For presentation slides and other documents, visit http://www.egfl.org.uk/categories/governance/support/selfreview.html 
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The Effective Governing Body – A Self-Review Tool

Ealing Local Authority recommends that every Governing Body (GB) should regularly evaluate and reflect on their practice and performance. This Self Review Tool is intended to assist GBs decide how well they are organised to exercise their powers and duties and to identify gaps in practice/performance that require action.  It also helps GBs to identify development needs and to plan future training. It is comprehensive and covers all the essential work an Outstanding Governing Body undertakes. 

Self-Review is essential for all Governing Bodies who are striving towards achieving an Outstanding OFSTED Report. OFSTED are focussing on how well every GB knows its school and works in close, strategic partnership with the school to ensure excellent outcomes for all its pupils. By undertaking this Self Review Document a Governing Body will be able to clearly demonstrate how it undertakes its key roles and will be able to identify how it needs to develop it’s skills to fulfil all of its statutory and good practice requirements.

Getting the best from the Self-Review Tool:

We recommend that you:

Appoint someone or a small group of governors to manage the self- review process. They can then lead the full Governing Body in the self-review process and collate information.

You may wish to complete the Self-Review in one focussed session (this could be at a full Governing Body meeting or at a specially organised meeting). Or you may wish to complete the Self-Review Tool by splitting it into individual parts and completing the whole SR Tool over a period of time.

Ensure that your governing body evaluation links to the School Evaluation Form (SEF) and actions in the School Improvement Plan.

Be very honest and open in completing the Self-Review to ensure that areas for development are clearly identified thus ensuring an accurate GB development plan can be drawn up with the information gained.

The Self-Review Tool uses a simple traffic light status indication by writing in the status column one of three letters:

	G – green
	We fully meet the requirements in this area

	A – Amber
	We partially meet requirement – see notes for outline action plan

	R – red
	We do not meet significant elements in this area – see notes for outline action plan


This Traffic Light System helps to quickly identify which areas are your priority areas for focus and development.

We recommend that you:

· Record the locations of evidence to support your judgements to stakeholders and OFSTED i.e.; 

· Organising folders for minutes, Terms of Reference, policies and GB official documentation etc;

· Ensure that you reflect the impact of your GB’s Self Review Tool and any identified development needs in the school’s SEF
	SELF-REVIEW TOOL

A) Strategic Planning and Management

1 Shared Purpose and Values:

a) Does your school have a statement of shared intent e.g. vision/values/aims?

b) How do you regularly review these in the light of changing circumstances, aspirations and stakeholder expectations?

c) Do you routinely use your statements to test your processes, policies and plans to ensure that the all fully contribute? How? When do you review them?

2 Do you have, regularly review and use to inform your planning, evidence of your school’s strengths and weaknesses? e.g.

a) Do you have a system for monitoring pupil achievement, e.g. by groups such as ethnicity, gender, core subject? How does this link into your school key issues?

b) How do you compare such information with past years to identify trends? How do you share this information with parents?

3 Development/Improvement Plan:

a) How are governors involved in determining school priorities and in building a plan (feeding into the School Improvement Plan)? How does this link to the SEF? 

b) Does the plan address:

· Your vision

· Inspection/review/audit issues;

· stakeholder feedback;

4 Monitoring Progress:

a) What system do you have for monitoring both the implementation and impact of your action plans? How is this information shared with the GB and others?

b) Have you identified key indicators/milestones that enable you to track progress towards your own school goals?

c) Is the monitoring of these plans and indicators/milestones a regular agenda item at governors’ meetings or committees?

d) Does a representative from your GB attend School Improvement Partner meetings to support your Head teacher? How do you receive and discuss the termly report from your School Improvement Partner and any points arising from the meeting? 

e) Do you have a policy and protocol for governor visits to the school to monitor progress against key school priorities? 

f) How often do governors visit the school for monitoring and are these visits focussed on the key areas for school improvement?

g) How are governor visits reported back to the full GB? Do you have a written guidance on this?

