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Welcome and Support from SSE Governance  
 

Welcome to those of you who are new to school governance and 

to those of you who are looking for clarity and guidance on your 

role. 

 

This guidance has been designed and produced to provide key 

information to support you in your role and hopefully give you 

clarity as to the expectations of being a governor, in a maintained 

school or local governance board, or trustee on the governance board of an 

academy trust. For all involved in governance we hope that it will give you 

confidence to fulfil your role and make a positive difference to the outcomes 

for the young people in your setting. 

 

The information in this guide applies to all, whether you are serving on a board for a 

maintained school, a stand-alone academy, the trust board or local governance 

board of a multi-academy trust and a management committee for a pupil referral 

unit. 

 

For those who are new to the role it will provide helpful information prior to your 

training session. Our induction session will give you the opportunity to build informal 

networks with others who are new to governance in your area, but also to ask any 

questions that you might have in relation to the expectations of you in your new role. 

 

The world of education has been subject to a period of rapid change over the past 

few years and this is expected to continue. Those in governance will need to be 

prepared for and accept such pace of changes to regulations and working 

procedures in their school or academy. The only constant will be CHANGE. 
 

SSE Governance is a small dedicated team with over 20 years of governance 

experience who are dedicated to supporting all those involved in governance in the 

valuable work that you do by providing a range of services. Some are dependent on 

the level of subscription that your board purchases, but all governors/trustees can 

access: 

• Twitter – keeping boards up to date with information about current education 

topics from a variety of sources - @SSE_Governance.  

• Training – information on the programme of training that is available on 

www.supportservicesforeducation.co.uk/governance and paid on a pay-as-

you-go basis. 

 

Dependent on the level of subscription: 

http://www.supportservicesforeducation.co.uk/governance
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• Unlimited advice and support via our helpline, telephone or email, on all 

governance procedures, policies and governance roles and responsibilities. 

• Half termly electronically distributed magazine keeping all in governance up 

to date on national initiatives as well as best practice in how 

governors/trustees and boards operate. 

• Service website www.supportservicesforeducation.co.uk/governance, where 

you will find information on: 

• Best practice on how the board operates 

• Guidance on: 

• Safeguarding 

• SEND (Special Educational Needs and Disabilities) 

• The role of the Chair 

• Pupil Premium 

▪ Statutory Policies 

 

You will need to be clear if you are governing in a maintained school or an academy 

and especially a multi-academy trust because how you govern is different. 

 

Much of the information referenced in the following pages includes hyperlinks to 

further sources of information, although this isn’t exhaustive and the clerk or chair for 

your board should have provided you with some information and documents specific 

to your board. 

 

Guidance follows on the next page as to some of the key information and documents 

that you might expect to see and receive, there will be a lot and you will need to read 

quite a bit, but like most things in life you only get out what you put in and so it will 

be worthwhile. 

 

Whilst this guide is only the beginning, we wouldn’t want you to panic, there is a 

wealth of support and information to help you. Volunteering as a governor or a 

trustee is rewarding and remember you are not alone, you are part of a team who 

were all once where you are now!  Just remember to: - 

 

• Ask questions – there are no ‘silly questions’ and your questions will matter 

• Always make sure your enquiry is – persistent, purposeful, planned 

• And follow up with an and….? 

 

If you do the above, then you won’t go far wrong. 

 
 

 
 
 

Important Documents 

http://www.supportservicesforeducation.co.uk/governance
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This check-list will provide you with a starting point and if you cannot see or haven’t 

been provided with any of these documents you can discuss this with the Chair or 

the Clerk (note some of the documents may be held electronically rather than as a 

hard copy). 

 

 Name of Document Check 

1.  The current Governance Handbook  issued by the DfE (Department 

for Education) – don’t print it out as it is a long document and will be 

subject to updates 

 

2.  The Competency Framework issued by the DfE – setting out a list of 

skills and attributes, again don’t print it off as it is a long document 

but bear these in mind as you govern as it will help. 

 

3.  A copy of the Instrument of governance if you are governor at a 

maintained school. This statutory document sets out the school 

governance arrangements. The constitution of governing bodies of 

maintained schools is a useful document for you to be aware of. 

 

A copy of the Articles of Association if you are a Director/Trustee 

within an Academy or a governor within a local governance board. 

