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Welcome
Dear Governor,

We would like to welcome you to your role as Governor, which is an important and rewarding 
contribution to education in your local area.  You have joined a national team of 300,000 
governors, 4,500 of which are in Cornwall alone. 

There are immediate and lasting benefits to becoming a school governor/trustee.  In 
volunteering your time you are making a positive contribution to a school’s success and 
are therefore having an impact on the lives of its pupils, staff and the local community.  In 
addition, the role can help you develop transferable skills that are useful in your working life.  
Some of these opportunities include:

• Experience of strategic planning and development
• Setting aims and objectives for reaching ambitious goals
• Working within a diverse team 
• Recruitment and performance management of senior leaders
• Financial planning, budget control and setting pay
• Gaining greater awareness of the education system
• Being part of debates and asking challenging questions to support school improvement
• Getting to know the community in which you live and/or work
• Using your existing skills in a new or different way

In all types of schools, Governing Boards should have a strong focus on the three core 
strategic functions:

1. Ensuring clarity of vision, ethos and strategic direction;
2. Holding the Headteacher to account for the educational performance of the school and its 

pupils; and
3. Overseeing the financial performance of the school and making sure its money is well spent.

There have been many changes in the role of Governance over the recent years. Many 
appointments are now skills based with more of an emphasis on challenge. 

The current school population is approximately 70,000; we have 236 schools for children of 
primary age, 32 schools for young people of secondary school age and 4 special schools. 

A key priority for Cornwall is to ensure that high aspirations for all children and young people 
are shared with families; common across all strands of education from Early Years to Primary 
Schools, Secondary Schools and beyond.

Within this booklet and information available on School Messenger we aim to provide you 
with the necessary information you need to carry out your role as Governor.  

We have designed this booklet with the intention of making this a more interactive 
experience and have therefore given you opportunities throughout the book where you can 
make notes to reflect upon what you have learnt and the impact. 

We hope you find this useful.  If you would like any further information or support, please do 
not hesitate to contact us governorservices@cornwall.gov.uk 

Thank you for your continued support to schools in Cornwall.

Governor Services Team
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About the team
Diane Bransgrove, Becky Phillips and Emily Prowse (Cornwall Governor Services Team) provide 
universal initial phone advice and safeguarding support to all schools and academies. For 
those who buy the School Effectiveness Cornwall (SEC) Service Level Agreement, there is 
additional advice, phone support and regularly updated guidance through email, the internet 
or at face to face meetings. 

Between them the team have over twenty years of Local Government experience, Diane has 
specialised in Governor Services work for two years, alongside Emily who has been with the 
team for five years and Becky who is a new member.

The team’s service to you
The team are devoted to ensuring that your needs are met. Statutory duties to Local Authority 
(LA) Maintained Schools, at no cost, include: 

• Attendance at Clerk forums (GO3) and Clerk induction training
• Production of follow up briefing papers and circulation of relevant information 
• Access to the Governor and Clerk support pages on school messenger www.cornwall.gov.

uk/schoolmessenger.  This is a useful tool which is updated with various resources to help 
Clerks and Chairs in their role (this service is also available to all SLA schools and academies).

• Telephone and email support, offering clear and concise advice and guidance. 
• Governor Induction training, part 1 (GO1) and part 2 (GO2)
• Ensuring statutory guidance and documentation reaches Clerks and Governors in Cornwall 
• Invitation to an annual Governor Conference (open for all schools or academies as part of 

universal support).

School Effectiveness Cornwall (SEC)
As part of the SEC SLA, Diane liaises with our Associate Consultants to put support in place for 
the school. 

Emily is responsible for the organisation and administration for the SEC Team, including 
arranging monitoring visits and other meetings for schools considered to be causing concern 
to the Local Authority. 

Emily also organises and minutes meetings which involve the Head of School Effectiveness 
Cornwall such as Multi Agency case studies and Children Missing out on Education (CMOE). 
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Conferences 
Headteacher and Chair of Governors Information Sessions
These events are held on a termly basis in the West, Mid and East of the county.  They provide 
opportunities to network and receive updates from the Service Director, Education and Early 
Years, and other LA representatives. 

Governor Conference
We organise an annual Governor Conference. This is a free event for all Governors in Cornwall, 
from maintained schools and academies.

As part of the day, Governors will have the opportunity to attend a range of workshops which 
have proved very popular in the past. Previous subjects have included: vulnerable groups, 
secondary school data, safeguarding and complaints.  Further details of our conference will 
be posted on School Messenger.

The conference is excellent for professional development and provides a good opportunity to 
network.  Exhibitors with a relevance to Governors will be available throughout the morning.

“Very much enjoyed 
and learned a lot 
going forward. As a 
relatively new governor 
I found the information 
invaluable.” 

“The whole morning was 
relevant, information and clear 
presenters. Great information 
pack - really helpful resources, 
lovely venue, food etc. Thank 
you - A very good day.”
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Useful contacts
Governor Services Team
Email: governorservices@cornwall.gov.uk
Tel: 01872 322618

Diane Bransgrove
Governor Services Support Officer

Becky Phillips
Governor Services Administrative Assistant

Emily Prowse
Governor Services Administrative Assistant

School Effectiveness Cornwall 
Email: schooleffectiveness@cornwall.gov.uk 
Tel: 01872 322099

Barbara Dyer
Senior School Effectiveness Officer (Key Stages 1 and 2)

Carol Kimberley
Senior School Effectiveness Officer (EYFS)

Tim Osborne
Head of School Effectiveness Cornwall 

Emma Phillips
Education Officer, Children in Care Education Support 
Service (CiCESS) and Headteacher of the Virtual School

Jacqueline Piper
Senior School Effectiveness Officer (Key Stages 3 and 4)

Graeme Plunkett
Senior School Effectiveness Officer (Key Stages 4 and 5)

Will Pritchard
Senior School Effectiveness Officer (SEN)
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Vulnerability individual Screening Tool (ViST)
A ViST is an assessment tool employed by Police Officers and staff to assess vulnerability.  A 
ViST is created when officers visit properties that have children and young people either 
present or connected with the family. Notes are taken about any recent incidents and 
forwarded to the Central Safeguarding Team (CST) for triaging to relevant agencies.

We are dedicated to sufficiently and accurately disseminating ViST reports from Devon 
and Cornwall Police to all Cornish schools.  When ViST reports come into the CST, the team 
circulates them to relevant schools ensuring they are actioned promptly.

These documents are circulated to the Headteacher and the Designated Safeguarding Lead 
(DSL) where appropriate, using a weekly password.  Headteachers are reminded to look out 
for the password.  Due to the significance of safeguarding children’s safety, please can you 
ensure that an update on ViST reports is a standing item on your Governing Board’s agenda.

