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INTRODUCTION 

Welcome to the Governing Board of Sunnymede Junior School 

If you are new to being a school governor there are likely to be many things you would like to know about what 

being a governor involves and many questions to which you would like answers. 

Being a School Governor can be like starting a new job.  There is a lot to learn about the school and the way 

children are educated today.  Methods of teaching children have made great progress in recent years and the pace 

of change continues.  In many ways it is likely to be quite different to how today’s adults were taught when they 

were at school.  To help with the learning process we have produced this handbook to help new governors 

understand their role and how a governing board works.  The governing board is a democratic group and the 

principles of operation are the same as for any other similar group, such as local councils and management groups 

of voluntary organisations.   

We all work very much as a team for the benefit of the school, respecting each other’s points of view but always 

acting as a corporate board, accepting the decisions reached by the majority on the rare occasion we are unable to 

reach a unanimous conclusion.  Our relationship with the Headteacher and other staff at the school are excellent 

and all governors are committed to maintaining this – it is an essential part of our success. 

This handbook helps to explain the roles and responsibilities of being a governor and how we as a governing board 

carry out our duties.  For both new (and experienced) governors there are training courses run by the LEA and all 

governors are encouraged to take advantages of any training on offer.  These courses are free of charge to 

members of the governing board.  The Link Governor will keep the governing board informed on training courses 

available. 

Governing Bodies have a strategic role in the development of the school and do not become involved in day to 

day management issues – that is the role of the Headteacher.  Working in partnership with the Headteacher and 

staff we have helped make the School the success that it is today.  We very much hope your contribution will 

enable us to continue to build on this success. 



 

 

SCHOOL AIMS 

 



 

 

 



 

 

Code of Conduct for the Governing Board 

 

The governing board has adopted the following principles and procedures:  

Purpose of the governing board  

The governing board is the key strategic decision making body in the school, setting the strategic framework and 

ensuring it meets all its statutory duties. Raising achievement is at the heart of a governing board’s strategic role; 

every child has the right to attend a good school. 

The governing board has the following core strategic functions:  

 Establishes 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 

 

 Ensures accountability by:  

 appointing the headteacher 

 monitoring progress towards targets 

 performance managing the headteacher 

 engaging and consulting with stakeholders (including parents & pupils) 

 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 

 

For governing boards to carry out their roles effectively, governors must be:  

 prepared and equipped to take their responsibilities seriously 

 committed to the key characteristics and behaviours expected of the role, as set out in A Competency 

Framework for Governance (DfE 2017)  

 acknowledged as the accountable body by the lead professionals  

 supported by the appropriate authorities in that task  

 willing and able to monitor and review their own performance  

  

The role of a governor:  

In law, the governing board is a corporate body which means:  

 No governor can act on his/her own without proper authority from the full governing board.  

 All governors carry equal responsibility for decisions made.  

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/583733/Competency_framework_for_governance_.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/583733/Competency_framework_for_governance_.pdf


 

 

 Although appointed through different routes, the overriding concern of all governors has to be the 

welfare of the school as a whole. Governing boards should be alert to the risk of becoming dominated 

by one particular mind-set or strand of opinion. 

 

As individuals on the governing board, we agree to the following: 

Role & Responsibilities 

 We are aware of and accept the Seven Nolan Principles of Public Life (see Appendix 1) 

 We accept that we have no legal authority to act individually, except when the governing 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 authorised to do so 

 We accept collective responsibility for all decisions made by the governing board we will not speak 

against majority decisions once they have been made. 

 We understand that where responsibility has been delegated, the board as a whole remains 

accountable, and therefore will ensure that important decisions are made by the full board. 

 We understand that we have a duty to act fairly and without prejudice.  

 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.  

 We will promote tolerance of and respect for those of different faiths and beliefs, races, genders, ages, 

disability and sexual orientation. 

 We understand the distinction between the role and responsibilities of the board and those of executive 

leaders and we will avoid involvement in operational issues.  

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

established by the governing board.  

 We will support the headteacher and senior leadership team but challenge their expectations and hold 

them to account for school performance. 

 

Commitment  

 We understand how much time is involved in the role that we are carrying out. 

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

responsibilities, including monitoring visits and 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 do so. 

 We will visit the school, any visit made will be arranged in advance with staff and undertaken within the 

framework established by the governing board and agreed with the headteacher  

 We will demonstrate commitment to continually developing our knowledge and skills and keeping them 

up to date.  

 

Data Sharing 

 

 We accept that in the interests of openness and transparency, our full names, date of appointment, term 

of office, roles on the governing board, attendance records, relevant business and pecuniary interests, 

category of governor and the body responsible for appointing us will be published on the school’s 

website and in the Trust’s annual accounts.  We accept that personal information will also be published 

on DfE Get Information about Schools (GIAS) system. We accept that our details as company directors 

will be published to Companies House.  

https://schoolgovernors.thekeysupport.com/uid/3027b277-ac86-42d2-92df-6ae372423aa7/
https://get-information-schools.service.gov.uk/


 

 

 We accept that the school is required to carry out the following checks on us within 21 days of our 

appointment: Enhanced DBS Check; Section 128 Direction Check; right to work in the UK checks. 

 

Communication 

 We will strive to uphold the reputation of the school at all times. 

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

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

authority, and other relevant agencies and the community 

 We will maintain a professional presence online and consider the impact that any personal views that we 

post online could have on the school. 

 We will consider how we interact with the school and wider community, both online and in person. 

 We will review our online privacy settings at least annually so that we know what information the public 

can see about us and then consider this information when we are posting online. 

 We will not accept friend requests from pupils or parents. 

 We will carefully consider the impact of joining any private parent groups associated with the school or 

any memberships that we already have of such groups when we become governors.  Membership of 

private parent groups may mean that we are aware of parental concerns outside of the school’s 

complaints procedure and this may put us in a difficult situation. 

