ODST

Oxford Diocesan
Schools Trust

GOVERNANCE

ODST
GOVERNANCE
HANDBOOK
2024




ODST Governance Handbook 2024 Page |2



Contents

ODST
$ S WELCOME
GOVERNANCE

Welcome from Anne Dellar, CEO Page 3
VISION & COMMUNITY
Vision & Values Page 4

Safeguarding
Organisational Structure
Our Schools

Essential Documents

GOVERNANCE

Effective & Strategic Governance Page 17
Governance Support

Governance Code of Conduct

LGB Constitution

LGB Appointment Process

GDPR

New LGB Member First Steps

Policies

EDUCATION

School Improvement Page 40
School Development Plan

Headteacher’s Report

Monitoring and Challenge

Safeguarding in Schools

Monitoring SEND

Inspections

WORKFORCE
Human Resources Page 64
FINANCE & OPERATIONS

Finance Support Page 65
Financial Procedures Manual

School Budget

Monitoring School Finances

Operations Support

Health and Safety

APPENDICES

Appendix A

GovernorHub Declarations of Interest & Confirmations.pdf - GovernorHub
Appendix B

ODST Scheme of Delegation 2024.pdf - GovernorHub

ODST Local Governing Body Terms of Reference 2024.pdf - GovernorHub
ODST Resources Committee Terms of Reference 2024.pdf - GovernorHub
ODST Policy Directory.pdf - GovernorHub

Appendix C

ODST Annual LGB Schedule of Business 2024-25.pdf - GovernorHub
ODST Model LGB Meeting Agenda 2024.docx - GovernorHub

ODST LGB Meeting Minutes Guidance 2024.pdf - GovernorHub

ODST Annual LGB Training & Events Programme 2024-25.pdf - GovernorHub

ODST Governance Handbook 2024 Page |3



ODST
WELCOME
GOVERNANCE

Welcome

Anne Dellar
Chief Executive, ODST

Welcome to the 2024/25 edition of the ODST Governance Handbook. As we embark on another year working
together to support the children and young people in our ODST schools, | am grateful to each one of you for all
you do. We hope that the information in this handbook is useful to you, but as ever, please do not hesitate to get
in touch if there is anything about which you are unsure.

We are proud of our Common Vision for the Common Good. Each one of you makes a difference, not only to the
pupils in your care, but also to your colleagues, to parents and to the community in which your school is
embedded. Many of you are increasingly supporting colleagues in other schools to ensure all pupils across the
Trust can thrive — this is an amazing community effort. Thank you!

Strategically, the central team is working this year on increasing our support for governance, recognising the vital
role that our LGB members play in the organisation; we are continuing to work on improving outcomes for our
pupils and will continue the writing project across the Trust; we are rolling out our review project (Growing Great
People) in all our schools to consider how we might improve our appraisal system going forward; we are working
hard to mitigate the financial challenges being faced by the sector as a whole and we are seeking to develop our
systems in a number of key areas, including health and safety, procurement and safeguarding.

Our vision as an organisation is rooted in our belief that all children matter, that we can positively influence their
lives to help them become the best they can be, and that by working together we can make the biggest difference.
We therefore couldn’t achieve anything as an organisation without the professionalism, commitment, ability and
love that you bring to your roles. | passionately believe that the thing that makes us special is those who work and
volunteer for us. Thank you.
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Vision & Values

ODST’s vision for education centres on our sense of a community which works for the common good.
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ODST’s vision and values guide our strategic planning. Everything above is put into practice through centrally
produced policies and procedures, and we aim to embed it in our culture, in the way we approach every decision.
We encourage all schools to consider how this vision is implemented locally, and how it complements school-

specific values.

ODST Church of England schools should also be familiar with the National CofE Education Office vision for
education, which centres on wisdom, hope, community and dignity. We are also committed to supporting our
schools without a religious designation to develop their vision and values appropriate for their unique school
setting.

Mutual Accountability

ODST operates on a principle of mutual accountability —we all work together towards our Common Vision for the
Common Good.

We appreciate the many and varied roles played by each individual, each with their own set of accountabilities
and key tasks, some of which we will outline in this handbook.

We are stronger together than we are as individuals, however, and we recognise that roles and responsibilities
overlap and what we are achieving as an organisation is fundamentally a collective rather than an individual
endeavour.
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Safeguarding

Safeguarding and promoting the welfare of children is everyone’s responsibility. Everyone who comes into contact
with children and their families has a role to play. In order to fulfil this responsibility effectively, all practitioners should
make sure their approach is child-centred. This means that they should consider, at all times, what is in the best interest
of the child.

Schools must use the ODST Safeguarding Standard (2023-2024) to ensure standardisation and follow the relevant
guidance. The guidance is supported by training and materials for schools within a ‘must’, ‘should’ and ‘could’ structure,
so that there is clarity and support around what is necessary, what is good practice, and what materials are available to
supplement schools' systems and structures. Where schools are not able to follow the Safeguarding Standard, Schools
must ensure that this has been done in consultation with the relevant ODST link personnel

All Trustees and LGB Members must complete the mandatory Generalist (Level 2) safeguarding training and must also
be familiar with the most recent Keeping children safe in education - GOV.UK (www.gov.uk). All staff, LGB Members,
and volunteers must have read the Child Protection and Safeguarding Policy and know who the named DSL’s are in their
school.

KEEPING CHILDREN SAFE
I§ EVERYONE’S
RESPONSIBILITY

Role of Staff and Volunteers.

ODST staff and volunteers create a positive culture where safeguarding is regarded of paramount importance
and is a part of everyday life, backed up by training at every level.

Role of Trustees and LGBs

They bear the ultimate responsibility for safeguarding and should ensure, in conjunction with the headteacher
that the Single Central Record (see below) is up to date and staff training is maintained. The LGB will ensure that
the school will safeguard and promote the welfare of pupils and work together with agencies to ensure that the
school has adequate arrangements to identify, assess and support those children who are suffering or where
significant harm is suggested.

Role of Designated Safeguarding Lead (DSL).

This is a single point of contact within the school who is qualified to handle abuse referrals and collecting and
collating the ensuing relevant information. A DSL has the status and authority within a school to commit
resources to safeguarding actions and issues. They are also required to support and direct staff on safeguarding
issues.
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Prevention of Terrorism

The Prevent duty requires all schools to "have due regard to the need to prevent people being drawn into
terrorism", under the Counter-Terrorism and Security Act 2015. The duty covers all types of extremism, whether
political, religious or ideological.

Radicalisation

Extremism Legislation

Prevent Duty

Terrorism

Vulnerable

What does it mean for my school?
Your school needs to protect pupils from the risk of radicalisation, as part of its wider safeguarding duties and
duty to promote community cohesion.

To do this, your school should:

Promote the fundamental British Values in its curriculum

Make sure it's a safe space for pupils to discuss sensitive topics, including terrorism and extremism

Make sure it has robust safeguarding procedures to identify children at risk

Engage with your local authority's (LA's) risk assessment to determine the potential risk of individuals

being drawn into terrorism in your local area

Make sure it has measures in place to protect pupils from harmful online content, including setting up

appropriate filtering systems

v" Make sure staff receive training to help them identify pupils at risk, challenge extremist ideas, and know
how to act if they have a concern

v" The designated safeguarding lead must have Prevent awareness training

v" Al LGB Members must complete the e-learning on Prevent Duty

AR NN

AN
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Organisational Structure

MEMBERS
Oversight &
Scrutiny TRUST BOARD
. Education Quality .
Executive Standards & Impact ’ Finance {
Strategy & CENTRALTEAM
Implementation CEO Workforce School Improvement
Finance Governance Health & Safety
Oversight & LGB HUB LGB HUB LGB HUB LGB HUB LGB HUB
Scrutiny Oxford West Oxon Southern North Oxon Thames
| | | | [
5LGB I | 8LGB | | 12LGB | | 5LGB | | 5LGB
1Joint LGB 1 Joint LGB 11GC 1 Joint LGB 11GC
Strategy & SCHOOL LEADERS
Implementation Executive headteacher, headteacher, co-headteacher, head of school
Members
Signatories to the Articles
Appoint Trustees and can remove Trustees in specific
MEMBERS P P

circumstances
Guardians of the public asset and ethos

Members play a limited but crucial role in safeguarding the ODST governance and are not involved in the day-to-
day business of ODST.

They assure themselves that
e the governance of ODST is effective
e the trustees are acting in accordance with ODST’s charitable object(s)

The Members do have powers to step in if governance is failing. They have an important role based on a number
of key powers set out in articles of association and in company law but are not expected to act as if they are
trustees, making operating decisions. Their main responsibilities are to appoint the trustees and the auditors.

The Members themselves are all appointed by the Diocesan Board of Education, which is itself a member in its
corporate capacity.
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The Trust Board

Charity Trustees/Company Directors
Determine vision, values, strategic direction
Define Scheme of Delegation

Appoint committee members/LGBs

TRUST BOARD

ODST has an experienced Board of Trustees, which governs the work of the organisation, ensuring educational
excellence, financial success and an effective and well-supported workforce, in line with the organisation's core
vision.

The trustees are accountable to external government agencies including the Charity Commission and the
Department for Education (including any successor bodies) for the quality of the education they provide and they
are required to have systems in place through which they can assure themselves of quality, safety and good
practice. For all the ODST academies that are designated as Church of England schools, the trustees are also
accountable to the Oxford Diocesan Board of Education (the “DBE”) under the provisions of the Diocesan Boards
of Education Measure 2021 and to the land trustees of the school site to ensure that such schools are conducted
as a Church of England school.

The Board is chaired by Kathy Winrow, MBE, and meets five times a year with an additional strategy day to discuss
key issues and set priorities for the future based on up-to-date contextualised data and other information from
all the schools in the trust alongside evidence from national, local authority and diocesan partners.

The Board has overall responsibility, and the trustees are the ultimate decision-making authority for all the work
of the Company, including the establishing and running of Church of England schools. This is largely exercised
through strategic planning and the setting of policy. It is managed through business planning, monitoring of
budgets, performance management, the setting of standards and the implementation of quality management
processes. Trustees have the power to direct change and set policy where required (again in accordance with
the terms and parameters set out in this Scheme and subject to their powers under the Articles) but exercise this
power together with the Local Governing Body in accordance with the terms and parameters set out in this
Scheme.

They have a legal duty to act in the fulfilment of the Company’s Objects. They also have a duty to the DBE to
uphold the Anglican character of Church schools and to have regard to the advice of the DBE in that regard.

In generalterms, the responsibility of the trustees in so far as the business is concerned is to determine the policy
and procedures of the Trust and its schools and to consider and respond to strategic issues. The trustees are
expected to decide what constitutes a strategic issue, having regard to all the circumstances.

This Scheme may be terminated by the trustees at any time by giving notice in writing to Local Governing Bodies
and the trustees also have the right to review this and to alter any provisions. Trustees are committed to working
collaboratively with LGBs and will have regard to and give due consideration of their views.

ODST Trustees are accountable to the Secretary of State via the Regional Director for the performance of ODST
schools and the Trust’s performance as a charity and as a company. While functions are delegated to LGBs (see

below), Trustees may intervene, where necessary.

For information on our ODST Trustees visit Oxford Diocesan Schools Trust - Trustees (odst.org.uk)
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Committees of the Trust Board

Our strategy and guidance is managed through a network of committees, which meet regularly throughout the
year. Further details and a list of current postholders can be found on our website; Oxford Diocesan Schools
Trust - Key MAT information (odst.org.uk)

Trust Board determines the remit and membership of committees;
Audit, Executive, Education Quality, Standards & Impact, Finance,
Pay & Personnel, Estates & Safeguarding, Ethos & Governance

Audit

To assist the ODST Board in fulfilling its oversight responsibilities with particular reference to strategic financial
reporting, internal control, risk management and external audit.

Education, Quality Standards and Impact

To oversee the academic effectiveness, including curriculum delivery, of all our schools and the Christian
distinctiveness of CE schools.

Estates and Safeguarding

To monitor premises and health and safety work in the Trust.

Ethos and Governance

To monitor the spiritual and pastoral care of all members of our school communities, ensuring that leaders are
supported and trained. To oversee governance across all the Local Governing Bodies, including the appointment
of LGB members.

Executive

To consider, oversee, determine or make any recommendations to the Main Board and subject to the Board’s
reserved powers.

Finance

To monitor the work of the Trust in terms of its financial control.

Pay and Personnel
To make appropriate recommendations on people-related matters, including procedures.

