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Alpha Trust Mission
The mission of Alpha Trust is to prepare resilient and
responsible citizens and future leaders who are able to
compete in a global economy. We have high expectations of
our students and staff. We promote ambition and
commitment to ensure that students of all abilities achieve
outstanding outcomes. We are committed to excellence whilst
acting with integrity and compassion and are unashamedly
ambitious for the future success of our students.
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Alpha Trust Vision
Our vision has school improvement at the core of every decision we take ensuring every
child is given the opportunity to achieve outstanding outcomes. We will achieve this by:

















Securing the MAT mission, vision and strategy whilst balancing the autonomy of the
trust’s individual schools.
Building relationships with other MATs and stakeholders, both regionally and
nationally.
Creating a centre of educational excellence and innovation.
Training, recruiting and retaining teachers, leaders and support staff through high
quality professional development.
Providing outstanding teaching and learning of a broad, well-balanced and
personalised curriculum.
Ensuring that students of all abilities and different groups of children achieve
outstanding outcomes.
Establishing work and perseverance, “diligentia et constantia”, so that learning takes
place in an orderly, disciplined atmosphere.
Providing the highest quality education for all students to enable them to achieve
excellence in public examinations.
Developing leadership, entrepreneurial and appropriate technological skills together
with the ability to communicate effectively.
Developing students’ understanding of our economic and political environment and
the wider natural environment.
Providing outstanding pastoral care which nurtures emotional health and wellbeing.
Enabling students to cope emotionally, physically and spiritually with the pressures
and demands of life.
Developing effective, caring individuals who are valued, feel safe and secure, who
have compassion and who have respect for social, moral, spiritual and British values
in a multi-cultural society.
Providing access to the highest quality further education and employment.
Requiring that services are delivered efficiently and represent outstanding value for
money.

Alpha Trust Values
As a family of schools we are working collaboratively to celebrate and nurture both the
similarities and distinctiveness of each school’s ethos and values. We celebrate the
uniqueness of all students through outstanding pastoral care, academic challenge and
inspirational teaching. Each child is supported to flourish and make a positive contribution to
the communities they serve.
We expect that all members of Alpha Trust respect and model our core values:
Integrity and
Honesty

Compassion

Ambition

Commitment

Respect

Resilience

Optimism

Loyalty
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FOREWORD
Governors and Trustees play an important role in ensuring the best possible educational
outcomes for children and young people. Thank you for volunteering to take on the
responsibilities of governance and to play a part in ensuring that Alpha Trust delivers
successful outcomes for all its young people. This handbook sets out what is expected of
Alpha Trust Trustees and Local Governors and outlines the support available to enable them
to excel in their roles.
Alpha Trust's Mission, Vision and Values reflect the shared principles and ethos of each
school in our partnership; we believe that every child in our schools can achieve the highest
academic standards whilst enjoying a vibrant, broad and balanced curriculum. We are
committed to excellence in all that we do and are unashamedly ambitious for the future
success of our students.
Strong governance is an essential element in Alpha Trust achieving and delivering these
aims. Each of the trust's Local Governing Boards (LGBs) is expected to make a key
contribution to the overall robustness of the Trust through their work in supporting and
promoting school improvement and in maintaining outstanding standards in their respective
schools.
Each of our schools retains their own distinctive features to meet the needs of the
communities which they serve and each school LGB has been delegated certain
responsibilities by the Board of Trustees to reflect this. Alpha Trust has school improvement
at the core of every decision we all take, professional leaders and governance volunteers
alike. Governors and Trustees play a key role in supporting and developing Alpha Trust’s
unique partnership of organisations which forms the solid foundation to ensuring this
success.

Gillian Marshall
CEO, Alpha Trust
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The Alpha Trust Governance Handbook for Trustees and Governors is in two parts –
‘Alpha Trust Governance Information’ and ‘Effective Governance’.
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INTRODUCTION
General
The purpose of school governance is to provide confident, well-informed, strategic
leadership and to create robust accountability, oversight and quality assurance for
educational and financial performance. Alpha Trust aims to develop and support both our
Board of Trustees and our Local Governing Boards (LGBs) so that they can discharge their
three core functions, as defined by the Department for Education:
•
•
•

Ensuring clarity of vision, ethos and the strategic direction of the Trust and its
schools
Holding school leaders to account for the educational performance of their
school and its students and the performance management of staff
Overseeing financial performance and ensuring value for money

As they go about fulfilling their roles and responsibilities, Alpha Trust Trustees and
Governors are required to uphold and work in accordance with the Trust’s Values and Vision
and in addition:
•
•
•
•
•
•
•
•
•
•
•

to develop the knowledge and skills that will enable them to make well-informed,
effective contributions to the governance of the Trust and of its respective academies
to understand what constitutes the operational and strategic balance across the MAT
and hence the difference between strategic and operational decisions
as Trustees, to make decisions that are in the interests of Alpha Trust and not to be
partial.
as Governors, to make decisions that are in the interests of the school and not to be
partial.
to be open about the decisions they make and the actions they take and to be
prepared to explain their decisions and actions to interested parties
to sign and adhere to the Alpha Trust Trustees and Governors Code of Conduct
to fulfil their duties in line with the seven principles of public life - The Nolan
Principles (see the section on effective governance)
to be mindful of their legal responsibilities, in particular in relation to safeguarding,
child protection and to equality legislation
to respect strict confidentiality at all times
to work as a team and be able to blend challenge and support for their respective
areas of responsibility
to keep themselves well-informed about the education sector in general and its
national and local contexts

This Handbook is based on advice, guidance and statutory requirements from the following:
• The Governance Handbook 2019 (DfE publication)
• A Competency Framework for Governance (both Department for Education, 2017).
Both available at: https://www.gov.uk/government/publications/governance-handbook
•

The School Governance (Roles, Procedures and Allowances) (England) Regulations,
2013. Available at:
http://www.legislation.gov.uk/uksi/2013/1624/contents/made

In addition, the new Ofsted framework, 2019, can be found at:
https://www.gov.uk/government/publications/education-inspection-framework
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Eligibility
Any person over the age of 18 is eligible to hold the role of Trustee or Governor. However,
no current student of any of the Trust’s schools can serve as a Trustee.
There are certain circumstances which would make a person ineligible for the role of
Member, Trustee or Governor and if already appointed would cause them to immediately
cease being a Member, Trustee or Governor. Ineligibility occurs if a person:






















is or becomes disqualified from holding office under the Articles of Association
is or becomes incapable by reason of illness or injury of managing or administering
their own affairs
is absent from all meetings held within a six month period without the permission of
the Trustees or the relevant LGB and the Trustees or LGB resolves the person in
question must vacate their office
is or becomes disqualified from holding office as a Governor of a school
is included in the list of teachers or workers considered by the Secretary of State as
unsuitable to work with children or young people
is paid to work at any school and is the subject of disciplinary proceedings in relation
to his or her employment
has not provided a criminal records certificate at an enhanced disclosure level under
section 113B of the Police Act 1997
is barred from any regulated activity relating to children
is or becomes bankrupt or makes any arrangement or composition with his/her
creditors generally; is the subject of a bankruptcy restrictions order or an interim
order; or their estate has been sequestrated and the sequestration has not been
discharged, annulled or reduced
is subject to a disqualification order or a disqualification undertaking under the
Company Directors Disqualification Act 1986
is convicted of any criminal offence (other than minor offences under the Road Traffic
Acts or the Road Safety Acts for which a fine or non-custodial penalty is imposed or
any conviction which is a spent conviction for the purposes of the Rehabilitation of
Offenders Act 1974)
has been fined for causing a nuisance or disturbance on any school premises during
the 5 years prior to or since appointment or election as a Trustee or LGB Member
refuses to an application being made to the Disclosure and Barring Services (DBS)
for a criminal records check
commits a serious breach of the code of conduct or any standing order or protocol
implemented by the Board of Trustees
resigns his/her office by notice in writing to the chair
in the case of a Principal/Headteacher, they cease to be the Principal/Headteacher
in the case of a LGB Member, their term of office expires and they are not reappointed
has acted in a way that is inconsistent with the ethos of Alpha Trust and/or the school
they serve and has brought or is likely to bring the school, LGB, Alpha Trust or office
of governor into disrepute.
is in breach of the duty of confidentiality to the Board of Trustees, the school, a
current, future or previous governor, any member of staff or student.

Codes of Conduct
Every Member, Trustee and Governor is required to sign the Code of Conduct declaration at
their first appointment and then at each subsequent year of appointment at the (autumn)
term meeting.
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There are separate Codes of Conduct for Trustees and Governors to reflect the different
responsibilities of each group; both codes are found in Appendix 4.
All Members, Trustees and Governors are expected to adhere to the Seven Principles of
Public Life (the Nolan Principles) which are listed in the Effective Governance section of this
Handbook.
Pecuniary and Personal Interest
All Members, Trustees, and Governors complete a review of their business interests when
first appointed and this is also reviewed annually, usually at the at the first meeting of the
academic year. Inviting any declarations of business interests is also a standing item on
each agenda of every Trust committee meeting.
The creation, maintenance and review of the registers of business interests of Trustees and
Governors is the responsibility of the clerk. For school Governors, the register is available for
viewing at the school they serve and also on its website. For Members and Trustees, the
register is on the Alpha Trust website: https://alphamat.org/
Anyone who might ordinarily attend a Board of Trustees, Local Governing Board or
committee meeting (i.e., a Trustee, a member of a committee such as an LGB, non-Trustees
or the CEO) must withdraw and not vote under the following circumstances:
1. There is the possibility of a conflict of interest of that person and the interests of the
Board of Trustees or LGB
2. Where a fair hearing must be given and there is reasonable doubt about the
individual’s ability to act impartially on a matter
Failure to register or disclose an interest may result in the Board of Trustees deciding to
suspend or remove from office any individual or group of individuals who do not follow the
guidelines.
Safeguarding
Alpha Trust complies with the requirements of the Education (Independent School
Standards) (England) Regulations 2014 as amended (or such other regulations as may for
the time being be applicable) in relation to carrying out enhanced criminal records checks
(DBS checks), obtaining enhanced criminal records certificates and making any further
checks, as required and appropriate for individual Members, Trustees and Governors.
SEND
There is a responsibility for Trustees to ensure that Alpha Trust Local Governing Bodies
have regard to the ‘Special educational needs and disability code of practice: 0 to 25 years
(2015)’.This document is available at:
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_da
ta/file/398815/SEND_Code_of_Practice_January_2015.pdf.
All Governors must understand the context and provision of Special Needs Education within
their particular school setting. This means that whenever LGBs are taking decisions, they
must give consideration to what the code says and they must fulfil their statutory duties
towards children and young people with SEND or disabilities in light of the guidance set out.

9

Expectations of commitment and participation
Readiness
On appointment, Alpha Trust Trustees and Governors are required to familiarise themselves
with:
 Alpha Trust Trustee and Governor Handbook
 Alpha Trust website
 website of the school whose LGB they have joined
 Alpha Trust Articles of Association
 Academies Financial Handbook
 Alpha Trust Scheme of Delegation
 A Competency Framework for Governance
Time
There is a time commitment required from all volunteers involved in governance. Apart from
attending meetings, the National Governance Association (NGA) estimates that 2 hours
needs to be put aside per week for reading and familiarisation with school and Trust matters
and preparation for all meetings. Please also refer to the section of the Handbook on
effective governance.
Confidentiality
This is of utmost importance in building trust. Documents, emails and devices should be kept
secure at all times and not open to third party view. School and Trust business, including
anything said or any matter commented on in meetings, should not be discussed, debated,
mentioned or alluded to outside the meeting, in any forum (including educational, political,
faith-based or interest group) or, in the case of Governors, to anyone associated with the
relevant school who is not a member of the LGB.
Collective Responsibility
 Once a decision has been made, all members of that particular committee abide by
that decision. In extreme cases of disagreement at LGB level, an individual
dissenting Governor would be expected to resign to allow the effective operation of
the LGB, and Alpha Trust, to continue.
 Trustees are bound by strict protocols regarding delegated functions and
responsibilities – please see the Trustee section of this Handbook.
 A Governor cannot take individual action on behalf of their LGB, or get involved as an
individual in school-related matters, unless authorised by the LGB, and Trust, to do
so.
Trustees can intervene and take action, such as removing a Governor from an LGB, if it
becomes necessary to do so.
Integrity
Trustees and Governors are expected to promote and protect the interests of Alpha Trust, its
individual organisations, its staff and students and other stakeholders, at all times.

All Trustees and Governors are appointed, respectively by the Members Board and by the
Board of Trustees, as those who will preserve, model and develop the principles and
values of Alpha Trust.
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ALPHA TRUST GOVERNANCE STRUCTURE, ROLES and RESPONSIBILITIES
General
Alpha Trust is a multi-academy trust (MAT) which, as a single organisation, is accountable
for the performance of every school in its partnership.
Academy trusts have three legal identities; they are companies limited by guarantee, exempt
charities accountable to the Education Funding Agency (EFA) on behalf of the Secretary of
State for Education and are independent state schools which must abide by relevant
sections of the Independent Schools Regulations.
Academy Trust board members are subject to both company and charity law. Additionally,
MAT boards must comply with any requirements in relation to grant funding set out in the
Academies Financial Handbook. This is a key document which sets out the financial
framework for academy trusts, addresses key aspects of academy accountability and also
contains some requirements in relation to governance. It is available at:
https://www.gov.uk/government/publications/academies-financial-handbook
A Master Funding Agreement with the MAT, and Supplemental Funding Agreements with
each individual school, is signed by the Secretary of State for Education and constitutes the
formal contract between the MAT and the Secretary of State. The funding agreement also
sets out MAT duties and obligations. These documents are available to view on the Alpha
Trust website at: https://alphamat.org/
Alpha Trust has financial procedures and regulations which must be followed at all times.
The most important and essential financial documents are to be found on the Alpha Trust
website at: https://alphamat.org/ and also Trustees and Governors receive copies of financial
policy and procedures.
MAT governance structures consist of Members and Trustees with the Board of Trustees
responsible for deciding the governance structure and the delegated powers of the MAT; the
Articles of Association set out in broad terms what the Trust Board can delegate and to
whom as well as the criteria for membership of the board of Trustees. The Alpha Trust
Articles of Association are available on the Alpha Trust website at: https://alphamat.org/
(Although schools in MATs are actually ‘academy schools or academies’, i.e. they are
independent state-funded schools, they will be referred to as ‘schools’ in this handbook.
Similarly, the term used for members of the Local Governing Board is ‘Local Governor’ but
they will be referred to as ‘Governors’ here.)
ALPHA TRUST SCHEME OF DELEGATION
Members
Members subscribe to the Trust’s Articles of Association. They have an overview of the
governance arrangements of the Trust and have the power to appoint Trustees and also to
remove Trustees. They are further able, by special resolution, to amend the Articles of
Association in order to support stronger governance arrangements if necessary. Members
appoint the Trust’s auditors and receive the Trust’s annual audited accounts.
Alpha Trust has five Members; the number of members must not fall to less than three at
any one time. Members can appoint or remove additional members as they think fit,
however, an employee of the Trust cannot be a member of the Trust.
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The Members Board meets once a year with the CEO and Chief Finance Officer in
attendance and any other persons the Members request to be present. Members hold the
Trust Board to account for the effective governance of the Trust; the Members themselves
have a minimal role in the actual running of the Trust. Meetings of Members of the Trust are
quorate if three members are present either in person or by proxy.
One of the Members’ key responsibilities is the appointment of Trustees. The Chief
Executive Officer (CEO) is appointed by the Members as a Trustee of Alpha Trust; no more
than one of the Board of Trustees will be an employee of the Trust.
Board of Trustees
The Trustees are responsible, in accordance with the Articles of Association, for controlling
the management and administration of the Trust. They have responsibility for directing the
affairs of the Trust, for ensuring that it is solvent and well-run and that it delivers the Trust’s
charitable outcomes for the benefit of the public. Trustees hold executive leaders to account
for the educational performance of the Trust and its students and the performance
management of staff. Trustees oversee the Trust’s financial performance and make sure that
the Trust’s money is well spent. They ensure the Trust’s clarity of vision, ethos and strategic
direction within the Trust.
The Trustees are the key decision-makers in the governance of the Trust and are legally
accountable for the decisions made in all of its academies. However, this does not mean that
the Board of Trustees is required to make all the decisions itself; it delegates decisions to the
executive and the non-executive, the latter being those who volunteer to be school
Governors. The Board of Trustees determines the Trust Scheme of Delegation, ensuring all
governance functions are undertaken through its delegated boards and committees. The
Alpha Trust Scheme of Delegation, the Board of Trustees Standing Orders and the Local
Governing Board Terms of Reference are available at https://alphamat.org/ and in the
appendices at the back of this handbook.
The Alpha Trust Board of Trustees has three Trustees’ committees; Audit, Pay and
Resources. Their terms of reference are at: https://alphamat.org/ and also in Appendix 6 at
the back of this handbook.
School Governance – the Role of the Local Governing Body
Governing at school level in a MAT is known as local governance.
In Alpha Trust, each school has its own Local Governing Board (LGB) which is a Committee
of the Board of Trustees established in accordance with the Articles of Association. The
duties of the LGBs are delegated by the Trustees through the Alpha Trust Scheme of
Delegation.
The essential role of Alpha Trust LGBs is to assess whether their school is working within
agreed policies, meeting agreed targets and managing its finances well. LGBs have the
ability to scrutinise delegated areas in depth and to inform the Trust Board of matters in a
timely manner. LGB members are also embedded within their local contexts and are well
placed to engage with students, parents, school staff and the wider school community.
Each Alpha Trust LGB determines how it in turn delegates its responsibilities, through subcommittees or to individuals or a combination of both, dependent on the approval of the
Board of Trustees.

12

BOARD OF TRUSTEES
The following provides a general understanding of the role, responsibilities and principal
operation of the Board of Trustees. The full Trustees’ Standing Orders are in Appendix 2 and
can be viewed at:
https://alphamat.org/wp-content/uploads/2018/11/Alpha-Trust-Standing-Orders-2017-18.pdf
Composition of the Board of Trustees
There are eleven Trustees, one of them being the CEO. Information about the Trustees can
be viewed at: https://www.alphamat.org/governance/.
Term of Office and Succession Planning
The Term of Office for any Trustee is four years, except for the CEO to whom this limit does
not apply. The CEO ceases to be a Trustee when they cease to be employed by the Trust.
Any Trustee may be re-elected or re-appointed as appropriate, subject to them remaining
eligible to be a particular type of Trustee. Whilst all re-appointments are made on the basis
of merit, the Members are required to ensure that there is an appropriate balance of skills,
experience, gender, ethnicity and disability amongst Trustees.
Succession planning ensures the Board of Trustees encompasses the necessary skills
within its membership and it also addresses the requirement for re-appointment beyond two
terms of office.
Chair and Vice Chair of the Trustees
The Board of Trustees elects a Chair and a Vice Chair from among their number at the first
meeting of each school year; the term of office is one year. A Trustee who is employed by
the Trust is not eligible for election as Chair or Vice Chair.
The Trustees decide the election process in advance. Trustees can submit written
nominations prior to the Board meeting and verbal nominations at the meeting. A Trustee
can nominate themselves and does not need to be at the meeting to be considered.
The clerk takes the Chair when the Chair is being elected; otherwise the Chair conducts all
the meetings of the Board of Trustees, unless they are absent from a meeting in which case
the Vice Chair takes the Chair.
Nominees leave the room whilst the election takes place. If there is more than one nominee,
the remaining Trustees vote by secret ballot with the clerk tallying the votes. If there is a tie,
each candidate will be given the opportunity to speak to Trustees about their nomination and
a further vote, by secret ballot, is then taken. If there is still a tie, another vote is taken and
this process is repeated until a nominee polls a majority of the votes.
The Vice Chair acts as Chair if the Chair resigns or has to relinquish office for any reason
and continues to do so until a successor as Chair is appointed at the next full Board of
Trustees meeting. If both the Chair and Vice Chair resign, or have to relinquish their offices
for any reason, the Trustees elect their successors at the next full meeting of the Board of
Trustees.
The Chair or Vice Chair can be removed from office but only in accordance with Articles 91
and 92 of the Articles of Association. The Standing Orders detail the process that must be
applied and followed.
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If both the Chair and Vice Chair are absent from a meeting, the Trustees present elect a
Chair from among their number just for that meeting; this person cannot be an employee of
Alpha Trust.
Meetings


Calendar of Meetings
The Board of Trustees meets at least three times a year on a termly basis. Trustees
also determine the frequency of committee and LGB meetings. It plans its meeting
dates, including those of committees and LGBs, at the last meeting preceding the
summer term. The Trust also holds an Annual General Meeting every year.