 If we know or become aware of any private parent, staff or student groups bearing the school’s name, 

we will report this to the governing body. 

 We will not post anything inappropriate, offensive or political on social media, including our personal 

opinions that may bring us or the school into disrepute. 

 

Confidentiality  

 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. 

 We will not disclose any information which is deemed confidential by the governing body or would 

breach the Data Protection Act 2018 

 We will not make any comments about any members of the governing board or school community, 

either face to face, or online. 

 

Data Protection 

 We will strive to ensure the school’s overall compliance with the data protection regulations 

 We will ensure that appropriate technical and organisational measures are in place across the school to 

protect any data that it holds 

 We will engage in data protection training  

 

 We will be familiar with, and act in accordance with, the school’s Data Protection Policy, and will conduct 

monitoring of this as part of the governing body’s overall monitoring plan. 

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.  We will fully review this annually.  



 

 

 If any matter arises in a meeting which may cause us to become conflicted in terms of our personal or 

business interests, we will declare this and offer to leave the meeting for the appropriate length of time. 

 We accept that the Register of Business Interests will be published on the school’s website. 

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

 

 

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 

under the school’s procedure for dealing with complaints about governors and trustees.  Should it be the 

chair that we believe has breached this Code, another governor, such as the vice chair will investigate.  

 

We will follow up any complaints about governors under this Code and the school’s procedure for complaints 

about governors and trustees. 

 

The governing board will only suspend or remove a governor from the governing body as a last resort after 

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

 

Where a governor’s conduct has been investigated under the governor complaints procedure and a panel has 

found the complaint to be so serious that the person should no longer serve as a governor, the expectation 

would be that the person should resign from their post.    

 

Should the governor not resign from their post and their continuation as a governor would affect the 

reputation and the work of the school, the governor may suspended or removed from their role in line with 

the grounds and procedures laid down in the relevant legislation (see Appendix A of procedure for 

complaints against governors).   

 

If a complaint is made against the chair or vice chair, and it is fully or partially upheld by an investigating 

panel, the governing body may remove the chair or vice chair from office.  

 

 



 

 

Governors will sign the Code of Conduct at the first governing board meeting of each school 

year.  

The Governing Board of Castledon Academy adopted this Code of Conduct on.  

Undertaking:  

As a member of the governing board I will always have the achievement and well-being of the 

children and the reputation of the school at heart; I will do all I can to be an ambassador for the 

school, publicly supporting its aims, values and ethos; I will never say or do anything publicly 

that would embarrass the school, the governing board, the headteacher or staff.  

Signed Printed Name Date 

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 

 

  

 



 

 

 

APPENDIX 1  

The Seven Principles of Public Life  

(Originally published by the Nolan Committee)  

Selflessness - Holders of public office should act solely in terms of the public interest. They should not do so in 

order to gain financial or other material benefits for themselves, their family, or their friends 

Integrity - Holders of public office should not place themselves under any financial or other obligation to outside 

individuals or organisations that might seek to influence them in the performance of their official duties  

Objectivity - In carrying out public business, including making public appointments, awarding contracts, or 

recommending individuals for rewards and benefits, holders of public office should make choices on merit 

Accountability - Holders of public office are accountable for their decisions and actions to the public and must 

submit themselves to whatever scrutiny is appropriate to their office 

Openness - Holders of public office should be as open as possible about all the decisions and actions that they 

take. They should give reasons for their decisions and restrict information only when the wider public interest 

clearly demands 

Honesty - Holders of public office have a duty to declare any private interests relating to their public duties and to 

take steps to resolve any conflicts arising in a way that protects the public interest 

Leadership - Holders of public office should promote and support these principles by leadership and example 

 

 

 

 

 

 

 

 

 

 

The Committee on Standards in Public Life was established by the then Prime Minister in October 1994, under the 

Chairmanship of Lord Nolan, to consider standards of conduct in various areas of public life, and to make 

recommendations.  



 

 

APPENDIX 2 

Legal framework 

The Code of Conduct has due regard to all relevant legislation including, but not limited to, the following: 

 The Children Act 1998 

 The Children Act 2004 

 The Education Act 2011 

 The Childcare  1998 

 The Childcare (Disqualification) and Childcare (Early Years Provision Free of Charge) (Extended 

Entitlement) (Amendment) Regulations 2018 

 The Childcare Act 2006 

 Protection of Freedoms Act 2012 

 The Data Protection Act 2018 

 The General Data Protection Regulation (GDPR) 2018 

 The School Governance (Constitution) (England) Regulations 2012  

 The Charities (Protection and Social Investment) Act 2016 

The Code of Conduct also has due regard to guidance including, but not limited to, the following: 

 DfE Governance Handbook (2019) 

 Keeping Children Safe in Education (2019) 

 The constitution of governing bodies of maintained schools (2017) 

 Charity Commission CC3 – The essential trustee: what you need to know, what you need to do  
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THE ROLE OF THE CHAIR OF GOVERNORS 

 

The chairperson’s functions include; but not limited to: 

 Ensuring the business of the governing board is conducted properly, in accordance with the legal 

requirements 

 Ensuring that meetings are run efficiently, focusing on priorities and making best use of the time 

available 

 Ensuring that all members have equal opportunities to participate fully in discussions and decision 

making 

 Encouraging all members of the governing board to work together as a team 

 Liaising with the Headteacher 

 Acting in cases which may properly be deemed “urgent”.  This is defined in statute and applies where 

a delay in exercising the function would be seriously detrimental to the interests of the school, a 

pupil, parent or member of staff 

 Making public statements on behalf of the governing board. 

