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We are Landmarks, a Specialist College
for young people with Special Educational
Needs and Disabilities (SEND).

Our vision is to be recognised nationally
for tfransforming the lives of
our learners.

It's also our mission to deliver high-quality

education and support that maximises life
opportunities for our learners.
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It is a statutory responsibility of the Principal | Chief Executive to ensure that the Board of O Stec'

Governors is apprised of its role, obligations and statutory responsibilities. Good
Provider

The purpose of this handbook is fo enable Governors to know what is expected of them.



About Landmarks

Specidlist College

Landmarks Specialist College aims to provide training, care and education to all persons
and in particular to those with learning, physical and other disabilities, the aged and
disadvantaged in a caring and sheltered environment for the purposes of:

* Enhancing and improving those persons levels and ranges of skills
* Promoting those persons self-esteem, confidence and sense of well-being

* Allowing those persons access to the labour market place

Landmarks Specialist College is registered as a charitable company limited by guarantee
and constituted under a Memorandum of Association dated 29 March 1995 as amended
06 May 2014, 16 September 2016, 24 April 2021 and 19 June 2023, registered charity
number 1047557

Welcome From the
Chalr of Governors

| hope you find this Handbook useful, it is important as members of the Governor board
that we all know what is expected of us, where we can seek support and what difference
we can make to the progress and improvement of this wonderful College.

| am available to take any queries you may have, please contact me on any specific
issues you have or via the clerk.

Plshho

Paul Battiste
Chair of Governors
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Welcome From the Principal

Chiel Execulive Ofificer

This Governors handbook is intended to support all governors in their role. It is also a
useful resource for clerks and Principals to ensure a common understanding of the role of
governors.

We have developed an induction and training package for all governors to ensure that
they are fully equipped to deal with the requirements of the role.

Training courses on offer are detailed on the governor portal. This is a platform where the
College shares guidance and other resources to assist governors in their role.

To effectively fulfil the role of governors, you should be aware of the documents that are
available to support you, all of which are available on the governor portal:

e This Governor Handbook

¢ Memorandum and Articles of Association — this outlines the role and remit of the
governing body

o Sub-committee terms of reference — these outline the role and remit of individual
committees

* Scheme of Delegation - this outlines where decisions are made and at which
committee

e Governor Visits Form — this is guidance on how to conduct a governor visit to the
College

e Glossary — a guide to the terms you may come across in your governor meetings
e Governor role description
e Governor code of conduct.

| hope you find this handbook informative; however, should you have any further
questions please do contact me.

Lma me,dl

Larry Brocklesby
Principal | CEO
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Governor

Incdueiion

All governors joining the board will undergo a period of induction, the content
and progress of which will be overseen by the clerk and aims to give you a sound
understanding of the College and its business.

Before appointment potential governors are sent:
* Letter of engagement

* Declaration of interests

e Role Description

* Code of Conduct

* Governor Handbook

* Prospectus

e Self-Assessment Report

e Ofsted Report

Once the declaration of interests has been received and appointment confirmed the new
governor will take part in:

* Tours of the College and its sites

* Meeting with the Principal to talk over the College structure and strategy

Additional training will be delivered in line with the details below.
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Governor

Iraining)

Landmarks Specialist College strongly encourage all governors to undertake the training
made available to them. It is recommended that all governors, however experienced,
use the training opportunities available to them to improve their effectiveness and to keep
abreast of changes that impact their role. The Principal and Chair will support and guide
all our board to strive for outstanding in their strategic leadership of the College.

We have developed a package of support for governors to ensure that they are fully
equipped to deal with the requisites of their role. This includes the latest in any legislation
changes. The Principal and Chair will work closely with all governors to ensure that they
are confident and effective in their roles, we achieve this by providing the following
package of support.

All governors and clerks have unlimited access to training programs including:
* EduCare online training

* Inspiring Governance Programme — Education and Training Foundation

* Face to face and virtual briefings throughout the academic year

* Support during exclusions, appeals and disciplinary hearings

e Bespoke training and development packages sourced and facilitated (additional
costs may apply).

