to raise an urgent meeting item 
must give notice at this time. 
 
9.2 The governing body will decide whether any such item is to be discussed or, if appropriate, 
deferred to a subsequent meeting. 
 
 
 
 
 



10. Suspension of Governors 
 
10.1 The governing body will suspend a governor for a period of up to six months under circumstances 
set out in Regulation 15 of the School Governance (Procedures) (England) Regulations 2003 (as 
amended). 
 
11. Governors’ Expenses 
 
11.1 The governing body will prepare a policy on the payment of expenses of governors in accordance 
with regulations. 
 
12. Attendance 
 
12.1 The clerk will keep a record of those governors and all other persons present at meetings of the 
governing body or any of its committees. 
 
12.2 Where a governor sends an apology for absence with reason, the governing body will decide 
whether to ‘consent’ to the absence and the clerk will record the decision in the minutes (A copy of the 
approved draft minutes will be sent as soon as possible to the governor concerned). 
 
12.3 The time of arrival and/or departure of any governor not in attendance throughout any meeting 
will be recorded in the minutes. 
 
13. Minutes of Meetings 
 
13.1 The minutes of meetings will be kept in a binder on consecutively numbered loose-leaf pages, 
each page initialled by the person signing them as a true record. 
 
13.2 Any dissenting views will be recorded in the minutes of the meeting, if that is the wish of one or 
more governors present. 
 
13.3 Action will be taken on the basis of decisions and need not await the approval of the minutes at 
the next meeting. 
 
13.4 Within 5 school days of the meeting, the draft minutes will be sent by the clerk to the chair for 
checking. 
 
13.5 Copies of the draft minutes, once ‘approved’ by the chair, will be sent to all members of the 
governing body within 30 school days of the meeting. 
 
13.6 The approval of the minutes of the previous meeting will be on the agenda of every meeting of the 
governing body and once approved as a true record (subject to any agreed amendments) the minutes 
will be signed and dated by the chair. 
 
13.7 Those matters which the governing body determines shall remain confidential will be minuted 
separately and such minutes will not be made publicly available. 
 
13.8 Approved draft minutes, and subsequently the approved minutes, will be made available at the 
school, at all reasonable times, for inspection by anyone wishing to see them. Approved minutes will 
be placed on the school website.  
 
13.9 Minutes made available for inspection will include papers forming part of the meeting. 
 
13.10 A copy of the signed minutes will be sent to the LA if requested and also, for voluntary schools, 
to the Diocesan Director of Education. 
 
13.11. A copy of Full GB minutes will be made available of the School Websites.  
 
 



 
 
 
14. Confidentiality of Proceedings 
 
14.1 Details of any dispute, discussion or disagreement should remain confidential to those present at 
the meeting. 
 
15. Correspondence 
 
15.1 All incoming correspondence to the governing body (other than any concerning a complaint) is for 
the attention of the whole governing body, even if addressed to the chair and/or the clerk. Significant 
items will be circulated to all governors as and when received/presented to each meeting of the 
governing body for action or information as appropriate. The chair will report upon any correspondence 
on which he/she has already taken urgent action. 
 
15.2 The governing body will determine by resolution who may write letters on behalf of the governing 
body, either generally or on specific issues. 
 
16. Information and Advice 
 
16.1 The headteacher has a statutory duty to keep the governing body fully informed, and will present 
a written headteacher report each term. 
 
16.2 A representative of the LA will be invited to attend meetings in order to inform and advise the 
governing body when considered appropriate. 
 

16.3 At the autumn term meeting each year the governors will receive details of public examination 
results taken in the preceding summer term and compare these with the targets set and the previous 
year’s results. 
 
16.4 Where (exceptionally) important information required by the governing body is given orally, it will 
be recorded in the minutes in appropriate detail. 
 
16.5 Where information required by the governing body is not readily available, reasonable time will be 
given for its production. 
 
16.6 Where expertise is needed but not available within the governing body, the governing body may 
consider inviting appropriate non-governors to attend meetings or appointing associate members. 
 
17. Discussion and Debate 
 
17.1 The chair will ensure that all governors enjoy equality of opportunity to express their views. 
 
17.2 The governing body will receive and note, without debate, any decisions on matters which it has 
delegated to a committee or to an individual. Decisions will be recorded in the minutes. 
 