As of 30 June 2017, Cornwall is at a 97.65% opening rate.  For obvious reasons, given the 
triage process will have identified those situations deemed of sufficient cause for concern 
to issue a ViST. It is important that we improve our opening rate to 100%. Governor Services 
monitor this using a tracking system.

A summary of the number of ViSTs received should be reported at each Full Governing Board 
meeting.  This could be a sub heading under the safeguarding update.

Are ViSTs discussed during your meeting?

Notes:
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Governor training
Governor Services are committed to providing statutory Governor Training, including, Governor 
Induction parts 1 and 2, Clerks and Chair Induction and Clerk Forums. These courses will be offered 
on a termly basis. Please keep an eye out on our training pages for dates and further information by 
using the link below, alternatively please email governorservices@cornwall.gov.uk to register an 
interest.
www.cornwall.gov.uk/school-messenger-home/organisation-and-management/training-
and-development/governor-and-clerk-training/ 
The DfE recommends that all new Governors receive training.  Cornwall offers two days of induction.  

Governor Induction Part One – GO1
Part One (GO1) provides recently appointed Governors with a chance to explore their roles and 
responsibilities and to discuss issues of the moment with experienced colleagues.

Topics covered in GO1:
• An overview of governance
• Information on being a Governor in Cornwall
• Small group discussion of issues (Church School Governors with Diocesan Officer)
• Roles and responsibilities
• Practical guide to being a Governor
• Introduction to Governor visits and the School Development Plan
• An update on current issues

Governor Induction Part Two – GO2
Part Two (GO2) provides an in-depth view of the role of Governance including looking at your 
school’s data.  For all new Governors who have attended GO1 it is recommended that a period of 
approximately one term be allowed between attending Part 1 and Part 2.

Topics covered in GO2:
• Factors that make Governing Boards effective
• The strategic Governing Board
• Interpreting data and Analyse School Performance (ASP)
• Ofsted and the outstanding Governing Board
• Monitoring, and evaluation and Governor visits

Course aims:
• Help Governors get to grips with the detail of their strategic role
• Point out vital information shortcuts
• Address some common issues
If you or your Governing Board have any additional training needs, please contact the Governor 
Services Team who are able to offer bespoke training packages.

I have attended induction course GO1 on: 

The impact has been:

I have attended induction course GO2 on:

The impact has been:
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Your role as a Governor
As you may have gathered by now, the role of Governor is far more involved than a cup of tea 
and a chat about how lovely the school is!  In addition to Full Governing Board and Committee 
meetings Governors have responsibility for agreeing policies and setting budgets, all whilst 
holding the Headteacher to account.  

It is important to understand the school’s values, vision and ethos in order to contribute as 
leaders and role models, to offer support to others and to play an active part in putting the 
values of the school community into practice. 

Putting children and young people first is one of the key aspects of being a Governor. The 
difference you make to pupils at the school should be an underlying focus when carrying out 
your responsibilities.  As an individual Governor you are a representative of the Full Governing 
Board and have no power to act unless the Board has delegated specific power.

The National Governance Association (NGA) has determined 8 elements needed for effective 
Governance:

• The right people around the table
• Understanding the role and responsibilities 
• Good chairing
• Professional clerking
• Good relationships based on trust
• Knowing the school – the data, the staff, the parents, the children, the community
• Committed to asking challenging questions
• Confident to have courageous conversations in the interest of the children and young people

Having these elements in place will help ensure that the Governing Board sets the vision and 
direction for the future and holds the school to account for its standards and conduct. 

For more information and guidance about the role of a Governor, please see appendix 1. 

Governors oversee the school’s long term development by:

Making
executive 
decisions

Support and 
challenge

Providing 
strategic 

management

Ensure 
accountability

A champion 
of success

Establish a 
strategic 

framework

Monitor and 
evaluate 
progress

Allocate and 
control the 

school budget

Appoint 
senior 

members 
of staff
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Upon appointment as a Governor, you will receive an induction from a member of the 
Governing Board.  It is advisable for an existing Governor to act as a mentor to give you a clear 
understanding of your new role.  

A suggestion of good practice is for each new Governor to be issued, by the school, the 
following items:

Document Received

1. A plan of the school

2. Mission and vision statements

3. Access to Governors’ secure area of the school web site (if relevant)

4. School Development/Improvement Plan summary

5. Reports from the Headteacher

6. Ofsted report

7. Information about the School’s processes for self-evaluation

8. Staff list

9. Instrument of Government/Articles of Association

10. Contact details for Governors and Clerk

11. Governor committee membership and individual Governor responsibilities

12. Governor visits policy, timetable and report template

13. Policy review list and timetable

14. Additional notes and budget sheets

15. Personal training log

16. Calendar of events

17. Code of conduct

18. Complaints procedure

As a new Governor, you will come across lots of new information which may feel daunting at 
first.  Please do not be afraid to ask any questions no matter how trivial they may seem. 
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Governor visits
Governor visits are an integral part of finding out more about the school and are key in 
informing challenge.  Although visits should always be pre-arranged with the Headteacher, 
they can be invaluable in assisting Governors to understand their school and the people within 
it.  Governors need to be mindful that their role during a visit is not to pass judgement.  This is 
an opportunity for you to learn about the school and ways in which you can help develop and 
monitor the priorities.

Guidelines for conducting a Governor visit
Prior to the visit please ensure that you have clarified and agreed the purpose of the visit with 
the Headteacher.  You must agree a time for the visit that is suitable for all involved and agree 
how you will be introduced to the pupils.  It is important to read any appropriate policies or 
documents and familiarise yourself with any visit protocol.

Upon arrival at the school, please report to reception.  During your visit, discreetly observe and 
get involved with pupils’ activities when invited.  Please remember that you are not there to 
comment on the teacher’s conduct of the lesson and do not express your own opinions when 
pressed on controversial issues.  It is advisable to make brief notes during the visit however 
please be advised that comments or concerns about individual children should not be recorded 
but brought to the attention of the class teacher, Headteacher and Chair of Governors.

Once you have completed your visit it is good practice to discuss your observations as soon as 
possible with the class teacher.  Following discussions, prepare a brief report to be circulated to 
the Governing Board.

Please see appendix 2 for a Governor visit template.

I have undertaken a school visit      Yes      No 

What did I find most useful:

My main findings were:

I have written and shared my report with the Governing Board      Yes      No 
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Governors with specific responsibilities
It is a statutory requirement for all Governing Boards to have a named Chair, Vice-Chair and 
Clerk to ensure the Board meets all of its legal responsibilities.  It is highly recommended that 
a board has a Safeguarding Governor and a Whistleblowing Governor. In addition to these, 
roles include but are not exclusive to:

• SEN
• Children in Care (CiC)
• Looked After Children
• Training and development of Governors (this could also include Staff CPD (Continuous 

Professional Development (CPD))
• Literacy
• Numeracy
• Equality and diversity (including community cohesion)
• Health and Safety
• Prevent
• Pupil Premium

Please note that having a Governor with a responsibility does not absolve the Governing 
Board of its own responsibilities for these issues. 

