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	Littletown Primary Academy 

Honiton Bottom Road, Honiton, Devon, EX14 2EG

01404 548749
admin@littletown.devon.sch.uk
www.littletown.devon.sch.uk


TERMS OF

REFERENCE

2017-18

The Terms of Reference were approved by the Full Governing Body of

Littletown Primary Academy

on 19 September 2017
signed…………………………………………………..

(Chair of Governors)

It was agreed at GB 21 3 18 to suspend the committees for the rest of the academic year 2017/2018 & therefore all meetings for the rest of the academic year will be meetings of the Full Governing Body.
All delegated Committee responsibilities will be the responsibility of the Full Governing Body for the rest of the academic year 2017/2018.

signed…………………………………………………..date……………………….
(Chair of Governors)

	The Governing Body


	The Governing Body needs to take a strategic role, act as a critical friend to the School and be accountable for its decisions. It should set aims and objectives and agree, monitor and review policies, targets and priorities


	Terms of reference:

· To agree constitutional matters, including procedures where the Governing Body has discretion 

· To recruit new members as vacancies arise and to appoint new Governors where appropriate. 
· To induct new Governors into the workings of the Governing Body and the school

· To work in collaboration with Governors of other schools across the Local Learning Community

· To hold a minimum of four Governing Body meetings a year.

· To appoint the Chair and Vice Chair for a term of two years.

· To remove the Chair and/or the Vice-Chair

· To appoint Associate Members as required

· To appoint Sponsor Governors as required

· To appoint or remove a Secretary to the Governing Body

· To establish the delegation of Governing Body responsibilities to Committees, Principal or individual Governor

· To establish the Committees of the Governing Body and their terms of reference

· To appoint or remove a Secretary to each Committee

· To suspend a Governor as necessary

· To receive reports from any individual or minutes from any Committee to whom a function has been delegated and to consider whether any further action by the Governing Body is necessary

· To consider reports from Committees, Working Parties and individuals on matters for debate and make decisions appropriately

· Annually, to approve the Finance Policy drafted by the Finance and Environment Committee

· To review and approve the School Improvement Plan and the School Development Plan

· To review the delegation arrangements annually

· To administer the process for placing Governors as members of Committees
· To review the Instrument of Government every 4 years   

·  To ensure that the Risk Register is updated at each Governing Body meeting and actions taken accordingly.
· To ensure that the policies relating to the Full Governing Body are current and are implemented and monitored.

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                      


Responsible for the following policies:

· Accessibility

· Child Protection & Safeguarding

· Finance

· Intimate Care 

· Missing children and child sexual exploitation

· Prevent radicalisation

· SEN 

Membership – as per the Instrument of Government

Quorum – the quorum shall be one half of the number of governors currently members of the board and must include two company members.
Disqualification – as per Regulation 20 and Schedule 6 of the Constitution Regulations

	Name of Committee
	First Committee 

	Status of Committee
	Statutory

	Membership
	The membership shall consist of 3 or more Governors.

The Principal shall not be a member.

Only Governors who do not have an interest are eligible for membership.

The Committee shall have such co-opted non-Governor members as the Governing Body shall appoint. The Committee may make recommendations for these appointments.

	Quorum
	The quorum shall be 3 Governors

	Appointment of Chair
	One member of the Committee shall be elected Chair

	Voting
	Any non-Governor co-opted onto this Committee shall not have the power to vote

	Clerking
	The Governing body shall appoint a clerk to this Committee 

	Powers and Responsibilities
	The following function of the Governing body of a school shall be delegated to the staff dismissal Committee:

1. all hearings to determine that any person employed by the local education authority to work at the school, should cease to work there;

2. the hearing of a staff grievance where this has not been resolved by the Principal

	Minutes
	Minutes shall be produced by the Clerk and circulated to members within one week of the meeting taking place. They will be confidential to members of the Committee.


	Name of Committee
	Appeal Committee

	Status of Committee
	Statutory

	Membership
	The membership shall consist of no fewer members than the First Committee.

Only Governors who have not taken part in the proceedings of the First Committee are eligible for membership.

Only Governors who do not have an interest are eligible for membership.

The Principal shall not be a member.

	Quorum
	Three Governors

	Appointment of Chair
	One member of the Committee shall be elected Chair

	Voting
	Any non-Governor co-opted onto this Committee shall not have the power to vote

	Clerking
	The Governing body shall appoint a clerk to this Committee.

