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This guidance outlines the annual business of governance boards, whatever their structure, to support planning throughout the year. Boards should focus on improvement, statutory compliance, accountability, understanding strengths and weaknesses, setting priorities, monitoring progress and evaluating impact.

Clerks/Governance Professionals should advise and support annual planning, using the core functions of governance to structure full board and committee agendas:
1. Ensuring clarity of vision, ethos and strategic direction (including stakeholder engagement).
2. Holding executive leaders to account for the educational performance of the organisation and its pupils, and the effective and efficient performance management of staff; and
3. Overseeing the financial performance of the organisation and making sure its money is well spent.

Underpinning Procedures
There are procedural elements that underpin the above that will be included in any agenda and meeting such as: -
· Attendance and apologies – there is an accountability for those volunteering in governance to attend meetings regularly, information must also be published on the settings website, it is important that apologies, unaccepted apologies and absences are recorded accurately.
· Register of business interests – everyone, regardless of phase or category must complete a register of business interests annually. This information must also be published on the settings website. At the start of every meeting the clerk/governance professional will ask for any new declarations or interests for any agenda item. It is important that this is recorded within the minutes and declarations of interest managed appropriately.
· Chairs report/actions – the chair, of the board and committee, has no more delegated authority for making decisions on behalf of the board. The chair may only take urgent action between meetings in exceptional circumstances where waiting for the next scheduled meeting would be detrimental to the board or the organisation—for example, when a delay could result in harm, legal non-compliance, or a missed critical opportunity. In these cases, the chair must report any actions taken to the board or committee at the next meeting. The chair should also provide updates from correspondence, sharing only essential information and maintaining confidentiality to avoid compromising any future panels or due process.
· Chair/Vice-Chair Elections – whilst the majority of settings will discuss succession planning for specific roles such as chair, vice-chair, safeguarding lead etc. at the end of the summer term (mainly because this gives time to think about whether or not you want to consider these opportunities), elections can be run at any time of the year. The clerk has a responsibility to make sure that elections are run in such a way as to ensure all have an equal opportunity to nominate and elect a chair, vice-chair etc.
· Consideration of duties – The board should be aware and the clerk ensure that they are recording discussion and decision making. Taking care to note where ‘due regard’ has been given to obligations under the Public Sector Equality Duty, Armed Forces Covenant and Prevent Duty.
· Policies – this is an essential aspect of all governance boards responsibilities and must be effective in its management. You will have your own organisation regarding the monitoring, review and approval of policies being mindful that the following policies must be reviewed and approved by the full board: -
1. Child protection and safeguarding 
2. Special Educational Needs (SEN) and Disability
3. Teachers pay 
4. Admissions – for those who are admission authorities
5. Supporting pupils with medical conditions
6. Careers guidance
7. School uniform
8. Behaviour principles written statement
9. Teacher’s appraisal and capability 
10. Finance policy 
11. Whistleblowing procedure
12. Staff Grievance procedure & Staff Code of Conduct

These policies must be approved by the full board. Full statutory policy lists, including those that may be delegated, are available in the maintained and academy guidance and in Education Governance resources.

Key – Cat. = Category (Acd[footnoteRef:2]. – Academy [MAT - Multi-Academy Trust] or Single Academy Trust, MS – Maintained School [VA – Voluntary Aided], PRU – Pupil Referral Unit) [2:  Note this applies to all academies – stand-alone or multi-academy and the local Boards. Local Board may be subject to localised delegation and authority within their multi-academy trust.] 


Note some aspects of the information below may be delegated to a committee or even an individual, the information that follows gives a broad view of the topics and information that a governance board will undertake during the year.

	Autumn Term

	Procedural Compliance
	Cat.
	Accountability
	Cat.
	Financial Compliance
	Cat.

	Elect a chair and vice chair and agree their length of term of office
	All
	Review and agree the school development plan, setting objectives aligned to consideration of the proposed interventions
	All
	Ensure awareness of changes/updates within the Academies Financial Handbook and their impact
	Acd.

