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School governors are people from the school’s community who wish to make a positive contribution to children’s education.  They must be aged 18 or over at the date of their election or appointment - there is no upper age limit.  

Governors are the largest volunteer force in the county and have an important part to play in raising school standards through their three key roles of setting strategic direction, ensuring accountability and as a critical friend, monitoring and evaluating school performance. 

Governing bodies now have many powers and areas of responsibility which they need to discharge whilst working in close partnership with the school. This partnership requires that each party recognises the skills and expertise of the other: that of the educational professional and the knowledge, skills and competencies of the governors. All parties must be dedicated to ensuring that every child has the best education possible: This has to be the focus of every governing body meeting.
There is much to learn about being a school governor, this pack is designed to give you some basic information and offer suggestions about further sources of support. However, governors do not work in isolation; they are part of a team, who are supported by each other, the headteacher and staff of the school, together with the staff at the Governor Support Service.
The Governor Support Service can be contacted on:

Telephone:
0113 247 5560

Fax::
       
0113 224 3226


Ansaphone:
0113 224 3226 (out of office hours): 

Email: education.governors@educationleeds.co.uk
or through the personal contact number given to you on your introductory letter.

If you need any help getting to meetings or accessing information the following can be requested:

· large print /braille                                                          


· personal amplifier                                                


· audio tapes

· translation into another language other than English

· interpreter/signer
· transport to meetings


Categories of schools

Regulations and guidance about the conduct of your governing body business are summarised in A Guide to the law for School Governors a copy of which should be available in your school. There are differences according to the type of school.
· Community



· Voluntary Controlled (VC)

· Voluntary Aided (VA)
Categories of governors
You will already have received an Instrument of Government specific to your school. This Instrument records the number and categories of governors agreed by your governing body. It can be reviewed at any time to ensure that the composition is appropriate to meet the needs of the school. For more information please see A Guide to the Law for School Governors – Chapter 2: How governing bodies are made up.

Although governors are elected or appointed in different ways all governors are equal. The decisions made by a governing body become a collective responsibility.

· Parent governors
· Staff governors
· LEA governors
· Community governors
· Foundation governors
 (VC, VA and Foundation Schools only)

Schools have governing bodies to help them fulfil their mission: to provide the best possible education for their pupils.

The governing body acts by consensus (or majority vote): the individual has no power unless this has been delegated by the governing body.
The Chair may act in an emergency but must inform the whole governing body at the earliest opportunity.

Parliament has given governing bodies a range of duties through the Education Acts and powers to carry these out. Broadly these are:

· to help to decide school policy for management of the school with the head and act as a link between the school and the local community
· to monitor the progress of the post OfSTED Action Plan and the School Improvement Plan targets.

· setting appropriate targets for pupil achievement at Key Stage2, Key Stage 3 and GCSE or equivalent
· ensure that all children make progress in their personal development and wellbeing as summarised in the five out comes of the Children Act
· managing the school budget

· determining the staffing of the school, determining the pay policy and making decisions about pay in accordance with the School Teachers Pay and Conditions of Employment document

· ensuring that the curriculum for the school is balanced and broadly based and in particular that the National Curriculum and religious education are taught
· participating in the appointment of the headteacher
· ensuring that special education needs are met
· to listen to complaints from parents

· to hear appeals from parents when pupils are excluded from school

· to decide the starting and finishing times of the school and in some cases, the term and holiday dates

· to recruit and dismiss staff employed at the school
· make sure the school is safe and healthy

· ensuring that there is a performance management policy and set performance objectives for the headteacher

· Governors should get to know the school well and respond to opportunities to involve themselves in school activities.

· Governors should accept the necessity of addressing individual and collective needs for training and development. To this end they should, on a regular basis, monitor and evaluate the governing body’s effectiveness as a corporate body.

General
Strategic role
· Governors should maintain and develop the ethos and reputation of the school

and support the school in meeting its statutory responsibility to provide the best education for each pupil and enable each pupil to reach their highest standard of attainment.

