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Governing Body Delegation Planner
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Based on the model provided by
Governing bodies are accountable in law for all major decisions about the school and its future. However, this does not mean that they are required to carry out all the work themselves. For example; governing bodies have a responsibility for ensuring they school has a pay policy, but they would not be expected to draft it themselves. This task could be delegated to a member of school staff or use a model policy used by the Local Authority/Diocesan Authority/HR provider.

Very many of the tasks can and should be delegated to individuals and committees in order to share the workload of the governing body. It is vital that the decision to delegate a task/responsibility to an individual is made by the full governing board and recorded – without such a formula, the individual/committee has no power to act.
This planner sets out the major areas of responsibility for governing bodies, and who they can delegate each task to. 

There is also space for notes relevant to your governing body – for example, you should specify which committee or individual a particular task will be delegated to. This can then be used to form terms of reference for each committee established by the governing body to carry out its functions.

Key points to note:

· The governing body is responsible for the strategic direction of the school.
· The head is responsible for internal organisation, management and control of the school and is accountable to the governing body.

· The head and staff play the major role in formulating plans, policies and targets to bring to committees or to the governing body for discussion prior to adoption.
· Committees can be given delegated authority to make decisions, monitor, evaluate and review particular plans, policies and targets. 
· Although decisions may be delegated, the governing body as a whole remains responsible for any decision made under delegation.
Key

	Level 1


	Full Governing Board

	Level 2

	A committee of the governing board


	Level 3


	An individual governor

	Level 4


	Headteacher/SLT

	Bold Print


	Function that must be carried out by the governing body.



	Normal print


	Function that could be carried out as best practice by the governing body.



	Shaded box
	Function cannot be legally carried out at this level.



	Clear box
	Function can be legally carried out at this level.



	(

	Action recommended to be undertaken by this level.




	Key Area
	Function
	1
	2
	3
	4
	In our school, this responsibility is delegated to

	Governance

	Draw up an Instrument of Government and determine any amendments thereafter

	(
	
	
	
	Governing Board

	
	Ensure all Governing Body appointments are made in line with current regulations

	(
	
	
	
	Governing Board

	
	Appointment /Removal of Chair  and Vice Chair (including the date on which the term of office will end)

	(
	
	
	
	Governing Board

	
	Appointment / Removal of Clerk

	
	
	
	
	Governing Board

	
	Appointment/Removal of Chair and Vice Chair to any sub-committees with delegated responsibilities

	(
	
	
	
	Governing Board

	
	Review delegations of functions on an annual basis
	(
	
	
	
	Governing Board

	
	Approve alternative arrangements for Governors/Members to participate or vote at meetings

	(
	
	
	
	Governing Board

	
	Suspension of Governors
	(
	
	
	
	Governing Board

	
	Determine arrangements for paying governor allowances, by establishing a specific policy

	
	
	(
	
	Chair of Governors

	
	Set up a register of governors’ business interests
(In practice this should be maintained by the clerk)
	
	
	
	
	Governing Board

	
	Determine collaboration/federation arrangements with another school
	(
	
	
	
	Governing Board

	
	Ensure all new Governors have an Enhanced DBS certificate
	
	
	(
	
	Headteacher, Chair, Clerk

	
	Check with the Teacher Regulation Agency Teacher Services whether new Governors have been disqualified from office as a result of a Section 128 direction
	
	
	
	(
	Headteacher

	
	Appoint the vice-chair or another governor a specific responsibility for ensuring every governor develops the skills they need to be effective (Rather than simply track governors’ attendance at training courses, with administrative support from the clerk, this governor would be responsible for ensuring that every new and existing governor develops their skills to make an active and valuable contribution to the work of the governing body. Any persistent skills gaps across the governing body or for individual governors should be brought to the attention of the chair)
	
	
	(
	
	Training Link Governor

	
	Determine arrangements for the publication of Governors’ Details and the Register of Interests on the school website
	
	
	
	(
	Headteacher

	
	Determine arrangements for the provision of Governing Board membership details via GIAS (Getting Information About Schools).
	