Timing and Duration of Meetings
Meetings are arranged to start at times that are acceptable to the Board of Trustees
and should be limited in duration, except in exceptional circumstances, for instance
during MAT expansion periods, or emergencies. If a meeting has not completed its
business within the previously agreed time, Trustees have the option to decide to
make arrangements for a further meeting. Equally, a meeting may be discontinued at
any time if the Board of Trustees resolves to do so.



Quorum
The quorum is generally 70% (rounded up to a whole number) of the total number of
Trustees holding office on the date of the meeting. However, if the meeting concerns,
for instance, the removal of a Trustee or any vote on the removal of the Chair, the
quorum is two thirds (rounded up to a whole number) of the persons who are at the
time Trustees eligible to vote on such matters.
If a meeting is inquorate or discontinued for any reason, any items remaining on the
agenda are placed on the agenda of the next meeting.
The rules for quorum apply not only at the start of a meeting, but also at any point
during the meeting when the numbers present change as a result of Trustees arriving
late, leaving early or declaring an interest. The clerk keeps a note of attendance,
including any changes which take place during the meeting. If a meeting becomes
inquorate, it is the responsibility of the clerk to immediately let the Chair know and the
meeting is discontinued.



Notice of Meetings
Written notice of meetings, together with the agenda, is sent out to arrive seven clear
days before the meeting, except where the Chair calls an urgent meeting at short
notice. If a Trustee does not receive notification, this does not invalidate the meeting.
The agenda for Board of Trustees meetings does include provision for late items or
any other business and an opportunity is given at the beginning of the meeting for
items for inclusion to be identified.

Trustee Participation in Meetings
Any Trustee can participate in Trustee meetings by telephone or video-conference providing
at least 48 hours’ notice of their intention is given and that Trustees have access to
appropriate equipment.
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The Board of Trustees have the right to resolve to suspend a Trustee for all or any meetings
of the Board of Trustees, or of a committee, for a fixed period, depending on circumstances.
If a Trustee is absent without the permission of the Board of Trustees from all their meetings
held within a period of six months, they cease to hold office.
Withdrawal from Meetings
Trustees must withdraw from a meeting if they have any conflict of interest.
Information and Advice
The CEO Report to Trustees
The CEO has a statutory duty to keep the Board of Trustees fully informed and presents a
report to each termly meeting of the Board. The CEO report includes a summary of current,
significant Alpha trust issues from the CEO and Trust Key Performance Indicators (KPIs)
from all its schools.
Important information which is reported orally is recorded in the minutes. If information
required by the Board of Trustees is not readily available then reasonable time is allowed for
its production.
If expertise is needed which is not readily available within the Board of Trustees, then the
Board can consider appointing appropriate non-Trustees to attend relevant meetings.

Information: all Trustees need to have a working knowledge of the Governance
Handbook and the Academies Financial Handbook

Discussions and Debate
It is the responsibility of the Chair to ensure that meetings are run effectively, that they focus
on priorities, make the best use of the available time and that all Trustees are given an equal
opportunity to express their views.
The Board of Trustees receives and may debate at the discretion of the chair, decisions on
matters that it has delegated to a committee or individual. All decisions are recorded in the
minutes.
Any recommendations received from LGBs are recorded in the minutes together with any
related Board of Trustees resolution.
Any disputes, discussion or disagreement that may arise during a meeting must
remain confidential to those present at the meeting; team work and trust are key to
the efficient running of any committee.
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Decision-Making
All governance decisions must be made by the Board of Trustees unless an individual, a
committee or an LGB has been delegated to deal with a specific issue. All matters are
decided by a majority of votes of the Trustees present and every Trustee has one vote (this
includes any Trustees participating by video or phone link). If there is a tie, the chair has a
casting or second vote.
Voting is ordinarily by a show of hands unless it is in the election of the chair or vice chair
where there is a contest when the vote will be by secret ballot. There is no second or casting
vote in the election of the chair. One or more Trustees may request a secret ballot for any
vote.

Any decision of the Board of Trustees is binding upon all its members.

A decision of the Board of Trustees can only be rescinded or amended at a subsequent
meeting of the Board of Trustees when the proposal to rescind or amend is a specific
agenda item.

Clerk to the Trustees
The Board of Trustees must appoint a clerk, and may remunerate them and set terms. The
clerk cannot be a Trustee or the CEO. If the clerk cannot attend a meeting at short notice,
then a Trustee who is not the CEO can act as clerk for that meeting only.
The clerk convenes all the meetings in accordance with arrangements made by the Board of
Trustees, but also depending upon any direction from the Chair where a matter is urgent.
Other circumstances are described in the Standing Orders.
The clerk can be removed by a resolution of the Board of Trustees.

Minutes of Meetings
Minutes are carefully prepared, for instance they are drawn up on consecutively numbered
pages. Any dissenting views are recorded, if that is the wish of one or more Trustees present
at the meeting.
Action is taken on the basis of decisions made at the meeting and do not wait until the
minutes have been approved at the next meeting.
The clerk sends out draft minutes to the chair for checking within ten school working days of
the meeting, with a copy to the CEO for information. Once the minutes are cleared by the
chair, copies of the approved minutes are sent out to all members of the Board of Trustees.
Minutes of each meeting are considered for approval or amendment at the next meeting and
when they are approved by the Board of Trustees as a true record, they are signed and
dated by the chair.
Any matters which the Board of Trustees considers should remain confidential are minuted
separately and, together with any supporting papers, are not made publicly available.
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A copy of the agenda for every meeting, the draft minutes (if they have been approved), the
signed minutes and any report, document or other paper considered, except for confidential
papers, is available at each school in the Trust, at all reasonable times, for inspection by
anyone wishing to see them.
Correspondence
All incoming correspondence, excluding any concerning a complaint, is for the attention of
the whole Board of Trustees but should be addressed to the clerk or the Chair. Significant
items are presented to each meeting of the Board of Trustees, including any which the Chair
has already taken urgent upon so that the need for and the nature of any action taken can
be decided or confirmed.
The Board of Trustees determines, by resolution, who should write letters on behalf of the
Board of Trustees.
Urgent Action
The Board of Trustees authorises the Chair, or in their absence the Vice Chair, to act on
behalf of the Board as follows:



In routine matters falling within the scope of existing Board resolutions and policies
In urgent matters where the delay in calling a meeting would be detrimental to the
effective conducting of the Board’s business, the interest of Alpha Trust and its
schools, a student, their parents or a member of staff.

If urgent action is taken between meetings, the matter will be reported accurately to the next
meeting of the Board of Trustees.
Public Statements
Only the Chair or CEO can make public statements on behalf of the Board of Trustees.
Access to Meetings of the Board of Trustees
Apart from Trustees, the only people entitled to attend a meeting of the Board of Trustees
are the CEO/Executive Principal, the CFO and where appropriate, non-trustees. Nontrustees, however, may be required to leave a meeting where matters of a confidential
nature relating to individual staff or students are discussed.
The Board of Trustees decides who, other than those entitled to attend, may be admitted to
a meeting and also which of its meetings, if any, will be open to parents or the public. In the
latter case, reasonable notice must be given.
The CEO may invite officers (including Heads of school, school business managers, heads
of departments, etc.) of Alpha Trust to attend meetings on an occasional or regular basis. All
officers are there in an advisory role and have no voting rights.
Any non-Trustees present at a meeting can be required to leave by the Board of Trustees at
any time.
Trustees’ Expenses
Payment of expenses to Trustees is covered in the Trustees’ Policy Statement on the
Reimbursement of Trustees’ Expenses, policy number AT F2.
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Annual Report and Annual Return
Alpha Trustees are responsible for the preparation of:



an annual report to be submitted to the Secretary of State and the Principal
Regulator by 31 December each school financial year
an annual return to the Registrar of Companies by 31 December each school
financial year

DELEGATION OF FUNCTIONS
The arrangements for delegating functions are reviewed annually by the Board of Trustees.
To ensure the most efficient use of time and resources, the Board of Trustees:



Delegates work to committees and LGBs with the power to make decisions on behalf
of the Board
Delegates work to individual members of the Board of Trustees and/or the CEO.

The Alpha Trust Scheme of Delegation is in Appendix 1.
Individual Trustees may not take any action unless authority to do so has been delegated
formally to them by a resolution of the Board of Trustees.
Committees and Local Governance
Subject to provisions in the Articles of Association, the Alpha Board of Trustees may appoint
separate committees, known as Local Governing Bodies (LGBs), for each school in the Trust
and they may also establish any other committee they see a need for. There is also
provision to appoint the same LGB for more than one school should the need ever arise.
The constitution, membership and proceedings of any such committees, including LGBs, is
determined by the Trustees. The establishment, terms of reference, constitution and
membership of any committee of the Trustees are all reviewed at least once a year. An
interim review will occur if the Trust needs to ensure compliance with the provisions of the
Articles of Association and/or the Academies Financial Handbook and would in that case
include review of whether or not the original establishment of the committee continues or its
role is taken on by the Board of Trustees.
Committees and LGBs, if any, will have delegated authority to make decisions on behalf of
the Board of Trustees strictly in accordance with the terms of delegation.
When establishing committees and LGBs the Alpha Trust Board of Trustees ensures
compliance with the Articles and also:






determines the membership (including non-Governors where permitted and
appropriate)
includes at least two parents at each individual Local Governing Board (LGB). No
parent (or carer) engaged in paid employment at any school within the Trust for more
than 500 hours in any consecutive 12 month period (at the time of election or
appointment) can stand for election/appointment as a parent governor of the same
school. If a serving parent governor subsequently starts to work at the school for
more than 500 hours in a consecutive 12 month period, they would serve out their
term of office.
allows the committee and LGB to elect its chair
establishes and record terms of reference
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reviews the terms of reference annually
allows the committees and LGBs to determine their own timetables within given limits
determines arrangements for reporting back
reviews the need for, and the membership of, committees and LGBs at least once
every twelve months

All committees and LGBs with delegated powers must keep formal minutes, and copies are
presented to the next meeting of the Board of Trustees. To ensure this, all meetings of
committees and LGBs must be clerked but by a person who is not the CEO or, in the case of
the LGB, the Executive Headteacher / Headteacher / Principal / Associate Principal / Staff
Governor / any other employee of the school.
All committees, LGBs and individuals with delegated powers must report in writing to the
next meeting of the Board of Trustees about any decisions made or action taken.
The LGB Terms of Reference are in Appendix 3

LOCAL GOVERNING BOARD (LGB)
The full LGB Terms of Reference are set out in Appendix 3. They have been established by
the Board of Trustees in order to support the effective operation of LGBs within Alpha Trust.
The terms of reference can only be amended by the Board of Trustees. In addition, the
functions duties and proceedings of Alpha Trust LGBs that are set out in the Terms of
Reference can be subject to any regulations by the Board of Trustees from time to time.
Both the Schedule of Delegation and the LGB Terms of Reference are reviewed at least
once every twelve months. Each LGB is expected to formally ratify the Terms of Reference.
The LGB Terms of Reference come into effect on the establishment of the LGB or, where
revised, on a date specified by the Trustees.
(Members of the LGB are referred to as Governors to distinguish them from members of the
Board of Trustees who are referred to as Trustees.)

Alpha Trust Local Governing Boards - authority, remit and responsibilities
The powers and functions delegated by the Alpha Trust Board of Trustees to its LGBs are
set out in the scheme of delegation (see Appendix 1). In summary, they include the
following:





To oversee the running of the Trust’s schools in terms of learning, standards,
safeguarding, safety and wellbeing.
To hold school leadership to account for academic performance, quality of care and
provision.
To oversee and monitor the effectiveness of learning strategies.
To ensure that the school, or schools, are conducted in accordance with the objects
of the Trust, the terms of any trust governing the use of the land which is used for the
purposes of a school, any agreement entered into with the Secretary of State for the
funding of the school, or schools and the LGB Terms of Reference.
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To consider budget monitoring information and make recommendations to the
Executive Headteacher / Principal / Headteacher / Associate Principal in relation to
any potential overspending.
To act as a critical friend to the Executive Headteacher/ Principal / Associate
Principal (including but not limited to advice in relation to annual budget proposals).
To adopt financial prudence in managing the financial affairs of the Trust in so far as
these relate to the school and are delegated to them in order to support the Board of
Trustees and its committees in relation to proper use of funds and delivering high
quality education provision.
To represent the views of the community (including but not limited to), in discussions
on budget issues that relate to community engagement and activity and make
recommendations to the Executive Headteacher/ Principal / Associate Principal.
To support the Executive Headteacher/ Principal / Associate Principal in recruitment
and selection, grievance, disciplinary and exclusion process where appropriate and
as invited to do so
To promptly implement and comply with any policies or procedures communicated to
the LGB by the Board of Trustees from time to time.
To draw any significant recommendations and matters of concern to the attention of
the Board of Trustees.

The work of the LGB may be delegated to sub-committees, as decided by the LGB with the
approval of the Trustees, which then report back and make recommendations to the LGB.
Model Terms of Reference for Resources, Curriculum and Pastoral and Human Resources
(HR) LGB sub-committees are given in Appendix 7.
In lieu of sub-committees, an LGB may decide to give individual Governors lead
responsibilities over certain areas of school working, such as finance or HR.
All Governors are encouraged to become link Governors and liaise with the Head of
Department of a subject area or with a Pastoral Leader, for instance the SENCO, or to take
responsibility for a particular specialism such as safeguarding.

Summary of roles on the LGB






Chair – makes sure the board is effective. Gives leadership and direction.
Encourages team-working. Facilitates the development of skills and knowledge
both at individual and board level through training.
Vice Chair – supports and deputises for the Chair as needed
Clerk – the ‘governance professional’ on the board.
Link Governors – oversees a specific aspect of the work of the school.
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Composition of Alpha Trust Local Governing Boards
Each Alpha Trust LGB which operates in respect of one school has a minimum of 10 and a
maximum of 13 members, unless the Board of Trustees resolves otherwise.
If there is established an Alpha Trust LGB which operates in respect of two or more schools,
it will have a minimum of 12 and a maximum of 14 members, unless the Board of Trustees
resolves otherwise.
Alpha Trust includes at least two parent Governors at the LGB level of delegation.
The membership of each Alpha Trust LGB (each an LBG member or governor) is as follows:






The Principal/Headteacher by virtue of their office
Two staff members of the school by election
Up to four persons appointed by the Board of Trustees
Up to four other persons co-opted by members of the LGB but appointed only
with the consent of the Board of Trustees
At least two parent Governors by election. No parent (or carer) engaged in paid
employment at any school within the Trust for more than 500 hours in any
consecutive 12 month period (at the time of election or appointment) can stand
for election/appointment as a parent Governor of the same school. If a serving
parent Governor subsequently starts to work at the school for more than 500
hours in a consecutive 12 month period, they would serve out their term of office.

It is not recommended that co-opted Governors are also members of the school staff
but members of staff from other schools within Alpha Trust and members of the Trust
central team can serve as Governors. No more than one third of LGB Governors may
be employees of Alpha Trust.
Parent Governors
A parent of a pupil or student registered at an Alpha Trust school is eligible to stand
for election as a parent member of that school’s LGB, unless any of the conditions in
the section on eligibility apply and render that person ineligible. Any election that is
contested is held by secret ballot.
Staff Governors
The Principal/Headteacher is a Governor by virtue of their office. Other staff, both
teaching and support, are eligible to stand for election if they are paid; volunteers do
not qualify. If there are more candidates than vacancies, staff Governors are elected
by the school staff. Any election that is contested is held by secret ballot.
There are local differences between Trust schools regarding staff Governors and
voting; some schools distinguish between teaching and support staff Governors and
only teaching staff vote for teacher Governors and support staff for support
Governors. Other schools have all staff voting for staff Governors who may come
from the teaching or support staff. Each school makes its own arrangements.
Term of Office
The term of office for all Governors except the Principal/Headteacher is four years. Subject
to remaining eligible, any Governor may put themselves forward for re-appointment.
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Continuing effectiveness
The LGB continues to act notwithstanding a temporary vacancy in its composition.
Chair and Vice Chair of the LGB
The Chair and Vice Chair of the LGB is appointed from among the LGB members at the first
meeting of each academic year by the LGB Governors. The term of office is one year.
Election of Chair and Vice Chair:
The Chair and Vice Chair are elected by the LGB Governors present at the meeting and the
ballot is conducted by the Clerk to the LGB. Governors may submit written nominations prior
to the meeting and verbal nominations at the meeting. A governor can self-nominate. Any
governor standing for either office does not have to be present.
Nominees will be asked to leave the meeting room whilst the ballot is conducted; this also
applies if the positions are uncontested. If there are more than two candidates, the nominee
polling the least votes is eliminated and a further vote taken. If there is a tie, Governors can
discuss the merits of each candidate before a final vote is taken.
Eligibility to act as Chair or Vice Chair:
No person may act as Chair or Vice Chair of the LGB if they are an employee of the Trust.
Where the Trust considers that there is not a suitable Chair or Vice Chair from among the
LGB Governors, they will make an appointment.
The Trustees have the capacity to make the right, at their sole discretion, to remove or
suspend (on such terms as they see fit) any LGB member by written notice to the Chair of
the LGB.

Appointment of the Clerk to the Local Governing Body
The Trustees ensure the appointment of a clerk to each LGB.
The clerk is appointed by the LGB for a term and remuneration and upon such conditions as
the LGB may think fit and any clerk so appointed may be removed by the LGB. The clerk
cannot be a member of the LGB unless the clerk fails to attend a meeting when Governors
may appoint any one of their number or any other competent person to act as clerk for the
purposes of that meeting but not the Executive Headteacher / Headteacher / Principal /
Associate Principal / Staff Governor / any other employee of the school.
Certain LGB sub-committees, or working parties when convened, may be clerked by a
member of the school support staff with the approval of the LGB Chair and the
Principal/Headteacher.
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LGB Meetings
 Frequency of meetings:
LGBs meet as often as is necessary to fulfil their responsibilities but at least three
times a year. The frequency of meetings is determined by the Board of Trustees
 Convening meetings:
All meetings are convened by the Clerk to the LGB who sends LGB members written
notice of the meeting and a copy of the agenda at least seven clear days in advance
of the meeting.
Special meetings of the LGB are called by the Clerk whenever requested by the
Chair or at the request in writing by any three LGB members. If there are matters
which demand urgent consideration, the Chair or in their absence the Vice Chair can
waive the need for seven days’ notice of the meeting and substitute a different timing.


Quorum:
The quorum for LGB meetings is determined by the Board of Trustees and stands at
six Governors provided that at least one of them is an LGB member appointed by the
Board of Trustees (not including staff members or parent members).
If the number of Governors assembled for a meeting of the LGB does not constitute a
quorum, the meeting will not be held. If in the course of a meeting of the LGB the
number of Governors present ceases to constitute a quorum, the meeting can
continue with routine business but cannot take any votes on matters that require a
vote. These matters will be deferred to the next meeting.