Local Governing Body

Must comply with the Trust's Scheme of Delegation

They are committees of the Trust Board

They have no Legal recognition but are full and formal part of the
Trust’s governance structure

LOCAL GOVERNING BODY

An ODST Local Governing Body (LGB) has delegated powers to act on behalf of Trustees as the school’s
accountable body through the Scheme of Delegation. It is responsible for the conduct of the school and for
promoting high standards. The LGB aims to ensure that children are attending an effective schoolwhich provides
them with a good education and supports their well-being. ODST trustees recognise that over recent years the
responsibilities of LGBs have grown to encompass pupil outcomes, school’s responsibility for pupils’ behaviour,
children and young peoples’ health and well-being in the community, and for a wide range of extended services
provision out of school hours.
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Role of the LGB

The LGB has oversight and scrutiny responsibilities, they ensure that statutory policies are in place and that they can
hold the school leadership team to account

THE LGB OVERSEES THE PERFORMANCE OF THE SCHOOL BY

ensuring there is clarity of vision, ethos and strategic direction
ensuring that the school’s foundation is respected and continues to be lived out

holding executive leaders to account for the educational performance of the organisation
and its pupils and the performance management of staff

overseeing the financial performance of the organisation and making sure its money is well
spent
ensuring the voices of stakeholders are heard

THE LGB CONTRIBUTES TO IMPLEMENTATION OF TRUST
ensuring the effectiveness of safeguarding for pupils
setting and monitoring progress towards targets
ensuring that provision for children with SEND and from disadvantaged groups is of high
quality
engaging with the performance the headteacher alongside central team colleagues
*monitoring the performance management and associated salary decisions for staff
- engage fully with the process of the appointment of a Headteacher
engaging with stakeholders
fostering a greater understanding of and promotion of all forms of equality and respect

ensuring the highest expectations for behaviour

overseeing the school’s self-evaluation and engaging with external evaluation (eg. Ofsted
and SIAMS)

THE LGB ENSURES FINANCIAL PROBITY BY
recommending an appropriate budget to trustees to ensure vision and ambition for the
school
monitoring spending against the budget
ensuring the effective use of grants and additional funding
ensuring value for money is obtained
ensuring risks to the organisation are managed

THE LGB ENSURES THAT OTHERS IN THE SCHOOL COMMUNITY GET THEIR VOICES HEARD BY

gathering the views of pupils, parents and staff and reporting on the results
@ +  reaching out to the school’s wider community including the local church where appropriate

and inviting them to play their part

using the views of stakeholders to shape the school’s culture and the underpinning
strategy, policies and procedures
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Accounting Officer

The Accounting Officer is the key individual who links the accountability and governance structures of ODST.
They must assure the Board of the Trust's compliance with the requirements of Academies Trust Handbook, its
funding agreement and all relevant aspects of company and charitable law.

Company Secretary

The Company Secretary is accountable for supporting high standards of governance, including organising and
clerking Board and committee meetings; keeping accurate records of actions and decisions arising from
meetings; and supporting the effective induction of new Members and Trustees.

Central Team

The ODST Central Team is here to help and support those working at school level, providing central services and
guidance, and reporting regularly to the ODST Board of Trustees.

The Central Team is also responsible for liaison with regional and national legislative bodes such as Local
Authorities, Regional Shcools Commissioner, Department for Education and Ofsted.

Key Central Staff
Chief Executive Officer Anne Dellar
Deputy Chief Executive Officer lan Frost
Chief Financial Officer Andrew Jeffrey
Company Secretary Helen Mitchell
Data Protection Officer Julian Hehir
Communications Officer Jennifer Payne

Key Area of Responsibility

Governance Frances Bartlett, Interim Governance Lead
Education Lisa Austin, Principal Schools Adviser
Workforce Mark Jones, Head of HR

Finance Andrew Jeffrey, Chief Financial Officer
Operations lan Frost, Deputy Chief Executive Officer
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Our Schools

ODST is mixed multi academy trust. This is part of the Trust vision of inclusivity. This means that any school;
community, VA or VC, can chose to join.

Community schools.

Former community schools joining the Trust will be required as part of its funding agreement to maintain a local
governing body and preserve the non-religious nature of the school.

Voluntary-aided schools.

Former VA schools will maintain a local governing body with a majority of foundation LGB members appointed
by the Trust Board. The Trust will ensure that the characteristics of the former VA schools are preserved in the
areas of teaching of RE and the provision of collective worship.

Voluntary-controlled schools.

Former VC schools will maintain a local governing body with a minority of foundation governors appointed by the
Trust Board.
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Our Hubs

Our schools are organised into five
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Essential Documents

Master Funding Agreement - ODST.org.uk

The Master funding agreement is the contract between the Secretary of State for
Education under section 2, of the 2010 Academies Act and ODST. The funding
agreement specifies how the academy trust and schools within the academy trust
should be run.

Master
Funding
Agyeement

Supplemental Funding Agreement
per individual school

Supplemental
Funding
Agreement

Academy Trust Handbook - Guidance - GOV.UK

The Academy Trust Handbook sets out core governance and financial
management obligations, as well as action that may be taken when
obligations are not met. It is updated annually by the Department for
Education (DfE) and all trusts must comply with the handbook as a
condition of their funding agreement.

Annex A - Trust Quality Descriptions (publishing.service.gov.uk)
In the Schools White Paper, the Department published five pillars of quality for
multi academy trusts. The first three pillars covered:
1. High-Quality and Inclusive Education
2. School Improvement
3. Workforce Trust Quaity
This has been expanded to cover: pescripton®
4. Finance and Operations
5. Governance and Leadership

Academy trust governance guide - Guidance - GOV.UK

The Department for Education (DfE) governance guides serve as the DfE’s primary
source of governance information, replacing the Governance Handbook. The
Academy Trust Governance guide is structured around the new Trust Quality
Descriptions and now better aligns with the Academy Trust Handbook.

?rzi‘t‘emy The role of the guide is to:
Govemance - distinguish between governance in academy trusts and maintained schools (with
Guide separate guides for each)

summarise and clarify the board’s role in relation to legislative and contractual
requirements

provide a clear and concise statement of governance best practice in trusts
enable stakeholders and the sector to take more ownership of best practice over
time

Opportunity for all: strong schools with great teachers for your child - GOV.UK
(www.gov.uk)

This white paper demonstrates how the education system can deliver on the
government’s priority to level up across the country. The economic benefits of
meeting the white paper’s ambitions, and the case for a fully trust led system, are
also set out.
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Articles of Association - ODST.org.uk
The ODST Articles of association stipulate the charitable purpose and governance
structure of the trust, including types of trustees and how they will be appointed or

ricles of
},:ssoc\auon elected.

ODST Scheme of Delegation

The ODST Scheme of Delegation sets out how accountability and decision-making
works within a multi academy trust. It details which tasks are carried out by the trust oDsT
. Scheme of
board, LGBs and the executive team. Delegation
—

ODST Local Governing Body Terms of Reference

ODST Resources Committee Terms of Reference

The Terms of Reference for the LGB and Resources Committee set out
the scope and limitations of the activties delegated to these
Terms of committees. They are used in conjunction with the Scheme of
R moce Delegation.

ODST Governance Code of Conduct
The ODST Governance Code of Conduct outlines the standards
expected of all Members, Trustees and LGB Members within

ODST. Everyone connected with Governance must agree to abide %2f;nance
. t
by the Code of Conduct on an annual basis. Code of Condue
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ODST Scheme of Delegation

The Trust Board is clear about the governance functions which are delegated to Local Governing Bodies. LGBs
do not automatically have the same functions as the governing body of a maintained school. The Scheme of
Delegation is intended to help LGBs understand their roles and responsibilities.

The ODST Scheme of Delegation has been developed around the five pillars of Academy Trust Quality. The
schedule sets out the way in which decisions are taken and the extent and level of delegation.

5 pillars of Academy Trust Quality

High quality & inclusive ) . . Governance &
gna v ; School improvement Workforce Finance & operations ;
education leadership

1 d 1 1 1

ODST Scheme of Delegation

L AR o
Ty | Ny -
azs ad AiARA &

Vision & Values Education Workforce Finance & Operations Governance

The ODST Scheme of Delegation is structured using 2 functions;

The Trust Board and LGBs are responsible for;

Ensure that statutory policies are in place and that they can hold the school

Oversight & Scrutiny leadership team to account
Decides on the task

The CEO and Central Team, along with school leaders are responsible for;

Operational accountability for the running of ODST and the individual schools

trat & Implementation . . . .
Strategy plementatio lies with central team officers and with school leaders
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Effective Governance

Governance is part of all maintained schools and multi-academy trusts. In trusts, the purpose of governance is
to provide;

Strategic leadership

Accountability and assurance

Strategic engagement

The 5 pillars of trust quality descriptions cover;

Pillar 1 The core of what the DfE expects and the starting point
High-quality and inclusive education | for considering a trust’s effectiveness

Pillar 2

. Demonstrates the capacity the trust has to offer
School improvement

Pillars 3,4and 5
Workforce, finance and operations,
and governance and leadership

Demonstrate the resilience and sustainability of the
trust’s operating model

The Academy Trust Governance Guide has been structured around the governance and leadership pillar. It is

for;
e trustees, executive leaders, LGB members, governance professionals and academy trust members

e academy trusts including free schools and university technical colleges

o foundations, sponsors and others, such as diocesan authorities, with an interest in the governance of
trusts

e organisations supporting boards to develop effective governance

The National Governance Association outline 8 key elements to effective school governance;

/
| Theright people
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table y,
/ y
i /
[ Conr::;dveentto N | Understanding
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courageous S
. responsibilities
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Strategic Governance

Effective governance is strategic, not operational. LGBs are responsible for maintaining the effective oversight of
their school, and informing the Board of Trustees. Strategic governance includes duties such as:

Being a point of consultation and representation in the development of Trust strategy and policy.

Being recipients of detailed information about how their schoolis managed.

Scrutinising management information and providing assurance to trustees that the school is operating
within the values, agreed policies and targets of the trust.

Engaging with stakeholders and acting as an ambassador for the trust

Channelling the views of the school and its stakeholders and offering challenge to the trust

A meaningful contribution to school improvement, scrutinising pupil progress and attainment
Monitoring strategies such as safeguarding and pupil premium

Carrying out panel work when required

Contributing to the recruitment and performance of key leaders including the head

Governance Support

ODST’s commitment to effective local governance is exemplified by our provision of support for school leaders
and LGBs.

For school leaders and LGBs our Governance team provides;
Support for the appointment process for all LGB members to ODST schools
Policy advice, resource materials and model documents
Support for Independent Review Panels, disciplinary, capability or grievance hearings
Telephone and email access to advice as needed
Briefings on relevant statutory changes
Admissions policies, support and training (via ODBE)

Data Protection Officer

The role of a DPO is to independently and objectively advise the school leadership and staff about their data
obligations, monitor compliance, advise on when data protection impact assessments are needed, and actas a
point of contact for communication with the Information Commissioner’s Office.

The DPO will need to be able to report directly to the highest level of management in the school.

For ODST the DPO is Julian Hehir. dpo.odst@oxford.anglican.org
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GovernorHub

GovernorHub

ODST Schools use GovernorHub, designed to help LGBs run efficiently. It enables school leaders, trustees, LGB
members and clerks to communicate, share documents, update membership details, access meeting
schedules and other information in one secure GDPR-compliant place.

GovernorHub also gives members access to ODST policies, information, documents, training presentations and
resources.

The LGB clerk will provide login details, or the Governance Team can also support this.

LGB members are expected to record and maintain the following information on GovernorHub. The information
is used to report to the Trust Board on such matters as compliance, training and diversity.

Checklist for GovernorHub

Each LGB member must ensure that the details listed in the checklist below are completed and maintained on
GovernorHub.

Record Details Frequency

Contact details Must include a telephone number At least annually
Confirm DBS check has been completed

DBS Record the DBS certificate number Once

Code of Conduct Agree to abide by the ODST quernance Code of Annually
Conduct and check confirmation

. Record any Declarations of Interest and check

Declarations of Interest . . Annually
confirmation

KCSIE Reaq KCS!E and updates from DfE and check Annually
confirmation

Safeguarding Record safeguarding training and upload Annually

certificate

Complete the profile
Personal Information Only the account holder can see this information, | Once
but it may be used to create an anonymised report

Record any training attended and upload As soon as

Training Records certificates (if provided) possible

Further information on how to use GovernorHub is located in Appendix A.
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Governance Code of Conduct

All governance in ODST must comply with the 7 Nolan principles of public life:

1 SELFLESSNES

Holders of public office should act solely in terms of the public interest. They should not do so in order to
gain financial or other material benefits for themselves, their family, or their friends

2 INTEGRITY

Holders of public office should not place themselves under any financial or other obligation to outside
individuals or organisations that might seek to influence them in the performance of their official duties

3 OBJECTIVITY

In carrying out public business, including making public appointments, awarding contracts, or
recommending individuals for rewards and benefits, holders of public office should make choices on
merit

ga_.

ACCOUNTABILITY

Holders of public office are accountable for their decisions and actions to the public and must submit
themselves to whatever scrutiny is appropriate to their office

5 OPENNESS

Holders of public office should be as open as possible about all the decisions and actions that they take.
They should give reasons for their decisions and restrict information only when the wider public interest
clearly demands

6 HONESTY

Holders of public office have a duty to declare any private interests relating to their public duties and to
take steps to resolve any conflicts arising in a way that protects the public interest

7 LEADERSHIP
Holders of public office should promote and support these principles by leadership and example

The ODST Governance Code of Conduct is reviewed and approved by the Trust Board at their final summer
meeting each year. The Code must be adopted by LGBs and all LGB members must agree to abide by it.

The full ODST Governance Code of Conduct can be found on the ODST website.
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LGB Constitution

There are 3 types of LGBs within ODST;

Local Governing Body (LGB)

Joint Governing Body (JGB)

Interim Governance Committee (IGC)

Membership

GOVERNANCE

Governs one school

Governs across 2 schools in the case of
executive leadership structure.

The JGB will maintain a total of 12
members

Temporary governance structure intended
to bring about rapid school improvement

LGB and JGB have 12 members with a specific constitution depending on the category of school before
academisation. In the case of schools with a co-headteacher arrangement both headteachers will be full LGB

members, making a total of 13.

Members are appointed according to the directions outlined on the next page. The appointing body may also

remove members when required.