 Dealing with complaints where appropriate 

 



 

 

THE ROLE OF THE CLERK 

 

The clerk is appointed by the governing board and is responsible to it.  The clerk has a central role in providing 

administrative and organisation support.  Tasks include; but not limited to: 

 Organising agendas for meetings of the full governing board 

 Convening and minuting the meetings 

 Sending draft minutes to the chairperson and Headteacher for approval 

 Advising on appropriate governing board procedures 

 Ensuring that all written reports and papers presented to the meeting are filed as part of the minutes 

and are made available for public inspection, subject to the governing Board’s ruling on 

confidentiality 

 Maintaining records on governing board memberships and advising when appointments need to be 

made/elections held 

 



 

 

THE DELEGATION OF RESPONSIBILITY TO INDIVIDUALS 

TERMS OF REFERENCE FOR GOVERNORS WITH DELEGATED RESPONSIBILITY FOR 

CURRICULUM AREAS; LITERACY, NUMERACY, SCIENCE, RE & ICT.  

 To liaise with the subject co-ordinator 

 To visit the school and see the subject/area in operation 

 To discuss the existing use of resources and future needs 

 To regularly report to the governing board on developments and progress 

 To attend appropriate training 

 To provide accurate written records of any meetings or monitoring visits 



 

 

DELEGATION OF RESPONSIBILITY TO INDIVIDUALS 

TERMS OF REFERENCE FOR THE GOVERNOR RESPONSIBLE FOR RACE EQUALITY 

 To liaise with the Headteacher 

 To visit the school and observe that the governors policy is followed in operation 

 To discuss any issues with the Headteacher 

 To ensure that appropriate returns are submitted in respect of any racial incident 

 To regularly report to the governing board on developments  

 To attend appropriate training 

 To provide accurate written records of any meetings or monitoring visits 

 



 

 

DELEGATION OF RESPONSIBILITY TO INDIVIDUALS 

TERMS OF REFERENCE FOR THE RESPONSIBLE OFFICER: 

 To monitor the efficient, economical and effective management of resources and expenditure.  This 

will include any private funds held by the School, capital assets, equipment and staff 

 To ensure that the maintenance of sound internal controls is adhered to, as laid down in the school’s 

Financial Procedures manual 

 To confirm that the financial considerations were taken into account when reaching decisions in any 

area of school involvement, as approved by the Finance Committee 

 To report to the full governing board routinely at the termly meeting with the results of the audit, 

including any forthcoming actions as identified 

 Any urgent items will be reported at the time to the Headteacher or the Chairman of the Governors 

as appropriate 

 To attend any training relevant to the position. 

 To provide accurate written records of any meetings or monitoring visits 

 

 

. 



 

 

DELEGATION OF RESPONSIBILITY TO INDIVIDUALS 

TERMS OF REFERENCE FOR THE HEALTH AND SAFETY GOVERNOR 

 To liaise with the school Health and Safety Co-ordinator and School’s Safety Representative 

 To ensure all risks to Health and Safety are assessed and any significant findings recorded 

 To assist Headteacher in monitoring Health and Safety Performance 

 To regularly report to the governing board on developments and progress 

 To attend appropriate training 

 To provide accurate written records of any meetings or monitoring visits 



 

 

DELEGATION OF RESPONSIBILITY TO INDIVIDUALS 

TERMS OF REFERENCE FOR THE CHILD PROTECTION GOVERNOR: 

 To ensure, in liaison with the Headteacher/designated teacher, that the school has a Child Protection 

policy 

 To ensure that an annual item is placed on the Governing Board meeting agenda to report on any 

changes to the policy, any training undertaken by people responsible and any relevant issues relating 

to child protection matters 

 To liaise (with due regard to confidentiality) with the Headteacher/ designated teacher re allegations 

of child abuse 

 To attend relevant training for governors 

 To provide accurate written records of any meetings or monitoring visits 



 

 

DELEGATION OF RESPONSIBILITY TO INDIVIDUALS 

TERMS OF REFERENCE FOR THE LINK GOVERNOR: 

 Keeping ongoing central record of Governors training 

 New Members: making sure they attend Induction training within first 12 months  

 Encouragement for all members to attend training 

 Governors Skills matrix (keeping it in a central place, updating it and suggesting training for people 

where you see gaps) 

 Reminders to the FGB on forthcoming sessions and securing someone attends where possible  

 Managing annual training e.g. Safeguarding 

 



 

 

DELEGATION OF RESPONSIBILITY TO INDIVIDUALS 

TERMS OF REFERENCE FOR ABLE AND MORE ABLE PUPILS GOVERNOR & SEN GOVERNOR: 

 To liaise with the member of staff responsible for identifying the needs of gifted and talented 

pupils/SEN 

 To visit the school and see that the provision being made for gifted and talented/SEN pupils are being 

met 

 To report to the governing board annually on how the curriculum needs of gifted and talented/SEN 

pupils are being met 

 To attend relevant training 

 To provide accurate written records of any meetings or monitoring visits 

 



 

 

GOVERNORS’ VISITS TO SCHOOL 

 

Is going in to school on an “official” governor visit a new experience for you?  Hopefully the following points will 

answer some of your questions. 

There are two main reasons why Governors make visits to the school. 

Firstly, a new governor may visit to familiarise themselves with the school.  A more experienced Governor may visit 

to acquaint themselves with changes to the school or re-familiarise themselves if they have not visited for a while. 

The second main reason for a school visit is a focused visit, part of the governors “monitoring” role and part of the 

work of the committee or working party to which the governor is assigned. 

Governors with responsibility for a curriculum area should normally visit the school termly.  For other areas of 

responsibility visits are made as appropriate. 

What do we mean by “monitoring”? 

As governors we need to see that the National Curriculum is being delivered and that our pupils are receiving the 

best possible education.  Our role is to concentrate on an "overview" of the development of the school, and not to 

get too tied up with the detail that is the business of the staff in their day to day teaching. 

How do we do this? 

We select an area to monitor for a period of time – usually related to a priority on the School Development Plan.  