My Governor responsibility is:
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Types of school 
Community Schools 
Community Schools are controlled by the Local Authority.  The Local Authority owns the land 
and buildings and retains the legal responsibility for staffing.  In practice Governing Boards 
exercise those functions under delegation.

Voluntary Controlled Schools 
Voluntary Controlled Schools are established by a voluntary body, usually a church.  School 
buildings ultimately belong to the voluntary body (e.g. the Diocese), but the Local Authority 
holds control of the school, including employment contracts with staff.  Collective worship 
in these schools is in accordance with the Trust Deed.  In appointing a Headteacher, the 
Governors may appoint someone who is able to preserve and develop the religious character 
of the school. 

Voluntary Aided Schools 
Voluntary Aided Schools are established by a voluntary body, usually the church, and 
consequently generally have a religious character.  The Governing Board is responsible for the 
religious education and worship policy, and Foundation Governors are in a majority.  Trustees 
own the land and buildings, and the Governing Board is the legal employer of staff.  It is 
also responsible for 10% of the cost of capital and external maintenance works, and for the 
admissions policy. 

Foundation Schools 
Most foundation schools were grant maintained schools prior to the 1998 Standards and 
Framework Act.  They own their land and buildings and are the direct employers of staff.  They 
have greater freedoms to be able to change the way they do things and this can impact on 
the governance structure. 

Trust Schools 
Trust schools are state-funded foundation schools which receive extra support (usually non-
monetary) from a charitable trust made up of partners working together for the benefit of 
the school.  Achieving trust status is one way in which maintained schools can formalise their 
relationship with their partners.  Trust status can help schools ensure that their partners are 
committed to the success of the school for the long term, helping to shape its strategic vision 
and ethos. Any maintained school, primary, secondary or special (but not maintained nursery 
schools), can become a trust school.  Trust schools remain Local Authority-maintained (DfE 
guidance, April 2012). 

Federations 
Federations are a legal arrangement where two or more maintained schools join together 
under a single Governing Board.  Whilst the schools remain separate in law and retain their 
own budgets, they share a Governing Board. 

Free Schools 
The DfE describe free schools as all ability state-funded schools.  They are usually set up in 
direct response to the local needs of children and families. 
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Academies 
Academies are independent of the Local Authority and funded directly from central government 
through the Education Funding Agency.  They operate under a funding agreement with the 
Secretary of State and their Articles of Association.  They are exempt charities and limited 
companies. All Governors are also Directors of the company and trustees.  The trust owns the 
land and employs staff.  Academies are required to cooperate with fair admission policies within 
their local area and with the requirements of the code of conduct for Special Educational Needs. 

Multi Academy Trusts (MAT) 
A Multi-Academy Trust is formed when a group of schools are governed through a single set of 
members and Directors.  There are two forms of multi-academy trust: 
• The group may be an existing academy chain which a school elects to join or which sponsors a 

school 
• A number of schools come together to set up a new MAT with remit, Governance and so on 

decided collectively. 

The umbrella academy trust permits schools of different categories to set up their own 
individual academies. They are part of an umbrella trust providing shared governance and 
collaboration. 

A collaborative partnership enables academies with their own governance and accountability to 
work collaboratively within specific areas, such as leadership development.

The members of the 
trust are similar to 
shareholders and are 
subscribers to the trust’s 
terms of association

Members have limited 
financial responsibility 
to the trust and can 
appoint and remove 
trustees

The board of trustees 
oversees the running of 
the school, determines 
the direction and are 
responsible for ensuring 
compliance with charity 
and company law and the 
academy trust’s funding 
agreement

Trustees are also known 
as Directors and are 
accountable to the 
members of the trust 
and Secretary of State

Academy 1

Local 
Governing 

Board

Academy 2

Local 
Governing 

Board

Academy 3

Local 
Governing 

Board

Members

Trustees / 
Directors

MAT Board
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Categories of Governor
There are five main types of Governor and the constitution of the Governing Board will be 
determined by the category of the school.  The number of Governors of each type is set 
out in the school’s Instrument of Government or the Academy’s Articles of Association.  We 
recommend that Governing Boards complete a skills audit prior to advertising vacancies to 
ensure they advertise to Governors with the appropriate skill set.

1. Parent Governors (minimum of 2): Parent Governors are elected by and from the parents 
and carers of children on roll at the school by a secret ballot. Candidates may nominate 
themselves or be nominated by another parent. They must have or look after a child at the 
school at the time of election. Parent Governors may serve their full term if they wish, even 
if their child leaves the school before the end date of their appointment.

 Parent Governors may, in some circumstances, be appointed rather than elected, e.g. 
where the number of parents standing for election is fewer than the number of vacancies. 

2. Staff Governors (2 staff including the Headteacher): Staff Governors are elected by 
secret ballot from and by the whole staff. They cease to be Governors when they are 
no longer employed at the school. Headteachers are Staff Governors automatically, by 
virtue of their office, unless they choose not to be part of the Governing Board.  If the 
Headteacher decides not to be a member of the Governing Board, they must advise the 
Clerk in writing and the position remains open.  It cannot be filled by another member of 
staff or any other category of Governor.

3. Local Authority (LA) Governors (maximum of 1): LA Governors serve on all LA 
maintained school Governing Boards and cannot be employed at the school.  Schools will 
nominate a potential LA Governor; this nomination is signed off by the Chair of Governors 
and the local County Councillor.  If you are unsure as to who your local Councillor is, please 
follow this link http://www.cornwall.gov.uk/my-area/.  The nomination is then forwarded to 
Governor Services for approval from the Portfolio Holder.  

4. Co-opted Governors: Co-opted Governors serve on all maintained schools in Cornwall, 
with the exception of Voluntary Aided schools, and are Co-opted by other Governors. 
The appointment is carried out with a view to obtaining someone from the local business 
community, or to widen the representation and skills of the Governing Board. 

 Co-opted Governors can consist of members of staff; however, no more than 1/3 of the 
Governing Board can be members of Staff. 

5. Foundation Governors: Foundation Governors are either appointed or take the role by 
virtue of an office that they hold.

 Where appointed, the appointment is made by the person entitled under the Instrument 
of Government (usually the schools founding board, church or other organisation) and for 
the purpose of securing:

• In all cases, that the schools character (including religious character where it has one) is 
preserved and developed; and

• Where the school has a foundation, that the school is conducted in accordance with the 
Foundations’ governing documents.
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If an Ex-Officio Foundation Governor is unwilling or unable to act as a Governor or they 
have been removed from office under regulation 21 (1), then a substitute Governor can be 
appointed. 