The clerk will register all new governors to access free training from EduCare and
Education and Training Foundation.

Mandatory
Iraining

Within the first year, all new governors should have completed the following mandatory
course:

* Roles & Responsibilities of Governors

e Understanding your role and the role of the board

* Safeguarding

» Ofsted criteria for judging effectiveness of Governance

* Funding and Budgets
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Mandatory Reading during your induction, the clerk should provide you with the
mandatory reading outlined below. It is also available on Governor Portal in the Training
and Development section:

Keeping Children Safe in Education (2021)
Working together to Safeguard Children (2022)
Safeguarding and Prevent Policy

Landmarks Whistleblowing Policy

Governor Handbook

Landmarks Curriculum Strategy

Landmarks Strategic Plan

Landmarks Self-Assessment Report

Landmarks Ofsted Report.
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Requirements of Being

@ Landmarks Governor

As a governor you will have already completed an application form and completed or
arranged your induction with the clerk. In addition to this, you will be expected to attend
all meetings (or give apologies where you are unable to attend) and take part in governor
visits to the College. Each academic year you are required to complete the College
governor annual forms.

These forms include the governor code of conduct, your contact details, declaration of
interests (including any familial relations within the College and in companies outside the
College) and a declaration of your DBS check status (as required by the DfE). This is a way
for the College to capture any changes of circumstances. Some of the sections on this
form contain information that is required by statute and therefore it is important for these
forms to be completed promptly. It is also your responsibility to inform the clerk if your
circumstances or details change throughout the year.

These forms are available on the governor portal, or directly from the clerk. In addition
to this you will receive an invitation to complete a skills audit in the autumn term of each
year.

If you are a governor or governor in any other education establishment then you are
required to declare this, this information will be published on the College website for all
governors that this relates to as per DfE requirements. If you are already a governor and
are thinking of governing in another education establishment then you must discuss this
with the current Chair of Governors to establish any potential conflict of interest and to
ensure that you are able to effectively fulfil the responsibilities of both roles.

Whistleblowing:

Landmarks Specialist College insist on having an open and honest culture and are
committed to the highest possible standards of probity and accountability. In line with
that commitment, we encourage anyone with serious concerns about any aspects of the
organisation’s work to come forward and voice those concerns.

Confidentiality will be maintained as far as is possible. It is guaranteed at the point
of making a protected disclosure, privacy will be maintained during investigations
and hearings, other than when there is a need for disclosure of identity due to cross
examination of the staff member as a witness in any subsequent procedure.

Landmarks Specialist College whistleblowing policy can be found on the College website,
governor portal or can be provided by the clerk.
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Role of the

Governor Boara

(Core Functions)

The role of the governor board is to focus on strategic responsibilities, College
improvement and the outcomes for its learners.

The Department for Education (DfE) states that governors should focus on their core
strategic functions. These are:.

Holding the
Principal to
Ensure clarity of account for the
vision, values and educational
strategic direction

performance of
the College and
its learners and
the performance
management of
staff

Overseeing
the financial
performance of
the College and
making sure its
money is spent well
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Governors are legally responsible for ensuring that the statutory requirements of charity
and College governance are undertaken. Governors delegate a number of these
responsibilities to sub-committees via the Scheme of Delegation.

The Full Board should spend their time concentrating on the College’s strategic plan. This
includes development priorities, and the progress learners are making rather than the
day-to-day running of the College.