	
	
	(
	Headteacher

	School Organisation

	Closure of the school
	(
	
	
	
	Governing Board

	
	Changing the name of the school
	(
	
	
	
	Governing Board

	School Organisation

	Determine any change to the category of the school (ie. Apply to become an academy)
NB:Regulation 18 of the School Governance (Roles, Procedures and Allowances) (England) Regulations 2013 permitsthe governing body to delegate any of its functions, subject to the restrictions listed in Regulation 19. Academy conversion is not included on this list and the Academies Act 2010 explicitly restricts the functions of the discontinuance of schools provisions in the Education and Inspections Act 2006. Therefore legally the Regulations permit delegation of the decision to convert to an academy. However, it would be bad practice for any decision affecting the future of the school to be decided by anything other than the Governing Board. Furthermore, it is unlikely that the Department for Education would accept an application to convert which had not been signed off by the full governing body. 

	
	
	
	
	Governing Board

	
	Ensure a free school meal is available to children in Reception, Year 1 and Year 2.
	
	
	
	(
	SBM

	
	Ensure all food provided by the school meets nutritional standards, and is provided free of charge to eligible pupils, including Universal Infant Free School Meals (if applicable)
(The School Food Regulations will come into force on 
1 January 2015)

	
	
	
	
	Head teacher

	
	Determine school uniform and pupil appearance
	
	
	
	(
	Head teacher

	Curriculum & Standards

	Ensure a broad and balanced curriculum is taught, which includes the statutory National Curriculum

	(
	
	
	
	Governing Board

	
	Ensure provision is made for personal, social, health and economic education (PSHE)

	(
	
	
	
	Governing Board

	
	Ensure pupils are prepared for opportunities, responsibilities and experiences of later life

	(
	
	
	
	Governing Board

	
	Ensure relevant assessment arrangements are implemented

	(
	
	
	
	Governing Board

	
	Ensure all courses provided by pupils, that lead to qualifications, are approved by the Secretary of State

	(
	
	
	
	Governing Board

	
	Ensure provision is made for a daily act of collective worship and that Religious Education is being taught

	(
	
	
	
	Governing Board

	
	Ensure sex and relationship education is being taught to pupils 
(In secondary education)

	
	
	
	
	


	Key Area
	Function
	1
	2
	3
	4
	In our school, this responsibility is delegated to

	Curriculum & Standards

	Ensure a written statement of the policy adopted by school in respect of sex and relationship education is made available to parents, and that parents are informed of their right to withdraw their children
(In primary schools, the GB must decide whether to teach sex education)

	
	
	
	(
	Head teacher

	
	Ensure the online publication of the school curriculum by subject and academic year 

	
	
	
	(
	Head teacher

	
	Ensure the promotion of one-sided political views is prohibited, which applies to both teaching of any subject and to extra-curricular activities

	
	
	
	(
	Head teacher

	
	Ensure  pupils under 12 are prevented from taking part in political activities being held at school or elsewhere (only where arranged by staff or on behalf of the school)

	
	
	
	(
	Head teacher

	
	Consider the disapplication of the national curriculum to meet the needs of individual pupils

	
	
	
	(
	Head teacher

	
	Consider any appeal made by parents in respect of the disapplication of the national curriculum for individual pupils

	
	
	
	(
	Head teacher

	
	Implement the statutory assessment and reporting arrangements for each key stage

	
	
	
	
	Head teacher

	
	Monitor pupil progress and attainment in each subject and across each key stage

	(
	
	
	
	Governing Board

	
	Ensure Pupil Premium funding is being used to improve attainment for eligible pupils
	(
	
	
	
	Governing Board

	
	Ensure the online publication of allocation of pupil premium funding for the current year, how this funding will be spent, how the previous year's allocation was spent and the impact this expenditure has had on the educational attainment of those eligible

	
	
	
	(
	Head teacher

	
	Ensure the Year 7 Catch-up funding is being used to improve attainment for eligible pupils
(Secondary Schools)

	
	
	
	
	

	SEND

	Establish a special educational needs policy, and ensure information on the implementation of the policy for pupils with SEND and medical conditions is updated and published on the school website annually

