
 

1 Introduction 
 
1.1 The Regulations on governing body procedures provide governing bodies with greater flexibility to determine their own working 

arrangements, whilst maintaining some essential safeguards. This document provides a clear definition of the arrangements that have been 
agreed by the governing body of the school by identifying how the business of the governing body will be conducted. The agreed 
Procedures aim to provide clarity, thereby avoiding confusion and delay for the head teacher, all governors and the clerk to the governing 
body and to ensure that the governing body fulfils its legal obligations.    

 
 

2 Context 
 
2.1    These Procedures should be used in conjunction with the school's Instrument of Government; relevant Statutory Instruments, the head 

teacher's Terms and Conditions of Employment, general advice issued by the Department for Education and, where appropriate, policies and 
guidance provided by the local authority. 

 
2.2    The Procedures identify how the business of the governing body will be conducted, and these should be read in conjunction with the 

adopted Code of Conduct for School Governors, which identifies the broad principles by which individual members of the governing body 
will behave and conduct themselves.  

 
 

3 Composition of the Governing Body 
 
3.1  The composition of the governing body has been determined in accordance with the School Governance (Constitution) (England) Regulations 

2007. 
 
3.2    The governing body can review the composition of the governing body at any time, and must adhere to the procedures contained in the 

Constitution Regulations 2012 when doing so. 
 
3.3 The clerk to the governing body will issue letters of appointment to all newly-appointed and re-appointed governors and other documents 

in accordance with an agreed school-based Induction process to all newly-appointed governors. 
 
3.4    The governing body reserves the right to remove any community, co-opted, sponsor or appointed parent governor, in accordance with the 

Regulations quoted in paragraph 3.1 above.       
 
 

4 Election of Chair and Vice Chair 
 
4.1    The governing body will elect the chair and vice chair from those eligible for election in accordance with the following procedures. A 

governor who is employed at the school in any capacity is not eligible to be elected chair or vice chair of the governing body. 
 
4.2 Prior to the election of the chair and vice chair, the governing body will determine the date on which the term of office of the chair and vice 

chair will end. 
 
4.3 The method for nominating any governor wishing to stand for election to the position of either chair or vice chair will be sought in advance 

and invited at the meeting. 
 
4.4 Voting for either position will be by show of hands in all elections. In the event of a tie, the outcome will be determined by tossing a coin. 
 

 

Governing Body Procedures Policy - November 

2016 

 
Signed:     …………………………                     ………………………… 

                     Headteacher                            Chair of Governors 
 
 
To be reviewed by November 2017 

EXPECT THE BEST                GIVE THE BEST                      BE THE BEST 



4.5 The clerk to the governing body will conduct the election of the chair of governors, after which time the conduct of all governing body 
meetings will be under the control of the chair of governors or, in his or her absence, the vice chair of governors. 

 
4.6 The chair may at any time resign his/her office by giving notice in writing to the clerk to the governing body. The clerk to the governing body 

will include an item on the agenda of the next governing body meeting to elect one of their number to fill the vacancy. Until the governing 
body has formally elected a chair, the vice chair will act as chair for all purposes.   

 
4.7 The vice chair may at any time resign his/her office by giving notice in writing to the clerk to the governing body. The clerk to the governing 

body will include an item on the agenda of the next governing body meeting to elect one of their number to fill the vacancy.   
 
4.8 If both the chair and vice chair are absent from a meeting, the governing body will elect from those eligible a chair for that meeting. 
 
4.9 The governing body may, by resolution at a governing body meeting, remove either the chair or vice chair of governors from office. The 

governing body will, in such a situation, follow the procedures outlined in the School Governance (Roles, Procedures and Allowances) 
(England) Regulations 2013. 

  
 

5 Clerk to the Governing Body 
 
5.1 The governing body will appoint a clerk with a view to ensuring the efficient functioning of the governing body. The governing body will have 

regard to advice from the clerk as to the nature of the governing body’s functions.  
 
5.2    The process for appointing a clerk to the governing body will be delegated to the Head Teacher for ratification at a full governing body 

meeting. The governing body will ensure that the person so appointed is not a governor or the head teacher at the school. 
 