Voting:
Every matter that needs to be decided at a meeting of the LGB, for instance election
of Chair and Vice Chair, must be determined by a majority of the votes of the
members present who are eligible to vote.
Each LGB member present in person is entitled to one vote.
An LGB member may not vote by proxy.
Where there is an equal division of votes the Chair has the casting vote.

Attendance at LGB meetings:
A register of attendance is kept for each Alpha Trust LGB and is published annually on the
relevant school website.
LGBs may invite attendance at meetings from people who are not LGB members to assist or
give advice on a particular matter or range of issues. Such people can speak, with the
permission of the Chair, but are not entitled to vote.
Any LGB Governor can participate in meetings of the LGB by telephone or video conference
provided they have given reasonable notice (up to the day before the meeting if this has
been agreed) to the Clerk and that the LGB members have access to the appropriate
equipment.
Reporting procedures:
Within 10 schooldays of each meeting, each LGB should produce, and the Chair or Vice
Chair approve, the minutes of the meeting.
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Within 14 school days of each meeting, each LGB is required to send a copy of the minutes
to the Board of Trustees.

Agenda:
The full LGB meeting agenda should contain the following as a minimum:
 Information on what constitutes a quorum
 Chair’s welcome:
 Information about the clerking arrangements (including recording if meeting is
via video call) and annual review
 Apologies for absence – to receive and accept
 Protocols - for attendance and during the meeting
 Any introductions of new members or invited non-governor attendees
 Confidentiality and Code of Conduct – reminders on every agenda.
 Declaration of Business Interests:
 Commercial, personal or financial.
 Annual completion of declaration or as necessary for new members
 Chair’s announcements (if any)
 Chair’s Urgent Actions (if any)
 Membership of LGB
 Minutes of previous meeting – approval and matters arising not elsewhere on the
agenda
 Report of the Executive Principal, Principal, Headteacher, Head of School
 Alpha Trust updates – general
 Trustee Documents
 Safeguarding/Child Protection Report
 Committee Meetings (if LGBs have delegated committees)
 To approve the minutes of the LGB committees
 To note any Trustee approved policies
 To approve any school policies
 To approve any school documents as necessary
 LGB committees – review
 Membership, chairs and clerking arrangements
 Annually – review Terms of Reference
 Individual Local Governor responsibilities – review
 Governor matters - visits to school
 Governor visit days – report and feedback
 Department links, including pastoral – report
 Any other school involvement – visits to school, school events, activities, trips.
 Other – including annual skills audit, specific areas of interest, e.g., school website
 Governor Training – report form Link Training Governor
 Dates and Times of Future Meetings
 Any Other Urgent Business
 Agenda Items for Next Meeting
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The most important item on the LGB agenda for Local Governors to understand is the
Executive Principal/Principal/Headteacher Report. This is where, among other items, the
school’s key performance indicators (KPIs) are described, detailed and reported on. This is an
essential document for Governors because it gives them the basic knowledge and context they
need when they are supporting any strategic decision-making process being made by their
school.
The report should contain the following categories of information, as appropriate to whether the
school is primary or secondary phase. An update on the School Improvement Plan (SIP) and
Self-Evaluation Form (SEF) at the relevant time in the academic year, is also appropriate.





















Current Ofsted ratings
Formal complaints
Admissions, including number on roll
Attendance
Student progress data
Student outcome data
Pupil Premium
Behaviour
Safeguarding
SEND
Cultural Capital
Careers
Student destinations
Staffing
Continuing Professional Development (CPD)
Parental Engagement
Health and Safety report
Finance Report
Premises Report
MAT update

Governors’ Interests
Governors are required to declare any business or other interests, including personal, in any
item being discussed at any Alpha Trust meeting. (Please also refer to the introduction of
this Handbook and the section on effective governance)
If they are present at a meeting where an interest has been disclosed, Governors must
withdraw from the meeting and not vote if:
 there may be a conflict between their interests and the interests of any of the
academies or the trust
 there is reasonable doubt about their ability to act impartially in relation to a matter
where a fair hearing is required, or
 they have a personal interest in a matter; this means where they and/or a close
relative will be directly affected by the decision of the LGB in relation to that matter
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Governor Expenses
Governors are not normally paid expenses but payment to facilitate individuals’ participation
in Trust governance may be available. The Trustees have determined what may constitute
exceptional expenses incurred by Governors when on Trust approved business and which
may be paid subject to prior application and approval by the Board of Trustees. Please refer
to the Trustees’ Policy Statement on the Reimbursement of Trustees’ Expenses, policy
number AT F2.
Appointment of a school Principal/Headteacher
This is the responsibility of the Board of Trustees; the relevant school LGB acts in an
advisory role. Representatives from the LGB will be invited to join the interview panel and be
involved in the recruitment process at the discretion of the Trustees.

Other governance responsibilities
Governors may be called upon at any time by the Board of Trustees to serve as part of a
panel to deal with the following:





Complaints
Permanent exclusions
Staffing issues (e.g. grievance, discipline, ill health, capability, pay)
Recruitment
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PART 2: EFFECTIVE GOVERNANCE
INTRODUCTION
Building a successful Board of Trustees or Local Governing Board, like any team building, is
about achieving balance and diversity in skills and experience. A well-functioning Trustees
Board or LGB will need individuals with skills in business planning, who have financial and
legal understanding, the ability to analyse and review different types of data, a willingness to
take up a challenge and learn on the job, an ability to be creative and to be able to
communicate complex ideas in an easily accessible way and who have a passion for
education.
These skills do not necessarily come from a particular background or profession but equally
importantly, they come from nurturing an interest. Trustees Boards and LGBs should be
ambitious and aim to recruit people from as wide a range of backgrounds as possible
because diversity among board members helps all Trustees and Governors access and
understand other points of view; essential in the context of an organisation such as a school.
It is important to understand that governance is a ‘thinking’ not a ‘doing’ role. This means
that the skills and knowledge that are considered essential are those which enable Trustees
and Governors to ask the right questions and have focussed discussions which create
robust accountability for school leaders. For instance, a member of the LGB might happen to
work in the construction industry, but it would not be appropriate for that person to carry out
a health and safety check at the school. Similarly, a lawyer should not be asked to give free
legal advice.
Governance is a strategic role - management is the job of the Trust and Schools’
professional leaders

GOVERNOR AND TRUSTEE COMPETENCIES
The six key features of effective governance are detailed in the Governance Handbook
2019 and A Competency Framework for Governance 2017 and are summarised here:
Strategic Leadership - sets and champions vision, ethos and strategy

Accountability - drives up educational standards and financial
performance
People – with the right skills, experience, qualities and capacity

Structures - that reinforce clearly defined roles and responsibilities

Compliance - with statutory and contractual requirements

Evaluation - to monitor and improve the quality and impact of
governance
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The core of the
Board’s role
and purpose

How
governance
is
organised
Ensuring and
improving
quality of
governance

The six key features of effective governance have 16 competencies which are underpinned
by a foundation of important personal attributes and principles:
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PERSONAL ATTRIBUTES AND PRINCIPLES
The principles and personal attributes that individuals bring to the LGB are as important as
their skills and knowledge.
The Nolan Principles
All those elected or appointed to boards should fulfil their duties in line with the seven
principles of public life (the Nolan principles). They are listed here:
 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 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 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.
Personal Attributes
In relation to school governance in particular, A Competency Framework for Governance
identifies seven further personal attributes for effective governance:
 Committed - Devoting the required time and energy to the role and ambitious to
achieve best possible outcomes for young people. Prepared to give time, skills and
knowledge to developing themselves and others in order to create highly effective
governance.
 Confident - Of an independent mind, able to lead and contribute to courageous
conversations, to express their opinion and to play an active role on the board.
 Curious - Possessing an enquiring mind and an analytical approach and
understanding the value of meaningful questioning.
 Challenging - Providing appropriate challenge to the status quo, not taking
information or data at face value and always driving for improvement.
 Collaborative - Prepared to listen to and work in partnership with others and
understanding the importance of building strong working relationships within the
board and with executive leaders, staff, parents and carers, pupils/students, the local
community and employers.
 Critical - Understanding the value of critical friendship which enables both challenge
and support, and self-reflective, pursing learning and development opportunities to
improve their own and whole board effectiveness.
 Creative - Able to challenge conventional wisdom and be open-minded about new
approaches to problem-solving; recognising the value of innovation and creative
thinking to organisational development and success.
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BUILDING SKILLS AND KNOWLEDGE
The Annual Work Cycle of the LGB
Knowledge and skills accumulate as the work of the LGB proceeds throughout the academic
year. Newly appointed Governors will find it takes about a year of experiencing and
engaging with their school and its governance to gain useful knowledge about the particular
nature and context of the school and the issues it faces.
There are a number of responsibilities which are on every LGB meeting agenda and there
are other items which are only on the agenda at the particular time of the academic year
when they are required to be actioned. Each school LGB has its own way of working and
certain of these tasks and functions may be delegated to sub-committees.
The work of the LGB includes but is not limited to the following items and this list does not
take into account local school issues and events:

































Elect Chair and Vice Chair – Autumn meeting
Ratify LGB Terms of Reference - Autumn meeting
Ratify and sign Alpha Trust Governors’ Code of Conduct - Autumn meeting
Approve Terms of Reference for Sub-committees/Working groups (if any) – Autumn
meeting
Each Governor to complete and sign Pecuniary Interests Form - Autumn meeting
Confirm LGB meeting dates for the forthcoming year (if not already set) - Autumn
meeting
Appoint members to committees/working parties
Assign link governor roles
Receive and consider the Principal/Headteacher Report
Review results of national testing
Receive analysis of results
Agree target setting for the year
Monitor student outcomes
Receive and adopt the SIP/ SDP / SAP
Review and discuss the School Evaluation Form (SEF)
Confirm Performance Managements arrangements and dates for Principal/HT
Ensure Performance Management arrangements are in place for all staff
Review expenditure against the agreed budget
Initial Budget Planning for following academic year
Conduct budget setting for next financial year
Recommend school budget for approval and submit to Trust Board
Receive reports on any building projects
Receive updates on building maintenance
Receive updates on Health and Safety
Receive safeguarding reports
Receive child protection reports
Monitor behaviours and receive reports on racial and homophobic incidents
Receive CEIAG reports and monitor post 16 options (and NEET)
Review SEND
Monitor Pupil Premium, Sport Premium (Primary only) and Sixth Form bursary
Monitor progress and outcomes for Pastoral groups
Review admissions arrangements
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Receive reports of governor school visits
Receive reports of governor training
Receive attendance figures
Receive staff training reports
Receive staff changes reports
LGB self-review and gather evidence of governing body impact and achievements
Review and ratify policies as necessary – this is a rolling programme.

Skills Audit
A skills audit is a useful way of assessing the skills, knowledge, experience and behaviours
of the Board of Trustees or an LGB. The results can help to identify any gaps there may be
in essential competencies across individual school LGBs. Appropriate training and/or
recruitment can then be put in place to ensure that all trust LGBs can deliver their core
functions.
No individual Trustee or Governor will have all of the skills listed; they work as a team. The
purpose of the skills audit is to ensure that each of the essential skills is covered by the
Board of Trustees or an LGB. It is the intention to enable Trustees and Governors to set out
their skills and experience whatever their backgrounds, and make clear that the essential
and desirable skills for governance can be acquired through a range of life experiences. The
experience and skills within the audit may come from either peoples’ professional or
personal lives.
The Alpha Trust skills audit is in Appendix 5. It is based on the model governor skills audit
produced by the NGA.
The skills audit is a useful part of the LGB annual review of its work which is reported to the
Board of Trustees.
Induction and Training
All Trustees and Governors are expected to keep themselves up-to-date and attend specific
training to enhance their skills and knowledge throughout their term of office.
All new Governors will meet with the Principal/Headteacher of the school and the Chair of
the LGB. Once their DBS certificate has been registered with the school, they will be given a
tour of the school, safeguarding training, a school email login and will be assigned an LGB
mentor.
Newly appointed Governors are required to undergo initial governor training as soon as
feasible after their appointment.
Each Alpha Trust LGB should organise a whole governing board training at least once a
year; this can be provided by Alpha Trust executive leaders as well as by external agencies.
Collaboration across the Trust is recommended as a first option.
A record of governor training is kept and reported on at each LGB meeting.
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Governor Visits
Governors should attend governor visit days whenever possible and are expected to visit the
school in order to fulfil their responsibility for the conduct of the school and to gain a better
understanding of the day-to-day operation of the school.
A visit may be undertaken to:





improve LGB knowledge of the school and the people who work in it
assist the LGB in monitoring the implementation of aspects of the School
Improvement Plan
assist the LGB in making informed decisions
assist a link governor gain knowledge of their specialist area

Governor visit days are jointly organised by the school and LGB Chair and the dates are
agreed at least by the first meeting of the Autumn term, preferably at the end of the previous
academic year. The arrangements should have as a minimum:








a clear agreed focus understood by staff and Governors in advance
a programme of the visit available in advance to all Governors and members of staff
involved
guidance for Governors on what they are observing
links to the SIP highlighted and described
standardised methods of recording Governors’ observations
agreed discussion topics with staff or students
governor feedback forms for the school

Governor visit days are also ideal opportunities for Link Governors to meet with their
designated member of staff.
A report on every visit, group or individual, is given at the next LGB meeting and kept in the
minutes. A Governor Visit Report template is to be found in Appendix 8.

Access to Schools
Whilst gaining knowledge about, and being aware of, their particular school context is key to
Governors fulfilling their role, Governors do not have an automatic right of entry to the
school. When they visit, they should not pursue any personal agendas or arrive with
inflexible pre-conceived ideas. Governors should not make any judgements about students’
work, any teacher’s classroom practice or any issues relating to the day-to-day running of
the school. These are the responsibility of the Principal or Headteacher.
Outside of agreed meetings and Governor visit days and unless attending or supporting a
drama production, sporting event, parents evening, school trip or similar, Governors should
not be in the school unless invited in by the Principal/Headteacher with a mutually agreed
specific purpose.
Whenever Governors visit their school, they should make the Principal/Headteacher/Head of
School aware of their intended time of arrival and, when they have arrived, that they are on
the premises.
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EFFECTIVE GOVERNANCE - What is our ambition?
Alpha Trust has the stated aim of achieving and maintaining outstanding standards in all its
schools. This includes exceptional governance.

Key features of exceptional governance:
 Governors make an exceptional contribution to the direction and work of the school.
 They have high levels of insight and are extremely well organised and thorough in their
approach.
 They are vigorous in ensuring that all students are safe.
 In discharging their statutory duties they have very robust systems for evaluating the
effectiveness of their implementation keeping the work of the school under reviews
and acting on their findings.
 Governors are innovative, flexible and adapt new ideas quickly, supporting the work of
staff in improving outcomes for students
 They are confident in providing high levels of professional challenge to hold the school
to account.
 Governors engage very effectively with parents, students the staff as a whole and are
well informed about stakeholders’ views of the school. They use these points to inform
strategic priorities for development.

EFFECTIVE GOVERNANCE - Fulfilling the three core functions
The 3 core strategic functions of LGBs are to:
•
•
•

Ensure clarity of vision, ethos and strategic direction
Hold school leaders to account for the educational performance of the school and its
students and the performance management of staff
Oversee the financial performance of the school and ensure value for money

A key way to undertake the three core functions, and in particular that of holding senior
leaders to account for the running of the school, is by asking good, challenging questions in
meetings and school visits.
EFFECTIVE QUESTIONING – Understanding the school
A good question:
 Is open – i.e., it needs more than a yes or no as an answer
 Usually starts with ‘what’, ‘why’ or ‘how’
 Is not leading and does not have a specific answer in mind
 Focuses on the strategic impact of the item in question, not on day-to-day operational
concerns
 Is challenging, but not negative or confrontational
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What do Governors need to ask about?
The new Ofsted framework, 2019 is essential reading. The four point grading scale
remains (outstanding, good, requires improvement, inadequate) but there are new, or reviewed, judgement areas:

1. Quality of Education
a. Intent
b. Implementation
c. Impact
2. Behaviour and Attitudes
a. Attitudes to Learning
b. Behaviour
c. Exclusions
d. Attendance
e. Bullying
3. Personal Development
a. Spiritual, moral, social and cultural development
b. Fundamental British values
c. Careers guidance
d. Healthy Living (including wellbeing)
e. Citizenship
f. Equality and Diversity
g. Preparation for the next stage
4. Leadership and Management
a. Vision and ethos
b. Staff development
c. Staff workload and wellbeing
d. Off-rolling
e. Governance/oversight
f. Safeguarding
Where do Governors get their evidence from concerning their school’s performance?













Data in context, particularly Key Performance Indicators (KPIs) as reported in the
Principal/HT report to the LGB. Compare with other schools appropriately
Understand the risks/barriers to achieving any preferred outcomes or targets
Principal/HT Report to the LGB
Understand the School Mission Statement, Key Priorities, SIP and SEF and progress
made or needing to be made
Trust and Governance conversations & meetings’ minutes and documents
Safeguarding reports, conversations and audits
Personal development conversations
Attendance conversations
Conversations about students with SEND
Conversations about disadvantaged students
School website, Newsletter, Bulletins, etc.
Understand the balance between operational and strategic roles, particularly when:
 Link monitoring:
 Which areas and who are you linking with?
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 What are the key successes in these areas?
 What are the main challenges in these areas?
 What is being done to take these areas forward?
 How does this relate to the SIP?
 Governor School Visit Days:
 What is the focus of the visit?
 What did you observe?
 Who did you talk to?
 What information were you given?
 What is the impact on student outcomes of what you were shown?
 How does this relate to the SIP?
Parental engagement (Parent View) and surveys
Student perception surveys
Staff wellbeing surveys
Allocation of resources
Impact of allocation of resources
Curriculum design conversations
Teaching and learning conversations, including staff training
External support from the LA, Alternative education services, School Nurse, etc.

Questions asked of Governors
The answers that Governors give to questions being asked of them, in their role of ensuring
they are undertaking the three core functions of governance, must be linked to several
sources of information and/or observation (as listed above). Governors must always be able
to say why they agree with the information given to them, for instance in the Principal/HT
Report, and show that they have actively understood the information and pursued
answers to their questions. Linking answers to school policies and procedures, school key
priorities, the SIP, ‘action areas’, KPIs and the particular context of the school is necessary.
‘Triangulation’ of evidence – a key Governor skill

Examples of Ofsted questions to Governors:
(This is not an exhaustive list – those in bold are more open-ended and would definitely
need a ‘triangulated’ response).
What is the unique school context?




When was your last inspection?
What is your school’s journey since the last inspection?
How have you addressed any issues that came out of your previous inspection?
What are the features that make your school how it is?

Do leaders and those responsible for governance all understand their respective roles
and perform these in a way that enhances the effectiveness of the school?
How well do you know your school?
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• The school vision
• School improvement
• Safeguarding
• The curriculum
• Staff workload and welfare
• Financial management
What are the strengths and what are the weaknesses of your school?











What are the current priorities for your school?
How is the curriculum being broadened in your school?
How regularly does the Safeguard Governor check the SCR?
Does the Safeguarding Governor check that the DSL and staff’s safeguarding
training are up to date?
Does the Safeguarding Governor check the safer recruitment training records?
Does the Safeguarding Governor check that someone with safer recruitment training
is on all interview panels and that safeguarding questions are being asked at
interview?
What were the main changes in the most recently published KCSIE?
How do you know your school is a safe place for students?
What are the biggest threats to students in terms of safeguarding? How are the
school supporting students with these?

To what extent are Governors’ ambitions high for all students, including those who
are harder to reach?
How do those responsible for governance ensure that the education that the school
provides has a positive impact on all its students?