The full board and sub-committees are responsible for the conduct of the College and
promotion of high standards of educational achievement. It should aim to achieve this by:

* Providing a long-term strategy, establishing a vision and setting the ethos and aims of
the College

* Participating in the appointment of the Principal

* Holding the principal and senior leadership team to account for the educational
performance of the College

* Contributing to the performance management of the principal — led by the Chair of
Governors

e Contributing to the College strategic ambitions and development plan
* Monitoring and evaluating the work of the College by reviewing the:
o principal's performance
o effectiveness of the policy framework
O progress towards targets
o effectiveness of the College improvement and development plan
* Contributing to the development and review of the College self-assessment plan

* Responding to Ofsted and external reports as necessary, ensuring that College and
charity improvement remain its focus

* Ensuring that learners, parents and the community are involved, consulted, and
informed as appropriate

* Demonstrating a commitment to the governor board’s development.
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Committee

Sirueiure

Landmarks Specialist College is governed by a governor board, who hold the senior
leadership team to account and provide rigour and steer to strategic decisions.

Supporting the work of the board is the Scheme of Delegation, which the Board approve
on an annual basis and confer responsibility for some decisions to governor-led sub-
committees. These sub-committees focus on progress towards improvement planning

The team of Directors report to the Principal in the Senior Leadership Meeting. The
structure below illustrates how meetings are organised throughout the College.

Committee:
Board
of
Governors

Sub-Committee
Meeting:
Finance, Audit
& Resources

Sub-Committee
Meeting:
Health, Safety
& Premises

Meeting:
Staff Health
& Wellbeing

Sub-Committee

Sub-Committee
Meeting:
Education
& Standards

Senior Leadership Meeting

Department
Meeting:
Human
Resources
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Scheme of

Delegjanion

The Scheme of Delegation is a document which outlines how Governors have resolved
to delegate responsibilities down through the various sub-committees within the College.
Any decision to delegate a task/responsibility is made by the full Board.

Although decisions may be delegated, the governor board remains responsible for any
decision made under the delegation and the board will be informed about all decisions
via an oral update from each sub-committee chair.

Board committees can be given delegated authority to make decisions, monitor,
evaluate and review plans, policies and targets.

The Board has established the following sub-committees with delegated powers:
* Finance, Audit and Resources

* Health, Safety and Estates

* Safeguarding, Prevent and Equalities

* Education and Standards

» Staff Health and Wellbeing.

Each of these sub-committees have Terms of Reference that are agreed by the board
and carry out decisions on its behalf.

The clerk is responsible for the internal organisation, management and organisation of
sub-committees.

As part of its responsibilities, the governor board will ensure that the Scheme of Delegation
is reviewed annually, and whenever there are changes to the structure and/or articles of
Landmarks Specialist College.

The Scheme of Delegation is reflective of the ‘business as usual’ for the College. The
Governor Board may reserve the right to vary the delegation of powers in exceptional
circumstances (such as suspension of an officer employed by the College) or where a
College requires intervention, in line with the College policy.
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The characteristics of a

Sireng Governor Boara

The three best-value principles of a governor board are for them to CHALLENGE why, how
and by whom an activity is carried out; COMPARE performance internally and externally
and CONSULT stakeholders as a means of ensuring an efficient and effective board.

Ofsted have found the following factors consistent in strong governing bodies:
* They understand their strategic role and how it complements that of the principal

* They have arange of skills that brings something extra to the College and to develop a
strategic vision

* Technical knowledge of education, data and statutory responsibilities

* They actively seek to engage with middle and senior leaders about their work - and
challenge them on it

* They have the skills and time to be a visible presence in the College
* They set challenging targets for performance at all levels

» They can form their own analysis of the College’s performance without relying on the
principal.
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Role of

The Governor

Purpose of Role:

Becoming a governor can be an exciting and fulfilling role. The role of a governor is to
ensure that Landmarks Specialist College fulfils its duty to its beneficiaries and delivers
on ifs vision, mission and values.

The board of governors are both jointly and individually responsible for the overall
governance and strategic direction of Landmarks Specialist College, its financial
health, the probity of its activities and developing the organisation’s aims, objectives
and goals in accordance with the governing document, legal and regulatory
guidelines.

