GOVERNOR HANDBOOK

THINGWALL PRIMARY
SCHOOL
This handbook is intended to give practical advice to help new governors settle into their role assisting in the development of the school, and later provide an aide memoire for their work.  The contents try to follow a logical sequence from your first contact point through to participating in meetings, and other typical activities.
Governors are expected to sign up to the code of conduct adopted by the Governing Body several years ago. This outlines the broad principles by which the governing body and individual governors operate and can be found at the end of this document.

Thingwall Primary School’s Vision and Values Statement

Thingwall Primary School… 
                             Teachers Parents and Students…
                                              Together Promoting Success

School Aims:

· For children to operate as independent learners and thinkers.

· To inspire a love for life-long learning through a stimulating and creative curriculum.

· To enable children to grow and flourish in an ever-changing world.

· For children to value themselves and others.

· For every child to feel they belong to the community.

Our School Values:

· Friendship

· Respect and Kindness

· Self-control

· Honesty

· Politeness and Consideration
· Peace and Unity

· Fair Play

· Optimism

· Understanding our place in the world

Our School Motto:
We believe in working with pupils, parents and governors to promote a truly inclusive approach to all aspects of school life.  We believe that our school should promote mutual courtesy and respect with no-one feeling left out.  Therefore all our pupils are given the same opportunity to develop academically, socially, physically, emotionally and culturally.

We are also excited to further develop our academic standards and really do believe that ‘Every Child Matters’.  We pride ourselves on a creative approach to the curriculum and feel that every child is given a chance to experience this within a fully inclusive and caring environment.  We also want to maximise the opportunity for all our pupils to develop and celebrate their individual skills and talents.

We aim to prepare young minds for a future that will be demanding and fast changing.  The one constant for all pupils is the ability to empathise with others and work as team members.  We have high expectations of all our pupils and encourage them to take responsibility for their own actions and be part of quick, effective and inclusive solutions to problems and differences that will inevitably occur from time to time.  We believe the ability to work as a team and resolve problems quickly and effectively will be a great asset to our pupils as they progress through their time in school.  Indeed these qualities will be essential life skills for the future.  

WHAT BEING A GOVERNOR IS ALL ABOUT

So you have decided to become a Governor. Or maybe you are thinking about it and want to know what is involved.

What are the rewards of being a school governor?

· Investing in the next generation;

· Developing new skills;

· Using your personal qualities and expertise to help the school, its pupils and

 staff;

· Making new friends;

· Developing a sense of partnership and involvement in the community.

Governors do not need to be experts in education. The most effective governors:

· Listen;

· Ask questions - and are critical if necessary, but do so constructively;

· Work as part of a team - respect the views of others, respect confidentiality

              and take their share of the work;

· Take an interest in the life and work of their school.

As a governor you have important responsibilities for working with the headteacher

and staff of your school to develop still further the quality of education that it provides for its pupils.

The main aim of governing bodies is to promote high standards and to help school provide the best possible education for all pupils. The goveming body is responsible for the long-term development of the school, not for the day-to-day decisions and management, which are the legal responsibilities of the headteacher.

The most fundamental thing about what Governors have to do lies in a definition of what they do not do. Governors do not manage schools. Schools are managed by their management, which starts with the Headteacher  the Deputy Head and other staff.  What Governors are required to do is to oversee the development of the school.
Ultimately, all Governor responsibilities come back to this, though the route is

sometimes circuitous_ For example You do not:

Choose the books that should be bought for the library

Decide which teacher should teach which pupils

Judge individual teachers

But you do:

Allocate a budget to spend on buying library books

Decide the number of teachers the school should have, and the balance between different subjects

Discuss with the Headteacher measures to be taken to improve any subject where the public exam results look poor.

