[image: image1.jpg]% I Sir William Romney’s School





STANDING ORDERS 2018 / 2019
FOR THE PROCEDURAL WORKINGS OF THE GOVERNING BODY

	SIR WILLIAM ROMNEY’S SCHOOL




CONTENTS
The Standing Orders cover:

· Meetings of the Governing Body

· Election process for Chair and Vice-Chair

· Term of Office for each category of Governor

· Instrument of Government

· Election/appointment process for each category of Governor

· Appointment of the Clerk

· Quorum

· Committees and Working Parties

· Membership of Committees
· Governor Allowances

· Delegation of functions

· Declaration

These Standing Orders supplement the Articles of Association of the Academy Trust, which should be read in conjunction with these Standing Orders. 

MEETINGS OF THE GOVERNING BODY

The full governing body will meet five times in each school year. 

See attached schedule of meeting dates and Agenda Guidance

The Academy Trust shall hold an Annual General Meeting each year in addition to any other meetings in that year. Not more that 15 months shall elapse between the date of one AGM of the Academy Trust and that of the next. The AGM shall be held alongside a Full Governing Body meeting following production of the Academy Accounts.
ELECTION OF CHAIR AND VICE-CHAIR

The Governing Body resolves that:

The Governors shall every other year, at the first meeting in that year, elect a Chair and Vice-Chair from among their number. A Governor who is employed by the Academy Trust shall not be eligible for election as Chair or Vice-Chair.

The Governing Body resolves that the following process will apply to the election of Chair and Vice-Chair:

The Clerk will chair the meeting for the election of Chair. Governors who are paid to work at the school are not eligible to stand for election as Chair or Vice-Chair. Once elected, the Chair presides over the meeting for the election of Vice-Chair.

Written nominations will be submitted by governors prior to the meeting at which the election is to take place and names will be included on the Agenda.

A Governor may nominate him/herself.

If no nominations are received prior to the circulation of the Agenda, nominations will be accepted at the meeting.

If there is more than one nominee, Governors will be asked to vote using a secret ballot paper. The Clerk will be responsible for counting the votes.

The Clerk will announce the result, with the nominee polling the majority of votes being duly elected.

If there is a tie, each candidate will be given the opportunity to speak to the Governors about their nomination and a further vote will be taken.

TERM OF OFFICE FOR EACH CATEGORY OF GOVERNOR

The Governing Body resolves to have the same term for all categories of Governor. The agreed term is four years. This time limit does not apply to the Principal (Headteacher). Subject to remaining eligible to be a particular type of Governor, any Governor may be re-appointed or elected.
Subject to Article 71 of the Articles of Association, a Governor shall cease to hold office if he/she is absent from Governing Body meetings without the permission of the Governors held for a continuous period of 6 months, starting from the date of the first meeting missed, or if he/she becomes subject to other terms of disqualification, as outlined in the Articles of Association, and the Governors resolve that his office be vacated.
INSTRUMENT OF GOVERNMENT

The number of Governors cannot be less than three and shall not be subject to any maximum. Within these restrictions, the Academy Trust has decided on the following Governing Body structure:







3 Parent Governors (update needed =  only 1)






2 Staff Governors







The  Headteacher






6 Appointed Governors (update needed = only 5) 
Staff Governors cannot exceed more than one-third of the total number of Governors.
ELECTION/APPOINTMENT OF GOVERNORS

Parent Governor: Subject to Article 57 & 58 of the Articles of Association, up to 3 Parent Governors are elected by parents of students registered at the Academy. The Governor must be a parent/carer of  a student at the Academy when he/she is elected. If there is a Parent Governor vacancy that cannot be filled by election then the Governing Body can appoint a Parent Governor. 
Appointed Governors:  Members of the Academy Trust may appoint up to 6 Governors.
Staff Governors: Staff Governors are elected by all members of staff of the Academy. 
Co-opted Governors: Not applicable
APPOINTMENT OF THE CLERK 

The Governing Body resolves that the Clerk to the Governing Body is Mrs Colleen Smith. 
QUORUM
No business shall be transacted at any meeting unless a quorum is present. 
A Full Governing Body Member counts towards the quorum by being present in person. Three persons entitled to vote upon the business to be transacted, each being a member or a proxy of a FGB member shall constitute a quorum.
COMMITTEES AND WORKING PARTIES