We then follow the procedure set out for governor visits to school. 

What should you expect from a visit? 

As set out in the following “Procedure for Governor Visits To School”, governors will be well prepared and will have 

precise questions that they wish to answer from the visit. 

More generally it allows the governor to become familiar with the school at work, and to get to know the children 

(not individually but in a class situation).  It allows the governor to see teaching taking place so that when the 

committee receives reports, and discussions take place, the governor sees things in the context of the school. 

Visits should be viewed by the governor as adding to their personal bank of knowledge, which at some time may be 

brought forward to contribute to a discussion or evaluation at a meeting of a committee or of the full governing 

board. 



 

 

PROCEDURE FOR GOVERNOR VISITS TO SCHOOL 

 

1. The purpose of the visit will be clearly defined. 

 Monitoring will support the School Development Plan, i.e. it will concentrate on areas of the plan 

highlighted for development. 

 

2. Dates and times for the visits will be agreed with the Headteacher and staff involved. 

 

3. Preparation for the visits will be thorough: 

 Governors will produce a number of clear questions they wish to answer from their visit. 

 

4. Making the Visit 

 The Headteacher may discuss details for the visit. 

 Visits will be timed, where possible, to allow governors a short time with the class teacher and/or 

curriculum leader before the lesson begins. 

 The Class teacher and governor will mutually agree the role most appropriate for the governor, on 

the occasion of the visit. 

 

5. Governors will produce a written report in an agreed format to feed back information to the Full Governing 

Board.  The report will first be given to the Headteacher.  A sample of the report form is attached. 

 

6. Reports of governor visits will be included in the information sent out to governors with the Head teacher’s 

Report, or Committee Minutes prior to full Governing Board meetings.

 

 



 

 

 

Record of Governor Visit 
 

Date of Visit: Name of Governor: Purpose of Visit: 

 

 

Observations: 

 

 

 

Pupil Premium: 

 

 

SEN: 

 

Able / More Able: 

 

Any other comments: 

 

 

 

 Signed: Date: 

 

Please copy this form for Chair of Governors, Chair of relevant committee + Headteacher.  You should retain a 

copy for your file.  Thank you



 

 

Every Child Matters  

 Record of Visit Carried Out By ……………………………………………………………………. 

 

Every Child Matters 

 

Date Comments 

Stay safe 

 

 

  

Healthy lifestyle 

 

 

  

Enjoy and achieve 

 

 

  



 

 

Economic awareness 

 

 

  

Participation in the community 

 

 

  

Pupil’s Behaviour 

 

 

  

Pupils’ Spiritual, Moral, Social and 

Cultural Development 

 

  



 

 

GOVERNOR MENTORING 

 

Mentoring is a sustained relationship between a governor in his/her initial stages of his/her development (mentee) and an 

experienced governor. 

It can be useful for the mutual induction of new governors or where an existing governor is taking on a new role – for example 

with a particular subject responsibility. 

Mentoring is an interpersonal relationship between two governors which encourages and supports both personal and governor 

development in its broadest sense. 

An effective mentoring relationship provides an opportunity for and assistance support which complements other learning and 

development opportunities. 

The governing board encourages mentoring to enable new governors to obtain an understanding of the role of a governor at the 

school. 

In mentoring there are no prescribed objectives; the mentee establishes their own specific objectives and outcomes and agrees 

these with the mentor.  Mentoring is based on establishing a relationship of equality, openness and trust.  The governing board 

adopts ‘informal mentoring’ which occurs through friendship, coaching, advising and counselling.  It provides the new governor 

with short to medium term support to complement other governor training opportunities.  It is not suggested as an alternative 

to induction training. 

Mentors will assist and facilitate the mentee on the working practices of the governing board, how to handle situations, conduct 

governor visits to the school, respond to approaches from parents and staff, manage paperwork and other material provided to 

governors on educational issues and matters relating to the performance of the school. 

 

AIMS FOR MENTORING 

The role of the mentor is to facilitate learning.  The purpose of the mentoring relationship is to help governors learn from their 

experience and to devise new and more effective ways of acting to meet the requirements of governance and to continue to 

learn. 

Governor mentors use key skills within their role, such as listening, questioning and drawing on past experiences.  They provide 

support, guidance and assistance and give information and knowledge about the governing board and its ways of working. Some 

characteristics of a mentor may be: 

 Role model 

 Peer sounding board 

 Experience in development area. 

 

Mentoring can include assistance with: 

 Working practices and gaps in knowledge 

 Problem solving and conceptual thinking skills 

 Governing Board culture 



 

 

 Ways of working within the governing board including confidentiality 

 Formal and informal processes within the governing board 

 Skills deficiencies and development 

 Learning and development needs 

 Clarity on values 

 Expansion of leadership skills 

 Awareness of issues within the governing board and school 

 

BENEFITS FOR THE MENTEE 

The mentoring relationship can directly contribute to the mentee in terms of: 

 Increased self-confidence and critical self-awareness 

 Improved awareness of the context in which schools have to operate 

 Increased understanding of the school and governing board 

 Improved skills in dealing with issues, supporting and challenging the school 

 Help with understanding pressures on the school and the drive to improve standards and pupil achievements 

 Increased understanding of others and skills in dealing with relationships within the governing board 

 Improved skills in meeting the requirements of the governing board 

 Identifying any specific governor learning and development needs of the mentee 

 Improve confidence in participating in governing board meetings 

 How to present ideas at governing board meetings 

 

 



 

 

 

HANDLING COMPLAINTS 

All complaints have to be handled with care and in accordance with the complaints policy and procedures agreed by the governing 

board. 

There are separate procedures for dealing with complaints about the curriculum and for considering complaints about the way in 

which pupils’ special educational needs are met. 

