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Committee Terms of Reference
Need advice?
General guidance – Terms of reference ((
(
The governing body of Longbenton High School carries out much of its business through committees. The governing body decides the constitution, membership and terms of reference of all committees, and must review these annually.
We have three main committees:

· Resources – to include premises and finance 

· Curriculum - to include considerations of general standards in attendance,  progress and attainment 

· Staffing – to include considerations around policies and staffing matters such as performance management and pay

In addition there is a satellite committee that meets jointly with governors from George Stephenson High School to consider our joint Sixth Form. 


It is a good idea for new governors to attend a meeting of each committee so that they can get a good overall picture of how the governing body works.
Each committee must have a chair and a clerk – the governing body will decide whether to appoint the chair or whether the committee should do this. The headteacher cannot be the clerk to a committee but a governor can. 
(
The membership of a committee may include associate members, provided that a majority of members of the committee are governors. At Longbenton this typically means that staff from the school’s SLT attend committees where their responsibilities overlap the work of that committee.

 
Quorum
For committee meetings, the quorum is a minimum of three governors who are members of the governing body.


Meetings
Governing bodies are free to determine how often their committees meet but at Longbenton the committees meet about three times a year with variation on this according to need.

The  minutes of each meeting will be circulated with the agenda for the next ordinary meeting of the full governing body and will be presented at that meeting by the chair (or in his/her absence another member of the committee). Any decisions taken must be determined by a majority of votes of committee members present.

CURRICULUM SUB-COMMITTEE
Terms of Reference

Membership:

At least three governors including the headteacher.

Quorum:

Three governors

Meetings:

Once per term, with additional meetings as necessary

Terms of Reference:

· To ensure the curriculum is broad and balanced, complies with legislation and provides a wide range of subjects, preparing pupils for the opportunities, responsibilities and experiences of later life in modern Britain

· To review progress in relation to the National Curriculum on a regular basis against the priorities of the School Development Plan

· Monitor use, impact and effectiveness of Pupil Premium and other DfE funding

· To liaise with the headteacher/SDP/LA to agree pupil achievement targets in relation to end of key stage statutory assessments, if delegated to this Committee by the full governing body.  If not delegated to this committee, the committee should report back to the whole governing body with recommendations for full governing body approval.
· Where instructed by the whole governing body, to review, analyse and report on progression between key stages and in relation to assessment/achievement data in consultation with the headteacher and appropriate staff members

· To use data available to help to understand trends, strengths and weaknesses compared to other schools and to support improvement

· To have an overview of the curriculum and option choices across Key Stages

· To monitor and evaluate pupil performance using comparative data and school pupil tracking systems (including targeted groups e.g. disadvantaged pupils, looked after children, young carers, ethnic minority, English as an additional language, SEN, travellers, refugees, asylum seekers, excluded pupils)

· To have a rolling programme of review for subject or curriculum policies, including collective worship and the provision of religious education, sex education and PHSE

· To review and monitor policies and procedures that will help all children achieve their potential e.g. disadvantaged pupils, looked after children, children with special educational needs, young carers, gifted and talented, children from BME groups, etc.
· To consider curricular issues which have implications for Resources and Staffing decisions and to make recommendations to the relevant committees or the governing body 

· To review the CPD of staff 

· Monitor progress in meeting the priorities outlined in the School Development Plan;
· Monitor whole school attendance data

· Monitor and review policy on educational visits and ensure that the policy is followed
· To approve arrangements for pupils to be released for work experience. 

· To monitor the attendance of students and data relating to this
· Monitor the SEND provision in the school, including Melrose, and data relating to this.
· Chair to be elected annually.

STAFFING SUB-COMMITTEE

Terms of Reference

Membership:

At least three governors including the headteacher.