Subject to the Articles of Association, the Governors may establish any committee. The constitution, membership and proceedings of any committee shall be determined by the Governors. The establishment, terms of reference, constitution and membership of the committee shall be reviewed at the start of each year. The membership of any committee may include persons who are not Governors, provided that the majority of the members of any such committee are Governors. The Governors may determine that some or all of the members of the committee who are not Governors shall be entitled to vote in any proceedings of the committee. No vote may be taken unless the majority of the committee members present are Governors.
The Governing Body agrees the appointment of the following committees:

· Learning
· Resources 
The Full Governing Body will appoint a Chair annually for each sub Committee. The sub Committee will appoint a Vice Chair at their next meeting following the Full Governors Meeting. Decisions taken at committee meetings will be reported back to the Full Governing Body at its next meeting. Members not attending 3 consecutive committee meetings without a reason acceptable to other members of that committee will be disqualified from the committee. The Chair and Headteacher are eligible to attend meetings of all committees. Governors may be members of more than one committee and Governors not appointed to a committee may attend meetings as non-voting observers. 
The committee Chair will agree meeting agendas for circulation by the Clerk seven days before the meeting. Committee papers and minutes are to be made available to all Governors.

Working Parties may be set up, with the Governing Body deciding membership and the topic(s) for discussion. A working party can have delegated powers or functions as agreed by the Governors.

MEMBERSHIP OF COMMITTEES

Details of sub-committee memberships are attached.  Included within the Committees Terms of Reference is the delegation for reviewing policies at sub Committee level for ratification by the Full Governing Body.  The following policies will reviewed by the Full Governing Body:

· Complaints

· Confidentiality

· Exclusion of Pupils

· Safeguarding

· Performance Management

The Governing Body is responsible for the overall financial position of the school, and will comply with Academies Financial Management and Governance Evaluation regulations in discharging this responsibility. This includes:

· Appointing a Resources Committee with clear Terms of Reference.

· Considering regular reports from the Resources Committee at Governing Body meetings.

· Approving all items of exceptional expenditure (those that fall outside routine school running costs) recommended by the Resources Committee.

· At Full Governing Body 2 meeting approving the Resources Committee’s previous year-end budget report.
· At Full Governing Body 3 meeting reviewing the Headteacher’s reports on internal budget controls.
· Considering reports from external auditors and approving action plans as appropriate.
· At Full Governing Body 4 meeting reviewing the Resources Committee’s half-year (1 September to 28th February) budget report and forecast for year-end balances.
· At Full Governing Body 5 meeting approving the budget plan for the year (1 September to 31 August).
The Governors also rely on the professional advice and support of Local Authority staff and audit teams in discharging these responsibilities.
GOVERNOR ALLOWANCES
Governors are entitled to claim reasonable expenses, for example for travel when attending meetings or training courses. Expenses for foreign travel cannot be claimed. They are also allowed to claim for other minor expenses, such as telephone calls and minor stationery costs, if they wish. Governors cannot claim for their time. The Finance Manager holds claim forms for travel and other costs.

DELEGATION OF FUNCTIONS

The Governing Body agrees the delegation of functions as described in each committee’s Terms of Reference (see attached). Terms of Reference are reviewed and agreed annually.

The Governing Body agrees delegation to the Chair to act on their behalf in cases which may be deemed urgent, i.e. where a delay in exercising the function would be seriously detrimental to the interests of the school, a registered pupil, his/her parent or a person employed to work at the school. If the Chair is unable to exercise the function then the Vice-Chair can act in the same circumstances.

The Governing Body agrees that the Headteacher will be responsible for staff appointments outside of the Senior Leadership Team. The Headteacher has delegated powers to make staff dismissal decisions. 

The Governing Body will be responsible for selecting an appointments panel for the appointment of the Headteacher, or Assistant Headteachers.

DECLARATION

	The Governing Body, at its meeting on …………………………….. resolved to adopt the Standing Orders. A copy has been forwarded to the Clerk to the Governing Body for the formal Governing Body records and a copy has been retained at the school for reference.