Community
7 3 0 5

Foundation

Community

Staff

Parent

Headteacher/Co-head

Co-opted

1 5 8 3
1 1 1 1
2 2 2 2
1 1 1 1
2 2 2 2
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LGB Members

Foundation Term of office: 4 years from ratification

Foundation LGB members and trustees are appointed by ODST Trustees and approved by ODBE Trustees. They
ensure that the school/trust character of the schoolis upheld.

There are no ex-officio arrangements for Foundation LGB members. Applicationsshould be made in consultation
with the local incumbent and with the Chair of the LGB (who will endorse the application before submission).
Trustees will make a recommendation to ODBE for appointment. FoundationLGB members are appointed with
the additional responsibility to support andpromote the Christian foundations of the school.

Parent Term of office: 4 years from date of election

Parent LGB members have parental responsibility for, or are carers of, pupils at the school. They provide a
overarching parental perspective.

Parent LGB members are elected by parents, following which the candidate will fill out the ODST Parent
nomination form. ODST Governance will confirm the appointment in a letter of welcome, on behalf of Trustees,
with the term of office beginning on the date of the election. In the case where the number of parents standing for
election is less thanthe number of parent LGB member vacancies, Trustees may appoint a parent LGB member,
following the same procedure for the appointment of community LGB members.

Community Term of office: 4 years from ratification
Community LGB Members are appointed by Trustees. Applications should be endorsed by the LGB Chair.

Staff Term of office: 4 years from date of election

Staff LGB members are employed to work at the school and offer a staff perspective but do not represent the
staff body.

Staff LGB members are elected by staff, following which the candidate will fill out the ODST Staff nomination form.
ODST Governance will confirm the appointment in a letter of welcome, on behalf of Trustees, with the term of
office beginning on the date of the election.

Co-opted Term of office: 2 years from ratification

Co-opted LGB members and trustees are appointed by Trustees based on their skills, experience and
perspective. They often have specialised knowledge in areas like HR, finance, law, data and education.

Co-opted LGB members are additional Trust-appointed LGB members (though not including employees of the
Trust) who have the necessary skills set will be considered in exceptional circumstances where the Trust decides
that the LGB requires additional capacity. These will be appointed by Trustees for a period of 2 years.The
procedure for co-opting an additional LGB member will be via discussion with the LGB Chair and submission of
the Co-opted LGB member nomination form. Trustees will make the decision to appoint such LGB members
following this process. The appointment will be confirmed in writing. (Please note that LGBs have permission to
bring additional membersbeyond the LGB onto the Resources Committee, without having to formally co-opt).

Headteacher Term of office: Ex-officio

Ex-officio members have a place on the LGB because of the position they hold.
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LGB Recruitment and Retention

Finding new LGB members is not always an easy task. ODST will support with the recruitment of new LGB
members but ultimately this must be carried out at a local level. Summarised below are the key stages of the
recruitment process to create a diverse LGB and retain volunteers.

Need

Regularly review composition. An effective LGB is no larger than necessary; if the LGB has vacancies
on paper but is running efficiently there may be no urgency to fill vacancies.
A smaller LGB can be more cohesive and dynamic.

Q)

Skills
LGB members should bring a diverse range of skills, experiences, qualifications, characteristics and
perspectives. A range of backgrounds will have a positive impact on setting the strategic direction for
the organisation.

All LGB members should have relevant skills and experiences to contribute to the work of the LGB
along with the necessary commitment of time and energy.

@

Diversity
A diversity of thought, voices and perspectives is essential to good governance and the effective
running of any organisation.
The DfE highlights the importance of diversity and wants LGBs to be increasingly reflective of the
communities they serve.
Monitoring and evaluating the diversity of the LGB may highlight a need for targeted recruitment to
address specific gaps in experience and potential ‘blind spots’

Advertise
A brief introduction to ODST and the school, including the ethos, values and vision
Description of the role and what it involves (meetings, reading, training, school visits and attending
panels)
The time commitment, when meetings take place and length of office
Specific skills, knowledge, attributes and characteristics that are sought
A list of channels which could be used for advertising are listed on the next page

Recruitment Services
Do-it — a national database of volunteering opportunities and potential volunteers Home doit
Governors for Schools —finds, places and supports skilled volunteers Governors for Schools - Effective
Governors, Excellent Schools
Reach Volunteering — allows organisations to post vacancies and search their community to find new
volunteers Recruit volunteers | Reach Volunteering
The National Black Governors Network (NBGN) represents Black people seeking to become trustees
and governors across all levels of education Welcome to the National Black Governors Network

(NBGN)
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Retention
Retaining LGB members can be difficult given the level of commitment required for the role and the
competing demands of work and family life. Here are some ideas to make it easier for volunteers to
manage the commitment and continue on the LGB
Being clear from the outset about what is expected of those governing and the level of commitment
thatis required
Discussing the LGBs shared sense of purpose so individuals are clear about the difference they are
making
Providing opportunities remotely and ensuring that the technology and management of meetings
allows this to happen
Discussing the times and dates of meetings and identifying the days and times that work best for most
people
Providing support and encouragement for those governing to build their confidence and increase their
contribution through training and mentoring
Publicly acknowledging the contribution that the LGB makes to the school,
such as on the website or at events.
Maintaining a positive approach to meetings and communication whereby people are listened to, and
differences of opinion are dealt with openly and honestly.
Raising awareness around the opportunities for LGB member toto network with others outside of the
school
Learning from exit interviews that have been conducted with previous members.
One to one conversations between the chair (or vice chair) and each LGB member
Ensuring that training and development around the governance role is encouraged with the ability to
undertake the training through various methods
Allowing opportunities for everyone’s voice to be heard and drawing on the expertise of individuals to
supporttherole of the LGB

Governance Workload

The heightened intensity of governance is posing a threat to its sustainability, straining even the most dedicated
volunteers and adding to recruitment difficulties. Increasing numbers of exclusions and complaints,
accompanied by the challenges from the wider system such as funding have led to higher levels of governors
considering resigning.

The NGA has been monitoring governor workload over many years and this year conducted a survey to gather
further evidence to gauge the prevalence of workload pressures on volunteers, identify contributing factors,

explore potential areas for responsibility reduction, and propose solutions.

Shining a light on governance workload and pressures | National Governance Association

ODST would like to thank all our volunteers for all they do to help children to flourish in all our schools.
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Advertising for Volunteers

Below are some of the channels which could be used to promote LGB vacancies

ﬁ':;""’:"l 1 School Communications
Upcoming i

Place a prominent advert on the school or trust website

Send a letter home to parents/carers or include information in the school newsletter
Place adverts/posters around the school to reach school staff

Have a LGB presence at school events to talk about vacancies

This week In
Grade 3R

Social Media
Post on the school’s social media, monitor and respond to any comments
@ Share the social media post in local community or social groups and
encourage existing LGB members to share your posts
8 Try including photographs from the school or a short video
Set up a‘job’ on LinkedIn (search LinkedIn to find people who have the skills or

experience needed)

Local Media

Submit an article to a local newspaper or parish magazine

Local radio stations may report community stories and appeals

Send a press release to you’re a local publication about an achievement at

the school, including an appeal for volunteers

=g =

MSHQP """" ,sm.of s Neighbouring Schools

- dsm,qe e Ask local schools or schools that are part of the trust if any of their staff would be
\Z % §"‘::::J,'m. interested in joining another LGB: an attractive CPD opportunity

ooy S 19 & 9&:a.u WO Find out if LGB members at neighbouring schools are coming to the end of their

qumer e Sohnisher ard Meadow term and would like to join a different LGB

CatholiciPrimary Primary Sehoo!

Kehnington

Community Spaces and Events
Community spaces like places of worship, shops, libraries, and social clubs often have

noticeboards to place an advert
Community events (outside the school) are a good opportunity to meet and speak to

local people
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People Searches

Identify individuals who contribute to the local community (perhaps through
charities and volunteering).

Headhunting +Approach via organisations such as sports clubs and community centres
Be clear that this is seeking interest and candidates still need to apply and be
interviewed formally

Contact former pupils — they are often keen to give back to the school
Alumni + Alumni provide valuable insight into the challenges and opportunities of growing up in the
local area

Local employers can help to access candidates with transferable skills to
bring from their professional life

Employers and - Some areas have mentoring or development schemes for different
Professional Groups professions or underrepresented groups
- Many employers/industries have networks for people from underrepresented
groups

Engage with community stakeholders (such as the LA, the police, public

health, neighbourhood forums and faith groups) and ask for their support
Key Stakeholders and + Ifthe school has a university nearby, ask them to share vacancies with
Existing Networks their staff, students and alumni

Invite existing LGB members to share the vacancy through any networks

or groups they have links with
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LGB Appointments Process

All LGB member appointments and reappointments at the end of a term of office must be carried out via the
ODST approval pathway. All applications must be administered via the nominations panel, which includes the

ODST CEO and ODBE for Diocesan approval which meets termly.

GOVERNANCE

There is no automatic renewal at the end of a term of office

Extensions to a term of office or reappointments cannot be made by the LGB

or LGB chair

The Articles of Association state that the appointing body can also remove that member.

Below is an outline of the process for appointing new LGB members and re-appointments at the end of a term of

office. ODST must be notified of all changes to the LGB constitution.

Foundation
Vacancy

Clerk to the LGB
notes the vacancy
and informs ODST.
Potential
candidates are
identified through
PCC and other
links

Incumbent holds
discussions with
candidate and
completes the
nomination form

Nomination is
considered by
Trust (CEQ)

Nomination is
consulted upon
with ODBE for
Diocesan approval

Community
Vacancy

Clerk to the LGB
notes the vacancy
and informs ODST.
Potential
candidates are
identified through
ODST and other
contacts

LGB chair holds
discussions with
candidates and
completes the
nomination form

Nomination is
considered by
Trust (CEO) and
DDE (ODBE) for
approval

Staff vacancy

Clerk to the LGB
notes the vacancy
to ODST and
invites all staff
employed in the
school to apply

If more than one
nomination an
election is run

Clerk posts result

Elected staff LGB
member
completes
appointment form

Parent Vacancy

Clerk to the LGB notes the vacancy to ODST
and invites all those with parental rights who
have a child in the school to apply

If more applicants
than vacancies an
electionis run

Clerk announces
outcome

Elected parent
LGB member
completes
appointment form

If there are fewer
applicants than
vacancies the LGB
can appoint

Nomination is
considered by
Trust (CEO) and
DDE (ODBE) for
approval

Appropriate nomination form sent to ODST for consideration by the nominations panel

ODST Trustees
ratify appointment

ODST Trustees
ratify appointment

ODST Trustees

ratify appointment

ODST trustees
note appointment

ODST Trustees
ratify appointment

Confirmation email is sent to nominee
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LGB Member Roles

There can be numerous roles and specific responsibilities delegated to LGB members. Some of these roles are
statutory; either a DfE or ODST requirement. The statutory roles are outline in further detail below. The other roles

can be decided by the LGB and may depend on the size of the LGB or the experience of the members.

reported to ODST at the beginning of the academic year
®

I The statutory roles listed below must be recorded on GovernorHub and

There are outline role descriptions for the statutory named LGB members on the next pages. Detailed role

descriptions can be found in the appendix.

Greener
Governance

Co-chair

Foundation*

LGB

Training Wellbeing Admissions Health & Safety

Vice-chair

Cyber
Security/ Suspension Whistleblowing
— & Exclusion

Curriculum

Pupil/Sports
Premium

Co-opted

Associates

Subject Links

Roles that could be
required

Attendance

Optional
Specific

Responsibilities
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Statutory Roles
Chair

The chair of the LGB is one of the most important leadership roles in education. The
chair provides leadership to the board and is responsible for ensuring it functions
effectively and remains focused on its core strategic functions.

Chairs work closely with their governance professional and the headteacher to
maintain the efficient conduct of business and compliance.

Chairs must engage and report to ODST Trustees and the Central Team when required.

Chairing Arrangements

The elected LGB chair is often an individual, with a vice-chair appointed as a deputy, but more frequently co-
chair arrangements are used. Sharing the role of chair can be a useful option, especially where individuals have
the necessary skills but not the time. Not only can this make the role practical for some people who would
otherwise not be able to find the time, it can also strengthen the leadership of the board by having another
person’s valued judgment to draw on.

In order for co-chairing to work, there needs to be a clear understanding of what is required from both co-chairs.
As with any job-share, both parties need to decide how the work will be divided and ensure that the division is
fair.

Governance Professional (Clerk)

The LGB governance professional or clerk is someone other than a trustee, principal
or senior executive leader of the trust. A trustee can undertake the role for a specific
meeting if the governance professionalis unable to attend.

Where the LGB does not directly employ the governance professional, it may choose
to use a traded service or someone who is self-employed.

Governance professionals receive direction from, and are accountable to, the board. This will normally be
through the chair.

ODST Governance offer support and induction for all ODST clerks and act as the Trust Governance Professional.
Appraisal

Governance professionals working at all levels should have an annual appraisal. The chair, or designated
member of the LGB, should be involved in the appraisal of the governance professional at a maintained school,

and the lead governance professional in a MAT.

ODST are working towards an appraisal process for Governance Professionals.
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Foundation
Foundation LGB members are appointed by ODBE and ODBE Trustees. They ensure

A, that the school/trust character of the school is upheld.
ll'ldatlbn*

This is a statutory requirement for Church of England schools, the proportion of
foundation LGB members will depend on the school’s status prior to academisation.

Community

Community LGB members will form the majority in ex-community schools.

Community LGB Members are appointed by Trustees. Applications should be
endorsed by the LGB Chair.