17.3 Recommendations received from working groups will be recorded in the minutes, together with 
any related governing body resolution. 
 
18. Decision-making 
 
18.1 Members of the governing body recognise that all decisions must be made by the governing body 
unless the governing body has delegated the function to a committee or to an individual. 
 
18.2 Only governors present at a meeting may vote; proxy voting is not allowed, except for 
consideration of a change of name of the school, when special procedures will apply as set out in the 
Regulations. 
 



18.3 A simple majority decides any matter put to the vote. In the event of a tie, the chair has a casting 
or second vote – except in the case of a selection panel deciding who, if any, candidate to recommend 
to the governing body for appointment as head/deputy. 
 
18.4 Voting in the election of the chair or vice-chair where there is a contest will be held by secret 
ballot. Otherwise voting will ordinarily be by show of hands, unless one or more governors request a 
secret ballot. There is no second or casting vote in the election of chair. 
 
18.5 Decisions of the governing body are binding upon all its members. 
 

18.6 Decisions of the governing body (or of any of its committees) may be amended or rescinded at a 
subsequent meeting of the governing body only if a proposal to amend or rescind appears as a 
specific agenda item. 
 
19. Urgent Action 
 
19.1 The chair, or in his or her absence the vice-chair, has authority to take urgent action between 
meetings only where: 



• a delay in dealing with the matter would be seriously detrimental to the interests of the school, 
a pupil, his/her parents, or a member of staff; 

• a meeting could not be called in sufficient time to deal with the matter; and the matter is one 
which can be delegated to an individual under government regulations. 

 
19.2 If the chair (or vice-chair) takes any urgent action between meetings, the facts will be reported to 
the next meeting of the governing body. 
 
20. Public Statements 
 
20.1 Public statements on behalf of the governing body will be made only by those delegated to make 
them. 
 
21. Access to Meetings of the Governing Body 
 
21.1 Apart from governors, the only people entitled to attend a meeting of the governing body are the 
headteacher (where he/she has chosen not to be a governor), the clerk and, where appropriate, 
associate members. No substitute members are permitted. 
 
21.2 Associate members may be required to leave a meeting where matters of a confidential nature 
relating to individual staff or pupil are discussed. 
 
21.3 When the headteacher is absent, the deputy headteacher will attend in his/her place but will have 
no vote (unless in the long-term absence of the head, the deputy has been appointed acting 
headteacher). 
 
21.4 The governing body will decide who, other than those entitled to attend, may be admitted to a 
meeting and which of its meetings, if any, will be open to parents/the public. 
 
21.5 The governing body can require any non-governor present at a meeting to leave at any time. 
 

21.6 If a meeting is to be opened to parents/the public, reasonable notice will be given. 
 
21.7 The deputy headteacher/s will be invited to attend meetings of the governing body as 
observer/observers, as part of their professional development. 
 
22. Pecuniary and Personal Interest 
 
22.1 The governing body will maintain a register of the pecuniary interests. This will be an agenda item 
at every meeting.  



 
22.2 As appropriate, governors will draw attention to any pecuniary or other personal interest, whether 
that interest has previously been registered or not. 
 
22.3 Anyone who is ordinarily entitled to attend governing body or committee meetings (that is, 
governors, members of committees, associate members or headteachers) must withdraw and not vote 
on the issue if: 

• there could be conflict between the interests of that person and the interests of the governing 
body; or 

• where a fair hearing must be given and there is reasonable doubt about the individual’s ability to 
act impartially on any matter. 

 
22.4 When a committee is considering: 

• disciplinary action against an employee or against a pupil; or 

• a matter arising from an alleged incident involving a pupil; a governor who has declared a 
personal interest may nevertheless attend the meeting to give evidence if he/she has made 
relevant accusations, or is a witness in the case. 

 
23. Complaints and Staff Discipline 
 
23.1 The governing body will establish procedures for dealing with general complaints and will abide 
by the LA’s curriculum complaint arrangements. 
 
23.2 The governing body will establish procedures for dealing with staff disciplinary matters and staff 
grievances. 
 
24. Delegation of Functions 
 
24.1 No action may be taken by an individual governor (including the chair and vice-chair except 
where acting in accordance with Standing Order 19.1) unless authority to do so has been delegated 
formally by resolution of the governing body. 
 