What does student attainment look like? (How well do you know the school results?)
How are you spending the additional funding you receive?
PPG & catch up funding?
How do the Link Governors for SEN and FSM fulfil their roles?
What does the experience of an SEND student look like?
What is it like to be a student in your school?

Do Governors take into account the workload and well-being of their staff, while also
developing and strengthening the quality of the workforce?



What is it like to be a member of staff in your school?
How do parents perceive the school? Do they think it has improved?

ALPHA TRUST REVIEW OF GOVERNANCE
Alpha Trust will review the work of its LGB annually, based on the LGB self-review, the
results if any skills Audit and questions based around the Governance Competency
Framework (see above) and the organisation and functioning of the LGB.
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SUPPORT AND INFORMATION
Support:
Alpha Trust is the chief source of support and information for Governors and LGBs and
includes guidance such as this handbook, governance reviews and audits and access to
governor training, including governor visit days.
Advice can be sought from more experienced members of the LGB, especially the Chair of
any committee.
Chairs of Governors have access via the East of England Governance Hub to a National
Leader of Governance (NLG)
NEETSA (the North East Essex Teaching School Alliance) has developed a Centre of
Excellence Programme for Governors. They can be contacted at neetsa@cchsg.com.

Sources of Information:
 The links to websites and documents in this handbook
 Alpha Trust website
 Academy websites
 The National Governance Association (NGA): https://www.nga.org.uk/Home.aspx
 The Department for Education has useful documents at:
https://www.gov.uk/government/publications/multi-academy-trusts-establishing-anddeveloping-your-trust/mat-resources-support-and-advice#governance
 General education news can be found in newspapers and on reputable news
websites. Resources can also be found on the TES website at: https://www.tes.com/
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GLOSSARY
This list is far from exhaustive – more definitions can be found online and at:
https://www.nga.org.uk/Guidance/Glossary.aspx
Academy. Academies are publicly funded independent schools. Academies have different
governance arrangements from other schools
Academy committee. A committee of the trust board in a Multi Academy Trust (MAT). The role and
responsibility of any committee is defined in the MAT’s scheme of delegation
Admissions Code. A document providing statutory guidance on schools admission with which all
schools must comply
AfL. Assessment for Learning – a programme of teaching and learning activities which are designed
to provide information to be used as feedback to modify the learning activities.
Articles of Association. The Articles of Association is the formal governing document for an academy
and sets out its rules for operating, including the composition of the governing board
ASCL. Association of School and College Leaders – a Headteacher union
A level. General Certificate of Education Advanced level – usually completed by many 16-19 year
olds after GCSE. A-Levels are achieved following, normally, two years of advanced study.
Alps. A data tracking and analysis tool specialising in supporting KS4 and 5. It enables schools to aim
support and intervention to maximize the potential of individual students.
ASP. Analyse school performance – a service providing schools and other user groups with detailed
performance analysis to support local school improvement. (It replaces RAISEonline).
Assessment without levels. A common phrase to describe changes to the primary curriculum. Grade
descriptions and levels have now been removed from the national curriculum and it is up to primary
schools to decide how they track pupil progress and attainment. Children will still sit SATs exams in
KS1 and KS2 as a national benchmark, however they will no longer be given a grade. Instead, they
will be given a scaled score, with a score of 100 or above showing that a pupil has met national
expectations
ATL. Association of Teachers and Lecturers – a union for education professionals
Attainment 8. A headline measure of school performance at GCSE introduced from 2016. Measures
the achievement of a pupil across English, maths and six further qualifications (three of which must
count in the EBacc measure)
Attainment targets. These establish what children of different abilities should be expected to know
and be able to do by the end of each key stage of the national curriculum
AWPU. Age-Weighted Pupil Unit – the sum of money allocated to the school for each pupil
according to age. This is the basic unit of funding for the school
Baseline assessment. Assessment of pupils’ attainment on entry to year 1 – it is not statutory, but
many local authorities encourage schools to carry it out. Schools may now decide to conduct
baseline assessments in reception, but again this is not a statutory requirement
BTECs. Work-related qualifications offered by schools and colleges.
Capital funding. Spending on projects, improvements, and extensions to the school’s land and
buildings
CATs. Cognitive Ability Tests. A set of tests for children 7-15 years, which include verbal reasoning,
quantitative reasoning and non-verbal reasoning.
Chair’s action. In maintained schools, the chair is allowed to take decisions without asking the
governing body if a delay will be detrimental to the school, a member of staff, a pupil or a parent. In
academies, this power is not automatic and must be delegated to the chair
Chief Executive Officer (CEO). The lead professional and head of the executive branch for a group of
academies known as a multi-academy trust (MAT). Although not necessarily being a Headteacher in
any school, they will be ultimately accountable to the governing board for all aspects of the MAT as a
whole
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Clerk. The Clerk is the ‘constitutional conscience’ of the governing board. They provide advice on
governance, constitutional and procedural matters. They also offer administrative support to the
governing board and relay information on legal requirements
Competency framework for governance. A document developed by the DfE, setting out the skills,
knowledge and behaviours needed for effective governance
Competitive tendering. Obtaining quotes or tenders from alternative suppliers before awarding
contracts
Co-opted governor/trustee. Appointed by the governing board, generally on the basis of their skills
CPD. Continuing Professional Development for school staff or the governing board
DDA. Disability Discrimination Act
Delegated budget. Money provided to schools, which governors can manage at their discretion
Delegated powers. Authority given to a committee, an individual governor or the Headteacher to
take action on behalf of the governing board. In multi academy trusts this also refers to powers
delegated to academy committees
Designated person. Liaises with other services on behalf of young people in care and has a
responsibility for promoting their educational achievement
DfE. Department for Education – the government department responsible for schools and children
Directed time. Time when a teacher must be available to carry out duties, including attending staff
and parent meetings, under the direction of the Headteacher – a maximum of 1265 hours in a school
year
Disapplication. A term used where national curriculum requirements may not apply to a school
student
DSG. Dedicated School Grant – funding from central government to the LA, the majority of which is
then delegated directly to individual schools through the LA’s funding formula
EAL. English as an Additional Language
EBacc. A school performance measure based on achievement of GCSEs in ‘core academic subjects’ of
English, maths, history or geography, the sciences and a language
EBD. Emotional and Behavioural Difficulties
Education Forum. Established by the government as a consultative group including the National
Governors’ Association (NGA), the Local Government Association (LGA) and all the teaching and
Headteacher unions
ESFA. Education and Skills Funding Agency – a single funding agency accountable for funding
education and training for children, young people and adults (formerly the EFA and SFA)
EHCP. Education, health and care plans – for children with special educational needs and who
receive extra assistance in their learning. The plans outline the child’s needs and required support,
and are reviewed annually.
ESO. Education Supervision Order, which LAs may apply for to deal with cases of poor attendance at
school
Ethos. The morals, values and beliefs that do, or at least should, underpin the school culture
EWO. Education Welfare Officer – a professional worker who visits pupils’ homes and deals with
attendance problems and other welfare matters in co-operation with the school
Exclusion. The temporary or permanent removal of a pupil from school for serious breaches of the
school’s behaviour and discipline policy
Executive Principal/Headteacher. Unlike a traditional Headteacher who leads one school only, an
executive Principal/Headteacher is the lead professional of more than one school; or a lead
professional who manages a school with multiple phases; or who has management responsibility
significantly beyond that of a single school site, such as in a MAT.
Executive leaders. Those held to account by the board for the performance of the organisation. This
may be the CEO, executive Headteacher, Headteacher or principal, as well as other senior
employees/staff, depending on the structure of the organisation
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Extended schools/ Enrichment services. Schools that provide a range of services and activities often
beyond the school day, to help meet the needs of the pupils, their families and the wider community
EYFS. Early Years Foundation Stage – sets standards for the learning, development and care of
children from birth to 5 years old.
FFT. Fischer Family Trust – a non-profit company that provides data and analyses to LAs and schools
in England and Wales
Form of entry. The number of classes that a school admits each year
Foundation stage. Curriculum followed by children below statutory school age, in schools and
nursery/pre-school provision
Free school. A type of academy, either a new school set up in response to parental demand or a feepaying school joining the state education system
FSM. Free school meals – pupils are eligible for FSM if their parents receive certain benefits
Funding agreement. The document which sets out the relationship between an academy/MAT and
the Education Funding Agency (EFA)/Department for Education (DfE)
GCSE. General Certificate of Secondary Education
Governor services. May be ‘in-house’ in larger MATs but often externally commissioned, governor
services provide essential support to the governing board which may be in the form of training,
advice or clerking services. This has historically been offered by the local authority through a service
level agreement. Academies and maintained schools are free to buy into their local authority’s
governor services or seek alternative arrangements.
Governing board. Refers to the board of maintained schools (governing body) and academies/MATs
(Board of Trustees)
HLTA. Higher Level Teaching Assistant
HMCI. Her Majesty’s Chief Inspector of Schools
HMI .Her Majesty’s Inspector
HOD/HoD. Head of Department – subject leader accountable for teaching and learning, supporting
staff, resource management and quality assurance.
HoY/HOY/YM. Head of Year/Year manager. Responsible for welfare of students in the year group.
HSE. Health and Safety Executive
IB. International Baccalaureate – a series of educational programmes for children aged 3-19.
IEP. Individual Education Plan for pupils with special educational needs
IGCSE. International GCSE
INSET. In-Service Education and Training – courses for practising teachers and other school staff
ITT. Initial Teacher Training
KPI. Key Performance Indicators (sometimes called performance indicators - PI). Used to evaluate
the success of a school or of a particular activity in which it engages.
KS 1–4. Key stages 1-4. The four stages of the national curriculum: KS1 for pupils aged 5-7; KS2 for 711; KS3 for 11-14; KS4 for 14-16.
KS5. Applies to 16-19 year-olds but is not part of the national curriculum
LA/LEA. Local authority/ Local Education Authority – the LA has certain responsibilities regarding
education, for example the educational achievement of looked-after children and for school places
planning. It will also provide other services to schools, which may be provided via a service level
agreement to maintained schools and in many cases academies
LAC. Looked After Children – Children who are in care provision. May also refer to children who have
been in care at any time in the last six years
LGA. Local Government Association – national organisation supporting and representing local
government
LGB. Local governing body – a term often used to describe a committee of a trust board for an
individual school within a MAT. See LGC, academy committee
LGC. Local governing committee – a term often used to describe a committee of a trust board for an
individual school within a MAT. See LGB, academy committee
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Maintained schools. Publicly funded schools overseen by the local authority. These schools must
follow the national curriculum and national pay and conditions guidelines.
MAT. Multi academy trust – where two or more academies are governed by one trust (the
members) and a Board of Trustees (the Trustees)
MAT board. Common term for the Board of Trustees overseeing a multi academy trust
Mixed ability. A teaching group in which children of all abilities are taught together
NAHT. National Association of Head Teachers – a Headteacher union
NASUWT. National Association of Schoolmasters Union of Women Teachers – a teaching union
National College. National College for Teaching and Leadership – the organisation responsible for
national training programmes for school leaders, aspiring school leaders and the development of
leaders of Children’s Services. In particular, it is responsible for the National Professional
Qualification for Headship, the Chairs of Governors’ Leadership Development Programme and
National Clerks’ Development Programme
National curriculum. This was established by the 1988 Education Reform Act to ensure that all pupils
receive a broad and balanced education, which is relevant to their needs. Academies do not need to
follow the national curriculum, but many still choose to
National Schools Commissioner (NSC). A civil servant responsible for co-ordinating the work of the
eight RSCs (see below)
NEU. National Education Union – a teaching union
NGA. National Governors’ Association. The national membership organisation for school governors
NOR. Number on roll
NPQH. National Professional Qualification for Headship – training for new or aspiring Headteachers
NQT. Newly Qualified Teacher
Ofqual. Office of the Qualifications and Examinations Register – the regulator of examinations and
qualifications
Ofsted. Office for Standards in Education, Children’s Services and Skills – the body which inspects
education and training for learners of all ages and inspects and regulates care for children and young
people
OTT. Overseas Trained Teacher
PAN. Published Admissions Number – the number of children the LA (or governing board of a
foundation or voluntary aided school or academy trust) determines must be admitted to any one
year group in the school
Parent governor/trustee. Member of the governing board elected by the parents of the school’s
pupils
PE and sports premium. Funding for years 1 to 6 to provide additional PE and sport beyond that
already provided in the curriculum
PFI. Private Finance Initiative – enables local authorities to enter into contracts with the private
sector for the provision of new and/or improved capital assets (infrastructure for example) and
related services
PGCE. Post-Graduate Certificate of Education
PPA. Planning, Preparation and Assessment – 10% guaranteed non-contact time for teachers
Progress 8. A headline measure of school performance at GCSE introduced from 2016. It aims to
capture the progress a pupil makes from the end of KS2 to the end of KS4
PRP. Performance Related Pay – schools following the STCPD must now ensure teachers’ pay is
linked to their performance
PRU. Pupil Referral Unit – alternative education provision for pupils unable to attend a mainstream
school or special school
PSP. Pastoral Support Programme for pupils at serious risk of permanent exclusion
PTA. Parent Teacher Association – or PSA (Parent Staff Association)
PTR. Pupil/Teacher Ratio – this is calculated by dividing the number of pupils in a school by the
number of full-time equivalent teachers
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Public Sector Equality Duty. Decisions affect people who are protected under the Equality Act 2010
Pupil Premium (PPF – Pupil Premium Funding; PPG - Pupil Premium Grant). Funding allocated to
schools to support pupils eligible for FSM, in care, or who have parents in the armed forces
Pupil profile. Broad evaluation of a pupil’s personality, interests and capabilities – this forms part of
the pupil’s Record of Achievement
PYP. Primary Years Programme – the International Baccalaureate Primary School programme for
children aged 3-12.
QTS. Qualified Teacher Status
Quorate. A meeting is quorate if a sufficient number of members are present. Decisions can only be
ratified if a meeting is quorate
Quorum. The minimum number of members present at a meeting before decisions can be made
Regional Schools Commissioners (RSCs). Civil servants that act on behalf of the Secretary of State.
Their responsibilities include intervening in underperforming academies, MATs and free schools,
making decisions on conversion to academy status, and encouraging and deciding on applications for
academy sponsors. There are eight RSCs serving different regions, reporting to the National Schools
Commissioner.
Resolution. A formal decision which has been proposed, seconded and agreed – not necessarily by a
vote – at a meeting
Revenue funding. Revenue funding can be spent to provide services and buy items that will be used
within a year. Examples include salaries, heating, lighting, services and small items of equipment
SATs. Standard Assessment Tasks – used for national curriculum assessment
Scheme of delegation. A document defining the lines of responsibility and accountability in a MAT,
sometimes referred to as a Roles and Responsibilities document
School business manager (SBM). A professional employed by a school with responsibility for
financial management and often other areas such as human resources and health and safety
management. Usually part of the senior leadership team
School census. A statutory return which takes place during the autumn, spring, and summer terms.
Maintained schools and academies should take part in the census
Schools Forum. A Schools Forum has been established in each LA area to advise on the allocation of
the funding for schools.
SEF. Self-Evaluation Form. An online form which helps schools evaluate their own performance.
Used by Ofsted prior to an inspection to help identity where they might need to focus.
SEND. Special Educational Needs and Disabilities – learning difficulties for which special educational
provision has to be made
SENCO. SEN Co-ordinator – the teacher responsible for co-ordinating SEND provision in the school
Senior Executive Leader. Academy trusts must appoint a senior executive leader (who may be
known as the principal in a single academy trust, or CEO in a MAT, or equivalent) as the accounting
officer (AO) for the trust
Service level agreement. A contract between a service provider (the local authority or another
private sector provider) and a school that defines the level of service expected from the service
provider
Service premium. Funding allocated to schools to support pupils whose parents are serving in HM
armed forces, or have at any time since 2011, or who are in recipient of a child’s pension from the
ministry of defence
Secretary of State for Education. The senior government minister with responsibility for education.
Leads the Department for Education
Setting. A system of organising pupils into ability groups for particular subjects
SFVS. Schools Financial Value Standard – a means for the governing board to assess its financial
processes, capabilities and skills
Short inspection. A one day Ofsted inspection carried out at ‘good’ schools (or special schools,
nurseries, and PRUs judged ‘outstanding’)
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SIMS. Schools Information and Management System – a computer package to assist schools in
managing information on pupils, staff and resources, provided by Capita
SIP (School Improvement Plan). The operational document describing how the school will work
towards the strategic priorities set by the governing board
SLT. Senior Leadership Team
SoW. Scheme of Work
Special school. Pupils with a statement of special educational needs and disabilities (SEND) or an
education, health and care plan, whose needs cannot be fully met from within mainstream provision
Staff governor/trustee. Elected by those who are paid to work at the school
STEM subjects. Science, technology, engineering and mathematics.
STPCD. School Teachers’ Pay and Conditions Document – an annually published document which
forms a part of the contract of all teachers and Headteachers in maintained schools in England and
Wales. Many academies will also follow the STPCD
Strategic plan. The school’s strategic document which sets out a small number of key priorities for
the school over the next 3-5 years. The governing board should take the lead on developing the
strategic plan
Streaming. Placing pupils in classes according to their ability across a range of subjects
Support (non-teaching) staff. Members of the school staff employed to provide services in a school,
such as teaching assistants, cleaners and office staff
TA. Teaching Assistant
Teaching schools. Schools that work with others to provide CPD for school staff
Teaching school alliances. Led by teaching schools and include schools that are benefiting from
support as well as strategic partners
Terms of reference. The scope and limitations of a committee’s activity or area of knowledge
TLR. Teaching and Learning Responsibility – payments made to teachers for an additional
responsibility
Trustee board. The governing board of a single academy trust or MAT
UNISON. Union of Public Employees. Many school support staff will be members of tis union
Value Added (VA). The progress schools help pupils make relative to their individual starting points –
rather than looking at raw results VA also takes into account the prior attainment, thus enabling a
judgment to be made about the effect of the school on pupils’ current attainment
Vertical grouping. Classes formed (in primary schools) with children of different age groups
Virement. The agreed transfer of money from the budget heading to which it has been allocated to
another budget heading
Vision. The school’s vision should, in a few sentences, describe what the school will look like in three
to five years’ time
VOICE. A teaching union
Vocational. A subject that would not be considered academic in the traditional sense. Students in
key stage 4 and key stage 5 may undertake a vocational apprenticeship or qualification as a viable
alternative to GCSEs or A levels
Work experience. A planned programme as part of careers education, which enables school
students to sample experience of a working environment of their choice in school time.
YM. (See HoY)
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Appendix 1. Alpha Trust Scheme of Delegation
Key:
CEO: Chief Executive Officer
EP: Executive Principal*
EHT: Executive Headteacher*
HT: Headteacher*
P: Principal*
LGB: Local Governing Body
A: Provide advice and support to those accountable for decision making
Column blank: Action can be undertaken at this level
Column shaded: Function cannot legally be carried out at this level
* Terminology depends on individual schools

LGB

EHT/ P/ AP

CEO

Trust Board
Committees

Trust Board

Decision level
Members

No. Governance Task



A



A

A

A

A

Budgets & Accounts
1

2
3
4
5
6
7
8
9
10
11
12
13
14
15

To submit to members and publish an annual report on
performance of the trust.
Submit annual report and accounts including accounting
policies, signed statement on regularity, propriety and
compliance, incorporating governance statement
demonstrating value for money.
Submit to the trust an annual report on work of the LGB.
Agree central spend/top slice.
Management of risk: establish, review and monitor.
To agree budget plan to support delivery of trust key
priorities.
To agree budget plan to support delivery of school key
priorities.
Appoint Chief Financial Officer (CFO).
To establish and review the trust’s scheme of financial
delegation.
To establish and review the school’s scheme of financial
delegation.
To receive and respond to external auditors’ report.
To ensure robustness of benchmarking and trust wide value
for money.
To ensure robustness of benchmarking and school value for
money.
To develop trust wide procurement strategies and efficiency
savings programme.
To review and approve trust wide procurement strategies
and efficiency programme.
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A



A

A





A
A

A
A



A

A





A

 




A
A



A

A

A





A

A


















A

A

EHT/ P/ AP

Trust Board
Committees

LGB

17

To appoint external auditors.
To establish appropriate internal controls for the trust and
individual schools.