5 How do you report on the progress and impact of your school plans to parents?

B) Staffing and Performance Management (PM)

1 Performance Management

a) Do you have a PM Policy in place for teachers (statutory) and support staff (recommended)? Is it linked to Pay Policy?

b) Do all governors understand the school PM process (this is good practice)? How is it shared?

c) Is you PM Policy implemented and effective throughout the school? How do you monitor this?

d) Is the PM policy linked to CPD? How? What feedback do you receive on the effectiveness of CPD?

e) Head Teacher-

· Have you agreed annual performance objectives (SIP involvement)?

· Do you check the targets are commensurate with the SDP/SIP?

· How do you monitor these throughout the year? 

2 Work/life Balance and Staff Morale

a) What effective mechanisms have you put in place to monitor Head Teacher/staff morale and work/life balance? How are these communicated to staff and how do you know they are effective?

b) How do you effectively discharge GB responsibilities for the work/life balance of the Head teacher?

c) What arrangements have you put in place to ensure effective Dedicated Head teacher Time?

3 Do you have an effective mechanism in place to review the staff salaries? What/how?

4 Do you have a recruitment and selection policy with appropriate delegations?

5 Do you have appropriate arrangements in place to deal with staff grievances and disciplinary issues?

6 Do you monitor how effectively support staff are deployed in relation to the needs of pupils/groups? (i.e. SEN provision mapping etc) How?

7 How many governors have completed Safer Recruitment training? Do you ensure that there is always a Safer Recruitment governor on all key recruitment panels?

C) Budget Planning and Management

1 How do you annually review the budget in relation to the school’s priorities for improving standards? How often do you review financial policies and procedures?

2 Have you completed the Financial Standard Self- Evaluation (as required by FMSIS)?

3 Do you complete the Statement of Internal Control? How often? How do you share this information with the full GB?

4 How do you agree the budget and ensure it reflects the school’s priorities, e.g. as set out in the school improvement plan? 

a) Is this clearly minuted?

5 Have you delegated authority to the Head teacher in relation to financial matters and is this recorded and reviewed?

6 Does the governing body receive:

a) budget information from the school’s financial management system (Cost Centre System or equivalent);

b) A virement schedule;

c) details of any variance between the school’s and LA’s records on a regular basis (maybe at committee level)

7 In making financial decisions do you have evidence that you apply the principles of Best Value?
a) Do you CHALLENGE how and why services are provided to the school and consider alternative providers?

b) Do you COMPARE your school’s performance against other schools? How?

c) Do you have mechanisms to CONSULT parents, pupils and other stakeholders such as community groups? How?

d) Do you work to secure efficient and effective services for the school through the COMPETITIVE market?

e) Do you have a Best Value Policy?

8 How does the GB ensure that the budget is sustainable? How does the GB discuss surplus issues?

9 How do you consider/discuss Audit/OFSTED recommendations?

10 How does your school undertake medium to long term financial forecasting linked to the School Improvement Plan?

D) School Curriculum

1 Do you have a curriculum statement that is reviewed regularly?

2 Are you confident that the school meets the statutory requirements for availability of the full national curriculum? Particularly in relation to:

a) Religious Education;

b) Collective worship;

c) Sex and Relationships Education?

3 Do you have a system for monitoring the access that pupils have to the National Curriculum, particularly:

a) that all do have equal access, or

b) dis-application procedures are in place and are being followed

How is this info shared with the full GB?

4 How are you kept updated about the implementation and impact of national curriculum strategies?

5 Does the wider curriculum promote a culture of sustainability through:

a) addressing the social and emotional needs of pupils;

b) promoting healthy living;

c) valuing and respecting diversity;

d) being aware of local and global environments;

e) fostering children’s confidence in their ability to make a difference.

6 Do you have named governors for areas of significant importance for your school e.g. Literacy, Numeracy, Foundation Stage etc?

How do they report back to the full GB?
E) Equality of Opportunity

1 Race/Gender Equality

a) Do you have a written policy/ies?

b) Does your policy cover all aspects of the schools’ work?

c) Does you policy make clear the key roles and responsibilities?

d) Does you policy make clear the action if the policy is not followed?

e) Do you have an action plan on Race Equality?

2 Disability Discrimination Act

a) Does you school comply with the 2005 amendment, e.g. by providing appropriate access to all meetings?

b) Does the GB publish access plans and arrangements for disabled pupils and information about what it does to ensure that disabled pupils are treated fairly?