Once your appointment has been approved by the Governing Board, you will need to 
complete a Governor Appointment Declaration (GAD) form which can be obtained from your 
Clerk. The Clerk will forward this to Governor Services. Once this has been processed you will 
receive a letter to inform you of the outcome. This letter will be copied to the Headteacher 
and Clerk to Governors. 

A Governor’s term of office is four years for all Governor types. This is unless it is stipulated on 
the Instrument of Government or Articles of Association if you are an Academy.  

Due to the nature of the role and its time commitment, it is recommended for an individual to 
serve on no more than two boards at any one time.

My category of Governor is: 

My term of office is: 

Questions for the Chair and or Clerk:

Governors in Academies must follow their Articles of Association which outlines the 
different categories of Governor for that particular MAT.  Each MAT may vary.
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The Governing Board
Relationships and the Key Players

The Clerk
The Clerk supports the Governing Board and has a significant role in tackling its workload 
efficiently and effectively.  The Clerk works closely with the Chair of Governors and to some 
extent the Headteacher.  The Chair of Governors is their line manager.

The Chair of Governors
Among many other duties the Chair of Governors is responsible for guiding the Governing 
Board through its meetings, and keeping an eye on any communications to the Governing 
Board between meetings. 

The Chair has a close relationship with the Headteacher but no individual powers except in 
situations of such an extreme emergency that time would prevent the calling of a meeting of 
the Full Governing Board.

It is recommended that the Chair does not stand for re-election for any more than six years on 
the same Governing Board. This encourages new Governors to apply for the position.

The Vice-Chair 
In the absence of the Chair the Vice-Chair takes on the role of Chair until the existing Chair 
returns or another one is elected it is vital that the communication between Chair and Vice-
Chair needs to be efficient.

The Headteacher and the Staff
The Headteacher and staff make decisions about how subjects are taught and the day to day 
management of time, resources and space within the school.

The Chair is:

The Vice-Chair is:

The Clerk is:

The secretary is:

My buddy is:

The Safeguarding Governor is:

The Whistleblowing Governor is:
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Instrument of Government
The Instrument of Government is a legal document that records the name of the school and 
the constitution of its Governing Board.  The Governor Services Team are happy to provide 
you with a copy of your Instrument.

It is worth spending a little time becoming familiar with the Instrument of Government for 
your school.  This document lists the number of Governors which your Governing Board 
should have, together with the break-down of different categories and the length of term of 
office, which can be anything between one and four years.  

The total number of Governors in all schools must be no fewer than seven.  There is no upper 
limit but Governing Boards will need to consider whether a smaller number of Governors 
would allow business to be conducted more effectively.

The Governing Board and Local Authority (LA) can review and change the Instrument at 
any time and it can be adapted to suit individual circumstances. The Governing Board must 
inform the LA of the changes it would like to make. The LA will check that the proposed new 
Instrument complies with statutory requirements, including the relevant guiding principles 
for the constitution of Governing Boards. If the amended Instrument is correct the LA will give 
agreement for it to be adopted.

In Voluntary-Controlled, Voluntary-Aided and Foundation schools the Governing Board 
should ensure that the draft Instrument has been approved by the Foundation Governors, any 
trustees and the appropriate religious body before submitting it to the LA.

If you are an Academy please refer to your Articles of Association. 

I have received a copy of the Instrument of Government      Yes      No 

I have received a copy of the Articles of Association         Yes      No 

If not please ask your clerk for a copy of this.
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What do I need to do now?
If the Clerk has not already done so:

• Ensure that you have submitted all the required documents for your registration as a member 
of the Governing Board, including your DBS check. 

• Ask for a copy of the school’s safeguarding policy, procedures and arrangements.

• Read and sign the Governing Board’s Code of Conduct and complete your declaration of 
interests (ask the Clerk about it if you have any questions).

• Make sure you have all the Governing Board meeting dates in your diary and have set aside 
time to read papers and prepare for meetings.

• Be aware of how you will receive Governor information. Do you need a log-in to a Governor 
portal? Have you registered with School Messenger?  Where are past papers and information 
stored? Please ensure you know how to obtain access.  

• Find out who is leading Governor training and development and how to enrol on an 
induction/introduction to Governance course.  Aim to complete this within your first 
academic term at the school.

Is there homework I need to do?
One of the best sources of background information about your school is the website. Effective 
Governance relies on Governors’ understanding and knowing their school in quite some 
detail.  Plan to do the following within the school term:

• Visit your school website and start the process of getting a more detailed understanding of 
the information that it contains.  Tip - while exploring the school website, you could ask your 
Clerk for a list of the statutory requirements and check your site complies.

• Ask to see and read copies of the school’s vision, values and strategic plan, the most recent 
Ofsted report, self-evaluation summary, current headline performance data and School 
Development Plan. Copies of the Headteacher’s Reports for the last academic year will help 
you understand the context of the school and the local community.  

• Find time to explore The Governance Handbook as it sets out the expectations for effective 
Governance and contains links to other useful information.

• Read and understand Governors’ role in Keeping Children Safe in Education.

• Arrange to visit the school and meet the Headteacher and other school leaders and staff.  
Tour the school and absorb the environment.  Ask for a copy of the Governor Visit Protocol.  
Consider buddying with other Governors on one of their monitoring or strategic visits. 

I have received a letter confirming my appointment as      
Governor from the Local Authority      

I have received a copy of the Instrument of Government Yes      No 

I have signed the Code of Conduct Yes      No 

I have signed the Business and Pecuniary Interest form Yes      No 

Yes      No 
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How do I prepare for meetings?
It is very important that you understand the way your Governing Board operates. 

• Allow plenty of time to read meeting papers and list any questions you wish to ask.  If you 
need help in understanding any of the content, do ask either your ‘buddy’ or the Chair of the 
Full Governing Board/committee to explain before the meeting.

• If you are unable to attend a meeting, remember to send your apologies to the Clerk.  You 
should still spend time understanding the papers; consider raising any points/questions you 
may have with the Chair of the Full Governing Board or in writing.

• As a new Governor it is expected that you commit approximately 10 days a year on your 
Governing responsibilities.  As you become more experienced or when the Board experiences 
times of particular challenge your commitment may increase.  Chairs of Governors are likely 
to commit 20 days, which equates to half a day per week in term time. 

• As part of your role, you will join a committee based on your knowledge and expertise.

• Most Governing Boards have committees; before attending any meetings, remember to ask 
to see the Terms of Reference for these committees. This is so that you understand their remit. 

I have received a timetable of meetings and understand the 
correct procedure of informing Governors if I cannot attend.     

The date of the next Full Governing Board meeting is:

The Committees I sit on are:

The date of the next Committee meeting is:

Questions to raise during the Full Governing Board meeting:

Yes      No 
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Effective Governance
Code of Conduct
It is good practice for Governing Boards to agree a Code of Conduct to ensure Governors 
understand their roles and responsibilities.  If your Governing Board has agreed this you will be 
asked to sign it.

