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Governing Bodies
Committee Structures - Some Basic Principles
1.
The purpose of committees is to enable governing bodies to exercise their responsibilities properly and effectively.  Any committee established by the governing body has to have a purpose and that purpose needs to be clear and understood. A governing body may decide to establish a committee structure that is different to that described in this guide as a ‘recommended structure’. In such circumstances it will need to take account of the responsibilities listed in the terms of reference for the recommended structure.  
2.
Reasons for having committees are:-

· to meet legal requirements or the requirements of national or local agreements (e.g. personnel issues);

· to delegate any of its functions(there are very few functions which can not be delegated to a committee, an individual or to the headteacher);

· to research, act, or recommend action on matters which may require detailed discussion and consideration and the development of some knowledge and understanding (e.g. finance or the curriculum and the setting of targets and monitoring);

· to provide a forum of a smaller and more appropriate size to exercise certain of the governing body’s responsibilities;

· to provide an opportunity for governors to become more involved in specific aspects of the work of the school which may be of particular interest.

3.
There are certain responsibilities which governing bodies should delegate to committees.   These include:-

· determining annually the pay of teaching and support staff;

· reviewing the performance of the head;

· considering recommendations for the dismissal of staff;

· hearing appeals - against disciplinary action against staff and dismissal of staff, against decisions on pay and gradings;

· hearing grievances of staff;

· pupil discipline - reviewing exclusions and hearing parental representations;

· admissions (only in voluntary aided and foundation schools);

· Complaints.


Anything against which staff have a right of appeal has to be considered in the first instance by a committee of the governing body.  

4.
In addition it is now possible for the governing body to delegate most of its functions to either a committee, an individual or to the headteacher.  
Those functions which cannot be delegated at all are:

●
the constitution of the governing body;

●
the removal of the chair/vice chair of governors;

●
the appointment of the clerk; and 

●
the delegation of functions and the establishment of committees.

There are also some functions which can be delegated to a committee but not to an individual.  These areas are:-

·       Alteration, closure or change of category of the school;

·       approval of the first budget plan for the financial year;

·       school discipline policies;

·       its responsibilities in relation to exclusion of pupils;

·       matters relating to admissions.

5.
Some tasks, such as the determination of salaries and the review of pupil discipline, have to be carried out regularly.  Others have to be addressed as and when they occur.  If governing bodies did not have a proper structure they would have to meet specifically to appoint committees and determine their terms of reference when required.  Most governing bodies have decided that it is preferable to have committees established and with a clear mandate in case the need to act should arise.

6.
When considering what kind of committee structure they would find appropriate, governing bodies have to take into account certain basic principles:

· an appeal has to be heard by no fewer governors than made the decision against which the appeal is lodged.  Governing bodies tend, therefore, to make the first decision and the appeals committee the same size and to nominate named reserves should the named governors be unable to attend;

· the membership of such committees has to be different.  No governor who was party to the initial decision can be a member of a committee which hears an appeal against it;

· members of committees have to be appointed at a meeting of the governing body.  Governing bodies nominate reserves for committees where it is essential to have a required number of governors;

· committees should be as small as is necessary to carry out the function for which they were established, but the minimum size for the quorum should always be at least three governors;

· it is desirable not to have governors who are employed at the school on committees dealing with matters in which they may have a personal interest which might prevent their taking part or where they may be considered prejudiced;

· Chairman/Chairs of governors cannot be on a committee hearing an appeal from the headteacher under the disciplinary procedures if they were involved in a decision to suspend the head.
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Autumn 2015
Governing Bodies

Committee Structures - Some Suggestions and Good Practice
1.
Flexibility

The recommended constitutions of the suggested committees are intended to give governing bodies as much flexibility as possible in deciding whom to appoint, but governing bodies may feel it appropriate:

· to have the chairman/chair of governors on the finance and general personnel and/or the curriculum committees; 

· to have the vice-chairman/vice chair of governors on the staff discipline/dismissal committee and on any other committee against whose decisions there can be an appeal; 

· to have the chairman/chair of governors on the staff discipline/dismissal appeals committee and on any other committee which hears appeals against the decisions of another committee; 

· not to have the chairman/chair of governors on the complaints committee given the chairman/chair’s involvement at an earlier stage in the complaints procedure of most schools. 

2.
Recommended Structure
It is recommended that governing bodies have the following committees:-

· Staff Discipline/Dismissal Committee

· Staff Discipline/Dismissal Appeals Committee

· Pupil Discipline Committee

· Salaries, Performance Management and Employment Issues Committee

· Appeals Committee

· Admissions Committee (voluntary aided and foundation schools only)

· Complaints Committee

Ideally governing bodies should also have committees to deal with the following issues:

· Premises, Security and Health and Safety

· Finance

· General Personnel

· Curriculum and Standards
3.
Minutes

Minutes must be taken of all committee meetings and kept in a minute book.  A brief report of decisions taken by any committees involving individuals should be submitted to the next meeting of the governing body, respecting confidentiality where appropriate.  The full minutes of meetings of other committees must be submitted to meetings of the governing body.

4.
Chairman/Chairs of Committees
A change in the Law now allows any member of a committee dealing with general matters to be appointed as its chairman/chair (this includes members of staff and non-governors).  However in order for the chairman/chair to exercise their second or casting vote, he/she must be a governor. The governing body can appoint chairs to committees or it can leave this task to the committee itself.

5.
Clerks to Committees

All committees must have a clerk appointed by the full governing body. It is acceptable for a governor to be appointed clerk of any of the committees providing that it is not the headteacher.  The DCSF (now DfE) recommends that all clerks receive appropriate training.

6.
Associate Members

If the governing body has appointed associate members to serve on any of its committees it must decide whether to allow them to vote on issues.  The only issues on which non-governors are not permitted to vote are:


•
admissions;


•
pupil discipline;


•
election or appointment of governors;


•
the budget and financial commitments of the governing body.