The statutory duties of all governors include ensuring that:

The charity is carrying out the purposes for which it is set up

It complies with the governing document and the law

The board acts in the charity’s best interests

Governors manage the charity’s resources responsibly

Governors act with reasonable care and skill

The charity complies with statutory accounting and reporting requirements

Jointly with other governors, hold the charity “in trust” for current and future
beneficiaries.

Playing an active role in the high-level strategic planning process of the College by
contributing to:

Development of the mission, vision and educational character
Development of strategic priorities

Setting of measurable targets to support the development and budget
Monitoring of achievement against objectives

Development of plans to address weaknesses

Comply with the Articles of Association, Staff Code of Conduct and any other related
governance policies and procedures

Attend governor training and induction events as required

Get to know the College through discussions with the leadership team, Chair of
Governors, fellow governors and staff, reading relevant papers, visiting the College
and participating in events.
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Help new governors understand the duties of their new role:

* Actin the best interests of the College at all fimes
e Duty to act within powers — obey the Trust constitution and decisions taken under it
* Duty to promote the success of the College — act in the College’s best interests

» Duty to exercise reasonable care, skill and diligence - be diligent and well informed
about the College’s affairs

* Duty to avoid conflicts of interest — avoid situations where your interests conflict with
those of the College. When in doubt disclose potential conflicts quickly

» Safeguard and promote the values of the College

* Challenge and monitor the performance of the College and keep the focus on
improvement.

The above list of duties is indicative only and not exhaustive. The governor will be
expected to perform all such additional duties as are reasonably commensurate with the
role.

Time Commitment:

Governors are required to attend up to 4 full board meetings per academic year and up
to 4 sub-committees as required. All governors have access to all College meetings, and
should they wish to attend, notice to the Chair is required via the Clerk to the Board seven
days prior to the meeting taking place so that meeting packs and information can be
sent to the individual.

Should governor attendance fall below 66% in successive meetings, they will be
requested to review their ongoing ability to commit to the position and the Chair of
Governors with a seconded vote, may ask a Governor to relinquish their position.
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Strategic. Not operational:

The distinction between strategic and operational can be confusing for many governors
and boards. What drives many governors is their desire to help and be supportive.

Governors usually have a strong can-do attitude, but that may lead into areas of
responsibility that are not within governor roles. All decisions and actions of the governor
board should link back to the core functions. If they can’t be linked to these then they
are not a strategic function and are probably operational. The board may intervene in
operational matters if a circumstance arises where because of action or inaction the
College may be in breach of a duty.

Strategic

Operational

inspire | develop | achieve
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Governors With

Responsioiliies

Chair of Governors:

The Chair of Governors, with support from the Vice Chair, is responsible for ensuring
the effective functioning of the board and has a vital role in setting the highest of
expectations for professional standards of governance.

It is the Chair’s role to give the board clear leadership and direction, keeping it
focused on its core functions.

Chairs should encourage the board to work together as an effective team, building
their skills, knowledge and experience.

They need to ensure that everyone is actively contributing relevant skills and
experience, participating constructively in meetings, and actively involved in the work
of any committees.

It is their role to make sure everyone understands what is expected of them and
receives appropriate induction, training and development,

It is for the chair fo have honest conversations, as necessary, if anyone appears not to
be committed or is ineffective in their role.

The chair must not exercise as an individual any of the functions of the board except
where this has been sanctioned by the board. However, the chair is permitted to act
in cases of urgency where a delay in exercising the function would be likely to be
seriously defrimental to the interests of the College, a learner, parent or member of
staff.

All chairs of governors are appointed at the Annual General Meeting. For more
information about the role of the Chair, please read the Memorandum and Articles of
Association.

Chair:

The appointment of Chair and Vice Chair to the Board of Governors is agreed at the
Annual General Meeting and is reviewed every year.

Each sub-committee will nominate a Chair and Vice Chair.

The role of a Chair for both the board and sub-committees can be challenging at
times but is an interesting and fulfilling role too.

The Chair will need to be familiar with the committees’ Terms of Reference which
details what the committee is authorised to do.

