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Dear Chair
Being a chair of governors is a key leadership role and governing bodies are central to the effectiveness and accountability of schools. To quote the Governors’ Handbook, published by the Department for Education, “governors are the strategic leaders of our schools and have a vital role to play in making sure every child gets the best possible education”. 

The quality of governance is now a significant part of the overall judgement about how effectively and efficiently a school is led and managed. The role of the chair of governors, leading the governing body and working in partnership with the headteacher while holding him/her to account, is pivotal to the leadership of the school. 
Below we have listed some questions and ideas that we think will help you to become familiar with your school, governing body and subsequently more comfortable and confidant in your role as a chair.  

It may be that you already have some or all of this information, if this is the case we have left a blank section so that as the session progresses, you can note any items that are mentioned that you would like to follow up afterwards.  This process is seen as an investment which leads to more effective governance.

	 Effective Chairing

	Yes/No?
	Any Action Required or Suggestions

	The first few weeks
	
	

	Have you met with the headteacher?
	
	

	Have you met with the clerk to discuss the arrangements for managing the business?
	
	

	If possible meet with the outgoing chair?
	
	

	Have you booked or attended training for new chairs?
	
	

	Have you considered using another chair from within your cluster as a mentor?
	
	

	As a new chair you bring a different perspective, consider if the way the governing body conducts its business enables the focus to be clearly on the strategic direction of the school and improving its performance?
	
	

	Leading and Developing your team


	
	

	Are you aware of the election/appointment process of the various roles of governors and associate members?
	
	Advice can be sought from your clerk or the Clerks’ Handbook:

http://www.cumbria.gov.uk/childrensservices/schoolsandlearning/governorservices/InformationforClerks.asp 

	Have all governors received induction?
	
	Model Induction Pack:
http://www.cumbria.gov.uk/childrensservices/schoolsandlearning/governorservices/InformationforClerks.asp 

	Ensure a Code of Conduct is in place for governors to sign up too?
	
	Code of Conduct:

http://www.nga.org.uk/Guidance/Legislation,policies-and-procedures/Model-Policies/Code-of-Practice.aspx 

	Have you reminded the governing body members of the corporate nature of the governing body, whatever the discussion, the decision is a corporate decision made by the entire governing body?
	
	

	Have you reminded the governing body members of the need for confidentiality?

	
	

	Ensure the governing body has the range of skills required to perform its statutory roles and responsibilities? 
	
	Skills Audit:

http://www.nga.org.uk/Guidance/Workings-Of-The-Governing-Body/Governance-Tools/Skills-Audit.aspx 

	Ensure that governors feel valued and encourage their development?
	
	Training Programme:
http://www.cumbria.gov.uk/childrensservices/schoolsandlearning/governorservices/trainingprogramme.asp
Consider appointing a Training Link Governor:

	Ensure the governing body conducts a self-review annually to identify any skill gaps in the governing body?
	
	Governing body Health Check:
http://www.cumbria.gov.uk/childrensservices/schoolsandlearning/governorservices/improving.asp 

	Are roles and tasks delegated, ensuring all governors are involved?
	
	

	Are all members of the governing body attending meetings and if not, has this been discussed/raised?
	
	

	Do you have open and honest conversations with governors who are not seen as contributing or contributing positively to the team?
	
	Governor appraisal:

	During a meeting do members listen to each other, and where there are differences of opinion, are these dealt with openly and honestly?
	
	

	Is the chair of governors and chairs of committees elected each year?
	
	Model procedure for the election of chair and vice chair in the Clerks’ Handbook:
http://www.cumbria.gov.uk/childrensservices/schoolsandlearning/governorservices/InformationforClerks.asp 

	Is there succession planning in place for the role of chair of governors and chairs of committees?
	
	

	Do you allow others to take the lead according to the situation and others’ particular strengths?
	
	

	Evaluate your own leadership?
	
	Chair peer to peer review:

Support from your cluster.

	Do you conduct exit interviews for members of the governing body who leave before their term of office expires?
	
	

	Building the relationship with the headteacher and ensuring accountability
	
	

	Are you clear about the role of the headteacher in relation to the day to day management of the school and the governing body’s role in the strategic leadership of the school?
	
	

	Have you had a conversation with the headteacher as to what s/he expects from you and what you expect from her/him?
	
	

	Do you work in partnership with the headteacher, developing a professional relationship by providing regular contact, appropriate support, encouragement and challenge?
	
	

	Meeting the headteacher regularly to discuss issues and priortise business, does the arrangement for keeping in touch suit both parties?
	
	

	Do you have in place a policy for performance appraisal of the headteacher?
	
	

	If you are governing in a federation or Multi Academy Trust, are the lines of accountability for each school’s performance clear?
	
	

	Leading the business of the governing body
	
	

	Ensure that at least 3 full governing body meetings are held per year?
	