CEO

16

Trust Board

Decision level
Members

Governance Task

A



A


A




A

A

A

A




A

Staffing
18
19
20
21
22
23

To appoint and dismiss the Chief Executive Officer (CEO).
To appoint and dismiss the Executive Headteacher/ Principal
To agree trust’s staffing structure.
To agree school’s staffing structure.
To suspend the Chief Executive Officer (CEO).
To suspend the Executive Headteacher/ Principal.








A

A

Performance Management
24
25
26
27
28

To undertake performance management of the Chief
Executive Officer (CEO).
To undertake performance management of school Executive
Headteacher/ Principal.
To agree CEO pay award.
To agree school Executive Headteacher/ Principal pay award.
To review and agree staff appraisal procedure and pay
progression.









A







A



A

A



A

A





A



Discipline/Exclusions
29
30

31

32

To determine a behaviour and discipline policy.
To draft content of school behaviour policy and publicise it to
staff, pupils and parents.
To review all permanent exclusions and fixed term exclusions
where the pupil is either excluded for more than 15 days in
total in a term or would lose the opportunity to sit a public
examination. (Exclusions involving a public examination can
be delegated to chair/vice chair in case of urgency).
To direct reinstatement of excluded pupils.













Admissions
33

To determine and approve the admission criteria.



A



A



A

A

A

Curriculum
34
35

To ensure a broad and balanced curriculum is in place.
To embed agreed curriculum and enrichment offer within the
day to day operation of school.









Target setting
36
37

To set and publish targets for pupils achievements.
To determine trust’s vision and strategy, agreeing key
priorities and key performance indicators (KPIs) against which
progress towards achieving the vision can be measured.



A

A



Collective worship
38



Arrangements for collective worship



Premises & Insurance
39
40

Buildings insurance, personal liability and trustees and
governors’ indemnity insurance.
To develop trust building strategy.
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A

A

A

A

41

To procure and maintain buildings, including properly funded
maintenance programme.



A

A

A

CEO

LGB

EHT/ P/ AP

 
 

A

A

A






A
A









A

A




A
A





A



Trust Board

Trust Board
Committees

Decision level
Members

Governance Task



Health & Safety
42
43

Institute Health & Safety Policy.
To ensure Health & Safety regulations are followed.

People & Structure
44
45
46
47
48
49
50
51
52
53
54
55
56
57
58
59
60
61
62

To appoint and remove members.
To appoint and remove trustees.
To elect parent governor.
To appoint and remove the LGB chairs.
To appoint and remove the clerk.
To review and agree the Articles of Association.
To establish and review annually the governance structure.
To review and agree annually the terms of reference for
LGBs.
To review and agree annually the scheme of delegation.
To complete and recruit to fill gaps following skills audit.
To complete annually self-review of trust board and
committees.
To complete annually self-review of the LGB.
To plan succession.
To approve and set up trustees’ expenses.
To approve and set up governors’ expenses.
To set up a register of trustees and governors business
interests.
To delegate ‘chair’s action’ to the chair of trustees.
To ensure that governance details are published on the
website.
To consider requests from other schools to join the MAT.

 
 
 
 
 
 A


A












A








A

A





A



A
A

Inclusion & Equality
63
64
65
66

To establish and publish annually an equality information and
objectives statement and review equality objectives every
four years.
To designate a ‘responsible person’ for Safeguarding.
To designate a ‘responsible person’ for SEND.
To designate a ‘responsible person’ for Looked After Children.













Policy
67

68

To determine and approve trust wide policies which reflect
the trust’s ethos and values including: charging and
remissions, complaints, premises management, data
protection and FOI, staffing policies including capability,
discipline, conduct and grievance. To approve admissions.
To determine and approve school level policies which reflect
school’s ethos and values to include e.g. admissions, SEND,
safeguarding and child protection, curriculum, behaviour.

Approved at Trust Board meeting 15 July 2020
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Appendix 2. Alpha Trust Board of Trustees Standing Orders
These Standing Orders are established in accordance with the Model Articles of Association (February 2016) and
provide the framework within which a Multi Academy Trust (MAT) operates and supplement the provisions of
relevant legislation and the Articles of Association which all times should be regarded as the primary source of
guidance.
1.

Role of Members

1.1

Members shall subscribe to the trust’s Articles of Association.

1.2

Members will have an overview of the governance arrangements of the trust and have the power to appoint
trustees and remove these trustees. Members, by special resolution, will also be able to amend the Articles
of Association in order to support stronger governance arrangements.

1.3

Members will appoint/remove additional members as they think fit. Any member may resign provided that
after such resignation the number of members is not less than three.

1.4

Members will appoint the trust’s auditors and receive the trust’s annual audited accounts.

1.5

Members have the power to change the name of the school and ultimately, wind up the academy trust.

1.6

Every person nominated to be a member of the trust shall either sign a written consent to become a member
or sign the register of members on becoming a member.

2.

Role of Trustees

2.1

Trustees will be responsible under the Articles of Association for controlling the management and
administration of the trust. They will have responsibility for directing its affairs, and for ensuring that is solvent,
well-run and delivering the trust’s charitable outcomes for the benefit of the public.

2.2

Trustees shall ensure clarity of vision, ethos and strategic direction of the trust.

2.3

Trustees shall hold executive leaders to account for the educational performance of the organisation and its
pupils, and the performance management of staff.

2.4

Trustees shall oversee the financial performance of the trust, making sure its money is well spent.

2.5

Where appropriate, trustees deemed shall appoint designated trustees to LINK roles such as Pupil Premium,
Safeguarding, Special Educational Needs, Health & Safety, etc. and will review these on an annual basis.

2.6

Trustees shall ensure that the Accounting Officer (Chief Executive Officer) and the Chief Financial Officer
implement the board’s decisions and to manage the trust’s affairs within the budgets and framework set by
the board.

3.

Role of Local Governors

3.1

Local Governors will be individuals who sit on Local Governing Bodies (LGBs) at constituent schools in a
multi academy trust and may not necessarily be trustees of the overall trust, but will have duties delegated to
them by the trustees through a Scheme of Delegation
(S of D) and a detailed Terms of Reference.

4.

Membership of the Trust

4.1

The trust will have five members. The department’s strong preference wherever possible is for trusts to have
at least five members in order to provide for a more diverse range of perspectives to enable robust decision
making and reduces the risks of concentrating power and ensures members can take decisions via special
resolution without requiring unanimity.

4.2

An employee of the trust cannot be a member of the trust.

4.3

The number of trustees shall be not less than three but (unless otherwise determined by ordinary resolution)
shall not be subject to any maximum. Members will appoint up to 10 trustees, in accordance with the Articles
of Association (Article 50).

4.4

The trust will have to include at least two parents at each individual LGB.
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4.5

No more than one of the board of trustees will be an employee of the trust.

4.6

The Chief Executive Officer (CEO), if he/she agrees so to act, will be appointed a trustee by the members
(Article 57).

4.7

The members and board of trustees will endeavour to ensure that there is an appropriate balance of skills,
experience, gender, ethnicity and disability amongst the trustees.

5.

Term of Office

5.1

The term of office for any trustee shall be four years, save that this limit shall not apply to the CEO. Subject
to remaining eligible to be a particular type of trustee, any trustee may be re-appointed or re-elected as
appropriate.

5.2

All re-appointments will be made on the basis of merit, subject to the members endeavouring to act in
accordance with point 4.7 and the need to achieve diversity and balance of relevant skills. Succession
planning will be implemented to seek potential trustee to bring the skills required on the board of trustees and
address the requirement for re-appointment beyond two terms in office.

5.3

The CEO shall cease to be a trustee if he/she ceases to be employed by the trust and thereupon the office
shall become vacant.

6.

Chair and Vice-Chair of the Trustees

6.1.

At the first meeting in each school year the board of trustees will elect from among its number a chair and
vice-chair, whose term of office will be one year. A trustee who is employed by the trust shall not be eligible
for election as chair or vice-chair.

6.2

The board of trustees will decide in advance of the election the process of election for either or both positions.
Trustees will be able to submit written nominations prior to the full board meeting and verbal nominations at
the meeting. A trustee can nominate him/herself for office and does not need to be present at the meeting to
be considered.
Nominees(s) will be asked to leave the room whilst the election takes place.
If there is more than one nominee, the remaining trustees will take a vote by a secret ballot. Please note that
when a secret ballot is undertaken, the clerk will tally the votes.
If there is a tie each candidate will be given the opportunity to speak to the trustees about their nomination
and a further vote would be taken.
If there is still a tie, trustees should discuss the strengths of the nominees further, and another vote will be
taken. This process will
repeat until a nominee polls a majority of the votes or, the decision will be based on the toss of a coin.

6.3

If nobody has indicated willingness to stand for the office of chair, the meeting will be adjourned until a chair
can be elected.

6.4

The clerk will take the chair when the chair is being elected. Otherwise the chair will conduct all meetings of
the board of trustees except that in his/her absence, the vice-chair will take the chair.

6.5

If both the chair and vice-chair are absent from a meeting, the board of trustees will elect a chair for the
meeting. The trustee elected shall not be a person who is employed by the trust.

6.6

If the chair resigns, or has to relinquish the office for any reason, the vice-chair will act as chair until a
successor is appointed at the next meeting of the board of trustees. The election of a chair will be a specific
item of business on the agenda for that meeting.

6.7

If the vice-chair resigns, or has to relinquish the office for any reason, a successor will be appointed at the
next meeting of the board of trustees.

6.8

If both the chair and vice-chair resign, or have to relinquish their offices for any reason, the board of trustees
will elect their successor(s) at their next meeting.
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6.9

The chair can be removed from office in accordance with Article 91 and 92. A motion to remove the chair or
vice-chair must be an agenda item for a board of trustees meeting and must be confirmed by resolution at
the follow up meeting held not less than 14 days after the first meeting. The trustee proposing the removal
must state his/her reasons for doing so at the meeting. The chair or vice-chair must be given the opportunity
to make a statement in response.

7.

Calendar of Meetings

7.1

The board of trustees will meet at least three times in each school year, preferably termly.

7.2

Committees and LGBs will meet at a frequency determined by the board of trustees.

7.3

The board of trustees will plan its meeting dates, including those of any committee and LGBs, on an annual
basis at the last meeting preceding the summer term.

7.4

The trust shall hold an Annual General Meeting every year in addition to any other meetings in that year
(Article 19).

7.5

Any trustee or any member of the trust may call a general meeting.

8.

Timing and Duration of Meetings

8.1

Meetings will start at times that are acceptable to the board of trustees and will be limited to 2 hours duration,
except in exceptional circumstances.

8.2

Where the business has not been completed within the agreed time, those trustees present may resolve to
continue the meeting in order to deal with the business notified on the agenda or to make arrangements for
a further meeting to complete the business.

8.3

A meeting may be discontinued at any time if the board of trustees so resolves.

9.

Quorum

9.1

General meeting (those of members of the trust) shall be quorate if three members are present either in
person or by proxy in accordance with Article 23. If a quorum is not present within half an hour from the time
appointed for the meeting, or if during a meeting a quorum ceases to be present, the meeting shall stand
adjourned to such time and place as the trustees may determine.

9.2

The quorum for all business of the board of trustees is 70% (rounded up to a whole number) of the total
number of trustees holding office on the date of the meeting.
For the purpose of removal of a trustee in accordance with Article 66 or any vote on the removal of the chair
in accordance with Article 90 shall be two-thirds (rounded up to a whole number) of the persons who are at
the time trustees entitled to vote on those matters.

9.3

If a meeting is inquorate or discontinued for any reason, any items remaining on the agenda will be placed
on the agenda of a subsequent meeting.

9.4

The quorum for each committee and LGB shall be determined by the board of trustees and included in the
terms of reference for the committee or the LGB.

9.5

The rules for quorum will apply not only at the start of a meeting, but also at any point during the meeting
when the numbers present change as a result of trustees arriving late, leaving early or declaring an interest.
The clerk shall keep a note of attendance, including any changes which take place during the meeting. If a
meeting becomes inquorate the clerk shall immediately inform the chair.

9.6

A meeting will be discontinued if it becomes inquorate.

10.

Withdrawal from meetings

10.1

Trustees will be required to withdraw from a meeting under circumstances set out in Article 97 and 98.

11.

Clerk to the Trustees

11.1

The board of trustees shall appoint a clerk to the trustees for such term, at such remuneration and upon such
conditions as they may think fit. The clerk shall not be a trustee or the CEO.
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11.2

Should the clerk not attend a meeting at short notice, then a trustee, but not the CEO, can act as clerk for
that meeting.

11.3

All the meetings will be convened by the clerk, in accordance with arrangements made by the board of
trustees, but subject to:
a)
b)

any direction from the chair where the matter is urgent
any requisition signed by three trustees

11.4

The clerk can be removed as clerk to the trustees by a resolution of the board of trustees.

11.5

The Chief Financial Officer may be appointed the company secretary of the trust.

12.

Notice of Meetings

12.1

Notice of and proceedings (including voting) at general meetings will be in accordance with the Articles of
Association.

12.2

Written notice of meetings, together with the agenda, will be sent to arrive seven clear days before the
meeting, except where the chair calls an urgent meeting at short notice.

12.3

Non-receipt of notice of a meeting will not invalidate the meeting.

12.4

Copy of the agenda for every meeting, the draft minutes of every such meeting (if they have been approved),
the signed minutes and any report, document or other paper considered will be made available at the school,
at all reasonable times, for inspection by anyone wishing to see them except for confidential papers (Article
124 & 125).

12.5

Any trustee shall be able to participate in meetings of the trustees by telephone or videoconference as per
Article 126.
(Providing at least 48 hours’ notice of their intention is given and that trustees have access to
appropriate equipment)

13.

Agenda

13.1

The notice for general meetings will be given at least fourteen clear days before the meeting.

13.2

The notice shall specify the time and place of the meeting and the general nature of the business to be
transacted. The notice shall also state the members’ entitlement to proxy voting. The notice shall be given to
all the members, to the trustees and auditors.

13.3

The agenda for the board of trustees’ meeting will be prepared by the clerk in accordance with any
determination of the board of trustees and in consultation with the chair and the CEO.

13.4

Any trustee may place an item on the agenda by writing to the clerk prior to publication of the agenda or as
an agreed Any Other Business item.

13.5

Papers that inform agenda items will be sent to trustee with the agenda to arrive seven clear days before the
meeting.

14.

Late Items/Any Other Business

14.1

The agenda for board of trustees meetings will normally include provisions for late items/any other business
and an opportunity will be provided for items for inclusion to be identified at the beginning of the meeting.

15.

Suspension of Trustees

15.1

The board of trustees may by resolution suspend a trustee for all or any meetings of the board of trustees, or
of a committee, for a fixed period of up to six months as per Article 67A - 67E

16.

Trustees’ Expenses

16.1

The board of trustees will prepare a policy on the payment of expenses of trustees in accordance with Article
6.5.
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17.

Attendance

17.1

Members, trustees and local governors are appointed to serve on trust in the expectation that they will make
time in their schedule to attend and fully participate in the work of the trust. Trustees and local governors are
expected to usually attend in each academic year at least 80% of the total number of board and LGBs
meetings and meetings of those committees of which they are members.

17.2

A record will be kept of all persons attending a meeting of the board of trustees, any of its committees and
LGBs.

17.3

The time of arrival and/or departure of any trustee and local governor not in attendance throughout any
meeting will be recorded in the minutes.

17.4

Where a trustee sends an apology for absence with reason, the board of trustees will decide whether to
‘consent’ to the absence and the clerk will record the decision in the minutes. If apologies are not submitted
they will deem to have not been accepted. (A copy of the approved draft minutes will be sent as soon as
possible to the trustee concerned.)
If a trustee is absent without the permission of the board of trustees from all their meetings held
within a period of six months they would cease to hold their office.

18.

Minutes of Meetings

18.1

The minutes of meetings will be drawn up on consecutively numbered pages.

18.2

Any dissenting views will be recorded in the minutes of the meeting, if that is the wish of one or more trustees
present.

18.3

Action will be taken on the basis of decisions and need not await the approval of the minutes of the next
meeting.

18.4

Within ten school working days of the meeting the clerk will send the draft minutes to the chair for checking,
with copies to the CEO for information.

18.5

Copies of the approved draft minutes will be sent to all members of the board of trustees as soon as cleared
by the chair.

18.6

The minutes of each meeting will be considered for approval or amended at the next meeting and, once
approved by the board of trustees as a true record, will be signed and dated by the chair.

18.7

Those matters, which the board of trustees determines shall remain confidential, will be minuted separately
and such minutes and supporting papers will not be made publicly available.

18.8

Approved draft minutes, and subsequently the approved minutes, will be made available at the school, at all
reasonable times, for inspection by anyone wishing to see them by appointment and with due notice.

19.

Confidentiality of Proceedings

19.1

Details of any dispute, discussion or disagreement should remain confidential to those present at the meeting.

20.

Correspondence

20.1

All incoming correspondence, excluding any concerning a complaint, is for the attention of the whole board
of trustees. Significant items will be presented to each meeting of the board of trustees, including any upon
which the chair has already taken urgent action, so that the need for, and the nature of, any action may be
decided or confirmed.

20.2

The board of trustees will determine by resolution who should write letters on behalf of the board of trustees.

20.3

All correspondence should be addressed to the clerk or the chair.

21.

Information and Advice

21.1

The CEO has a statutory duty to keep the board of trustees fully informed, and will present a written report to
each termly meeting of the board of trustees.
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21.2

Where important information required by the board of trustees is given orally, it will be recorded in the minutes
in appropriate detail.

21.3

Where information required by the board of trustees is not readily available, reasonable time will be given for
its production.

21.4

Where expertise is needed but not available within the board of trustees, the board of trustees may consider
appointing an appropriate non-trustee to attend meetings.

21.5

All trustees should have a working knowledge of the Governance Handbook (January 2017 or later) and the
Academies Financial Handbook (2017 or later).

22.

Discussion and Debate

22.1

The chair will ensure that meetings are run effectively, focusing on priorities and making the best use of time
available and ensuring that all trustees enjoy equality of opportunity to express their views.

22.2

The board of trustees will receive, and may debate at the discretion of the chair, decisions on matters that it
has delegated to a committee or individual. Decisions will be recorded in the minutes.

22.3

Recommendations received from LGBs will be recorded in the minutes, together with any related board of
trustees’ resolution.
Decision Making

23.
23.1

Members of the board of trustees recognise that all decisions must be made by the board of trustees unless
an individual, a committee or a LGB has been delegated to deal with a specific issue.

23.2

All matters are decided by a majority of the votes of the trustees present and every trustee has one vote. This
includes any trustees participating by video or telephone link. In the event of a tie, the chair has a casting or
second vote.

23.3

Voting in the election of the chair or vice-chair where there is a contest will be held by secret ballot. Otherwise
voting will ordinarily be by show of hands, unless one or more trustees request a secret ballot. There is no
second or casting vote in the election of chair.

23.4

Decisions of the board of trustees are binding upon all its members.

23.5

Decisions of the board of trustees may only be amended or rescinded at a subsequent meeting of the board
of trustees when the proposal to amend or rescind appears as a specific agenda item.

24.