	Complete register of interests’ form (also provide updated contact details)
	All
	Agree the governance monitoring plan with timescales to review progress towards achieving outcomes
	All
	Ensure land and building collection tool is submitted by the deadline in November 
	Acd.

	Review committee structure, constitution and terms of reference (would include for a Multi-Academy Trust [MAT] local governance arrangements), if not undertaken in the summer term
	All
	Discuss the curriculum offer, implementation of the plan and evidence of the national curriculum, making sure of the breadth and balance of the offer 
	All
	Ensure Inclusion Strategy published by 31 December to comply with Inclusive Mainstream Fund (IMF) conditions of grant

	All 

	Elect chair and vice-chair for committees if not appointed by board (including the Trust board for a MAT and its local arrangements), if not undertaken in the summer term
	All
	Receive executive leaders reports and ensure appropriate questions and challenge are recorded. Agree content and format e.g. regular reporting on exclusions and attendance etc.
	All
	Receive financial reports from the settings business/financial officer ensuring questions and challenge are recorded within minutes.

	All

	Agree link roles such as safeguarding link, SEND (Special Education Needs and Disability), if not undertaken at the end of the summer term and approve their terms of reference
	All
	Review the Accessibility Plan and consider the termly SEND report to the board. As well as consideration of the annual SEND report for publication on the setting website
	All
	Ensure audited accounts for the period ending 31 August are submitted to the DfE by 31 December 
	Acd.

	Agree members of headteacher[footnoteRef:3] performance management panel and set date for meeting to take place [3:  This includes Head of School, Executive Headteacher, Principal, Executive Principal and CEO (Chief Executive Officer)] 

	All
	Review and analyse national test outcomes against internal predictions
	All
	Review the Risk Register
	All

	Appoint external advisor to support headteacher performance management (recommendation for academies)
	MS
	Complete and approve the annual safeguarding audit
	All
	Monitor actions arising from the Schools Financial Value Standard
	MS & PRU

	Review and agree to governance code of conduct (ensure all members of the board have signed up to it)
	All
	Ensure collective worship arrangements meet statutory requirements for all schools (academies may have different requirements set out in their funding agreement)
	All
	Pay panel to receive and review salary increments and staff appraisal process to ensure compliance with policies
	All

	Set meeting dates for the year – committees and full board if not previously undertaken in the Summer Term
	All
	Receive confirmation and update on the performance management of all staff to ensure compliance to policy and consistency of approach 
	All
	Use the Integrated Curriculum and Financial Planning (ICFP) tool to set your curriculum and financial planning for the next 3 – 5 years, then factor in annual monitoring and review
	All

	Review the Instrument of Government
	MS & PRU
	Review validated setting performance data
	All
	Approve financial delegated authority and powers in the school finance policy
	All

	Receive report on and monitor accidents and incidents for pupils, staff and visitors to the setting 
	All
	Review the attendance policy and data for all pupils/students, paying particular attention to data of vulnerable pupils/students
	All
	Ensure that SEND Information Report is published on the school website by 31 December (not Special Schools)
	All

	Consider feedback from Admissions consultation (if required) and agree admissions policy in line with the School Admissions Code
	Acd. & MS-VA
	Consider the report on pupil premium and the proposed impact of the grant for further monitoring and challenge throughout the year. Review and approve Pupil Premium (PP) Strategy Statement. Publish on website
	All
	Somerset Maintained Schools - Unofficial Funds Audit - Return as of 31.08.2026. Submit to LA by 27th November 2026
	MS

	Review Freedom of Information publication scheme and ensure publication of general privacy notice
	All
	Receive report on the curriculum plan, its intention, impact and implementation
	All
	Approve the governor/trustee expenses policy
	All 

	Agree statutory policy monitoring schedule (maintained / academy)
	All
	Confirm Whistleblowing procedure is in place
	All
	Review Asset Management plan
	All

	Review information published on Maintained School  or Academy websites, including information required relating to governance. Ensure governance information on Get Information About Schools (GIAS) is up to date
	All
	Check that the Single Central Record is up to date and all appropriate, including governance boards, DBS and Section 128 checks are in place
	All
	
	

	Make sure that relevant safeguarding training/annual update has been undertaken and that all are aware of relevant changes within the Keeping Children Safe in Education statutory guidance
	All
	Make sure that any new Academy Trust Board chair has undertaken the relevant Academy Trust Chair Suitability Check
	Acd.
	
