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Diocesan Prayer for Schools 

 

God our Loving Father, 

Look with love and protection upon all of our schools in the Diocese of 

Nottingham and help us to realise the vision that we desire to see lived out in 

them. 

Help us to ensure that everyone, pupils and staff, is helped to: 

 Encounter your personal love for them; 

 Discover and grow in their personal relationship with your Son, Jesus 

Christ, as his disciples; 

 Be open to the inspiration and guidance of the Holy Spirit in their lives, so 

that, in accordance with their age, they may be helped to reach out to 

others with your love and practical support, especially to the poor and 

those most in need. 

Do not allow us to stray from this vision, with Jesus, our Lord and Saviour, at its 

centre. 

When we feel confused or uncertain, direct us. 

When we are weary, encourage and renew us through the healing power, guidance 

and inspiration of your Holy Spirit. 

We thank you for all the gifts and talents within our diocesan family of schools. 

May our Trusts work closely together for the benefit of our schools and may they 

grow stronger in their experience of communion and mission within our diocese. 

Grant that all we seek to do may always be for the good of the children and young 

people within our schools. 
 

We make this prayer through Christ our Lord. Amen. 

 

Our Lady of Lourdes … pray for us. 

St Ralph Sherwin … pray for us. 

St Thérèse of Lisieux … pray for us. 

St Thomas Aquinas … pray for us. 
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Welcome from Bishop Patrick McKinney 

 

 

 

I am delighted to welcome you to this Handbook which has been produced 

specifically to support local governors in their role.  

 

The establishment of our Catholic Multi-Academy Trusts brings with it changes 

to the way in which our schools are governed with the ultimate responsibility 

for each Trust resting with the Board of Directors. However, alongside that 

remains the crucial role of local governing bodies in providing support and 

challenge to our school leaders over the areas of Catholic Life and academic 

standards; also acting as my representatives to ensure that the school is 

conducted as a Catholic school in every respect so that the children within it 

receive the very best Catholic education possible. 

 

The purpose of this Handbook is to ensure that there is a consistency of 

approach to all matters relating to governance within our four Catholic Multi-

Academy Trusts. In this way, each tier of the governance structure will be 

aware of their duties and responsibilities.  

 

Whether you are an experienced governor or a governor taking up the role 

for the first time, I thank you for your commitment and your generosity in 

supporting Catholic education in the Diocese of Nottingham.  

 

With my prayers and best wishes, 

 

 

Right Rev. Patrick McKinney                                                            

Bishop of Nottingham    
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1. The Diocese of Nottingham 

 

The Diocese of Nottingham was established on 29 September 1850. It comprises the 

counties of Nottingham, Derby, Leicester, Lincoln and Rutland; except the district of 

Bassetlaw, Nottinghamshire and the area around Chesterfield, Derbyshire (given to create 

the Diocese of Hallam in 1980).   

There are 87 schools in the Diocese of Nottingham; 69 primary, 15 secondary and 3 

independent. The diocese has a strong tradition of providing good and outstanding Catholic 

education to some 30,000 children and young people. The Instrument of Government for 

diocesan schools states that they are part of the Catholic Church and are to be conducted 

as Catholic schools in accordance with Canon Law, the teachings of the Roman Catholic 

Church and the Trust Deed of the Diocese of Nottingham. At all times, our schools must 

serve as a witness to the Catholic faith in our Lord Jesus Christ.  
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2. Catholic Education 

 

Catholic schools offer a unique and distinctive education; they have the teachings of Christ 

and his Church at the very centre.  

The mission of schools is to develop a sense of truth, of what is good and beautiful.  

And this occurs through a rich path made up of many ingredients. 
(Pope Francis – Address to Italian School Teachers – 10 May 2014) 

 

The Code of Canon Law defines the purpose of Catholic education: 

 

Education must pay regard to the formation of the whole person, so that all may 

attain their eternal destiny and at the same time promote the common good of 

society. Children and young people are therefore to be cared for in such a way that 

their physical, moral and intellectual talents may develop in a harmonious manner, 

so that they may attain a greater sense of responsibility and the right use of freedom 

and be formed to take an active part in social life. 
(Code of Canon Law - 795) 

 

Catholic schools evangelise culture because they address the deepest questions about what 

it is to be human and live in society. They open pupils’ minds to the transcendent dimension 

of life and the reality of God revealed in Jesus Christ. They teach a holistic understanding of 

the human person and society in which all are included so that humanity can flourish. The 

Catholic school enables each pupil to develop their God-given gifts in order to engage in 

building a better society which is characterised by justice, truth and love. 

Christ is the foundation of the whole educational enterprise in a Catholic school. 
(The Catholic School, 1977 - 34) 

 

Catholic schools, which always strive to join their work of education with the explicit 

proclamation of the Gospel, are a most valuable resource for the  

evangelisation of culture.  
(Pope Francis - Evangelii Gaudium, 2013 - 134)  

The document Christ at the Centre cites four reasons why the Church provides Catholic 

schools: 

 To assist in its mission of making Christ known to all people 

 To assist parents, who are the primary educators of their children, in the education 

and religious formation of their children 

 To be at the service of the local Church, the diocese, the parish and the Christian 

home 

 To be of service to society 

 

The core principles which underpin Catholic education are further exemplified in a 

document produced by the Diocese of Leeds in 2008 called, Schools of Discipleship and are 

reproduced below. 

 Catholic schools have Christ at their heart 

 Catholic schools are distinctive
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 Catholic schools have a liturgical, sacramental and spiritual life 

 Catholic schools are centres of excellence for Religious Education and the wider 

curriculum 

 Catholic schools are collaborative 

 Catholic schools are essential 

 

The Catholic schools in our diocese are rich, diverse communities. In many cases, parents 

who may not be of the Catholic faith choose to send their children there. It is a great 

privilege for us to be able to offer this excellent education to those families which seek it 

and to continue to do so in the future. 

Catholic education is not reserved to Catholics only but is open to all those who 

appreciate its qualified educational project. 
(The Catholic School on the Threshold of the Third Millennium, 1997 – 16) 

 

 

 

The Nottingham Roman Catholic Diocesan Education Service (NRCDES) acts on behalf of 

the Bishop of Nottingham on all matters relating to Catholic education in the Diocese of 

Nottingham.  

 

Website:  www.dioceseofnottingham.uk/education 

 

Telephone: 01332 293833

http://www.dioceseofnottingham.uk/education
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3. CMAT Governance Model 

 

Each of the four Catholic Multi-Academy Trusts (CMATs) in the Diocese of Nottingham are 

single Trusts responsible for all of the schools within them. Each CMAT is the legal entity, 

responsible for standards and budgets in all the schools and is the employer of all staff 

working within the central team and all the schools in the CMAT.  

There are 3 layers to the governance and accountability structure in the CMAT: Members, 

Directors and Local Governors as described in the structure chart below: 
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Members  

The Members are akin to the shareholders of a company. They have ultimate control over 

the CMAT, with the ability to appoint some of the Directors and the right to amend the 

CMAT’s articles of association.  Our members are the Bishop of Nottingham, the Episcopal 

Vicar for Catholic Education, the Diocesan Financial Secretary and the four Chairs of the 

CMAT Boards of Directors in the Diocese of Nottingham. The Members will be the same 

for all four of the Catholic MATs within the Nottingham Diocese. The Members will hold 

the Directors of the CMAT to account ensuring that they deliver the Bishop’s vision for the 

CMAT. The Members will be supported by the Nottingham Roman Catholic Diocesan 

Education Service (NRCDES) and will hold at least one annual meeting to assess the 

performance of the CMAT.  

Directors  

Directors are often known by the Department for Education as ‘Trustees’, a term we do 

not use in order to avoid confusion with the already existing Bishop’s Trustees. 

The Directors are responsible for ensuring that the vision set for the Trust by the Bishop of 

Nottingham is delivered. They will also hold the CEO and the leadership of the Trust to 

account on standards, performance of the CMAT and financial probity. As charity trustees, 

they must ensure that they are complying with charity law requirements. CMATs are 

charitable companies and the Directors are company directors and must comply with 

company law requirements.  

Each CMAT will have also one Member as a Director, thereby ensuring a link between the 

two layers whilst ensuring that there is separation between Directors and Members for the 

purposes of achieving robust accountability.  