Parent

The role of the parent LGB members is to bring a parental perspective to the issues
discussed —they are not there to speak 'on behalf' of the parent body. Their
perspective as a parent will help the LGB understand a parent's viewpoint. This will
help the LGB make good decisions and maintain a link between governance and the
parent community.

The parent LGB member can help other parents understand that they are not there to:
Speak on their behalf
Bring up their individual issues in meetings
Solve problems for them

They should understand the school's complaints procedure and staff list, so they can direct parents to how and
where they can raise their issue. They will not agree to raise issues at LGB meetings or directly investigate
complaints. The parent LGB member should be aware of the separation of the role as an LGB Member from the
role as a parent and aim to think about all pupils, not just their child.

Conflicts of interest
Most of the time, there is no need to declare a personalinterest in all agenda items that could have an impact
on their child, but this should be done where:
- The matter would affect their child individually (an exclusions panel where the child was the victim of a
behaviour incident, for example)
They feel too close to the matter to be impartial
Where there is a dispute about whether they should withdraw, the other LGB Members may make this
decision
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Staff

The staff LGB member brings a unique staff perspective to the LGB. The role is not to
represent staff, nor to be held to account by the LGB.

The staff member;
- Cannot be chair or vice-chair of the governing board, but can chair committees
Must withdraw and not take part in discussions relating to the appraisal or pay of any school employee,
including the Headteacher’s appraisal
If another member of staff approaches you with a grievance, refer them to your school’s staff grievance
If many members of staff approach with the same grievance — workload concerns, for example -they
should first raise the issue with the senior leadership team.

Safeguarding

The LGB member with responsibility for safeguarding should take the lead on
safeguarding. However, the governing board retains collective responsibility for
making sure that safeguarding procedures are properly followed.

They will work with the headteacher and DSL to ensure the school is creating safe
environments for pupils through robust safeguarding practices.

The LGB member with responsibility for safeguarding must complete level 3 (Designated Safeguarding Lead)
training which must be repeated every 2 years, in line with the ODST Safeguarding Standard.

SEND

The law requires LGBs to use their ‘best endeavours’ to ensure that pupils with
special educational needs and disabilities (SEND) get the support they need.
Statutory guidance, the SEND code of practice, is clear that LGBs should appoint a
link LGB member to lead on the monitoring of support for pupils with SEND.
However, the LGB itself retains collective responsibility.

In practice, the LGB member with responsibility for SEND works closely with the special educational needs
coordinator (SENCO) in their school.
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Co-opted LGB members are appointed by ODST on the recommendation of the LGB
based on their skills, experience and perspective. They often have specialised
knowledge in areas like HR, finance, law, data and education.

Their term of office is 2 years.

Associate Members

Uil
£
)
P&

Panels

A.
ﬂqe ls

Associate members of the LGB can be appointed for their specific skills and expertise.
They are not appointed to the LGB as a member and hence do not hold voting rights.
The majority of the LGB or committee must be full members.

Associate members can be appointed by the LGB.

There are different types of panels. These are mainly set up on an ad-hoc basis to
hear appeals related to matters such as: Suspensions and exclusions (for example,
if parents are unhappy with the school's decision to suspend or permanently exclude
their child) and parent complaints.

ODST LGB members are expected to assist where they are able with panels for their own and other ODST schools.
Training for panel work will be provided by ODST and the ODST Governance team will support schools to convene

a panel where required.

Other Roles

Specific

Responsibilities

Some LGBs allocate specific responsibilities to individual members. This can help to
spread the workload and allocate tasks or school visits appropriately. The whole LGB
remain ultimately responsible for the monitoring or compliance.
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GDPR

The whole LGB needs to understand the law. This is because the LGB have collective responsibility for data
protection. Everyone needs a strong baseline knowledge of the school data protection duties, and what the rules
introduced by the UK GDPR mean.

The UK General Data Protection Regulation (UK GDPR) works with the Data Protection Act 2018 (DPA 2018) to
form the UK's data protection framework. It determines how a person’s personal data is processed and kept safe,
and the legal rights individuals have over their own data. ‘Personal data’ means information that can identify a
living individual.
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EU vs UK GDPR

UK GDPR was created in 2021, when the EU GDPR was incorporated into UK legislation by this piece of
legislation. The key principles, rights and obligations remain the same as under the EU version of GDPR, but there
are some amendments, mainly around international data transfers.

Key principles
The UK GDPR sets out the key principles that all personal data must be processed in line with.

Data must be: processed lawfully, fairly and transparently; collected for specific, explicit and legitimate
purposes; limited to what is necessary for the purposes for which it is processed; accurate and kept up
to date; held securely; and retained only for as long as is hecessary for the reasons it was collected

There are also rights for individuals regarding their own data.

The individual’s rights include: to be informed about how their data is used; to have access to their data;
to rectify incorrect information; to have their data erased; to restrict how their data is used; to move their
data from 1 organisation to another; to be able to object to their data being used at all; and not to be
judged solely by automated data decisions that significantly impact the person

Role of the LGB
ensure that good data protection practice is embedded into the culture of the school they govern
monitor arrangements in place in relation to data protection, especially regarding the GDPR key
principles
be satisfied that the necessary steps have been taken/or are being taken to ensure compliance with the
GDPR and the UK DPA 2018
ensure there is a training programme in place for all staff and LGB members, including any new members
as part of their induction.
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LGB members should

Be aware that ODST have a Data Protection Officer; details are included in the DPO description.

Check whether a data asset register, or equivalent, has been drawn up and is regularly reviewed and
updated as necessary

Check up to date privacy notices are in place and published, and they are periodically reviewed

Review and update relevant policies and procedures to reflect any changes in legislation as well as
practice in school

Implications for LGB members as individuals

LGB members should consider using an email address issued by the school for LGB business. When
sending personal data/information (e.g., pupil exclusion letters) by email, personal data should be kept
to a minimum in the body of the email (use initials rather than full names) and attachments should be
encrypted or password protected. Any hard copies containing personal information circulated at
meetings should be returned to the school at the end of the meeting for safe disposal.

When LGB members reach the end of their term of office, any information they have at home should be
returned to the school for disposal/safe keeping.

Schools could consider using a GDPR-compliant cloud platform for access and storage of governing
board documents that can also be used as a communication tool by LGB members. This strengthens
data security through a reduction in the use of emails, which is where accidental disclosure of personal
data occurs most commonly across all organisations, including schools.

For any hard copy documents, the school could consider offering the governing board a secure facility
(such as a drawer in a lockable filing cabinet) for the storage of any documents that contain personal
data. It would be important to record this in the school’s data asset register to ensure that this is
monitored, and the data dealt with appropriately.

Example Questions to Monitor GDPR

QOOOOOOOO®

What is the impact on the individual of any new policy, system or initiative?

Has a Data Protection Impact Assessment been carried out to assess any risks to personal data and
identify actions that could be taken to reduce these?

Can it be demonstrated that the GDPR principles have been considered and met? (Undertaking a
DPIA is a great way of evidencing this)

Have the risks associated with any processing of personal data been identified? What has been
done (or will be done) to mitigate any risk, or bring it to an acceptable level?

Are individuals given information about how their personal data will be used by the school/trust
when it is first collected, as well as what their rights are in relation to this (this is usually via access to
the privacy notices)?

Is the school/trust confident that any suppliers/contractors are GDPR compliant?

Are there data sharing agreements in place covering any regular sharing of personal information
(such as with external professionals/agencies)?

Have there been any subject access requests (SARs); were they dealt with in line with the school’s
procedure?

Have there been any data breaches or potential data breaches; were these dealt with in line with the
agreed procedure; what actions were taken; were there learning points for the future and have these
been shared with staff?

Is everyone’s data protection training up to date?
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New LGB Member First Steps

This is a summary of the essential step each LGB member must complete on appointment. The detailed “New
LGB Member Checklist” can be found in the appendices. The LGB chair and clerk will guide members through

this process.

Look at the school website to get an overview of the school, essential documentation and
50 information about staff and the LGB

o

Ask the Head of School for a tour of the school. This will give a feel for the school, it’s
pupils and staff and the general ambience

Arrange a school email account; this email address must be used for any
communication relevant to LGB business

Log on to GovernorHub (the Clerk will provide details), update contact details and
review LGB documents

&O B Complete a Declaration of Interest on GovernorHub
o

80 8 Sign the confirmations on GovernorHub
on

8 Complete a DBS check; it is a statutory requirement that all governance complete a
DBS check on becoming an LGB member. The Clerk will provide you with further

details on how to complete this

oo

G Complete a Right to Work in the UK check

| Complete the mandatory training, upload the training records and certificates to
"o 8 GovernorHub

Induction

Safeguarding
o 8 Prevent Duty e-learning

Cyber Security e-learning
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Training

ODST is committed to empowerment for schools through engagement with our central team. We develop and
support strong, accountable LGBs made up of highly skilled, well-informed and well-trained LGB members, who
ensure statutory duties are met, set a standard of excellence, and are focussed on improving teaching and
learning outcomes for all pupils.

ODST expects all LGB members to complete compulsory training modules at the start of the their term of office
and repeat these when required. Additional training should be carried throughout the term of office in order to
fulfil specific responsibilities or to fill skills gaps.

ODST

ODST

[ Oxford Diocesan
~ Schools Trust

GOVERNANCE

LGB Training 44 /'

ODST-led sessions are designed specifically for ODST schools. Itis
funded centrally and provided free of charge for LGB members, senior
leaders, and clerks. These are mainly run remotely but there are
opportunities for in person meetings throughout the year.

ODST training can be complemented by training and support available from the Oxford Diocesan Board of
Education (ODBE), Local Authorities, and governance training providers such as the National Governance
Association and Governors for Schools.

We strongly recommend that even where other providers are used, that each LGB attends the equivalent ODST
training to ensure ODST systems and expectations are understood.

Training resources are posted to GovernorHub and all sessions can be booked via Eventbrite. The full training
schedule is available in the appendices.

even.l.bri.l.e All ODST training is free and LGB members can book directly via
Oxford Diocesan Schools Trust Events | Eventbrite

National Governance Association

All ODST LGB members and Trustees have access to Learning Link e-
learning from the NGA. This provides high quality and interactive e-
learning modules which can be completed at a time and pace suitable
for everyone. The recommended modules are listed in the LGB Training
Schedule.

All training must be recorded on GovernorHub and where available certificates are
to be uploaded
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Policies

Schools are complex learning communities, involving many different roles and functions. For schools to be safe,
supportive environments where students can learn and thrive, there needs to be clear procedures, structures,
and expectations in place. Policies are a formal way of documenting the procedures and values of a school and
ensure that values are applied consistently, define clear expectations, and help provide a framework for
employees and students alike.

Staff, LGB members and Trustees are responsible for familiarising themselves with
ODST and school policies, and for following the procedures contained within them.
® The ODST Policy Directory can be found in the appendices.

The key purposes of school policies include to:
- Create a safe and productive environment for pupils and staff
Communicate the schools’ core values and principles clearly to staff, parents, LGB members, and
other bodies (including Ofsted)
Help staff carry out their duties effectively
Help to attract prospective parents, pupils, staff, and LGB members to the setting
Ensure the smooth running of the school - define the school’s rules, regulations, and procedures
Ensure a consistent approach in key areas of school life, for example, behaviour

Types of Policy

Er .

Schools are required by law to have these policies and documents in place; the Department of Education also
defines whether the approval of these policies can be delegated by the Board of Trustees to committees. The list
of DfE statutory policies is contained in the Academy Trust Governance guide: Academy trust governance guide
- Statutory policies for trusts.

The policies are provided centrally for adoption by schools with minimal amendment to the core text.
Changes are allowed to the text where indicated.

Er e —

These are provided by ODST and are applicable at trust and school levels. Schools may not make any changes
or adaptations. These include human resources and finance policies.

School-level Policies

ODST has delegated some policies to LGB level; these are colloquially known as school-level policies. It is the
role of the Headteacher to update these policies, and the LGB will then review and approve these policies. The
clerk supports the LGB by ensuring that policies are reviewed at the required time.

ODST Policies and the Policy Directory can be found on GovernorHub, under ODST Resources.
The LGB chair will ensure members can locate and read school policies.
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Risk Protection Arrangements

The arrangement covers the main things all academies need:

Type of risk Limit

Material damage

Reinstatement value of the property

Business interruption

£10 million any one loss

Employers’ liability

Unlimited

Third party liability

Unlimited

Governors’ liability

£10 million any one loss and any one membership year

Professional indemnity

Unlimited

Employee & third party dishonesty

£500,000

Money

Various, including cash on premises or in transit £5,000

Personal accident

Death and capital benefits £100,000

United Kingdom travel

Baggage and money £2,000 per person. Cancellation £1,000 per
person

Overseas travel including winter sports

Includes: baggage £2,000 in total per person (inner limits apply),
money £750 per person, medical expenses £10,000,000,
cancellation £4,000 per person. Check the membership rules for
more.

Legal expenses

£100,000 any one loss and any one membership year

Cultural assets

£10,000 on any one cultural asset or £250,000 any one multiple
loss
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School Improvement

ODST schools have a strong culture of continuous improvement, striving to provide a high quality, enriching
education for children. We offer a very strong package of support, development and challenge to help create real
impact throughout the year, and a comprehensive CPD package.

@approach to school improvem% The ODST School Improvement service is made up of a core
team of School Improvement Advisers (SIAs) who are all

@ Focus areas and school experienced and successful former Headteachers, and a
improvement priorities group of current ODST Headteachers who spend one day a
week supporting other ODST schools.