Urgent Action

24.1

The board of trustees authorises the chair or in his absence the vice-chair to act on behalf of the board:



in routine matters falling within the scope of existing board resolutions and policies
in urgent matters where the delay in calling a meeting would be detrimental to the efficient discharge
of the board’s business, the interest of the trust and the schools within the trust, a pupil, his/her
parents, or a member of staff

24.2

If the chair takes any urgent action between meetings, the facts will be reported to the next meeting of the
board of trustees.

25.

Public Statements

25.1

Public statement on behalf of the board of trustees will be made only by the chair or the CEO.

26.

Access to Meetings of the Board of Trustees

26.1

Apart from trustees, the only people entitled to attend a meeting of the board of trustees are the members,
the clerk, the CFO, CEO/Executive Principlal and where appropriate non-trustees.

26.2

Non-trustees may be required to leave a meeting where matters of a confidential nature relating to individual
staff or pupil are discussed.
The board of trustees will decide who, other than those entitled to attend, may be admitted to a meeting and
which of its meetings, if any, will be open to parents/the public.

26.3

26.4

If the meeting is to be opened to parents/the public reasonable notice will be given.
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26.5

The CEO may invite officers (head(s) of school, school business manager, head of department etc.) of the
trust to attend meetings on an occasional or regular basis. All officers are there in an advisory role and have
no voting rights.

26.6

The board of trustees can require any non-trustees present at a meeting to leave at any time.

27.

Pecuniary and Personal Interest

27.1

Notwithstanding that all members, trustees and local governors will have completed an annual review of
business interests, there will be a standing item on each agenda inviting any fresh declarations to be made.

27.2

The register of business interest will be created and reviewed at least on an annual basis. This is the
responsibility of the clerk. This should be available at schools for inspection and published on the trust and
schools websites.

27.3

Anyone who is ordinarily entitled to attend board of trustees or committee meetings (that is trustee, members
of committees, non-trustees or CEO) must withdraw and not vote on the issue if:



there could be conflict between the interest of that person and the interests of the board of trustees or
where a fair hearing must be given and there is reasonable doubt about the individual’s ability to act
impartially on any matter

28.

Complaints and Staff Discipline

28.1

The board of trustee will establish procedures for dealing with general and curriculum complaints.

28.2

The board of trustees will establish procedures for dealing with staff discipline matters and staff grievances.

28.3

The board of trustees has its own complaints policy, which is available on request.

29.

Delegation of Functions

29.1

The board of trustees’ stresses that no action may be taken by an individual trustee unless authority to do so
has been delegated formally by resolution of the board.

29.2

In order to ensure the most efficient use of time and resources the board of trustees will:



delegate work to committees and LGBs with the power to make decisions on behalf of the board
delegate work to individual members of the board of trustees and/or the CEO

29.3

The arrangements for delegating functions will be reviewed annually by the board of trustees.

29.4

In delegating functions to individuals, the board of trustees will have regard to Article 105,105A 106 and 107.

30.

Committees and Local Governing Bodies

30.1

Subject to provisions in the Articles of Association the trustees:



will appoint separate committees to be known as LGBs for each school(and the same LGB may be
appointed for more than one school)
will establish any other committee

30.2

No parent (or carer) engaged in paid employment at any school within the Trust for more than 500 hours in
any consecutive 12 month period (at the time of election or appointment) can stand for
election/appointment as a parent governor of the same school. If a serving parent governor subsequently
starts to work at the school for more than 500 hours in a consecutive 12 month period, they would serve out
their term of office.

30.3

Committees and LGBs, if any, will have delegated authority to make decisions on behalf of the board of
trustees strictly in accordance with the terms of delegation.

30.4

When establishing committees and LGBs the board of trustees will ensure compliance with the Articles and
will:
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determine the membership (including non-governors where permitted and appropriate)
allow the committee and LGB to elect its chair
establish and record terms of reference
review the terms of reference annually
allow the committees and LGBs to determine their own timetables within given limits
determine arrangements for reporting back
review the need for, and the membership of, committees and LGBs annually

30.5

All committees, LGBs and individuals with delegated powers will report in writing to the next meeting of the
board of trustees about any decisions made or action taken.

30.6

All committees and LGBs with delegated powers will keep formal minutes, and copies will be presented to
the next meeting of the board of trustees.

30.7

All meetings of committees and LGBs will be clerked by a person who is not the CEO or Executive
Headteacher / Principal / Associate Principal in case of LGB.

31.

Safeguarding Pupils

31.1

The Trust shall comply with the requirements of the Education (Independent School Standards) (England)
Regulations 2014 as amended (or such other regulations as may for the time being be applicable) in relation
to carrying out enhanced criminal records checks, obtaining enhanced criminal records certificates and
making any further checks, as required and appropriate for individual trustees, the chair of the trustees and
local governors.

32.

Code of Conduct

32.1

Every trustee and member will be requested to sign the Code of Conduct declaration at the first
appointment and each subsequent year of appointment at the (autumn) term meeting.

33.

Disqualification of trustees

33.1

Articles 68 - 80 cover the conditions under which a trustee is disqualified. These include disqualification if a
trustee is absent without permission from all meetings held within six-month period and trustees resolve that
the office be vacated.

33.2

Each trustee will have to sign a self-declaration form on appointment and re-appointment as a trustee.

34.

Annual Report and Annual Return

34.1

The trustees shall prepare:



an annual report to be submitted to the Secretary of State and the Principal Regulator by 31 December
each academy financial year
an annual return to the Registrar of Companies by 31 December each academy financial year

APPROVED BY TRUSTEES 15 JULY 2020
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Appendix 3. Alpha Trust Local Governing Board Terms of Reference
These terms of reference are established in order to support the effective operation of Local Governing Bodies
within the Alpha Trust.
These terms of reference may only be amended by the board of trustees. The functions, duties and
proceedings of LGBs set out in these terms of reference shall also be subject to any regulations by the
board of trustees from time to time.
1.
1.1

1.2

The Trust and Local Governing Body
The trust is a charitable company limited by guarantee. It has entered into a Master Funding Agreement
with the Department for Education and a Supplement Funding Agreement in respect of the academies
and so it is the trust that is ultimately responsible to the Department for Education pursuant to the
Funding Agreement.
The trustees are the charity trustees (within the terms of section 97(1) of the Charities Act 1993) and
responsible for the general control and management of the administration of the trust in accordance with
the provisions set out in the Articles of Association.

1.3

The Local Governing Body shall be a Committee of the trustees established pursuant to Articles of
Association.

2.
2.1

Membership of the Local Governing Body
Each LGB operating in respect of one academy shall, unless the board of trustees resolve otherwise,
have a minimum of 10 and a maximum of 13 members.
Each LGB operating in respect of two or more academies shall, unless the board of trustees resolve
otherwise, have a minimum of 12 and a maximum of 14 members.

2.2
2.3

The membership of each LGB (each a LGB Member or Governor) shall be as follows (unless the board
of trustees resolve otherwise):






The Headteacher/ Principal
Two staff members of the academy
Up to four persons appointed by the board of trustees
Up to four other persons co-opted by members of the LGB
At least two parent members (not a requirement for Alternative Provision Academies) No parent (or
carer) engaged in paid employment at any school within the Trust for more than 500 hours in any
consecutive 12 month period (at the time of election or appointment) can stand for
election/appointment as a parent governor of the same school. If a serving parent governor
subsequently starts to work at the school for more than 500 hours in a consecutive 12 month
period, they would serve out their term of office.

2.4

No more than one third of the LGB Members may be employees of the trust.

2.5

The current LGB Members are set out in the register of LGB Members maintained by the trust.

2.6

The trustees shall:




make all necessary arrangements for, and determine all other matters relating to, an election of
parent LGB Members, including any question of whether a person is a parent of a registered pupil
at an academy. Any election of a parent member which is contested shall be held by secret ballot.
make all necessary arrangements for, and determine all matters relating to, the election and/or
appointment of staff LGB Members

2.7

The LGB Members may only appoint co-opted members with the consent of the board of trustees.

2.8

The terms of office for any LGB Member shall be four years, save that this time limit shall not apply to
the Headteacher/Head of School. Subject to remaining eligible, any member may put themselves
forward for re-appointment (as the case may be).

2.9

The LGB may continue to act notwithstanding a temporary vacancy in its composition.

3.
3.1

Chair and Vice Chair of Local Governing Body
The chair and vice Chair of the LGB shall be appointed at the start of each academic year by the LGB
Members.
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3.2

No person may act as chair under paragraph 2.1 if they are an employee of the trust.

3.3

Where the trust considers that there is not a suitable chair or vice chair from among the LGB Members
they shall make the appointment.

4.
4.1

Appointment of the Clerk to the Local Governing Body
The clerk shall be appointed by the LGB for such term, at such remuneration and upon such conditions
as they may think fit; and any clerk so appointed may be removed by them. The clerk shall not be a LGB
Member. Notwithstanding this paragraph, the LGB Members may, where the clerk fails to attend a
meeting of theirs, appoint any one of their number or any other person to act as clerk for the purposes of
that meeting.

5.
5.1

Authority, remit and responsibilities of the LGBs
The powers and functions delegated by the board of trustees to the LGBs are set out in the scheme of
delegation (S of D) as approved by the board of trustees and in summary include the following:

To oversee the running of the academies in terms of learning, standards, safeguarding, safety and
wellbeing.

To hold local academy leadership to account for academic performance, quality of care and
provision.

To oversee and monitor the effectiveness of learning strategies.

To ensure that the academy or academies are conducted in accordance with the objects of the
trust, the terms of any trust governing the use of the land which is used for the purposes of an
academy, any agreement entered into with the Secretary of State for the funding of the academy or
academies and these terms of reference.

To consider budget monitoring information and make recommendations to the Executive
Headteacher/Principal / Associate Principal in relation to any potential overspending.

To act as a critical friend to the Executive Headteacher/ Principal / Associate Principal (including but
not limited to advice in relation to annual budget proposals).

To adopt financial prudence in managing the financial affairs of the trust in so far as these relate to
the academy and are delegated to them in order to support the board of trustees and its committees
in relation to proper use of funds and delivering high quality education provision.

To represent the views of the community (including but not limited to), in discussions on budget
issues that relate to community engagement and activity and make recommendations to the
Executive Headteacher/ Principal / Associate Principal.

To support the Executive Headteacher/ Principal / Associate Principal in recruitment and selection,
grievance, disciplinary and exclusion process where appropriate.

To promptly implement and comply with any policies or procedures communicated to the LGB by
the board of trustees from time to time.

To draw any significant recommendations and matters of concern to the attention of the board of
trustees.

6.
6.1
6.2

Proceedings of LGB Meetings
The LGBs will meet as often as is necessary to fulfil their responsibilities but at least three times a year.
All meetings shall be convened by the clerk to the LGB, who shall send to LGB Members written notice
of the meeting and a copy of the agenda at least seven clear days in advance of the meeting.

6.3

A special meeting of the LGB shall be called by the clerk whenever requested by the chair or at the
request in writing by any three LGB Members. Where there are matters demanding urgent
consideration, the chair or, in his/her absence the vice chair may waive the need for seven days’ notice
of the meeting and substitute such notice as he thinks fit.

6.4

The quorum for the transaction of the business of LGB shall be 6 LGB Members provided that at least
one of them is a LGB Member appointed by the board of trustees (not including staff members or parent
members).

6.5

If the number of LGB Members assembled for a meeting of the LGB does not constitute a quorum, the
meeting shall not be held. If in the course of a meeting of the LGB the number of LGB Members present
ceases to constitute a quorum, the meeting could continue with routine business but not take any votes
on matters that require a vote (these will be deferred to the next meeting).

6.6

Every matter to be decided at a meeting of a LGB must be determined by a majority of the votes of the
members present and voting on the matter.
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6.7

Each LGB Member present in person shall be entitled to one vote.

6.8

Where there is an equal division of votes the chair shall have a casting vote.

6.9

A LGB Member may not vote by proxy.

6.10

A register of attendance shall be kept for each LGB and published annually.

6.11

LGBs may invite attendance at meetings from persons who are not LGB members to assist or advise on
a particular matter or range of issues. Such persons may speak with the permission of the chair but shall
not be entitled to vote.

6.12

Any LGB Member shall be able to participate in meetings of the LGB by telephone or video conference
provided that he has given reasonable notice (up to the day before the meeting if this has been agreed)
to the clerk and that the LGB Members have access to the appropriate equipment.

7.
7.1

Conduct of LGB Members
All LGB Members shall observe at all times the provisions of the Alpha Trust Code of Conduct.

8.
8.1

LGB Members’ Interests
LGB Members are required to declare any business or other interests in any item being discussed at a
meeting.
LGB Members, if present at a LGB meeting, disclose their interest, withdraw from the meeting and not
vote on a matter if:

8.2





there may be a conflict between their interests and the interests of any of the academies or the trust
there is reasonable doubt about their ability to act impartially in relation to a matter where a fair
hearing is required, or
they have a personal interest (this is where they and/or a close relative will be directly affected by
the decision of the LGB in relation to that matter) in a matter

9.
9.1

Disqualification and Removal of LGB Members
A person shall be ineligible for appointment to a LGB and, if already appointed, shall immediately cease
to be a member if the relevant individual:

is or becomes disqualified from holding office under the Articles of Association

is or becomes disqualified from holding office as a governor of a school or academy

is included in the list of teachers or workers considered by the Secretary of State as unsuitable to
work with children or young people

is barred from any regulated activity relating to children

is or becomes bankrupt or makes any arrangement or composition with his/her creditors generally;
or their estate has been sequestrated and the sequestration has not been discharged, annulled or
reduced

is convicted of any criminal offence (other than minor offences under the Road Traffic Acts or the
Road Safety Acts for which a fine or non-custodial penalty is imposed or any conviction which is a
spent conviction for the purposes of the Rehabilitation of Offenders Act 1974)

has been fined for causing a nuisance or disturbance on school/academy premises during the 5
years prior to or since appointment or election as a LGB Member

refuses to an application being made to the Disclosure and Barring Services (DBS) for a criminal
records check

commits a serious breach of the code of conduct or any standing order or protocol implemented by
the board of trustees

in the case of a LGB Member, is absent without the permission of the LGB Members from all their
meetings held within a period of six months and the LGB Members resolve that his office be
vacated

resigns his/her office by notice in writing to the chair

in the case of a Headteacher/ Principal, they cease to be the Headteacher/ Principal

in the case of a LGB Member, their term of office expires and they are not re-appointed

9.2

The trustees shall make the right, at their sole discretion, to remove or suspend (on such terms as they
see fit) any LGB Member by written notice to the chair.
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10.
10.1
10.2

Reporting Procedures
Within 10 school days of each meeting each LGB will produce and the chair / deputy chair agree
minutes of its meetings.
The LGBs will send to the board of trustees, copy of their minutes within 14 school days of each
meeting.

10.3

Each LGB shall conduct an annual review of its work and the powers and functions delegated to it under
these terms of reference and shall report the outcome and make recommendations to the board of
trustees.

11.
11.1

Amendment of Terms of Reference
This document will be subject to review at least once every twelve months.

12.
12.1

Copies of Terms of Reference
A copy of this document shall be given to every LGB Member and shall be available for inspection upon
request by members of staff during normal office hours at the offices of the academy and the trust.

13.
13.1

Effective Date
These terms of reference shall come into effect, in relations to a LGB, on the establishment of the LGB
or where revised on a date specified by the trustees.

APPROVED BY TRUSTEES (AMENDMENT 2.3) AS PART OF
SCHEME OF DELEGATION CHANGE
15 July 2020
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Appendix 4a. Alpha Trust Board of Trustees Code of Conduct

The Alpha Trust Board of Trustees Code of Conduct has due regard to all relevant legislation including, but not limited to, the
following:

The Children Act 1998

The Children Act 2004

The Education Act 2011

The Childcare (Disqualification) and Childcare (Early Years Provision Free of Charge) (Extended Entitlement) (Amendment)
Regulations 2018

The Childcare Act 2006

Protection of Freedoms Act 2012

The Data Protection Act 2018

The General Data Protection Regulation (GDPR) 2018

The School Governance (Constitution) (England) Regulations 2012

The Charities (Protection and Social Investment) Act 2016

Contents:
Statement of intent

1.
2.
3.
4.
5.
6.
7.
8.

Role and responsibilities
Commitment
School procedures
Conflicts of interest
Confidentiality
Behaviour of trustees
Removal of a trustee
Breaching the code

Appendix – Code of Conduct Acknowledgement Form

Statement of intent
At Alpha Trust, we recognise and value the effort taken by members of the board of trustees who contribute
towards our schools. We encourage the board’s assistance and acknowledge that many school activities and
processes would be at risk if it were not for their help. As a result, we want to make sure that time spent by
members as part of the board of trustees is productive and enjoyable.
This code of conduct outlines what is expected from members of the board of trustees and sets out the code of
conduct which all members are required to comply with.
For the purpose of this document, the term ‘board’ will refer to the Board of Trustees, unless otherwise stated.
Signed by:

Chief executive officer
Chair of the board of trustees
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Date:
Date:

1. Role and responsibilities
1.1.
1.2.
1.3.
1.4.

1.5.
1.6.
1.7.
1.8.
1.9.
1.10.
1.11.

This code of conduct will be reviewed by the board on an annual basis and will be signed by
trustees at the first meeting of the academic year.
The board is responsible for formulating and reviewing the trust’s vision, values and long-term
strategy.
The board will exercise overall control over the trust's financial affairs.
The board will act fairly and in accordance with equal opportunities principles while making
decisions affecting the appointment, recruitment, professional development, performance
management, payment and discipline of staff.
The board will make decisions collectively and take joint responsibility for their actions.
Trustees will hold themselves accountable for the performance of the board and the
performance of the trust.
Board members will not use their status as a trustee to gain advantage within the trust.
Members of the board accept that they have no legal authority to act individually, except
when they have been given delegated authority to do so.
Trustees will only speak on behalf of the board when they have been specifically authorised
to do so.
Trustees will recognise the difference between their role and that of staff members,
volunteers and other layers of governance.
Board members are responsible for:

Attending all meetings expected from them and providing apologies for any absences in advance.
Preparing and contributing effectively to meetings and discussions.
Acting in a fair and open-minded manner during discussions.
Considering professional advice on anything which they do not have expertise in themselves.
Acting in the best interest of the trust.
Ensuring that a properly constituted, balanced and competent board is maintained.
Conducting themselves in a manner which does not damage or undermine the reputation of the trust or its
employees.
Honouring the authority of the chair of the board of trustees as appointed leader of the board and supporting
them in their role.
Studying the agenda and associated information prior to the meeting, ensuring that meetings are attended fully
prepared.
Continually seeking ways to improve board governance practice.
Participating in induction, training and development activities.

2. Commitment
2.1. Members of the board fully understand their role and are committed to the amount of time

and energy the role involves.
2.2. Members of the board will be actively involved in their role and accept their fair share of

responsibilities within the board.
2.3. Trustees will actively participate in the school community, and will respond to opportunities

to be involved in school activities and events.
2.4. Full commitment will be given to the attendance of meetings.
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2.5. Trustees will demonstrate a commitment to the development and implementation of good
2.6.
2.7.
2.8.
2.9.
2.10.

practice, both within the board and across the trust.
Trustees will be committed to engaging in the life of schools in the trust, in order to further
assist their decision making.
Trustees will demonstrate a commitment to engaging and maintaining links with local
governing boards and other stakeholders.
All relevant training and inductions will be undertaken in a prompt and efficient manner.
Members of the board will develop and maintain up-to-date knowledge of the trust and its
environment.
Trustees will help to identify good candidates for trusteeship.

3. School procedures
With the assistance of the school’s leadership team and local governing board, trustees will
ensure that each school within the trust complies with statutory and good practice
requirements.
3.2. The board will ensure that each school’s policies and procedures, including those that are
statutory and those that reflect the ethos of the trust, are appropriately reviewed, amended
and implemented, ensuring that they are up-to-date and compliant with any legislation or
national guidance.
3.3. The board will ensure that appropriate procedures are in place to govern the board, including
those in relation to the election, training and removal of trustees.
3.1.