Local Governors  

The CMAT will have local governing bodies (LGBs). LGBs are a committee of the CMAT 

Board of Directors. Individuals who sit on LGBs are referred to as ‘local governors’. Local 

governors are not Directors of the CMAT. The Directors will delegate some governance 

functions to LGBs through a Scheme of Delegation. The local governors will ensure that the 

school remains distinctly Catholic and that it achieves the Bishop of Nottingham’s vision for 

his schools and will work with the CMAT executive team to hold the school leadership to 

account on standards, promote and develop links between the school and its local 

parish(es), supports the drive to improve succession planning for Catholic leaders, ensure 

that the school uses its resources effectively, ensure that the school receives high quality, 

good value for money services from the CMAT and works positively with the CMAT on the 

future development of the CMAT and its central services.  

The Scheme of Delegation for LGBs will be subject to an annual review between the CMAT 

and the LGB and will need to be approved by the Members.  The Scheme of Delegation will 

make clear what functions the Directors have delegated to the LGB of each school.  
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A copy of the full scheme of delegation used by each of the CMATs can be found on the 

website of each CMAT.
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4. Role and Responsibilities of the Local Governing Body (LGB) 

 

The LGB has a key role to play in the governance and accountability framework in place in 

each of the CMATs. The LGB is a committee of the CMAT Board of Directors; it will 

understand how the school is being led and managed and is the ‘eyes and ears’ of the CMAT 

Board, monitoring how the school is progressing.  

The LGB has responsibility for and a duty to the Bishop of Nottingham to ensure that the 

Catholic character of the school is preserved and developed and be a link between the 

local/parish community and the CMAT Board of Directors. 

The LGB is crucial to driving up standards by challenging and holding the leadership team in 

the school to account and as such, it has a key role in influencing the development of the 

school and ensuring that it meets the needs of the children. The LGB will oversee behaviour 

and attendance matters at the school and will also oversee the management of pupil 

disciplinary matters and admissions.  

The LGB will be engaged with the management of complaints from parents and a range of 

staffing matters such as sickness absence, capability, disciplinary and grievance. It will also 

support the CMAT on succession planning for leaders and on the appointment of key staff in 

the school. 

Not only does the LGB have an important role in influencing decision making in the school, 

it will also help shape the future direction and progress of the CMAT by engaging with the 

CEO, Directors of Performance and Standards and other members of the CMAT executive 

team on the development of CMAT functions and services.   

Alongside the Scheme of Delegation will sit a school development plan for each school 

which will also be subject to an annual review. This will involve the CEO and the CMAT 

Director(s) of Performance and Standards and the headteacher in determining what the 

improvement priorities are for the school for the next year and what actions will be taken 

to achieve the desired outcomes and how they will be monitored. Local governors will take 

ownership of ensuring that the actions set out in the school development plan are delivered. 

(It should be noted, that the Directors remain accountable and responsible for any functions 

delegated through the Scheme of Delegation). 

The LGB therefore has the following responsibilities: 

 Ensuring that the school is conducted as a Catholic school meeting the expectations 

set out for his schools by the Bishop of Nottingham including on the development of 

the Catholic Life of the school,  the appointment of leaders and other staff and 

facilitating diocesan canonical inspection 

 Supporting effective governance at all levels of the CMAT 

 Safeguarding and promoting the Catholic values of the school 

 Supporting the leadership team at the school and acting as a critical friend 

 Supporting the CMAT in the development of succession planning of leadership within 

the school and the CMAT 

 Maintaining a detailed understanding of the strengths and areas for development of 

the school
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 Regularly monitoring the school development plan and in year performance and 

progress data 

 Monitoring performance management in the school and supporting the performance 

management of the headteacher 

 Monitoring the management of behaviour, attendance, exclusions and admissions 

 Monitoring the effectiveness of the deployment of resources at the school 

 Developing the engagement with the local school and parish community(ies)
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5. Composition of the Local Governing Body and Terms of Office 

 

The composition of the local governing body is:  

 A minimum of 4 foundation governors (there is no maximum) 

 2 elected parent governors 

 

There is no other category of governor. 

There must always be a majority of foundation governors present at any LGB meeting.  

At specific times and where there is a clear need, the LGB may request that it is able to 

utilise ‘Associate Members’ to support on specific projects or issues where there is a need 

to temporarily augment the skills and experience of the LGB.  The need for the Associate 

Member must be first approved by the CMAT Board of Directors and the NRCDES before 

they can commence their engagement with the school. Associate Members are not 

governors and as such do not have voting rights but they can attend all meetings as specified 

by the NRCDES/CMAT and can play a full part in discussions. It should also be noted that, in 

reality, there will be very few occasions where a vote would be necessary. 

Headteachers will have a right to attend all meetings of the LGB. Other staff members can 

also be asked or invited to attend any or all meetings of the governing body by the 

governing body or the headteacher to give professional input without being appointed as a 

governor. CMAT Directors may attend any meetings of the LGB and, if in attendance, will 

have voting rights. The Bishop of Nottingham (or his representative) shall have the right to 

attend any meeting of any Trust or LGB; no item may be deemed confidential. If in 

attendance, the Bishop of Nottingham (or his representative) will have voting rights. The 

CEO (or a representative) may also attend a meeting – giving notice of their intention to 

attend and would not have voting rights. 

As essentially, the local governing body is already a ‘committee’ of the Trust Board, there 

will be no other committees at local governing body level.  

The normal term of office for foundation and elected parent governors is 4 years. 

Foundation governors are limited to three consecutive four year terms of office unless the 

Bishop of Nottingham determines that there are exceptional circumstances. As foundation 

governors’ terms of office end, there will be a discussion between the school, the CMAT 

and the NRCDES regarding replacements. Elected parent governors can be elected even if 

their child is due to leave the school before the end of their fourth year of office. Also, if at 

the end of their term of office, they still have a child at the school, they may stand for re-

election for a further term of office.   

Priests may serve for longer and are not required to re-apply at the end of their term of 

office. They are effectively ‘ex officio’.  Priests are encouraged to serve as foundation 

governors but due to the pressures on them, some may determine that they would wish to 

serve as Associate Members in order to support the school specifically in its Catholic Life. If 

this is the case, they will inform the NRCDES and we will liaise with the CMAT and the 

school on whether a replacement foundation governor is required. 
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6. Recruitment, Appointment, Resignation and Removal 

 

Information on how to apply to become a foundation governor can be found on the 

NRCDES website. Candidates can self-nominate by completing the form available on the 

website and sending this through to the NRCDES. 

The NRCDES also regularly promotes the role of foundation governor through schools and 

parishes and the local parish priest, headteacher and chair of governors are often very active 

in encouraging candidates to put themselves forward.  

The appointment process is managed by the NRCDES. The NRCDES appoints all foundation 

governors on behalf of the Bishop of Nottingham. Each local governing body will conduct a 

regular governor skills audit and an annual self-evaluation; the NRCDES will have regard to 

how prospective candidates match against the needs of the school and the local governing 

body before making an appointment. 

The LGB is responsible for filling any vacancies for elected parent governors. Steps should 

be taken to do so as soon as is practicable. However, if it is later in the academic year it may 

be prudent to wait until the start of the new academic year in order to reach parents of that 

autumn’s intake. The local governing body must advertise the vacancy providing a statement 

on the process, steps to be taken by prospective candidates and a statement about the role.  

The LGB should aim to fill parent governor vacancies with parents of present pupils but if 

this is not possible, it can approach past parents or even grandparents of present or former 

pupils and ask them to consider the role. A guidance note on eligibility and the procedure to 

be followed is at Appendix A. 

Elected parent governors may resign at any time by giving written notice to the clerk. 

However, foundation governors as Bishop’s appointments should also inform the NRCDES 

that they no longer wish to serve. Ideally, this should be done in writing or via email in the 

term prior to their proposed final date in office. In addition, as their appointment is 

approved by the CMAT and the NRCDES the clerk should inform the CMAT and the 

NRCDES if an associate member resigns ahead of his/her scheduled end date. 

Local governors may be removed from office if attendance is considered to be too low for 

them to be effective in the role or if the governor is failing to fulfil their commitments, is 

bringing the school, the CMAT or the Diocese of Nottingham into disrepute or for a 

serious breach in the Code of Conduct. Removal from office for elected parent governors 

or Associate Members will be carried out by the CMAT Board of Directors but as 

appointments of the Bishop, foundation governors can only be removed by the NRCDES 

acting on behalf of the Bishop of Nottingham.  