/I . The Sl team have an annual cycle of school visits and work
|:| Data and evaluation . . . .
O closely with school leads on interviews and recruitment for

Headships and SLT or brokering other leadership support,
coaching, supporting with inspection, curriculum and

. Support and a listening assessment and aspects of governance. They are also on hand
\ ear J for 1:1 discussions as needed.

Centrally Funded Core School Improvement Service

Staged Intervention

ODST provides a staged intervention and support programme in proportion to the support required by each
school and the risk provided to the Trust. Officers, LGB members and school leadership teams will consider the
following risk assessment criteria when conducting this categorisation process:

current standards of teaching and learning, informed by (at least) termly SIA visits and reports

the evaluation summary from the final visit of the year (the Visit 6 form)

pupils’ academic achievement over time, taking account of both attainment and progress

pupils’ attendance

the outcomes of any inspections

the views of parents, including those shown by Parent View or other parent questionnaires

complaints about the school referred to the trust by parents/Ofsted/DfE/EFSA

any other significant issues including information from other ODST and ODBE officers who have
information about the provision, outcomes or safeguarding of pupils in the school.

Our initial annual meeting where we allocate support, will use the above criteria as a baseline for the
categorisation of the school. Regular contact and monitoring with school leaders allows officers to assess the
risk each school presents to the Trust at a range of points in the annual cycle of visits. Officers act promptly to
categorise the risk so that we provide support in proportion to that risk. SIA visits throughout the year will be
bespoke, depending on the needs of the school.
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Allocated Support

There are three categories of school which determine the level of allocated support:

1. Stable:

Schools receiving standard School Improvement Support package (up to 6 days of ODST
resourced support). Here the school has demonstrated significant strengths over time (evidenced through a
combination of school improvement adviser visits, inspection and there is an uncompromising drive for
improved progress for all pupils (especially disadvantaged pupils). The school has capacity to provide system
leadership to the Trust (e.g. executive headship, HT SIA work, presenting Leadership Seminars).

2. Supported:

=

School requiring additional support — here, because of additional need (e.g., Ofsted window,
leadership change, gap in specialism e.g., EYFS, improve outcomes of a specific group) schools will be allocated
additional Sl resource, such as additional visits (up to an additional 6 days) for a specific period, untilthe gap has
been filled, outcomes improved or the ‘window’ closed. The school SIA will identify which support is required
and will along with the Linked Adviser, monitor the progress of this area.

3. Focus:

Focus School allocation — where areas of weakness have been specifically identified, over time,
the Deputy CEO/Principal Schools Adviser will designate this as a Focus School and draw up a plan which will
allocate ODST resources to tackle these issues. A series of calendared Focus School meetings with key
stakeholders (e.g., Chair of LGB, SIA, HR officer, Finance lead, Deputy CEO) then focus on tackling the key
weaknesses identified and monitor progress. This is time -bound for a specific period.

It is key that school leaders, LGB members, ODST Board members and central team members have clarity over
these three categories stages, the milestones for each school to be able to measure progress and the period of
time for enhanced support.
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School Development Plan

The School Development Plan (SDP) or School Improvement Plan (SIP) is a roadmap of where the school
expects to be by the end of the academic year and how it'll get there. It sets out:

» The school's objectives

» The actions to be taken

» Deadlines

» Whois accountable

It is expected that LGBs should be involved with the writing of the SDP and with its continuing review. This is the
master plan for the school; and underneath it should sit all of the other action plans which detail exactly how the
identified priorities will be achieved. The staff’s appraisal objectives should link to the priorities for the school,
and the CPD programme should support these targets and objectives, whilst relating directly to them.

e The school will carry out an in-depth evaluation of its
performance, identifying strengths and areas for
improvement from which a plan is developed ensuring
that it matches the conclusions identified in the
evaluation and the actions which need to be taken.

@. A

)

The evaluation will include statutory assessments,
examination and test results for all pupils and then for
’ groups of pupils and for differing abilities, the school’s
internal data about different year groups and subjects,
attendance and behaviour are also included before the
school improvement plan can be drawn up.

AL

The plan should be based around the four Ofsted judgement areas:
quality of education

behaviour and attitudes

personal development

leadership and management

YV VY

as well as including details about how the school will deliver effective provision for spiritual, moral, social and
cultural development. The plan is not a list of everything which the school will do during the year; instead, itis a
list of the key objectives which school leaders need to address if the schoolis to retain or move towards excellent
outcomes for pupils.

The plan should include:

> Overall success criteria (which will usually relate to pupil outcomes)

> Objectives and targets for improvement. These must be SMART (specific, measurable, achievable,
realistic and time-framed) and crucially, the majority must be focused on outcomes for pupils

» Details of the actions which will be taken and the outcomes which will be achieved as a result of each
action

> Details of who is responsible for each of the action

> Atimeline forimplementation with key dates and/or milestones
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Headteacher’s Report

Headteacher reports are an essential element of the LGB’s monitoring routine. An effective report:

>
>
>
>

equips the board to ask the right questions

supports robust accountability

helps identify issues that need to be prioritised by the board
The governing board determines the scope, content and frequency of the report. This should be kept
under review to ensure that the information requested is useful and effective. Boards should remain
mindful of workload implications for school leaders.

EDUCATION

(M )

¢ | Oxford Diocesan Headteacher's Report to the LGB [Insert School Logo)
S’ Schools Trust

Headteacher =| &

Builet point in brief the d of the the previous HT report)

Choose @ new colour for each ang term to make & cumulative annual report

Any upcoming

) p—
Could include a SWOT i relevant, change colours as sbove

NOR FS Y1

Y4 Y5

Y6 Total

Auturnn

Sprng

Summer

Predicted
next yoar

Any changes since last teem’s report
Vanations from school PAN
Trends

Groups

Total Garls

Total

Girls.

Puj mium

FSM

EAL

Tost Ofsted [Dat= [ Grade

Current Salf-svaluation Dote | Grade.

Overall Effe Current SEF Grade
Quolity of Education

Behaviour & Attitudes

Parzcasl Devolopment

Leodership & Monsgermant

Sofeguardng

Exdy Yoors Provision

[Pt reien Ricotion

Data for current year with any relevant update to the PP Repart

Spintual, Moral. Social & Cultural Development

School Improvement Priorities

)

SEN

EHCP

Objective |

RAG

Narrative

Auturmn

Sprag

Objective 2

RAG

Narrative

Obyective 3

Narrative

[Objectne 3

RAG

Summer

[

Yoar Group

Class Name

Teacher

Number of Children

Narrative

Obyective 5

RAG

wlw| =3

Narrative

Obyective 6

RAG

Narrative

External Visits

Summanse any wsit input and any actions ongoing as @ result

Apen 2024

The report covers:

YV V VYV VYV

an executive summary

an update on strategic priorities

key metrics on safeguarding, attendance and behaviour
pupil progress and attainment measures
staffing, risk management, health and safety and estates

stakeholder engagement

The Headteacher will provide a report at each LGB meeting; three written reports and three verbal reports per
academic year. Areport template is available on GovernorHub.
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Data

Itisimportant everyone on the LGB understands the performance data for their school or so they can hold school
leaders to account. The following should underlie LGB questioning of the data:

What do we know
? How do we know it
How are we measuring it
() What are we doing about it
What effect has it had

Effective challenge for the person presenting the data could include:

Was the effect what we expected
? What plans do we have in place to make the improvements suggested by the data
Do we know what we're trying to achieve
() When will we review the data to see if there's improvement? Do we have milestones
How will we know we got there

INSIGHT

INSIGHT is a data reporting program that is used across all ODST
schools. Trust Leaders have access to all Trust schools’ outcomes,
Z and outcomes are benchmarked across the Trust and nationally. Each
( 1,‘-.,“ I N g ' G H T - school can choose when, what and how assessments are being made,
~— A i within the Trust assessment expectations. The standardised tests
show what year groups or cohorts need additional support and for

which areas.

School Inspection Data Summary Report (IDSR)

The IDSR is a web-based page for Ofsted inspectors to use when preparing for and during inspection. It is
intended as a tool for inspectors, which summarises and analyses available data about that school to support
the inspection. The IDSR is also designed to align with the school inspection handbook, to inform inspection
conversations. It is not intended to be an exhaustive profile of the school or to, in itself, provide any judgement
or assessment of a school
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National Data

The Department of Education requires primary school children to take national tests at key points in their primary
education. The outcomes of these tests are then released nationally, and schools can then compare their results
to the national outcomes. LGBs need to support the Headteacher in celebrating good outcomes (i.e. data that is
in-line or above national) and challenge the Headteacher if data is below national outcomes, looking at the year
group as a whole, and groups of children within such as SEN, Pupil Premium, etc.

Age of Year
Child Group Key Stage Test Type
. Early . . .
4-5 Reception Years Pupils are assessed against a range of Early Learning Goals (ELGs).
If a child meets the Prime areas of learning and specific areas of maths and literacy, they are
Outcomes

deemed to have a Good Level of Development

5-6 Year 1 KS1 Phonics Screening Check
Outcomes If a child correctly answers at least 32/40 questions, they are deemed to have passed their year
1 phonics test. Pupils who do not reach the required level are re-tested at the end of Year 2.
Optional KS1 SAT’s: National tests in English, Reading and Maths.
6-7 Year 2 KS1 Teacher assessments in maths, science, and English reading and

writing

Pupils' results are reported as scaled scores. This helps test results to be reported consistently
from 1yearto the next, as the difficulty of the test may alter slightly between years. Scaled scores

Outcomes are based on raw scores, which are translated into a scaled score using a conversion table. A
scaled score of 100 always represents the expected standard. Pupils' scaled scores can range
between 85 and 115.

8-9 Year 4 KS2 Multiplication Tables Check (MTC)
Schools receive the raw score as a mark out of 25 for each pupil. Comparisons with the
Outcomes . . )
percentage of children scoring full marks and an average score out of 25 is reported.
KS2 SAT’s: National tests in English reading, maths, and grammar,
10-11 Year 6 KS2 punctuation and spelling. Teacher assessments in English writing and
science
Any child scoring over 100 is deemed to be working at ‘Age Related Expectation’ (ARE); any child
Outcomes scoring over 110 is considered to be working at ‘Greater Depth’. Writing — Teachers assess pupils’

writing and submit a judgement as to whether the child is ‘below’, ‘working towards’, ‘ARE’ or
Greater Depth.

For more detailed information see: Understanding your data: a guide for school governors and academy trustees
- GOV.UK (www.gov.uk)
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Monitoring & Challenge

Monitoring should be about seeking reassurance that operational activity is realising ODST and the school’s
vision, checking that the ethos and culture of the schoolis as intended, and that policies are being implemented
effectively. Holding to account is achieved mainly by asking questions, but asking a question in the right way is

important.

High Support

Low Challenge High Challenge

Adversary

Low Support

Effectively fulfilling the role of Critical Friend is of paramountimportance for the LGB to be instrumentalin helping
raise standards in the school, but it can be very difficult to achieve the fine balance of being supportive and
encouraging while asking searching and sometimes challenging questions. The task is made easier if it is built
on a foundation of trust; trust that the staff will be honest about what is happening and trust that the LGB will be

supportive if things are not going to plan.

The LGB must not try and micro-manage the school. It is the staff’s job to teach and the
Headteacher’s job to run the school and ensure the staff perform satisfactorily.

of matters such as implementation of policies, or a new teaching resource etc. As stated
above, it’s the Heads job to evaluate the staff, not the LGB

@ LGB members must also avoid “observing” lessons, other than to gain a better understanding
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Headteacher’s Report Challenge Questions

The following are examples of the types of questions which will provide the LGB with the information needed to
ensure effective monitoring. Questions relevant to the SIAM’s framework are within this; but even if the schoolis
not a Church school these questions can still be relevant. The vision of the school is an essential driver of
outcomes for children for both Church and Community schools, and so these questions can be adapted to suit
a community school Headteacher report.

SIAMS Question: Can you give an example where you have applied the
Vision school’s vision to a decision that you and your staff have made since the last
report?

Looking at the data provided, the school’s persistent absence for pupils in
[year group/groups] is above the national rate.

Attendance Is there a particular year group / pupil sub group (i.e. SEND/ Pupil Premium)
that this is higherin?
What are you doing to reduce this?

How are you ensuring that the needs identified on a child’s EHCP are being
met?

What external agencies is the school linked with at this present moment in
time to support the pupils?

SIAMS Question: As a result of the theologically rooted Christian vision, what
effective strategies are in place that help SEND pupils?

SEND

On the School’s Pupil Premium Strategy document, it states that the school

aims to improve [insert aim here]

What have you put in place to date to support this activity and what impact is
Pupil Premium it having?

What have the recent Pupil Progress meetings told you about the standards

and progress of the Pupil Premium children?

Have you changed anything because of the recent meetings?

What evidence have you got that the reviews are taking place in lessons?
Have the [insert scheme here i.e. Read Write Inc/White rose Maths]
interventions at [enter year group/ Key stage] begun?

How are the interventions progressing?

What impact are you seeing from any of the interventions being delivered in
school?

Quality of Education

Has anyone needed to apply the Team Teach approach in school? If / when

Behaviour and you do apply Team Teach what needs to be recorded?
Attitudes SIAMS Question: How does the Team Teach approach fit with our vision and
values?

What activities are going to take place in mental Health week? How are staff

being prepared to support children with any issues that may arise as a result
Personal Development = of the activities?

SIAMS Question: In which ways is the schools Christian vision shaping our

extra-curricular offer?
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What areas of development / next steps were identified as a result of the

Deep Dives?

