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   SUMMARY OF GOOD PRACTICE
   LINKS
   Why are the Roles of Governors Important?
     * 
       Governors have collective responsibility for financial decisions
       that are made in the context of how the school is run and are
       answerable to parents and the wider community.
     * 
       The Governing Body, supported by information and advice provided
       by the Head Teacher, decides the strategic direction of the
       school.
   Responsibility for the implementation of financial decisions remains
   with the Head Teacher. In order, therefore, that Governors fulfil
   their role in giving the school strategic direction, it is important
   that they (and school staff involved in financial management)
   understand their responsibilities.
   The Statutory Position
   The Governing Body are given their powers and duties as an
   incorporated body. The Statutory responsibilities of the Governing
   Body are detailed in section 21 of the Education Act 2002. Governors
   are required to:
     * 
       manage the school budget, consider the annual budget plan, approve
       the budget, consider and approve any proposed revisions to the
       budget plan.
     * 
       decide on how to spend delegated budget depending on any
       conditions set out in the LA scheme within the financial year.
     * 
       decide whether to delegate their powers to spend the delegated
       budget to the Head Teacher. If so, they should establish the
       financial limits of delegated authority.
     * 
       be consulted by the Local Authority (LA) on significant changes to
       the LA’s fair funding.
     * 
       make sure accurate accounts are kept.
     * 
       determine the staff complement and a pay policy for the school (in
       accordance with School Teachers Pay and Conditions).
     * 
       act as a ‘critical friend’ to the Head Teacher by providing
       advice, challenge and support.
     * 
       establish a written performance management policy to govern staff
       appraisal, after making sure that all staff have been consulted.
   The Education Bill 2005 removed the statutory requirement for
   Governing Bodies to produce a Governors' Annual Report and to hold an
   annual parents' meeting. Governing bodies may still hold an annual
   parents' meeting if they wish to do so, but they are not required.
   The original intention behind annual parents' meetings was to ensure
   that Governing Bodies were accountable to parents and give parents an
   opportunity to have their say on any issues which concern them. In
   reality, meetings were usually poorly attended with some schools
   frequently citing attendance by only a handful of parents.
   Removing the statutory requirement on Governing Bodies to hold an
   annual parents' meeting reduced the burden of legislative requirements
   on school Governing Bodies, granting greater freedom for school
   leaders to manage their own relationship and communication with
   parents.
   The Governors' Annual Report and annual parents' meetings have been
   replaced with the school profile.
   Key benefits of clarifying the financial management role of Governors
   The benefits are that:
     * 
       all essential duties are carried out and all requisite controls
       are exercised without unnecessary duplication of effort by staff
       and Governors, respectively
     * 
       in turn, staff fully understand their responsibilities in respect
       of financial management, agree with the record of them in their
       job descriptions, and can be held accountable for how they carry
       them out
     * 
       the limits of each person’s financial responsibility and authority
       can be prescribed
     * 
       the best means can be determined for giving Governors the
       financial information they need for decision-making purposes.
   The roles and responsibilities of the Governing Body are important in
   the context of financial management. The Governing Body alongside the
   Head Teacher have direct control over substantial amounts of delegated
   funds. They make key decisions about the allocation of financial
   resources and often have to weigh competing priorities.
   If Governors have a good understanding of high standards of financial
   management and control and aim to achieve these, they are better able
   to safeguard the public money for which they are responsible.
   A Summary of the Governing Body’s Financial Management Roles
   The Governing Body has a strategic role in the financial management in
   schools and therefore its key responsibilities include:
     * 
       setting financial priorities through the:
     * 
       School Development Plan (SDP), also known as the School
       Improvement Plan
     * 
       3 year financial plan
     * 
       The annual budget
     * 
       deciding on how the school’s delegated budget should be spent, in
       accordance with their SDP and the statutory curriculum
       requirements laid down by Government
     * 
       approving and monitoring the annual budget
     * 
       ensuring the budget is managed effectively
     * 
       ensuring the school meets all its statutory obligations, and
       through the Head Teacher complies with its LA’s Financial
       Regulations and Standing Orders
     * 
       determining virement and expenditure thresholds
     * 
       evaluating the effectiveness of spending decisions.
   Although the Governing Body has a statutory responsibility for the
   oversight of most areas of school life, including financial
   management, a great deal of responsibility is often delegated to the
   Head Teacher and to a lesser extent other budget holders or a Finance
   Committee. Therefore, to gain a complete understanding of financial
   roles and responsibilities at schools you will also need to refer to
   Summary S1.1 of this tool kit, which explains the Head Teachers
   Financial Role and Responsibilities in respect of financial
   management.