F) Target Setting and Management

1 How are you involved in the setting and approving statutory and other targets?

2 Do you have a sufficient range of targets and objectives to ensure the school’s timely progress towards your goals and vision? Where are these identified?

3 Have you information to ensure that targets are sufficiently challenging?

4 Is a named governor involved in determining action to meet relevant targets, e.g. SEN, Literacy? Where is this info kept?

5 Do you have arrangements for monitoring progress towards targets? How is this information shared with full GB and others?

6 Do you publish statutory targets and achievement against them to inform the school’s stakeholders of progress? 

G) Policies and Procedures

1 Do you have all the legally required policies and procedures? (See page 17)

2 Do you have all the appropriate policies and procedures to help the school achieve its goals and vision?

3 Do you have a proactive review regime to keep your policies and procedures up to date and to ensure their effectiveness? 

H) GB Organisation and Relationships

1 Governing Body Operation

a) Do you regularly discuss how the GB operates as a team? 

b) How do you enable all governors to contribute positively to discussions and activities?

c) Do you have effective arrangements to build and maintain good teamwork within the GB and with the school staff? Identify.

d) Do governors have a clear understanding of the respective roles of Head teacher and governors in line with DfE guidance? Where are these identified?

e) Do you keep under regular review the timing and frequency of GB meetings and committees? 

f) Are the membership and terms of reference for you committee reviewed and updated regularly? When were they last updated?

g) Is there a Clerk appointed for each committee; could be internal or external clerk? (is this something that needs to be planned for in the future?)

h) Do you conduct an annual review of your schools clerking arrangements? i.e. is the GB/committee clerking efficient and meeting your requirements?

2 New Governor Induction

a) How do you welcome new governors to the GB and make them feel valued and needed?

b) How do you provide them with information regarding school context, roles and responsibilities?

c) Do you provide them with an induction pack specific to the school?

d) Do you provide them with a preliminary visit to the school accompanied by the CoG or Head?

e) Do you appoint a mentor (an experienced governor) to help them settle in and find information?

f) How do you welcome them to their first GB and make introductions?

g) How do you identify key CPD needs for new governors?

3 Have you assigned those tasks to individuals as are legally required?

a. Child Protection, Safeguarding

b. SEN and looked after children (LAC)

4 Has the GB published the school’s Complaints Procedure? Where?

5 Extended Schools

a) Do you have arrangements to monitor extended schools arrangements? 

b) Are these arrangements reviewed on a regular basis? How/when?

6 Do you meet the legal requirements in respect to the School Prospectus?

7 Does the school have a process for identifying all Health and Safety risks and issues, and are these documented and reviewed regularly? (could be at committee level)

8 Business and Pecuniary Interests:

a) Do you have a register of such interests for governors and staff?

b) Is it up to date? How often is it reviewed?

c) Is there a process for governors and staff to make declaration whenever their interest or circumstances change? What/how?

9 Critical Friend

a) Have you established a climate of mutual respect? How? 

b) Do you support the school management team by appropriately challenging advice and proposals, in order to test their robustness from the perspectives of the various constituencies of the community that the school services? How do you do this effectively?

10 Governor and GB development

a) Do you have a GB development plan? Who was involved in writing this document?

b) Do you have a Link Governor to organise training and is there a training plan for individual governors and the full GB?

c) Do you have a succession/rotation plan for key roles e.g. GB and committee Chairs SEN to ensure development of skills?

d) Do Governors receive sufficient information i.e. policies. Heads report, committee minutes etc to feel well informed to enable them to play an active part in GB business? What key documents provide this info?

e) Do you regularly audit the skills the GB needs to carry out its work and cross-reference this to its members? (see page 19)


	R/A/G
	Actions needed


The Effective Governing Body – Document Review Schedule

School Policies

All policies should be reviewed regularly (at least annually for those legally required) and could be included in a managed review cycle, spreading the review load across the Governing Body membership over an appropriate period.