Quorum:

Three governors

Meetings:

Once per term, with additional meetings as necessary

Terms of Reference:

	· To ensure that the school has clear HR policies and procedures [having regard to advice from the LA] which are implemented and operated in school appropriately – including any necessary employee consultation;

· To ensure that school policies and procedures comply with the appropriate equality and diversity legislation – for example Sex, Race, Disability, Age, Religion & Belief, Sexual Orientation, etc.  Schools will usually have agreed a Single Equality Scheme based upon guidance from HR;
· Reporting of incidents of a racist nature, of bullying and of violence towards staff.
· Reporting data relating to exclusions and other behaviour incidents.
· To keep under review the staffing structure in consultation with the headteacher and the Resources Committee;

· To establish and annually review a Pay Policy for all staff in conjunction with Resources Committee;

· To ensure that annual salary assessment forms are completed for all teaching staff with details of their position on the salary spine effective from 1st September 

· To keep under review staff work/life balance, working conditions and well-being, including a general overview of absence monitoring;

· To ensure that aspects of safeguarding children, including DBS checks for staff and volunteers, are incorporated in to all practices and policies of the school in line with safeguarding children - safer recruitment training undertaken by relevant staff and governors 
· To ensure that the school has an appropriate induction policy/procedure for all staff in school and that this is embedded in practice;

· To make all necessary arrangements for the appointment of the headteacher/deputy headteacher if delegated by the governing body and in consultation with H.R;

· To ensure the arrangements for Performance Management/Threshold Payments are implemented for all staff by the appropriate deadlines and to ensure there is an established mechanism for the Headteacher to feedback to governing body annually;

· To receive reports on extended services where appropriate.

· To ensure that an appropriate teacher has been designated by the Headteacher with responsibility for Child Protection.

· Chair to be elected annually.





RESOURCES SUB-COMMITTEE

Terms of Reference

Membership:

At least three governors including the headteacher.

Quorum:

Three governors

Meetings:

Once per term, with additional meetings as necessary

Terms of Reference:

	· To establish and maintain a three-year financial strategy, having particular regard to the School Development Plan, approved by the full governing body;

· To consult with the headteacher and consider the out-turn figures for the previous year and draft the first formal budget plan of the financial year by 31st March;

· Where approval of the final budget is delegated to the Resources Committee, the Resources Committee will submit on behalf of the whole governing body a final budget plan to the LA by 31st May;

· Ensure that the school budget:

· is realistic and affordable in relation to available resources and cash flows

· reflects the school development plan

· is consistent with longer term financial plans (including recovery of deficits or saving for future developments);

· To periodically review the budget and report on any changes, anomalies and updates on income and expenditure to the whole governing body;

· To keep under general review the staffing structure of the school and to recommend to the governing body the financial limits for salaries and wages within the overall school budget;

· To vire between budget headings during the course of the year, within the delegated limits specified by the whole governing body;

· To fulfil the requirements of financial good practice identified under SFVS;

· To agree the level of delegation to the headteacher for the day-to-day financial management of the school;

· To ensure the principles of Best Value are taken into account in relation to procurement and/or competitive tendering for services/contracts/service level agreements in accordance with agreed delegation arrangements of the whole governing body (see Best Value Statement);

· To ensure that school staff are given opportunities to declare any pecuniary interests in possible contracts, procurements, etc.  (e.g. Form available on Intranet – Corporate info/HR Policy and Procedures/Declaration of Interests);

· Maximise potential for attracting external funding from grants, sponsorship and income generation ensuring timely submission of applications;

· To monitor expenditure of all voluntary funds kept on behalf of the governing body;

· To ensure, as far as is practical, that Health and Safety issues are appropriately prioritised;

· To advise the governing body on the school’s charging policy, including lettings, financial support for educational visits, and expenses;

· Where appropriate, review annually the Finance Policy  (Example Proforma Finance Policy available in the Financial Guidance Manual section 9);

· To authorise signatories for the school bank account;

· To authorise items of petty cash spend in excess of £50;

· To monitor School Fund Account;

· To approve arrangements for the audit of funds received from sources other than the LA;

· To sign and send to FSU a Best Value Statement when the Budget Plan is submitted;

· To complete a Statement of Internal Control (SIC) at the end of the year;

· To maintain an up to date register of business/pecuniary interests for governors;

· To receive reports on extended services and ensure that budgets are managed appropriately.
· Chair to be elected annually.