Signature

(Chair)

Date of signature




THE GOVERNING BODY 2018/2019
CHAIR: Mr Stephen Hirst   (Appointed Governor)

VICE CHAIR:   Mrs Katy Riddington 
APPOINTED GOVERNORS:   Miss Trudi Baker,  Mr Brian Cook,  Mrs Anne Geers, 
PARENT GOVERNORS: Mr Stephen Bishop 
STAFF GOVERNORS: Mr Peter Dillon,  Mrs Jackie Rymer

COMMITTEES FOR ACADEMIC YEAR 2018/19
Learning

Chair:     Mr Peter Dillon (2019/2020)  (Staff Governor)
Vice Chair:  Miss Trudi Baker

Mrs Jackie Rymer

Mrs Anne Geers 

SLT – Ms Kelly Hopson
Resources

Chair:
  Mrs Katy Riddington     (2018/2019)    (Appointed Governor) 
Vice Chair:   Mr Brian Cook
Mr Steve Bishop

Mr Pete Dillon 

Mr Stephen Hirst  

Chair of Governors and Headteacher may attend all meetings with voting rights

Quorum = 3 full governors (excluding associate members and SLT)

Disciplinary Appeals Panel:  Mr Stephen Hirst, Mr Brian Cook, Miss Trudi Baker
Salary Review:  Chair of Governors and Chair of resources
Child Protection/Safeguarding

Mr Stephen Hirst

Pupil Premium



Mrs Anne Geers
Looked After Children/ & SEND               Mrs K Riddington   
 
Health & Safety



Mr S Bishop
Responsible Officers


Business Managers: 

Sir Thomas Keble School
  
Newent Community School

GOVERNORS’ RESOURCES COMMITTEE

Terms of Reference

The Resources Committee is responsible for monitoring the identified areas of SWR three year Strategic Plan and school improvement plan. The Governing Body delegates the following Powers to the Resources Committee:

· Maintaining a rolling 3-year income-expenditure plan (1 September to 31 August).
· Quarterly monitoring in-year actual income and expenditure.
· Preparing in March each year a mid-point budget report for Governing Body approval.
· Preparing in June/July the year-ahead budget for Governing Body approval.
· Preparing in November each year the year-end report for Governing Body approval.

· Producing financial statements required by EFA and Companies House.

· Seeking Board approval for items of exceptional expenditure outside routine school costs.

· Cooperating with external auditors and preparing post-audit action plans.

· Responsibility for oversight of issues relating to premises and site.
· Maintaining a rolling maintenance program and preparing capital bids.
· Negotiating/monitoring contracts for services.
· Responsibility for Health & Safety.
· Oversight of lettings.
· School Minibus charges.
· Other Charging and Remissions.
· Marketing, Fundraising and the PTA
· Review efficiency of the School Canteen and SWR Leisure Centre
· Establish procedures for the appointment and management of staff

· Deal with matters, where appropriate, relating to staff conduct, staff discipline and staff grievances

In addition, the Resources Committee will monitor, and action where applicable, the following:

· The process for appointing the Headteacher and Deputy Headteachers. It will give support where necessary to the Headteacher, who leads the process for appointing teaching and non-teaching staff.

· Making decisions relating to staff salary structures, including job evaluation and the allocation of teaching and learning responsibility (TLR) allowances.

· Recommending a pay policy for endorsement by the Governing Body. 
· Dealing with staff applications for early retirement.

· Ensuring that in employment terms, the Governing Body meets the statutory employment requirements.

· Ensuring that all staff appointed have ISA First and Enhanced DBS clearance.

· Ensure the staff organisation diagram is produced.

· Ensuring the completeness of the Single Central Record and all other safeguarding documents.
Specific Policies and Publications to be regularly reviewed and approved by the Resources Committee:

1. Accessibility Plan

2. Charging & Remissions

3. Data Protection 

4. Educational Visits

5. Finance

6. Fixed Asset Procedure and Depreciation

7. Health & Safety Policy

8. Lettings

9. Pay inc Redundancy

10. Professional Development

11. Pupil Premium Budget

12. School Minibus

13. Single Equality Scheme

14. Staff Absence

15. Staff Discipline, Conduct and Grievance

16. Staff Dress Code

17. SWR Financial Procedures Manual (based on financial procedures set out in EFA regulations/standing orders and DfE guidance

18.  Whistleblowing

Meetings

The Resources Committee will:

· Meet at least 4 times a year.

