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Experience has shown that all governors need a strong commitment to the role and to improving 

outcomes for children, the inquisitiveness to question and analyse, and the willingness to learn. Our 

Governors are expected to contribute to the work of the governing body in securing excellent 

outcomes for all children and young people in the school by: 

• Setting the school’s vision, ethos and strategic direction 

• Holding the Headteacher to account for the educational performance of the school and its pupils;  

• Overseeing the financial performance of the school and making sure its money is well spent. 

These three aspects of the governor’s role and responsibility are explored in more detail during 

Introduction to Governance, the course provided by Strictly Education 4S which all new governors 

are required to attend, but it should not be forgotten, nor lost sight of, that everything that governors 

do should aim towards the improvement of pupil performance. 

All Governors 

• Commitment – Whilst governors are volunteers, they have made a commitment to all pupils in the 

school and it is vital that they recognise that they need to have the time to attend meetings, visit 

the school and engage in development and training. 

• Meetings of the governing body – there is a statutory requirement for governing bodies to meet 

three times per school year, but governing bodies can choose to meet more regularly, according 

to their needs and we usually have 8 Full Governing Body meetings.   

 

• Reading/preparing for meetings – governors do not need to be education experts but in order to 

understand the role, there is an expectation that governors read papers in preparation for meetings 

as well as communications from all associated Governing body organisations (e.g. Strictly 4S, 

NGA) and other documents as the need arises. 

 

• Committees/Panels – most governing bodies organise much of their work through committees 

and currently the school has a Finance Committee which meets 4 times a year and also a Pay 

Review Committee which meets usually just once per year. The school welcomes any governor 

expressing an interest in joining a committee.  There may be occasion when governors are asked 

to assist with panels which may be for staff recruitment or other purposes.  

• Visits – visits to the school are an essential part of getting to know how the school works and to 

experience first-hand how those aspects discussed in meetings operate in practice. They also 

provide governors with the vital opportunity to engage in directly monitoring the work of the school 

and contributing to the school’s self-evaluation.  

• Training/Development – continuous professional development (CPD) of teaching and learning 

staff in schools is vital in delivering school improvement and so in the same way is professional 

development of governors. Please take all opportunities to engage in training and development 

activities. The current training programme is provided by Strictly Education 4S Education who will 

email you details of “Better Governor” CPD courses and training. 

 

• Support/Friendship – governors are expected to be friends and supporters of the school and their 

attendance at a range of school events is always appreciated. 
 

Governors may also find the following documents useful: 
 

DfE Constitution The Competency Framework Governor’s Handbook 

   

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/583733/Competency_framework_for_governance_.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/925104/Governance_Handbook_FINAL.pdf


The Chair of Governors 

Being a chair of Governors is a key role in the leadership and management of school and governing 

bodies (GB) are central to the effectiveness of school.  To be effective, the Chair needs a good 

understanding of the role and its responsibilities, so the school gains maximum benefit from the work 

that the GB does.  An effective Chair of Governors:  

• Leads effective governance: gives the governing body a clear lead and direction, ensuring that 

the governors work as an effective team and understand their accountability and the part they play 

in the strategic leadership of the school and in driving school improvement. 

• Builds the team: attracts governors with the necessary skills, ensuring that tasks are delegated 

across the governing body so that all members contribute, and feel that their individual skills, 

knowledge and experience are well used and that the overall workload is shared. 

• Relate to the headteacher: Acts as a critical friend by offering support, challenge and 

encouragement, holding the headteacher to account and ensuring the headteacher’s performance 

management is rigorous and robust; a good comparison is with the role of the chair of a board of 

trustees who works with the chief executive of an organisation but does not run day-to-day 

operations. 

• Improves the school: ensures school improvement is the focus of all policy and strategy and that 

governor scrutiny, monitoring and challenge reflect school improvement priorities. 

• Leading the business: ensures that statutory requirements and regulations are met, that the 

school provides value for money in its use of resources and that governing body business is 

conducted efficiently and effectively. 

 

The Vice Chair of Governors 

The Vice Chair is an important role as they deputise for the Chair in their absence and, as such, should 

be aware of issues that are present and pending.  They should work closely with the Chair to establish 

a constructive relationship and share responsibilities. 

 

Full Governing Board Meetings 

Governors meet 8 times a year - Housekeeping Meeting at the beginning of the Autumn Term, one 

Achievement & Standards and one Resources meeting per term and a Business meeting at the end 

of the Summer Term. 