This document sets out the arrangements for the Trust and 

Governance. Due Diligence Best Practice Guide  a useful document 

for those schools joining a multi-academy trust (MAT) 

 

4.  Standing orders (an academy might not have a copy of these as they 

have their articles of association), confirming the governance 

arrangements for a maintained school  

 

5.  Terms of reference for any committee of the board, a statutory 

document confirming the membership, role and delegated authority 

of that committee, including local governance committees in MATs 

 

6.  Scheme of Delegation, identifying to who the duties and 

responsibilities of the board have been delegated i.e. a committee 

(for a MAT this would include any local governance committee), an 

individual or the headteacher. 

 

7.  The names, contact details, terms of office and governance category 

of colleagues on the board  

 

8.  Register of business interests - You will be asked to complete a pro-

forma 

 

9.  Code of conduct for you to sign  

10.  Details of dates and times of all meetings for the year   

11.  The year planner for the boards’ activities   

12.  School/Academy development or improvement plan (SDP/ADP or 

SIP/AIP) 

 

13.  List of policies, their review cycle and who is responsible for them. 

The DfE have produced guidance on statutory policies   

 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/788234/governance_handbook_2019.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/583733/Competency_framework_for_governance_.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/640562/The_constitution_of_governing_bodies_of_maintained_schools_2017.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/640562/The_constitution_of_governing_bodies_of_maintained_schools_2017.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/778091/Due__diligence_best_practice_guide.pdf
https://www.gov.uk/government/publications/statutory-policies-for-schools-and-academy-trusts/statutory-policies-for-schools-and-academy-trusts
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14.  Copies of previous minutes of meetings – for full board and 

committee meetings and their associated papers including 

headteacher reports, for the last academic year 

 

15.  SFVS (School Financial Value Standard) form (maintained schools 

only). The SFVS checklist guidance and SFVS Dashboard Guidance  

will help you to understand the requirements of the SFVS and to 

contribute to the completion of your settings return. 

 

Last set of published accounts for an Academy. Those serving in 

academy governance may also find the  Academy resource 

management self-assessment tool checklist and the Academy school 

resource management self-assessment tool dashboard support 

notes  useful 

16.  Last Ofsted  report – you can use the link to access your report but 

also the Ofsted website has a raft of information useful in your 

governance role. 

 

17.  School/academy specific information to include – list of staff and 

their area of responsibility, list of classes and how they are organised, 

the number of pupils in the school or academy. 

 

18.  understanding your data – a guide for governors and trustees that 

will help you understand your settings data 

 

19.  List of acronyms and jargon   

 
 

Effective Governance 

 
All state-funded primary, secondary and special schools are accountable to their 

boards of governors/trustees and they are accountable to parents, the wider 

community and most importantly the young people within their setting.  

Maintained Schools are accountable to the Local Authority (LA), where applicable 

Diocesan Authorities and on occasion the Regional School Commissioner (RSC). 

Academy Trust Boards are accountable to the Members of the Academy Trust, where 

applicable Diocesan Authorities, the RSC and the ESFA (Education Skills and Funding 

Agency). Local governance boards in a Multi-Academy Trust (MAT) are accountable 

to the Trust Board. 

 

The governance board is a corporate entity and is the school or academy trusts 

accountable body with responsibility for the conduct of the school or academy and 

promoting high standards of educational achievement.  All governance boards, 

regardless of their category, have 3 core functions and 6 key features of effective 

governance, albeit that they might have different responsibilities regarding the core 

functions: 

 

 

 

https://www.gov.uk/government/publications/schools-financial-value-standard-sfvs/2019-to-2020-checklist-guidance
https://www.gov.uk/government/publications/schools-financial-value-standard-sfvs/2019-to-2020-dashboard-guidance
https://www.gov.uk/government/publications/school-resource-management-self-assessment-tool/checklist-support-notes
https://www.gov.uk/government/publications/school-resource-management-self-assessment-tool/checklist-support-notes
https://www.gov.uk/government/publications/school-resource-management-self-assessment-tool/dashboard-support-notes
https://www.gov.uk/government/publications/school-resource-management-self-assessment-tool/dashboard-support-notes
https://www.gov.uk/government/publications/school-resource-management-self-assessment-tool/dashboard-support-notes
https://www.gov.uk/government/organisations/ofsted
https://www.gov.uk/government/publications/understanding-your-data-a-guide-for-school-governors-and-academy-trustees
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1. Ensuring clarity of vision, ethos and strategic direction: 

 

Governance boards are the key strategic decision-making body in every school, 

and it is the job of the board to set the school’s strategic framework and make 

sure that it meets all statutory duties by: 

 

• Ensuring the school has a long-term strategic vision; 

• Checking on progress, reviewing regularly the strategic framework  

for the school considering that progress; 

• Agreeing the strategic priorities, aims and objectives; and 

• Signing off policies, plans and targets on how to achieve them. 