The process for the removal of governors is set out at Appendix B.



 

 

September 2018 
15 

7. Role of the Local Governor 

 

Local governors in all schools offer their experience and expertise to strengthen the 

decision making process and to support the school’s continuous improvement. However, 

within a Catholic school, governors’ first responsibility is to ensure that the school is 

conducted as a Catholic school, to uphold the views and directives of the Bishop of 

Nottingham and to support his vision for Catholic education in the Diocese. 

Being a local governor is a strategic and not an operational role. Governors are not part of 

the management and operation of the school. They are however the ‘eyes and ears’ of the 

CMAT Board of Directors. They will closely monitor and scrutinise standards in the school, 

management and leadership in the school and ensure that acceptable progress is being made 

against the targets and priorities set down in the school development plan.  

Governors will act as a ‘critical friend’ for the school. This means they will: 

 Provide support and advice 

 Act as a sounding board for ideas 

 Provide feedback on proposals 

 Provide help where needed 

 

They will also provide challenge by: 

 Asking constructive questions to ensure that decisions are made on the basis of 

sound information 

 Exploring alternative proposals 

 

An effective local governor will support the school and will want the school to succeed. An 

effective local governor has a relationship with the school that means they can also be 

honest where there are concerns. Local governors will have a direct link to the CMAT 

Board of Directors should concerns need to be raised about the school. 

Being a local governor requires commitment. You will come to meetings prepared, having 

read and familiarised yourself with the agenda and accompanying papers as well as being 

prepared to ask relevant questions. You will be expected to visit the school regularly, to 

attend meetings, to monitor progress against the school development plan and to be 

available at important times in the school calendar such as school Masses/liturgical 

celebrations and parents’ evenings for example. You will also be expected to undertake 

training from time to time; some compulsory for instance in safeguarding and the PREVENT 

duty but also for when required for your own development as a governor.  

To be effective, a local governor must; 

 Have an interest in education 

 Be patient, tolerant and able to work with others in an open and democratic way 

 Be able to challenge robustly whilst also being able to listen and respect the 

views of others  

 Be willing to participate in regular training for the role
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In addition, all those appointed as a local governor are expected to abide by the Governor 

Code of Conduct (Appendix C) and fulfil their duties in line with the seven principles of 

public life (the Nolan principles). 

All new governors will be expected to engage in an induction programme which will be 

coordinated by the chair of governors or other nominated existing governor. This will 

include: 

 A tour of the school and a meeting with the headteacher and the chair of 

governors 

 A thorough briefing on the school covering issues such as the Catholic Life of the 

school, standards, present performance, priorities for the school in the school 

development plan and the local context 

 Access to key school policy documents and briefing on those 

 Access to a more experienced governor to provide mentoring support 

 Completion of a skills audit (carried out online but paper version is at Appendix 

D)  

 An introductory session on safeguarding 

 Access to latest CMAT reports on the school and minutes/notes from previous 

local governing body meetings 

 

A standard induction checklist for new governors can be found at Appendix E. 

For more information on the role of the local governor, please see Appendix H.
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8. Meeting Organisation, Conduct at Meetings and the Role of Office Holders 

 

The work of the local governing bodies and the CMAT as a whole is supported by the by 

the online platform ‘Trust Governor’. Each local governor will have a login to Trust 

Governor (https://www.the-trust-governor.co.uk). 

The platform maintains all local governor records, school and CMAT policy documents, key 

school information such as the school development plan as well as all meeting agendas, 

minutes and papers. It enables local governors to be provided with information in an 

entirely confidential and secure environment and for local governors to converse on issues 

remotely including voting on resolutions if required outside of scheduled meetings. Training 

is available for governors to get them started on Trust Governor but the clerks will also be 

established as ‘super users’ to support all governors to explore the full potential of the 

system. Under the Trust Governor system, governors are expected to maintain their own 

personal profile and ensure that their training record is up to date. The system also 

supports all key documents such as the Code of Conduct, Governor Skills Audit and the 

Governance Self-Evaluation Tool.   

All governance activity will be undertaken as far as possible through Trust Governor 

enabling governance to be virtually paperless. All meetings therefore will be run through 

Trust Governor. Local governors will come to meetings prepared to log onto Trust 

Governor either through their own device or one provided by the school. 

During meetings, local governors are expected to have regard to the Code of Conduct 

(Appendix C) but also adhere to the following principles: 

 Support and be guided by the chair of the meeting 

 Respect other people’s opinions and ideas 

 Actively participate in discussions 

 Limit the length of individual contributions 

 Ensure contributions are delivered in a positive and constructive manner, even when 

challenging or difficult issues are being discussed 

 Respect confidentiality and respect decisions taken within meetings acting 

corporately internally and externally once those decisions have been taken 

 

Meetings of the local governing body will be quorate as long as a minimum of three 

governors are in attendance and there must be a majority of foundation governors present. 

However, voting on any issue will be undertaken using the facility in Trust Governor 

thereby ensuring that all governors are able to vote on key issues. The clerk will manage 

this process and will set the timeframes for votes.  

All local governors are expected to attend all meetings. The clerk will log governor 

attendance on Trust Governor and this will be reviewed annually as part of the local 

governor appraisal and governance self-evaluation process. Virtual attendance at meetings 

can also be supported using Trust Governor but it is not expected that local governors will 

routinely request using this facility. 

https://www.the-trust-governor.co.uk/


The local governing body will elect a chair and vice-chair for the new academic year at the 

last meeting of the year in the Pentecost Term together with link governors for safeguarding 

and SEND. The positions of chair and vice-chair must be filled by foundation governors. The 

chair and vice-chair may resign at any point by giving notice in writing to the clerk and 

informing the NRCDES. 

At the start of each meeting, the clerk will require all local governors to declare if they have 

an interest in any of the agenda items.  

All meetings will use the standard CMAT local governing body agenda, (Appendix I) but the 

clerk will co-ordinate each meeting agenda with input from the headteacher and chair of 

governors and ensure that the agenda meets the expectations of the CMAT as well as 

customising it to allow local school issues to be addressed. Each meeting will also be 

supported by a standard headteacher information report, (this will be produced by the 

Trust). The agenda and supporting papers will be posted on Trust Governor by the clerk 

seven days in advance of the meeting. 

The clerk will also support the chair of governors and the local governors to ensure that 

the meeting is effective and will ensure that a clear note is taken of meetings with emphasis 

on demonstrating the challenge and support given by the governors to the school 

leadership and recording the impact of the local governing body. All minutes/notes will be 

available for scrutiny on Trust Governor within 48 hours of the meeting labelled ‘draft’ and 

ready for approval at the next meeting.  

The chair of governors will ensure that all local governors are given opportunity to 

contribute to the meeting, ensure that no governor monopolises the discussions and that 

the key priorities for the school are given prominence and adequate discussion time.  

The vice-chair of governors will lead meetings in the chair’s absence. The vice-chair will be 

developing their knowledge and experience with the view to stepping into the chair’s role in 

due course. The vice-chair also has a key role in the parental complaints procedure as the 

local governor that will normally chair the final stage panel and has a similar role in relation 

to local governor panels convened for the purposes of staff capability, disciplinary and 

grievance hearings.  

Further information on the role of the chair is contained at Appendix F.
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9. Meeting Programme 

 

The LGB will meet six times during the academic year. Meeting dates for the future year are 

to be agreed annually at the end of the academic year and communicated by the clerk. 

Meetings are timed to take place ahead of the CMAT Board meetings.  

The chair of governors will attend three chairs’ symposia scheduled for the beginning of 

each full term. The symposia will consider and determine what the common content will be 

for local governing body meetings during that term.  

They will also be opportunities for the chairs to engage in discussions on key issues such as 

CMAT development, central CMAT team services and to support the development of the 

chairs. All information exchanged at the symposia will be made available to all governors and 

also form part of future local governing body agendas.  

For further details about the chairs’ symposia, please see Appendix J. 

The clerks will also attend regular briefing sessions which in a similar way will enable them 

to be fully briefed on CMAT developments and key issues and support their development.  