· Governors should set up a strategic framework for the school: determining, monitoring and keeping under review its aims and objectives, policies and targets, and the procedures within which the school operates. 

The critical friend
· Governors should recognise and support the Headteacher with his/her responsibilities for the internal organisation, implementation of policy, day to day management and control of the school and for advising on and implementing the governing body’s strategic framework. 

· Governors should recognise that the headteacher and staff of the school are the educational professionals and challenge and support decisions accordingly. 

· As a corporate body, with a collective responsibility, governors have powers to delegate some responsibilities to individual governors, to committees and / or to the headteacher. To this end the governing body must have a clear and agreed scheme of delegation.

Accountability
· The governing body is fully accountable in the way it carries out its functions as a governing body.   

· Governors should accept that they have no legal authority to act individually except when the governing body has given individual governors delegated authority to do so.

· All governors have equal status and, although elected / appointed by different groups, their over-riding concern will be the welfare of the school as a whole and all children in the school.

· Governors have a duty to act fairly and without prejudice. In any responsibility for staff, governors should fulfil all that is expected of a good employer.

· Governors should act with due regard for the well being of children in other schools and communities in supporting the activities of their own particular school.

Confidentiality and Conduct
· Governors should encourage open governance and shall be seen to be doing so.

· The governing body should endeavour to develop positive effective working relationships with the community, staff and parents, Education Leeds and other relevant agencies, including the Diocesan/ Church Education Authority, where appropriate. 

· Governors have a duty to establish a clear procedure through which concerns and complaints can be addressed and should act fairly and without prejudice at all times.

· Governing bodies should operate as a team, actively developing constructive relationships, using the skills and talents of all members and should encourage the open expressions of views within meetings.

· Governors should accept collective responsibility for all decisions made by the governing body or its delegated agents and accept that all discussion in reaching decisions is kept confidential to the meeting.

· Governing body decisions should be made in the best interests of all the children in the school.

· When items of business are determined to be confidential, all members of the governing body are bound by that confidentiality. 

· Governors should only speak or act on behalf of the governing body when specifically authorised to do so.

· Governors’ visits to school should be undertaken within a framework established by the governing body and agreed with the headteacher. 

A Guide to the Law for School Governors – DCFS Publications Centre

phone 0845 6022260 website www.dcsf.gov.uk)
Children Act 2004, ISBN 0 10 543104 4. - available to download from www.dcfs.gov.uk/publications/childrenactreport.  Or contact The Stationary Office Customer Services on 0870 600 5522 or e-mail: customer.service@tso.co.uk.

School Teachers Pay and Conditions of Employment DfES Publications Centre

phone 0845 6022260 website www.dfes.gov.uk
The Role of School Governors HC509 www.parliament.the-stationery-office.co.uk/pa/cm200001/cmselect/cmeduemp/206/20618.htm  House of Commons, London, SW1A 0AA

Selflessness

Holders of public office should take decisions 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 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 this.

Honesty

Holders of public office have a duty to declare any public 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 business of the governing body is carried out through formal meetings which must take place at least three times a year. (Any three governors may request an extra meeting which must then take place.). The Chair or a mentor governor should discuss with you the preparation required before you attend your first governing body meeting.

Procedures

· Chair – a chair and vice-chair must be elected by the governing body (usually at the first meeting in the Autumn Term, but can be elected for a term of office of between 1 and 4 years.

· clerk – a clerk must be present at each meeting to record decisions made. Most Leeds schools appoint a clerk from Education Leeds, through the Governor Support Service.

· minutes – a record kept of each meeting and signed by the Chair as correct at the next meeting.

· decisions – these are taken by a majority vote of those present, with the chair having a casting vote if necessary.

· withdrawal – You should always withdraw from a meeting if you feel you have a personal interest in the outcome of the discussion.