 

 

2. Holding the headteacher to account for the educational performance of the        

school and its pupils: 

 

• Support the headteacher and leadership in the day to day running of the 

school, including performance management of the teachers; 

• Those in governance should not be drawn into operational matters as they 

play a strategic role and hold the headteacher to account; 

• Relevant questions will be asked to account for improving school 

performance based on good data provided by the headteacher in their 

termly reports and other sources –Fischer Family Trust, DfE performance 

tables and other tracking systems. 

 

3. Overseeing the financial performance of the school and making sure its 

money is well spent: 

 

• Boards are responsible for making sure their school’s money 

is well spent; 

• They need to secure best value for money and make sure that 

resources are used efficiently; 

• Questions to ask will be: 

• Are we allocating resources in line with our strategic priorities? 

• Do we make full use of all our assets? 

• If spend on learning seems high, are there opportunities to 

collaborate with other schools to bring costs down? 

 

The key features of effective governance as set out in the Governance Handbook and 

Competency Framework are: 

 

1. Strategic Leadership – that sets and champions vision, ethos and strategy. 
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2. Accountability – that drives up educational standards and financial 

performance 

3. People – with the right skills, experience, qualities and capacity. 

4. Structures – that reinforce clearly defined roles and responsibilities. 

5. Compliance – with statutory and contractual requirements. 

6. Evaluation – to monitor and improve the quality and impact of governance. 

 

The first 2 features are the core pillars of the board’s role and purpose, the second 2 

are about the way governance is organised and the last 2 are about ensuring and 

improving the quality of governance. 

 

Skills and experience - Summarised below are some skills and experience that are 

outlined in the competency framework and whilst you might not have all of these 

individually it would be expected that they would be met across the board: - 

 

Essential:  

• Critical listening and ability to ask effective questions  

• Strategic thinking  

• Excellent communication  

• Problem-solving and analysis  

Desirable  

• Understanding of data  

• Finance and/or accounting knowledge  

• HR experience  

• Knowledge of education  

• Leadership and management skills  

• Risk management skills  

• Legal expertise (and for academies particular knowledge in charity law)  

• Marketing and communications skills  

 

In order to fulfil the 3 core functions and contribute to effective governance you will 

need to gain knowledge of how the school operates through attending meetings, 

getting to know the school community by making a small number of visits to the 

school during the school day and by undertaking training. 

            

Expectations of Governors 
 

Most boards of governors/trustees have adopted a written code of conduct so that 

all governors or trustees know what is expected of them.  The Chair of Governors 

usually discusses this with new colleagues, and the Clerk will provide you with a copy 

to sign. 

 

The code of conduct includes the following principles and that all governors/trustees 

should: 
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• Have the well-being and success of the school as their central concern; 

• Always act fairly and without prejudice; 

• Understand that all governors/trustees have equal status; 

• Appreciate that in general no governor/trustee has individual power (there 

are certain exceptions); 

• Be actively involved in the work of the board of governors/trustees and 

accept a fair share of responsibility; 

• Make every effort to attend meetings and participate in the meetings. They 

should prepare for meetings by reading papers and thinking about agenda 

items. They must accept decisions made by the majority; 

• Work in partnership with the headteacher and staff; 

• Understand and balance their own strategic role with the headteacher’s 

responsibility for the implementation of policy and the day-to-day 

management of the school; 

• Make the effort to get to know the school and its staff, pupils and parents. 

This involves supporting the school’s activities. It also involves first-hand 

experience of pupils’ learning, through a ‘governors/trustees in school’ 

policy agreed by staff and the board of governors/trustees; 

• Ensure that matters discussed in meetings that are deemed ‘confidential’ 

are not discussed outside the meeting; 

• Know and comply with the procedures adopted by the board of 

governors/trustees for dealing with criticisms and complaints. 

 

A school’s board of governors/trustees is corporate; this means that its decisions   

and actions are the responsibility of the board of governors/trustees – not of 

individual governors/trustees. 
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How Boards of Governors/Trustees do their Work 
 

Meetings are at the heart of the board’s work. The full board of governors/trustees is 

required to meet at least three times each year and it is for the board collectively to 

decide how often they meet, based on the needs of the school, and any committees 

it may have.  