5.3 The clerk to the governing body:  

 will attend meetings of the governing body and ensure minutes of the proceedings are produced in accordance with Section 22 below 

 maintain a register of members of the governing body and of associate members and report any vacancies to the governing body, and 

 perform such other tasks as may be determined by the governing body from time to time. 
 
5.4 If the clerk to the governing body fails to attend a meeting, the governing body reserves the right to appoint a governor to act as clerk for 

the purposes of that meeting. The head teacher will not act as clerk to the governing body under any circumstances. 
 
5.5 Without prejudice to any employment rights which a clerk may have, the governing body may remove the clerk to the governing body from 

office. 
 
 

6 Calendar of Meetings 
 
6.1 The governing body will meet at least three times per school year, and as a minimum will meet at least once per term. 
 
6.2    The governing body will plan its meetings, including those of committees, on an annual basis at the first meeting of the academic year, 

whilst acknowledging that circumstances may arise when an emergency meeting of the governing body or its committees may be required. 
 
 

7 Timing of Meetings 
 
7.1 Meetings will start at times that are acceptable to the majority of governing body members and will be limited to 2 hours duration. 
 
7.2 Where business has not been completed within the time stated in paragraph 7.1 above those present at a meeting may resolve to extend 

the meeting for a given period of time in order to deal with specified business. 
 

 

8 Convening Meetings 

 
8.1 The clerk will convene all meetings, and must comply with any direction given by the governing body or the chair, so long as this is not 

inconsistent with a previous direction given by the governing body. 
 
8.2    Any three members of the governing body may requisition a meeting by giving written notice to the clerk that includes a summary of the 

business to be discussed. The clerk must call such a meeting as soon as is reasonably practicable.  
 
 



9 Notice of Meetings 
 
9.1 Written notice of meetings, a copy of the agenda and any other supporting papers will be sent by the clerk to all governors, the head 

teacher if not a governor, any associate member and the local authority where an agenda item for the meeting involves consideration of a 
change of school category, so that they will be received seven clear days in advance of the meeting. 

 
9.2 Where the chair determines that there are matters demanding urgent consideration, the written notice of the meeting, the agenda and 

supporting papers may be sent within a shorter period. This power does not apply in relation to any meeting at which either the removal of 
the chair or vice chair from office, the suspension of any governor or the decision to serve notice to discontinue the school is to be 
considered. 

 
9.3 Non-receipt of notice of a meeting or a copy of the agenda by a governor will not invalidate the meeting. 
 
 

10 Agenda 
 
10.1 The agenda will be organised by the clerk in consultation with the chair and the head teacher together. 
 
10.2 Individual governors, or groups of governors, may request specific items be placed on the agenda by writing to the clerk. The chair of 

governors should also be informed of any such requests. 
 
10.3 Papers that inform agenda items will be sent to governors with the agenda. Only in exceptional circumstances will the governing body 

accept, for consideration, papers tabled at the meeting. 
 
 

11 Attendance 
 
11.1 Subject to a limited number of restrictions contained in the Roles, Procedures and Allowances Regulations 2013, those persons entitled to 

attend a meeting of the governing body are any of its members, the head teacher whether or not a member of the governing body, the clerk 
to the governing body, any associate member and such other persons as the governing body may determine. 

 
11.2 The governing body may exclude an associate member from any part of its meeting when the business under consideration concerns an 

individual member of staff or pupil. 
 

11.3 When the head teacher is absent his or her place will be taken by the deputy head teacher. 
 
11.4 The deputy head teacher will be invited to attend appropriate meetings as part of his professional development. 
 
11.5  In accordance with 11.1 above, the governing body will decide which other persons may be invited to attend governing body meetings.  
 
11.6 The governing body will decide which of its meetings, if any, will be open to members of the public. If a meeting is to be opened to the 

public, reasonable notice will be given. 
11.7 Any governor who is unable to attend a meeting of the governing body will forward their apology for absence in advance of the meeting, 

stating their reason for non-attendance, to the clerk to the governing body. 
 
11.8 A record will be kept of all persons attending a meeting of the governing body or any of its committees and these will be recorded in the 

minutes. 
 