The clerk should send out relevant papers at least seven days before the date of the meeting. These should include the agenda for the meeting and the headteacher’s report if appropriate. The minutes of the previous meeting should have been circulated as soon as possible thereafter. It is very important to read these papers thoroughly before the meeting. You can then make a note of any queries or points you want to raise. All papers of the governing body must be available at the school for any member of the public to read, with the exception of items which the governing body has agreed are confidential.

The agenda should detail the matters to be discussed and the items for action. Individual governors can propose items to be included on the agenda and should contact the clerk or the Chair of Governors for advice.  Attendance at meetings is of paramount importance as decisions can be taken only if the required quorum, half the official governing body membership in post is present. This is established by the first item on the agenda – apologies for absence. (A governor may be removed from office if absent from meetings over a period of six months without the agreement of the governing body, starting from the first absence.)  Two other standard matters follow, confirming the last minutes as factually correct and discussing matters arising from those minutes which do not feature separately as agenda items. The Chair’s action under emergency/ordinary powers must also be reported to the full governing body. The agenda should also include: 

The headteacher’s report
- this is an important item on the agendas. To govern well, it is necessary to be well informed about the life and work of the school. It should contain sufficient information for governors to make decisions and ensure that their responsibilities are being met.

Committees of the Governing Body
The School Governance (Procedures) (England) Regulations 2003 give governing bodies more flexibility to determine their own procedures. More emphasis is now given to the process of recording and reviewing the structure of the governing body and its decisions regarding delegation.
There are no longer any statutory committees, but in practice many governing bodies continue to manage their work in this way.  The governing body must establish the purpose, membership and proceedings of any committee and review these annually. Any decisions made by the committee under delegated powers must be reported back to the governing body.

The most common issues which are delegated to committees are curriculum, premises, personnel and finance.

Becoming a member of a committee can increase involvement and participation by individual governors.

For further information please refer to the Governor Support Service Governing Body Committees document available from:

telephone 0113 247 5560

fax
      0113 224 3266

email
       education.governors@educationleeds.co.uk
answerphone (out of office hours)  0113 224 3226


All governors should try to visit the school during the working day and as a new governor, you should arrange an early introductory meeting with the headteacher. The governor’s role is that of a critical friend, not an inspector. By observing pupils and mixing with the teaching and support staff, a governor can get to know the school.
Governing bodies should have a policy on the management of governor’s visits as part of their monitoring role. As a new governor you should discuss with the Chair how you could fit into the existing structure.

· Before the visit

· During the visit

· After the visit


The headteacher will be a major source of information about the school and will be able to many of the key documents which are of use to new governors in providing background information about the school. These include:
The School Improvement Plan
The School Improvement or Development Plan, identifies priorities for the school over a 3-5 year period. It should specify targets, success criteria and responsible people, the timescale and resources needed in the whole range of curriculum and pastoral responsibilities of the school. It is a working document, which should be under constant review.

The headteacher, staff and governors should work together to prepare, monitor and review the plan. The headteacher’s termly report to governors should include progress made towards reaching the targets outlined in the plan. This process should ensure that governors are constantly involved in their key priority, that of raising standards.
The School Budget
Schools receive their annual budget from the local authority, which obtains most of its funding from central government, with the remainder coming from the local community through council tax.
Under the system of delegated funding of schools, every LEA has its own funding formula, which it is free to determine within the limits of government regulations. It is largely based on the number of pupils at the school. The final school allocation must be published by 1 March to commence on 1 April.
The governing body of every school with a delegated budget has powers to distribute its own budget within certain limitations. The final budget should be endorsed by the full governing body before submission to the LEA.
School Policies

The school will have many different policies, they are the basic tools of governing body work. Policies will guide the headteacher in making decisions relating to the day to day management of the school. They will also help the governing body when it comes to making strategic decisions. There should be a clear link between the school policies and the School Improvement Plan.
The school should have a binder with their policies in place and a system for their monitoring and review.  Governors should know how to access policies and regulations when they are needed and consult with them before they take action. Policies should be implemented throughout the whole school and will help guard against charges of unfairness and will promote confidence within the staff when dealing with situations.