PRINCIPLES 

The following principles apply for the handling of general complaints: 

 Wherever possible differences should be settled informally; 

 Formal mechanisms for dealing fairly and effectively with complaints should only be used where it is impossible to 

settle a complaint informally; 

 Procedures should be made available to parents, staff and Governors. 

PROCEDURES 

1. Complaints in the first instance should generally be made to the class teacher and then, if necessary, to the Headteacher. 

2. The Chairman of the Governing Board should be the first person to approach only in cases which could involve 

disciplinary or legal action against the Headteacher. 

3. Any Governor approached by a complainant should refer him or her to the Headteacher, or the Chairman according to 1 

or 2 above. 

4. If discussions between the Headteacher and the complainant prove fruitless, the complainant will be told of their right to 

make formal complaint and how it can be made. 

5. Formal complaints to the Governing Board are made to the Chairman, who should take care that no Governor can be 

accused of prejudice by ensuring that: 

- an individual Governor does not deal with the complaint; 

- the complaint is quickly dealt with by the Chairman or appointed Governors or to the Headteacher, if complaint 

procedures at that level have not been exhausted; 

- the complaint is not reported to the whole Governing Board until it is resolved and then not in detail; 

- all parties to the complaint are given a fair hearing; 

- the decision about the complaint is given in writing to the complainant; 

- the complainant is told of any right of appeal if the decision is given against them. 

6. Governors involved in a complaint by either an individual or a group cannot take part in any formal hearing of a 

complaint, or appeal against a decision made by the complaints committee. 

7. Individual complaints cannot be raised at full meetings of the Governing Board, unless the meeting is part of the 

complaints procedure. 



 

 

 

GOVERNING BOARD COMPONENT STRUCTURE 

 

1. The name of the school is Sunnymede Junior School 

2. The school is a foundation/trust school. 

3. The name of the governing board is The Governing Board of Sunnymede Junior School 

4. The term of office of each category of governor shall be 4 years each 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

GOVERNOR TRAINING 

 

The governing board subscribes to the training programme presented by Essex County Council and encourages all governors to 

enrol on courses relevant to governing board activity. 

All governors will receive a copy of the annual training programme produced by Essex County Council.  The governing board has 

appointed a link governor to co-ordinate training needs and to keep a record of courses attended by individual governors. 

All new governors must attend the induction course within 12 months – details of which are published in the County Council’s 

training programme. 

The governing board discusses the training needs of its members at regular intervals and decides on a training programme.  It 

will identify areas of whole governing board development and arrange for governing board development sessions to be provided 

through Essex County Council’s Governor Services. 

Governors attending training courses are given an opportunity to report on the course at each governing board meeting. 

 

 

 



 

 

 APPENDIX  

 

COMMITTEE STRUCTURE 

The Committee structure as approved by the Governing Board is: 

 Staff Pay Committee 

 Head Teacher’s Performance Management Committee 

 Staff Discipline/Dismissal Appeals Committee  * 

 Staff Discipline/Dismissal and Grievance Committee  * 

 Pupils’ Discipline Committee  * 

With effect from 1st September 2012, the Governing Board disbanded with the Finance & Premises Committee and the 

Teaching & Learning Committee and decided that instead, it would hold two Full Governing Board meetings per term: 1 which 

will be Finance & Premises led and one will be Teaching & Learning led.  It agreed that the Terms of Reference which were 

previously dedicated to the committee structure will remain and be amended to take into consideration that these will be Full 

Governing Board led meetings.   

These terms of reference were agreed to continue to ensure Governors are aware of their responsibilities under each of these 

subjects.   

MEMBERSHIP – ALL COMMITTEES 

I. The Headteacher is ex-officio member with voting rights on all committees. 

II. The Chair of Governors may attend all Committee meetings and has voting rights on all Committees. 

III. The Chair of each committee to be elected annually at the first meeting in the new academic year. 

IV. Each committee, except Staff Pay Committee, to meet at least once each term, excepting for those noted * 

where only as required basis 

V. Staff Pay Committee will meet when necessary. 

VI. The quorum three governors. 

VII. All committee members have a right to vote on any proposal put to the committee in accordance with School 

Governance Regulations. 

VIII. All meetings to be minuted and the minutes circulated to all governors according to the Governing Board 

Standing Orders. 

 

CHAIRING MEETINGS – ALL COMMITTEES 

Each committee will appoint a chair.  In the absence of the Committee Chair at any meeting, the Committee will appoint one of 

its members to chair the meeting. 



 

 

TERMS OF REFERENCE 

 

The powers and tasks of each committee will be as generally shown below: 

1. FINANCE AND PREMISES LED FULL GOVERNING BOARD 

To have oversight of the Asset Management Plan. 

To monitor and review all aspects of maintenance and improvement or repair to the buildings, grounds and plant. 

To ensure that there are no shortfalls in the minimum standards laid down, particularly relating to Health & Safety 

Regulations. 

To administer applications for hire of premises. 

To ensure that the character of the school’s building is retained. 

To monitor and approve appropriate expenditure relating to Capital Grants. 

To appoint architects, builders, ground maintenance teams, surveyors etc according to the established procedures laid 

down by school governors and monitor all aspects of their work. 

To monitor aspects of expenditure and control of maintenance and improvement to the school premises. 

To report all aspects of improvement and requirements for the smooth running of the school, in relation to the premises, 

to the full governors. 

To monitor the needs and requirements of the premises and make appropriate decisions. 

Day to day matters in respect of premises are left to the Head Teacher in line with the delegated powers and the 

committee receive reports as appropriate. 

To ensure that all standards fund receivable via the Secretary of State are used only as described. 

To prepare and approve the annual budgets for expenditure in the forthcoming financial year. 

To keep under review the schools’ actual financial performance compared with the budgeted performance and to take 

remedial action as necessary.  Such action to be reported to the Governing Board.  In all cases liaison must be 

maintained with the appropriate committees. 

To make decisions as to spending within the delegated powers given to it. 