	

	Update and review Child-protection policy in line with Keeping Children in Safe statutory guidance
	All
	Receive committee and/or link governor reports
	All
	
	

	Consider changes within the Academies Trust Handbook
	Acd.
	Approve the Acceptable Use Policy for online safety & data protection including protection of biometric data.
	All
	
	

	Chair to undertake annual appraisal for clerk to governance board
	All
	Ensure that the Behaviour Policy has been shared by the Head with all pupils/parents/staff annually 
	All
	
	

	Review and approve the arrangements and policies for Supporting Pupils at School with Medical Conditions and Allergy ensuring that statutory guidance is followed and a separate allergy safety policy in place.
	All
	Educational visits - ensure the school complies with procedures concerning the health and safety of pupils involved off site activities.
	All
	
	

	Review Scheme of Delegation
	Acd.
	Review Climate & Sustainability plan
	All
	
	



	Spring Term

	Procedural Compliance
	Cat.
	Accountability
	Cat.
	Financial Compliance
	Cat.

	Provide LA agreed admission arrangements by determined dates and publish admission arrangements for the following autumn intake
	All
	Conduct any surveys with pupils, parents and staff via school leaders. Review results and plan any required actions. E.g. a staff well-being survey might be undertaken or a themed survey across all stakeholders
	All
	Complete and submit the Schools Financial Value Standard (SFVS) by the end of March 

	MS & PRU

	Consider the public-sector equality duty, monitoring progress against the objectives, agreeing any new objectives and ensuring publication on the setting website
	All
	Approve the school calendar for next academic year – ensuring statutory requirements of 190 days for maintained schools and at least the equivalent of 190 school days for academies are met and ensuring the school week is a minimum of 32.5 hours
	All
	Trusts complete and submit the Schools Resource Management Self-Assessment Tool (SRMSAT)
	Acd.

	Arrange the headteacher’s mid-term performance management review (either for late this term or early summer term)
	All
	Receive termly reports from executive leaders making sure that appropriate questions and challenge are recorded 
	All
	Receive and agree the draft budget
	MS & PRU

	Review complaints information identifying any trends that might need change to complaints procedures for Maintained schools or Academies
	All
	Consider data for whole school and specific cohorts, look at DfE School Performance Tables to benchmark against local and national settings
	All
	Make sure audited accounts are published on the Trust website and filed with Companies House by end of January
	Acd.

	Mid-term performance review of Clerk to board
	All
	Review progress against the settings development/improvement/Ofsted action plans
	All
	Review staff structure 
	All

	Review of statutory policies as per cycle, not already listed elsewhere
	All
	Receive report on planned transition support for summer term
	All
	Make sure that the annual accounts are returned to the DfE in January 
	Acd.

	If setting publishes a prospectus, information within it will need to be reviewed
	All
	Secondary and Middle phase settings – receive updates and reports on Careers Guidance and Provision 
	All
	Receive information from Spring Term census data
	All

	Ensure school has the capacity to induct Early Career Teachers (ECTs) and fulfils statutory duties
	All
	Review attendance data for all pupils/students, paying particular attention to those in vulnerable groups. Make sure that questions and challenge are recorded 
	All
	Receive a report and review service level agreements and traded services as appropriate i.e.LA contracts and services.
	All