The inter-relationship between the CMAT Board and the LGB is set out at Appendix K and 

the schedule of meetings is located at Appendix L.
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10. Visits to the School 

 

As a local governor, you are encouraged to visit the school to fulfil your responsibilities and 

to gain a better understanding of how the school operates. You do not have an automatic 

right of entry to the school and all visits must be agreed in advance with the school’s 

leadership and must have a clear focus. A visit may be undertaken to: 

 Improve your knowledge of the school and the people that work in it 

 Support the monitoring responsibilities of the local governing body 

 Assist the local governing body in discussions and making informed decisions 

 

In practice, monitoring visits will be scheduled at the start of each term through discussions 

with the headteacher. 

Local governors will produce a report of their visits and this will be shared with the other 

local governors via Trust Governor. The CMAT will provide a standard visit report 

template and training on undertaking effective visits will also be provided.  

Again, it is important to be clear that being a local governor is a strategic not an operational 

role. Therefore, the focus for your visits is to check on progress being made by the school, 

to verify the evidence that agreed actions have taken place and to see the evidence of the 

impact of those actions. In addition, local governors are not expected and nor should they 

be making judgements on the quality of teaching or to assess standards in pupil workbooks; 

that is a professional function to be carried out by the school’s leadership team and the 

CMAT Directors of Performance and Standards. 

As well as undertaking focussed visits it is also important that governors are able to be 

‘visible’ in school (please see Section 7). 

Appendix G provides further information on the purpose of visits.



 

 

September 2018 
21 

11. Training 

 

Training will be provided to governors to support their development and this will be 

arranged for governors based on the analysis of the skills audit and annual governance self-

evaluation. This may be arranged in local clusters or at CMAT/Diocesan level.  

The NRCDES will also provide training for governors on the Catholic Life of the school, 

preparing for diocesan canonical inspection and being a governor in a Catholic school. 

A library of ‘governor information documents’ drawn from a number of sources is also 

being established. This will be available on Trust Governor and will cover areas such as: 

 The ethos and mission of Catholic schools 

 What is Diocesan Canonical Inspection? 

 Carrying out effective governor visits 

 Asking effective questions 

 Guidance on school performance data 
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12.  Relationships within the CMAT Governance Model 

 

The local governing body is a key part of the CMAT governance structure and it is 

important that the local governing body has a close working relationship with the CMAT 

Board of Directors. Both have a different role to perform and it is crucial that you 

understand your remit. The CMAT Scheme of Delegation provides details of the functions 

that are delegated to the local governing body. 

The CMAT Board consults on trust wide matters and maintains links with the local 

governing bodies through: 

 Chairs’ symposia 

 Clerks’ briefings 

 Standing items on the local governing body agendas 

 Specific requests for views and feedback 

 Attendance of CMAT Directors/CEO/Directors of Performance and Standards at 

local governing body meetings 

  

Local governing bodies advise the CMAT Board on school level issues and CMAT 

development through: 

 local governing body meeting notes/minutes 

 specific responses to consultation requests 

 input into chairs’ symposia 

 invitations to CMAT Directors/CEO and Directors of Performance and Standards to 

attend local governing body meetings  
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13.  Role of Local Governing Bodies in Relation to Inspections 

 

As with all schools, Catholic schools are subject to inspection by Ofsted. They are also 

subject to Diocesan Canonical Inspection (DCI). The local governing body has an important 

role to play in both inspection regimes. 

Ofsted 

As part of an Ofsted inspection, the lead inspector should meet with those responsible for 

governance functions, this includes the chair of the local governing body. However, as 

schools are only given a day’s notice of an inspection, it is likely that not all chairs will be 

available and so all governors must be prepared to meet with the Ofsted inspector if 

required. The CMATs will produce further guidance about how members of the Trust’s 

executive team will be involved in inspections.  

Governors will be knowledgeable about the school and be able, if required, to present to 

Ofsted inspectors a clear understanding of what the key priorities are for the school, what 

action has been taken and is being taken to address them, the impact of action taken to date 

and what specifically the local governing body has done to support the school to address the 

priorities. Typical questions that could be put to governors are: 

 What are the school’s priorities, strengths and weaknesses? 

 What improvements have been made since the last inspection? 

 How do you know that the school is improving? 

 How is the pupil premium funding used? What impact does it have on pupil 

progress? 

 How do you challenge the school leadership and what examples do you have? 

 How do governors monitor the school development plan? 

 How is the sports premium used? What impact does it have? Is its sustainable? 

 How do you know that the school meets its safeguarding duties? 

 How do the governors know that performance management of teachers is 

carried out robustly at the school? 

 How effective is teaching and how do you know? 

 

Diocesan Canonical Inspection 

The local governing body has a pivotal role to play in the process of diocesan canonical 

inspection as one of its core roles is to monitor and develop the Catholic Life of the school 

and to ensure, on behalf of the Bishop of Nottingham, that the school is conducted as a 

Catholic school.  

Diocesan Canonical Inspection looks at three separate aspects: 

 Catholic Life 

 Religious Education 

 Collective Worship 

 

A range of resources to support the inspection process are available on the NRCDES 

website. 
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The inspection process begins by looking at the school’s main priorities identified at the 

previous inspection. Typical questions that could be asked of governors include: 

 How do governors monitor the school’s Catholic Life? 

 When was the school’s mission statement last reviewed? 

 How high are standards in Religious Education and how do they compare with 

diocesan and/or national outcomes? 

 Is teaching and learning in Religious Education as effective as teaching and learning in 

other core areas such as English and mathematics? 

 Does the school comply with diocesan expectations regarding the quantity and 

quality of work that pupils produce in Religious Education? 

 Does the school comply with the Bishops’ Conference requirement that 10% of the 

working week is devoted to curriculum Religious Education (5% at Key Stage 5)? 

 Does the school provide a daily Act of Collective Worship? 

 Does the school ensure that pupils receive a range of liturgical experiences? 

 Is the liturgical year celebrated in school? 

 Do pupils take an active role in the planning, preparation and leadership of Collective 

Worship? 
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14.  Review of the Handbook 

 

The NRCDES will work with the CMATs and local governing bodies to keep the contents 

of this handbook under review and will ensure that as a minimum it is reviewed annually 

following consultation with the CMATs and the local governing bodies at the end of each 

academic year.  

Revisions to the handbook will be published on the NRCDES website. 



 

 

September 2018 
26 

Appendix A: Guidance on the Appointment of Elected Parent Governors 

Where there is a vacancy for a position of an Elected Parent Governor the local governing body should: 

 Take all reasonable steps to fill the vacancy as soon as is reasonably practical 

 inform all parents of registered pupils at the school of the vacancy, that they are entitled to stand for 

election and be given the opportunity to do so 

 determine qualifying dates (e.g. final date for nominations, ballot papers to be returned, etc.) 

 provide an opportunity for postal voting 

 hold the election by secret ballot 

 

The local governing body may not impose any requirements as to the minimum number of votes to be cast for 

any candidate. 

 

Guidance for Local Governing Bodies 
Delegation: Conduct of the election may be delegated to the headteacher, or other responsible members of 

staff. If so, the exact terms of the delegation should be made clear. Overall responsibility, however, remains 

with the local governing body. 

 

Timing of elections: There is no provision for holding an election in advance of the occurrence of a vacancy. 

Where the term of office of an elected parent governor falls at the end of a school year, the election should be 

held in the Advent Term, preferably before the first full meeting of the local governing body. At other times, 

the election should be held as quickly as possible, but if the vacancy falls in the second half of the Pentecost 

Term, consideration should be given to holding the election over until the new school year to allow for the 

participation of new parents. Sufficient time should be allowed for information to circulate and ballot papers to 

be returned. The aim should be to complete the exercise within a month, allowing at least seven school days 

for receiving nominations and ten school days for the return of ballot papers. 

 

Eligibility of parents:  Any person who is the parent of a registered pupil at the school has the right to be advised 

of the vacancy for parent governor, invited to stand for election and the right to vote. This need not be a 

person with whom the pupil normally resides. Whilst there is no obligation on the school to search 

exhaustively for every person who might be eligible, the local governing body cannot rule ineligible any person 

known to be a parent.  

 

Pre-election publicity: All reasonable steps should be taken, including a letter by 'pupil post', in the ‘Friday 

newsletter’ and a notice on the school website, to advertise the election and invite nominations. Once 

nominations have been received, it is good practice to give election candidates an opportunity to circulate a 

mini 'curriculum vitae and manifesto' if they wish to do so. There is no requirement to do this, but the same 

opportunity must be offered to every candidate. Candidates should have the necessary skills and experience to 

enable them to effectively support the school. The school therefore should publish any expectations of what 

might be considered to be helpful skills and experience in their pre-election publicity so that the ‘electorate’ 

(i.e. the parent body) can take this into account before casting their votes.  