	Best practice:  meetings should last no longer than 2½ hours.

	Do you plan with the headteacher and the clerk a timetable of meetings for the year ready for the governing body to consider and agree; include committee meetings in the cycle, timed so that their minutes can be circulated for the next full governing body meeting and is in line with the school’s development cycle?

	
	

	Ensure you have regard to the work life balance of governors and school leaders when setting the timing of meetings?

	
	

	Do you set the meeting agenda with the headteacher and clerk at least 2 weeks in advance?
	
	

	Ensure the agenda is focussed on school improvement issues and priorities?


	
	

	Are items which are for information only, discussion/decision or any items that may be deemed as confidential clearly identified?
	
	

	Ensure agenda and papers are circulated at least 7 days in advance of meetings; allowing members time to prepare for meetings?
	
	

	Ensure you read and are familiar with the agenda and papers before a meeting?

	
	

	Do you start meetings on time?
	
	

	Ensure good time management at meetings?
	
	Possible times against items on agenda:

	Follow the agenda, try to keep members on track and avoid distractions?
	
	Useful phrases:

· Can we get back to the agenda?

· We seem to be losing sight of the main point, recap…
· Can we now go on to …?

· If no one else has anything new to add can we move onto point 2 on the agenda?

	Ensure that discussions do not get heated and that everyone has a voice but no one is allowed to dominate discussions?
	
	Useful phrases:

· Thank you for your contribution but we must move on.

· Thank you for your comments others may want to respond.

· You have raised some interesting points would anyone like to respond 

· To sum up …?

	Exercise a second (or casting) vote on any matter where the voting is equally divided, except in the vote for election of chair when the clerk will chair the item.


	
	

	Is work delegated effectively to committees and individuals?

	
	

	Be firm with ‘Any other business’ which may or may not be included, as a heading on your agenda.  As chair you can decide whether an item is discussed whilst taking the governing body comments into consideration.  
	
	

	Ensure draft minutes reflect all discussion points, decisions and subsequent actions?
	
	

	Ensure that procedures are established for reporting to full governing body?

	
	Template for completion following a visit to the school:

	Ensure decision making and processes are transparent in the minutes?
	
	Model procedure for the election of chair and vice chair in Clerks’ Handbook:
http://www.cumbria.gov.uk/childrensservices/schoolsandlearning/governorservices/InformationforClerks.asp 

	Agree the minutes of full governing body meetings with the headteacher and clerk so that they can be circulated to governors as draft minutes to be ratified at the next meeting?
	
	

	Exercise decision making only in cases of emergency ie only if a delay in exercising a decision would likely to be seriously detrimental to the school, pupil or their parent or any member of staff and ensuring that you report back to the governing body in the making of these decisions?
	
	

	Does the vice chair share some of the chair’s business?
	
	

	Working with the clerk
	
	

	Has your clerk attended any training?
	
	Details of NGA accreditation:

http://www.nga.org.uk/Services/ConsultancyandTraining/For-clerks/National-Clerk-s-Development-Programme.aspx 

	Does your clerk know where to get support?
	
	Cluster or Governor Support Team:

http://www.cumbria.gov.uk/childrensservices/schoolsandlearning/governorservices/InformationforClerks.asp 

	How is your clerk’s performance managed?
	
	Appraisal:

	Do you seek procedural advice on governance matters from the clerk if needed?

	
	


	Personal Plan


	Where to look, who to ask?

	Sources of support, list of links to various websites with useful information, documentation etc

	Governor Support Website:
http://www.cumbria.gov.uk/childrensservices/schoolsandlearning/governorservices/SchoolandGoverningBodySupport.asp 

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


The Seven Principles of Public Life 
(originally published by the Nolan Committee:  The Committee on Standards in Public Life was established by the then Prime Minister in October 1994, under the Chairmanship of Lord Nolan, to consider standards of conduct in various areas of public life, and to make recommendations). 
Selflessness 
Holders of public office should act solely in terms of the public interest. They should not do so in order to gain financial or other material benefits for themselves, their family, or their friends. 
Integrity 
Holders of public office should not place themselves under any financial or other obligation to outside individuals or organisations that might seek to influence them in the performance of their official duties. 
Objectivity 
In carrying out public business, including making public appointments, awarding contracts, or recommending individuals for rewards and benefits, holders of public office should make choices on merit. 
Accountability 
Holders of public office are accountable for their decisions and actions to the public and must submit themselves to whatever scrutiny is appropriate to their office. 
Openness 
Holders of public office should be as open as possible about all the decisions and actions that they take. They should give reasons for their decisions and restrict information only when the wider public interest clearly demands. 
Honesty 
Holders of public office have a duty to declare any private interests relating to their public duties and to take steps to resolve any conflicts arising in a way that protects the public interest. 
Leadership 
Holders of public office should promote and support these principles by leadership and example. 
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