Operational notes

CLERK TO THE GOVERNING BODY

The Clerk is Mrs. Hayley Metcalfe, who also works at the school as a Teaching Assistant. She can answer most general questions about being a governor. Mrs Metcalfe and the Governor Support section of the Local Authority will supply you with a few legal documents before you attend your first meeting.  She will also take usual contact details, which are shared with other governors but not otherwise distributed.

SCHOOL WEB SITE
There is publically accessible information about governors on the web site. In addition,, there is a private section of the school web site which is used to hold documents for general consultation by the governing body, but not otherwise circulated;  the clerk will give you a password to access this section.

DBS CERTIFICATE
Governors will not normally have un-supervised access to pupils, or be able to walk around school un-accompanied. Nevertheless, the Governing Body has decided to require all governors to have a current DBS certificate for the school.  The clerk will make the necessary arrangements with you to acquire this, for which there is no charge.

DECLARATION OF PECUNIARY INTEREST

New governors are expected to sign a declaration that neither they or any close relative or friend expects to benefit financially from any item governors might discuss.  In addition to this general declaration, it is an item on all agendas.  This does not preclude yourself , relatives or friends from bidding for work for the school, but when that item is to be discussed,  the governor concerned must declare an interest and leave the room while the matter is discussed.
MEETINGS
Most work of the governing body takes place at meetings.
Time and date

These usually take place at school, usually after school hours – 5-30pm onwards.  

A list of planned meeting dates and times for the year is set up in the Autumn Term and an effort is made to keep to this.  There is usually one main meeting a term and each of the 4 committees also meets once a term.
Car Parking 

There are no dedicated car parking places but governors can use the staff car park if a space is free, or if not, park legally and courteously in a nearby street.
Signing in

Mrs Metcalfe takes a register of Governors attending meetings but they will not be issued with a security pass unless the visit is during the normal school day or there are pupils on the premises. (Governors arriving early for a meeting will be asked to wait in the entrance lobby, or another room. The facilities of the staff room are only made available at the discretion of the head teacher.)  
Toilets

The ladies toilet is adjacent to the staffroom and the gents is in a nearby corridor.
Paperwork for meetings
Agendas, and other essential paperwork will be sent out to governors at least 1 week in advance electronically, or on paper for those who would prefer that method.  Governors are asked to bring the paperwork to meetings as spares are not routinely supplied.

Absence from planned meetings

If you are unable to attend a meeting then apologies should be sent in advance to the school secretary, who will pass the information to the Clerk for the Governors. 
First meeting

Before the first general meeting they will attend, new governors are invited to attend a short meeting with the chair of governors and the headteacher who will introduce the work of the governing body and try and answer any immediate questions.
At the first 2 meetings a governor will attend everyone will have small name cards to assist new governors in discussions.

Conduct of meetings
These are conducted in a comparatively informal but business-like manner with the aim of encouraging contributions from everyone, yet also getting through the business. Meetings usually last between 1.5 and 2 hours.
Teachers and pupils are not named, except in celebration and issues involving individuals are not discussed; we are not involved in the day today management of the pupils or staff.

To encourage contributions, discussion at meetings is regarded as confidential, although the published minutes will reflect the outcome of those discussions, apart from an occasional item that everyone agrees should be completely confidential to the governing body or one of its committees.
It is usual for members to address each other using first names during meetings, but formal titles must be used if encountering each other in the normal school environment.

Training Courses
There are free training courses at the Teacher’s Centre at Acre Lane, Bromborough. The school, has bought into the governor support service to enable it to access a number of web sites of which Tengovernor is currently the easiest to use; there are also on-line training opportunities. There is no requirement for governors to undertake any training, before or during their term of office, but the governing body feels it is desirable that new governors take the three session introductory course, at Acre Lane, soon after taking up office.

Committee Meetings

New governors will be asked to join one or more committees. They are Staffing, Curriculum, Finance, Health & Safety with Buildings. Much detailed business and decision-making takes place at these meetings.  All governors are also members of the Community Relations Committee which is well as looking at community relations also deals with major strategic issues; it meets as required, but at least once a year. 
Special interest governors

Governors are each asked to take a particular interest in a subject in the curriculum or other aspect of school life.  They will meet relevant members of staff and take the lead in reporting about that subject when it comes up for discussion at a governing body meeting.