	
	
	
	(
	Head teacher


	Key Area
	Function
	1
	2
	3
	4
	In our school, this responsibility is delegated to

	SEND

	Establish a Supporting Pupils with Medical Conditions Policy
	(
	
	
	
	Governing Board

	
	Ensure the necessary special education provision is made for any pupil with SEN, following consultation with the pupil and their parents, and arrangements are in place to ensure those pupils engage in school activities alongside their peers

	
	
	
	(
	Head teacher

	
	Appoint a qualified teacher designated as SENCO for the school, and ensure they receive appropriate training

	
	
	
	
	Head teacher

	
	Evaluate the effectiveness of the way the responsibilities of the SENCO are carried out

	
	
	
	(
	Head teacher

	
	Appoint a member of the governing body or committee with specific oversight of the school's arrangements for SEND

	(
	
	
	
	Governing Board

	
	Evaluate the effectiveness of provision for pupils with SEND, including resources, assessments and progress towards outcomes

	(
	
	
	
	Governing Board

	EYFS
	Ensure the provision for EYFS meets the standards set out within The Early Years Foundation Stage (EYFS) to ensure that children learn and develop well and are kept healthy and safe

	
	
	
	(
	Head teacher

	
	Ensure any childcare for children under 3 provided by the school is registered with Ofsted, and any other childcare provided is registered where necessary/appropriate

	
	
	
	
	

	Looked After Children

	Appoint a designated person with responsibility for promoting the educational achievement of Looked After Children, and ensure they receive appropriate training

	
	
	
	
	Head teacher

	
	Evaluate the effectiveness of the way the responsibilities of the designated lead for Looked After Children are carried out

	
	
	
	(
	Head teacher

	
	Consider an annual report from the designated lead for Looked After Children, and ensure actions are taken on any issues raised

	
	
	(
	
	Chair of Governors

	Admissions & Attendance
	Set a Pupil Admission Number (PAN) for the school
	(
	
	
	
	Governing Board


	Key Area
	Function
	1
	2
	3
	4
	In our school, this responsibility is delegated to

	Admissions & Attendance
	Ensure the admissions arrangements, including appeals, for all pupils to the school are in line with the Admissions Code and Admissions Appeals Code
(VA, foundation and special schools only)

	
	
	
	
	Governing Board

	
	Set, notify the LA and publish admission arrangements annually
(In community schools the LA is the admission authority and therefore responsible for arrangements, but may delegate this function to the Governing Body)

	
	
	
	(
	Head teacher

	
	Consult annually on any proposed changes to admission arrangements for at least 8 weeks between 1 November and 1 March, to ensure arrangements are finalised by 
15 April
(VA, foundation and special schools only)

	
	
	
	
	Governing Board

	
	Ensure admission and attendance registers are kept in accordance with regulations, and data provided as requested to the Secretary of State

	(
	
	
	
	Governing Board

	
	Set term dates for the academic year
	
	
	
	(
	Headteacher

	
	Set length and sessions of the school day
(as recommended by the Headteacher)

	(
	
	
	
	Governing Board

	
	Carry out legal powers to use parenting contracts, parenting orders, penalty notices and other practices to address poor attendance and behaviour in school

	
	
	
	
	Head teacher

	Behaviour& Discipline

	Publish a written statement of principles to help the headteacher determine measures within the behaviour policy on the school website, following consultation with staff, pupils and parents

	(
	
	
	
	Governing Board

	
	Draft the content of the school behavior policy, including school’s approach to use of reasonable force, and publicise it to staff, pupils and parents

	
	
	
	(
	Head teacher

	
	Implement the written policy to promote good behaviour among pupils and define the sanctions to be adopted where pupils misbehave

	
	
	
	
	Head teacher

	
	Send pupils off-site to help improve their behaviour
	
	
	
	
	Head teacher

	
	Review the Headteacher's decision to exclude pupils where applicable, and in line with statutory guidance (*this can be delegated to the Chair/Vice Chair in cases of urgency only)

	
	
	
	