   More specific responsibilities of the Governing Body include the
   following:
     * 
       ensuring that there is a handbook containing information and a
       description of financial systems and procedures for all staff with
       financial management responsibility
     * 
       establishing formal procedures and a timetable for budget planning
     * 
       ensuring that only a balanced sound budget is approved
     * 
       ensuring that financial records are maintained that can provide
       auditors and inspectors with explanations they consider necessary
     * 
       responding promptly to recommendations made by auditors or
       inspectors
     * 
       monitoring the budget and implementing virements when appropriate
     * 
       ensuring that the school obtains best value for money when
       purchasing goods and services
     * 
       establishing a charging policy for the supply of goods and
       services
     * 
       establishing and maintaining a register of business interests of
       Governors and staff who influence financial decisions. This should
       be open to examination by Governors, staff, parents and the LA
     * 
       ensuring that financial duties of staff are clearly described to
       avoid potential conflicts
     * 
       ensuring in conjunction with the Head Teacher that:
     * 
       salary payments are only made to school employees
     * 
       salary payments are made in accordance with appropriate conditions
       of employment
     * 
       salary payments are only made for services provided to the school
     * 
       appropriate deductions are made (Tax and NI)
     * 
       payroll changes are accurately recorded and promptly processed
     * 
       deciding, after careful consideration, whether or not to insure
       risks not covered by the LA
     * 
       authorising the disposal or write off of stock
   (Summary provided by Wolsey Infant School, Croydon)
   For more information on school governance Click Here (R1). This will
   take you to the Audit Commission publication “Keeping Your Balance”
   (2000). In particular you will find the contents of pages 2 and 4 and
   standards A1 to A4 on page 5 are relevant.
   For more help on The Education Act 2002 Click Here (R59). This will
   take you to the Act itself.
   For further information on the roles of Governing Bodies please Click
   Here (R73). This takes you to the DCSF publication “Governing the
   school of the future” (2004). The guidance provides information on:
     * 
       The role and contribution of Governing Bodies
     * 
       Governor support and training
     * 
       Governor recruitment and profile raising.
   For further information on the school profile click on the following
   link:
   http://www.teachernet.gov.uk/management/newrelationship/schoolprofile/
   For further information on the roles of Governing Bodies and Head
   Teachers please Click Here (R3). This takes you to the DCSF “Guidance
   on the Roles of Governing Bodies and Head Teachers” (2000). The
   guidance provides information on:
     * 
       Regulations on the terms of reference of Governing Bodies
     * 
       Strategic roles
     * 
       Roles and responsibilities of Governing Bodies and Head Teachers
   For a summary of the level of delegation by the Governing Body that is
   possible under current legislation and regulation Click Here (R3A).
   This will take you to the DCSF Governing Body decision planner
   For more help summarising the legal responsibilities of Governors
   Click Here (R4). This takes you to the DCSF “Guide to the Law for
   School Governors”. Chapter 2 deals with the Constitution of Governing
   Bodies and Chapter 3 Governing Body Powers, Duties and Procedures.
   For more information on financial management responsibilities Click
   Here (R138). This will show you to a matrix with the relative
   responsibilities of Governing Body, Finance Committee, Headteacher and
   School Business Manager / Finance Officer prepared by Staffordshire
   CC.
   For further information on school governance Click Here(R10). This
   will take you to information provided by Ofsted on school governance:
   “School Governance - making it better” (2001). The guide:
     * 
       Clarifies the key roles of Governing Bodies
     * 
       Identifies where Governors make a difference
     * 
       Information on effective Governing Bodies
     * 
       Advice on getting the paperwork right
   For more help on registers of business interests Click Here (R32)
   which will take you to Financial Guidance for Governors and includes
   an example register of business interests. Or for more help, Click
   Here(R81). This will take you to an Ofsted report on the general code
   of conduct and registers of interest for its own senior staff.
   For more help with the role of the Head Teacher in relation to
   financial management Click Here. This will take you to S1.1 of this
   Toolkit, which summarises the Head Teacher’s role.
   For more help on the role of the Governing Body in relation to school
   improvement Click Here (R92). This will take you to the National Audit
   Office publication “Guide for school Governors on improving school
   performance” 2006. It is in three parts dealing with:
     * 
       Identifying poor performance and supporting schools at risk
     * 
       Turning around poorly performing schools
     * 
       Sustaining a school after recovery.