	Powers and Responsibilities
	The Committee shall have such co-opted non-Governor members as the Governing Body shall appoint. The Committee may make recommendations for these appointments.

The following functions of the Governing body of a school shall be delegated to the Appeal Committee:

1. the hearing of any appeal in respect of a decision taken by the First Committee

If requested to meet, this Committee would consider three broad areas in relation to the First Committees’ decision:

· the reasonableness of the decision

· any procedural defects

· any relevant new information

	Minutes
	Minutes shall be produced by the Clerk and circulated to members within one week of the meeting taking place. They will be confidential to members of the Committee.


	Name of Committee
	Pupil Discipline Committee

	Status of Committee
	Statutory

	Membership
	The membership shall consist of 3 Governors selected from the pool of Governors agreed by the Governing Body.

Only Governors who do not have an interest are eligible for membership.

The Principal shall not be a member.

	Quorum
	The quorum shall be 3 members of the Committee 

	Appointment of Chair
	One member of the Committee shall be elected Chair

	Voting
	Any non-Governor co-opted onto this Committee shall not have the power to vote.

	Clerking
	The Governing body shall appoint a clerk to this Committee 

	Powers and Responsibilities
	The Committee shall have such co-opted non-Governor members as the Governing Body shall appoint. The Committee may make recommendations for these appointments.

The Committee will hear representations against the exclusion of a student and make any decisions.

In carrying out its function the Committee shall have regard to the DfES guidance on pupil exclusion:

· Improving Behaviour and attendance: Guidance on exclusion from schools and pupil referral units

· Education Guidance 2004: Getting it right

· Education (Pupil Exclusions and Appeals) (Maintained Schools)(England) Regulations 2002 (SI 2002/3178) 
· The Education (Pupil Exclusions) (Miscellaneous Amendments) (England) Regulations 2004: SI 2004/0402 

· The Education (Pupil Exclusions and Appeals) (Miscellaneous Amendments) (England) Regulations 2006: SI 2006/2189

	Minutes
	Minutes shall be produced by the Clerk and circulated to members within one week of the meeting taking place. They will be confidential to members of the Committee.


	Name of Committee
	People, Curriculum and Learning

	Status of Committee
	Non-statutory

	Membership
	At least six Governors including the Principal (as a Governor).

The Chair of Governors shall be a member

The Principal or the Chair of Governors must nominate a deputy to attend any meeting in the Principal's absence.

The Committee shall have such co-opted non-Governor members as the Governing Body shall appoint. The Committee may make recommendations for these appointments.

	Quorum
	The quorum shall be three Governors, excluding the Principal or her nominated deputy.

	Frequency of Meetings
	The Committee will meet once each term.

	Appointment of Chair
	The Committee will elect a member of the Committee as Chair and one as Vice-Chair

	Voting
	Any non-Governor co-opted onto this Committee shall not have the power to vote.

The Chair shall have an extra casting vote.

	Clerking
	The Governing Body shall appoint a clerk to this Committee

	Visitors to meetings
	Other Governors, who are not members of the Committee, may attend the meetings. They may not vote. They may only contribute to the discussions if invited to do so by the Chair.

	Powers and Responsibilities
	(See overleaf)

	Procedures
	The Committee may choose to form ad hoc Working Parties to perform preparatory work for the Committee or oversee implementation of Committee requirements. All such Working Parties must report back to the Committee their findings and recommendations for decisions

	Minutes
	Minutes shall be agreed as a true record of the meeting and signed by the Chair. Minutes shall be circulated within a week after the meeting. 

Part 2 minutes shall be recorded separately, agreed and signed at the subsequent meeting. Part 2 minutes shall be confidential to Members of the Committee in attendance at the meeting. 


People, Curriculum and Learning Committee

Powers and Responsibilities

All members are expected to contribute to Governing Body discussions on Plans and Evaluations with regards to objectives discussed within the Committee.

On behalf of the Governing body:
Staffing

· To perform duties under delegated powers recorded in the Governing Body Decision Planner relating to staffing matte
· Annually, to review the Principal's staffing structure of the school, considering the context of the following two years. Also to review the Principal's staffing structure whenever a vacancy occurs in relation to the needs of the school.
· To work as requested by the Principal in the process of appointing staff.