A full list of statutory and recommended policies can be obtained from the Governor Support Service on the contact details given on page 10.

Your school should also supply the following information, which may be contained in a school induction pack:
1) The school mission statement, philosophy and aims.

2) Staffing structure

3) Arrangements for governors to visit the school.

4) Dates, times and venues of governing body meetings
5) Committees and working groups

(A list of committees and working groups and information about where copies of the terms of reference and membership can be found.)
7) The latest school Ofsted report

8) The School timetable

New governors should also be provided with the following:

· Details of the governing body scheme for out of pocket expenses

· A copy of A Guide to the Law for School Governors

· The school prospectus


Every governor needs to take a full part in meetings if the governing body is to achieve its objective of acting as an effective team to encourage and support the school. In order to achieve this it is important that governors are well [prepared for meetings. As a new governor, the following check list may be useful.
Before the first meeting:
During the first meeting:
After the first meeting:


Governor Support information

The Governor Support Service works with schools, governors, local communities and voluntary organisations, with the aim of making sure that governing bodies are representative of the local communities served by schools.   The services were provide include 

Support, advice and information about governors’ responsibilities and effectiveness; 

· A full clerking service to school governing bodies; 

· An annual school governors’ training programme; 

· Tailored courses for individual governing bodies; 

· A termly newsletter – ‘Governors’ Bulletin’; 

· Organised and supporting forum and area meetings; and 

· Advice about the governance of extended services and other new initiatives 

The following will be provided for all schools (no charge is made for these services): 

The Governor Support Service will: 

· Make instruments of government for each governing body; 

· Maintain full and up-to-date governing body membership details, including information about governors’ terms of office; and 

· Appoint local education authority governors 

The Governor Support team page includes the following information 

 

	Chairs  
·  Spring term mailout 

· Summer term mailout 

· Handbook 

· Inducting a new headteacher 

· Inducting a new governor 

· Service Level Agreement 
	  Guidance Documents
·  Guidance document list (with hyperlinks) 
· Glossary of terms and abbreviations 

· Governors’ expenses 

· Interests form 

· Are you eligible to be a governor?

	  Election Procedures and Recruitment
·  Staff Governor 
· Parent Governor 

· Being a School Governor  

· Recruitment application form 

· Recruitment Leaflet
	  Clerks
 
· Chairs' mail out 
· Date of next meeting sheet 

· Attendance sheet 

· Meeting claims 

· Travel claims 

· Service Level Agreement

	  Forums
·  Governor Area Meetings 
· Governors’ Forum 

· Dates of Governor Area Meetings 

· Dates of Governor Forum Meetings
	  Training
· Summer term training 
· Annual Training Programme 2006/7

	  Governors’ Bulletin
· Autumn term 
· Spring term 

· Summer term
	  




Connecting with governors

The Leeds Learning Network is the Council’s wide area network. More information about your school as well as news and documents from Education Leeds, and national education information. Each governor will receive a username and password. This will enable you to access the LLN portal and related information. It is not intended that these systems will replace the paper documents that you will receive, but that it will add to the range of information available to assist you with your responsibilities as a governor.   
Useful email address 

www.dfes.gov.uk/dfesupdate: DfES Update for Local Authorities

This online newsletter summarises the latest news and developments for children, young people and developments for children, young people and families.
www.governornet.co.uk This is the Department for Education and Skills (DfES) website. Information on current consultations is available. There is also a ‘Discussion Group’ facility where governors ask questions, seek advice or air views. This site  provides up- to-date information on all aspects of school governance and links to other useful items. 

www.childrenleeds.co.uk: Children Leeds is the local Children and Young People’s Strategic Partnership, steering all children’s services through a long-term programme of ‘change for children’.