· Operate with a quorum of three governors.

· Appoint a minutes secretary who will produce an agenda for the meeting in consultation with the Chair of Resources and SLT member.

· Review the terms of reference on an annual basis.

GOVERNORS’ LEARNING COMMITTEE

Terms of Reference

The Learning Committee is responsible for monitoring, reviewing and evaluating standards through the School Improvement Plan in the following areas:
· Progress and attainment

· Teaching and Learning

· Behaviour and Attendance

Specific functions:

1 To monitor and review relevant sections of the School Improvement Plan
2 Continuously monitor the quality teaching and learning within SWR.
3 Regularly review performance data to ensure SWR are making progress against the school improvement plan and student performance targets.
4 Review the quality of teaching and learning within specific subject areas, paying specific attention to numeracy and literacy support.
5 Ensuring the teaching curriculum reflects the school aims and the needs of the students.
6 Evaluate the quality of intervention including provision for disadvantaged students 
7 Monitor and evaluate plant to close the gap 
8 Monitor and evaluate the quality of provision of teaching, learning and intervention for SEND.
9 To review the progress of identified groups of students on an ongoing basis to ensure we are making progress in these areas and that we provide appropriate support for students.
10 To review the impact of CPD on quality of Teaching and Learning
11 Ensuring the school is providing an environment which promotes British values, equal opportunities and SMSC.
12 To continuously promote the health and well-being of staff and students.
13 To ensure there are robust support plans in place for newly qualified teachers (NQT).
Specific Policies and Publications to be regularly reviewed and approved by the Governing Body:

1.  Admissions

2.  Anti-bullying

3.  Assessment 
4.  Attendance for learning
5.  Behaviour

6.  Collective worship/Religious Education

7.  Continuing Professional Development

8.  Curriculum

9.  Drugs

10. Exams 

11.  Homework
12.  Home/School Agreement

13.  Information Communication Technology

14. International

15.  Marking and Feedback
16.  More Able Students

17.  Pupil Premium and Catch up

18.  Sex and relationships
19.  Special Educational Needs and Disabilities

20.  Supporting Students with Medical conditions

Meetings

The Learning Committee will:

· Meet at least 4 times a year

· Operate with a quorum of three governors 

· Appoint a minutes secretary who will produce an agenda for the meeting in consultation with the Chair of the Learning Committee
· Review the terms of reference on an annual basis

Meeting Dates 2018 – 2019
	COMMITTEE
	DAY
	DATE

	Resources 1 
	Tuesday 
	18th September 2018

	Learning   1 (Yr 11 results)
	Thursday
	4th October 2018

	FGB Extraordinary meeting 0i
	Thursday 
	 11 October 2018

	FULL GOVERNING BODY 1
	Thursday
	18th  October 2018

	Resources  2  (Finance - Year End) 

	Tuesday 

	27th Nov 2018


	FULL GOVERNING BODY 2
	Thursday
	6th  December 2018

	Learning 2

(Data drop 2 Jan )
	Thursday 
	31 Jan 2019

	AGM

	Thursday

	14th Feb 2019



	FULL GOVERNING BODY 3

	Thursday

	14 Feb 2019 



	Resources 3  
(Finance - 2nd Quarter data)

	Tuesday 
	26th March 2019

	Learning 3  
(Data drop 3 results from April) 
	Thursday

	2nd May  2019


	Resources 4 

(Finance - Draft new year budget)
	Tuesday 

	14th May 2019 



	FULL GOVERNING BODY 4

	Thursday

	16th May 2019


	Learning 4 
(data– drop will be June )
	TUESDAY 


	16th JULY  2019

 

	FULL GOVERNING BODY 5

	Thursday

	18th July 2019



	
	
	


GOVERNORS’ AGENDA GUIDANCE

FULL BOARD MEETINGS

Standing items:

1) Apologies for absence

2) To declare any financial interests

3) To confirm the minutes and actions of the previous meeting

4) Minutes from Committees to include Strategic Plan Updates where applicable

5) To receive, approve or ratify Policies according to the schedule.
6) Governor Activities

7) Safeguarding

8) To receive the Headteacher’s  Data Dashboard


9) Main Additional Items

10)  Any other business (by notification to the Chair/Clerk ahead of the meeting at least  two days prior to the meeting)

Any other items are placed after item 9
Additionally, at the first Full Governing Body meeting of every other year, item 2 (Chaired by the Clerk) will be: The election of the Chair and Vice-Chair of the Governing Body.
Standing Orders are to be ratified at the first Full Governing Body every year.