It is important that a Chair understands the committee’s responsibilities and where it fits
in with the whole governance structure of the College.

It is important that the Chair understands the decisions it can take on behalf of the
board by reviewing and understanding the Scheme of Delegation.

The Chair will be responsible for ensuring that the business that comes through the
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committee is actioned appropriately and enables business to be completed in an
efficient and effective manner to help support the whole governor board and the
wider College community.

Chairs will work closely with the clerk to ensure the business is scheduled appropriately
and meetings are managed well.

Vice Chair:

The Vice Chair is there to support the Chair in their role and undertake their duties
when they're not available.

The Chair and Vice Chair should also be working together with the Principal on a
succession plan to ensure the Vice Chair feels supported and capable to undertake
the Chair role if the opportunity arises.

Link Governor:

Governors with specialist knowledge and expertise may link with a directorate to offer
support outside of board meetings.

This could include the review of educational reports; self-assessment reports and
quality improvement plans, as well as reviewing safer recruitment and single central
record documentation.
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Clerk to

The Governors

As a governor, it is very important to work with the clerk, especially if you act as Chair for
the Board or one of the sub-committees. The clerk is your governance professional, and
they have a wealth of governance knowledge to support the governor board in fulfilling its
duties.

Your clerk is essential to the effectiveness of the governor board and its committees,
ensuring that the limited time governors have together is used strategically and efficiently,
they are also responsible for maintaining the College’s page on the online governor
portal, so that all the important documents are readily available.

The clerk has three key roles:

Offering advice and guidance - the clerk is frained to offer advice and guidance on
relevant legislation and procedures as well as offering advice on best practice. They also
have the power to deny papers and decisions that are not compliant with regulatory
requirements. The clerk will act as your ambassador to Landmarks Specialist College

and they are the first point of contact for advice on matters that require an escalated
response.

Effective administration - the clerk is far more than a ‘minute-taker’ and whilst they are
there to ensure there is a good record of the meeting or panel, they will also arrange any
required ad hoc committees (i.e. exclusions and disciplinary hearings), prepare focused
agendas (in liaison with the chair and principal), record and monitor attendance, taking
appropriate action in relation to persistent absences, ensuring meetings are quorate and
monitor / follow up on agreed actions following meetings.

The clerk will also maintain the College’s Governance page on the College website, and
will ensure that details are up to date — the clerk will maintain a secure database of all the
governors including contact details, pecuniary interests, declarations of interest, terms of
office, record training undertaken by governors and will ensure that statutory information
which the College/charity is required to publish on its website regarding governance is
accurate and up to date.

The clerk will also maintain records of signed minutes, any confidential minutes, agreed
policies and terms of reference for the governor board and each committee.

Personal development - in line with providing advice and guidance on legislation and
procedural matters, it is an important part of your clerk’s role to undertake appropriate
and regular training. The clerk is a valued member and essential partner to your governor
board and should be seen as an integral part to the effective running of the College.
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Governor

Vislis

Landmarks Specialist College value the partnership between staff and governors. The
College actively encourages visits so that governors can learn more about the College
to help them fulfil their monitoring, evaluative and strategic roles. In order to carry out the
role of a governor effectively you will need to have a good understanding of the College.
Governor visits are valued highly, and this is echoed by Ofsted.

Visits to the College by new governors are an important part of the induction process.
These will enable them to get an understanding of the College and the many aspects
of College life at different points in the year. They can use these visits to familiarise
themselves with areas such as:

* The College grounds

* Facilities available

* How learners and parents act when coming info and leaving the College
* Shared spaces e.g. the social areas, public house, farm, sports hall

e The areas used for administrative and support staff.