24.2 Where required under the school government regulations and in other cases in order to ensure 
the most efficient conduct of its business, the governing body will: 

• delegate work to committees, individual members of the governing body and/or the 
headteacher, if not a governor; 

• set up working groups to provide information and/or make recommendations to the governing 
body. 

 
24.3 The arrangements for delegating functions will be reviewed annually by the full governing body. 
 
24.4 In delegating functions to individuals, the governing body will have regard to the restrictions set 
out in Regulation 17 of the School Governance (Procedures) (England) Regulations 2003 (as 
amended). 
 
25. Committees 
 
25.1 Committees to which the governing body has delegated any of its functions will act strictly in 
accordance with the terms of delegation. 
 
25.2 When establishing committees the governing body will ensure compliance with the regulations 
concerning the constitution of the committees and will: 

• determine the membership (including non-governors where permitted and appropriate); 

• determine the reserve membership to cover for the absence of ordinary members; 

• appoint the chair of each committee annually/allow the committee to elect its chair; 

• establish and record terms of reference; 

• review the membership and terms of reference annually; 



• decide whether or not to confer voting rights on any or all non-governors for those matter where 
non-governors are not prohibited from voting under the procedures regulations; 

• determine arrangements for reporting back; 

• review the need for, and the membership of, committees annually; set the quorum for each 
committee (minimum quorum is 3) 

 

25.3 The headteacher has the right to attend any committee meetings, subject to the statutory rules on 
withdrawal. 
 
25.4 Associate governors cannot vote on issues relating to admissions, pupil discipline, election or 
appointment of governors, the budget and financial commitments of the governing body, and cannot 
serve on committees relating to staff appointments, grievance, discipline and dismissal. 
 
25.5 The governing body will establish temporary committees when needed for the following purposes: 

• a hearings committee 

• appeals committee 

• headteacher performance review group 

• joint committee between boards of governor 

• Ethos in Diocesan Church Schools - meets once a year 
 

25.6 Where the headteacher has not been delegated the responsibilities, for dismissal of staff under 
the School Staffing (England) Regulations 2009, a dismissal committee must be appointed. 
 
25.7 All committees and individuals with delegated powers will report in writing to the next meeting of 
the governing body about any decisions made or action taken. 
 
25.8 All committees with delegated powers will keep formal minutes, and copies will be presented to 
the next meeting of the governing body. 
 
25.9 All meetings of committees will be clerked by a person who is not the headteacher. 
 
26. Working Groups 
 
26.1 In establishing working groups the governing body will: 

• determine the membership, including non-governors, and the method of appointing the chair; 

• establish and record terms of reference; 

• allow working groups to determine their own timetables within given limits; 

• determine procedures for reporting back. 
 
26.2 The headteacher has the right to attend any working group meeting. 
 
26.3 Working groups established for specific purposes will be discontinued when their work has been 
completed. 
 

26.4 All working groups will present a written report, including recommendations where appropriate, to 
the next meeting of the governing body. 
 
27. Safeguarding Pupils 
 
27.1 All governors on first appointment and at any subsequent re-appointment will be required to 
undergo checks to determine suitability to have access to children and young people in accordance 
with any legal requirements or policy of the governing body. 
 
27.2 Any governor refusing to undertake the checks will be disqualified from membership of the 
governing body. 
 
28. Code of Conduct 
 



28.1 Every governor will be requested to sign the Code of Conduct declaration at first appointment and 
each subsequent year of appointment at the (autumn) term meeting. 



Terms of Reference  

CHAIRS STEERING COMMITTEE 

Purpose of committee 

These key governors would have a more strategic and co-ordinating role and can add greatly to the effectiveness of 

the work of the Board of Governors as a whole. The terms of reference give an indication of this broader perspective.  