Your contribution to effective Governance
To ensure that your Governing Board is effective, it is highly recommended that all Governors 
participate during the meeting and become involved in activities delegated to you by the 
Governing Board.

A Competency Framework for Governance
The Department for Education (DfE) has published a new ‘Competency 
Framework for Governance’, published in January 2017. 

www.gov.uk/government/uploads/system/uploads/attachment_
data/file/583733/Competency_framework_for_governance_.pdf 

The framework sets out the competencies needed for effective 
governance. It is non-statutory guidance and should be read alongside 
the Governance Handbook, particularly the section explaining the key 
features of effective governance. Academy trusts should also refer to 
the Academies Financial Handbook.

Succession planning
Succession planning in a Governing Board is key to effective Governance, stability and ensuring 
its future strength and progress.

Succession planning within the Governing Board is about:

• attracting and retaining good quality Governors

• spotting leadership talent early

• supporting and developing leadership skills throughout the Governing Board

• creating opportunities to practise leadership skills

• giving and receiving feedback

• coaching and mentoring

• developing the Governing Board as a team

• delegating fairly and effectively

• encouraging others to take up opportunities.

It is advisable that Governors take on the responsibility of chairing a committee meeting to gain 
experience of leadership within the Governing Board.
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Skills audit
A skills audit helps to identify any skills and knowledge a Governing Board might need to 
deliver their functions effectively, it establishes training needs of current Governors and plan 
for succession. For further information and a template please visit 

www.nga.org.uk/Services/Clerking-Matters/Clerk-to-governors/Skills-Audit-(1).aspx

Policies
Governing Boards are required by law to have certain policies.  To view the statutory policies, 
please visit: www.gov.uk/government/publications/statutory-policies-for-schools

Other policies are recommended as good practice for all schools.  Governing Boards must 
ensure that the policies required by law are in place and have been formally approved by the 
Governing Board.  Many policies do not require sign off by the Full Governing Board but there 
needs to be a clear record as to when the policy was approved.  

The Governing Board should ensure that all school policies are readily accessible, in particular 
to the Chair, Headteacher and Clerk.  Many trusts and schools publish their policies on the 
school website.  



23

Ofsted 

To ensure that the Governing Board is prepared for an Ofsted Inspection the NGA have 
produced 20 key questions every Governing Board should ask itself. If you are an Academy, 
you should refer to the 21 key questions. It is a toolkit for analysing your School’s strengths 
and weaknesses. 

20 questions every Maintained School should ask itself
Governing Board Effectiveness 
Right skills: Do we have the right skills on the Governing Board? 
1. Have we completed a skills audit which informs the Governor specification we use as the 

basis of Governor appointment and interview?

Answers:

Effectiveness: Are we as effective as we could be?
2. How well do we understand our roles and responsibilities, including what it means to be 

strategic? 

Answers:

3. Do we have a professional Clerk who provides legal advice and oversees the Governing 
Board’s induction and development needs?

Answers:

4. Is the size, composition and committee structure of our Governing Board conducive to 
effective working?

Answers:

5. How do we make use of good practice from across the country?

Answers:

Role of the Chair: Does our Chair show strong and effective leadership? 
6. Do we carry out a regular 360° review of the Chair’s performance and elect the Chair each 

year?

Answers:
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7. Do we engage in good succession planning so that no Governor serves for longer than two 
terms of office and the Chair is replaced at least every six years?

Answers:

8. Does the Chair carry out an annual review of each Governor’s contribution to the Board’s 
performance? 

Answers:

Vision, ethos and strategy 
Strategy: Does the school have a clear vision and strategic priorities? 
9. Does our vision look forward three to five years, and does it include what the children who 

have left the school will have achieved? 

Answers:

10. Have we agreed a strategy with priorities for achieving our vision with key performance 
indicators against which we can regularly monitor and review the strategy? 

Answers:

11. How effectively does our strategic planning cycle drive the Governing Board’s activities and 
agenda setting? 

Answers:

Engagement: Are we properly engaged with our school community, the wider school 
sector and the outside world?
12. How well do we listen to, understand and respond to our pupils, parents and staff? 

Answers:

13. How do we make regular reports on the work of the Governing Board to our parents and 
local community?

Answers:
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14. What benefit does the school draw from collaboration with other schools and other sectors, 
locally and nationally? 

Answers:

Effective accountability
Accountability of the executive: Do we hold the school leaders to account? 
15. How well do we understand the school’s performance data (including in-year progress 

tracking data) so we can properly hold school leaders to account?

Answers:

16. Do Governors regularly visit the school to get to know it and monitor the implementation of 
the school strategy? 

Answers:

17. How well does our policy review schedule work and how do we ensure compliance? 

Answers:

18. Do we know how effective performance management of all staff is within the school?

Answers:

19. Are our financial management systems robust so we can ensure best value for money?

Answers:

Impact: Are we having an impact on outcomes for pupils?
20. How much has the school improved over the last three years, and what has the Governing 

Board’s contribution been to this? 

Answers:
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21 questions every Multi-Academy Trust Board should ask itself
Vision, ethos and strategy
1.  Does the Trustee Board have a clear vision and strategic priorities for the next three to five 

years, to which all Academies contribute and which is understood by each of its Academies? 

Answers:

2.  How effectively do these strategic priorities drive the governance structure, activities and 
agenda setting at all levels of the Trust? 

Answers:

3.  What vision does the Trustee Board have for the size of the Trust and how does the strategy 
ensure that there is the capacity to support any additional Academies well? 

Answers:

Governance structures 
4.  Is the structure of the Trust from its Members to Academy level Governance conducive to 

effective working, ensuring check and balances but avoiding duplication at different levels, 
and delivering good two-way communications? 

Answers:

5.  How does the Trustee Board ensure that its governance structure is clear, in keeping with 
its Articles of Association, and that those at regional, cluster and Academy level understand 
their roles and responsibilities compared to those of the Trustee Board?

Answers:
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6.  a) Does the Trustee Board have a scheme of delegation, is it published on its website 
and those of its Academies, and does the scheme make clear where the following key 
governance functions are exercised: 

• Determining each individual Academy’s vision, ethos and strategic direction? 
• Recruiting each Academy’s Principal/Head of school? 
• Performance management of each Academy’s Principal/Head of school? 
• Determination of Human Resources policy and practice? 
• Oversight of each Academy’s budget? 
• Assessment of the risks for each Academy? 

Answers:

 b)  Is the principle of earned autonomy applied to individual Academies or local clusters and 
if so, do all involved at all levels of governance within the MAT understand how? 