To advise the Governing Board on the appropriateness or otherwise of spending requests outside the delegated powers 

given to it. 

To agree, determine charges and make decisions for the letting of the school premises including the grounds. 

To make decisions as to virements within agreed budgets and in accordance with Financial Regulations, within the 

delegated powers given to it as stated. 

To advise the Governing Board on the appropriateness or otherwise of virement requests outside the delegated powers 

given to it as stated. 

To monitor all spending in the school.  Such monitoring will require full liaison with the appropriate committees. 

To receive reports from the Responsible Officer. 



 

 

To decide any matter which arises and does not fall within the remit of any other committee. 

To deal with all financial matters, to implement the approved budget, to advise the Headteacher on matters relating to 

the finances of the school and to review and implement the set of Financial Regulations drawn up for the school. 

Training requirements will be delegated to the appropriate committee with appropriate recommendations as necessary. 

The Finance & Premises Led Full Governing Board has a general role in advising the Headteacher on matters relating to 

the finances of the school. 

The Finance & Premises Led Full Governing Board is required to abide by the requirements and guidelines of the LEA 

and DfES. 

The Finance & Premises Led Full Governing Board should make recommendations for future financial planning and, in so 

doing, will need to liaise with the other committees. 

Finance & Premises Led Full Governing Board meetings will be held on an as required basis but at least once a term. 

A member of the Governing Board will make a record of all proceedings at each meeting.  Minutes will be circulated to 

members within seven days of the meeting, and presented with the agenda for the next full governors’ meeting. 

The Full Governing Board will appoint a Finance & Premises Lead and Deputy Governor who will have responsibilities to 

ensure the school is being managed correctly in relation to Finance & Premises.  

 

2. TEACHING AND LEARNING LED GOVERNING BOARD   

To consider all detailed matters related to the pupils’ education and social well-being. 

To monitor the activities relating to the assessment, statementing and review of children with special educational needs. 

To ensure that those responsibilities laid down under relevant Education Acts relating to the Conduct of the School and 

Curriculum are being met. 

To monitor and assist in the administration of the following: 

- to ensure that the school is meeting the requirements of the school and National Curriculum; 

- special needs in relation to education and welfare; 

- religious education and collective worship; 

- race equality; 

- sex education; 

- pastoral care; 

- school meals; 

- educational visits; 

- school uniform; 

- school prospectus; 

- overall school organisation; 

- pupil disciplinary matters; 

- any other pupil related matters deemed appropriate. 

The Teaching & Learning Led Governing Board to carry out the following duties: 

1. To ensure the school is meeting the requirements of the National Curriculum. 

2. To agree, in consultation with the Headteacher, targets for the achievement of pupils at Key Stage 2. 



 

 

3. To review when appropriate and make recommendations to the Governing Board on: 

- the school’s curriculum statement; 

- the provision for religious education and collective worship; 

- the race equality policy; 

- the sex education policy; 

- the assessment arrangements for pupils at the end of each key stage; 

- reporting arrangements to parents. 

4. To consult with the Head, staff, parents, the community and relevant bodies, as appropriate, in order to maintain 

an oversight in, and review of, the above. 

5. To assist in the production, review and rewriting of policy documents which cover the delivery of the curriculum 

and the approaches adopted to teaching and learning within the school. 

6. To assist in the production and review of the school development/ improvement plan, if appropriate. 

7. To deal with any matters that may be referred to the committee by the full Governing Board. 

Teaching & Learning Led Governing Board meetings will be held on an as required basis but at least once a term. 

To assist in the administering of the staffing requirements for the school both in the teaching and support areas. 

To approve procedures for the recruitment and appointment of staff. 

To consider applications from staff for secondments or leave of absence. 

To consider and approve policies regarding early retirement and redundancy. 

To follow established procedures when advertising, selecting and appointing new members of staff. 

To authorise and monitor expenditure within the staffing budgets with delegated powers for day-to-day matters, 

including supply cover, being passed to the Headteacher. 

Training requirements be delegated to the appropriate committee with appropriate recommendations as necessary. 

The Full Governing Board will appoint a Teaching & Learning Lead and Deputy Governor who will have responsibilities to 

ensure the school is being managed correctly in relation to Teaching & Learning.  

 

 



 

 

APPOINTMENTS AND PROMOTION OF STAFF BELOW LEADERSHIP GROUP WHERE NOT DELEGATED TO 

THE HEADTEACHER UNDER THE STAFFING REGULATIONS 2003 

 

Before making any appointment governors must consider any advice from the Headteacher (except in the case of her 

successor). 

1. Teaching Staff Temporary appointments:  Head with approval of Chairman 

of Governors. 

2. Teaching Staff Permanent appointments below leadership group:  Delegated to Head. 

3. Internal Allocation 

Management Allowances 

Head in consultation with Chairman of Governors.   

 

4. Teaching Staff Supply:  delegated to Head 

5. Non-teaching Temporary appointments:  delegated to Head 

6. Non-teaching Permanent appointments with part-time hours:  delegated to Head. 

7. Non-teaching Permanent full-time appointments:  Head with Chairman of Governors and any 

member(s) of the Staff Pay Committee 

 Members of appointment/interview panels should not include staff governors 

(except where they are the line manager) 

Note – Where appointment of staff below the leadership group has been delegated by the Governing Board to the 

Headteacher 1-7 above will not apply but the Headteacher must report decisions taken under delegated powers 

to the next meeting of the full governing board. 

 

SHORTLISTING 

A selection panel to shortlist candidates (other than Head or Deputy Head) will include the Headteacher. 

ADVERTISING – STAFF OTHER THAN HEAD OR DEPUTY HEAD 

Unless the governors decide to appoint to the vacancy a person already employed to work at the school, they must advertise the 

vacancy as they think fit. 