Have there been any actions / activities put in place as a result of recent staff

CPD?

What impact can be seen because of CPD that has been provided?
What key messages were provided from your recent [name of course

attended]?

Is there anything that the LGB need to be specifically aware of and involved

in?

The NGA have many further examples: NGA Questions to Ask

Additionally, parent LGB members must be aware of not brining issues from the parent community directly to

the LGB. Here are some examples of how questions could be raised.

School uniform
change

Canteen menu
change

Curriculum
change

v' Do ask

'Have parents been consulted onthe
proposed uniform changes? If not, why
not?'

'How have the proposed changesbeen
explained to parents?'

'Has the cost of this change toparents been
considered?'

v' Do ask

'How have parents been consulted on the
new menu?'

'Has the school explained to parents the
reasons behind thechange?'

'What alternative provision isavailable for
pupils whose parents disagree with the
menu changes?'

'How will this change impactparents?’

v' Do ask

'How has the school communicated the
curriculumchange to parents?'

'Have parents been given the opportunity to
ask questions andget further clarity?'

%  Don'tsay

'As a parent, I've spoken to other
parentsin the playground and we all
think the uniform shouldn't change.'

*  Don't say

'Parents have come up to me asking
whythe menu has changed. They say
they prefer the old one.’

%  Don'tsay

'Parents want to me express to you that
they disagree with the changes. They
don't feel the changes reflect what they
want their children to be taught.'

'A number of parents have told me
they'reconfused about why the
curriculum has changed.'
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This table outlines some of the indicators of school performance and sources of information about each.

Indicator

National Curriculum assessments and tests
(SATS)

Quality of teaching and learning (as assessed and
reported by an expert panel)

Achievement of School Development Plan

Pupil performance progress, including tracking of
vulnerable groups, boy/girl differences, progress
of disadvantaged pupils etc

Pupil Premium tracking

Data on pupil attendance, exclusions, behaviour,
attitudes and self esteem

Number of applications for admission and
destinations and reasons for school leavers

Staff morale, training, commitment etc.
Home - School communication

Parent views

The learning environment

Number of issues regarding safeguarding

Source of Information

Government data from SAT’s (Inspection Data Summary
Report (IDSR)

School self-evaluation

Head of School /Subject leaders reports
ODST SIA visit feedback

Ofsted inspection report

Progress on School Improvement Plan

Internal teacher assessments.
Teaching and Learning report from Senior Leadership
Team

Headteacher report

Headteacher report

Headteacher report

Staff Continuing Professional Development (CPD)

Pupil/Parent/Staff surveys
School newsletters

Pupil/Parent/Staff surveys

Pupil/Parent/Staff surveys
Ofsted inspection report
SIAMS report

Safeguarding monitoring report
Headteacher report
ODST Safeguarding Review
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Monitoring Visits

‘Monitoring visits’ are where LGB members go into school to:

v
v
v

See how a specific aspect of the school works in practice
Check progress is being made towards the school’s strategic objectives
Ask about and witness whether the things people say are happening are actually happening

Many LGBs assign members to a particular area of the school or subject; a “link” LGB member, but not always.
On a visit the LGB member will meet with the staff member responsible for this area, eg the literacy link LGB
member will meet with the literacy subject lead. It is suggested that these meetings take place 3 times per year.
Visits must be pre-arranged and if spending time in a classroom, the school needs to be very clear why the LGB
member is there.

Broadly, there are 2 types of visit

/

O

Learning walks, where an LGB member is taken around the school with the relevant staff
member to get a feel for the school. During the walk, there might be an opportunity to talk to a
range of staff members and pupils

progress in the area of focus

w Meetings with the relevant staff member, where the LGB member can discuss the school’s

To do on a schoolvisit:

v
v
v

v
v
v

Find out more about the school

Talk with pupils, staff and parents to gather their views

Look for evidence that the school is implementing the policies and actions in the school improvement
plan

Learn how these policies and actions work in practice

Demonstrate to staff that accountability is robust in the school

Make sure school staff are all working towards the school’s vision

To avoid on a school visit:

The maintained schools governance guide (see section 3.3.3) makes it clear that it's not the LGBs role to:

X
X
X

Assess teaching and learning

Interfere in the day-to-day running of the school

It also makes it clear that “individual LGB members do not have an automatic right to enter the school
whenever they wish”, so make sure visits are arranged in advance.

The academy trust governance guide doesn't mention school visits, but this is still good advice.
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v' Ask open questions beginning with ‘what’, ‘how’, ‘when’, ‘how often’, ‘why’, ‘who’ and ‘where’

v' Ask to see evidence for the information given by staff, or ask what evidence they've used to make a judgement

v' Clarify any unfamiliar terms or acronyms

v/ Stay observational: do not pass judgement on staff or inspect them

v To spend time in a classroom, all parties need to be very clear about why

v' Check with teachers before asking pupils questions

v' Tell staff you'll pass on any concerns they raise with the relevant people. This helps build trust and demonstrates

that you're there to support them
Remember that you're representing the LGB. Be friendly but professional, and dress appropriately, bearing in mind
the standards of dress set for teachers and pupils

AN

Don't

x  Pass comment on classroom practice or any specific incidents that happen. You're not there to inspect the school,
and it's notyourrole tojudge teaching methods, assess the quality of teaching, or comment on the extent of learning

*  Interfere with the day-to-day running of the school. You're not school managers

x  Sit at the back of the classroom with a clipboard. This will be intimidating and make you look like an inspector. Be
friendly, engaging and interactive

x  Raise concerns in the moment. If you have concerns about anything you've seen, note them down and raise them
with the chair of the LGB or headteacher later

Time Off Work

Monitoring visits are an important tool in the LGB toolkit to triangulate the information provided by the
Headteacher. It is important that a monitoring visit provides a positive impact on the school and does not
interfere with the operational day to day running of the school. Monitoring visits are most effective during the
school day and is important not to overload staff workload by requesting visits outside of school hours. LGB
members are legally allowed to request time off work to fulfil their obligations, and whilst this may not always be
possible, it is useful information to have. Time off work for public duties - GOV.UK (www.gov.uk)

Safeguarding

Safeguarding is everybody’s responsibility. If there are
any safeguarding concerns during a monitoring visit you
® MUST IMMEDIATELY inform the DSL.
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A monitoring visit report must be completed after every school visit. The template document can be found on
GovernorHub. The LGB chair can provide support with completing this form.

omdoocesan LGB Monitoring Visit Report

Schools Trust

-1— ODST

LGB Monitoring Policy Guidance

Where possible, monitoring visits will:
* Keep classroom visits brief but sufficient to allow necessary information gathering
* Discuss and agree aims and observations before classroom visits
* Record evidence and consider evaluation of impact
* Aim to arrange a follow up visit to evaluate progress / change where relevant

After the visit:
* Share the findings verbally with the Headteacher
*  This written report should be with the Headteacher within three days of the visit
* This report will be considered at the next LGB meeting to inform the evaluation of impact and discuss
monitoring strategy

Date of visit

LGB Member(s) Names and Area(s) of
Responsibility

Link Teacher

Class / Year Group Visited

Purpose of visit (previously agreed in
c ion with the her)

SDP Link (which priority is this visit
linked to?)

Values Link

Visit reports must not contain any personal
information about the pupils. Please do not put
pupil names into the visit report; refer to children by
using terms such as ‘a pupil from Year 2
commented....... ’

Share the completed report with the Head and the
member of staff visited

Send the visit report to the Clerk; it will need to be
with the Clerk one week prior to the next meeting to
be on the agenda for that meeting
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Safeguarding in Schools

What is Safeguarding?

Safeguarding deals with the measures putin place to ensure that pupils generally are kept safe and that any warning signs
of child abuse are immediately acted upon. Child protection is much more specific and relates to individual pupils who
have been identified as being at significant risk of coming to serious harm. Individual children will not be identified as the
subject of protection plans; but LGBs will be informed of the type of child protection taking place in school as part of the
Headteacher report.

@ safety
report abuseg

raising concerns — _
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Child abuse can take the form of: physical, emotional, sexual and/or sexual exploitation and neglect. Other issues that
may affect a child’s well-being are: social disadvantage, family social isolation, domestic abuse, mental illness within
family, drug and alcohol misuse. Any suspicion of abuse must be referred immediately to the Designated Safeguarding
Lead.
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Single Central Record (SCR)

The single central record is a record of the pre-employment checks undertaken. The single central record must
cover all staff, including teacher trainees on salaried routes, agency and third-party supply staff, even if they work
for one day.

The single central record must indicate whether the following checks have been carried out or certificates
obtained, and the date on which each check was completed or certificate obtained:

an identity check, How to prove and verify someone's identity - GOV.UK (www.gov.uk)

a barred list check

an enhanced DBS check requested/certificate provided

a prohibition from teaching check

further checks on people who have lived or worked outside the UK

a check of professional qualifications, where required

a check to establish the person’s right to work in the United Kingdom

AN NN NN

For agency and third-party supply staff, schools must include whether written confirmation has been received
that the employer providing the supply staff has carried out the relevant checks and obtained the appropriate
certificates, the date this confirmation was received and whether details of any enhanced DBS certificate have
been provided in respect of the member of staff.

The details of an individual should be removed from the single central record once they no longer work at the
school. Schools do not have to keep copies of DBS certificates in order to fulfil the duty of maintaining the single
central record; however, to comply with the requirements of the Data Protection Act 2018, when a school
chooses to retain a copy, there should be a valid reason for doing so and it should not be kept for longer than six
months. When the information is destroyed a school may keep a record of the fact that vetting was carried out,
the result and the recruitment decision taken if they choose to.

A copy of the other documents used to verify the successful candidate’s identity, right to work and required
qualifications should be kept on their personnel file.

Child Protection Online Management System

CPOMS (Child Protection Online Management System) is the ODST
provider of student safeguarding software. It helps schools record

C P O M S incidents of harm and abuse so that they can learn from past mistakes
and prevent future occurrences. It also enables schools to identify trends
and patterns of harm and abuse, allowing them to intervene earlier and
better support vulnerable pupils.
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Monitoring Safeguarding

The LGB member with lead responsibility for safeguarding should carry out at least four monitoring visits to
school during the academic year and complete a written report following each. That report should then be
reviewed by the LGB at their next meeting. The report and any challenge raised should be recorded in the minutes.

This Safeguarding Monitoring Schedule is designed to be used alongside the ODST Safeguarding Monitoring Visit
Report form. The safeguarding monitoring visit report form is available on GovernorHub.

Visits 1-3: Termly Monitoring
At each termly monitoring visit, the LGB member for safeguarding should meet by prior arrangement with the
Designated Safeguarding Lead (DSL) and receive their report, which can be written or verbal, giving updates in
each of the following areas.

1. Single Central Record (SCR) — checking the SCR is an operational task that should normally be left to school
leaders. However, it is the responsibility of the LGB member for safeguarding to ensure that those checks are
being completed and that the SCR complies with statutory requirements. You can use the checklist on the
ODST Safeguarding Monitoring Report form for guidance and you may choose to review the SCR with the DSL
as you work through your questions.

2. Staff training — has there been any training delivered to staff since the last report? Have there been any new
starters and if so, have they received the appropriate level of safeguarding training as part of their induction?
Has this training been recorded?

3. Vulnerable pupils — how many pupils are there on roll with an EHCP? How many Looked After Children
(Children We Care For)? How many pupils on roll are known to Social Services (e.g., CP plan, Child in Need,
TAF)?

4. Attendance-whatis the current rate of attendance? What is the current rate of persistent absence (PA)? Are
there any particular groups or trends to be aware of?

5. Exclusions-how many fixed term exclusions (suspensions) have there been since the last report? How many
permanent exclusions? Do we have any pupils on part-time timetables? Any there any particular trends or
cases (anonymised) to be aware of?

6. Referrals and incidents — how many have there been since the last report?
- Allegations made against staff or volunteers

Child protection referrals / referrals to the MASH

Reported bullying incidents

Reported child-on-child sexual violence and harassment incidents

Reported online safety incidents

Reported racist incidents

Number of extremist concerns

Number of FGM concerns

Number of forced marriage concerns

Number of mental health concerns

Number of CSE (Child Sexual Exploitation) and CCE (Child Criminal Exploitation) concerns
Have these been dealt with and how? Has the correct procedure been followed in accordance with our
policy?
Any information provided about individual cases or incidents will be anonymised and should be treated as
confidential.
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7. Policies—which policies linked to safeguarding have been reviewed since the last meeting and which are due
for review? These policies could include,
- Child Protection and Safeguarding Policy
Managing Allegations against Staff and Volunteers Policy
Safer Recruitment Policy
Behaviour Policy
Staff Code of Conduct
Whistleblowing Policy
Health and Safety Policy

8. What progress has been made on actions agreed at the last meeting? These could be drawn from the School
Development Plan where priorities are linked to safeguarding, from the Annual Safeguarding Report to the
local authority or from safeguarding audits completed (external or internal).

Visit4
In addition to these three visits, a fourth visit should be focused on gathering stakeholder feedback on

safeguarding and could be planned to include a pupil voice panel that focuses on safeguarding questions and
allows you to get a deeper insight into how safe pupils feel in school.

This visit could also be planned to include planning or conducting a staff and/or parent survey with questions
relating specifically to safeguarding.

Safeguarding Monitoring Questions

Are there systems in place for children to confidently report abuse and for their concerns to be
treated seriously?

Are staff and other adults clear about procedures where they're concerned about the safety of a
child, including if children go missing from school?