Parents, Community, Public Relations

· To perform duties under delegated powers recorded in the Governing Body Decision Planner relating to parents, community and public relations

· To support the Principal in promoting good relations with parents and the community.

· To assist the Principal in promoting the school and providing public information about the school, e.g. the school prospectus.

· To consider the community use of school premises outside school hours

Governors

· To co-ordinate training of individual Governors and the whole Governing Body

· To make recommendations to the Governing Body on recruitment of Governors

Pupils

· To perform duties under delegated powers recorded in the Governing Body Decision Planner relating to pupil matters, admissions and exclusions

Curriculum & Learning

· To undertake, with the Principal, the statutory duties entailed by the National Curriculum and its assessment procedures. To ensure:

· that it provides broad and balanced learning opportunities for pupils;

· that the requirements of children with special educational needs are met as laid out in the Code of Practice;

· for pupils in Care: that the school’s policies and procedures are consistent with the latest guidance

· that there is no political bias in any teaching

· To publish pupils' achievements

· To review assessment results and report them to the Local Authority

· To appoint a SEND Link Governor who will report back on SEND provision in the school

· To appoint a Children In Care Link Governor who will report back on the provision in school.

· To appoint an Able, Gifted & Talented Link Governor who will report back on this provision in school.

· To hear appeals against the Principal’s decisions to lift or change National Curriculum requirements for a pupil

· To hear formal complaints from parents and others about the school’s Curriculum.

Policies

· To ensure that policies relating to People, Curriculum and Learning are current and are implemented and monitored

Responsible for the following policies:  

	· Acceptable behaviour*

· Admissions 2018

· Capability*

· Collective Worship

	· Compliments, Concerns & Complaints

· Conduct*

· Confidentiality*

· CPD*

· E-safety

	· Elective home education

· Flexible working*

· Governor Visits Policy

· Grievance*

· ICT Acceptable Use

· Managing Allegations against Staff

· Maternity*

· Maternity & Adoption Support*

· Maximising Attendance & Managing Sickness Absence*

	· Obtaining & using images of people in school

· Outdoor Education

	· Parental Access to School

· Pupil Discipline & Reducing Bullying 

· Recruitment & Selection*

· Redundancy*

	· Reporting to Parents & EYFS profile

	· School Uniform 

· Secondment*

· Sex & Relationships 

· Shared Parental Leave

· Social Media 

· Staff Leave & Absence*

· Support Staff Appraisal*

· Teacher’s Appraisal*

	· Transition

· Volunteers in School


· Whistleblowing
(*these policies are reviewed & updated on the advice of HR1)

Monitoring and evaluation:

· To monitor Committee initiatives, including those in the SIP and evaluate its contribution to outcomes for children.

· To monitor the implementation of policies and evaluate their effectiveness.

· To ensure that the Risk Register is updated at each committee meeting and actions taken accordingly.

Reporting:

· To ensure that Committee Minutes record decisions taken under delegated powers.

· To prepare reports for meetings of the Governing Body on Committee initiatives, monitoring and evaluation as required.

Plans and Planning:

· To be responsible for the preparation and review of:

· Race Equality Plan

· Disability Equality Duty and Accessibility Plan (joint with Finance and Environment Committee)

· Special Educational Needs & Disabilities Provision Map

· To nominate one member to the Budget Development Working Party to develop the budget requirements of the Committee as required

	Name of Committee
	Finance and Environment Committee

	Status of Committee
	Non-statutory

	Membership
	At least six Governors including the Principal (as a Governor). The Chair of Governors shall be a member

The Principal or the Chair of Governors must nominate a deputy to attend any meeting in the Head's absence.

The Committee shall have such co-opted non-Governor members as the Governing Body shall appoint. The Committee may make recommendations for these appointments.

	Quorum
	The quorum shall be three Governors, excluding the Principal or her nominated deputy.

	Frequency of Meetings
	The committee will meet once each term.

	Appointment of Chair
	The Committee shall elect a member of the Committee as Chair and one as Vice-Chair

	Voting
	Any non-Governor co-opted onto this Committee shall not have the power to vote.

The Chair shall have an extra casting vote.

	Clerking
	The Governing Body shall appoint a clerk to this Committee

	Visitors to meetings
	Other Governors, who are not members of the Committee, may attend the meetings. They may not vote. They may only contribute to the discussions if invited to do so by the Chair.