Terms of reference 

 Responsible: 

Terms of reference: Headteacher  Chair Vice Chair 

• To meet at least once a month (if practicable)  Yes Yes Yes  

• To agree, by late summer term or early in the autumn term, 
the programme of work and calendar of meetings for the Board 
and its committees (if required) for the school year, based on 
known cycles of school improvement, financial management, 
staffing issues and communicating with parents 

 
 

All  

• To monitor the progress of work being undertaken by 
committees (if needed) and individuals 

  
Yes 

 

• To establish and keep under review Critical Incident policy and 
procedures 

Yes    

• To establish and keep under review a protocol for the Board of 
Governors 

All 

• To establish and keep under review arrangements for 
Governors’ visits to school 

All 

• To oversee arrangements for Governor involvement in 
formulating and monitoring the School Improvement Plan 

All 

• To make recommendations to the Board to establish 
exceptional working arrangements where particular 
circumstances arise e.g. a joint committee to oversee a building 
project or a special committee to oversee an Ofsted inspection 

 
 

All 

• To be available and respond to matters of particular difficulty, 
sensitivity or emergency and offer advice to the Headteacher 

 Yes  Yes 

• To sign off any school residential trips (at least 2 weeks before 
trip departs) 

Head/Chair or Vice Chair if Chair 
unavailable 

• To undertake tasks delegated to them by the Board All 

• Additional items which individual Boards may wish to include    

 

Notes 

The suggested membership of this group is the Chairman, the Vice-Chairman and the Headteacher. 

Clerk to attend if practicable to take minutes and draft agenda for next GB 

 

 

 



Full Governing  Body Terms of Reference 

FINANCE  

Purpose  

Review and approve the school’s proposals for the budget and monitor and review the school expenditure to ensure 

best value and the school’s monies are well spent. 

 Responsible: 
Terms of reference: Headteacher  Business 

Manager 
Governor GB 

• To establish and maintain an up to date 3 year financial plan  Yes   

• To provide a Monthly Charts of Account Review at every GB 
meeting (except month6/9) and to report significant 
anomalies. SBM or Headteacher to present to board.  

Yes Yes   

• To prepare and present a draft budget (must be sent to LA 
by end of May) 

 Yes   

• To report month 6/9 month budgets* in full detail including 
virement decisions and to report significant anomalies. 
(month 6 reports by end of oct month 9 report - by end of feb) 
*Statutory LA Requirement 

 Yes    

• To ensure that the school operates within the Financial 
Regulations of the County Council 

 Yes   

• Benchmark its income and expenditure annually against that 
of similar schools and investigate further where any 
category appears to be out of line (with month 6/9 Reports) 

 Yes   

• To monitor expenditure of all voluntary funds kept on behalf 
of the Board of Governors 

 Yes    

• To review and monitor charges and remissions policies and 
expenses policies in line with the policy review schedule 

Yes     

• To make decisions in respect of service agreements Yes     

• To prepare financial statements for inclusion in the board of 
governors reporting to parents 

 Yes   

• To ensure, as far as is practical, that Health and Safety issues 
are appropriately prioritised 

Yes   Link 
Governor 

 

• To receive reports from relevant members of staff regarding 
premises management 

 Yes    

• To determine whether sufficient funds are available for pay 
increments as recommended by the Headteacher  

 Yes  Pay 
Committee 

 

• In the light of the Headteacher Performance Management 
Group’s recommendations, to determine whether sufficient 
funds are available for increments 

 Yes  Pay 
Committee  

 

• If applicable that the SFVS (School Financial Value Standard) 
is completed and sent to the LA by the deadline 

 Yes Link 
Governor 

 

• To seek out and make annual funding bids (where 
practicable) 

 Yes Link 
Governor 

 

• Additional items which the Board of Governors may wish to 
include 
 

    

 

Disqualification from finance matters:  

Any relevant person employed to work at the school other than as the headteacher, when the subject for 

consideration is the pay or performance review of any person employed to work at the school. 



CURRICULUM  

Purpose  

The school curriculum comprises all learning and other experiences that each school provides for its pupils. The 

range of responsibilities, for the curriculum, is shared between the head teacher, the board of governors, the LA and 

the Secretary of State for Education.  

The Board of Governors have responsibility for monitoring test results and teaching of the national curriculum and 

reviewing the assessment policy, the school visit policy and the school’s provision and policy on sex education, 

collective worship and RE. It should also monitor provision for pupils with SEND (Special Educational Needs and 

Disability), those in receipt of pupil premium or those with exceptional ability. 

 

 Responsible: 

Terms of reference: Headteacher  Business 
Manager 

Governor GB 

• Make sure that the curriculum is balanced and broadly 
based to promote the spiritual, moral, cultural, mental and 
physical development of pupils at the school, preparing 
them for the opportunities, responsibilities and 
experiences of later life. 