 

Nominations: The local governing body must decide how nominations are to be presented. It is usual, but not 

mandatory, to require nominees to secure a proposer and seconder. Some require additional 'sponsors' to 

ensure that the candidate has a measure of support. Where participation has been low in the past, self-

nomination may be acceptable. In any event, the local governing body should secure written confirmation that 

the nominee is a firm candidate. Where the number of nominees is equal to or less than the number of 

vacancies, voting is not required.  

 

Failure to fill the vacancy: If the number of parents standing for election is less than the number of vacancies, the 

remaining vacancies must be made up by parents ‘appointed’ by the local governing body. Ideally, any parent so 

appointed should be the parent of a registered pupil at the school. Where this is not possible, the person 

appointed should be the parent of a child of school age.   

 

Conduct of the Election 
The electoral method is usually 'first past the post'. Proportional representation is acceptable, but not 

recommended unless the local governing body is confidently able to manage the complexities. 

 

The local governing body must decide whether each parent receives one ballot paper, or one ballot paper per 

child. The former is recommended as being fairer albeit more difficult to administer, unless the school 



 

 

September 2018 
27 

maintains (as many now do) a data base of parents and those with parental responsibility. Each parent must 

receive at least one ballot paper. The ballot paper should list the candidates, preferably in alphabetical order. 

 

Since the ballot must be secret, there can be no requirement for parents to sign the ballot paper.  

 

Counting of votes should take place at a time and place to be determined by the local governing body and be 

witnessed by at least one responsible person. 

 

The outcome of the election should be notified to parents, the headteacher, governors and the clerk to the 

local governing body
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Appendix B: Process for Removal of a Local Governor 

Local governors are intended to make a positive contribution to the life of the school. There may be occasions 

where a local governor fails to make that positive contribution or falls short of the expectations of the role 

and it may then be considered that ending their term of office prematurely may be in the best interests of the 

academy and the individual. Examples of where removal from office may be considered to be appropriate are: 

 Persistent non-attendance at meetings 

 Failure to fulfil the commitments of a local governor 

 Bringing the school, CMAT or Diocese into disrepute 

 A serious breach or persistent minor breaches in the Code of Conduct 

The procedure for removal from post is as follows: 

Elected Parent Governor/Associate Member 

1. The chair of governors discusses the matter with the headteacher. 

2. The chair initiates an informal conversation with the individual about areas of concern and how these 

can be addressed. 

3. If the problem persists, the chair of the CMAT Board is informed and a formal discussion takes place 

between the chair of governors and the individual; a warning is issued with a clear timescale for 

improvements. 

4. If the problem is not resolved, the chair of the CMAT should be informed that removal from office is 

proposed and the chair of governors will write a statement outlining the case for removal to the local 

governing body copied to the CMAT. The individual will have the right to submit a statement to the 

local governing body outlining why they should remain in post. The local governing body will consider 

the case and write to the individual with the outcome. There will be no further appeal. 

 

Foundation Governor (non-chair) 

1. The chair of governors will discuss the matter with the headteacher. 

2. The chair of governors will initiate an informal conversation with the local governor about areas of 

concern and how these can be addressed. 

3. If the problem persists, the chair of governors will inform the chair of the CMAT Board and the 

NRCDES to discuss what action to undertake. The normal course of action will be for the chair to 

warn the governor over their conduct and discuss how and by when improvements will be made. 

4. If the problem is not resolved, the chair of governors will inform the chair of the CMAT and the 

NRCDES and will provide a statement on why removal from office would be appropriate. The 

NRCDES will then issue a letter informing the local governor that they are considering removing 

them from office. The individual will have the right to submit a statement to the NRCDES outlining 

why they should remain in post. The NRCDES will consider the case and will write to the local 

governor with the outcome. There will be no further appeal. 

 

Foundation Governor (chair) 

1. The headteacher and vice-chair will discuss the matter and raise concerns directly with the chair of 

the CMAT. 

2. The chair of the CMAT will alert the NRCDES and will initiate an informal discussion with the chair 

of governors about the areas of concern and how these can be addressed. 

3. If the problem persists, the chair of the CMAT will raise the issue with the NRCDES and discuss what 

action to undertake. The normal course of action will be for the chair of the CMAT to warn the chair 

of governors over their conduct and discuss how and by when improvements will be made. 

4. If the problem is not resolved, the chair of the CMAT will inform the NRCDES and provide a 

statement on why removal from office would be appropriate. The NRCDES will then issue a letter 

informing the chair of governors that they are considering removing them from office. The individual 

will have the right to submit a statement to the NRCDES outlining why they should remain in post. 

The NRCDES will consider the case and write to them with the outcome. There will be no further 

appeal. 

 
Note: For all members of the local governing body, including chairs of governors where there are cases of serious breaches in 

the Code of Conduct an individual may be suspended from their role immediately and formal action including a straight 

submission on removal from office may be undertaken. 
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Appendix C: Local Governor Code of Conduct 

General 

1. We are entrusted by the Bishop of Nottingham with the ministry of school governance and will always 

act in recognition of the love of Christ for all members of the school community and one another. 

 

2. We are required to comply with the provisions of Canon Law, the teachings of the Catholic Church and 

such directives made by the Bishop, his Trustees and his officers in respect of the school. 

 

3. We are operating within the terms of the Scheme of Delegation with the […..]Catholic Academy Trust.  

 

4. Our overriding concern as a local governing body will be the welfare of the school as a whole. 

 

5. We have responsibility for determining, monitoring and keeping under review the broad policies, plans 

and procedures within which the school operates. 

 

6. We recognise that our headteacher is responsible for the implementation of policy, management of the 

school and the implementation and operation of the curriculum. 

 

7. We accept that all local governors have equal status, although appointed or elected by different groups. 

 

8. We have no legal authority to act individually, except when the local governing body has given us 

delegated authority to do so. 

 

9. We have a duty to act fairly and without prejudice, and in so far as we have responsibility for staff, we will 

fulfil all legal requirements as the employer. 

 

10. We will encourage open governance and shall be seen to be doing so. 

 

11. We will consider carefully how our decisions may affect other schools and the wider community. 

 

Commitment 

12. We acknowledge that accepting office as a local governor involves the commitment of significant amounts 

of time and energy. 

 

13. We will each involve ourselves actively in the work of the local governing body, attend regularly and 

accept our fair share of responsibilities.  

 

14. We will get to know the school well and respond to opportunities to involve ourselves in school 

activities. 

 

15. We will consider seriously our individual and collective needs for training and development and seek to 

ensure that these are met. 

 

Relationships 

 
16.  We will strive to work as a team. 

 

17. We will seek to develop effective working relationships with our headteacher, staff, parents, parishes, 

CMAT, diocese other relevant agencies and the local community. 

 

18.  In forming, building and sustaining good working relationships, local governors will strive to: 

 Remember that we are typically representative of the category of local governor to which we are 

appointed or elected. We are not representatives of those groups, e.g. a representative parent, not a 

representative of the parents. 

 Work as members of a team in which all local governors contribute and constructive working 

relationships are actively promoted, forming the local governing body which functions with corporate 

responsibility and accountability. 
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 Develop an open and honest relationship with the headteacher and all school staff, acting as ‘critical 

friend’ to the school, ensuring a balance is struck between offering challenge and support. 

 Ensure that effective relationships are built on trust and opportunities to network effectively and 

efficiently. 

 Ensure that relationships between local governors and with other stakeholders are anchored in the 

principles which flow from the Gospel.  The local governing body will draw on the core values of the 

Gospel summarised as follows: 

 

o Faith in God and in Jesus Christ 

o Love of our neighbours 

o Faithfulness and integrity 

o Dignity and compassion 

o Humility and gentleness 

o Truth and justice 

o Forgiveness and mercy 

o Purity and holiness 

 

Confidentiality 

 

19. We will observe confidentiality regarding proceedings of the governing body in meetings and from our 

visits to school as local governors. 

 

20. We recognise that certain aspects of our discussions may be regarded as requiring complete 

confidentiality, may be minuted separately and not made public. We will observe complete confidentiality 

over such matters.  

 

21. We will exercise the greatest prudence if a discussion of a potentially contentious issue affecting the 

school arises outside of the local governing body. 