7.
Good Practice

Listed below are suggestions to help encourage an understanding of the role of committees.  Some of these suggestions will require the clerk and/or the chair of the committee to take action:

· Have a separate minute book for each committee;

· Put a copy of the constitution and terms of reference of each committee in the minute book;

· Make sure the constitutions and terms of reference are amended immediately, including all copies in the school, if the governing body changes or adds to the responsibilities of a committee;

· Put a list of the names of the members of each committee in that committee’s minute book and keep it up to date;

· Give a copy of the constitution and terms of reference of the committee to each person appointed to that committee;

· Refer to the constitutions and terms of reference when seeking to establish who is authorised to act on a particular issue;

· Ensure that new governors are made aware of the committee structure and are given copies of the terms of reference and names of members of committees;

· Encourage new governors to attend committee meetings as observers before deciding where their particular areas of interest lie.

8.
What to Avoid
· Disregarding basic principles about the size and composition of governing bodies, e.g. committees hearing appeals have to be the same size as those making the initial decisions and consist of different governors.

· Putting new governors on a committee without considering the implications for the agreed constitution and size.  It is better to wait until the annual review or appoint new governors to a committee only when there is a vacancy on that committee.

· Asking governors to be on a committee dealing with an issue involving an individual when they might have been involved in the matter at an earlier stage and so be considered prejudiced.

· Expressing opinions or talking about matters which have to be confidential because they are subject to formal procedures.

9.
Amalgamation of Committees

The committees for which constitutions and terms of reference have been provided cover most of the functions which governing bodies have to or have chosen to delegate to committees.  There is scope for amalgamating committees if governing bodies wish to reduce their number, for example, Premises, Security and Health and Safety Committee could be amalgamated with the Finance and General Personnel Committee and/or the Standards and Curriculum Committee.  The choice is between having more committees with a clearer focus or fewer committees with more and wider responsibilities.  It is also possible to make the appointment of governors to committees a less daunting exercise by having the same members on certain committees.  It would be possible to have the same governors on the:

· Staff Discipline/Dismissal Committee

· Pupil Discipline Committee


and a different group of governors on the:

· Staff Discipline/Dismissal Appeals Committee

· Complaints Committee (though the chairman/chair of governors ought not to be a member of this committee as he/she will already have been involved in the complaint).
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                                                      SCHOOL

FINANCE AND GENERAL PERSONNEL COMMITTEE

The main functions of this committee are to consider and monitor:

•
the school’s budget;

•
the staffing establishment and staff appointment procedures.

1.
TERMS OF REFERENCE

The committee’s responsibilities for financial matters are set out in Schedule 1.


The committee’s responsibilities for general personnel matters are set out in Schedule 2.

2.
MEMBERSHIP

a)
The membership of the committee shall be:

· ……. governors  

· the head (ex officio)


b)
Except for the head, members shall be appointed annually at the autumn term meeting of the governing body.


c)
Should a vacancy arise, a successor shall be appointed by the governing body at its next meeting following receipt of the resignation, and members so appointed shall serve until the next annual review.


d)
The committee or the governing body shall appoint the chairman/chair.  


e)
The governing body will appoint the clerk who shall not be the headteacher.

3.
QUORUM

The quorum for any meeting of the committee shall be three.

4.
MEETINGS

a)
The committee shall meet as and when necessary to fulfil its responsibilities.


b)
Meetings of the committee will be called by the clerk and seven days’ notice will be given with an explanation of the purpose of the meeting.

5.
PROCEEDINGS

a)
The committee shall be conducted in accordance with the School Governance (Roles, Procedures and Allowances) (England) Regulations, amendments or directions as may be issued from time to time.


b)
Minutes shall be kept of each meeting and shall be presented to the next meeting of the committee for approval and signing.  A copy of the minutes shall be submitted to the next meeting of the governing body.


c)
Any recommendations shall be submitted to the next meeting of the governing body for consideration and approval.


d)
The minutes shall be kept in a separate minute book.

SCHEDULE 1

TERMS OF REFERENCE - FINANCIAL RESPONSIBILITIES
1.
To receive reports from the head on the management of the school’s budget.

2.
To submit to the governing body at the autumn term meeting each year a report on the management of the school’s budget in the previous financial year.

3.
To prepare and submit to the governing body recommendations for the annual budget plan.

4.
To monitor expenditure against the budget plan, to take any action which might be necessary to avoid an unplanned deficit and to report any such action to the next meeting of the governing body.

5.
To consider and approve proposals for single items of expenditure in excess of £30k to100k (thresholds determined by the LA’s ERP finance payments system) which form part of the budget plan.

6.
To consider and make recommendations to the governing body on proposals to vire a sum exceeding £30k to £100k (thresholds determined by the LA’s ERP finance payments system) .

7.
To recommend to the governing body proposals for the use of any budget surplus, including investment.

8.
To prepare any other statements of school accounts as may be required.

9.
To deal with any other financial matters which the governing body may refer from time to time.

SCHEDULE 2

TERMS OF REFERENCE - GENERAL PERSONNEL RESPONSIBILITIES
1.
To undertake an annual review of the staffing establishment of the school and to recommend to the governing body an establishment for the following year so that proposals can be incorporated in the school’s budget plan. Where it is proposed that there will be a reduction or restructuring of the staffing establishment, to ensure that the appropriate staff consultation process is followed.

2.
To recommend to the governing body and keep under review procedures for the appointment of staff (except for the head and deputy which are prescribed in the School Staffing (England) Regulations 2009) which are compatible with regulations and DCSF (now DfE) guidance and to maintain a list of governors available to sit on interviewing panels when required.

3.
To receive reports from the head on the management of the school’s staffing establishment and on general personnel issues.

4.
To consider and make recommendations on the introduction of or amendments to personnel policies and procedures.

5.
To determine requests for discretionary leave of absence outside those provided for in the Personnel Handbook where this responsibility has not been delegated to the head.

6.
To deal with any other personnel matters which the governing body may refer from time to time except those which are the specific responsibility of a separate committee.