3.4.
3.5.
3.6.
3.7.

3.8.

Trustees will act within the governing document of the trust and abide by the trust’s policies
and procedures.
The board will ensure that there are clear written policies regarding the claiming of expenses
by trustees.
The board will ensure that they, and the trust as a whole, act in accordance with legislation
and statutory guidance.
All school policies and procedures agreed by the board will be made clear and understood by
the staff members responsible for implementing the protocols. Directions given to staff will
come from the board.
All members of the board will make themselves familiar with the following documents:
Essential; to be read every year and at each and any update:
 Keeping Children safe in Education (2020) (KCSiE)
Statutory overview documents:
 DfE Governance Handbook (2020)
 Charity Commission CC3 – the essential trustee: what you need to know, what
you need to do
 Competency Framework for Governance 2017
All Alpha Trust procedures including:
 Child Protection and Safeguarding Policy
 Equal Opportunities Policy
 Health and Safety Policy
 Behavioural Policy
 Whistleblowing Policy
 Assessment Policy
 Data Protection Policy
 Disciplinary procedures
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Complaints procedures



The Alpha Trust Governance Handbook 2020 – information and guidance for
Trustees and Governors. (This document provides links to the above)

4. Conflicts of interest
4.1.
4.2.
4.3.
4.4.

4.5.
4.6.
4.7.
4.8.
4.9.

Members of the board will act in the best interests of the trust at all times and will not act in
the interest of, or as a representative of, any group or individual.
Trustees will record in the Register of Pecuniary Interests any conflicts of interest that they
might have in connection to the board’s business.
Interests of those related or closely connected to a trustee will be declared on the Register of
Pecuniary Interests.
Members of the board will declare any conflict of interest they may have in an item of business
on the agenda, will immediately remove themselves from the meeting while it is under
discussion, and will not be involved in any votes taken on the matter.
Any conflict of loyalty will be declared at the start of any meeting, should the situation arise.
Trustees will aim to foresee and avoid any conflicts of interest.
Trustees will not benefit, financially or in other terms, for themselves, their families or their
friends from their role on the board of trustees.
Any transaction, under which a trustee will benefit either directly or indirectly, will have
proper legal authority.
Board members will not place themselves under any financial or other obligation to external
individuals or organisations which might influence the performance of their trustee duties.

5. Confidentiality
5.1. GDPR and confidentiality requirements will be maintained at all times including, but not

limited to:
5.2. When matters discussed between trustees are deemed confidential, or where they concern

specific members of staff or pupils, complete confidentiality will be observed – both inside and
outside of the trust.
5.3. Trustees partaking in discussions regarding trust business outside of board meetings will
exercise the greatest prudence at all times.
5.4. The details of a board vote will not be revealed under any circumstance.
5.5. Trustees accept and consent that, in the interests of open and transparent governance, their
name, date of appointment, term of office, role, attendance record and any
business/pecuniary interests they have will be published on the trust’s website.

6. Behaviour of Trustees
6.1. The board will seek to develop open, honest and effective working relationships with the

6.2.
6.3.
6.4.
6.5.

headteacher, staff members and parents at the trust, as well as any other relevant body, such
as the local governing board.
Members of the board will continuously strive to work as a team.
Trustees will always express their views openly, but in a courteous and respectful manner.
The board will acknowledge the time, effort and skills demonstrated in the execution of
delegated functions by other trustees.
Trustees will seek to support and encourage all those they come into contact with through the
role.
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6.6. Trustees will take into account any concerns expressed about their delegated function, and
6.7.
6.8.
6.9.
6.10.
6.11.

will be prepared to answer queries from other trustees regarding their role.
When making decisions, trustees will carefully consider how their decisions and actions might
affect those who are part of the school community, the trust as a whole and the wider locality.
Trustees will not break the law, go against charity regulations or act in disregard of the trust’s
policies in any aspect of their role on the board.
Where a trustee also holds another role within the trust, such as a volunteer, they will strive
to keep these roles separate.
Trustees will use the trust’s resources responsibly, ensuring that any expenses or
reimbursement are documented.
Trustees will not accept gifts or hospitality without the prior consent of the board.

7. Removal of a Trustee
7.1. The board of trustees will only suspend or remove a member from their post as a last resort.
7.2. The board will attempt to resolve any difficulties or disputes in a constructive manner before

suspension or removal is considered.
7.3. In the event that the need arises to suspend or remove a trustee, the board will do so by

7.4.
7.5.
7.6.
7.7.
7.8.

following the established procedures outlined in the trust’s governing document, to ensure a
fair and objective process.
Where it is written into the trust’s governing document, a vote of no confidence will be held
to encourage someone to resign as a trustee.
In the event that a member of the board wishes to leave their role as a trustee, the chair of
the board will be informed in advance in writing, stating the reason for their resignation.
When a member has left their role on the board, the records held by the Charity Commission
about the trust will be updated.
Where the leaving trustee has special responsibilities, a handover will be arranged to ensure
that the duties are appropriately fulfilled.
Where the leaving trustee is named on the trust’s title deeds to land or property, legal advice
will be sought.

8. Breaching the code
8.1. If a member of the board breaches this code of conduct, the issue will be raised with the chair
8.2.
8.3.
8.4.
8.5.

of the board of trustees, who will investigate the concern.
In the event that it is believed the chair of the board of trustees has breached this code of
conduct, another member of the board will undertake the investigation.
Trustees are aware that substantial breach of this code may result in their removal from the
board.
In the event that the code has been breached, board members will be given the opportunity
to defend their actions before a decision regarding removal or suspension is made.
In the event that a trustee is asked to resign from the board, they will accept the majority
decision of the board and resign at the earliest opportunity.
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Trustee Code of Conduct Acknowledgement Form
I confirm I have read:

Please initial

‘Keeping Children Safe in Education (2020)’

I confirm I am familiar with the following Alpha Trust (and school) documents:

Please initial

Child Protection and Safeguarding Policy
Diversity Policy and Recruitment & Selection Statement
Health and Safety Policy
Whistleblowing Policy
Data Protection Policy
Disciplinary procedures
Complaints procedures
The Alpha Trust Governance Handbook 2020
Behavioural Policy (Schools-based)
Assessment Policy (Schools-based)

I confirm I am familiar with the following statutory documents:

Please initial

DfE Governance Handbook (2020)
Competency Framework for Governance 2017
Charity Commission CC3 – the essential trustee: what you need to know, what you
need to do

I hereby acknowledge the terms detailed within the Board of Trustees Code of Conduct and agree to abide by
this code whilst I am an acting member of the board. I understand that the role is of a voluntary nature and,
therefore, I will not receive payment for my duties. Any expenses which I claim will be in line with the Trustee
Expenses Policy.

Name (please print):

Signature:

Date:
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Appendix 4b. Alpha Trust Local Governor Code of Conduct

The Alpha Trust Local Governor Code of Conduct has due regard to all relevant legislation including, but not limited to,
the following:











The Children Act 1998
The Children Act 2004
The Education Act 2011
The Childcare (Disqualification) and Childcare (Early Years Provision Free of Charge) (Extended Entitlement)
(Amendment) Regulations 2018
The Childcare Act 2006
Protection of Freedoms Act 2012
The Data Protection Act 2018
The General Data Protection Regulation (GDPR) 2018
The School Governance (Constitution) (England) Regulations 2012
The Charities (Protection and Social Investment) Act 2016

As individuals on Alpha Trust Local Governing Boards we agree to the following:

Role & Responsibilities

















We understand the purpose of the board and the role of the executive leaders.
We accept that we have no legal authority to act individually, except when the board has given us
delegated authority to do so, and therefore we will only speak on behalf of the Governing Board when we
have been specifically authorised to do so.
We accept collective responsibility for all decisions made by the board or its delegated agents. This means
that we will not speak against majority decisions outside the Governing Board meeting.
We have a duty to act fairly and without prejudice, and in so far as we have responsibility for staff, we will
fulfil all that is expected of a good employer.
We will encourage open governance and will act appropriately.
We will consider carefully how our decisions may affect the community and other schools.
We will always be mindful of our responsibility to maintain and develop the ethos and reputation of our
school and the Trust. Our actions within the school and the local community will reflect this.
In making or responding to criticism or complaints we will follow the procedures established by the
Governing Board.
We will actively support and challenge the executive leaders
We will accept and respect the difference in roles between the board and staff, ensuring that we work
collectively for the benefit of the organisation;
We will respect the role of the executive leaders and their responsibility for the day to day management
of the organisation and avoid any actions that might undermine such arrangements;
We agree to adhere to the school’s rules and polices and the procedures of the Governing Board as set
out by the relevant governing documents and law
When formally speaking or writing in our governing role we will ensure our comments reflect current
organisational policy even if they might be different to our personal views;
when communicating in our private capacity (including on social media) we will be mindful of and strive to
uphold the reputation of the organisation
We will make ourselves familiar with the following documents:

65

o
o

o

o

Essential; to be read every year and at each and any update:
 Keeping Children safe in Education (2020) (KCSiE)
Statutory overview documents:
 DfE Governance Handbook (2020)
 Charity Commission CC3 – the essential trustee: what you need to know, what you need
to do
 Competency Framework for Governance 2017
All Alpha Trust procedures including:
 Child Protection and Safeguarding Policy
 Diversity Policy and Recruitment & Selection Statement
 Health and Safety Policy
 Behavioural Policy
 Whistleblowing Policy
 Assessment Policy
 Data Protection Policy
 Disciplinary procedures
 Complaints procedures
The Alpha Trust Governance Handbook 2020 – information and guidance for Trustees and
Governors. (This document provides links to the above).

Commitment











We acknowledge that accepting office as a Local Governor involves the commitment of significant
amounts of time and energy.
We will each involve ourselves actively in the work of the Governing Board, and accept our fair share of
responsibilities, including service on committees or working groups.
We will make full efforts to attend all meetings and where we cannot attend explain in advance why we
are unable to.
We will get to know the school/s well and respond to opportunities to involve ourselves in school
activities.
We will visit the school/s, with all visits arranged in advance with the Principal/Headteacher and
undertaken within the framework established by the Governing Board.
When visiting the school in a personal capacity (i.e. as a parent or carer), we will maintain our underlying
responsibility as a Governor.
We will consider seriously our individual and collective needs for induction, training and development, and
will undertake relevant training.
We accept that in the interests of open governance, our full names, date of appointment, terms of office,
roles on the Governing Board, attendance records, relevant business and pecuniary interests, category of
Governor and the body responsible for appointing us will be published on the school’s website.
In the interests of transparency we accept that information relating to Governors, (and Trustees and
Members) will be collected and logged on the DfE’s national database of governors (Get information
about schools).

Relationships and Communications




We will strive to work as a team in which constructive working relationships are actively promoted.
We will act responsibly and observe the ‘Nolan Principles’ in all our communications with the school.
We will use appropriate routes of communication, i.e., through formal, minuted governor meetings,
reported link meetings, governor visit days, agreed appointments, by using the Trust’s procedures and we
will make any enquiries we may have regarding the school via the Chair of the LGB, initially.
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We will express views openly, courteously and respectfully in all our communications with other
Governors, Trustees, Members, the clerk to the Governing Board and school staff both in and outside of
meetings.
We will support the chair in their role of ensuring appropriate conduct both at meetings and at all times.
We are prepared to answer queries from other Board members in relation to delegated functions and
take into account any concerns expressed, and we will acknowledge the time, effort and skills that have
been committed to the delegated function by those involved.
We will seek to develop effective working relationships with the executive leaders, staff and parents, the
trust, the local authority and other relevant agencies and the community.

Confidentiality






GDPR and confidentiality requirements will be maintained at all times including, but not limited to;
We will observe complete confidentiality when matters are deemed confidential or where they concern
specific members of staff or pupils, both inside or outside school.
We will exercise the greatest prudence at all times when discussions regarding school/Trust business arise
outside a Governing Board meeting.
We will not reveal the details of any Governing Board vote.
We will ensure all confidential papers are held and disposed of appropriately and are not viewed or
accessed in any way by any person who is not a member of the LGB.

Conflicts of interest






We will record any pecuniary or other business interest (including those related to people we are
connected with) that we have in connection with the Governing Board’s business in the Register of
Business Interests, and if any such conflicted matter arises in a meeting we will offer to leave the meeting
for the appropriate length of time.
We accept that the Register of Business Interests will be published on the school/trust’s website.
We will also declare any conflict of loyalty at the start of any meeting should the situation arise.
We will act in the best interests of the school as a whole and not as a representative of any group, even if
elected to the Governing Board.

Ceasing to be a Governor



We understand that the requirements relating to confidentiality will continue to apply after a Governor
leaves office

Breach of this Code of Conduct




If we believe this code has been breached, we will raise this issue with the chair and the chair will
investigate; the Governing Board will only use suspension/removal as a last resort after seeking to resolve
any difficulties or disputes in more constructive ways.
Should it be the chair that we believe has breached this code, another Governing Board member, such as
the vice chair will investigate.

All Governors are required to sign the following declaration at least once a year, and on joining.
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Alpha Trust Local Governing Board - Code of Conduct Declaration
(Please delete as appropriate):





Colchester County High School for Girls
The Gilberd School
Manningtree High School
Home Farm Primary School

I confirm I have read:

Please initial

‘Keeping Children Safe in Education (2020)’

I confirm I am familiar with the following Alpha Trust (and school) documents:

Please initial

Child Protection and Safeguarding Policy
Diversity Policy and Recruitment & Selection Statement
Health and Safety Policy
Whistleblowing Policy
Data Protection Policy
Disciplinary procedures
Complaints procedures
The Alpha Trust Governance Handbook 2020
Behavioural Policy (School)
Assessment Policy (School)

I confirm I am familiar with the following statutory documents:

Please initial

DfE Governance Handbook (2020)
Competency Framework for Governance 2017
Charity Commission CC3 – the essential trustee: what you need to know, what you
need to do
I hereby acknowledge the terms detailed within the Alpha Trust Local Governor Code of Conduct and agree to
abide by this code whilst I am an acting member of the LGB. I understand that the role is of a voluntary nature
and, therefore, I will not receive payment for my duties.

Name (please print):

Signature:

Date:
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Appendix 5. Alpha Trust Skills Audit

Alpha Trust Governance Skills Audit –
knowledge, experience, skills and behaviours

Level of
knowledge or
skills/behaviour:
1 = none
5 = extensive

1 2 3 4 5
1. Strategic leadership
I am committed to improving education and welfare for all pupils.
I understand current national education policy and the local education context.
I have experience of charity law and governance.
I have experience of trusteeship or management of a complex organisation with
multiple sites/subsidiaries.
I have experience of chairing a board/governing board or committee.
I am committed to the organisation’s vision and ethos.
I have experience of strategic planning and applying this to set and preserve the
culture of the organisation.
I have experience of working with executive leaders to agree and monitor operational
plans.
I am able to question and challenge, working as part of a team to identify viable
options through collective decision making.
I am able to work in a professional manner, avoiding conflicts, acting with
transparency and integrity.
I am confident I can identify when to seek independent/professional advice.
I have experience of stakeholder management and engagement including
communicating with and taking account of the views of parents and pupils.
I have experience of promoting community cohesion.
I understand school sector risk management including conflicts of interest/loyalty.
I am proficient in prioritising, assessing and mitigating risk.
I have experience of agreeing organisation expansion plans and conducting due
diligence on other organisations prior to signing a legally binding contract.

2. Accountability
I understand the importance of collecting high quality data and have expertise using
data to interpret/evaluate performance and identify trends to target improvement.
I have experience of curriculum development, school assessment and
progress/attainment.
I have experience of working with executive leaders to establish expectations for
improvement and outcomes.
I have experience of agreeing the range and format of information and data needed
in order to hold leaders to account.
I have experience of providing challenge to leaders on strategies for monitoring and
improving behaviour and safety.
I understand the board’s duties in relation to safeguarding including Prevent.
I have an understanding of special education needs and disabilities (SEND).
I have financial management expertise including funding allocation/budget
monitoring, and financial solvency. I am able to contribute to financial self-evaluation
and efficiency drives.
I have experience of basing funding decisions on organisational priorities and the
ability to interpret financial data and question financial performance against strategic
priorities.
I have experience ensuring that organisational financial obligations are met and
adequate financial controls are in place, including submission of annual returns and
accounts.
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1 2 3 4 5
I have business development experience/expertise.
I have experience of procurement/purchasing.
I have experience of property and estate-management.
I have experience of HR policy and processes including employment legislation,
executive recruitment, performance management and pay.
I have experience of school sector HR policy and processes.
I have experience of change management (overseeing a merger or an organisational
restructure).
I have experience of marketing, media and PR.
I have experience of preparing for and responding to external oversight.
I have experience of inspection and oversight in the school sector.

3. People
I am willing to devote time, enthusiasm and effort to the duties of and responsibilities
of a trustee including duties of compliance, care and prudence.
I’m a strong communicator and experienced in building strong collaborative
relationships.
I am able to discuss sensitive issues with experience of conflict resolution and
influencing consensus.
I am able to demonstrate a commitment to ethical behaviour and values, honesty,
independence of thought and sound judgement.
I am committed to equal opportunities and the promotion of diversity.
I am willing to reflect, listen and learn from a diversity of views, to receive and provide
feedback and accept impartial advice.

4. Structures
I am familiar with the strategic nature of the board’s functions and how this differs
from and works with others including executive leaders and academy or regional
committees.
I have experience of designing/reviewing/adapting governance structures appropriate
to the size and complexity of the organisation, reflecting the diversity of stakeholders.

5. Compliance
I have experience of complying with legal, regulatory and financial frameworks and
statutory guidance.
I understand and accept the legal duties, responsibilities and liabilities of trusteeship.
Governing boards are responsible for ensuring schools comply with a whole range of
legal responsibilities. I have experience ensuring legal compliance in this way and a
commitment to understanding the full range of legal responsibilities.
I understand the importance of adhering to organisation policies e.g. on parental
complaints or staff discipline issues.
I am able to speak up when concerned about non-compliance.

6. Evaluation
I am aware of my own strengths and weaknesses and committed to personal
development.
I have experience evaluating board decisions and am willing to contribute to board
self-review.
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Appendix 6. Trust Committees Terms of Reference
a. Alpha Trust Audit Committee
General Terms:




To act on matters delegated by the Board of Trustees.
To liaise and consult with other committees where necessary.
To consider safeguarding and equalities implications when undertaking all committee functions

Membership:



Not less than four Trustees and the CEO. The CFO will normally attend meetings as a non-voting
member of the committee.
The Committee may make recommendations to the Board of Trustees for co-option of non-voting
members.

Appointment of Chair:

The Board of Trustees will appoint the Chair of the Audit Committee at the first full Trustees
Meeting of the academic year or at the meeting following the resignation of the current chair.
Quorum:


Three members of the committee, excluding the CEO.

Meetings:






As required in consultation with the CEO but at least twice a year.
Committee meetings are not open to members of the public but minutes shall be made available to
view on request and depending upon GDPR requirements. Information relating to a named person
or any other matter that the committee considers confidential does not have to be made available for
inspection.
In the absence of the Chair, committee members present will choose one of their number to act as
chair for the meeting, excluding the CEO.
Any decisions taken will be determined by a majority of votes of committee members present and
voting. However, no vote can be taken unless quorate.

Clerking:


By the CFO or by a member of the Committee in the CFO’s absence.

Reporting Back to the Trust Board:



Minutes to be circulated to the Trust Board within 15 working days.
GDPR and confidentiality requirements should be maintained.