Following on from the induction process, they should increase their knowledge of the
College through a programme of individual governor visits to the College. Such visits will
enable them to carry out their role more effectively and aims to:

* Improve knowledge of operational aspects of the College, its staff, priorities, strengths,
areas for development and help to identify priorities for future improvement

e Assist in monitoring and evaluating the College development plans
* Increase understanding of the teaching and learning process

* Improve governor links with staff, learners and parents, showing them that governors
are interested in the life, work and achievement of the College

* Help governors to be better able to support the local community

e Enable the governor board to ask informed questions in meetings by gaining first-hand
knowledge of the College

* Allow governors to see resources that were purchased by the budget being used by
the College

* Assist the whole governor board to fulfil its statutory duties.

It is also important that governors maintain a profile at College events such as
performances, fundraising events, and sporting events etc.

More formal visits to the College are required at least once a term, during the working
day. These visits often relate to specific responsibilities you may have, for example as a

link governor. There may be numerous reasons to complete governor visits, you may want
to meet with a member of the senior team to do a learning walk. These visits, evidenced
through the completion of the governor visit form, can be used as evidence during Ofsted
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visits to show that governors are monitoring the impact of the decisions they make. The
governor visit form is available on SharePoint or by contacting the clerk.

Remember visits to classrooms are not about making judgments on the quality of
teaching and learning at the College, that responsibility lies with the Principal and the
Senior Leadership Team. You should also be aware that whilst governors are welcome
to visit all parts of the College, there will be times when access is restricted e.g. during
building works or exam time eftc.

All visits should have a clear focus and should, in some way, increase the knowledge and
understanding of the governor board.

There are some general protocols that should be observed before, during and after a visit:
Before a visit a governor should:

e Ascertained a clear purpose and discussed it with those involved in the visit

* Pre-arranged the visit with the College with clear timescales

* Know the names of the people you will be meeting on the visit

e Familiarise themself with any necessary documentation.

During the visit

e Arrive on time —report to reception and follow the procedures for visitors

e Try to meet with the staff before a session starts

*  When visiting a classroom be mindful that you are entering the teachers’ professional
space and that by having a visitor in the classroom the dynamics in the classroom will
be altered

e Use the visit as a valuable opportunity to build positive relationships
* Berelaxed and interested!

After the visit:

* Thank any staff and learners you have met

e Discuss with the Principal, or a member of the SLT, any issues that may have arisen, for
example: were there things you didn’'t understand or didn’t have the opportunity to
talk to staff about

e Prepare your visit form prompftly so that it’s fresh in your mind

* Send your visit report to the staff member you met with and ask them to check for any
misrepresentations or errors

* Send your visit form to the clerk — they will ensure that the principal and other governors
receive a copy and that it is placed on the agenda of the next governor board
meeting or uploaded onto the SharePoint portal
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* Give feedback about your visit at the next governor board meeting.
As a governor board, it is important to ensure that:

* A governor visit process is formulated, agreed by staff and ratified at a governor board
meeting

* A timetable of visits for the term is agreed, taking into account the schedule of business
and the meetings schedule

e The process is monitored and evaluated to ensure its effectiveness.

Also remember to take the time during your visit to enjoy the environment you are in and
be proud of what you are involved with!
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Annual Self-Evaluation

Development

Governors and their knowledge, skills and behaviour are valued by the College and

as with any member of the College community, keeping those skills up to date and
improved are part of what working for and supporting, a College like Landmarks Specialist
College is all about. In order to improve the boards performance, they undertake an
annual review. This review makes clear their strengths and future areas for development.
This focus on continuing development reflects the high standards expected of and from
the board and the College is willing to resource this development accordingly.

Each year the board will produce a self-assessment and development plan, which will be
monitored throughout the year.

i

.
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Annual

Skills Aualif

The DfE states that all governor bodies should undertake a skills audit and actively seek to
address any gaps they identify.