 

Responsibilities 

 

• Develop the school/trust’s vision and strategy  

• Establish and set a culture of high educational standards, which promotes 

staff and pupil wellbeing  

• Curriculum –   

o Academies - Ensure all pupils have access to a broad and balanced 

curriculum  

o Maintained schools - Ensure the school follows the National 

Curriculum, and that all pupils, including those with special 

educational needs and disabilities (SEND), can access the 

curriculum  

• Monitor provision for pupils with SEND  

• Monitor educational performance of the school’s/trust’s academies, using 

a range of data sources  

• Ensure stakeholders (parents, pupils, staff and the local community) are 

informed and consulted as appropriate  

• Approve the budget for the school/academy trust (where relevant, for 

academies within the trust)  

• Monitor and evaluate the school/trust’s financial performance   

• Approve and review school/trust policies, and hold staff to account for 

their implementation  

• Ensure the school/trust is compliant with legal requirements, including that 

all statutory policies and documents are in place  

• Carry out the appointment and performance management of the –   

o Maintained schools – Headteacher  

o Academies - Principal or Chief Executive  

• Monitor, evaluate and approve the school/trust’s staffing structure(s)  

• Monitor health and safety in the school/academy/across the trust  

• Work in co-operation –   

o In an Academy with professional advisors having regard to any 

guidance they issue  

o In a multi-academy trust, in addition to working with professional 

advisors, work with those involved in local academy governance, 

supporting and holding them to account  
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o In a maintained school with the LA (local authority), having regard 

to any guidance it issues  

  

Time Commitment - The time commitment for those in governance will vary. 

However, all governors/trustees must attend at least 3 meetings of the full board per 

year. Generally, the term of office is 4 years unless stated otherwise in the articles of 

association (academies) instruments of government (maintained schools) terms of 

reference (local governance boards in multi-academy trusts).  

  

In addition, governors/trustees sit on a committee focused on an area they have 

knowledge of, or are particularly interested in, for example the finance committee. 

Committees generally meet at least 3 times a year, but this can vary and be more.  

   

Preparation for meetings includes reading papers and preparing questions for senior 

leaders.   

  

You will also be expected to undertake any training required to enable you to 

discharge your role effectively.  

  

Governors/Trustees (maintained schools, stand-alone academies and local 

governance committees) are also expected to visit the school while it is open to 

pupils to undertake their monitoring role at least twice a year but more likely more. 

Trustees in Multi-Academy Trusts may not visit each academy within the Trust but 

may visit to familiarise themselves with the academies in the Trust and may also 

attend meetings of Local Governance Committees for the academies within the 

Trust.  

 

Meeting dates are usually set well in advance and each meeting will generally last up 

to 2 hours. Governors/trustees need to be well-prepared for meetings and 

attendance is expected with apologies only for good reasons. If you cannot attend a 

meeting, governance regulations require you to send apologies, giving a reason, to 

the clerk to the board of governors/trustees before the meeting.  The board will 

consider whether to accept an apology for absence and for this to be minuted. It is 

important for apologies to be sent regarding quoracy of meetings. 

 

Effective meetings - To make best use of time at meetings, the board of 

governors/trustees will need: 

• Carefully planned agendas which focus on the most important items; 

• A clerk who will organise meetings and papers efficiently, provide information 

and procedural advice; 

• Purposeful chairing, bringing out the best in all governors/trustees, keeping a 

brisk pace and ensuring that decisions are properly taken and clearly 

understood; 

• Clear minutes setting out points for action. 
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Committees - All boards of governors/trustees have a statutory duty to set up 

committees to deal with considerations of pupil exclusions, staff 

dismissals/grievances and complaints. These are also known as board of 

governor/trustee panels and would always consist of 3 governors/trustees.  

Membership for these committees/panels would normally be determined as and 

when they are required and from those governors/trustees eligible to participate. 

 

Boards of Governors/trustees may choose to set up committees with delegated 

responsibility for specific tasks.  If they do the board must determine the 

membership and proceedings of that committee reviewing the terms of reference, 

establishment, constitution and membership annually. 

 

It is possible that a new or fairly new governor/trustee may be asked to take on a 

specific role on the board or as a governor/trustee you are asked to take on a role 

that you have little or no knowledge of that specific area. If this happens make sure 

you find out what is expected.   

 

You might: 

• talk to the chair and headteacher; 

• talk to the governor/trustee who had the role before you (if still on the board); 

• look out for articles in the SSE Governance electronic half termly newsletter; 

• check whether training sessions specific to the area of responsibility are 

available; 

• contact a member of the SSE Governance Team for advice. 