Minutes of previous meetings

The Clerk takes a note of the proceedings of meetings and records main comments and lists action points. The minutes are circulated for approval at the next such meeting or in the case of committees read out at the next meeting.
INDIVIDUAL GOVERNOR VISITS TO SCHOOL

Governors will on occasions undertake individual visits to school.

Governors do not have an automatic right to demand to visit school premises or to observe lessons or any other aspect of school life.  However, pre-planned visits are welcomed and provide very useful information to help the governing body and the school .  Visits by individual governors or groups of governors are made on behalf of the governing body, usually as part of a programme of visits, and with a specific remit.  There are useful guidelines available on the conduct of such visits, but basically you are a guest of the school and like any good guest, follow the wishes of your host or hosts and behave courteously during and after the visit.

CHARGING EXPENSES

In common with most Wirral Governing Bodies, expenses are not normally paid for governor duties that take place within the borough.

FEEDBACK
The Chair of Governors and Headteacher are always keen to hear of suggested improvements to this handbook or any other aspect of governor involvement with school.
Appendix                            Code of Conduct

The governors of Thingwall School accept the following principles:

General

· We will conduct the school with a view to promoting high standards of educational achievement.

· We will take responsibility for determining, monitoring and keeping under review, the broad policies, plans and procedures within which the school operates.

· We recognise that it is the Headteacher who is responsible for the implementation of policy, day-to-day management of the school and operation of the curriculum. We do not expect to become involved in day-to-day management issues.

· We have a general duty to act fairly and without prejudice at all times.

· ln so far as we have, or share, responsibility for the employment of staff, we will strive to fullil all reasonable expectations of a good employer.

· We will consider carefully how our own decisions might affect other schools.

· We will encourage open government and will endeavour to be seen to do so through the School Web Site and other documents.

· We understand that all governors have equal status and although governors are appointed or elected by different groups (e.g. parents, staff and the LA), their central concern should be the welfare of the school as a whole.

· We have a responsibility to attend relevant governor training sessions to obtain information on our role and responsibilities and to keep updated with changes brought about by legislation and innovations in education.

· We will establish and publicise procedures for dealing with complaints.

Commitment

· We will involve ourselves actively in the work of the governing body and accept a fair share of responsibilities, including service on Committees and Working Groups.

· We must know the school well and take opportunities for involvement in school activities.
Relationships

· We will strive to operate as a team in which constructive working relationships are actively promoted.

· We will develop effective working relationships with the Headteacher, staff, parent groups, LA and other relevant agencies.

· We will respect complete confidentiality when either required or asked to do so by the governing

· body, especially in relation to matters concerning individual staff or pupils.

· Although decisions reached at governors’ meetings are normally made public through minutes

· or otherwise, the discussions on which the decisions are based will be regarded as confidential.

· We will exercise the highest degree of prudence when discussions of potentially contentious issues arise outside of the governing body.

· We will express our views openly within meetings but accept collective responsibility for all decisions.

· We will only speak or act on behalf of the governing body when we have been specifically authorised to do so.

· All visits to the school will be undertaken within a framework, which has been established by the governing body and agreed with the Headteacher.

· ln responding to criticism or complaints relating to the school, we will follow procedures established by the governing body.

· We have a responsibility to maintain and develop the ethos and reputation of the school; our actions within the school community will reflect this.
Declaration of business interests

· All governors will complete a declaration of business interests and will inform the clerk of any material changes to that declaration as soon as practicable and not take part in any discussion about matters in which they might have a pecuniary interest
………………………………………………………………………………………………………….

I agree to follow the agreed Code of Conduct in my Governor Work at Thingwall School 

Signed

Date
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