7.
To continually keep under review leadership development within the management structure of the school to ensure that the appropriate opportunities for CPD are available and encouraged.
                                                      SCHOOL

STANDARDS AND CURRICULUM COMMITTEE

The main functions of this committee are to:


Ensure all requirements of the National Curriculum are met;


Consider and monitor:


-
School Standards and Performance


-
School Self Evaluation process and SEF


-
the School Development Plan


-
all curricular policies


-
delivery of sex education and RE/collective worship


-
racist incidents


-
equal opportunities


-
extra curricular activities including collaboration with other schools

1.
TERMS OF REFERENCE

The committee’s responsibilities are set out in Schedule 1.

2.
MEMBERSHIP

a)
The membership of the committee shall be:

· The head (ex officio)

· ………… governors


b)
Except for the head, members shall be appointed annually at the autumn term meeting of the governing body.


c)
Should a vacancy arise, a successor shall be appointed by the governing body at its next meeting following receipt of the resignation, and members so appointed shall serve until the next annual review.


d)
The committee or the governing body shall appoint the chairman/chair at the first meeting in each academic year.  


e)
The governing body shall appoint the clerk who shall not be the headteacher.  
3.
QUORUM

The quorum for any meeting of the committee shall be three.

4.
MEETINGS

a)
The committee shall meet as and when necessary to fulfil its responsibilities.


b)
Meetings of the committee will be called by the clerk and seven days’ notice will be given with an explanation of the purpose of the meeting.

5.
PROCEEDINGS

a)
The committee shall be conducted in accordance with the School Governance (Roles, Procedures and Allowances) (England) Regulations 2013 and with any other regulations, amendments or directions as may be issued from time to time.


b)
Minutes shall be kept of each meeting and shall be presented to the next meeting of the committee for approval and signing.  A copy of the minutes shall be submitted to the next meeting of the governing body.


c)
Any recommendations shall be submitted to the next meeting of the governing body for consideration and approval.


d)
The minutes shall be kept in a separate minute book.

SCHEDULE 1

TERMS OF REFERENCE
1.
To keep under review the secular curriculum for the school and the statement of policy and to make recommendations to the governing body where necessary to ensure that the requirements of the National Curriculum and relevant legislation are met.

2.
To ensure that sufficient lesson time is provided for pupils to cover the National Curriculum and to recommend to the governing body any changes required.

3.
To consider and recommend the draft School Development Plan to the governing body for approval.

4.
To keep under review the school’s self evaluation process, and detail of the completed self evaluation form (SEF).

5.
(Primary schools only).  To make recommendations to the governing body on whether sex education should form part of the curriculum of the school and, if so, to make recommendations about the content and delivery.

6.
To consider and make recommendations to the governing body on the adoption of policies on specific subjects or aspects of the curriculum.

7.
To determine such targets as the school is required to set (where the governing body has chosen to delegate this responsibility).

8.
To receive reports on the monitoring of the performance of pupils and to submit reports and recommendations to the governing body as necessary.

9.
To carry out the governing body’s responsibilities for the provision of assessment and other curriculum related statistics and information.

10.
To monitor the recording of racist incidents, to make recommendations to the governing body and to submit a report each year on such incidents to the autumn term meeting of the governing body.

11.
To ensure that the school’s curriculum is compatible with the principles of equal opportunity.

12.
To ensure provision of religious education in line with the agreed syllabus (community and controlled schools).

13.
To ensure that all pupils take part in a daily act of collective worship.

14.
To consider, where appropriate how the school might collaborate with other providers to ensure that all pupils in the area have access to the full range of curriculum opportunities.

15.
To consider what range of extra curricular activities should be offered beyond the school day.

16.
To deal with any other curriculum matters as may be referred by the governing body.

(Aided schools only)

17.
To make recommendations in consultation with the Diocese to assist the governing body to determine a policy for religious education in accordance with the trust deed for the school.

18.
To make recommendations in consultation with the Diocese to the governing body on the arrangements for collective worship.

19.
To make recommendations in consultation with the Diocese to assist the governing body in fostering the spiritual, moral, social and cultural elements of the curriculum.

                                                      SCHOOL

PREMISES, SECURITY AND HEALTH AND SAFETY COMMITTEE

The main functions of this committee are to consider and monitor:

•
the condition of the school buildings and take necessary action;

•
lettings;

•
health and safety and security policies and their application;

•
the annual health and safety audit;

•
Information and ICT Security Policy and its application;

•
the Information and ICT Security Policy annual risk assessment.
1.
TERMS OF REFERENCE

The committee’s responsibilities are set out as follows:-

· for premises in Schedule 1.

· for health, safety and security in Schedule 2.

2.
MEMBERSHIP

a)
The membership of the committee shall be:

· …… governors

· the head (ex officio)


b)
Members of the committee shall be appointed annually at the autumn term meeting of the governing body.


c)
Should a vacancy arise on the committee a successor shall be appointed by the governing body at its next meeting following receipt of the resignation and members so appointed shall serve until the next annual review.


d)
The committee or the governing body shall appoint the chairman/chair.  


e)
The governing body will appoint the clerk who shall not be the headteacher.

3.
QUORUM

The quorum shall be three members of the committee.

4.
MEETINGS

a)
The committee shall meet as and when necessary to fulfil its responsibilities.


b)
Meetings of the committee shall be called by the clerk to the committee and seven days’ notice will be given with an explanation of the purpose of the meeting.

5.
PROCEEDINGS

a)
The committee shall be conducted in accordance with the school Governance (Roles, Procedures and Allowances) (England) Regulations 2013 and with any other regulations, amendments or directions as may be issued from time to time.


b)
Minutes shall be kept of each meeting and shall be circulated to all members of the committee before being signed by the chairman/chair.  A report shall also be submitted to the next meeting of the governing body.


c)
The minutes shall be kept in a separate minute book.

SCHEDULE 1

TERMS OF REFERENCE - PREMISES
1.
To monitor the state of repair of the school buildings and establish a reporting system to allow staff, pupils and others where appropriate to bring to the attention of the headteacher or committee any areas of concern.
2.
Through the head, to liaise with the school’s building inspector or other adviser over repairs and maintenance work to be undertaken each year.

3.
Through the head, to take any action required to carry out repairs in an emergency.

4.
To consider and recommend to the governing body any proposed improvement projects for which resources might be sought from the LA or from private school funds (in aided schools:  and from the Diocese).