Do pupils feel protected and safe? How do you know?

Are there effective safeguarding, pupil behaviour and staff behaviour policies that are well
understood by everyone?

Do you have effective procedures in place for identifying possible mental health problems among
pupils, and do all staff know what these procedures are?

Do staff receive training on protecting children?

How do you make sure written records are made in a timely way, kept up to date, stored securely and
shared appropriately?

Are safer recruitment procedures in place?

Is the physical environment safe?

How is child-on-child abuse tackled in school?
How is discrimination tackled in school?

What online safety measures are in place?

Canyou do everything you need to do in your role? What can't you do? What can | do to help you?
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Safeguarding Questions for Stakeholders

Without going into any specific details, have you reported any safeguarding
concerns over the past year?
How were the concerns dealt with?

To ask staff; How did the DSL keep you updated about any concerns you raised?
What safeguarding training have you received? When was the last time you
received training?
Are there any safeguarding areas you're unsure about?

How safe do you feel in school? (in a survey this can be measured on a scale

. . of 1to 5)
To ask pupils via survey How enjoyable do you find being at school?
or as part of pupil voice; What should you do if you feel unsafe?

What should you do if 1 of your friends tells you they feel unsafe?
Do you ever see bullying at school? How is it dealt with?
How confident are you that you know how to keep yourself safe online?

How safe do you think your child is at school?

Is there anything your child has told you about feeling safe?

What does your child learn about at school in terms of keeping themselves

survey; safe?
Where would you go if you have a concern about a child or a member of staff?
Where would you find (for example): the child protection policy? the anti-
bullying policy?

To ask parents via a
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Monitoring SEND

Legal responsibilities

Academy trusts are required to:

. use ‘best endeavours’ (do everything they can) to ensure that pupils with SEND get the support they need
. ensure that relevant policies have been approved and monitor their effectiveness

. ensure the necessary SEND information is published on the school/trust website

. ensure that adequate resources are allocated to provision for pupils with SEND

. ensure a suitably qualified or experienced special educational needs coordinator (SENCO) has been

appointed and is working effectively.

Although the trust board is ultimately responsible, the LGB should know what the trust’s legal duties are in order
to monitor the effectiveness of SEND provision within their school. The LGB can then provide detailed, school-
specific SEND oversight.

The SENCO

The SENCO is the lead member of staff (and a qualified teacher) who is responsible for implementing the
school’s SEND policies.
Their responsibilities include:

o overseeing the day-to-day operation of the school’s SEN policy

L coordinating provision for children with SEN

L liaising with staff and external parties

o ensuring that the school keeps the records of all pupils with SEN up to date

The SEND policy and SEN information report

_ SER——— All schools are required to have a SEND policy and SEN
'|' ODST T s s information report. Both documents are produced centrally
T and reviewed annually by ODST.

_ The school SEND policy and SEN report must be published to

the school website each year.

Special Educational Needs and
Disabilities (SEND) Policy

The templates are available on GovernorHub.

-t- ODST

[Insee t sehool name] GOVERNANCE

Date: June 2023

Next review date: |June 2026

SEN Information Report

[insert school name]

Approved by: Estates & Safeguarding

Date: May 2024

Next review date: | May 2025
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SEND Governance in Practice

&

Department Department

T o All LGB members should read and understand chapter six of the SEND code
Special edugatio_n_al of practlce.

zzzgs;gfai-t?g:jhty +  Theinduction programme for LGB members should include an overview of the
0 to 25 years SEND provision at the school, how this is developing and how inclusion is

Statutory guidance for organisations .

A youra peopia v e tpoch realised.

needs or disabilities

SEND_Code_of Practice_January 2015.pdf (publishing.service.gov.uk)

January 2015

The LGB should know:
- the proportion of pupils that require additional support and how many of these have Education, Health and
Care (EHC) plans
the proportion of pupils that have specific needs relating to communication and interaction; cognition and
learning, social, emotional and health difficulties; sensory and or physical needs
the characteristics of the pupils identified as having SEND (such as age, sex and ethnicity)
the level of funding the school receives to meet the needs of pupils with SEND
how staff are deployed and resources allocated to meet the needs of SEND pupils
how the curriculum is adapted to meet the needs of all pupils, including those with SEND
how staff at all levels are developed and supported to meet the needs of pupils with SEND
strengths and areas for development highlighted through inspection and self-evaluation
how the attainment and progress of pupils with SEND is assessed

The LGB should seek assurance that:
roles and responsibilities for SEND provision are clear; as a result, all staff understand what they are
responsible and accountable for
staff are deployed effectively, according to their skills, knowledge and experience
gaps are identified in SEND knowledge, skills and understanding and appropriate professional development
opportunities are put in place to address these
relevant CPD is undertaken by staff and, where appropriate, disseminated across the school
staffing and leadership structures actively support the strategic priorities associated with SEND
the SENCO works collaboratively alongside the headteacher, senior leaders, trust SENCO and central team,
parents and carers, and external agencies, including using pupil voice to develop a whole school response
to SEND

Look for evidence that:

- aninclusive culture is embedded and pupils with additional needs are fully supported
all pupils can access the curriculum and are involved in all aspects of school life (for example school trips
and extra-curricular activities)
funding and resources are allocated to meet the needs of pupils with SEND

Review data on the following to identify any trends that suggest pupils with additional needs are disproportionally
represented:
behaviour incidents
attendance rates
number of suspensions and exclusions
pupil movement — seek assurances that pupils are not ‘off-rolled’ (forcing a pupil to leave the school outside
of the formal exclusions process)
Data analysis should specifically highlight the outcomes of pupils with SEND as a cohort, across key phases and
other defined characteristics such as gender, socio-economic disadvantage, and looked after children.
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LGB Member with Responsibility for SEND

The LGB member with responsibility for SEND should have a good understanding of the legal duties of schools
in relation to pupils with SEND. They also need to learn how SEND provision works in their own setting.

They shoul

ODST reco

N C o P?SEILEHEE
Sp

ectrum
Autism

Primary ESEND

Children
Support

d;

meet regularly with the SENCO and develop an effective working relationship that allows for
appropriate support and challenge

conduct monitoring visits to learn about the school’s context and the needs of pupils with SEND
seek assurance that staff receive effective and up-to-date SEND training

champion an inclusive culture, reminding LGB members to consider the impact of their decisions on
pupils with SEND (particularly during any budget discussions)

seek assurance that the school is complying with their statutory SEND duties

ensure that the school engages with all key stakeholders in relation to SEND (pupils, families, staff,
and local partners)

check that the school makes good use of financial resources (including the notional budget) to
support pupils with SEND

report on their findings to the trust board (most likely via the SEND link trustee)

engage with other SEND LGB members within the trust to compare practice

mmend;

termly meetings/school visits take place between the SEND LGB member and the SENCO

the SENCO has protected time to undertake the role, has received appropriate training and is well
supported

the SEND LGB member collaborates with the SENCO to produce an annual report to the LGB and
trust board on progress against priorities

the SENCO attends LGB meetings at least once a year to report back to the full board and receive
appropriate challenge and scrutiny

(If they are not a member of the leadership team), the SENCO is given opportunities to engage in
leadership planning and decisions that impact pupils with SEND

there is a succession plan for the SENCO (such as the appointment of deputy or assistant SENCOs)
the SENCO is given the opportunity to meet with other SENCOs within the trust so that experiences
and best practice can be shared
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Inspections

Inspection provides assurance to the public and to government that minimum standards of education, skills and
childcare are being met; that — where relevant — public money is being spent well; and that arrangements for

safeguarding are effective.

LGB members provide a key role in inspections; and will be expected to participate in the inspection process for
their schools. There are two types of inspections; OFSTED inspections which apply to all ODST schools, and

SIAM’s inspections which apply to the Church schools within the Trust.

The Frameworks of both of these can be found here:

.Y

Ofsted

raising standards
improving lives

Education inspection framework (EIF) - GOV.UK (www.gov.uk)
Schoolinspection handbook - GOV.UK (www.gov.uk)

THE CHURCH
OF ENGLAND
/ oucation oFfice

siams-framework-september-2023.pdf
(churchofengland.org)

The Statutory Inspection of Anglican

and Methodist Schools

OFSTED Inspections

Types and timing of inspections
One or two inspectors (depending on school size) visit the school to conduct an inspection.

Graded inspections

Formerly known as Section 5 inspections
Normally last two days
Result in a judgement on the overall
effectiveness of provision, graded as
Outstanding
Good
Requires improvement

Inadequate

Monitoring inspections

Focus on how the school is progressing
towards becoming ‘good’

Schools graded ‘inadequate’ normally receive
a monitoring inspection, as well as schools
that receive a second consecutive judgement
of ‘requires improvement’

Ungraded inspections

Formerly known as Section 8 inspections
One to two days (depending on school size)
Focus on determining whether the school
remains the same grade

Do notresult in a graded judgement

May be deemed a graded inspection if overall
effectiveness or safeguarding provision has
declined

Urgent inspections

Formerly known as a no formal designation
inspection

Carried out at any time where there are
serious concerns (about safeguarding or
leadership, for example)
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Demonstrating Effective Governance to Ofsted

Governance is inspected under leadership and management. The Ofsted inspection handbook states that this
area of judgementis about:

“.. how leaders, managers and those responsible for governance ensure that the
education that the school provides has a positive impact on all its pupils.”

Inspectors will look for evidence of the impact of the LGB. Keeping the strategy document, school improvement
plan and relevant policies under review will help to ensure that the board is ready to talk to inspectors about:
their strengths and areas for development

the progress being made towards strategic priorities

areas where expected progress is not being made

the plans in place to address this

YV VY

Gathering Evidence

Inspectors will gather evidence from a range of sources, including:

national performance data — exploring trends and areas for improvement

Parent View responses — looking for themes such as bullying, behaviour or homework

the school website — checking statutory information and how the school engages with stakeholders
previous inspection information — looking to see that necessary actioned has been taken

exclusion records, behaviour records and attendance analysis

documented evidence on the work and priorities of those responsible for governance

VVVVVYYVY

Some evidence will be looked at before the inspector visits the school. Your governance professional (clerk) is
responsible for ensuring that governance documentation is filed correctly and readily accessible for inspectors.

Inspectors will not use internal data as evidence; however, they will be interested in the conclusions drawn and
actions taken from internal assessment information.

To support their evidence collection, inspectors will also:
» observe pupils outside of lessons (such as at break times)
» meet with the LGB
» meet with leaders to discuss the school’s self-evaluation and other aspects of management

Examples of Questions Inspectors May Ask

What is the governing board’s vision for the school?

What is the strategy for achieving the vision — who determines this?

What are the school’s development priorities?

How does the board ensure that progress is made on these priorities?

How do you hold your headteacher to account?

How do you know safeguarding is robust? What staff and governing board training takes
place?

What sources of information do you use to find out the views of parents, staff and pupils?
How is pupil premium funding being used and what impact is it having?

How do you ensure that pupils gain the essential knowledge needed to be educated citizens?
How do you monitor attendance and absence rates?
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SIAMS Inspections

All Church of England dioceses and the Methodist Church use the Church of England Education Office's
framework for the Statutory Inspection of Anglican and Methodist Schools (SIAMS) under Section 48 of the
Education Act 2005. The SIAMS Evaluation Schedule sets out the expectations for the conduct of the
Statutory Inspection of Anglican, Methodist and ecumenical Schools under Section 48 of the Education Act
2005.

SIAMS inspection focuses on the impact of the Church school's Christian vision on pupils and adults. This
involves looking at the school’s Christian vision, the provision the school makes because of this vision and
how effective this provision is in enabling all pupils to flourish.

Church schools will employ a variety of strategies and styles appropriate to, and reflective of, their particular
context in order to be distinctively and effectively Christian in their character and ethos. SIAMS inspectors
therefore do not look for a set template of what a Church school should be like, but rather take the particular
context of the school into account and base their evaluation on the outcomes rather than the process.

- The Evaluation Schedule has one inspection question: “How
effective is the school’s distinctive Christian vision, established and
promoted by leadership at all levels, in enabling pupils and adults to
flourish?”

The Statutory Inspection of Anglican

and Methodist Schools

SlAM S This is explored through seven strands:
1 Vision and Leadership
2 Wisdom, Knowledge, and Skills
Fra mework 3 Character Development: Hope, Aspiration, and Courageous
Advocacy
Community and Living Well Together
Dignity and Respect
Impact of Collective Worship
Effectiveness of Religious Education.

September 2023

N o o b

One overall grade is awarded reflecting the contribution of these strands to the flourishing of pupils and
adults in a Church school. In addition, a standalone grade is awarded in all schools for collective worship
and in former VA schools for religious education (RE). This grade is based on teaching and learning alone.
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Human Resources

The ODST HR team works in close collaboration with school leaders and business managers, proving central
services and supporting them in building a workplace which is attractive and supportive for professionals.

Developing a Skilled and Supported Workforce

Headteachers oversee recruitment, training and support of school staff. The ODST HR team supports leaders to
take a proactive approach in the management of teams and withing legally compliant policies and procedures.

Recruitment: safer recruitment compliance, model job descriptions, job evaluation and supporting the
advertising of roles (internally and externally); advice and procedural guidance around selection activities; and
co-ordination of the process for appointing those on leadership pay scales.

Employee Relations: Eg appraisal, disciplinary, probation, performance management and capability, maternity
and best practice staffing structures.

Change Management: Partnering schools through projects such as restructures and TUPE’s, and support in
reviewing school structures including benchmarking data.

Employee Welfare: For employees, managers, LGB members.