11.9 The time of departure of any member leaving before the end of a meeting will be recorded in the minutes. 
11.10  Where a governor has not attended a meeting, without the consent of the governing body, for a period of six months, beginning with the 

date of the first meeting he or she failed to attend, he or she will be disqualified from continuing as a governor and will be removed from 
office.  

 
 

12 Quorum 
 
12.1 For meetings of the full governing body the quorum will be one-half, rounded up to a whole number, of the membership of the governing 

body, excluding any vacant positions. 
 
12.2  A meeting cannot be held if it is inquorate and, therefore, decisions cannot be made. 
 
12.3 If during the course of a meeting it becomes inquorate the meeting will be discontinued. 
 
12.4 A meeting may be discontinued at any time by resolution of the governing body. 



 
12.5  When a meeting becomes inquorate or is discontinued, any items remaining on the agenda will be considered at a special meeting 

convened specifically for that purpose. 
 
 

13 Declaration of Personal and Business Interests 
 
13.1 The governing body will maintain a Register of Business Interest of its members. 
 
13.2  The agenda for every governing body and committee meeting will include an item entitled “Declaration of Personal and Business Interests”, 

which will enable any person present to declare an interest in any item specified on the agenda. In addition if, during the course of a 
governing body meeting, an item is discussed and it becomes apparent that any person present has a personal or business interest in that 
matter, s/he will declare that interest as soon as is reasonably practicable. An “interest” is a situation where a member of the governing 
body or an immediate member of his/her family, may be affected personally or financially, by a decision made at a meeting where the 
governor is present. Any such governor declaring a personal or business interest on any item on the agenda will be required to withdraw 
from the meeting during consideration of that item and not vote on the matter in question.  

 
13.3 Any person employed to work at the school, other than the head teacher, will withdraw from any meeting where the pay or performance 

appraisal of any person employed to work at the school is being considered. The head teacher will only withdraw where his or her own pay 
or performance appraisal is being considered. 

 
13.4 Where there may be a conflict between the interests of a relevant person and the interests of the governing body, or a fair hearing is 

required and there is a reasonable doubt about a relevant person’s ability to act impartially in a particular matter, the governing body will 
determine whether that person should withdraw from the meeting. 

 
 

14 Any Other Urgent Business 
 
14.1  At the appropriate item on the agenda, members should inform the meeting of any item they wish to raise under Any Other Urgent 

Business. 
 
14.2 The chair of governors will determine whether any item so raised under Any Other Urgent Business, will be discussed at the meeting. If the 

chair determines not to consider such an item, the governing body will determine whether it should be deferred to a subsequent meeting, 
delegated to an appropriate committee for consideration or not considered at all. 

 
 

 
 

15 Correspondence 
 
15.1 All incoming correspondence, excluding any concerning a complaint or which cannot be shared with other governing body members, is for 

the attention of the whole governing body. The chair of governors/head teacher/clerk to the governing body as appropriate will ensure that 
significant items will be presented to each meeting of the governing body, including any upon which the chair has already taken urgent 
action, so that the need for, and nature of, any action required by the governing body can be decided or confirmed. 

 
15.2 The governing body, or appropriate committee, will determine by resolution who should write letters on behalf of the governing body. 
 
 

16 Information and Advice 

 
16.1 The head teacher has a statutory duty to consult and communicate with the governing body, and will therefore present a written report to 

each termly meeting of the governing body. 
 
16.2 Where important information required by the governing body is given orally, it will be recorded in the Minutes in appropriate detail. 
 
16.3 Where information is required by the governing body but is not readily available, reasonable time will be given for its production. 
 
16.4 Where expertise is needed but not available within the governing body, the governing body may consider appointing as many associate 

members as deemed appropriate, though substantive governors must remain in the majority. 
 
 
 
 



17 Discussion and Debate 
 
17.1 The chair will ensure that all governors enjoy equality of opportunity to express their views. 
 
17.2 Recommendations received from any committee, with or without delegated powers, will be appropriately recorded in the written minutes. 
 
17.3 The governing body will receive but not debate, save in exceptional circumstances, decisions which it has delegated to a committee or to an 

individual.  
 