Achievement & Standards  

These meetings focus on progress and achievement, data analysis, impact of SDP priorities, learning 

and teaching and curriculum learning.   

Resources 

These meetings focus on Finance, Human Resources, , the impact and use of Pupil Premium and 

Sports funding expenditure, Performance Management, Buildings, Health and Safety, and resourcing 

regarding vulnerable groups of children 

Senior leaders responsible for these areas of the SDP attend these meeting to give governors a 

chance to ask questions about their report to the GB. 

 



Committee Meetings 

Finance Committee 

The role of the Finance Committee is to take responsibility for the strategic financial decisions that are 

made in the context of how the school is run and to support the Headteacher and School Business 

Manager with the financial management of the school budget and one of the three core functions of 

Governance: “Overseeing the financial performance of the school and making sure its money is well 

spent”. Further details about the membership of the committee can be found within the Terms of 

Reference. 

Pay Committee  

The Pay Committee members agree recommendations of the Headteacher for all teachers.  This 

should be clerked by a professional clerk rather than be clerked by one of the committees. 

 

Appeals and Complaints 

These are ad-hoc committees and follow through the complaint’s procedure. 

 

The Role of Clerk to the Governing Body 

• Provide advice to the GB on governance, constitutional and procedural matters 

• Provide effective administrative support to the GB and its committees 

• Ensures the GB is properly constituted 

• Manage information effectively in accordance with legal requirements 

• Draft minutes of FGB and committee meetings 

• Circulate the reviewed draft minutes to the Headteacher, all governors and committee members as 

agreed with the GB and within the timescale agree with the GB – usually two weeks 

• Follow up on agreed action points with those responsible and inform the Chair of progress 

 

 

Roles & Nominations 

During the summer term, the Clerk to Governors will send out an e-questionnaire to all Governors.  

This e-questionnaire will involve Governors completing an updated skills audit as well as giving 

Governors the opportunity to reflect on their year in office as well as make considerations for their 

future commitment to the school and governing board.   

Governors are encouraged to complete this e-questionnaire as honestly and openly as possible so 

that it can be shared with the Headteacher and Chair of Governors in readiness for the Housekeeping 

meeting in the autumn term where nominations and considerations for the Chair, Vice Chair and other 

Link Governor roles will be discussed.  

 The Governing Body supports the process of either self or peer nomination for the role of Chair and 

Vice Chair, however, if peer nominations are taking place, Governors must have spoken to the 

individuals being nominated prior to the Housekeeping meeting.   

 

 

 



The process of voting for Chair or Vice Chair is as follows: 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Link Governor Roles & Visits 

At Horley Infant School we value the strategic role played by Governors; visits by Governors during 
the school day will give an important insight to the school.  Governors are required to monitor and 
evaluate the progress that the school is making towards agreed priorities and targets.  If Governors 
are to carry out their role, they need to have an understanding of the school’s work and a feel for the 
dynamic. There may be times where restrictions have been put in place for visits on a national or local 
level for Governors; the school and Governing Body will follow these restrictions if/when appropriate.  
Governors are linked to the School Development Plan as well as other areas of school improvement 

or importance such as: 

• Safeguarding (including Online safeguarding, LAC)  

• Premises / Health & Safety 

• SEND  

• Premises & Health and Safety  

• Pupil Premium & Sports Premium 

• Mathematics 

• English 

 

Clerk sends e-questionnaire to 
Governors including deadline for 

self and peer nominations.  

Nominations are received, and 
the election is added as an 

agenda item for the next FGB.  

At the meeting, the Clerk reads 
out the candidates’ names and 

asks for any further nominations.   

Candidates put forward their 
case for being elected to the rest 

of the governors.   

Candidates leave the meeting.   

Governors discuss the 
candidates’ suitability. 

The Clerk hands out ballot 
papers.  

Votes are cast and returned to 
the Clerk.   

The Clerk counts the ballot.   

The Clerk announces the result 
of the election. 



Link Governors should take an active role within contributing towards the monitoring and evaluation 

of their area of linked responsibility. They should focus on ascertaining the impact of the school’s 

policy and practice alongside the linked staff member. This could take place through policy reviews, 

virtual meetings, joint learning walks, data analysis and other scheduled monitoring arrangements 

detailed within the annual link governance document. Each aspect requires Governor monitoring 

forms to be completed afterwards, which are part of the record of strategic oversight Ofsted will 

consider when it inspects the school.  