Premises:

· To monitor major repairs or maintenance;

· To seek to improve the use of the school premises and land;

· To establish and keep under review an Accessibility Plan which complies with the schools Disability Equality Scheme;

· Discuss arrangements for the letting of school premises and the use of premises outside normal school hours, e.g. where school is used for extra curricular activities or within the framework of Extended Schools;

· To oversee arrangements, including Health and Safety, for the use of school premises by outside users, subject to governing body policy;

· Where school is undertaking a major capital build the Premises Committee may be given specific delegated responsibilities in relation to decision making or finance by the governing body. 

· To receive feedback regularly from the staffing H & S committee/group – particularly relevant for foundation/trust schools;

· To monitor compliance with all current health and safety legislation;

· To ensure that all staff receive appropriate Health & Safety information and training.

· To ensure that the governors and the staff have identified the risks currently faced by the school and the measures necessary to manage serious risks;  

· Ensure that the school has established a register of potential risks and consequences and that this is updated on a regular basis and the impact is monitored; 

· To monitor the accident and incident reports within the school;

· To ensure that mechanisms and timetables for inspecting the school buildings and grounds, in respect of health and safety standards, are in place;

The Resources Committee may delegate the following to the Chair of the Committee:

· Signing the annual accounts and Statement of Internal Control (SIC) on behalf of the governing body;

· Assist in the preparation of the annual budget for the school; 

· Best Value Statement;

Consider strategic financial issues on behalf of the governing body.
Post-16 Committee

Membership:

Up to three governors plus the headteacher of each of the two schools.

Quorum:

Three governors

Meetings:

Once per term, with additional meetings as necessary

Terms of Reference:

	· To ensure the Post-16 curriculum is broad and balanced, complies with legislation and provides a wide range of subjects, preparing pupils for the opportunities, responsibilities and experiences of later life in modern Britain. 

· To review progress on a regular basis against the priorities of the Post-16 Development Plan.

	· To review, analyse and report on progression, recruitment and retention between Key Stage 4 and 5 and in relation to assessment/achievement data in consultation with the headteachers and appropriate staff members.

· To use data available to help to understand trends, strengths and weaknesses and to support improvement. This will involve looking at the data collectively as two schools at times but also as individual schools.

	· To monitor and evaluate pupil performance using comparative data and tracking systems.  This to include subject level data so that governors can challenge departmental performance. 

· Chair to be elected annually.



Terms of Reference for Panel Hearings
Membership [not less than 3]

Any three governors from a pool of governors [comprised from the whole governing body], who are:

1. Suitably qualified to undertake the role, and 

2. Available on the date specified

The Headteacher is disqualified from serving in this role.
Any governor having a connection with either a pupil, a member of staff or the incident in question which could affect their ability to act impartially, should not serve on the panel.

Terms of Reference:

· To make any decisions under the Governing Body’s personnel procedures e.g. disciplinary, grievance, capability where the Headteacher is the subject of the action.
· To make any decisions under the Governing Body’s personnel procedures e.g. disciplinary, grievance, capability, unless delegated to the Headteacher.
· To make any determination or decision under the Governing Body’s Complaints Procedure for Parents.
· To consider any appeals against a decision to dismiss a member of staff or to a decision short of dismissal e.g. disciplinary, grievance or capability.
· To make any determinations on behalf of the Governing Body in relation to staff redundancy and redundancy appeals.
· To consider any representations by parents in the case of an exclusion (parents/guardians no not have to be invited).
· To consider the appropriateness of any permanent exclusion or fixed term exclusion which totals 15 days or more in one term or where a pupil is denied the chance to take a public examination (parents/guardians must be invited).
· All panels to be convened by the Clerk to the Governing Body.

NB Any governor who has participated on a panel for a staffing decision, cannot sit on the appeal panel

Terms of Reference of the Headteacher Appraisal Group
Membership [2 or 3 governors]
Neither the Headteacher nor staff governors may serve on this group.
Terms of Reference:
· To meet annually with an independent advisor to discuss and determine the Headteacher appraisal objectives for the coming year (the planning meeting).
· To review, with the support of the independent advisor, the performance of the Headteacher against the agreed appraisal objectives and determine the recommendation on pay progression (the review meeting).
· To prepare and agree the Headteacher appraisal review statement, and report to the governing body.
· To monitor through the year the performance of the Headteacher against the agreed objectives and to ensure that appropriate support and development opportunities are provided.
· To make recommendations to the Finance pair/team/etc in respect of pay progression.
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