 

18 Decision Making  

 
18.1 Members of the governing body recognise that all decisions must be made at a meeting of the governing body unless a committee or an 

individual has been delegated to deal with a specific issue. 
 
18.2 The chair or, in his or her absence, the vice chair has authority to exercise any function of the governing body which can be delegated to an 

individual in cases of urgency only where a delay in exercising a particular function would be likely to be seriously detrimental to the 
interests of the school; any pupil at the school, or his or her parent; or a person who works at the school. In this situation, "a delay" means 
that a meeting of the governing body or an appropriate committee could not be called in sufficient time to deal with the matter without it 
being seriously detrimental to those listed above. 

 
18.3 Where urgent action has been taken by the chair or vice chair, the facts will be reported to the next meeting of the governing body. 
 
18.4 Every question to be decided at a meeting of the governing body is to be determined by a majority of votes of the governors present and 

voting on the question. Voting will usually be by “show of hands”, however the governing body may decide that a secret ballot will be 
required on a specific issue, except where Regulations determine that a secret ballot must be used.  
 

18.5 If there is a tied vote at the end of a discussion, the chair, or person who is acting as chair for the purposes of the meeting (provided that 
such person is a governor), will have a second or casting vote to determine the issue.   

 
18.6 A decision of the governing body or committee with delegated powers is binding upon all its members. 
 
18.7 Decisions of a governing body may only be amended or rescinded at a subsequent meeting of the governing body when the proposal to 

amend or rescind appears as a separate agenda item. 
 
18.8 Public statements will be made only by those delegated to make them. 
 

 
19 Delegation of Functions 
 
19.1 The governing body will determine the extent to which it will delegate its functions to a committee, an individual governor or the head 

teacher, but will not delegate decision making on those matters that cannot legally be delegated. 
 
19.2 In order to make the most effective use of time and resources, and in some cases to ensure absolute propriety, the governing body will, 

where it is proper and appropriate to do so: 
  

19.2.1 delegate functions to committees with the power to make decisions on behalf of the governing body; 
 
19.2.2 establish working parties without delegated powers to provide information and/or recommendations to the governing body; 
 
19.2.3    delegate functions to individual members of the governing body and/or the head teacher. 

 
19.3 Any functions delegated to a committee, an individual governor or the head teacher will be reviewed on an annual basis. 
 
19.4 The governing body stresses that no action may be taken by a committee, an individual governor or the head teacher unless authority to do 

so has been delegated formally by resolution of the full governing body, subject to paragraph 18.2 above. 
 
 

20 Delegation to Committees 

 
20.1 Committees with delegated powers will have authority to make decisions on behalf of the governing body. When establishing committees 

with delegated powers the governing body will: 
 



 20.1.1 determine the constitution, membership and the method of appointing the chair of each committee; 
 

20.1.2 establish written terms of reference; 
 
20.1.3 appoint a suitable clerk for each committee (this cannot be the head teacher);  
 
20.1.4 allow committees to determine their own timetables within given limits); 
 
20.1.5 determine procedures for reporting back; 

 
20.1.6 review the structure, constitution and membership, and written terms of reference for all such committees on an annual basis at 

the autumn term meeting. 
 
20.2 The governing body may appoint associate members to any of its committees and may give voting rights on any matter within its remit, 

except where the associate member has not yet reached the age of 18 or where the business under consideration concerns an individual 
member of staff or pupil. The governing body may remove an associate member from office at any time. 

 
 
 
 
 
20.3 Written notice of meetings, a copy of the agenda and any other supporting papers will be sent by the clerk to the committee to every 

member of the committee and the head teacher (whether or not s/he is a member of that committee) so that they are received at least 
seven clear days in advance of the meeting, provided that where the chair of the committee determines that there are matters demanding 
urgent consideration, the written notice of the meeting, the agenda and supporting papers may be sent within such shorter periods as the 
chair directs. 

  
20.4 The head teacher has the right to attend any meeting of a committee subject to the statutory rules laid down in respect of exclusions, staff 

disciplinary and other such matters. 
 
20.5 The quorum for all committees with delegated powers will be three governors, or more if determined by that committee. 
 