	Exclusion Committee

	
	Arrange suitable full time education for excluded pupils from the sixth day of a fixed-term exclusion
	
	
	
	
	Head teacher

	Key Area
	Function
	1
	2
	3
	4
	In our school, this responsibility is delegated to

	Engagement

	Ensure mechanisms are in place to enable pupils to put forward their views over any matters that affect them
	
	
	
	(
	Head teacher

	
	Ensure mechanisms are in place to engage meaningfully with all parents and carers, and for parents and carers to be able to use these mechanisms to put forward their views
	
	
	
	(
	Head teacher

	
	Establish and determine membership of a parent council to put forward their views and contribute to the needs of the school
	
	
	
	(
	Head teacher

	
	Consult with the Parent Council about how the Governing Body conducts itself and carries out its functions, and take into account any views or advice expressed
	
	
	
	(
	Head teacher

	
	Build productive relationships with the local community to create a sense of trust and shared ownership of the school’s strategy, vision and operational performance
	
	
	
	(
	Head teacher

	
	Be able to demonstrate methods used to engage with pupils, parents and the community, how it has influenced decision and how the Board fed back
	
	
	
	(
	Head teacher

	Extended Schools
	Ensure community cohesion is promoted by the school
	
	
	(
	(
	HT, Community Cohesion Governor

	
	Determine what, if any, extended services and activities are to be offered by the school to benefit the school and local community
	
	
	
	(
	Head teacher

	
	Ensure any extended services provided do not conflict unduly with the statutory duties/requirements of the governing body, particularly the duty to promote educational achievement in school

	
	
	
	(
	Head teacher

	
	Consult the LA and stakeholders as appropriate over extended services to be offered by the school

	
	
	
	(
	Head teacher

	
	Ensure any profits made by extended services or activities are reinvested in the service or the school

	
	
	
	(
	Head teacher

	
	Determine whether to stop providing additional activities
	(
	
	
	
	Governing Board

	
	Ensure, when provision is through another provider, that they have appropriate policies and procedures in place to safeguard children
	
	
	
	(
	Head teacher

	Safeguarding and Welfare of Pupils
Safeguarding and Welfare of Pupils
	Ensure school have established and use appropriate risk management procedures for residential visits
(such as through use of the Evolve system)
	
	
	
	(
	Head teacher

	
	Ensure a child protection policy and staff behaviour policy (code of conduct) is in place, reviewed and published annually, and that safeguarding arrangements take into account the procedures and practices set up by the local safeguarding children board
	(
	
	
	
	Governing Board

	
	Ensure staff are aware of and work within school's Child Protection Policy, Staff Behaviour (Code of Conduct) and the latest statutory guidance ‘Working Together to Safeguard Children 2013’ to prevent, identify and act on any concerns on a pupil’s wellbeing
	
	
	
	
	Head teacher

	
	Have due regard to the need to prevent people from being drawn into terrorism and to oversee the incorporation of the necessary procedures and practices outlined in the Prevent Duty into the Child Protection Policy
	(
	
	
	
	Governing Board

	
	Appoint  a designated safeguarding lead to provide support to staff in carrying out their safeguarding duties
	
	
	
	
	Head teacher

	
	Ensure all staff members receive appropriate child protection training, which is updated regularly
	
	
	
	
	Head teacher

	
	Nominate a member of the governing body (usually the chair) to liaise with the LA/partner agencies in the event of allegations of abuse made against the headteacher or member of the governing body
	
	
	
	
	Chair of Governors

	
	Adhere to statutory responsibilities in respect of the suitability of staff who work with children, and that volunteers are appropriately supervised
	(
	
	
	
	Governing Board

	
	Ensure at least one person on any appointment panel has undertaken safer recruitment training
	(
	
	
	
	Governing Board

	
	Ensure written recruitment and selection policies and procedures are in place
	(
	
	
	
	Governing Board

	
	Ensure procedures are in place to handle allegations against members of staff and volunteers, and when to make a referral to DBS relating to a member of staff or volunteer
	
	
	
	
	Head teacher

	
	Ensure procedures are in place to handle allegations against other children
	
	
	