 
Yes 

   

• To make sure that relevant assessment arrangements are 
implemented 

Yes    

• To consider curricular issues which have implications for 
Finance and Personnel decisions 

Yes   Yes  

• To make sure that enough teaching time is provided for 
pupils to cover the national curriculum and other statutory 
requirements 

Yes    

• Review and approve where relevant the schools policy on 
sex education 

   Yes 

• Ensure compliance of the school regarding the legal 
duties in relation to pupils with SEN and monitor the 
impact of provision, that parents/carers are informed 

Yes   Link  
Governor 

Yes  

• Additional items which the Boards of Governors may wish 
to include 

    

 

Note 

Although not a statutory requirement, the board may wish to appoint governors with specific roles in relation to 

their collective responsibility and in line with priorities in the school development/improvement plan. 

 

 

 

 

 

 

 



PREMISES  

Purpose  

Be concerned with the use of premises, grounds and extended school facilities. Make recommendation on 

accommodation, caretaking, cleaning, decorating and maintenance. Monitor efficient use of utilities such as water, 

electricity or gas and maintain an overview of costs and lettings policy of premises and Health and safety.  

 Responsible: 

Terms of reference: Headteacher  Business 
Manager 

Governor GB 

• Consider priorities, including Health and Safety, for the 
maintenance and development of the school’s premises 

Yes   Yes 

• To oversee arrangements for repairs and maintenance. 
Develop an annual cycle of maintenance including 
classroom/corridor/toilet refurbishments etc 

 Yes   

• To make recommendations on premises-related 
expenditure 

Yes  Yes    

• In consultation with the Headteacher oversee premises 
related funding bids 

   Yes 

• Business Continuity or Disaster Recovery Plan in place.   Yes Yes   

• Up to date asset register   Yes   

• To oversee arrangements, including Health and Safety, 
for the use of school premises by outside users, subject to 
board of governors policy 

 Yes    

• To establish and keep under review a Building 
Development Plan 

Yes  Yes    

• To establish and keep under review an Accessibility plan  Yes    

• Additional items which individual Board may wish to 
include 

    

 

POLICIES 

Purpose  

Ensure all polices are up to date and fit for purpose. Review the impact of the policies upon the schools.  

 

Terms of reference: Headteacher  Business 
Manager 

Governor 

Ensure all policies are up to date and fit for purpose Headteacher 
to check & compile 

a report for GB 
Annually 

Yes  

Headteacher to Review Statutory Policies as required with Link 
Governor (see separate policies sheet) and present to GB 

Yes  Clerk 

Ensure School Website is compliant  Yes BM 
to check & 
compile a 
report for 

GB 
Annually 

Clerk 
to work with 

Head 
teacher/BM 
to produce 

report to GB 

All GB Minutes put on School Websites after signing*  Yes  

*Any private or confidential information can be edited prior to putting GB minutes on School Websites. Head teacher 

will be responsible for this.  



STAFFING / PERSONNEL  

(including Headteacher Performance Review) 

Purpose  

Reviewing and agreeing staff provision, agreeing procedures for staff selection, appointment and performance 

management, contributing to the appraisal of the head teacher, reviewing and agreeing staff training programmes 

and reviewing and agreeing pay. 

 Responsible: 

Terms of reference: Headteacher  Business 
Manager 

Governor GB 

• To draft and keep under review the staffing structure in 
consultation with the Headteacher 

Yes   Yes 

• At least one governor must sit on each interview panel 
for new teaching/senior staff. This Governor should 
have completed the Safer Recruitment Training (if 
possible) 

  Yes  

• Where possible a governor should sit on each of the 
interview panel for support staff, otherwise delegated to 
the Business Manager to act on behalf of the GB. This 
Governor must have completed the Safer Recruitment 
Training (if possible)  

 Yes Yes  

• To review and approve a Pay, Appraisal and Capability 
Policy 

Yes   Yes 

• Receive recommendations from the headteacher in 
regard to pay progression and apply the criteria set by the 
schools pay policy in approving the pay progression of each 
member of the teaching staff rewarding those who 
contribute to improving the education of pupils and that 
assessment is based on evidence consistently applied to all 
staff 

 
Yes 

  
Minimum 

of 2 
Governors 

 
 