 

 

Support for Governors/Trustees 
 

Skills and Training - You do not need specific 

skills, but many tasks you will be required to 

undertake can benefit from general business 

knowledge such as understanding 

management systems, budget planning, HR 

functions and project management.  

 

Developing specific governance skills is easy as 

most boards have subscribed to our service, 

which means that there is a variety of training 

sessions and workshops for you to attend to make sure you are able to develop your 

knowledge of issues affecting schools.  Details of the training programme are 

available on the service website. 
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Support from your Board and School - Every board, regardless of scale or nature 

of the organisation, should have an induction programme for new members when 

their appointment has been confirmed.  A tour of the site will be particularly helpful 

if you are not already involved with the life of the school.  The chair will also 

introduce you to other members of the board and will help you to understand the 

important issues in the school. 

 

On page 5 & 6 a list of documents and information that you should expect to receive 

or see is given and it’s helpful if the chair, a mentor on the board or the clerk sits 

down with you and explains their importance - ideally not all in one go! 

 

Website and Email access – The school should arrange for you to have a school-

based email account, you must not use your personal address. If your school 

purchases our support package, they should also request that you are given access 

our website. 

 

Governor Allowances - Every board must have a protocol/policy on whether to pay 

allowances to governors/trustees. Expenses may cover the cost of child-minding or 

looking after a dependant relative during board meetings. Travelling expenses to 

attend board meetings are not generally paid but may be paid, in line with HMRC 

guidelines, if a governor/trustee must travel elsewhere on behalf of the board. 

 

Support from your employer -You have the right to reasonable time off for 

governance duties; however, regulation does not stipulate that this must be paid 

time off.  You will need to discuss with your employer if they will allow time off, or 

whether you will have to use annual leave or flexitime.  Most meetings will be held in 

the evening so this shouldn’t necessarily affect your working life but there is an 

expectation that you might be required to attend school during the day regarding: 

 

• A governor/trustee visit to meet either a member of staff or to visit a 

classroom; 

• Attending a school assembly or function; 

• Being part of a recruitment/appointment panel of staff or even a 

headteacher. 

Support from the DfE (Department for Education) -The DfE Website  has a lot of 

information in regard to governance.  A governance handbook is also produced and 

updated by the DfE; copies are available on the DfE website. 

 

 

http://www.gov.uk/government/organisations/department-for-education


 

14 Checked August 2022 
 

CONTACT DETAILS 

SSE Governance  

Address – Support Services for Education, County Hall, Taunton, TA1 4DY 

Email: sgs@somerset.gov.uk 

Telephone: 0300 7906 855 

Website – www.supportservicesforeducation.co.uk 

SSE Governance Team 

 

Sarah Carter – Service Manager 

Marianne Sealey – Service Delivery Officer 

Hannah Smith – Senior Service Delivery Assistant 

Dan Carr – Senior Training Delivery Assistant 

General Contact Details 

Bath and Wells Diocese  

Email: 

education@bathwells.anglican.org 

Telephone – 01749 670777 

Address -  

Flourish House 

Cathedral Park 

WELLS 

BA5 1FD 

 

Clifton Diocese  

Email: 

schoolsandcolleges@cliftondiocese.com 

Telephone – 0117 902 5593 

Address – Clifton Catholic Diocesan          

                 Schools Commission 

                 Alexander House 

                 160 Pennywell Road 

                 Bristol 

                 BS5 0TX 

 

DfE (Department for Education)  

Email – contact via the form on the website 

www.education.gov.uk in the contacts section. 

Telephone – 0370 000 2288 

Address - Department for Education 

                 Castle View House 

                 East Lane 

                 Runcorn 

                 WA7 2GJ 

 

ESFA - Education and Skills Funding Agency 

Email 

www.gov.uk/government/organisations/education-

and-skills-funding-agency  

 

Ofsted (Office for Standards in Education)  

Email – enquiries@ofsted.gov.uk 

Telephone – 0300 123 1231 

Address – Ofsted 

                 Piccadilly Gate  

                 Store Street 

                 Manchester 

                 M1 2WD 

 

Regional School Commissioner (RSC) 

Email: rsc.sw@education.gov.uk  

 

mailto:sgs@somerset.gov.uk
http://www.supportservicesforeducation.co.uk/
mailto:education@bathwells.anglican.org
mailto:schoolsandcolleges@cliftondiocese.com
http://www.education.gov.uk/
http://www.gov.uk/government/organisations/education-and-skills-funding-agency
http://www.gov.uk/government/organisations/education-and-skills-funding-agency
mailto:enquiries@ofsted.gov.uk
mailto:rsc.sw@education.gov.uk