	Receive assurances that the SENDCo is a qualified teacher and has adequate time and resources to fulfil the SENDCo role
	All
	Receive and review a report on professional development of staff
	All
	Review the school’s Charging and Letting policy
	All

	School Food Standards- ensure that where the school provides school lunches and/or other school food and milk, this meets DfE standards
	All
	Review the school self-evaluation
	All
	Somerset Maintained School  – Month 9 Financial Report - submit by 31.01.2027
	

	Receive report on and monitor accidents and incidents for pupils, staff and visitors to the setting
	All
	Receive committee and/or link governor reports
	All
	Somerset Maintained School – Deficit Budget Plans – submit by 31.03.2027
	




	Summer Term

	Procedural Compliance
	Cat.
	Accountability
	Cat.
	Financial Compliance
	Cat.

	Review number on roll for September
	All
	Receive annual report from pupil/student voice
	All
	Approve budget and submit to the LA by 31 May

	MS

	Undertake annual review of the work and impact of the governance board
	All
	Receive termly report from executive leaders making sure that appropriate questions and challenge are recorded
	All
	Ensure the Budget Forecast Return BFR is submitted by end of July. This must be approved by trustees before submission.
	Acd.

	Undertake 360° review of chair of the board
	All
	Review attendance data for all pupils/students, paying particular attention to those in vulnerable groups. Make sure that questions and challenge are recorded
	All
	Receive information from the Summer Term census data
	All

	Agree terms of reference for individuals and committees
	All
	Receive reports on predicted pupil/student outcomes. Discuss any mitigation
	All
	Audit voluntary/private funds
	All

	Complete governance board skills audit to inform recruitment and potential training for following year
	All
	If not already undertaken in previous terms consider outcomes of any parent, staff and pupil survey done this term
	All
	Review staff, pay and appraisal policies (although likely to be provided by your HR advisors the DfE has produced guidance on Appraisal and Capability policies)
	All

	Set meeting dates for next academic year
	All
	Review impact of governance link roles and the boards monitoring
	All
	Ensure that accounts have been filed with Companies House by end of May.
	Acd.

	Review home school agreement for Autumn Term (not statutory but good practice)
	All
	Primary schools – Receive and approve reports on PE and Sports premium impact and ensure the report is published on the school website by 31 July (signed by the Chair). If required with implementation of PE and School Sport Partnerships Network from April 2027

	All
	Approve the price of paid-for school meals






	All

	Report to parents on SEND policy (not special schools)
	All
	Receive committee and/or link governor reports.
	All
	Somerset Maintained School - 
M3 financial reports 
As required where deficit budget plans submitted 
	

	Receive report on and monitor accidents and incidents for pupils, staff and visitors to the setting
	All
	Review progress towards achieving the outcomes of the school development/improvement plans and the impact 
	All
	
	

	Review Behaviour Principles written statement to inform review of policy
	All
	Review impact of the Pupil Premium Grant spend
	All
	
	

	Primary and Early Years - ensure the setting complies with the Early Years Foundation Stage (EYFS) statutory documents if applicable.
	All
	Review of progress against the curriculum plan and its impact and implementation
	All
	
	

	Ensure statutory guidance is followed and review and approve the Sex, Relationships and Health Education policies
	All
	Review exclusions for the year and make sure that appropriate questions and challenge are recorded
	All
	
	

	Ensure the school reports at least annually to parents on their child’s achievement and general progress
	All
	Receive SENDCo and DSL annual report
	All
	
	

	Seek assurances from senior leaders that the school is adequately prepared if a cyber incident occurs and that board members are aware of cyber risks and at least one member of the board has been trained
	All
	Health & safety - ensure there is an annual inspection of premises and priorities for maintenance and development are identified.
	All
	
	

	Review of statutory policies as per cycle, not already listed elsewhere
	All
	The board should receive assurances of training and staff awareness of the statutory requirements on political impartiality in schools.
	All
	
	

	
	
	Receive report on filtering and monitoring arrangements (at least annually)
	All
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