 

Conduct 

 
22. We will encourage the open expression of views at meetings, but accept collective responsibility for all 

decisions made by the local governing body or its delegated agents.  

 

23. We will only speak or act on behalf of the local governing body when we have been specifically authorised 

to do so. 

 

24. In making or responding to criticism or complaints affecting the school we will follow the procedures 

established by the local governing body. 

 

25. Our visits to school will be undertaken within the framework established by the local governing body, in 

agreement with the headteacher and staff. 

 

26. Local governors will respond to criticism or complaints about the school and / or its staff by referring to 

the school’s Complaints Procedure adopted by the local governing body for the correct procedure to be 

followed, and will advise the complainant accordingly. 

 

27. Governors will be expected to declare an interest in any item of business and withdraw from the meeting 

while it is under discussion. 

 

28. In discharging our duties we will always be mindful of our responsibility to maintain and develop the 

Catholic ethos and reputation of our school. 
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Suspension and Removal 

 
29. The local governing body has no delegated power to suspend or remove a governor. In the event that such 

action is considered necessary we will refer the matter with our recommendation to the CMAT or the 

NRCDES.   

 

As a member of the local governing body of (insert school name) I agree to abide by the principles set out in this 

document. 

 

Signed ………………………………………………….  Date ……………………………… 
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Appendix D: Local Governor Skills Audit 

Please indicate your level of experience in respect of each of the categories of skills, knowledge and 

experience in Sections A and B below.  Where you consider that you would benefit from training in a 

particular category of skill, please tick the relevant box.   

 

Skills Audit undertaken by: ……………………………………………….. (Name of Local Governor) 

 

Name of School: ……………………………………………………………..  

 

Date: ………………… 

 

Section 1: Catholic Life of the School: 

 
Category of skill, knowledge 

or experience 

Level: 

Extensive 

Level: 

Moderate 

Level: 

Basic 

Level: 

None  

Training 

required? 

1. Understanding the mission of 

Catholic schools and Catholic 

education generally  

     

2. Understanding of catechesis 

and religious education 
     

3. Understanding of the 

liturgical and sacramental life 

of the school 

     

4. Understanding the history of 

the Catholic Church’s 

involvement in the provision 

of schools  

     

5. Ecclesiology: understanding 

the role of the Bishop and 

the Trustees and the local 

governing body’s relationship 

with them and the CMAT 

     

6. Ability to evaluate the 

Catholic Life of the school 

 

     

 

Section 2: General and specialist skills, knowledge or experience:  

Category of skill, knowledge or 

experience  

Level: 

Extensive 

Level: 

Moderate 

Level: 

Basic 

Level: 

None 

Training 

required?  

Strategic leadership      

1. Experience of governance (including in any 

other sector) 
     

2. Experience of chairing meetings      

3. Experience of strategic planning      

4. Understanding of current national 

education policy and local education 

context 

     

5. Experience of inspection and oversight 

in the school sector 

     

6. Experience of preparing for and 

responding to external oversight 

     

7. Experience of stakeholder management 

and engagement including 

communicating with and taking into 

account the views of parents and pupils 

     

8. Experience of managing conflict      
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9. Experience of handling complaints, 

grievances and appeals 
     

10. Experience of self-evaluation and/or 

impact assessment 
     

11. Experience of PR, Marketing and 

working with the media 
     

Accountability and compliance      
12. Understanding of governors 

responsibilities in relation to 

safeguarding including PREVENT 

     

13. Understanding of SEND      
14. Experience of staff recruitment      
15. Understanding of governors role in 

relation to Performance management of 

Headteacher and school staff 

     

16. Knowledge of equal opportunities, 

equality and diversity legislation 
     

17. Experience of quality assurance      
18. Knowledge of Health and Safety 

requirements in relation to schools 
     

19. Experience of risk assessment and use 

of risk registers 
     

20. Knowledge of premises and facilities 

management 
     

Challenge and holding to account      
21. Understanding of the importance of 

collecting high quality data and expertise 

in interpreting and evaluating data to 

ensure progress is made and leaders are 

held to account 

     

22. Ability to interpret range of 

performance data to ensure that all 

pupils progress including those with 

SEND 

     

23. Experience of providing challenge to 

leaders on delivery of plans and 

strategies  

     

24. Experience of working with leaders to 

establish expectations for improvement 

and outcomes 

     

Effective use of resources      
25. Experience of ensuring resourcing 

decisions are focused on priorities 
     

26. Experience of reviewing impact of 

resources on outcomes and reviewing 

value for money 
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Appendix E: Local Governor Induction Policy and Checklist 

It is essential that all new local governors receive a comprehensive induction package covering a broad range 

of issues and topics.  There is a commitment to ensure that the new local governors are given the necessary 

information and support to fulfil their role with confidence.  The process is an investment, leading to more 

effective governance. 

As a local governor, you share in the strategic responsibility of promoting high educational standards and 

ensuring that the school is conducted as a Catholic school in accordance with the wishes of the Bishop of 

Nottingham. 

Purpose of induction: 

 To welcome new local governors to the local governing body and enable them to meet other members 

 To encourage new local  governors to visit the school  

 To meet the headteacher, staff and pupils 

 To explain the partnership between the headteacher, school and the local governing body 

 To explain the role and responsibilities of local governors 

 To explain how the local governing body works 

 To give background material on the school and current issues 

 To enable new local governors to ask questions about their role and/or the school 

 

New local governors will: 

 Be welcomed to the local governing body by the chair of governors 

 Be invited by the headteacher to visit the school 

 Have the opportunity to tour the school and meet staff and children 

 Receive an informal briefing on the school from the headteacher 

 Be accompanied by their mentor to their first local governing body meeting 

 Have the opportunity to review their first meeting with the mentor 

 Receive guidance on use of Trust Governor 

 

New governors will receive 

 Log on details for Trust Governor 

 The Code of Conduct for Local Governors [for signature] 

 The school’s latest Ofsted report 

 The school’s latest Diocesan Canonical Inspection report 

 A full list of staff and the staffing structure 

 School strategic objectives and targets 

 Information on relevant websites and where to locate key information and documents 

 Details of local governor support and training available 

 

Areas the headteacher will cover in their briefing will include: 

 Background to the school 

 Current issues facing the school 

 Relationship between the headteacher and local governing body 

 Relationship between the school, the CMAT and the NRCDES 

 An overview of the local governor’s role 

 How local governing body meetings are conducted 

 How to propose agenda items  

 Visiting the school 

 

Copies of school policies will be made available through Trust Governor.  
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New Governor Checklist 

 Welcomed to the local governing body by the chair of governors 

 Invited by the headteacher to visit the school 

 Toured the school and met staff and pupils 

 Received an informal briefing from the headteacher 

 Met informally with an existing local governor who will act as mentor 

 Reviewed first local governing body meeting with mentor 

 

Have you received the following? 

 The new governor induction pack 

 Trust Governor Log on information and a guide to use of Trust Governor 

 Information on relevant websites and where to find key information 

 The Code of Conduct for Governors 

 

Have you received or been directed to? 

 The school prospectus (if produced) 

 Recent school newsletters 

 A calendar of school events 

 The school development plan 

 The school’s latest Ofsted report 

 The school’s latest Diocesan Canonical Inspection report 

 A full list of staff and the staffing structure 

 A copy of the school targets 

 Trust Governor site log on details 

 Details of training opportunities  

 

Has the headteacher covered? 