• Meet with the headteacher or senior leadership team 
during the year to monitor progress towards the objectives 
set for them and teaching staff 

  Minimum 
of 2 

Governors 

 

• Report to the board in regard to the performance 
management process sharing the objectives linked to the 
school/academy’s development 

Yes    

• To appoint and work with an external adviser in carrying 
out the HTPR and make recommendations in regard to any 
salary progression for the headteacher 

  Chair / 
Vice Chair 

of GB 

 

• Additional items which individual Board of Governors 
may wish to include 

    

 

Disqualification 

Any relevant person employed to work at the school other than as the Headteacher, when the subject for 

consideration is the pay or performance review of any person employed to work at the school, although the 

expectation is that the headteacher will not form part of the committee membership but will report/recommend to 

the committee 

Notes 

A separate committee is needed for decisions to dismiss and a second committee whose members have had no 

dealings with the original decision will be needed to deal with appeals. 



 

 Ethos in Diocesan Church Schools  
 

The Diocese of Bath & Wells Diocesan Board of Education (DBE) is encouraging all church school governing bodies 
and Local Governing Boards to support an Ethos Committee, whose primary function will be to support the school in 
maintaining and developing its Christian ethos, in accordance with its Mission Statement and/or MAT scheme of 
delegation. In applying the principles below, schools are encouraged to take into consideration their local context.  
The school’s Mission statement is based on the following model developed by the Church of England and the Church 
in Wales:  
 
‘Recognising its historic foundation, the school/academy will preserve and develop its religious character in 
accordance with the principles of the Church of England and in partnership with the Church at Parish and Diocesan 
level.’  
 
The Ethos committee will play a significant role in helping the school to achieve its mission statement. The following 
is the mission statement adopted by MAT schools:  
‘The school aims to serve its community by providing and education of the highest quality within the context of 
religious belief and practice. It encourages an understanding of the meaning and significance of faith, and promotes 
Christian values through the experience it offers to all its pupils.’  
 
The Ethos committee will promote the key features of church school distinctiveness as outlined by Dearing (The Way 
Ahead 2001)  
 

 Responsible: 

Terms of reference: Headteacher  RE Lead 
Teacher 

Governor GB 

• The Headteacher must be committed to the Christian character of 
the school  

Yes    

• Collective Worship with distinctive Christian elements every day Yes    

• Strength in Religious Education and at least 5% of curriculum time  Yes    

• Observation of Christian festivals Yes    

• Active and affirming relationships with local churches Yes    

• Proclamation of the school as a church school Yes    

• The Ethos committee will also take account of the 
recommendations of the Chadwick Review (The Church School of 
the Future 2012) with regard to church schools  

Yes    

• The recruitment of Christian teachers and Headteacher’s (where 
practicable) 

   Yes 

• Strategies for the improvement of teaching and learning in 
religious education, particularly the teaching of Christianity (see 
Religious Education Statement of Entitlement, National Society 
2012) 

 Yes   

• Attention to a study being carried out to establish ‘well-being’ 
indicators 

Yes    

• The development of a Church school curriculum that includes 
implications for pedagogy, curriculum content and school 
organisation 

 Yes   

• Embedding and expressing distinctively Christian values Yes Yes Ex-
officio/DBE 
Governor 

 

• Promote church/school partnerships in order that each can enrich 
the life of the other. This may include consideration of the role of 
clergy and lay people as ex-officio governors and models of 
chaplaincy. 

  Ex-
officio/DBE 
Governor 

 



• Promote links with the local and world-wide community and 
encourage the school to be inclusive of all, regardless of faith, race, 
disability and socio-economic background. It will also encourage a 
commitment to the poor and disadvantaged.  

Yes  Ex-
officio/DBE 
Governor 

 

• Encourage teachers, support staff and governors to attend CPD 
offered by the Diocese to enable them to fulfil their roles 
effectively 

  Ex-
officio/DBE 
Governor 

 

• Take a leading part in monitoring the distinctiveness and 
effectiveness of the school as a church school, according to the 
four core questions in the Section 48 SIAMS inspection and 
contribute to the school’s on-going self-evaluation 

Yes  Ex-
officio/DBE 
Governor 

 

• How well does the school, through its distinctive Christian 
character, meet the needs of all learners? 

a. How well does the school, through its distinctive Christian 
character, meet the needs of all learners?  

b. What is the impact of Collective Worship on the school 
community? 

c. How effective is the Religious Education?  

d. How effective are the leadership and management of the school 
as a church school?  