Department for Education and Skills  www.dfes.gov.uk
OfSTED  www.ofsted.gov.uk
Governors’ organisations
www.nasg.org.uk – National Association of School Governors

www.ngc.org.uk – National Governos’ Council (NGC) 0121 616 5104

www.sgoss.org.uk – (recruits and brokers volunteers to become governors in schools tel. 0870 2413883)
www.governorline.info – (advice line for governors) Freephone 0800 722181 
	List of guidance documents for governing bodies


	No
	Title
	Date

	1
	Model policy on off-site visits for pupils
	Dec 02

	2
	Role of the training governor
	Sept 01

	3
	Role of the mentor governor
	Sept 01

	4
	Role of the literacy governor
	Sept 01

	5
	Role of the numeracy governor
	Sept 01

	6
	Governors’ role in child protection
	Sept 01

	7
	Role of the ICT Governor
	Sept 02

	8
	Model policy on paying governors’ expenses
	June 05

	9
	Advice on appointing headteachers & deputy headteachers
	Dec 01

	10
	Model policy for dealing with complaints about schools
	Sept 05

	11
	Governors with additional responsibilities
	Sept 02

	12
	Role of the race equality governor
	Sept 05

	13
	The governing bodies responsibility regarding health and safety
	July 05

	14
	Guidance on crisis management
	Aug  05

	15
	The role of the governor with responsibility for looked after children
	Aug 05

	16
	The governing body’s responsibility regarding accessibility planning
	April 03

	17
	The governing body and attendance
	Sept 05

	18
	Pupil Exclusions from maintained schools (sixth-day rule)
	May 07

	19
	Governing Body procedures
	June 03

	20
	The Headteacher’s Report to the Governing Body
	Sept 05

	21
	How to induct a new governor
	Sept 03

	22
	Restrictions on persons taking part in meetings
	Sept 05

	23
	Ofsted Guidance
	Oct 05

	24
	Headteacher’s Annual Report on Performance Management
	Sept 07

	25
	Performance Management in Schools - An overview 
	Sept 05

	26 
	Staffing Regulations
	Dec 03

	27  
	Policy Planning
	Mar 04

	28
	Role of the SEN Governor
	July 06

	29
	Governor visits to school
	Sept 07

	30
	Gender Equality Duty
	Sept 07

	31
	Disability Equality Duty
	Sept 07

	32
	Role of the Joint Review Group (JRG)
	Sept 07


Other guidance documents available:

· Guidance for Headteachers and governors: dealing with complaints about school

· Opportunities for Governing Bodies to Collaborate or Federate

· Governing body self-evaluation Autumn term 2004 health check
FEEDBACK FORM

Your comments and suggestions are important to the Governor Support Service in order that we can continually improve the service we provide. I should be grateful therefore if you could complete this form and return it to us, either through your school, or to the address given below.

	Which part of the Information for Governors booklet did you find most useful?


	Which was the least useful part of the booklet?



	Is there any other information you think should be included?




Please rate the following areas on a scale of 1 – 5 and add comments if you wish.

· Clarity of information

Excellent
    Good
               Satisfactory        Unsatisfactory
        Very poor
	1
	2
	3
	4
	5


· Usefulness of the information provided

Excellent
    Good
               Satisfactory        Unsatisfactory
        Very poor
	1
	2
	3
	4
	5


	Please reply to:

Governor Support Service

10th Floor West  Merrion House

110 Merrion Centre

Leeds  LS2 8DT

Contact: Kathryn Wilkinson
Telephone: 0113 3950915
Fax and Voice messaging: 0113 2243226

Email: Kathryn.wilkinson@educationleeds.co.uk
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The Seven Principles of Public Life 








Visiting the school 





Decide, with the headteacher and Chair, a focus for the visit


Agree with the headteacher an appropriate time which suits yourself and the members of staff involved


Meet the responsible member of staff outside teaching hours before the visit to discuss the focus