 

Purpose 
Visits are not about judging the quality of teaching, that is the responsibility of the Headteacher, nor 
is it about pursuing a personal agenda.  There should always be a clear purpose, e.g. 
 

• Linked to the School Development Plan. 

• To update awareness of school practice. 

• To a Governor’s responsibility or link governor role  - this might include any policies that may be 
linked to their role. 

 
Before the visit 

• Governors should advise the Headteacher/Senior Leader/Staff Link of their visit. 

• Agree the focus of the visit with the Headteacher 

• Ensure they are familiar with health and safety procedures including what to do in the event of a 
fire or lock down. 

• Agree the process of feedback to teachers, Headteacher and Governors. 
 
During the visit 

• We recognise that Governors’ time is valuable, therefore negotiate a mutually convenient time for 
the visit, for discussion with the class teacher or Headteacher.   

• Always wear a visitors/Governors lanyard. 

• Get involved if the teacher has agreed that this would be appropriate but avoid taking on a teaching 
role. 

• Try to avoid being conspicuous, you do not want to distract the children. 

• Avoid taking copious notes. 

• Recognise that sometimes it might be appropriate for you to leave the classroom should a situation 
occur which might become more problematic e.g. a behaviour outburst. 

• Respect confidentiality. 

• Any concerns arising from the visit must be discussed with the Headteacher/class teacher 

• If you have a child in school, decide if it is appropriate for you to visit their class. 

• Generic questions you may wish to ask pupils. 
How does your teacher help you to learn? 
What is best about your learning? 
How do you know when you’ve done some good learning? 
What stops you learning? 
How do you know what you need to learn next? 
Who do you talk to about your learning? 
When do you think about learning? 
What would help you to learn better? 
How do you help to plan your learning? 
Is there anything that you would like to learn about school? 
What’s the most exciting thing you’ve learnt this week? 

 
After the visit 

• Discuss what you have observed with the class teacher/linked staff member; use this opportunity 
to clarify any issues you are unclear about. 

• Make notes as soon as possible after the visit while it is still fresh in your mind. 



• A short, verbal overview of the written report should be presented at the next Full Governors’ 
Meeting.  Templates can be found on GovernorHub; comments should be restricted to the area of 
focus.  The report should be circulated to and approved by the Headteacher before the meeting. 

 
Areas to comment upon may include: 

• Interviews with pupils 

• Observation in class, outside, playtime 

• Displays 

• Tour of the school  

• Work sampling 

• Planning documents 

• Policy reviews 
 
Link Governors will aim to: 

• Meet/liaise with the member of staff linked to their area of monitoring at least once each term. 

• Attend at least one school event each year. 

• Provide written and verbal feedback on all meetings/visits through the governors’ meeting. 

• Arrange visits/meetings through their link staff member. For staff in school, the format is usually 
firstname.surname@horley.surrey.sch.uk  

 
Through providing link governors within key areas of school, the governing body will create the 
mechanism to raise the profile of individual areas in governing body meetings.  Governors, individually 
and collectively, will have a greater insight and knowledge of the school, subject policies, 
achievements, staff and of their concerns.  This can only be achieved by establishing mutual trust and 
respect between governors and staff at departmental level, which is a prime motivation for governors. 
 
Governors benefit enormously from visits to the school/classroom to observe practice first hand in 
order to further their knowledge and enable them to better discharge their responsibilities. However, 
Governors are not inspectors and they are not qualified to judge the quality of what they see in the 
classroom and it is not their responsibility to do so. Similarly, we appreciate that some Governors find 
it more challenging to visit school due to their other commitments however they should visit school on 
a minimum basis of once a year.  
 
Ofsted inspectors, in order to make their judgements, are mindful of the three key roles that governors 
should fulfil: 
 

Setting the school’s vision, 
ethos and strategic direction; 

Holding the headteacher to 
account for the educational 

performance of the school and 
its pupils; 

Overseeing the financial 
performance of the school and 
making sure its money is well 

spent. 

 
 
In order to fulfil this role, and fully discharge their statutory responsibilities, governors need to visit the 
school and see it at work.  For this purpose strategic priorities or high profile areas within the school 
have been allocated a link governor. 

mailto:firstname.surname@horley.surrey.sch.uk