Yes    

• Additional items which individual Board of Governors may wish to 
include 

    

 
 
Notes 
 
Further details can be found in the Review with regard to Church schools in the wider context, the role and work of 
the National Society and the role and work of Diocesan Boards of Education and their Directors  
 

This committee will only meet once a year as part of the annual review cycle.  
 
The membership of the Ethos committee may include:  
 
At least one senior member of staff  
At least one member of the governing body - Ex-officio/DBE Foundation Governor 
A teacher with responsibility for Religious Education  
A teacher with responsibility for Collective Worship  
At least one member of clergy from local churches  
The school Chaplain  
 
The Diocesan adviser will be available for support and guidance at all times.  

 

 

 

 

 

 



Temporary Committees  

HEARINGS COMMITTEE  

Purpose of committee 

This committee would be established to make decisions regarding disciplinary, grievance and capability under the 

Board of Governors personnel procedure. 

 Responsibility: 
Terms of reference: Headteacher  Governor GB 
• To make any determination to dismiss any member of staff 
(unless delegated to the headteacher) 

 Yes x 3  

• To make any decisions under the Board’s personnel procedures 
e.g. disciplinary, grievance, capability where the Headteacher is the 
subject of the action* 

  Yes 

• To make any decisions relating to any member of staff other than 
the Headteacher, under the Board’s personnel procedures (unless 
delegated to the Headteacher) 

Yes   

• To make any determination or decision under the Board’s General 
Complaints Procedure for Parents and others 

  Yes  

• To review and make recommendations to the full board for their 
approval in regard to the Staff Discipline, Conduct and Grievance 
procedures 

 Yes  

• Additional items which individual Boards may wish to include    

*cannot be delegated to an individual 

Membership 

    

    

    

 - Associate Member  - Associate Member 

Chair of Committee:  Vice Chair of Committee   

Clerk to Committee :  Quorum: 3 governors  

 

Not less than 3 members of the Governing Body 

(NB. The number appointed to this committee directly affects the number required for an Appeal Committee) 

Disqualification 

The Headteacher (It is suggested that only experienced governors be appointed to this committee and that the 

Chairman of Governors, due to probable prior knowledge, should not be a member) 

 

 



APPEALS COMMITTEE 

Purpose of committee 

This committee would be established to consider any appeals following a decision made by the Hearings Committee. 

Terms of reference: 3 x Governors 
• To consider any appeal against a decision to dismiss a member of staff made by the 
Hearings Committee* 

Yes 

• To consider any appeal against a decision short of dismissal under the Board’s personnel 
procedures e.g. disciplinary, grievance, capability* 

Yes 

• To consider any appeal against selection for redundancy* Yes 

• Any items which individual boards may wish to include  

*cannot be delegated to an individual 

Membership 

    

    

    

 - Associate Member  - Associate Member 

Chair of Committee:  Vice Chair of Committee   

Clerk to Committee :  Quorum: 3 governors  

 

No fewer members than the Hearings Committee 

Disqualification 

The Headteacher 

Any members of the Hearings Committee (It is suggested that only experienced governors be appointed to this 

committee and that the Chairman of Governors, due to probable prior knowledge, should not be a member) 

HEADTEACHER’S PERFORMANCE REVIEW GROUP 

Purpose of committee 

This committee would have responsibility for monitoring and reviewing the Head teacher’s performance against 

targets. 

Terms of reference: 3 x Governors 
• To arrange to meet with the External Adviser to discuss the Headteacher’s performance 
targets 

Yes 

• To decide, with the support of the External Adviser, whether the targets have been met 
and to set new targets annually 

Yes 

• To monitor through the year the performance of the Headteacher against the targets Yes 

• To make recommendations to the Full Governing Body in respect of awards for the 
successful meeting of targets set 

Yes 

• Additional items which individual Boards of Governors may wish to include  

 



Membership 

    

    

    

 - Associate Member  - Associate Member 

Chair of Committee:  Vice Chair of Committee   

Clerk to Committee :  Quorum: 3 governors  

 

In Voluntary Aided and Voluntary Controlled Schools, it is recommended that at least one of the members will be a 

Foundation Governor.  