5.
To be responsible for the co-ordination, progress and successful completion of any self-help projects approved by the governing body.

6.
To, in conjunction with the headteacher, make sure buildings, equipment and materials are safe and no risk to health, reporting or making recommendations to the full governing body as appropriate.
7.
To review the fire risk assessment on an annual basis or if there have been any significant changes in school, to ensure that it is kept up to date and valid. 
8.
To recommend to the governing body a lettings policy for the school, including lettings charges and any proposals or requirements for insurance cover.

9.
To keep under review the lettings policy and charges and to recommend any changes to the governing body.

SCHEDULE 2

TERMS OF REFERENCE – HEALTH, SAFETY AND SECURITY
1.
To prepare a health and safety policy, to recommend such a policy to the governing body, to keep it under review and to recommend to the governing body such amendments as may be necessary.

2.
To recommend to the governing body a school security policy which addresses the security of pupils and staff as well as the protection of buildings and property.

3.
To recommend to the governing body procedures for implementing the health and safety policy and thereafter to ensure those procedures are followed.

4.
To monitor the application of the health and safety policy adopted by the governing body.

5.
To make arrangements and establish any necessary procedures to ensure the school site is kept free of litter and refuse.

6.
To arrange for security measures to be reviewed regularly and to report to the governing body with recommendations where appropriate.

7.
With the head, to undertake the annual health and safety audit and to report to the governing body and the LA.

8.
To ensure that all security measures and procedures, including signage and lighting are in place.
9.
To undertake an annual review of the School Information and ICT Security Policy.
10.
To monitor and evaluate the application of the School Information and ICT Security Policy as adopted by the governing body and undertake an annual risk assessment.

11.
To monitor the application of the Supporting Pupils at School with Medical               Conditions policy.
                                                       SCHOOL

PUPIL DISCIPLINE COMMITTEE

The main functions of this committee are to: 

-
consider and review the pupil discipline policy and the application of it;

-
in certain circumstances, to conduct a hearing to decide whether action to exclude a pupil is appropriate;
-
Re-consider its decision if recommended or directed to do so by the Independent Review Panel.
1.
TERMS OF REFERENCE

The committee’s responsibilities are set out in Schedule 1.

2.
MEMBERSHIP

a)
The membership of the committee shall be:

· three governors

· one/two named reserve(s), in order of precedence if two, appointed from the governing body, who shall serve if a member of the committee is unable to attend a meeting.


Governors employed at the school shall not be appointed to the committee.


b)
Members of the committee and the named reserve(s) shall be appointed annually at the autumn term meeting of the governing body.


c)
One of those appointed to the committee shall be appointed chairman/chair of the committee EITHER at the autumn term meeting of the governing body or by the committee itself.


d)
Should a vacancy arise a successor shall be appointed by the governing body at its next meeting following receipt of the resignation and members so appointed shall serve until the next annual review.


e)
The governing body will appoint the clerk.  The head cannot be the clerk.

3.
QUORUM

All members of the committee must be present.  A named reserve shall attend in place of any member of the committee who is unable to be present at a meeting.

4.
MEETINGS

a)
The committee shall meet at least once annually to carry out its duty listed at 2 in the terms of reference.


b)
The committee shall meet as and when necessary at other times and meetings shall be called by the clerk.

5.
PROCEEDINGS

a)
The Committee shall be conducted in accordance with the School Governance (Roles, Procedures and Allowances) (England) Regulations 2013 and with any other regulations or directions that may be issued.


b)
Confidential minutes shall be kept of each meeting of the committee and shall be circulated to all members of the committee before being signed by the chairman/chair.


c)
A confidential summary of decisions taken in individual cases shall be submitted for information to the next meeting of the governing body.


d)
The minutes shall be kept in a separate confidential minute book.

SCHEDULE 1

TERMS OF REFERENCE
1.
To prepare and recommend to the governing body a written statement of general principles on discipline in the school for the guidance of head, staff, parents and others.

2.
To keep under review the use of exclusion within the school and to report on this to the governing body at least once in each academic year.

3.
Where the headteacher:


a) excludes any pupil in circumstances where the pupil would, as a result of the exclusion:-



i)
be excluded from the school for a total of more than 5 school days but not more than 15 school days in any one term, but only if the parent requests a meeting, or



ii)
lose the opportunity to take any public examination,


b) excludes a pupil permanently, or


c) decides that any exclusion of a pupil should be made permanent;


the governing body shall:

i) consider the circumstances in which the pupil was excluded;

ii) consider any representations about the exclusion to the governing body made by:

a) the relevant person *

b) the LA



iii)
allow each of the following:




a)
the relevant person *




b)
an officer of the LA


to attend a meeting of the governing body and make oral representations about the exclusion;



iv)
consider any oral representations so made;



v)
consider whether, provided it is practical to do so, the pupil should be reinstated and if so give an appropriate direction to the headteacher and inform the relevant person and the LA of their decision.  If not they shall inform the relevant person the headteacher and the LA of their decision and in the case of the pupil who has been permanently excluded give the relevant person notice of his right of appeal. 

4.
In the case of all other decisions to exclude made by the headteacher the governing body shall receive any written representations by a relevant person* about the exclusion and shall consider those representations.

5.
To agree a submission on behalf of the governing body, to nominate a member of the committee to appear at and to make any arrangements for the governing body to be represented at the hearing of any appeal submitted by parents against a decision of this committee to an independent review panel.

6.
Re-consider its decision if recommended or directed to do so by the Independent Review Panel.
* Definition – relevant person means in the case of a person under the age of 18 his or her parent and in the case of a pupil who has attained the age of 18 the pupil him/herself.
                                                      (AIDED) (FOUNDATION) PRIMARY SCHOOL

ADMISSIONS COMMITTEE

The main function of this committee is to review the admissions policy for the school, ensure it’s publication and to apply it.

1.
TERMS OF REFERENCE

The committee’s responsibilities are set out in Schedule 1.