	
	Head teacher

	
	Ensure Governors read and have due regard to the latest KCSIE (Keeping Children Safe In Education)
	
	
	
	
	Head teacher

	
	Ensure Governors receive training so they have the knowledge and information needed to perform their functions, understand their responsibilities and assure themselves that school’s safeguarding arrangements are robust
	
	
	
	
	Head teacher


	Key Area
	Function
	1
	2
	3
	4
	In our school, this responsibility is delegated to


	Staffing
	Determine the staffing structure for the school
	(
	
	
	
	Governing Board

	
	Ensure responsibilities under the Equality Act 2010 are met, in that no employees are discriminated against on any protected grounds, and that reasonable adjustments are made to employment arrangements where required to alleviate any disadvantage

	
	
	
	(
	Head teacher

	
	Ensure a DBS check is undertaken for all new staffing appointments, and where the applicant has lived outside of the UK, additional checks are made to determine suitability

	
	
	
	
	SBM

	
	Produce and maintain a central record of recruitment and vetting checks
	
	
	
	
	SBM

	
	Determine whether the Chief Education Officer/Diocesan Authority should be given any advisory entitlement in relation to the appointment and dismissal of teaching staff, and outline/end any agreement in writing
(foundation and voluntary aided schools only)

	
	
	
	
	

	
	Appoint a selection panel of at least three governors for the post of Deputy (and Deputy Headteacher where post exists in school), ensuring that the LA/ are notified in writing of the vacancy/shortlisted candidates and the post is advertised in an appropriate manner
	(
	
	
	
	Governing Board

	
	Ratify or reject decisions of the Headteacher and Deputy Headteacher selection panels
	(
	
	
	
	Governing Board

	
	Appoint selection panel for other members of the senior leadership team
	
	
	
	(
	Head teacher

	
	Appointment of Teaching Staff
	
	
	
	
	Head teacher

	
	Appointment of Support Staff
	
	
	
	
	Head teacher

	
	Suspend the Headteacher
	
	
	(
	
	Chair of Governors

	
	Suspend the Deputy Headteacher
	
	
	(
	
	Chair of Governors

	
	Suspend a member of the Leadership Team
	
	
	(
	(
	Chair  of Gov. & Head Teacher

	
	Suspend a member of teaching staff
	
	
	(
	(
	Chair  of Gov. & Head Teacher

	
	Suspend a member of support staff
	
	
	(
	(
	Chair  of Gov. & Head Teacher

	
	End suspension of the Headteacher
(*can be delegated to the Chair of Governors in certain circumstances)
	
	
	(
	
	Chair of Governors

	
	End suspension of any member of staff
(*can be delegated to the Chair of Governors in certain circumstances)
	
	
	(
	
	Chair of Governors

	
	Dismiss the Headteacher
	
	(
	
	
	Disciplinary Committee

	
	Dismiss the Deputy Headteacher
	
	(
	
	
	Disciplinary Committee

	
	Dismissal of a member of the Leadership Team 
	
	(
	
	
	Disciplinary Committee

	
	Dismissal of Teaching Staff
	
	(
	
	
	Disciplinary Committee

	
	Dismissal of Support Staff
	
	(
	
	
	Governors Appeal Committee

	
	Appeals against dismissal
	
	(
	
	
	Governors Appeal Committee

	
	Determine whether payments should be made in respect of dismissals or securing resignations (not including those required to be made by the LA)

	
	(
	
	
	Disciplinary  Committee

	
	Refer to the DBS anyone who poses a risk of harm to a child and has been removed from working in regulated activity at the school, or would have been if they had not left

	
	
	
	(
	Head teacher

	
	Consider whether to refer a teacher to the Secretary of State when they have been dismissed for misconduct, or would have been if they had not resigned first

	
	
	
	(
	Head teacher

	
	Be aware that teachers must hold qualified teacher status, unless the satisfy one of the requirements or conditions specified in relevant regulations

	
	
	
	(
	Head teacher

	
	Be satisfied that the institution providing induction of NQTs is fully supportive to those members of staff, and the Headteacher is fulfilling their responsibilities

	(
	
	
	