   Delegating work to committees
   A Governing Body can fulfil some of its responsibilities through a
   series of committees. The committee most likely to help fulfil its
   financial management responsibilities is the Finance (or Resources)
   Committee. Where a finance committee (or its equivalent) has been set
   up the Governing Body will:
     * 
       define its terms of reference
     * 
       define the extent of its delegated authority
     * 
       ensure it receives minutes of the Committee’s meetings
     * 
       review the Committee’s remit and membership annually
   The Finance Committee is non-statutory, and the Governing Body is able
   to determine its remit and delegate responsibility to it for ‘the
   approval of the first formal budget plan of the financial year’. It
   will ensure the Governing Body is kept fully informed about financial
   issues. It should provide summary reports for the Governing Body on
   all matters within its remit. The following tasks should be carried
   out by the Finance Committee:
     * 
       drawing up the budget for approval by the Governing Body
     * 
       exploring different expenditure options and assessing expenditure
       bids
     * 
       forecasting likely future pupil rolls and income levels
     * 
       monitoring budgeted income and expenditure
     * 
       monitoring and adjusting in-year expenditure levels
     * 
       ensuring accounts are properly finalised at year end/reviewing
       outturn
     * 
       evaluating the effectiveness of financial decisions
     * 
       administering the school’s voluntary/private fund.
   The Governing Body can delegate functions relating to the setting and
   approval of budgets to the finance committee. The committee must
   report to the Governing Body in respect of any action taken or
   decision made. Provision is made for functions to be delegated to
   committees in the School Governance Procedures Regulations 2003, part
   4.
   For an example of Financial Guidance for Governors Click Here (R32).
   This will take you to an example provided by a local authority to its
   schools.
   For more information on school governance Click Here (R1). This will
   take you to the Audit Commission publication “Keeping Your Balance”
   (2000). In particular you will find the contents of pages 2 and 4 and
   standards A1 to A4 on page 5 are relevant.
   For more information on financial management responsibilities Click
   Here (R138). This will take you to a matrix showing the relative
   responsibilities of Governing Body, Finance Committee, Headteacher and
   School Business Manager / Finance Officer prepared by Staffordshire
   CC.
   Click Here (R4). This takes you to the DCSF “Guide to the Law for
   School Governors”. Chapter 2 deals with the Constitution of Governing
   Bodies and Chapter 3 Governing Body Powers, Duties and Procedures.
   Click Here to see the School Governance Procedures Regulations 2003.
   Bringing in specialist knowledge
   It may be appropriate for the Governing Body to consider co-opting or
   appointing associate members to strengthen the relevant Governing Body
   committee. Associate members with specialist knowledge or experience
   on areas including finance, may be useful in an advisory capacity.
   For further information on associate members as part of the Governing
   Body, Click Here (R4). This takes you to the DCSF “Guide to the Law
   for School Governors”. Chapter 2 deals with the Constitution of
   Governing Bodies including associate members.
   Further information is also available at www.Governornet.co.uk
   Effective clerking arrangements
   The Clerk has an important part to play in making sure that the
   Governing Body's work is well organised. It is helpful if the Clerk is
   able to offer information and advice to the Governing Body, in
   addition to organising and minuting meetings, particularly on matters
   involving the law and procedures to be followed at meetings. Governing
   Bodies should consider what level of help they will need from their
   Clerk when selecting him or her. Governors, associate members and the
   Head Teacher of the school should not be appointed as Clerk to the
   Governing Body, although this may be agreed in exceptional
   circumstances such as for very small schools or to meet an unexpected
   short term vacancy.
   The Clerk to the Governing Body does not need to be the Clerk to all
   the committees of the Governing Body, but those arrangements need to
   be similarly effective.
   Ideally the clerking arrangements should provide some independence in
   the advice given to members of the Governing Body. For example, in
   larger schools it would be expected that the School Business Manager
   would not also be Clerk to the Finance Committee. For smaller schools,
   this may be more difficult to organise but alternative solutions may
   be available, perhaps through the involvement of an external volunteer
   for that purpose.
   Minutes of Governing Body and committee meetings are a vital record of
   matters discussed and decisions taken. In relation to financial
   management, they provide key evidence that issues have been considered
   and dealt with properly, including action required and follow up
   arrangements, thus it is essential that minutes are accurate, prepared
   promptly and orientated towards the action that is required.
   For further information on Clerking arrangements Click Here (R88), to
   access the relevant section on Governornet.
   For further information on minuting meetings, Click Here (R117), which
   will take you to a brief best practice guide.
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