Specific Responsibilities of the Audit Committee:
General




The Audit Committee, in general terms, is an advisory body without executive powers.
The Committee’s role is one of oversight; it is tasked with reviewing the overall risk profile of the trust for
the appropriateness of the risk management techniques employed at all levels within the trust and to
monitor them.
The Committee shall make whatever recommendations to the Board that it deems appropriate within the
context of these terms of reference.

Delegated Powers:


The Committee has the authority and delegated powers to:

investigate any activity that it deems relevant to its Terms of Reference and to conduct enquiries
accordingly

seek all information from staff that it requires.
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Any potential matters of fraud and irregularity are to be investigated by the Committee and it will take any
action necessary thereafter.

Internal/External Financial Controls:


The Committee will receive and review both the Internal Controls Evaluation Report and the annual post
audit report and will report on any weakness or errors found during the course of the audit.

Risk Register:


The Committee will review the Risk Register to ensure all risks are mitigated where possible and that it
accurately reflects the risks to Alpha Trust.

Appointment of Auditors:


The Committee will recommend to the Board of Trustees the appointment of external auditors.

The terms of reference will be reviewed annually at the first meeting of the school year.
July 2020

b. Alpha Trust Resources Committee
General Terms:

To act on matters delegated by the Board of Trustees.

To liaise and consult with other committees where necessary.

To consider safeguarding and equalities implications when undertaking all committee functions
Membership:

Six including the CEO. Chair and Vice Chair to be appointed at the first meeting of the committee at
the start of the academic year.
Quorum:

Meetings:





Clerking:



Three trustees excluding the CEO.

As required in consultation with the CEO but at least once a term.
Committee meetings are not open to members of the public but minutes shall be made available to
view on request and depending upon GDPR requirements. Information relating to a named person
or any other matter that the committee considers confidential does not have to be made available for
inspection.
In the absence of the Chair and Vice Chair, committee members present will choose one of their
number to act as chair for the meeting, excluding the CEO.
Any decisions taken will be determined by a majority of votes of committee members present and
voting. However, no vote can be taken unless quorate.
CEO’s PA.
In the absence of the clerk, the committee will choose a clerk for that meeting from amongst their
number, excluding the CEO.

Reporting Back to the Trust Board:

The draft minutes of each committee meeting will be circulated with the agenda for the next board
meeting and will be presented by the committee Chair, or in their absence, by the Vice Chair or acting
chair or another member of the committee.

Specific Responsibilities:
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Financial Policy and Planning


To monitor and maintain a three year financial plan, taking into account the needs of the trust and its
schools development plans, roll projections, and signals from central government and the
headteachers board regarding future years’ budgets, within the constraints of available information.



To recommend to the trust board for adoption an annual trust budget taking into account the priorities
of the trusts development plans.




To recommend to the trust board the annual audited accounts.
To recommend expenditure on any single project, or item of equipment (with the exception of the
expenditure of grants for a specific purpose and staff costs) in excess of £50,000 to the trust board.

Financial Monitoring


To monitor the management accounts indicating the income and expenditure throughout the year of
all trust funds against the annual budget plan.



To receive monthly budget monitoring reports from the CFO.



To report back to each meeting of the trust board and to alert them to potential problems or significant
anomalies at an early date.



To monitor compliance with the Academies Financial Handbook.

HR


To monitor the minutes of school HR meetings and consider the staffing structures of each school
and to make recommendations to the trust board on any major changes.



To monitor and recommend approval to the trust board of any policy relating to human resource
matters.



To receive reports from the trust pay committee and recommend approval to the trust board.

The terms of reference will be reviewed annually at the first meeting of the school year.
July 2020

c. Alpha Trust Pay Committee
General Terms:
• To act on matters delegated by the Board of Trustees.
• To liaise and consult with other committees where necessary.
• To consider safeguarding and equalities implications when undertaking all committee functions
Membership:
• Five including the CEO, the Chair and Vice-Chair of Trustees, the Chair of the Pay Committee and
one other trustee. Chair and Vice Chair to be appointed at the first meeting of the committee at the
start of the academic year.
Quorum:

•

Three trustees excluding the CEO.

Meetings:

•
•

As required in consultation with the CEO but at least once a term.
Committee meetings are not open to members of the public but minutes shall be made available to
view on request and depending upon GDPR requirements. Information relating to a named person
or any other matter that the committee considers confidential does not have to be made available
for inspection.
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•
•

In the absence of the Chair and Vice Chair, committee members present will choose one of their
number to act as chair for the meeting, excluding the CEO.
Any decisions taken will be determined by a majority of votes of committee members present and
voting. However, no vote can be taken unless quorate.

Clerking:

•

By the CFO except for matters relating to the CEO or to the CFO when it will be done by a member
of the Committee, to be determined at the meeting.

Reporting Back to the Trust Board:
• Minutes to be submitted at the next meeting of the Trust Board (any confidential part is circulated to
the committee only).
• GDPR and confidentiality requirements should be maintained.

Specific Responsibilities:
General

•

To monitor the operation of the trust’s Pay Policy.

•

To review and approve, on an annual basis, schools within the trust staffing structures, both
teaching and support (whilst allowing the CEO and, with their agreement, the respective Executive
Head teachers the flexibility to make, on their own authority, minor adjustments, providing these do
not distort the approved structure and providing this is reported to the next Pay Committee
meeting); in this process to review the salaries of each member of staff annually, excepting the
CEO (see below section 2 for procedure to review CEO salary).

For teaching staff, to review any case where there might not be an automatic progression up the incremental
scale or payment of inflation related rises. To ensure the Trust complies with regulations and informs staff in
writing of their salaries.
To review the salaries of non-teaching staff employed to ensure the smooth functioning of the trust

•

To review NEETSA and CTTC staffing and salaries.

•

To receive a report from the CEO on the performance and pay of Executive Head teachers and
other senior managers.

CEO, CFO and Executive Head pay and conditions
Membership:
• Four, excluding the CEO on matters related to CEO pay, and excluding the CFO on matters related
to CFO pay, the Chair and Vice-Chair of Trustees, the Chair of the Pay Committee and one other
trustee. Chair and Vice Chair to be appointed at the first meeting of the committee at the start of the
academic year.
Quorum:

•

Three trustees excluding the CEO.

Meetings:

•
•
•

As required in consultation with the CEO but at least once a year.
Special note: In the early years of the Trust it is likely the committee may meet termly.
Committee meetings are not open to members of the public but minutes shall be made available to
view on request and depending upon GDPR requirements. Information relating to a named person
or any other matter that the committee considers confidential does not have to be made available
for inspection.
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•
•

Any decisions taken will be determined by a majority of votes of committee members present and
voting. However, no vote can be taken unless quorate.
The CEO/CFO and/or his/her representative are able to make representations in writing or in
person to the Pay Committee if they wish to do so.

Clerking:

•

By a member of the Committee, to be determined at the meeting

Reporting Back to the Trust Board:
• Minutes to be submitted at the next meeting of the Trust Board (any confidential part is circulated to
the committee only).
• GDPR and confidentiality requirements should be maintained.
Responsibilities:

•

To deal with all pay and performance matters relating to the CEO and to implement the approved
Pay Policy in respect of the CEO’s pay.

•

To undertake the performance management process in respect of the CEO, in accordance with The
Education (School Teacher Performance Management) (England) Regulations 2006, including the
agreement, monitoring and review of performance management objectives.

•

To determine the salary of the CEO.

•

To agree the appropriate Individual School Range within which the CEO’s salary should fall.

•

To decide pay structures for Executive Head teachers and the CFO and to review the same.

The terms of reference will be reviewed annually at the first meeting of the school year.
July 2020

d. Alpha Trust Pay Appeals Committee
General Terms:


To deal with all appeals against pay decisions.

Membership:



At least three named members of the Governing Board or Board of Trustees, none of whom shall
be employees or members of the Pay Committee.
The Principal may attend all proceedings of the Pay Appeals Committee for the purpose of
providing information and advice (except where the appeal is in respect of his/her own salary,
where he/she will attend for the purposes of making his/her case).

Appointment of Chair:

The Pay Appeals Committee shall agree a chair for each meeting.
Quorum:


Three members of the committee.

Meetings:


The Pay Appeals Committee shall meet on an as required basis.

Clerking:


The clerk to the Pay Appeals Committee must be a person who is not a governor or Trustee of the
school(s) or the Principal.
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Specific Responsibilities of the Pay Appeals Committee:
General





To determine formal appeals against pay determinations in accordance with the Appeals Procedure set
out in the Pay Policy.
Any decisions shall be made by a simple majority.
The Pay Appeal Committee’s decision will be final, notwithstanding the employee’s right in law.
The Appeal hearing shall be held in accordance with the relevant policy.

July 2020, approved by Trustees 15.07.20

e. Alpha Trust Disciplinary and Dismissal Committee
General Terms:

To consider disciplinary and other matters and dismissals where these functions have not been
delegated to the Principal under Scheme of Delegation, or in the case of discipline, where those
with powers to hear cases have had detailed prior involvement or where the case involves those
persons.
Membership:

The Committee shall consist of at least three eligible governors or trustees. Every governor or
trustee (other than the Principal and staff governor(s)/trustees(s)) is eligible for membership.

Anyone involved in the investigatory stage may not be involved in making decisions at any
subsequent hearing

The Committee may have an advisor at all meetings. The advisor is not eligible to vote
Appointment of Chair:

The Disciplinary and Dismissal Committee shall agree a chair for each meeting.
Quorum:


Three members of the committee.

Meetings:


The Disciplinary and Dismissal Committee shall meet on an as required basis.

Clerking:


The clerk to the Disciplinary and Dismissal Committee must be a person who is not a governor or
Trustee of the school(s) or the Principal.

General




Any decisions shall be made by a simple majority.
The employee shall have the right of appeal against any decision of the Disciplinary and Dismissal
Committee.
All hearings shall be held in accordance with the relevant policy.

July 2020, approved by Trustees 15.07.20

f.

Alpha Trust Disciplinary and Dismissals Appeals Committee

General Terms:

To consider any appeals against decisions made at a first hearing.
Membership:

At least three eligible governors or trustees. Every governor or trustee other than the Principal and
staff governor(s)/trustee(s) is eligible for membership.
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Anyone with prior involvement in the matter may not be involved in making decisions at any appeal
hearing.
The Appeals Committee may have an advisor at all meetings. The advisor is not eligible to vote.

Appointment of Chair:

The Appeals Committee shall agree a chair for each meeting.
Quorum:


Three members of the committee.

Meetings:


The Appeals Committee shall meet on an as required basis.

Clerking:


The clerk to the Appeals Committee must be a person who is not a governor or Trustee of the
school(s) or the Principal.

Specific Responsibilities of the Disciplinary and Dismissal Appeals Committee:
General

Any decisions shall be made by a simple majority.

The Appeal Committee’s decision will be final, notwithstanding the employee’s right in law.

The Appeal hearing shall be held in accordance with the relevant policy
July 2020, approved by Trustees 15.07.20

g.

Alpha Trust Discipline (Exclusions) Committee

Terms of Reference
General Terms:


To consider any appeals against decisions made at a first hearing.

Membership:


The Pupil Discipline (Exclusions) Committee (to be known as the Exclusions Committee) shall
consist of not less than three members of the Trust Board and/or Local Governing Board, none of
whom shall be the Principal. If any Governor or Trustee has a connection with the pupil, or
knowledge of the incident that led to the exclusion that could affect his or her ability to act
impartially, he or she must step down.

Appointment of Chair:

The Disciplinary (Exclusions) Committee shall agree a chair for each meeting.
Quorum:


Three members of the committee.

Meetings:


Committee meetings will be held as required. Clerk should be mindful when drafting minutes of the
meeting that parents are entitled to see them. Confidential minutes will be circulated to members of
the committee within five school days. Minutes should be sent to parents when requested. A verbal
report, as a confidential item, will be given at the next Governing Board meeting if and when the
matter has been resolved.

Clerking:


The Clerk to the Committee must not be a Governor or Trustee at the school, a member of the
Committee or the Principal.
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Decision:


Any decisions shall be made by a simple majority.

Control and Procedure
The hearing shall be in private and minuted.
The Principal is statutorily responsible for determining measures to secure good behaviour. The
Governors/Trustees have powers to draw up a written statement of general principles and to provide specific
guidance to the Principal on particular disciplinary matters. The Principal is responsible for putting any general
principles set out by the Governors or Trustees into practice and for dealing with individual cases.
The use of corporal punishment is forbidden.
July 2020
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APPENDIX 7
LGB Committees – Model Terms of Reference
a.

Finance and Premises Committee

Terms of Reference
General Terms:

To act on matters delegated by the Local Governing Body (LGB).

To liaise and consult with other committees where necessary.

To contribute to the school improvement plan

To consider safeguarding and equalities implications when undertaking all committee functions
Membership:

Eight including the Principal. Chair and Vice Chair to be appointed at the first meeting of the newly
constituted committee at the start of the academic year.
Quorum:

Meetings:





Clerking:



Four governors who are members of the committee, excluding the Principal.

As required in consultation with the Principal but at least once a term.
Committee meetings are not open to members of the public but minutes shall be made available to
view on the school premises on request and depending upon GDPR requirements. Information
relating to a named person or any other matter that the committee considers confidential does not
have to be made available for inspection.
In the absence of the Chair and Vice Chair, committee members present will choose one of their
number to act as chair for the meeting, excluding the Principal.
Any decisions taken will be determined by a majority of votes of committee members present and
voting. However, no vote can be taken unless a majority of those present are governors.
Principal’s PA.
In the absence of the clerk, the committee will choose a clerk for that meeting from amongst their
number, excluding the Principal.

Reporting Back to the LGB:

The draft minutes of each committee meeting will be circulated with the agenda for the next LGB
meeting and will be presented by the committee Chair, or in their absence, by the Vice Chair or
acting chair or another member of the committee excluding the Executive Principal.

Specific Responsibilities:
Financial Policy and Planning


To establish and maintain a three year financial plan, taking into account the priorities in the School
Improvement Plan, roll projection, and signals from central government and Trustees regarding
future years’ budgets, within the constraints of available information.



To draft and propose to the Local Governing Body for adoption an annual school budget taking into
account the priorities of the School Improvement Plan.



To recommend expenditure on any single project, or item of equipment (with the exception of the
expenditure of grants for a specific purpose and staff costs) in excess of £20,000 to the Trustees.

Financial Monitoring


To monitor the income and expenditure throughout the year of all delegated and devolved funds
against the annual budget plan.



To receive at least termly budget monitoring reports from the CFO.



To report back to each meeting of the Local Governing Body and to alert them to potential problems
or significant anomalies at an early date.
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To meet with other committees and provide them with the information they need to perform their
duties.



To monitor compliance with the Academies Financial Handbook.



To review budget, income, expenditure and risk in respect of CTTC and NEETSA.

Premises

b.



To be responsible for the condition, suitability and environmental sustainability of the School’s
physical estate, including the maintenance, security, usage and development of the school’s
buildings.



To monitor the School’s 5-year maintenance and capital development plans,



Within the context of the School Improvement Plan, identify sources of funding for premises
development.



To keep the buildings insurance under review and make recommendations to the Trustees if
required.



To keep the school’s Health and Safety Policy and its operation under review in order to maintain a
health and safe school environment.



To promote and oversee the use made of the school premises both in and out of school hours.

Curriculum & Student Matters Committee

Membership:

This requires a minimum of seven including the
Vice Principals. Chair and Vice Chair to be appointed at
the first meeting of the Committee in each academic year.
Student involvement as appropriate.

Quorum:

Four Governors excluding the Executive Principal, Associate to the Principal or Vice
Principals.

Meetings:

At least once per term, additional meetings as required in consultation with the Vice
Principals

Clerking:

Administration Assistant

Reporting Back:

Minutes to be submitted for circulation with agenda of the next meeting of the Local
Governing Body a week in advance of the meeting.

Specific Responsibilities:
1.

Review, advise and assist the Local Governing Body and Trustees in fulfilling their obligations towards
the Curriculum.
2. Oversee the implementation of the Curriculum and any further national legislation which has a bearing
on the curriculum.
3. Ensure that the requisite authority is informed annually of any curriculum information
required.
4. Establish, review and implement relevant policies and procedures in accordance with the current list.
5. Ensure that courses leading to external examinations and qualifications are
those of approved and appropriate bodies.
6. Monitor and advise on the arrangements for OFSTED inspections.
7. Monitor and review student progress and related matters and ensure arrangements
are made to monitor and review students’ school examination results.
8. Keep under review the School Development Plan with regard to curriculum matters, and the Curriculum
Statement.
9. Review proposed educational visits that are residential, overseas or adventurous and approve if
appropriate.
10. Monitor the provision of extra-curricular activities and receive annual information.
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c.

HR Committee

Membership:

This requires a minimum of six including the Executive Principal.
A majority of the members must be Governors.
Chair and Vice Chair to be appointed at the first meeting of the Committee in each
academic year.

Quorum:

Three Governors plus the Executive Principal.

Meetings:

As required in consultation with the Executive Principal but at least once a term.

Clerking:

Executive Principal’s PA

Reporting Back:

Minutes to be submitted for circulation with the agenda of the next meeting of the
Local Governing Body.

Specific Responsibilities:
1.

Agreeing the overall structure of teaching and support staff, within overall financial constraints and
ensuring that we have value for money. Structure should be in accordance with current legislation and
the school’s relevant policies; delegating to the Executive Principal as appropriate.
Staffing aspects of the School Improvement Plan. Ensure that we have efficient, effective, staffing,
representing value for money.
Amending and updating all the policies which come under its remit as marked in the central register, and
in accordance with the current list. The committee require confirmation that policies have been
disseminated to staff.
Ensuring that procedures are in place for the Performance Management of teaching staff and support
staff, such procedures to take account of statutory requirements and best practice. There must be an
annual review and update (if necessary) of Performance Management paperwork and policy.
To ensure that the recruitment of staff is carried out in accordance with applicable legislation and to
ensure compliance with any specific safeguarding and safer recruitment requirements or guidance
applicable to the school. There will be a check of the Single Central Record once per term. The record
will be cross-referenced to the personnel files to ensure accuracy.
Ensuring that all staff have fair access to in-service and professional development
opportunities.
Considering personnel issues except where they are explicitly within the remit of another committee.

2.
3.

4.

5.

6.
7.
8.

The Chair will be a member of the Pay Committee, which will meet on an ad hoc basis when convened
and in line with Pay Policy procedures.
To recommend to the Local Governing Body the implementation of the nationally agreed cost of living
increases received from the School Teachers Pay Review Body and the National Joint Council for Local
Government Services.

9.

d.

Health and Safety

Membership: Academy Governor, Business Manager (Health and Safety Co-ordinator), Associate VP, Site
Team Leader, Senior Laboratory Technician, Head of Art, Head of PE, Head of Science, Head of Healthy Living,
Catering Manager
Quorum:

Four members; to include one Governor

Meetings:

Termly.

Clerking:

Business Manager

Reporting Back:

Minutes to be submitted for circulation to the Local Governing Body with the agenda
of the full meeting of the Local Governing Body.

Specific Responsibilities:
1.

By routine monitoring of the school’s premises and practices and identifying potential Health and Safety
hazards to:
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2.

3.
4.
5.


recommend remedial action to be taken through the school’s management system or

to advise the LGB Finance & Premises Committee for further action.
To monitor accidents occurring in the school as recorded in the accident log and through this to:

recommend appropriate remedial action to reduce risk of repetition of accident;

advise LGB Finance & Premises Committee if remedial action cannot be taken through
school’s normal resources;

advise Governors of any serious accidents and of actions taken.
To co-ordinate completion of an annual Health and Safety monitoring survey which covers all areas of
the school.
To monitor provision of first aid facilities and trained personnel in the school.
To raise awareness of Health and Safety issues with staff and students.
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Appendix 8.
Governor Visit Report template
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Appendix 8
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