	Governing Board 

	
	Ensure that any NQT failing their induction period is not employed as a teacher/unqualified teacher

	(
	
	
	
	Governing Board

	
	Determine whether to terminate the contract of a NQT's after failing any induction period within 10 days, or wait await the outcome of any appeal

	(
	
	
	
	Governing Board

	
	Ensure any recognised agreements with trade unions are implemented
	
	
	
	(
	Head teacher

	
	Agree any premature retirement/redundancy compensation to be met from the school budget
	
	
	(
	
	Chair of Governors

	
	Inform employees and their representatives of the TUPE arrangements to take place at the point where school converts to academy status
	
	
	
	(
	Head teacher

	
	Have regard to the principles and recommendations in ‘Making Data Work’ and Workload Reduction Toolkit
	
	
	
	(
	Head teacher

	Performance and Pay of Staff
	Appoint an external adviser for consultation, advice and support on the headteacher's objective setting and appraisal

	
	(
	
	
	HT Appraisal sub-committee 

	
	Inform the headteacher of the standards against which their performance will be assessed

	
	(
	
	
	HT Appraisal sub-committee

	
	Set objectives for the headteacher
	
	
	
	
	HT Appraisal sub-committee

	
	Appraise the performance of the headteacher against the relevant standards and set objectives

	
	
	
	
	HT Appraisal sub-committee

	
	Assess the headteacher's professional development needs and action needed to address them

	
	
	
	
	HT Appraisal sub-committee

	
	Make a recommendation on the headteacher's pay where relevant

	
	
	
	
	HT Appraisal sub-committee

	
	Give the headteacher a written report of their appraisal which includes assessments and recommendations

	
	
	
	
	HT Appraisal sub-committee

	
	Determine the appraisal period that applies to teachers (including the headteacher)

	
	
	
	
	Governing Board

	
	Adopt a document that sets out the appraisal process for teachers against the Teacher's Standards (including the headteacher) and make it available to staff

	
	
	
	
	Governing Board

	
	Adopt a document that sets out the appraisal process for support staff, and make it available to support staff

	
	
	
	
	Governing Board

	
	Ensure the headteacher carries out their statutory duties in respect of appraising other teachers (including any arrangements for the headteacher to delegate the duty of managing the performance of teachers to others)

	
	
	
	
	Pay Committee

	
	Be satisfied the Appraisal Policy is being implemented effectively and fairly in school, challenging the headteacher on how objectives and assessments are quality assured and moderated

	
	
	
	
	Pay Committee

	
	Be satisfied that appraisal evidence informs other decisions, such as on professional development and pay

	
	
	
	
	Pay Committee

	
	Establish procedures for dealing with a lack of capability of staff

	(
	
	
	
	Governing Board

	
	Take action in respect of any report provided by the LA in respect of the performance of the headteacher
	(
	
	
	
	Governing Board

	
	Notify the LA of any action to be taken in light of any report provided by the LA in respect of the performance of the Headteacher

	
	
	
	
	Chair of Governors

	
	Ensure the headteacher complies with their duties and entitlements imposed by the STPCD, ensuring a satisfactory work/life balance is achieved
	(
	
	
	
	Governing Board

	
	Monitor arrangements for the administration of the Teachers’ Pension Service

	
	
	
	
	

	
	Monitor arrangements for the administration of the Local Government Pension Service

	
	
	
	
	

	Key Area
	Function
	1
	2
	3
	4
	In our school, this responsibility is delegated to

	Performance and Pay of Staff
	Establish a Pay Policy for the school, and be satisfied that it: 
· sets out clearly the basis on which all decisions that determine pay will be made, in that arrangements for linking appraisal to pay progression are robust and can be applied consistently, and that the policy is communicated to all teachers

· sets out the extent to which specific functions relating to pay determinations will be delegated
· explains the role the governing body will play in determining decisions relating to individual teachers
· fully complies with all relevant aspects of equalities legislation
· sets the date that all teachers annual pay will be determined by
	(
	
	
	