	Powers and Responsibilities
	(See overleaf)

	Procedures
	The Committee may choose to form ad hoc Working Parties to perform preparatory work for the Committee or oversee implementation of Committee requirements. All such Working Parties must report back to the Committee their findings and recommendations for decisions

	Minutes
	Minutes shall be agreed as a true record of the meeting and signed by the Chair. Minutes shall be circulated within a week after the meeting. 

Part 2 minutes shall be recorded separately, agreed and signed at the subsequent meeting. Part 2 minutes shall be confidential to Members of the Committee in attendance at the meeting 


Finance and Environment Committee

Powers and Responsibilities

All members are expected to contribute to Governing Body discussions on Plans and Evaluations with regards to objectives discussed within the Committee.

On behalf of the Governing body:

Finance

· To perform duties under delegated powers recorded in the Governing Body Decision Planner relating to Finance matters

· To ensure that spending remains within required limits

· Annually, to review and recommend a Finance Policy to the Governing Body for approval

· To respond appropriately to audit report recommendations

· To arrange the audit of all non-public funds 

· To ensure the principles of best value are applied to services purchased with delegated monies

· To assist in the preparation of all financial documents as required 

· To ensure that the Risk Register is updated at each committee meeting and actions taken accordingly.

Environment

· To perform duties under delegated powers recorded in the Governing Body Decision Planner relating to the buildings and grounds, including security and health and safety matters

· To inspect the premises at least annually and prepare a statement of priorities and estimates for maintenance and development. This statement will be used in developing budgets (by the Budget Development Working Party) and plans (by the Governing Body) 

· To approve the costs and arrangements for maintenance, repair and redecoration within the allocated budget

· To oversee the preparation and implementation of relevant contracts, including those for cleaning and grounds maintenance

· To liaise with the Local Authority on environment matters

· To ensure that recommendations for action following inspections and audits are satisfactorily carried out

· To consider and make arrangements on risk management issues

· To make adequate insurance arrangements

· To ensure that the DfES good practice guidance on education visits is followed

· To ensure that the level of First Aid provision in school is appropriate

· To ensure that the DfES good practice guidance on “Supporting pupils with medical needs” is followed

· To ensure that the Risk Register is updated at each committee meeting and actions taken accordingly.

Responsible for the following policies: 

· Best Value Statement

· Charging & Remissions 

· Data Protection

· Governors Allowances

· H&S

· Lettings

· Pay
· Risk Management Policy

· Security
Monitoring and evaluation:

· To monitor the budget using information provided by the Principal and finance officer,

· To monitor income and expenditure for all public funds for which the school is responsible

· To monitor Committee initiatives, including those in the SIP and evaluate its contribution to outcomes for children.

· To monitor the implementation of policies and evaluate their effectiveness.

Reporting:

· To report the financial situation each term to the Governing Body

· To ensure that Committee Minutes record decisions taken under delegated powers.

· To prepare reports for meetings of the Governing Body on Committee initiatives, monitoring and evaluation as required.

Plans and Planning:

· To be responsible for the preparation and review of:

· Financial Audit Action Plan

· Health and Safety Plan

· Accessibility Plan (joint with People, Curriculum and Learning Committee)

· To nominate one member to lead the Budget Development Working Party and develop the budget requirements of the Committee as required.

Audit Committee 

The role of the Audit Committee will be carried out by the Finance and Environment Committee with support from the external Responsible Officer as/when required.

The secretary will circulate minutes of meetings of the Audit Committee to all members of the Board. 

Frequency of Meetings 

The Board shall determine how often the Committee shall meet. The external auditor may request a meeting if he considers one necessary. 

Authority 

The Audit Committee is an advisory body with no executive powers. However, it is authorised by the board to investigate any activity within its terms of reference, and to seek any information it requires from staff, who are requested to co-operate with the Committee in the conduct of its inquiries. Requests for work, and reports received, from internal audit will be channelled through the accounting officer, to whom the Head of Internal Audit reports. 

The Audit Committee is authorised to obtain independent professional advice if it considers this necessary. 