Disqualification 

The Headteacher and Staff Governors 

DELEGATION OF RESPONSIBILITY TO INDIVIDUALS 

Any individual to whom responsibility has been delegated is expected to work within the following terms of 

reference. 

See separate document for link roles. This will change annually due to the needs of the schools.  

Terms of reference: Link Governor 
• To liaise with the appropriate member(s) of staff Yes 

• To visit the school with the purpose of gathering information concerning their area of 
responsibility and to increase their knowledge of the School 

Yes 

• To regularly report to the Board of Governors or the Chairs Steering Group, whichever 
the Board deems most appropriate, on developments and progress within their area of 
responsibility 

Yes 

• To raise the profile of the area of responsibility when related matters are considered by 
the Board of Governors 

Yes 

• To become an expert within Link area  Yes 

• To attend training as appropriate Yes 

• To Book all school visits via the Clerk Yes 

• To Write a Report on School Visits using the Form Provided. Submit this form to the Clerk 
at least 7 days prior to a Governing Body meeting.  

Yes 

• Any items which individual Boards of Governors may wish to include  
 

Disqualification 

The following functions CANNOT be delegated to an individual: 

Functions relating to: 

• The alteration, closure or change of category of maintained schools 

• The approval of the first formal budget plan of the financial year 

• School discipline policies 

• Exclusions of pupils (except in an emergency when the chair has the power to exercise these functions) 



FOR A JOINT COMMITTEE BETWEEN BOARDS OF GOVERNORS 

This link is between the Crewkerne and Misterton Federation and St Barts First School 

Crewkerne. Clerk to check Annually that both Governing Body have the same joint 

committee terms of reference.  

• The following arrangements are based on the principle of increased collaboration between schools to raise 

standards by working together to share ideas and good practice. 

• Under The School Governance (Collaboration) (England) Regulations 2003, Governing Bodies may arrange for any 

of their functions to be discharged jointly subject to schedule 2 of The School Governance (Roles, Procedures and 

Allowances) (England) Regulations 2013. 

• Where it is necessary for a governing body to convene a governor panel to hear parental complaints, staff discipline 

or grievances, and appeals, or to consider an exclusion, it can often prove difficult to find the right number of 

governors who are available, impartial and completely untainted by the circumstances of the hearing. By 

collaborating under a joint panel, each governing body can utilise the considerable experience of governors at each 

school to ensure that any hearing is conducted by an experienced and effective panel and without bias. 

This will be a Joint Committee with St Barts Church of England First School 

Terms of reference:     Governors GB 

• The sharing of good practice and jointly to discharge boards of governors functions 
for hearing staff grievance’s, complaints and pupil & staff discipline issues 

  
Yes 

• The chair will be elected on a yearly basis (which will rotate between representatives 
of all schools in the collaboration) 

 
Yes 

 

• The committee will meet as circumstances dictate Yes  

• To make any decisions under the Governing Body’s personnel procedures e.g. 
disciplinary, grievance, capability, where the Headteacher is the subject of the action 

  

• To make any decisions under the Governing Body’s personnel procedures e.g. 
disciplinary, grievance, capability, unless delegated to the Headteacher 

Yes  
 

• To make any determination or decision under the Governing Body’s Complaints 
Procedure. 

Yes  

• To consider any appeals against a decision to dismiss a member of staff or a decision 
short of dismissal e.g. disciplinary, grievance or capability 

  
Yes 

 

• To make any determinations on behalf of the Governing Body in relation to staff 
redundancy and redundancy appeals 

 Yes  
 

• To consider any representations by parents in the case of an exclusion Yes  

• To consider the appropriateness of any permanent exclusion or fixed term exclusion 
which totals 15 days or more in one term or where a pupil is denied the chance to take 
a public examination 

 
Yes 

 

 

Membership 

    

    

    

 - Associate Member  - Associate Member 

Chair of Committee:  Vice Chair of Committee   

Clerk to Committee :  Quorum: 3 governors  



At least three governors from each school and appointed by the governing body of each school Members should be 

suitably experienced, and/or be willing to attend appropriate training and be available to attend panel hearings 

within the relevant notice 

NB Any governor who has participated on a panel for a staffing decision, cannot sit on the appeal panel  
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