 Background to the school 

 Current issues facing the school 

 Overview of the governor role 

 Relationship between the headteacher and the local governing body 

 Relationship between the school, the CMAT and the NRCDES 

 Your skills and any specific role you may have as a linked local governor 

 Visiting the school 

 

As a new governor I have: 

 Booked onto relevant Induction Training Programme provided by the school, the CMAT or NRCDES 

 Submitted a DBS application, local governor details form and eligibility form to the clerk 

 

 

Name………………………………      Signed………………………………     Date…………… 
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Appendix F:  Role of the Chair of Governors 

The chair of a local governing body is a critical role in the CMAT governance structure and needs to be filled 

by a strong and skilled leader. The chair liaises with the CMAT Board of Directors and also: 

 Chairs and facilitates all local governing body meetings 

 Works with the CMAT and the headteacher to agree agendas for local governing body meetings 

 Establishes and fosters an effective working relationship with the headteacher. Acts as a critical friend, 

offers challenge, support, advice and encouragement 

 Works with the headteacher to ensure that information and facts needed for good discussions take 

place at local governing body meetings 

 Keeps meetings orderly, focussed on key priorities for the school with sufficient time allocated to 

them to do justice to the topic and keeps the meetings to time 

 Sets a meeting timetable in accordance with the CMAT meetings schedule and agrees local timings of 

meetings 

 Has the casting vote in cases of a split decision 

 Represents the school at events and meetings 

 Supports the development of the local governing body including through induction, training, reviewing 

performance and succession planning 

 Maintains good relationships on the governing body and addresses any conflicts which arise 

 Supports governors to understand the role and responsibilities of the local governing body and 

encourages training and development of governors 

 Attends the chairs’ symposia and other CMAT events, meetings or training sessions relevant to the 

role 

 

Good Practice for Chairs in Meetings 

The chair will: 

 Welcome all to the meeting 

 Ensure that the meeting opens with a relevant prayer 

 Remind attendees of practical arrangements and the purpose of the meeting 

 Clarify ground rules if necessary 

 Ask for reports on actions from the previous meeting 

 Keep the meeting to time, maintain control on who is speaking, in which order and for how long 

 Keep the discussion focussed, positive and constructive 

 Stop any inappropriate behaviour and where necessary remind attendees of the contents of the Code 

of Conduct 

 Repeat people’s comments if they have not been heard of understood by others or seek clarification 

 Sum up discussion and what has been agreed including who is taking forward actions 

 Confirm date and time of next meeting 

 Ask for agenda items for next meeting 

 Thank participants for their attendance and contributions 

 Check the meeting notes once available from the clerk 
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Appendix G: Visits to School by Local Governors 

Visits to school are for local governors to: 

 Recognise and celebrate success 

 Develop relationships with staff 

 Understand the school environment 

 Focus on monitoring actions for raising attainment, other school development priorities or for 

monitoring risks to the school 

 

Visits are not for 

 Making judgements about the quality of teaching and learning 

 Pursuing personal agendas 

 Monopolising headteacher/teacher time 

 

Visits Protocol 

Before the visit, always: 

 Agree the purpose of the visit with the local governing body 

 Arrange details of the visit with the relevant staff member, ensuring the headteacher and the chair of 

governors is aware 

 

During the visit, always: 

 Observe any class guidelines/rules 

 Talk to the pupils but do not disturb the lesson in any way 

 Save the writing up of your visit report for outside of the classroom 

 

After the visit, always: 

 Complete the standard CMAT template for visit reports (format available from the chair of 

governors, clerk or headteacher) and send to the headteacher and/or staff member 

 Discuss any areas of significant concern directly with the headteacher 

 Send the visit report to the clerk and chair of governors 
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Appendix H: Job Description for the Post of Local Governor within a CMAT  

All those elected or appointed to local governing bodies should fulfil their duties in line with the seven principles of public 

life (the Nolan principles). They should also be mindful of their responsibilities under equality legislation, recognising and 

encouraging diversity and inclusion. They should understand the impact of effective governance on the quality of education 

and on outcomes for all children and young people.  

 

All local governors will be required to sign the Code of Conduct annually and there is an expectation that governors attend 

meetings regularly.  

 

In addition, all those involved in governance should be:  

 

Committed - Devoting the required time and energy to the role and ambitious to achieve best possible outcomes for 

young people. Prepared to give time, skills and knowledge to developing themselves and others in order to create highly 

effective governance.  

 

Confident - Of an independent mind, able to lead and contribute to courageous conversations, to express their opinion 

and to play an active role on the local governing body.  

 

Curious - Possessing an enquiring mind and an analytical approach and understanding the value of meaningful questioning.  

 

Challenging - Providing appropriate challenge to the status quo, not taking information or data at face value and always 

driving for improvement.  

 

Collaborative - Prepared to listen to and work in partnership with others and understanding the importance of building 

strong working relationships within the board and with executive leaders, staff, parents and carers, pupils/students, the 

Diocese, the local parish community and employers.  

 

Critical - Understanding the value of critical friendship which enables both challenge and support, and self-reflective, 

pursing learning and development opportunities to improve their own and whole board effectiveness.  

 

Creative - Able to challenge conventional wisdom and be open-minded about new approaches to problem-solving; 

recognising the value of innovation and creative thinking to organisational development and success. 

The Catholic Character of the School 
 Preserve and develop the Catholic and educational character, mission or ethos of the school in collaboration 

with the headteacher 

 Champion the CMAT’s vision, ethos and strategic direction in the school 

 Ensure the spiritual wellbeing of pupils at the school 

 Ensure that the school has a medium to long-term vision for its future viability as a Catholic school and that 

there is a robust strategy in place for achieving its vision 

 Establish and maintain relationships with the parish priest, local Church and parish community to work with 
them as they contribute to the Catholic formation of the pupils at the school 

 Establish and maintain relationships with parents of pupils attending the school to support them in their role as 

primary educators  

 Establish and maintain a relationship with members of the wider local community, including assisting the principal 

to build relationships with other schools, agencies and businesses in the community to enhance the quality of 

Catholic education provided for pupils 

 Comply with any denominational inspections pursuant to s.48 and any additional canonical inspections and 
visitations of the Bishop 

Standards 
 Receive information regarding the monitoring of the KPI figures reported from the headteacher relating to 

standards and report any issues to the Executive Team  

 Develop and approve the school development plan and monitor its impact, reporting any issues to the 

CMAT Executive Team/Directors 

 Monitor the quality assurance of teaching and learning, the curriculum inclusion and the sharing of good 
practice across the school and take action where issues arise 

 Ensure that inclusion involves challenging all vulnerable groups within the school 

 Carry out monitoring visits to the school 

 Challenge the headteacher and leaders regarding the progress of all pupils in the school 
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Leadership and Governance 
 Support the headteacher to develop the School Development Plan, monitor its implementation and report on 

progress to the CMAT Directors 

 Assist the headteacher to tailor CMAT wide policies for the school 

 Appoint (and remove) from its number: chair, vice-chair and local governors with specific responsibilities for 
SEND and safeguarding  

 Review and amend the policies of the school in line with any CMAT wide policies 

 With the headteacher, establish and develop pupil, parent and staff voice and monitor the same, reporting any 

issues or other matters to the Executive Team/CMAT Directors as appropriate 

 Performance manage the chair of the LGB – 360 review 

 Carry out the annual self-evaluation of the LGB and report findings to the CMAT Executive Team/Directors as 

appropriate 

 Succession plan for local governance and senior leadership in conjunction with the CMAT 

 Support and work with other LGBs in the CMAT 

 Provide appropriate levels of support and challenge to the headteacher 

 Comply with any other education inspections, e.g. s.5 as required by law 

 Review the performance of the CMAT, its leadership, central team and services and support provided to 
the school 

Curriculum  
 Approve the curriculum proposed by the headteacher (to the extent that it is consistent with the CMAT wide 

policy) 

 Ensure that the curriculum of the school, including all the subjects of the National Curriculum, is taught in the 

light of the Gospel values and actively promotes the spiritual and moral development of its pupils 

 Ensure that RE is in accordance with the Curriculum Directory and the Bishop’s policy and that it constitutes 

10% of the weekly timetable in the academy in accordance with the tenets and norms of the Catholic Church (or 

5% for post 16 level) 

 Ensure that the headteacher is complying with the requirement to provide a daily collective act of worship in 
accordance with the rites, practices, disciplines and liturgical norms of the Catholic Church and take action to 

address any issues, as appropriate 

 Ensure that relationships and sex education (RSE) is taught in accordance with the social and moral teachings of 

the Catholic Church having regard to any diocesan requirements and CMAT wide policy 

 Review information regarding the quality assurance of teaching and learning, the curriculum, inclusion and ensure 
actions are in place to address any issues that arise 

Pupil Issues 
 Monitor the implementation of a behaviour policy for the school in line with Trust wide policies 

 Review any exclusion of a pupil  

 Review the overall pattern of exclusions at the school and report to the Executive Team/Directors  

 Review pupil attendance   

 Monitor the impact of the pupil premium in the school and advise Executive Team/Directors 

 Monitor the impact of the sports premium in the school and advise Executive Team/Directors 

 Implement the diocesan complaints policy 

 Ensure effective arrangements are in place for pupil support and representation at the school  