HEADTEACHER AND DEPUTY HEADTEACHER 

Arrangements for the appointment for these posts to be made/agreed by the full Governing Board in accordance with Staffing 

Regulations. 



 

 

POLICIES AND PROCEDURES 

The full Governing Board is responsible for producing, approving and monitoring the application of policies on personnel-related 

matters. 

MEETINGS 

Committee meetings will be held on an as required basis. 

The Chairman of the Committee will report the work of the committee to the regular meetings of the governing board. 

The committee will liaise with such other committees and invite members of other committees to attend its meeting as should be 

deemed appropriate. 

Any matters which may be in conflict with the work of another committee must be referred to the Governing Board. 

Note: 

The procedures agreed for inclusion in these terms of reference must take into account other policies and procedures on 

personnel issues that the governing board have agreed and adopted. 

 

 



 

 

 

3. STAFF PAY COMMITTEE 

The Pay Committee is drawn from members of the FGB and convenes when necessary.   

 To determine the salary of each member of staff at the school (with the exception of the Head teacher’s salary), taking 
account of any recommendations made by the Headteacher, in accordance with the salary review policy. 

 To determine appropriate salary ranges for advanced skills teachers and members of the leadership group (with the 

exception of the individual school range for the Head teacher’s salary). 

 To determine whether to delegate to the Headteacher responsibility for agreeing performance objectives (in accordance 

with the current School Teachers’ Pay and Conditions Document) with advanced skills  teachers and members of the 

leadership group (except the Headteacher).  It is recognised that these objectives may be the same as, or based upon, 

the performance management objectives for these members of staff agreed in accordance with the current Appraisal 

Regulations. 

APPEALS 

If any member of staff wishes to appeal against the decision of the Staff Pay Committee, notification should go to the 

Chairman of the Governing Board, with a copy to the Clerk, within 10 days of a decision being made. 

In such circumstances the Governing Board will convene an appeals panel (at least three governors who were not involved in 

the original decision) and will normally give the appellant at least 10 working days notice of the date of the Pay Appeal hearing.  

The appellant has the right to see all relevant papers and to be accompanied/ represented by a friend or trade 

union/association representative. 

The decision of the Appeal Committee will be final. 

 

 



 

 

 

4. HEAD TEACHER ’S PERFORMANCE MANAGEMENT COMMITTEE 

a) The committee will have three members drawn from those Governors eligible for the role.  In addition, one 

Governor will be appointed to deal with any appeals.  (Review Officer). 

b) To meet annually to review and set performance targets for the Headteacher.  It will meet termly to review 

progress. 

c) To appoint an external adviser or the SIP to the committee. 

d) To report to the Governing Board that steps b and c above have been undertaken.



 

 

5. PUPILS DISCIPLINE COMMITTEE 

The Clerk to the Committee cannot be a Governor at the school, a member of the Committee or the Headteacher. 

The Headteacher is statutorily responsible for determining measures to secure good behaviour.  The Governors have powers 

to draw up a written statement of general principles and to provide specific guidance to the Headteacher on particular 

disciplinary matters.  The Headteacher is responsible for putting any general principles set out by the Governors into 

practice and for dealing with individual cases. 

The use of corporal punishment is forbidden. 

 

EXCLUSIONS 

The Headteacher is the only person with the power to exclude a pupil from the school.  In her absence, the most senior 

teacher has the right to exclude a pupil from school.  The Chairman of Governors should be informed of the exclusion. 

A pupil may not be suspended for an indefinite period; suspension must be for a fixed term or permanently. 

1. It is the duty of the Headteacher: 

i) where she excludes a pupil the parent should be informed immediately and followed up by a letter within 

one school day of the exclusion and the reason for it; 

ii) in exceptional cases, usually where further evidence has come to light, a fixed period exclusion may be 

extended or converted to a permanent exclusion.  In such cases the Headteacher must write again to the 

parents explaining the reasons for the change; 

iii) where a pupil is excluded, the parent of the pupil must be informed that representations about he 

exclusion can be made to the Discipline Committee; 

iv) where she excludes a pupil for more than 5 days in aggregate in any one term, she shall inform the 

Discipline Committee without delay of the period of the exclusion and the reason for it.  Similarly, this 

action should take place if the exclusion is made permanent; 

v) where she excludes a pupil permanently and that decision is upheld by the Discipline Committee, as soon 

as it is reasonably practical, to inform the LEA of the decision by notice in writing. 

2. Where a pupil is excluded for less than 5 days in aggregate, the Discipline Committee must consider any 

representation made by the parent. 

3. It is the duty of the Discipline Committee, where they have been informed of the permanent or fixed term 

exclusion of a pupil for more than five days in aggregate: 

i) to consider whether the pupil should be reinstated immediately, reinstated by a particular date or not 

reinstated; 

ii) where they consider he should be reinstated, to give the appropriate direction to the Headteacher; 

iii) where they consider that he should not be reinstated to inform the parents of their decision. 

 

 



 

 

4. PROCEDURES 

On receiving notice of an exclusion from the Headteacher, the Clerk or Chair: 

a) must, in the case of one or more fixed period exclusions totalling 5 school days or less in any one term, 

consider any representations from the parent.  If representations from the parent are received they must 

convene a meeting to consider the representations, although they cannot direct reinstatement; 

b) must in the case of one or more fixed period exclusions totalling more than 5 but not more than 15 school 

days in any one term, convene a meeting between the 6th and 50th school day after receiving the notice of 

exclusion, to consider the exclusion, if the parent requests a meeting; 

c) must in the case of a permanent exclusion, or one or more fixed period exclusions (including lunchtimes) 

totalling more than 15 school days in any one term, convene a meeting between the 6th and 15th school day 

after the date of receipt to consider the exclusion; 

d) must invite the parent, Headteacher and an LEA officer to the meeting at a time and place convenient to all 

parties (within the statutory time limit); 

e) should ask for any written statements (including witness statements) in advice of the meeting; 

f) should circulate in advance any written statements (including witness statements) and a list of those who 

will be present at the meeting to all parties; 

g) *where a short exclusion of up to 5 days causes the pupil to miss a public examination the Chair may 

consider reinstatement if the Disciplinary Committee is unable to meet before the examination date 

*secondary schools only 

The Discipline Committee should normally allow the excluded pupil to attend the meeting and speak, if the 

parent requests this they should allow the parent to be accompanied by a friend or legal representative at their 

request. 