Governor boards should also reflect regularly on whether they have the right overall
balance of people and skills. Governor boards must undertake a skills audit to review their
effectiveness in:

Demonstrating a commitment to best practice

Wanting to explore the skills and knowledge base of the board, as part of an overall
assessment of its effectiveness

By understanding the current skills set of your governors and identifying any gaps can
effectively direct the advertisement for recruitment of a new governor. This allows you
to recruit governors with the right skills that your governor board needs

Supporting the organisation of the governor committee membership and the
delegation of tasks to individual members

ldentifying and planning governors training and development needs
Succession planning and planning the future recruitment of governors

Ensuring that governor’s skills and expertise are matched to the needs of the College
to improve outcomes for learners

Supporting individual governors to become more aware of their skills and value to the
governor board

Regularly reviewing the effectiveness of meetings.
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The quality and effectiveness of governance is inspected as part of the leadership and
management of the College. The College leadership team may be outstanding but if
governance does not match this then an outstanding judgement will not be given. This
can potentially impact on the overall College inspection judgement. Governance has
a specific paragraph in the inspection report but will be judged inclusively with the
College’s leadership and management.

Key areas Ofsted will focus on when meeting with governors:

* How statutory duties such as Safeguarding are undertaken
How learners are prepared for modern life in Britain
Clarity of vision, ethos and strategic direction

How governors understand, interpret and use learner data to inform College
improvement

Governor awareness of teaching and learning

How performance management systems improve teaching, leadership and
management within the College.
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General Meeting

Preparation

All governor board and sub-committee meetings should be well constructed to ensure
effective delivery and outcomes.

Before the meeting:

As a governor, you can aid this by ensuring you have prepared for each meeting by
undertaking the following points:

* Read all your papers.

o All meeting papers must be circulated to all governors within two weeks
of the committee meeting. This is to ensure governors and directors have
enough time to read all the information, collate questions and comments
from the papers you have read and take them to the meeting with you, so
you have them ready when the item is discussed.

e Challenge tabled papers.
o Especially challenge tabled policies.

o You are required to read and agree all policies and cannot do this if the
policy has been tabled at the meeting; (is there something missing from the
highlighted text — doesn’t make sense?) this is bad practice and Ofsted will
pick this up during an inspection.

e Check the agenda.

o Check the agenda when you receive it and make sure you understand
what will be discussed.

o Feel free to ask the Chair in advance about any items that are not clear.
e Ensure you are well prepared.

o Be prepared for any items that you are required to lead on, this will be
made clear to you when the agenda is being set, keep any presentations
short and bullet point key points from any report you may provide — as
governors should have read this in advance.

* Contact the clerk in good time.

o If you wish for additional items to be discussed under any other business, let
your clerk know in advance.

o Additionally, if you are unable to attend the meeting, send your apologies
to the clerk in advance so that quorum can be checked.
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After the meeting:
* Read your minutes.
o Minutes are circulated to all governors within two weeks after a meeting.

0 Make sure you have received them or have checked that they are on the
portal.

o Read them carefully to be certain that they record the meeting accurately;
speak with your clerk or chair as soon as possible if you believe they are
inaccurate.

e Action poinfts.

o Minutes will also outline any actions that were agreed on an item, what the
action was, and who is to follow this up; note anything that has got your
name against it so that you can do what was agreed and report back to
the next meeting.
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Questions, Challenge

SUppPort

As a governor, you will often see that your role is to act as a ‘critical friend'. This means
you are required to constructively question and challenge the information and decisions
of the College and provide support to the Principal and College. This questioning,
challenge and support is at the core of the success or failure of a governor board.

By acting as a critical friend, the governor board provides the Principal and staff with
support, advice and information, drawing on its members’ knowledge and experience. In
these ways, the Governor Board acts as a critical friend to the College.

Critical in the sense of its responsibility for monitoring and evaluating the College’s
effectiveness, asking challenging questions, and pressing for improvement.

A friend because the board exists to promote the interests of the College and its learners.

Governors need to apply their skills, knowledge and experience to gathering and
analysing information to ascertain a clear picture of the College to enable them to help
develop the College, support improvements and celebrate successes.

As a governor one of the hardest aspects is to strike the right balance between support
and challenge.