Duties 

The specific duties of the Committee shall be to: 

· review the body's internal and external financial statements and reports to ensure that they reflect best practice; 

· discuss with the external auditor the nature and scope of each forthcoming audit and to ensure that the external auditor has the fullest co-operation of staff; 

· consider all relevant reports by the Comptroller and Auditor General or the appointed external auditor, including reports on the body's accounts, achievement of value for money and the response to any management letters; 

· review the effectiveness of the body's internal control system established to ensure that the aims, objectives and key performance targets of the organisation are achieved in the most economic, effective and environmentally preferable manner; 

· ensure that the body's internal audit service meets, or exceeds, the standards specified in the Government Internal Audit Manual, complies in all other respects with these guidelines and meets agreed levels of service; 

· consider and advise the board on the body's annual and long-term audit programme; 

· consider internal audit reports, including value-for-money reports and the arrangements for their implementation; 

· review the operation of the body's code of practice for board members and code of conduct for staff; 

· consider any other matters where requested to do so by the board; and 

· report at least once a year to the board on the discharge of the above duties. 
	Name of Committee
	Chairs Committee

	Status of Committee
	Non-statutory

	Membership
	Chairs and Vice-Chairs of the non-statutory Committees

Chair and Vice-Chair of the Governing Body

The Principal.

The Principal may nominate a deputy to attend any meeting.

The Committee shall have such co-opted non-Governor members as the Governing Body shall appoint. The Committee may make recommendations for these appointments.

	Quorum
	The quorum shall be three Governors.

	Frequency of Meetings
	The Committee will meet once each term.

	Appointment of Chair
	One member of the Committee shall be elected Chair

	Voting
	Any non-Governor co-opted onto this Committee shall not have the power to vote.

The Chair shall have an extra casting vote.

	Clerking
	The Governing body shall appoint a clerk to this Committee

	Visitors to meetings
	Other Governors, who are not members of the Committee, may attend the meetings. They may not vote. They may only contribute to the discussions if invited to do so by the Chair.

	Powers and Responsibilities
	(See overleaf)

	Minutes
	Minutes shall be agreed as a true record of the meeting and signed by the Chair. Minutes shall be circulated within a week after the meeting. 

Part 2 minutes shall be recorded separately, agreed and signed at the subsequent meeting. Part 2 minutes shall be confidential to Members of the Committee in attendance at the meeting


Powers and Responsibilities

On behalf of the Governing body:
· To act in urgent situations that fall outside the remit of other Committees

· Annually, to monitor and review the operation of:

· The Governing Body Decision Planner and the decisions on delegation

· The Governing Body Procedures and meetings

· The Committee structure, Terms of Reference and Procedures

· The Structure, Terms of Reference and Procedures of the standing Working Parties

· The meetings calendar

to ensure they are being implemented, are effective and meet current requirements

· To report their findings to the Governing Body along with recommendations for changes

Responsible for the following policies:

· none

Monitoring and reviewing:

· Covered above

Reporting:

· To report to the Governing Body, via the minutes, information on decisions taken in urgent situations

· Other reporting as covered above.

	Name of Working Party
	Budget Development Working Party

	Status of Working Party
	Standing

	Membership
	The membership shall consist of nominees from the following Committees:

· People, Curriculum and Learning

· Finance & Environment

The Chair of Finance & Environment Committee

The Principal shall be a member

The Principal may nominate a deputy to attend any meeting

The Working Party shall have such co-opted non-governor members as they decide. 

	Quorum
	No limits

	Frequency of Meetings
	The Working Party will meet as decided necessary by the Chair.

	Appointment of Chair
	The Working Party shall be chaired by the Chair of the Finance & Environment Committee. 

In her/his absence, the members may choose a Chair from among their number

	Voting
	All members shall have the power to vote

	Clerking
	The Governing body shall appoint a clerk to this Working Party.

	Powers and Responsibilities
	The Working Party shall:

· Prepare a budget for the forthcoming financial year which reflects the priorities of the SIP and Major Capital Expenditure Plan

· Take account in the budget of likely priorities for the next year’s SIP, on the advice of the Principal

· Recommend overall budgets within which each Committee and the Principal should work

· Debate any issues arising from the outlook budget for subsequent years and decide what recommendations should be made to other Committees or to the Governing Body

The Working Party may not approve the budget they develop, but shall recommend it to the Full Governing Body for approval

	Minutes
	Minutes shall be agreed as a true record of the meeting and signed by the Chair. Minutes shall be circulated within a week after the meeting.

Part 2 minutes shall be recorded separately, but agreed and signed at the subsequent meeting. Part 2 minutes shall be confidential to Members of the Working Party in attendance at the meeting.