Answers:

Trustee Board effectiveness and conduct 
7.  Right skills: Has the Trustee Board adopted a robust and transparent process for 

the recruitment both of trustees and those at local governance level, including role 
specifications, skills audits and interview panel to ensure those carrying out governance 
functions have the full range of experience, qualities and skills necessary to discharge all the 
Trustee Board’s responsibilities?

Answers:

8. Clerking: Does the Trustee Board have a professional clerk providing information and 
guidance on regulatory practice and procedures, including governance leadership to the 
committees and any Academy level governance? 

Answers:

9. Chair: How does the Trustee Board ensure the Chair shows strong and effective leadership? 

Answers:
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10. Trustee performance: Does the Chair carry out an annual review of each trustee’s 
contribution to the Board’s performance and ensure each trustee is investing in his/her own 
development? 

Answers:

11. Succession planning: Do we engage in good succession planning so that, in normal 
circumstances, no trustee serves for longer than two terms of office and the Chair is 
replaced at least every six years? 

Answers:

12. Conflicts of interest and conduct: How does the Trustee Board ensure conflicts are 
avoided and that the Nolan principles of public life are adhered to? 

Answers:

13. Learning from others: Has the Trustee Board regularly reviewed its structures and practice, 
making use of other Boards’ experiences and periodically seeking external expertise? 

Answers:

Engagement
14. How does the Trustee Board listen to, understand and respond to pupils, parents, staff and 

local communities across all its Academies? 

Answers:

15. What benefit do the Academies within the Trust draw from collaboration with other schools 
and other sectors, including employers, locally and nationally; and how is the Trust involved 
in contributing to improving leadership and schools beyond its own Academies? 

Answers:

Effective accountability of the executive leadership 
16. How well does the Trustee Board understand its Academies’ performance data, and how do 

Trustees know that pupils in all their Academies are making the best progress they can? 

Answers:
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17. What mechanisms does the Trustee Board use to ensure there is a strong and effective 
executive leadership structure and personnel in place across the Trust with the right skills, 
clear line-management and reporting mechanisms? 

Answers:

18. How does the Trustee Board ensure senior leaders within Academies are challenged to 
improve the education of pupils, and what intervention would be used if improvement is 
not progressing according to plan at an Academy?

Answers:

19. How does the Trustee Board ensure that the Trust’s financial capability and management 
systems are robust to ensure compliance with the Academies Financial Handbook, best 
value for money and deliver the long-term strategy? 

Answers:

20. Do the compliance systems give assurance to the Trustee Board that the Trust is meeting its 
statutory and legal responsibilities? 

Answers:

Impact on outcomes for pupils 
21. How much have the academies improved over the last three years, and what has the Trustee 

Board’s contribution been to this? 

Answers:
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School website
As you may be aware, Ofsted are now looking at school websites in preparation for an 
inspection. We thought it would be useful to provide you with a list of the statutory items for 
maintained schools to follow: www.gov.uk/guidance/what-maintained-schools-must-
publish-online 

And for academies:
www.gov.uk/guidance/what-academies-free-schools-and-colleges-should-publish-online 

You may also find the Website Audit document useful.  Please refer to Appendix 3. 

I have visited the School’s website Yes      No 

I found the website to be accessible and easy to use Yes      No 

Non-compliances are:
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AM Associate Member
AfL Assessment for Learning
APA Alternative Provision Academies
APP Assessing Pupil’s Progress
ARB Area Resource Base
APS Average Point Score
ASP Analyse School Performance
CAPH Cornwall Association of Primary Heads
CASH Cornwall Association of Secondary Heads
CDC Child Development Centre
CiC Children in Care
CiCESS Children in Care Education Support Service
CMOE Children Missing Out on Education
CPD Continuing Professional Development
DBE Diocesan Board of Education 
DfE Department for Education
DSG Dedicated Schools Grant
DSL Dedicated Safeguarding Lead
EAL English as an Additional Language
ECM Every Child Matters
EFA Education Funding Agency
EHCP Education Health Care Plan
EHP Early Headship Provision
EWO Education Welfare Officer
EYFS Early Years Foundation Stage
FE Further Education
FFT Fischer Family Trust
FGB Full Governing Board
FIS Family Information Service
FSM Free School Meals
FTE Full Time Equivalent
GandT Gifted and Talented
GAD Governor Appointment Declaration
HASAW Health and Safety at Work
HE Higher Education
HMCI Her Majesty’s Chief Inspector of Schools
HMI Her Majesty’s Inspectorate for Schools
HTPM Headteacher Performance Management
IEB Interim Executive Board
INSET In Service Education and Training
ITT Initial Teacher Training
LandM Leadership and Management
KS1 Key Stage 1 (Years 1 and 2 - Ages 5-7)
KS2 Key Stage 2 (Years 3, 4, 5 and 6 - Ages 7-11)
KS3 Key Stage 3 (Years 7, 8 and 9 - Ages 11-14)
KS4 Key Stage 4 (Years 10 and 11 - Ages 14-16)
KS5 Key Stage 5 (Sixth Form - Ages 16-18)

Commonly used acronyms
LA Local Authority
LADO Local Authority Designated Officer
LLE Local Leader of Education
LSCB Local Safeguarding Children Board
MARU Multi-Agency Referral Unit
MAT Multi-Academy Trust
NAHT National Association of Headteachers
NC National Curriculum
NGA National Governors Association
NLE National Leaders of Education
NLG National Leaders of Governance
NOR Number on Roll
NQPH National Professional Qualification for 

Heads
NQT Newly Qualified Teacher
PAN Planned Admissions Number
SACRE Standing Advisory Council for Religious 

Education
SDP School Development Plan
SEC School Effectiveness Cornwall
SEN Special Educational Needs
SENCO Special Educational Needs Co-ordinator
SEND Special Educational Needs and/or 

Disability
SEO School Effectiveness Officer
SLA Service Level Agreement
SSE School Self-Evaluation
SSEO Senior School Effectiveness Officer
STEAM Science Technology Engineering Arts 

Maths
TA Teaching Assistant
TandL Teaching and Learning
TES Times Educational Supplement
TOR Terms of Reference
VA Voluntary Aided- Schools with a 

foundation which appoints most of the 
Governors. The Governing Board is the 
admission authority and employs the staff

VC Voluntary Controlled- Schools with a 
foundation which appoints some of the 
Governors. The Local Authority (LA) is the 
admission authority and employs the staff

ViST Vulnerability individual Screening Tool
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Example Governor Role Description

Role of a School Governor:
To contribute to the work of the Governing Board in ensuring high standards of achievement for all 
children and young people in the School by:

1. Ensuring clarity of vision, ethos and strategic direction;
2. Holding the Headteacher to account for the educational performance of the school and its pupils; 

and
3. Overseeing the financial performance of the school and making sure its money is well spent.