2.
MEMBERSHIP

a)
The membership of the committee shall be:

· the headteacher

· two governors

· one/two named reserve(s) in order of precedence if two, who shall serve if one of the two governors is unable to attend a meeting.


b)
Members of the committee and the named reserve(s) shall be appointed annually at the autumn term meeting of the governing body.


c)
Should a vacancy arise a successor shall be appointed by the governing body at its next meeting following receipt of the resignation and members so appointed shall serve until the next annual review.


d)
The committee shall appoint its own chairman/chair at its first meeting in each school year OR the governing body shall appoint the chairman/chair.


e)
The governing body shall appoint the clerk.  The head cannot be the clerk.

3.
MEETINGS

a)
The committee shall meet at least once each year to determine the allocation of places for the following school year and then as necessary to carry out its other responsibilities.


b)
Applications for places arising outside the annual allocation procedure shall be determined by the head and chairman/chair of the committee unless a place may be refused or to allocate a place would be outside the school’s admissions policy.  In such cases the committee shall meet to consider the application.


c)
Meetings of the committee will be called by the clerk and seven days’ notice will be given with an explanation of the purpose of the meeting.

4.
QUORUM

Except as in 3(b) above all members of the committee must be present.  A nominated reserve shall attend in place of any member of the committee who is unable to be present at a meeting.

5.
PROCEEDINGS

a)
The committee shall be conducted in accordance with the School Governance (Roles, Procedures and Allowances) (England) Regulations 2013 and with any other regulations or directions as may be issued from time to time.


b)
Minutes shall be kept of each meeting of the committee and shall be circulated to all members of the committee before being signed by the chairman/chair.  A report shall also be submitted to the next meeting of the governing body.


c)
The minutes shall be kept in a separate minute book.

SCHEDULE 1

TERMS OF REFERENCE
a)
In consultation with the LA, the diocese and neighbouring schools to prepare and recommend to the governing body for adoption an admissions policy for the following school year and to review this policy annually in accordance with the requirements of the DfEE (now DfE) Code of Practice on Admissions.

b)
To consult the diocese over any special arrangements for preserving the religious character of the school while honouring the school’s obligations to the local community.

c)
To arrange the publication of information about:

· the admissions arrangements for the school;

· the arrangements for parents to appeal against a refusal to admit a child to the school;

· such other matters of interest to parents of pupils seeking admission to the school as may be prescribed.

d)
To determine the allocation of places at the school.

e)
To adhere at all times to the clauses in the School Admissions Code as updated from time to time especially with regard to exceeding the published admission number and the effect of doing so on adjacent schools.
                                                      SCHOOL

COMPLAINTS COMMITTEE

The main functions of this committee are:

-
to consider any complaints which the headteacher nor the chair of governors have been able to resolve following the procedure adopted by the governing body;

-
to review the complaints procedure (annually). 

1.
TERMS OF REFERENCE

The committee’s responsibilities are set out in Schedule 1.

2.
MEMBERSHIP

a)
The membership of the committee shall be:

· three governors

· one/two named reserve(s) in order of precedence if two, who shall act if a member of the committee is unable to attend a meeting.


b)
No governor employed to work at the school shall be appointed to this committee.


c)
Members of the committee shall be appointed annually at the autumn term meeting of the governing body.


d)
One of those appointed to the committee shall be appointed as chairman/chair of the committee EITHER by the governing body OR by the committee.


e)
Should a vacancy arise on the committee a successor shall be appointed by the governing body at its next meeting following receipt of the resignation and members so appointed shall serve until the next annual review.


g)
The governing body will appoint the clerk who cannot be the headteacher.  

3.
QUORUM

The quorum shall be all three members of the committee.  A named reserve shall take the place of any member of the committee who is unable to be present at a meeting.

4.
MEETINGS

a)
The committee shall meet as and when necessary to fulfil its responsibilities.


b)
Meetings of the committee shall be called by the clerk of the committee.

5.
PROCEEDINGS

a)
The committee shall be conducted in accordance with the School Governance (Roles, Procedures and Allowances) (England) Regulations 2013 and with any other regulations or directions as may be issued from time to time.


b)
Confidential minutes shall be kept of each meeting and shall be circulated to all members of the committee before being signed by the chairman/chair.  A report shall also be submitted to the next meeting of the governing body.


c)
The minutes shall be kept in a separate minute book.

SCHEDULE 1

TERMS OF REFERENCE
1.
On behalf of the governing body to consider any formal complaints which the head and chair of governors have been unable to resolve under the school’s complaints procedure.

2.
In relation to a formal written complaint to acknowledge it, investigate the complaint and send a suitable response to the complainant.

3.
Where the complainant requests it, to hear representations from the complainant, the head and chair of governors and to send a suitable response to the complainant.

4.
To monitor annually the formal complaints received and to recommend to the governing body any changes to the school’s policies, practices or procedures.

5.
To review annually the school’s complaints procedure and the relevant prospectus entry, and recommend to the governing body any changes considered necessary.

                                                      SCHOOL

SALARIES, PERFORMANCE MANAGEMENT AND EMPLOYMENT ISSUES COMMITTEE

The main functions of this committee are to:

-
consider and review the appraisal (performance management) and pay policies for the school;

-
undertake the appraisal of the headteacher’s performance

-
review staff salaries including determination of teachers’ performance related pay progression.

-
consider staff grievances or harassment cases.

1.
TERMS OF REFERENCE

The committee’s responsibilities in relation to salaries and performance management are set out in Schedule 1.


The committee’s responsibilities in relation to other employment issues are set out in Schedule 2.

2.
MEMBERSHIP

a)
The membership of the committee shall be:

· three governors (In aided schools two shall be foundation governors;  in voluntary controlled schools one shall be a foundation governor).

· one/two named reserve(s) in order of precedence if two, who shall act if a member of the committee is unable to attend a meeting.


b)
No governor employed to work at the school shall be appointed to this committee.


c)
Members of the committee and the named reserve(s) shall be appointed annually at the autumn term meeting of the governing body.


d)
One of those appointed to the committee shall be appointed as chairman/chair of the committee EITHER by the governing body OR by the committee.


e)
Should a vacancy arise on the committee a successor shall be appointed by the governing body at its next meeting following receipt of the resignation and members so appointed shall serve until the next annual review.


f)
The governing body shall appoint the clerk who shall not be the headteacher. 


g)
The head shall be entitled to attend meetings of the committee when the salaries of other staff are being reviewed.