MAIN COMMITTEES

Standing items

1) Apologies for absence

2) To declare any financial interests

3) To confirm the minutes of the previous meeting

4) Actions from previous meetings
5) To consider and review policies
6) To monitor and review Strategic plan

7) Any other business (by notification to the Chair ahead of the meeting)

Additional items placed after item 6.
Additionally, at the first Committee meeting of the year following FGB 1 when Governors have appointed a Chair -  , item 2 will be the election of a vice Chair of the Committee. 
The first committee meetings will review the terms of reference in Standing Orders.
Main Additional items 

Full Governing Body

FGB 1

Review Membership of Committees



Ratify Standing Orders of the Governing Body 
To confirm the School Improvement Plan

Review of Examination results

Confirm Link Governors

FGB 2
Analyse School Performance and Inspection Dashboard/Inspection         Data Summary Report


Approve the previous Year End Budget Report



Approval of Draft Annual Report and Financial statements from Accountants



Report from Accountants to Governors

FGB 3

Review mock examination results


Review half year budget forecast for year end



Annual update of Self-evaluation (SEF)



Consider School Prospectus (Bi-Annually)



 Pupil Premium–report on impact of progress 
FGB 4
Review Standing Orders for FGB and committees
FGB 5

Review of governing body’s performance against strategic plan



Approve Budget plan for coming year

Policies:


1 Complaints

2 Confidentiality

3 Exclusion of Pupils

4 Safeguarding

5 Performance Management

Learning Committee

L1 

To review Summer examination results and consider subjects and areas of concern 



To review relevant sections of the School Improvement Plan



Pupil Premium / SEND / identified groups as appropriate 

L2

Pupil Premium/SEND/identified groups as appropriate


To monitor progress of KS3 pathways

Monitor impact of subject action plans

Monitor SIP

L3

Review Mock examination results by subjects

Monitor School Improvement Plan


Consider the school prospectus



Pupil Premium/SEND/identified groups as appropriate

Monitor impact of subject action plans

L4 

Monitor School Improvement Plan



Approve the Curriculum Plan



Pupil Premium / SEND / identified groups as appropriate 



Monitor impact of subject action plans



Monitor progress of Yr 10 towards targets



Monitor the impact of the SIP



Monitor the impact of the SIP
Resources
- For ALL Meetings:

· Personnel matters

· Policies to be reviewed (see separate list of policies and frequency of review) 

· Update on general site developments
· Update on specific capital projects
· Review on efficiency of the School Canteen and SWR Leisure Centre
· Student Projections (previously marketing) 

· Health & Safety

R1
To consider the Record of Recruitment and Vetting checks

Review\Confirm Terms of Reference for Resources Committee covered by SO’s.

R2
To receive the Audit Report for Prior year Accounts

Receive & Review Prior Year End Accounts for Full Board approval at FGB 2


(Note: for submission to EFA by 31st Dec).

To receive the Headteacher’s interim performance review statement
R3
To receive the 2nd quarter (Half Year) income and expenditure statement


 (Sep to Feb) 
To receive the mid-point (Half Year) budget\outcome report for Full Board approval at FGB 4    (Note: used for reporting to FEA by 21st May)
R4
To approve the Proposed Budget Plan for following year for FGB Approval (FGB 4)         (Note: used for reporting to FEA by 31st July)
To agree the maintenance programme for the following year, and capital projects.

Additionally 
Headteacher’s Performance Review

The Chair will convene a meeting to review the Headteacher’s performance (for reporting to Resources 2 – End November).  

The School Improvement Partner is required to attend this meeting and the interim performance review statement. 

The Panel will consist of:

The Chair of Governors

A school Improvement Partner

Chair of resources committee
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