The following documents are legally required:

· Accessibility Plan

· Admissions Policy

· Allegation of Abuse Against Staff Policy

· Attendance Targets (not nursery)

· Central Record of Recruitment and Vetting Checks (Single Staffing Record)

· Central record of recruitment and vetting checks

· Charging Policy

· Child Protection Policy

· Collective Worship Policy (not nursery)

· Community Cohesion Policy

· Complaints Procedures

· Curriculum Policy

· Disability Equality Policy

· Designated Teachers (for LAC)

· EYFS Policy

· Exclusions of Pupils Policy

· Freedom of Information Publication Scheme

· Gender Equality Policy (can be a join policy with Race)

· Governors’ Allowances (scheme for paying – if school has agreed to pay expenses)

· Governors Annual Report to Parents (only maintained Nurseries)

· Health and Safety Policy

· Home/School Agreements (not nursery)

· Instrument of Governance

· Minutes and Papers of GB meetings (non confidential)

· Performance Management Policy

· Prospectus (not nursery)

· Race Equality Policy

· Register of Business Interest of Head teachers and Governors

· Register of Pupils

· Review of Staffing Structure Document

· Risk Assessments

· School companies (all schools where a company is established)

· School Discipline and Pupil Behaviour Policy

· Sex Education Policy (not nursery)

· Special Educational Needs Policy

· Staff Discipline, Conduct and Grievance (procedures)

· Target Setting (not nursery)

· Teachers’ Pay Policy

The following documents are recommended/good practice:
· Confidentiality

· Code of Conduct (GB and staff)

· Drugs Misuse

· Educational Visits

· Gender Equality

· Internet Access

· Lettings

· Data Protection

· Leave of Absence Policy

· Rarely Cover Policy
· PPA Policy
Important Strategic Documents
The following are important strategic documents and as such should be retained in school and be regularly referred to by the Governing Body.

· School Development/ Improvement Plan

· OFSTED report/Post OFSTED Action Plan

· OFSTED Self Evaluation Form (SEF)

· HMI Monitoring Reports

· RAISE on-line full report (Family Fischer Trust information)

· Relevant benchmarking data

· School Improvement Partner notes/reports

· Most recent Audit report

Governing Body Documents

The following documents relate to the governance of the school therefore it is crucial that up to date copies are retained in school.

· The signed minutes of full GB and GB Committee meetings

· The school’s Instruments of Government that sets out the constitution of the Governing Body

· An up to date list of Governing Body Membership that includes full contact details, terms of office and current vacancies

· The current terms of reference for all committees of the GB

· A statement of GB financial delegation to the Head teacher (if not included in the terms of reference for that relevant committee)

· An up to date register of business and personal interest maintained for the Head teacher, governors and relevant staff with significant financial responsibility

· A record of List 99 checks made by members of the GB (info available from LA Governance Unit)

The Effective Governing Body – Skills/Training Needs Audit

Introduction

Governors bring a wealth of experience to a Governing Body and it is very helpful, in running the GB, to know who brings what skills. It is also useful to record the roles and training that Governors have done and any roles for which they may show a talent or wish to explore.

Financial Management Competencies
The  DCSF Financial Management  Standard in Schools requires certain key financial management competencies to be available within the Governing Body. A guide to these financial competencies is available as a down load from www.frmsis.info//index.asp
Experience and Training Record
The following pro forma can be used by the Governing Body to conduct a skills audit of current members. It should also help identify the type of skills and experiences that are needed to add value to the governance of a school i.e. inform future appointment of Community Governors.

	Name:
	
	

	Experience of:
	Examples of types of experience (ring or add your own)
	Experience as a team member of manager

	People Management
	Appointments, appraisal/performance Management, organising on an office/club/group/other, coaching, mentoring, leading a team
	

	Budgets
	In running your home, in an office, running a club, accountancy, organisation, bursar, financial adviser


	

	Premises
	Upkeep of your home, or at work, DIY expert, Health and Safety training, architect, surveyor, building services, specialist role i.e. plumber


	

	Plans and projects
	Organising events, volunteer work, project manager, PM role at work, knowledge of action planning/monitoring


	

	Young people
	Work in social services, education, other agencies, clubs, mentoring


	

	Education
	Teacher, teaching assistant, curriculum speciality, specific age group qualification, LA adviser


	

	School Governorship
	Chair of Governor experience, vice Chair, committee chair, special interest governor, SEN, Link, Curriculum specialist


	


Governor Training Received

	Course Title
	Details (e.g. individual or whole GB)
	Date
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