3.
QUORUM

The quorum shall be all three members of the committee.  A named reserve shall take the place of any member of the committee who is unable to attend a meeting.

4.
MEETINGS

a)
The committee shall meet as and when necessary to fulfil its responsibilities.


b)
Meetings shall be called by the clerk of the committee or and, wherever possible, seven days’ notice should be given to members with an explanation of the purpose of the meeting.

5.
PROCEEDINGS

a)
The committee shall be conducted in accordance with the School Governance (Roles, Procedures and Allowances) (England) Regulations 2013 and with any other regulations or directions as may be issued from time to time.


b)
Minutes shall be kept of each meeting and shall be circulated to all members of the committee before being signed by the chairman/chair.  A report shall also be submitted to the next meeting of the governing body.


c)
The minutes shall be kept in a separate minute book.

SCHEDULE 1

TERMS OF REFERENCE
1.
To prepare and submit to the governing body recommendations for the adoption of:


a)
an appraisal (performance management) policy and


b)
a pay policy for the school.

2.     To operate in accordance with statutory appraisal (performance management) framework and the school’s adopted policy as follows:

· to select/appoint an external adviser to support with the headteacher’s appraisal (performance management) process.

· to take advice from the appointed external adviser when agreeing objectives and reviewing the head’s performance.

· to agree performance objectives with the headteacher and determine the standards against which his/her performance will be assessed.

· to conduct the annual appraisal of the headteacher’s performance.

· to determine whether the outcome of the appraisal of the headteacher’s performance meets the criteria for pay progression as covered under the adopted pay policy.

· to support the head with the annual report to the governing body on appraisal (performance management) arrangements and outcomes.

· to hear any appeal by a teacher against entries made within their appraisal (performance review) statement.

3.
To determine annually, as required by the School Teachers Pay and Conditions regulations and within the scope of the adopted appraisal (performance management) and pay policies and the salaries budget adopted by the governing body, the salaries of the teaching staff employed at the school having regard to recommendations received relating to any performance related pay progression.

4.
To determine annually, in accordance with the adopted pay policy, any appropriate regulations and agreements and any other advice issued by the local authority and within the salaries budget adopted by the governing body, the salaries and gradings of support staff.

5.
To deal with any other matters relating to salaries and appraisal (performance management) that may be referred by the governing body.

SCHEDULE 2

TERMS OF REFERENCE

1.
To consider staff grievances where there is a referral to the committee under the grievance procedure adopted by the governing body. The committee will consider the grievance and seek to resolve the matter following a process and hearing conducted in accordance with the adopted procedure

2.
To consider staff complaints of harassment where there is a referral to the committee under the procedure adopted by the governing body. The committee will consider the complaint and seek to resolve the matter following a process and hearing conducted in accordance with the adopted policy.

                                                      SCHOOL

APPEALS COMMITTEE

The main function of this committee is to decide whether to uphold or overturn a decision (not relating to staff dismissal or staff discipline) taken by a committee of the governing body which has been referred to this committee for consideration.

1.
TERMS OF REFERENCE

The committee’s responsibilities are set out in Schedule 1.

2.
MEMBERSHIP

a)
The membership of the committee shall be:

· three governors (who shall not be members of the Salaries, Performance Management and Employment Issues Committee nor the Admissions Committee).

· one/two named reserve(s) in order of precedence if two, who shall act if a member of the committee is unable to attend a meeting.


b)
No governor employed to work at the school shall be appointed to this committee.


c)
Members of the committee shall be appointed annually at the autumn term meeting of the governing body.


d)
One of those appointed to the committee shall be appointed as chairman/chair of the committee EITHER by the governing body OR by the committee.


e)
Should a vacancy arise on the committee a successor shall be appointed by the governing body at its next meeting following receipt of the resignation and members so appointed shall serve until the next annual review.


f)
The governing body shall appoint the clerk who can not be the headteacher. 

3.
QUORUM

The quorum shall be all three members of the committee.  A named reserve shall take the place of any member of the committee who is unable to be present at a meeting.

4.
MEETINGS

a)
The committee shall meet as and when necessary to fulfil its responsibilities.


b)
Meetings of the committee shall be called by the clerk of the committee.

5.
PROCEEDINGS

a)
The committee shall be conducted in accordance with the School Governance (Roles, Procedures and Allowances) (England) Regulations 2013 and with any other regulations or directions as may be issued from time to time.


b)
Confidential minutes shall be kept of each meeting and shall be circulated to all members of the committee before being signed by the chairman/chair.  A report shall also be submitted to the next meeting of the governing body.


c)
The minutes shall be kept in a separate minute book.

SCHEDULE 1

TERMS OF REFERENCE
To hear any appeal arising from the decision of any committee or individual governor or the head in whom any executive power has been vested which it is not the responsibility of any other committee to hear. Any appeal will be conducted in accordance with the relevant procedure adopted by the governing body.

                                                       SCHOOL

STAFF DISCIPLINE/DISMISSAL COMMITTEE

The main functions of this committee are to decide whether:

•
a member of staff (including the headteacher) should be dismissed under disciplinary procedures/made redundant/dismissed due to ill health;

•
not renew a member of staff’s contract.

1.
TERMS OF REFERENCE

The committee’s responsibilities are set out in Schedule 1.

2.
MEMBERSHIP

a)
The membership of the committee shall be:

· three governors




· one/two named reserve(s):
(in order of precedence if two) appointed from the governing body who shall serve if a member of the committee is unable to attend a meeting


Governors employed at the school shall not be appointed to the committee.


b)
Members of the committee and the named reserve(s) shall be appointed annually at the autumn term meeting of the governing body.


c)
One of those appointed to the committee shall also be appointed as chairman/chair of the committee either by the governing body or by the committee itself.


d)
Should a vacancy arise a successor shall be appointed by the governing body at its next meeting following receipt of the resignation and members so appointed shall serve until the next annual review.


e)
The governing body shall appoint the clerk.  The head cannot be the clerk.


f)
The chairman/chair of governors, if a member of the committee, shall stand down and take no part in the committee’s proceedings if action against the head is being considered, and shall be replaced by a named reserve.