	Governing Board

	
	Determine the pay and conditions of support staff
(For community schools this will be determined by LA. Foundation and voluntary aided schools are free to determine the pay and conditions for support staff)
	
	
	
	
	

	
	Ensure procedures are established for addressing staff grievances, which are in accordance with STPCD and the ACAS Code of Practice

	(
	
	
	
	Governing Board

	
	Ensure procedures are established for the discipline of staff, which are in accordance with STPCD and the ACAS Code of Practice
	(
	
	
	
	Governing Board

	
	Ensure procedures are established for the conduct of staff, which are in accordance with STPCD and the ACAS Code of Practice
	(
	
	
	
	Governing Board

	Finance
	Form a company independently or with other governing bodies/prescribed third parties to undertake certain specified activities and services
(Consent must be sought from the LA by maintained schools)

	
	
	
	
	

	
	Approve a written scheme of delegation of financial powers so it is clear who is responsible for what

	(
	
	
	
	Governing Board

	
	Maintain a register of risk arising from its operations (such as financial loss), showing how they are being managed or mitigated

	(
	
	
	
	Governing Board

	
	Approve the first formal budget plan of the financial year, and submit to the LA by 31 May

	(
	
	
	
	Governing Board

	
	Consider service level agreements for services being provided to the school

	(
	
	
	
	Governing Board

	
	Receive a minimum of six financial reports and take appropriate action to maintain a balanced budget

	(
	
	
	
	Governing Board

	Key Area
	Function
	1
	2
	3
	4
	In our school, this responsibility is delegated to

	Finance
	Ensure plans are in place for how any surplus funding at the end of the financial year is to be used to benefit pupils

	(
	
	
	
	Governing Board

	
	Ensure procedures are in place for whistleblowing, and that staff are aware to whom they can report any concerns

	
	
	
	(
	Head teacher

	
	Appoint a member of the governing body to whom staff can report concerns, in addition to school and LA staff, and ensure school staff are aware of this information

	
	
	(
	
	Staff Link Governor

	
	Ensure the school keeps accurate accounting records, in a format to provide the required output to the LA Section 151 Officer

	(
	
	
	
	Governing Board

	
	Complete a Consistent Financial Reporting (CFR) Return on an annual basis
(for maintained schools this is undertaken by the LA, with a copy provided to schools for reference in the form of the Year End Statement)
	
	
	
	
	

	
	Ensure cooperation with LA audit arrangements in relation to the school accounts (excluding voluntary school funds)
	(
	
	
	
	Governing Board

	
	Action an audit of the school accounts, separate from the LA internal or external audit process

	
	
	
	
	

	
	Ensure an audit certificate is provided in respect of voluntary and private funds held by the school

	
	
	
	
	Governing Board

	
	Complete the SFVS Assessment Form, for signing off by the Chair of Governors, on an annual basis and submit to the LA

	(
	
	
	
	Governing Board

	
	Monitor the progress of any remedial actions relating to the SFVS Assessment Form (as detailed on the summary) to ensure they are cleared within the specified deadlines

	
	
	(
	
	Finance Governor

	
	Ensure all new staff and governors are aware of the policies and procedures relating to fraud and theft as part of their induction 

	
	
	
	(
	Head teacher

	
	Determine any arrangements (where required) for school to operate its own bank account from 1 April and provide the LA with 4 months’ notice

	
	
	
	
	

	
	Approve a formal scheme of delegation relating to use of its own bank account
(Cheque book schools only)

	
	
	
	
	

	Key Area
	Function
	1
	2
	3
	4
	In our school, this responsibility is delegated to


	Finance
	Agree any application to the LA loan scheme for sums between £5,000 and £50,000 (subject to consultation with the Schools Forum on an annual basis)

	(
	
	
	
	Governing Board

	
	Ensure school is reimbursed the costs of any non-school activities undertaken by the LA

	(
	
	
	
	Governing Board

	
	Ensure arrangements are in place for charging and conduct/responsibilities in relation to the use of school premises by community/voluntary groups by way of a Charging and Remissions Policy

	(
	
	
	
	Governing Board

	
	Provide the LA with a summary statement in respect of income/expenditure relating to the use of school premises for community facilities every 6 months