As part of a team of Governors, you are expected to:
1. Contribute to the strategic discussion at Governing Board meetings which determine:

• The vision and ethos of the School
• Clear and ambitious strategic priorities and targets for the school 
• That all children, including those with Special Educational Needs and/or a Disability (SEND), have 

access to a broad and balanced curriculum 
• The school’s budget, including the expenditure of the Pupil Premium allocation
• The school’s staffing structure and key staffing policies
• The principles to be used by school leaders to set other school policies

2. Hold the Senior Leaders to account by monitoring the School’s performance; this includes: 
• Agreeing the outcomes from the school’s Self-Evaluation and ensuring they are used to inform 

the priorities in the School Development Plan
• Considering all relevant data and feedback provided on request by School Leaders and external 

sources on all aspects of school performance
• Asking challenging question of school leaders
• Ensuring the Senior Leaders have arranged for the required audits to be carried out and receiving 

the results of those audits
• Ensuring senior leaders have developed the required policies and procedures and the school is 

operating effectively according to those policies
• Acting as a linked Governor on a specific issue, making relevant enquiries of the relevant staff, 

and reporting to the Governing Board on the progress of the relevant School priority
• Listening to and reporting to the School’s stakeholder: pupils, parents, staff, and the wider 

community, including local employers 

3. Ensure the School Staff have the resources and support they require to do their jobs well, including 
the necessary expertise on business management, external advice where necessary, effective 
appraisal and Continuing Professional Development (CPD), and suitable premises, and that the way 
in which those resources are used has impact.

Appendix 1
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4. When required, serve on panels of Governors to: 
• Appoint the Headteacher and other Senior Leaders
• Appraise the Headteacher 
• Set the Headteacher’s pay and agree the pay recommendations for  other staff
• Hear the second stage of staff grievances and disciplinary matters
• Hear appeals about pupil exclusions 

The role of a Governor is largely a thinking and questioning role, not a doing role.

A Governor does not:
1. Write School polices 
2. Undertake audits of any sort- whether financial or Health and Safety- even if the Governor has the 

relevant professional experience
3. Spend much time with the pupils of the School- if you want to work directly with children, there are 

many other valuable voluntary roles within the School
4. Fundraise- this is the role of the PTA- the Governing Board should consider income streams and the 

potential for income generation but not carry out fundraising tasks
5. Undertake classroom observations to make judgements on the quality of teaching- the Governing 

Board monitors the quality of teaching in the School by requiring data form the Senior Staff and 
from external sources

6. Do the job of the School staff- if there is not enough capacity within the paid staff team to carry out 
the necessary tasks, the Governing Board needs to consider and rectify this. 

As you become more experienced as a Governor, there are other roles that you could volunteer for 
which would increase your degree of involvement and level of responsibility, e.g. as a Chair of a 
Committee. This role description does not cover the additional roles taken on by the Chair, Vice-Chair 
and Chairs of Committees.  

In order to perform this role well, a Governor is expected to: 
1. Get to know the School, including visiting the School occasionally during School hours and gaining 

a good understanding of the School’s strengths and weaknesses.
2. Attend Induction Training and relevant training and development events regularly
3. Attend meetings (Full Governing Board meetings and Committee meeting) and read all the papers 

before the meeting 
4. Act in the best interests of all the pupils of the School
5. Behave in a professional manner, as set down in the Governing Board’s code of conduct, including 

acting in strict confidence 

Please follow this link for a Chair’s job description: www.nga.org.uk/Guidance/Workings-Of-The-
Governing-Body/Chairs-of-Governors/Chair-s-role-description.aspx 
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Governor visit report

Name: 

Date of Visit: 

School Development Plan Focus:

  

Classes/staff visited: 

Action points from last report:

Summary of activities: e.g. meeting staff, observing classes, talking to staff and pupils, looking 
at resources

Observations from meeting with member of staff:

If visiting classes:-
Learning Outcomes (what were the children learning?)

Were all the children learning?

Did they understand what they were learning?

Were all adults effectively deployed?

Appendix 2
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Non-negotiables: look at the learning environment – could you see all/most of the items on 
the list (attached)

Progress towards SDP targets

Positive comments about the visit :

Aspects I would like clarified / questions I have

Any other comments

Ideas for future visits

Thank you for making the visit – please copy this form to the Headteacher and to the
Clerk to Governors

Signed       Date
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Audit your school website
Key:   Red - Not in place   Amber - Partially compliant / Not known / Not yet found   Green - In place    

Required (Information required by statutory guidance to be published online.)

Information about each Governors and any Associate Members (Since March 2015)
• their name
• their category of Governor
• which body appoints them
• their term of office
• the names of any committees the Governor serves on
• details of any positions of responsibility, such as Chair or Vice-Chair of the Governing 

Board or a committee of the Governing Board. 
Register of Governors’ interests (From September 2015)
•  should set out the relevant business interests of governors and details of any other 

educational establishments they govern
•  should also set out any relationships between governors and members of the school 

staff including spouses, partners and relatives

Statutory (Information required by legislation to be published online.)

School contact details
• your school’s name
• your school’s postal address 
• your school’s telephone number
• the name of the member of staff who deals with queries from parents and other 

members of the public
Admission arrangements
Either: publish your school’s admission arrangements, explaining how you will consider 
applications for every age group, including: 
• arrangements you have in place for selecting the pupils who apply
• your oversubscription criteria (how you offer places if there are more applicants than 

places)
• an explanation of the process parents need to follow if they want to apply for their child 

to attend your school
Or: publish details of how parents can find out about your school’s admission 
arrangements through your Local Authority
Ofsted reports
• Either: publish a copy of your school’s most recent Ofsted report 
• Or: publish a link to the webpage where users can find your school’s most recent Ofsted 

report
Exam and assessment results
Most recent Key Stage 2 (KS2) results
• percentage of pupils who achieved level 4 or above in reading, writing and maths
• percentage of pupils who have improved by 2 or more levels in reading, writing and 

maths between KS1 and KS2
• percentage of pupils who achieved level 5 or above in reading, writing and maths
Key Stage 4 (KS4) results
• percentage of pupils who achieved a C or above in GCSEs (or equivalent) in 5 or more 

subjects, including English and maths
• percentage of pupils who achieved the English Baccalaureate
• percentage of pupils who have achieved at least the minimum expected levels of 

progress in English and maths between KS2 and KS4
Performance tables
A link to the DfE school performance tables website