3.
QUORUM

All members of the committee must be present.  A named reserve shall attend in place of any member of the committee who is unable to be present at a meeting.

4.
MEETINGS

a)
The committee shall meet as and when necessary.


b)
A meeting shall be called by the clerk of the committee.

5.
PROCEEDINGS

a)
The committee shall be conducted in accordance with the School Governance (Roles, Procedures and Allowances) (England) Regulations  2013 and with any other regulations or directions that may be issued.


b)
Confidential minutes shall be kept of each meeting of the committee and shall be circulated to all members of the committee before being agreed by the chairman/chair.


c)
A confidential summary of decisions taken shall be submitted for information to the next meeting of the governing body.


d)
The minutes shall be kept in a separate minute book.


e)
The headteacher (except where he/she is the person concerned) and the Corporate Director shall be entitled to attend, for the purpose of giving advice, all proceedings of the committee.

SCHEDULE 1

TERMS OF REFERENCE
1.
Under the disciplinary procedure for headteachers or capability procedure for headteachers adopted by the governing body, to consider formal action against the head of the school and to make a determination as provided for under either procedure. Any decision will follow a formal meeting conducted in accordance with the adopted procedure and will be subject to the head having a right of appeal. The committee will be responsible for the future review of any sanction short of dismissal as required under the relevant procedure.
2.
Under the disciplinary or other relevant procedures (ie relating to capability, redundancy or incapability due to ill-health) adopted by the governing body, to make any initial determination that any member of staff employed at the school by the Local Authority, for whom the governing body has an employment responsibility, should be dismissed from their post.

3.
Before taking a decision on dismissal, to give the member of staff concerned an opportunity to make representations on the proposed action and to consider those representations at a formal meeting conducted in accordance with the relevant adopted procedure. (Under the adopted disciplinary procedures the committee is empowered to issue a disciplinary sanction short of dismissal where it is determined that the member of staff concerned should not be dismissed).

4.
Where it is determined that a member of staff should be dismissed, to ensure that the member of staff and the Local Authority are notified of the decision, the reason for it and that the member of staff has a right of appeal against the decision.

                                                       SCHOOL

STAFF DISCIPLINE/DISMISSAL APPEAL COMMITTEE

The main function of this committee is to decide whether to uphold or overturn a decision taken by the staff disciplinary/dismissal committee of the governing body which has been referred to this committee for consideration.

1.
TERMS OF REFERENCE

The committee’s responsibilities are set out in Schedule 1.

2.
MEMBERSHIP

a)
The membership of the committee shall be:

· three governors

· one/two named reserve(s):
(in order of precedence if two) appointed from the governing body who shall serve if a member of the committee is unable to attend a meeting.



Governors employed at the school shall not be appointed to the committee.


b)
Members of the committee and the named reserve(s) shall be appointed annually at the autumn term meeting of the governing body.


c)
One of those appointed to the committee shall also be appointed as chairman/chair of the committee either by the governing body or the committee itself as decided by the governing body.


d)
Should a vacancy arise a successor shall be appointed by the governing body at its next meeting following receipt of the resignation and members so appointed shall serve until the next annual review.


e)
The governing body shall appoint the clerk.  The head cannot be the clerk.


f)
The chairman/chair of governors, if a member of the committee, shall stand down and take no part in the committee’s proceedings if an appeal against the dismissal of the head is under consideration, and shall be replaced by a named reserve.

3.
QUORUM

All members of the committee must be present.  A named reserve shall attend in place of any member of the committee who is unable to be present at a meeting.

4.
MEETINGS

a)
The committee shall meet as and when necessary.


b)
A meeting shall be called by the clerk to the committee.

5.
PROCEEDINGS

a)
The Committee shall be conducted in accordance with the School Governance (Roles, Procedures and Allowances) (England) Regulations 2013 and with any other regulations or directions that may be issued.


b)
Confidential minutes shall be kept of each meeting of the committee and shall be circulated to all members of the committee before being signed by the chairman/chair.


c)
A confidential summary of decisions taken shall be submitted for information to the next meeting of the governing body.


d)
The minutes shall be kept in a separate confidential minute book.


e)
The headteacher (except where he/she is the person concerned) and the corporate director shall be entitled to attend, for the purpose of giving advice, all proceedings of the committee.

SCHEDULE 1

TERMS OF REFERENCE
1.
Under the disciplinary procedure or capability procedure adopted by the governing body to consider any appeal against a sanction short of dismissal issued by the head or by the staff discipline/dismissal committee to a member of staff employed at the school by the local authority and for whom the governing body has an employment responsibility.

2.
Under the disciplinary or other relevant procedures (ie relating to capability, redundancy or incapability due to ill health) adopted by the governing body, to consider any appeal against a decision of the staff discipline/dismissal committee to dismiss from their post a member of staff employed at the school by the local authority and for whom the governing body has an employment responsibility.

3.
Before taking a decision on any appeal, to give the person concerned an opportunity to make representations or present their grounds for appeal at a formal meeting conducted in accordance with the relevant adopted procedure. (Under the adopted disciplinary procedures the committee is empowered to issue a disciplinary sanction short of dismissal where it is determined that the member of staff concerned should not be dismissed).

4.
To ensure that the member of staff concerned and the local authority is notified of its decision on the appeal.

                                                 (AIDED) PRIMARY SCHOOL

STAFF DISCIPLINE/DISMISSAL COMMITTEE

1.
TERMS OF REFERENCE


The committee’s responsibilities are set out in schedule 1.

2.
MEMBERSHIP


a)

· three governors




· one/two named reserve(s):
(in order of precedence if two) appointed from the governing body who shall serve if a member of the committee is unable to attend a meeting.