	
	
	
	(
	SBM

	
	Write off bad debts up  to the value of £500
(Part of the formal scheme of delegation)

	
	
	
	
	Head teacher

	
	Write off bad debts in excess of £500
(Part of the formal scheme of delegation)

	
	
	
	
	Governing Board

	
	Virement of funds between budget headings
(Part of the formal scheme of delegation)
	(
	
	
	(
	Governing Board & HT dependent on amount

	
	Enter into contracts up to £10,000 without the need to seek written quotations or tenders (provided value for money is being achieved)
(Part of the formal scheme of delegation)

	
	
	
	(
	Head teacher/ SBM

	
	Enter into contracts between £10,000 and £50,000 provided Governors receive a minimum of 3 written competitive quotations 
(Part of the formal scheme of delegation)

	(
	
	
	
	Governing Board

	
	For contracts in excess of £50,000 tenders must be advertised in local newspapers (minimum 10 days’ notice must be given), in line with requirements set out in Section 2 of the Scheme for Financing Schools
(Part of the formal scheme of delegation)

	(
	
	
	
	Governing Board

	
	For contracts in excess of £75,000 (or £200,000 for building and constructional works) a notice of tender must also be placed in appropriate trade journals/newspapers, in line with requirements set out in Section 2 of the Scheme for Financing Schools
(Part of the formal scheme of delegation)

	(
	
	
	
	Governing Board

	
	Undertake benchmarking as a tool in ensuring value for money is being achieved

	
	
	
	(
	SBM

	Key Area
	Function
	1
	2
	3
	4
	In our school, this responsibility is delegated to

	Premises, Health & Safety
	Set out arrangements (in a written health and safety policy) to ensure staff and pupils are not exposed to health and safety risks, including activities off school premises

	
	
	
	
	Headteacher/

Employer

	
	Ensure staff are given the health and safety training they need for their job

	
	
	
	
	Head teacher

	
	Record and report certain injuries to a member of staff or pupil to the HSE under RIDDOR

	
	
	
	
	SBM

	
	Provide adequate and appropriate first aid provision
	
	
	
	
	SBM

	
	Exercise power to remove and bar troublesome adults or intruders from the school premises

	
	
	
	
	Head teacher

	
	Ensure legal duties are met in respect of using automated biometric recognition systems, where used in school

	
	
	
	
	

	
	Ensure annual risk assessments are carried out in respect of  fire safety

	
	
	
	
	SBM

	
	Ensure adequate insurance cover is in place (buildings, public liability etc.), taking advice from the LA, Diocese or Trustees where appropriate

	(
	
	
	
	Governing Board

	Information Sharing
	Ensure school takes part in performance tables data checking exercises during September, and mandatory data collections and statistical returns requested by the Secretary of State

	
	
	
	
	Head teacher

	
	Ensure a home school agreement is established and reviewed regularly

	
	
	
	
	Head teacher

	
	Establish and publish a complaints procedure for the school

	
	
	
	(
	Head teacher

	
	Establish and publish a Freedom of Information Sharing scheme, and ensure the school complies with it

	
	
	
	
	Head teacher

	
	Establish a data protection policy and review it at least every two years

	
	
	
	(
	SBM

	
	Ensure parents are informed about the time of an Ofsted inspection
	
	
	
	(
	Head teacher

	
	Ensure parents are provided with a copy of an Ofsted inspection report (or interim assessment letter) within five working days of its receipt, and made available to other interested parties as requested

	
	
	
	(
	Head teacher

	
	Publish details of where and how parents may access the most recent Ofsted report

	
	
	
	(
	Head teacher

	
	Determine arrangements for the Section 48 inspection of the school's denominational religious education provision and collective worship 
(Voluntary or Foundation Schools only)

	
	
	
	(
	Head teacher

	
	Publish an annual statement setting out the key issues that have been faced and addressed by the governing body over the previous year, including an assessment of the impact of the governing body on the school
	
	(
	
	
	Small group of  Governors


1

Updated Autumn 19 (following disbandment of committees and update to Governance requirements)