20.6 No vote on any matter may be taken at any meeting of a committee unless the majority of members of the committee present are 

governors.   
20.7 Every question to be decided at a meeting of a committee is to be determined by a majority of votes of the members of the committee 

present and voting on the question. Voting will usually be by “show of hands”, however a committee may decide that a secret ballot will be 
required on a specific issue, except where Regulations determine that a secret ballot must be used.  

 
20.8 If there is a tied vote at the end of a discussion, the chair, or person who is acting as chair for the purposes of the meeting (provided that 

such person is a governor), will have a second or casting vote to determine the issue.   
 
20.9 In order to provide the head teacher with an appropriate work/life balance, the head teacher may nominate a suitable member of the 

school leadership team to attend one or more meetings of appropriate committees on his or her behalf. 
 
20.10 Minutes of the proceedings of a meeting of a committee will be drawn up by the clerk to the committee (or the person acting as clerk for the 

purposes of a meeting; and must be signed (subject to the approval of the committee) by the chair of the next meeting of the committee and 
will be presented to the next governing body meeting for information. 

 
 

21 Delegation to Individuals 
 
21.1 The governing body will consider delegating specific responsibilities, with delegated powers, to individual governors and/or the head 

teacher. 
 
21.2 In delegating such responsibilities the governing body will consider any legal requirements and identified good practice and will agree 

written terms of reference which clarify the expected role and the nature of any delegated powers. 
 
21.3 The governing body will review their delegation arrangements and any written terms of reference on an annual basis at the autumn term 

meeting. 
 
21.4 Any governor or head teacher with specific responsibilities will provide a report, written or verbal, on any issues considered/decisions made 

to the full governing body each term.  
 
 



22 Minutes and Papers of Meetings 
 
22.1 The minutes of meetings will be drawn up by the clerk and signed by the chair at the next meeting. 
 
22.2 A dissenting view will be recorded in the minutes of the meeting, if that is the wish of one or more members present. 
 
 
22.3 The governing body, or committee as appropriate, may determine that any issue that relates to: 

 A named person who works, or who it is proposed should work, at the school; 

 A named pupil at, or candidate for admission to, the school; or 

 Any other matter by its nature 
should remain confidential, and will not be included in the minutes made available for inspection (see 22.7 below), but will be included on a 
separate sheet and attached to the minutes provided for all governors. 

 
22.4 The governing body has adopted a Code of Conduct for School Governors and all governors will be bound by this Code. If a governor 

breaches confidentiality, the chair of governors will first speak to the governor about the matter. Depending on the circumstances, the full 
governing body may consider voting on whether to suspend the governor concerned. This will only happen as a last resort and will be 
carried out in accordance with procedures set down in the Constitution Regulations named in paragraph 3.1 of these procedures. 

 
22.5 Copies of draft minutes, checked for accuracy by the chair and/or Head Teacher, will be sent to all members of the governing body, and 

committees as appropriate for approval at the next meeting.  Scanned, signed copies will be sent to Governor Development within 7 days 
of their approval by the Full Governing Body. Action will be taken on the basis of decisions recorded in the minutes and need not await the 
formal approval of minutes at the next meeting. 

 
22.6 The minutes of a meeting will be considered for approval, with or without amendment, at the next meeting.  
22.7 The agenda for every meeting, the signed minutes of every such meeting and any report or other paper considered at any such meeting, 

except for those that have been deemed by the governing body or committee to be confidential, will be made available for inspection by any 
interested person at reasonable times by arrangement with the Clerk to the Governing Body and/or Head Teacher. 

 

23 Review 
 
23.1 Amendments to these Procedures may be made only by the governing body at any of its meetings subject to this being an item on the 

agenda of any such meeting. 
 
23.2 Regardless of paragraph 23.1 above the governing body will review the content of these Procedures on an annual basis. 
 
 

24 Distribution 
 
24.1 A copy of these Procedures will be presented to every member of the governing body, new governors upon appointment/election, the 

head teacher if not a governor, any associate member and the clerk to the governing body. A copy will also be filed with the agenda papers 
as part of the record of the meeting at which they are agreed or amended. 

 