Governors employed at the school shall not be appointed to the committee.


b)
Members of the committee and the named reserve(s) shall be appointed annually at the autumn term meeting of the governing body.


c)
One of those appointed to the committee shall be appointed as chairman/chair of the committee either by the governing body or the committee itself as decided by the governing body. 


d)
Should a vacancy arise a successor shall be appointed by the governing body at its next meeting following receipt of the resignation and members so appointed shall serve until the next annual review.


e)
The governing body shall appoint the clerk.  The headteacher cannot be the clerk.


f)
The chairman/chair of governors, if a member of the committee, shall stand down and take no part in the committee’s proceedings if action against the headteacher is being considered, and shall be replaced by a named reserve.

3.
QUORUM


All members of the committee must be present.  A named reserve shall attend in place of any member of the committee who is unable to be present at a meeting.

4.
MEETINGS


a)
The committee shall meet as and when necessary.


b)
A meeting shall be called by the clerk of the committee.

5.
PROCEEDINGS


a)
The committee shall be conducted in accordance with the School 


Governance (Roles, Procedures and Allowances) (England) Regulations 2013 and with such other regulations or directions as may be issued from time to time.


b)
Confidential minutes shall be kept of each meeting of the committee and shall be circulated to all members of the committee before being agreed by the chairman/chair.


c)
A confidential summary of decisions taken shall be submitted for information to the next meeting of the governing body.


d)
The minutes shall be kept in a separate confidential minute book.


e)
The headteacher (except where he/she is the person concerned) and the corporate director shall be entitled to attend, for the purpose of giving advice, all proceedings of the committee.

SCHEDULE 1

TERMS OF REFERENCE

1.
Under the disciplinary procedure for headteachers or capability procedure for headteachers adopted by the governing body, to consider formal action against the head of the school and to make a determination as provided for under either procedure. Any decision will follow a formal meeting conducted in accordance with the adopted procedure and will be subject to the head having a right of appeal. The committee will be responsible for the future review of any sanction short of dismissal as required under the relevant procedure.
2.
Under the disciplinary or other relevant procedures (ie relating to capability, redundancy or incapability due to ill-health) adopted by the governing body, to make any initial determination that any member of staff employed at the school by the governing body should be dismissed from their post.

3.
Before taking a decision on dismissal, to give the member of staff concerned an opportunity to make representations on the proposed action and to consider those representations at a formal meeting conducted in accordance with the relevant adopted procedure. (Under the adopted disciplinary procedures the committee is empowered to issue a disciplinary sanction short of dismissal where it is determined that the member of staff concerned should not be dismissed).

4.
Where it is determined that a member of staff should be dismissed, to ensure that the member of staff is notified of the decision, the reason for it and that the member of staff has a right of appeal against the decision.

NB

These terms of reference continue to apply where, following an agreement reached between the governing body and the local authority under the School Staffing (England) Regulations 2009, the member of staff has been appointed to the school as a direct employee of the authority. Where it is determined that any such member of staff should be dismissed, then the committee will ensure that the local authority is notified of its decision and the reason for it.

                           (AIDED) PRIMARY SCHOOL

STAFF DISCIPLINE/DISMISSAL APPEAL COMMITTEE

1.
TERMS OF REFERENCE

The Committee’s responsibilities are set out in schedule 1.

2.
MEMBERSHIP

a)
The membership of the committee shall be:

· three governors

· one/two named reserve(s):
(in order of precedence if two) appointed from the governing body who shall serve if a member of the committee is unable to attend a meeting.



Governors employed at the school shall not be appointed to the committee.


b)
Members of the committee and the named reserve(s) shall be appointed annually at the autumn term meeting of the governing body.


c)
One of those appointed to the committee shall also be appointed as chairman/chair of the committee either by the governing body or the committee itself as decided by the governing body.


d)
Should a vacancy arise a successor shall be appointed by the governing body at its next meeting following receipt of the resignation and members so appointed shall serve until the next annual review.


e)
The governing body shall appoint the clerk.  The head cannot be the clerk.


f)
The chairman/chair of governors, if a member of the committee, shall stand down and take no part in the committee’s proceedings if an appeal against the dismissal of the head is under consideration, and shall be replaced by a named reserve.

3.
QUORUM

All members of the committee must be present.  A named reserve shall attend in place of any member of the committee who is unable to be present at a meeting.

4.
MEETINGS

a)
The committee shall meet as and when necessary.


b)
A meeting shall be called by the clerk to the committee.

5.
PROCEEDINGS

a)
The committee shall be conducted in accordance with the School 


Governance (Roles, Procedures and Allowances) (England) Regulations 2013 and with any other regulations or directions that may be issued.


b)
Confidential minutes shall be kept of each meeting of the committee and shall be circulated to all members of the committee before being signed by the chairman/chair.


c)
A confidential summary of decisions taken shall be submitted for information to the next meeting of the governing body.


d)
The minutes shall be kept in a separate confidential minute book.


e)
The headteacher (except where he/she is the person concerned) and the corporate director shall be entitled to attend, for the purpose of giving advice, all proceedings of the committee.

SCHEDULE 1

TERMS OF REFERENCE
1.
Under the disciplinary procedure or capability procedure adopted by the governing body to consider any appeal against a sanction short of dismissal issued by the head or by the staff discipline/dismissal committee to a member of staff employed at the school by the governing body.

2.
Under the disciplinary or other relevant procedures (i.e. relating to capability, redundancy or incapability due to ill health) adopted by the governing body, to consider any appeal against a decision of the staff discipline/dismissal committee to dismiss from their post a member of staff employed at the school by the governing body.

3.
Before taking a decision on any appeal, to give the person concerned an opportunity to make representations or present their grounds for appeal at a formal meeting conducted in accordance with the relevant adopted procedure. (Under the adopted disciplinary procedures the committee is empowered to issue a disciplinary sanction short of dismissal where it is determined that the member of staff concerned should not be dismissed).

4.
To ensure that the member of staff concerned is notified of its decision on the appeal.

NB

These terms of reference continue to apply where, following an agreement reached between the governing body and the local authority under the School Staffing (England) Regulations 2009, the member of staff has been appointed to the school as a direct employee of the authority. The committee will ensure that the local authority is notified of its decision on the appeal brought by any such member of staff.
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