Agree how you will be introduced to pupils and be involved in the lesson or activity you are observing


Read any appropriate policy documents and curriculum guidance





Observe discreetly


Get involved with the pupils’ activities when invited, but don’t interfere


Show an interest and ask questions but don’t monopolise the teachers time


Never comment on the teacher’s conduct of the lesson or on individual pupils


Do not allow yourself to become an instrument for advancing a particular issue


Do not express your own opinion when pressed on controversial issues





Discuss your observations with the relevant member of staff as soon as possible


Make notes while the visit is still fresh in your mind


Never include comments about individual children – if you have concerns, discuss them privately with the teacher and the headteacher


Remember that monitoring the performance of staff is the role of the headteacher, not the governors. It is a professional matter


Draft a report of your visit and share it with the staff member and the headteacher


Take their comments into account, prepare a final written report to be circulated to governors before the next governing body meeting








Information about the school 











Other useful information








Preparing for your first governing body meeting





These account for the majority of schools in England (primary, high, junior and infants) they also include the Specialist Inclusive Learning Centres (SILCs) which provide high quality teaching and care for those children and young people educated on-site and in partnership settings.





They are maintained by the LEA who owns the land and buildings. (This excludes Private Finance Initiative - PFI - Schools which normally have a single contract that encompasses design, construction, maintenance and other accommodation services, usually for 25 years or more.).





There are 195 community schools in Leeds (September 2005)





These are founded by a voluntary body (usually a church), but are now fully maintained by the LEA. They may have some residual rights regarding religious worship.





There are 20 voluntary controlled schools in Leeds (September 2005).





These schools are founded by a voluntary body, usually a church.





The governing body has more rights and responsibilities and in general is the employer of the staff.





Governors make their own admission arrangements.





Voluntary aided schools are maintained by the Lea except for some particular aspects, such as paying 10% towards some costs.





There are 56 voluntary aided schools in Leeds. (September 2005).





Parent governors are elected by other parents at the school and usually have a term of office of four years, even if their child leaves school during that time. A person is disqualified from election or appointment as a parent governor if they are an elected member of the local authority, or if they work at the school for more than 500 hours in a school year.


Parent governors are representative of the parent body but the views they express at meetings are their own.





Headteachers have an automatic right to a place on the governing body. A staff governor place must be reserved for them even if they do not choose to take it up.


At least one staff governor place should be available for an elected teacher.


If there are three or more staff governor places, one must be available for an elected member of the support staff.


Staff governors may not chair the governing body meetings, but they may chair committees.


Staff governors are only excluded from discussions of the salary and conditions of employment of other members of staff.


Staff may not serve as LEA or Community governors in their own school.





LEA’s may appoint any suitable person to the governing body. Nominations are often made by the local political parties.


Within Leeds longstanding vacancies of 4 months or more may be filled by the Governor Support Service from a pool of prospective governors who have been approved by members of the Governor’s Forum.





The governing body appoints community governors to represent the community served by the school. They can be from a business or professional background, members of the parish council, local police or religious leaders. The definitions are very wide; the only requirement is that they should be dedicated to good governance and the success of the school.





The relevant religious, charitable or educational trust appoints Foundation Governors to ensure that the character of the school is preserved.





read the information supplied in the Governor Support Service induction pack


try to visit the school by arrangement with the headteacher


meet with the Chair in order for them to


explain procedures for meetings


go through minutes of previous meetings


explain the committee structure


meet with  the training or mentor governor in order to


discuss your skills/interests and training needs


suggest relevant committees





new governors should be formally welcomed by Chair  


everyone should introduce themselves 


the Chair should ensure that the meeting is jargon free 


the Chair should invite new governors to attend as many new committees as possible 


governors should ask for clarification if there is anything they don’t understand 





meet with  the training or mentor governor in order to


ensure that you have understood the issues discussed at the meeting


answer any questions you may have


arrange for you to attend relevant training courses








Meetings of the governing body 
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