Appendix 3
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Curriculum
• the content of the curriculum your school follows in each academic year for every 

subject (see analysis of specific subjects below)
• the names of any phonics or reading schemes you are using in KS1
• a list of the courses available to pupils at KS4 , including GCSEs
• how parents or other members of the public can find out more about the curriculum 

your school is following
Maths
English
Art and Design
Business Studies
Design and Technology
Drama / Performing Arts  
Geography 
History 
ICT / Computing
Modern Foreign Languages 
Music 
Physical Education 
Religious Education 
Science 
Personal, Social, Health and Citizenship Education (PSHCE)
Behaviour policy
This must comply with section 89 of the Education and Inspections Act 2006.
Pupil premium
You must publish details of how your school spends its pupil premium funding and the 
effect this has had on the attainment of the pupils who attract the funding.
• your pupil premium allocation for the current academic year
• details of how you intend to spend your allocation
• details of how you spent your previous academic year’s allocation
• how it made a difference to the attainment of disadvantaged pupils
NB The funding is allocated for each financial year, but the information you publish 
online should refer to the academic year, as this is how parents and the general public 
understand the school year. As allocations will not be known for the latter part of the 
academic year (April to July), you should report on the funding up to the end of the 
financial year and update it when you have all the figures.
Year 7 literacy and numeracy catch-up premium
If your school receives Year 7 literacy and numeracy catch-up premium funding, you must 
publish details of how your school spends this funding and the effect this has had on the 
attainment of the pupils who attract it.
• your Year 7 literacy and numeracy catch-up premium allocation for the current 

academic year
• details of how you intend to spend your allocation
• details of how you spent your previous academic year’s allocation
• how it made a difference to the attainment of the pupils who attract the funding
PE and sport premium for primary schools
If your school receives PE and sport premium funding, you must publish details of 
how your school spends this funding and the effect it has had on pupils’ PE and sport 
participation and attainment.
• your PE and sport premium allocation for the current academic year
• details of how you intend to spend your allocation
• details of how you spent your previous academic year’s allocation
• how it made a difference to the PE and sport participation and attainment of the pupils 

who attract the funding
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Special Educational Needs (SEN) report
If your school is a maintained school, then your Governing Board must publish a report on 
the school’s policy for pupils with SEN.
The report must comply with:
• section 69(2) of the Children and Families Act 2014
• regulation 51 and schedule 1 of the Special Educational Needs and Disability 

Regulations 2014
The report must include details of:
• your school’s admission arrangements for pupils with SEN or disabilities
• the steps you have taken to prevent pupils with SEN from being treated less favourably 

than other pupils
• access facilities for pupils with SEN
• the accessibility plan your Governing Board has written in compliance with paragraph 3 

of schedule 10 to the Equality Act 2010
Charging and remissions policies
The policies must include details of:
• the activities or cases for which your school will charge pupils’ parents
• the circumstances where your school will make an exception on a payment you would 

normally expect to receive under your charging policy
Values and ethos
A statement of your school’s ethos and values. 

Desirable
A domain name that makes sense to visitors 
(eg “stcustardsprimary.sch.uk”  not “wearetheprovidersofeducationinyourvillage.com”)
Headteacher’s name with first name or initial (Mrs J Smith or Mr Richard Jones)
Name of whoever is actually most likely to answer the phone
Names of staff, including teachers, teaching assistants, midday supervisors, caretaker, with 
responsibilities (Head of Y6, SENCO, Science Coordinator)
Google maps link. Directions, especially if parking or access are complicated.
Information about disabled access
Events calendar (eg sporting fixtures, concerts, Book Day, non-uniform day)
Term dates for the next two years
Times of school day, lessons, and assemblies 
After school clubs, and extra curricular activities
Complaints policy
A link to your VLE, with instructions on how to get a parent’s password
Newsletter and copies of letters to parents
Link to Parent View 
The published information that demonstrates the school’s compliance with the Public 
Sector Equality Duty, and the equality objectives that have been set. 
These are statutory requirements, with a recommendation that they be published on the school website.

Your twitter feed, if you have one.
Uniform list, with contact details for local suppliers (and downloadable order form)
Downloadable permission slips for school trips (not legally necessary)
A homework timetable, with handing in dates. Spellings lists.
A list of Governors, with a pen sketch of their experience, and photographs. Contact 
details for the Governing Board – via the Clerk, the Chair or the school?
Annual Governance statement, including a record of Governors’ attendance at meetings, 
and “an assessment of the effectiveness and impact of the Board and any committees 
with details of any particular challenges that have arisen”
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Governors’ page, with information about the role of the Governing Board, how to become 
a Governor, forthcoming meeting dates and non-confidential minutes
Information about the PTA or Parents Forum
Gallery of children’s work
Links to Local Authority Schools website and Gov.UK education pages 
This week’s lunch menu
Snow and bad weather policy, with a link to the local radio station Snow Line
School policies: Anti-bullying policy
Secure area for governors, with all policies and their review cycle, SDP, committee and GB 
minutes, links to Modern Governor or GEL e-learning logins, LA Governor Services, the 
Governors’ Handbook, NGA, and training courses. 
A Governors’ blog 

Other ideas to consider
A feedback page, explaining how parents’ questions and suggestions have been acted on 
(“You told us there was a problem with parking near the school on parents’ evenings, so 
we have …..”) (See example)
General guidance on showing children’s photographs is that where these are used, names 
of children should not be given, and vice versa. See Guidelines on the use of images on 
school websites (Hampshire) and an example Policy on Use of digital and video images . 
A translate button, or key pages in languages that your parents use. See Surrey County 
Council’s information on school uniform in Polish and Urdu. You can download template 
school letters in different languages, and access a range of resources to include on your 
site 
FAQ page and / or Ask Us page
News feeds
Short videos on how to help your child with their reading, or showing how you teach 
multiplication (Moortown help parents support their child’s learning)
Icons for awards that the school has gained. eg Arts Mark, Investors in People
House point counter (See the Jack Hunt School website)
Discussion page – eg. memories of the school opening (See Comments at Jack Hunt 
School - scroll down the page) and links to social networking sites
Links to websites, such as CBeebies, TES Resources and local community sites
Links to the feeder schools websites, and advice from ex-pupils about transition
Jargon buster glossary and list of acronyms
What about a secure section designed for Ofsted, containing directions to the school, 
the SEF, SDP, school policies, Governors’ contact details etc?  Give login details to the lead 
inspector when you get the phone call (or the knock) …

Basic web design rules
Consistent design with pleasing colour scheme and legible websafe text
Compliance with accessibility guidelines  eg. image captions for use by screen readers
Links that work (Check for broken links)
Pages that download in reasonable time
Easy navigation to and from each section
Correct grammar, spelling and appropriate language (Check readability)
Avoid having “Under Construction” pages, old news or incorrect information.
Don’t use blue underlined text, except for hyperlinks.
Choose a font that isn’t Comic Sans.
Key:   Red - Not in place     Amber - Partially     Green - In place



Governor Services 
3W, County Hall
Treyew Road
Truro TR1 3AY

Email: governorservices@cornwall.gov.uk

If you would like this information in another 
format or language please contact:
Cornwall Council 
County Hall 
Treyew Road
Truro TR1 3AY
Email: enquiries@cornwall.gov.uk
www.cornwall.gov.uk
Telephone: 0300 1234 100
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