Governor boards should always review themselves very regularly to ensure they are both
supporting and constructively challenging the leadership team effectively.

When discussing things within your meetings the main questions you should be asking are:
* What was the cost? (Was it worth it?)

* What has the impact been?

* Where is the evidence for this?

Remember you will need to ensure you have evidence for what is being presented,
accepted and agreed as it is one of the key things Ofsted will be looking for and it helps
build your knowledge.

In your role, never be scared to seek clarification of anything you are unsure of or request
further information to clarify your understanding. Also, to strike a balance, never be afraid
to show your support or provide praise where necessary.
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Confidential

BUSINESsS

Governor boards are entrusted with a great deal of information, some of which may be
confidential. In order to protect individuals, and to foster trust and collaborative working,
care must be taken when handling confidential matters. However, governor boards

are not secret societies and in the interests of transparency, openness and corporate
governance (and the requirements of the Freedom of Information Act 2000) most
information will be freely available to governors and other members of the public.

Governors should act with honesty and integrity and be ready to explain their actions
and decisions to anyone with a legitimate interest in the College. Due to their roles, there
are times when governors will come into the possession of sensitive information about
individual learners, their parents or members of staff. It would be a serious breach of trust
for any governor to disclose such information outside governor board meetings.

Breaching confidentiality in this way can result in a governor being suspended from
membership of the governor board and this is highlighted within the code of conduct for
governors.

When it has been highlighted at the beginning of a meeting that there is an item that will
need to be discussed that contains either a conflict of interest or confidential business it
is good practice to leave that item until the end of the meeting, therefore allowing the
person(s) who should not be involved to leave the meeting and not have to wait around
to be allowed back into the meeting. This allows for a better use of all governor’s time
and the ability for a discussion to be held without having to worry about others who may
be waiting.

Confidential items:

There is sometimes confusion about what should be judged to be a confidential item.
Wherever possible, decisions about what should be deemed confidential should be taken
at the beginning of the meeting and not during the discussion.

Agendas, minutes and related papers may be classified as confidential if they relate to:

* A named tutor or other person employed, or proposed to be employed, at the
College.

* A named learner at, or candidate for admission to, the College.

* Any matter, which, by reason of its nature, the governor board, or committee is
‘satisfied should remain confidential’.

The clerk may advise on whether an item should be considered confidential but the
ultimate decision rests with the governor board or committee and not an individual. It is
also important for governors to respect the confidentiality of who said what in a meeting.
Even if the meeting itself is not declared confidential, the views of others should not be
discussed outside the meeting.
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Minuting confidential and statutory meetings.

It is important to record the business of all committee meetings. The use of names can

be omitted to enable minutes to be shared, and care needs to be taken to avoid the
identification of specific individuals (both staff and students), for example when discussing
issues such as salaries, performance, health or personal problems, exam results, behaviour,
attendance, staff absence and so on. Minutes of statutory meetings such as staff or
learner disciplinary hearings, should be made available to the parties who attended

the meeting (at their request) and future appeal panels, but otherwise are entirely
confidential.

Confidential minutes can be stored in SharePoint portal securely, there is a confidential
folder for these to be kept, limiting access to the clerk and Principal.
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Policies

Landmarks Specialist College is a complex organisation requiring a significant number
of policies to support the smooth running of its operations. The board of governors cannot
hope to oversee all policies and indeed most policies relate to the operational functions
within College. There are however a number which do require governor approval
because of their significance, and these will be presented to the appropriate full or sub-
committee.

inspire | develop | achieve www.landmarks.ac.uk 32



inspire | develop | achieve

\"

Spegs! lyplomeerFSeﬁ Ofsted

i~

THE ’ n
APPERKNOWLE FARM ARCHER

Landmarks Specialist College
Littlemoor House, Littlemoor, Eckington, North East Derbyshire, S21 4EF

Good
Provider

recruitmeni@landmarks.ac.uk | 01246 433788 | www.landmarks.ac.uk

Registered Charity No.1047557