 

 It is the duty of the Headteacher where he has excluded a pupil to comply with any direction for the reinstatement of 

the pupil given by the Discipline Committee. 

 

 It is the duty of the Discipline Committee to inform parents of a pupil who has been excluded permanently of their 

right to appeal against the decision. 

 

MEETINGS 

Committee meetings will be on an as required basis. In the case of any conflict of interest with specific Governors, they 

shall be excluded from this committee. 

Confidential minutes will be circulated to members of the committee within seven days.  Minutes, as a confidential item, 

will be tabled with the agenda at he next Governors’ meeting if and when the matter has been resolved. 

 

 



 

 

 

6. STAFF DISCIPLINE/DISMISSAL COMMITTEE 

Disciplinary Procedure and Conduct where the function of dismissal has not been delegated to the Headteacher under The 

Staffing Regulations 2003 or in the case of Discipline, where the Headteacher has had detailed prior involvement. 

1. PRELIMINARY INVESTIGATIONS 

Where an employee’s conduct or standard of performance is called into question, the Headteacher or other 

manager shall conduct such investigation as he/she considers necessary.  If it is considered that formal 

disciplinary action needs to follow, he/she shall arrange for a disciplinary hearing in accordance with the 

procedure. 

Formal disciplinary action will not be taken against an employee without prior investigation, other than in 

exceptional circumstances. 

An employee may be suspended from duty by the Headteacher or Chair of Governors pending the disciplinary 

hearing in exceptional cases.  Suspension may only be lifted by the Governing Board/Chair of Governors. 

Anyone involved in the investigatory stage may not be involved in making decisions at any subsequent 

disciplinary hearing. 

2. CLERKING 

Minutes of meetings of the Staff Disciplinary/Dismissal Committee will be taken by a person who is not a 

governor of the school, not a member of the Committee and not the Headteacher. 

3. DISCIPLINARY HEARING 

i) The hearing will be before the Staff Disciplinary/Dismissal Committee and the Headteacher may attend to 
give advice.  Any member appointed to this committee will not be permitted to participate in any meeting 
to consider an appeal connected with the same case.  The Headteacher may not participate in an appeal – 
the Headteacher has the same rights to attend for the purpose of giving advice. 

ii) The employee will be given ten days notice in writing of the date, time and place of the disciplinary hearing.  

The employee will be informed of the nature and details of the alleged misconduct and be told of his right 

to be accompanied at the hearing by a representative of his choice.  The employee shall have the right to 

call witnesses and be supplied with the copy of any written report which is to be considered.  He shall be 

given an indication of the possible penalty which could be imposed should the allegations be found to be 

substantiated. 

iii) No later than three clear days before the hearing, the employee will give the name and status of his 

representative and may submit a written statement.  The employee will be informed of who will conduct 

the hearing and the names of any witnesses to be called. 

iv) At the hearing the employee or his representative may: 

- address the person conducting the hearing; 

- be questioned on the statements made by or on behalf of the employee; 

- question the officer presenting the case to the Governors. 



 

 

v) Witnesses may be called by either party and opportunity will be given for them to be questioned.  

Witnesses on either side will be kept to the minimum necessary. 

vi) The Staff Disciplinary/Dismissal Committee should consider its decision in private except for the presence of 

the Clerk to the Governors or other suitable person taking minutes. 

vii) The decision of the committee will be given within five days of the hearing.  If the decision is given at the 

end of the hearing it will be confirmed in writing within five days.  The letter will state the grounds for the 

decision, confirm that the employee has the right of appeal and state how this can be exercised. 

viii) Any records or minutes relating to disciplinary proceedings should be carefully safeguarded and kept 
confidential.  Should any disciplinary action in the event be found to be unwarranted, any written reference 
should be removed from the employee’s personal file and the employer notified accordingly. 

ix) If the decision is to dismiss the employee for gross misconduct, the employee will be summarily dismissed; 

otherwise he will be given the notice required in his conditions of service and contract employment. 

APPEAL 

An employee has the right to appeal against any disciplinary action taken against him/her. 

 

 



 

 

 

7. STAFF DISCIPLINE APPEALS COMMITTEE 

The clerk to the committee must be a person who is not a Governor of the school, an associate member of the Governing 

Board or Headteacher. 

 

 

PROCEDURE 

1. The appeal meeting must be in private and minuted. 

2. The employee may appeal in writing to the Chairman of Governors within five working days of receiving the 

committee’s written decision. 

3. The hearing should normally take place within fifteen working days of the receipt of the appeal and the teacher 

shall be given at least seven days notice in writing of the appeal hearing. 

4. The employee shall be entitled to a personal hearing, with the assistance of a friend if he/she wishes, to call 

witnesses in his/her defence and to question any witness bringing evidence against him/her. 

5. The Appeal Committee may: 

- accept the appeal and remove the penalty imposed; 

- accept the appeal and impose a lesser penalty; 

- reject the appeal and confirm the penalty imposed or, exceptionally, increase the penalty. 

6. All appeals shall be heard in private except when otherwise directed by the Governing Board, but any member of 

the Council of Tribunals may attend as an observer any meeting of the Appeal Committee at which an appeal is 

considered. 

7. The Appeal Committee’s decision will be confirmed to the parties concerned in writing within five working days.  

The decision will be final. 

 

 

 

 

 

 