Staff Development: Working with the Sl Team on the delivery of training workshops at Trust level, or more tailored
local support where needed.

Headteacher Appraisal

The Trust performance review cycle for 2024/25 will roll out the ‘Growing Great People’ (GGP) approach to
supporting and developing staff and leaders at all levels and at all career stages. This has been trialled in 12
schools over 2023/24 and the roll out to all schools will be staged from September 2024. Beginning in the
autumn, teachers and support staff will begin the GGP process and then from January 2025, Headteachers will
be included.

=

The ODST Appraisal Policy will be updated to reflect the changes in approach and to ensure roles and
responsibilities are clear, including those of ODST central team and LGB members. ODST Governance will signal
when the new policy is available for adoption by all schools.

A
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Finance Support

ODST has a highly effetive central finance team working alongside schools, towards our common aim of
achieving excellent financial mangemnt and accountability in support of outstanding teaching and learning.

Supporting Excellent Financial Management

There is considerable delegated authority in terms of the schools’ finances and as a trust we are mutually
accountable, schools and central finance team, to maintain the financial stavility of the trust as a whole.

ODST schools are expected to submit a balanced financial budget for the year ahead, unless (and only in
excpetional circumstances) there is advance authoirsation sought (and given) by the Finance Committeee for a
deficit budget. Shcools are expected to adhere to the aporoved budget and proactively seek suppport from the
central finance team if an adversie varianc occurs or is forseen.

We support our school finance staff day-to-day in the following ways:

On-site visits from expeerienced and hightly qualified central finance staff
Telephone and email enquiry services
Regular meetings and training events at which information and best practice solutions are shared and

problems aired.
ODST “in house” bursar service is available to our schools who may be looking to move away from an
external busar or wanting to re-organise their office structure

Financial Procedures Manual

ODST Finance produce a Financial Procedures Manual which all schools are mandated to comply with. This
manual contains details of roles and responsibilities, as well as finance policies. The manual is available on
GovernorHub.

Resources Committee

All ODST LGBs are required to establish a Resources committee which has specific delegated powers and
functions as outlined in the Resources Committee Terms of Reference. This document is attached in the
appendices.

The Terms of Reference and membership is reviewed annually at the beginning of each academic yeatr, in
consultation with and having regard to the views of the Trustees.

-
o5 Q05T

GOVERNANCE

ODST Resources Committoe Terms of Reference

cordanice with the ODST Schermo of Delogstion for et nerms of schosl / acheols> ) doscribod in
Those d.
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School Budget

The ODST finance team support the school and LGB with the budget process. The dates for budget notification
and submission are outline on the ODST Financial Planning Calendar; available on GovernorHub.

ODST Finance Calendar 2023-24

SEPTEMEER 2023 NOVEMSER 2023 DECEMEER 2023

e st pack et v T e

3. Review
budget

2. Monitor
expenditure
against budget

Who should be part of the process?

Headteachers/ SLT

School Business Manager

ODST Finance Team input if needed (eg deficit budget)
Resources Committee

Full LGB for final recommendation

VYVVVY

Funding
Educational and Skills Funding Agency (ESFA)

General Annual Grant (GAG) based on the October census (also called lagged funding) includes pupil premium,
PE and sports grant, Universal Free School Meals (UIFSM), Teachers Pay Additional Grant (TPAG), other grants.

Pupil Premium

The pupil premium is additional funding given to maintained schools and academies to help raise the attainment
of disadvantaged pupils. It's also used to support pupils with parents in the regular armed forces, which is known
as the service pupil premium.

The grant may be spent:
» For the educational benefit of pupils registered at your school or at other maintained schools or
academies
» On community services that benefit pupils at your school

It’s up to senior leaders to decide how to spend the pupil premium, as long as it’s spent within the requirements
of the conditions of grant and in line with the Department for Education’s menu of approaches.

The LGB is responsible for making sure the pupil premium funding is spent on improving the attainment of eligible
pupils. This doesn’t mean the money can only be spent on things which solely benefit eligible pupils, as some
uses may benefit all pupils.
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The LGB should monitor:
How the pupil premium is spent — make sure spending decisions are in line with the menu of approaches
and informed by research evidence
The impact of the spending on targeted groups — all schools are required to publish this information
The attainment and progress of eligible pupils compared with others

Schools don't have to publish information about the service pupil premium, but the LGB should still monitor
whether this funding is being used effectively to support the emotional and social wellbeing of the pupils who
receive it. Ofsted inspectors will look at how well the LGB hold school leaders to account for using the pupil
premium effectively.

SEND Funding

This is top up funding based on pupils requiring over 15 hours additional support.

Self Generated Income

This can come from numerous sources including before and after school clubs, lettings, pupil paid meals and
donations.

Expenditure
Staffing

80% of school expenditure is on staffing costs. Teachers are paid according to national pay scales and support
staff on local PayScale agreements. School budget plans assume annual inflation and salary increments. Other
staffing costs include absence insurance, training, supply cover and overtime

Other Costs

Some of the other costs which must be considered in the budget are;
- Premises and utilities — building maintenance and services, energy, water, rates, occupational costs
ODST Top Slice — 5% of GAG funding
Insurance — Risk Protection Arrangement (RPA) cover
Curriculum —resources and trips
ICT - hardware and support
Administration — photocopying, phones
Bought in services - curriculum support
Catering

Reserves

ODST is expecting schools to hold 1-3 months expenditure in reserve. These are held locally by individual schools
and are not pooled.

Capital

Schools receive Devolved Formula Capital (DFC) allocation which is currently £4,000 plus £11.25 per pupil.
ODST holds the DFC funding centrally and pays invoices for projects over £1,000. ODST also receives School
Condition Allocations (SCA) funding for large building projects. Thisis managed by ODBE and these large projects
are prioritised based on the schools condition surveys.
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Monitoring School Finances

Budget monitoring is an ongoing process by which the school ensures that the development/improvement plan
is achieved, in terms of its expenditure and income objectives. Every LGB member needs to have sufficient
financial knowledge to hold executive leaders to account.

Not all LGB members need all skills. Collectively, the LGB and Resources Committee should have these
necessary skills among them.

All LGB Members should know;
* How the schoolis funded
The budget and the school's finance cycle
Financial management
What monitoring checks are happening (i.e. how the Resources Committee make sure this information
is accurate)
What a good budget looks like (i.e. a budget without a deficit)
How the school's improvement priorities impact the budget
The importance of setting and agreeing a budget that will maintain the school's viability
How to ask the right questions to determine if enough is being done to drive financial efficiency
How financial information is gathered, to ensure confidence in its accuracy
A basic understanding of financial data, to be able to ask informed questions
The financial policies and procedures
How the school decides where to spend its money and how that spending impacts pupil outcomes
How funding is received for specific grants, how these are spent and how spending has an impact on
pupil outcomes - such as:
o Pupil premium
o Recovery premium
o Primary PE and sport premium
o Teachers' pay grant
o Funding for pupils with SEN
At least 1 person on the LGB or resources committee needs to:
Have an appropriate level of financial knowledge and expertise for the size of your school
Be able to provide guidance and advice to the LGB on financial matters
Understand the school's current financial health and how it compares with similar schools locally and
nationally

Financial Benchmarking

The schools financial benchmarking website enables schools to compare data on a number of spend and
workforce categories. This could be used to question whether resources could be used more efficiently by
comparing your school's spending in detail with other schools.

Schools Financial Benchmarking - GOV.UK (schools-financial-benchmarking.service.gov.uk)

ODST Governance Handbook 2024 Page |68



ODsT
Sehoas rost FINANCE & OPERATIONS

GOVERNANCE

Reporting to the LGB

The DfE and the Education and Skills Funding Agency (ESFA) recommend that LGBs receive monitoring reports
at least 6 times per year.

The monitoring report should be:
Generated from existing financial records e.g. from the school's existing management information
system (MIS)
Easy to understand

It should include:
* Numeric information
The profiled budget
Spend to date
End-of-year projections
A brief narrative of any variations — why there's a difference between what was agreed and what's been
spent, with recommendations for any corrective measures

The LGB should be able to discuss the report and constructively challenge the headteacher on any areas of
concern, such as:

What caused any variances and how they can be avoided in the future

Whether the school is achieving value for money

Whether they're taking appropriate action so net spend continues to be affordable

Questions to Consider

Is spending in line with the school's strategic priorities?

Is there a clear budget forecast that identifies spending opportunities and sets out how to mitigate
risks?

Does the school have sufficient reserves to cover any major changes or risks identified in the budget
forecast?

Is the school making the best use of its budget (e.g. by integrating its curriculum and financial
planning and making good use of data to inform decision making)?

Is money being spent in line with school priorities or just making minor adjustments to last year’s
budget to make sure there's a surplus?

Are the school's money and facilities being used efficiently?
Is there are way to achieve better value for money?

Is the school getting the best deal possible when buying goods and services?

Is the school taking advantage of opportunities to collaborate with other schools to save money by
pooling funds where permitted, purchasing services jointly and sharing staff, functions, facilities
and technology across sites?
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Operations Support

Operations support covers a wide range of areas to ensure the safe, effective and legally compliant running of
schools.

The ODST operations manual has further detailed guidance; this can be found on GovernorHub.

Annal audit of health and safety

Smartlog software system to log health and safety and accident reporting, and
training and policy guidance

c"}a + Advice regarding specific issues including accident reporting, risk assessment
(including Fire Risk Assessment), water management and asbestos

Health and Safety

Compliance Checks . ) . . o
Guidance on operational policies, and on request compliance audit visits

(covering areas such as site security and risk assessments) to schools using a
checklist to quality review operations

S

Crisis Management
24/7 emergency support in the event of a crisis
Assistance with Business Continuity arrangements

2

Risk Protection - All ODST schools are enrolled in the RPA. This provides the equivalent of
N insurance cover for academies, pupils and staff, and is provided by industry
professional on behalf of the DfE. The cost of providing this is £20 per pupil per
annum which the ESFA deducts directly from your general annual grant.

3

Procurement

Support schools with procurement issues and to obtain best value for money

&

Legal Support and

Advice
Access to an expert legal team covering the full width of possible issues, and

w qp V advice and support via the central team

ODST Governance Handbook 2024 Page |70



o Q20T

aiilipe FINANCE & OPERATIONS
GOVERNANCE
Access to the ODBE building team, including qualified building surveyor. On
joining the Trust, a premises condition survey is produced, and assistance is
Premises and Site provided to the school in the development of a 5-year maintenance strategy

Development * Access to eh School condition Allocation funding from government. The ODBE

A team, with headteachers, will produce an annual plan of works across schools

ﬁ - Advice to schools on building projects (both small and large) — such as
contractor selection, through to full project management of new schools

Liaison with local authorities regarding expansion and changes to school
premises in response to local changes (eg new housing development)

Data Protection

ODST acts as data protection officer (DPO) for schools
B - Training, policy guidance, subject access request, information requests, legal
a support, annual checklist

Health and Safety

ODST as the employer has legal responsibility for health and safety. ODST delegates operational matters to
school staff. The trust board is responsible for making sure that the estate is safe and well-maintained.

Operational responsibility

This is delegated to school staff and includes;

Taking reasonable steps to make sure staff and pupils aren't exposed to risks to their health and safety
Assessing the risks to staff and others affected by school activities

Where applicable, keeping a record of significant findings

Introducing measures to manage risks

Telling employees about the risks and measures to be taken to manage the risks

Making sure adequate training is given to employees on health and safety measures

Setting out arrangements in a written health and safety policy

Oversight responsibility

The LGB must be certain that the school is meeting its legal responsibilities. This means:

Checking that the health and safety policy complies with legislation and meets best practice

Having regular discussions at governance meetings about compliance with the policy

Establishing a key performance indicator (KPI) for health and safety to help keep it a high priority
Promoting a sensible approach to health and safety

Working closely with senior staff to support health and safety, and providing challenge as appropriate
Making sure staff are getting the training they need

Monitoring how staff assess and follow up on any identified health and safety issues

Checking that accidents and 'near misses' are being recorded and looking for patterns that might cause
concern

LGBs monitor health and safety practices in their schools, comparing these against MAT-wide guidelines and
then reporting back to the board.
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Health & Safety Monitoring

The following checklist can be used to monitor and identify areas for improvement with regards to health and
safety policy and practice. The list is not exhaustive and may require amendment to reflect the school’s needs
and priorities.

Monitoring Area /¥ | Comments

Policy and planning

Does the school have an appropriate health and safety policy in place
that is reviewed annually?

Is there a plan detailing what the school would do and their response
in the event of an emergency? (Refer to DfE emergency planning
guidance)

Health and safety practice

Has the school appointed, or arranged support from, a competent
person(s) with the necessary skills, knowledge and experience to give
sensible guidance about managing health and safety risks?

Is a system in place to assess risks and implement proportionate
control measures?

If the school maintains a risk register, are significant health and safety
risks recorded along with control measures?

Is there provision in the budget for health and safety training and any
services required?

Do staff receive information and training about health and safety?
(Such as assessing risk, dealing with emergencies and reporting
accidents.)

Is there routine reporting of health and safety matters to the board
that includes accidents, incidents, identified trends and actions
taken?

Is staff health and safety training reported to the LGB?

Are the findings of external health and safety audits reported to the
LGB and acted upon?

Smartlog

— Smartlog is a cloud-based fire and health & safety compliance management software used

9

by all ODST schools. This records Risk Assessments and staff eLearning, Smartlog
incorporates multiple health & safety software modules into one central hub to provide a
complete compliance management system.
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