Organisation and management of the governing body

For any group to work well and be effective it has to be organised and be able to plan ahead. The school will benefit from a well-organised governing body because they will be able to concentrate on their roles without being hampered by lack of systems and structure. Governing bodies, like other groups, are made up of volunteers; however this does not mean that the organisation should be anything less than professional. Governors give their time to the school and need to know that it will be used effectively for the good of the pupils. Far too often governing bodies are not able to work on their strategic and critical friend roles because detail or lack of preparation bogs them down.

Governors, as one Chairman put it, are very good at looking into drains and colour of paint rather than discussing the School Development/Improvement Plan. Much of the organisation depends on having a good Chairman, Clerk and Headteacher. They have key roles in ensuring that the business is planned, paperwork is ready and actions are taken. They will take on the largest part of the workload in the running of the governing body. There are many statutory requirements of a governing body and those must be met. The clerk is normally the person who ensures that nothing is overlooked. The Chairman leads the governors and should take ensure that forward thinking takes place. Meetings that are well planned and well run enable everyone to contribute and no-one to dominate.

The other governors they have a responsibility as well. Preparation for a meeting, whether it is a main meeting or a committee, is vital. Reading the papers before hand, arriving on time, asking relevant questions are all important. These should be seen as an individual responsibility. If meetings are fixed ahead for the school year then all governors should put them in their diaries and ensure they are present.

The paperwork governors receive can often seem overwhelming. Every governing body needs to have systems in place that minimise the paperwork while ensuring all governors receive the information they need to do their job. Clear minutes, with actions, that go out promptly are important, as well as planned agendas.

The governing body will need to consider these areas when looking at organisation and management.

· the main meetings

· committees

· chairing the governing body

· clerking the governing body and its committees

· teamwork

· training and development needs

· information needed.

The next question sheets ask you to consider how well you do at present and to consider ways forward. The sheets that follow them will help you plan improvements. This section is unlike the other chapters. The questionnaire that follows indicates good practice and therefore if you detect areas that are receiving several scores of 3 or 4 these are the ones to work on. There is guidance in the Chairman of Governors and Clerk’s Handbooks published by School Governance.

Question sheet for governors on organisation and management

The sheet is divided in sections as follows:

· The main meetings

· Committees

· Chairing the Governing body

· Clerking the governing body

· Teamwork

· Training and development needs

· Information needed.

Please answer these questions on a 1-4 scale with 1 ‘fully agree’ and 4 ‘completely disagree’. Then consider what are the positive parts and what are the weaker parts.

The main meetings
1
2
3
4

We have very well attended meetings







We always receive apologies and consider whether to approve absences





Our meetings are held at a convenient time and place







We have  friendly but businesslike meetings







We have an agenda which we keep to







Our meetings are well chaired







We receive our papers at least seven days before the meeting







We all prepare for meetings







We know what the programme of work is for the year







We know when the meetings are for the year







We do not allow anyone to dominate







We ensure that everyone has a fair chance to participate







We only ask questions about reports if we need to; we do not go through them





We spend sufficient time on major items







We don’t get bogged down in detail







We are not afraid of lively debate but we ensure we reach conclusions





We feel our meetings are productive and worthwhile







Committees
1
2
3
4

Our committees have delegated powers and terms of reference





We have associate members on our committees







Our committee minutes are clear and brief







Our committees plan their work for the year







All committees meetings are fixed for the year







We invite staff to attend committees when appropriate







Our committees arrange their meetings to fit in an agreed cycle of meetings





Committee meetings are well attended







The Chairman or Head does not necessarily attend all committees





Our committees do what they say they will do







We ask our committees to prepare options and recommendations for us





All governors are a member of at least one committee







Governors skills are used to good effect in committees







Our committee chairmen know when they must have reports ready and they ensure it happens





Most of the detailed work happens in committees







We can rely on our committees







Chairing the governing body
1
2
3
4

We have an effective chairman





Our chairman meets with the Head regularly





Our chairman keeps on track in meetings







Our chairman ensures we have a programme of work







Our Chairman does not allow anyone to dominate







Our Chairman does not dominate







If anyone steps out of line our chairman tackles the issue





Our chairman ensures that the paperwork goes out in time







Our chairman is well prepared for meetings







Our chairman chases up people when necessary







Our chairman helps summarise the debate and bring us to a conclusion





Our chairman starts meetings promptly and ensures they finish at a reasonable time







Clerking the governing body
1
2
3
4

Our clerk has received appropriate training







The paperwork for meetings is high quality







Minutes are clear, accurate and prompt







Legal advice is given and is accurate







The clerk helps plan our meetings and programme of work







The clerk is always on time and prepared







The clerk is not afraid to intervene when needed







Teamwork
1
2
3
4

We know the skills of our governors







We use governors’ skills well







We feel valued







If we have a concern we can express it without a problem







We delegate and trust people to do their job







We do not go over work that others have done for us







If we have a vacancy we will audit the skills of the team and know what skills we need in any new member





We have a common goal and purpose







We enjoy being part of the team







We ensure everyone joins in





Training and development needs
1
2
3
4

We discuss training needs







We attend training







We are aware of the need for development







We ensure the relevant governors have attended training that suits their job on the governing body





We allocate money to our training and development







We are all committed to our development







All our new governors attend induction training







We believe that none of us is too experienced to learn







Our governor development co-ordinator keeps us on our toes







We have a training and development plan







Information needed
1
2
3
4

Our Head always provides us with the information we need







The committees give us clear guidance when we need it







We plan ahead so that everyone knows what information we will need and when





We analyse information and use it to inform our decisions







The information we receive is clear, sufficient and on time







We don’t get unnecessary information







We read what we get







The Head’s Report tells us what we want to know







The Head’s Report gives us information about the impact of actions and the progress of the School Development/ Improvement Plan or post Ofsted action plan





Analysis of your questionnaire

As a whole group you will need to discuss your findings.  

Which aspects of your organisation and management do you feel you are best at?

What is it that you are doing now that is successful?

Which aspects need further work?

What is you are doing now that you feel does not work?

Action plan for organisation and management

Actions to take
Time
Costs
Who

Eg Plan a programme of work for the year


Time for Chair, Head and clerk to meet



Chair of Gov


