 Support the CMAT and the headteacher in the extended school provision in the school 

Communication  
 Ensure the effective implementation of the data protection policies and procedures in the school  

 Ensure systems in place are in line with the CMAT’s strategy at the school for effective communication with 

pupils, parents or carers, staff, parish priests, diocese and the wider community including the support of a local 

parent teacher association (if established) 

 Review annually the academy website ensuring that it is compliant with all requirements as set out by the ESFA 
and the advice provided by the NRCDES and the CMAT 
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SEND  
 Appoint a local governor responsible for SEND, LAC and inclusion 

 Review and maintain the Trust’s SEND and LAC policy 

 Provide oversight of the implementation of the policy within the school and compliance with the legal 
requirements relating to disability and report to the CMAT Executive Team/Directors 

Safeguarding  
 Appoint a designated governor for safeguarding   

 Ensure that at least one governor on any recruitment panel has up to date safeguarding and safer recruitment 

training 

 Review and maintain a safeguarding and child protection policy for the school (consistent with the CMAT wide 

policy) 

 Ensure the completion of the single central record (SCR) and its regular updating 

Admissions  
 Work with the NRCDES and the CMAT to implement the standard NRCDES school admission 

arrangements  

 Work with CMAT to ensure the school website contains correct information that ensures it is compliant 

with the requirements of the School Admissions Code 

 Make arrangements for determining applications for admission and hearing admission appeals (using the 

Catholic Schools’ Appeals Service) unless sanctioned by the NRCDES 

 Ensure effective arrangements are in place for pupil recruitment liaising with the CMAT 

 Contribute to the development of the school prospectus (if there is one)  

 Respond as directed by the NRCDES and the CMAT to undertake consultation, publish admissions and 
determine arrangements as required in accordance with the School Admissions Code 

Finance 
 Local governors will not be responsible for setting and approving the academy budget or monitoring expenditure 

on a monthly basis (this will be carried out by the headteacher, the Executive Team and the CEO  

 Be mindful of the school’s annual budget and consider CMAT budget reports 

 Scrutinise use of resources for value for money and impact  

 Maintain a register of business interests 

 Ensure the disaster recovery/business continuity plan for the school is adhered to and remains fit for purpose 

Estates/Health & Safety 
 Adopt a health and safety policy (in line with the CMAT wide policy) 

 Review the implementation of the health and safety policy and ensure that appropriate risk assessments are being 

carried out in the school  

 Ensure site inspections are undertaken to review any health and safety issues and the security of premises and 
equipment   

 Monitor the arrangements for the effective supervision of building maintenance and minor works and take up any 
issues with the CMAT Executive Team 

Human Resources 
 Support the CMAT Directors in headteacher appointment as requested by the CMAT Executive Team (acting 

with the delegated authority of the Directors) 

 Support the CMAT Executive Team and Directors as appropriate, to conduct the performance 

management of the headteacher 

 Ensure that the performance management of staff is carried out 

 Having regard to the CMAT’s strategic plans, support the headteacher in the development and review (from time 

to time) of an appropriate staffing structure for the academy and for the appointment of school staff and to 

ensure that the school is fully staffed in accordance with that structure 

 Monitor and report to the CEO/Directors on staff absence 
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Appendix I: Local Governing Body Meeting Standard Agenda (Sample) 

General Comments 

 

 No meeting should last more than 2 hours 

 Each section should be timed to allow coverage of the whole agenda 

 Information about dates of meetings/notes from meetings will be on Trust Governor 

 

It is not the expectation that all of the bullet points under each of the headings are discussed at each 

meeting, this is simply an example of the types of issues which may be discussed. 

 

1. Opening Prayer 5 mins 

2. The Catholic Life of the School 
 Report on the Catholic Life of the School including input from Lay Chaplain 

where appropriate 

 Outcomes from DCI linked monitoring 

 Feedback from any visits from diocesan RE Adviser 

 Progress towards Catholic Life / RE targets in the school development plan 

 Maintaining and developing parish links 

 Feedback from Governor visits 

 Review of school’s judgements in diocesan SEF 

 Local Governor challenge  

30 mins 

3. Standards 
 Report from the Director of Performance & Standards 

 Analysis of recent data collections 

 Progress towards outcome targets in the school development plan 

 Headteacher’s update on monitoring of standards 

 Local Governor challenge over target outcomes identified in the school 

development plan versus current progress 

 Feedback from Governor visits 

 Review of school’s judgements in Ofsted SEF 

30 mins 

4. Pupils / Students 
 Safeguarding (staff training update / SCR) 

 Bullying/racist/homophobic incident logs 

 Attendance and exclusions  

 Pupil Premium/Inclusion updates 

 Any other pupil/student related matters 

20 mins 

5. Developing Links with Staff / Parents  

6. Trust Issues/Updates 

 Finance and HR update (spending to date versus budget, resignations, vacancies 

and appointments) 

 Update from CEO/Chair of the Trust 

 Feedback from LGB to the Trust 

 

7. Diocesan Update 

 Update from the Director of Education 

 

8. Additional School Issues 

 Health and Safety 

 

9. Closing Prayer 5 mins 
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Appendix J: Terms of Reference for the Chairs’ Symposium 

The function of this symposium is advisory in nature.  

 

1   Introduction  

 

     The purpose of the group is to:  

 

 Support and monitor the role of each academy chair of governors within the CMAT 

 To establish consistent working practices across the CMAT and local governing bodies 

 To provide training, advice and a peer networking opportunity for all CMAT appointed chairs 

 To ensure effective lines of communication between the Trust Board and local governing bodies 

 

2   Membership  

 

 CEO of the CMAT  

 Chair of the CMAT Board of Directors  

 Chairs of each member academy (should the chair of governors from an academy be unable to attend, 

the vice-chair or another nominated representative should attend the meeting) 

 

3    Duties  

 

      The Symposium has been established by the CMAT Board of Directors in order to:  

 

 Ensure that the vision of the CMAT and the ethos and values of the CMAT are consistently applied 

and shared 

 Ensure regular and accurate transfer of knowledge to members of the local governing bodies 

 Provide an opportunity for chairs to share good practice, debate and discuss areas of challenge 

 Provide an opportunity for chairs to feedback to the Trust on ‘what is working well’ and ‘areas for 

development’ 

 Develop, establish and implement common and consistent practices in all aspects of academy 

governance 

 Develop and implement a diocesan wide policy to encourage succession planning for vice-chairs and 

aspiring chairs as well as recruitment of future local governors 

 Identify and undertake new initiatives which affect the role of chairs through regular training, briefings 

and peer to peer mentoring 

 To act as an input to wider CMAT policies i.e. talent management and succession planning within and 

across our schools in collaboration with the Diocese of Nottingham  

 To be an additional conduit for effective communication 

 

4    Meetings  

 

 The CMAT Chairs’ Symposium will meet as a minimum of 3 times per year. Dates for the new 

academic year will be set in advance. 
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Appendix K: Inter-Relationship between the Local Governing Body and the CMAT Board 
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Appendix L: CMAT Meeting Scheduler 
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Appendix M: Prayers for Local Governing Body Meetings 

These prayers may be used in addition to the school prayer, the Trust prayer or the 

diocesan prayer. 

 

Father, encourage and sustain us in our endeavour to move forward in partnership for the 

good of the people you have placed in our care. 

In your name, let us befriend, support and encourage each other in the challenge and 

demands of our shared responsibilities. 

Help us to work together in a spirit of charity and cooperation accepting wholeheartedly 

that it is in collaboration that we best live out your example and best serve our school 

community. 

We make our prayer through Christ our Lord, Amen.  

 

Lord Jesus Christ, Son of the living God, teach us to walk in your way more trustfully, to 

accept your truth more faithfully and to share your life more lovingly; that by the power of 

the Holy Spirit we may come as one family to the kingdom of the Father, Amen.  

 

With confidence and trust, we gather in the presence of God who loves us. 

In the name of the Father who created us; in the name of the Son who calls us to the 

fullness of life and in the name of the Holy Spirit who guides us with wisdom. Amen. 

 

Spirit of God,  

Guide us with your wisdom as we seek to take responsibility for the education of the young 

people in our care. May each of us give generously our talents growing to know one 

another. Show us how to build a community sharing a deep concern and common purpose. 

May we find together the inspiration which is and always will be, Jesus Christ our Lord.  

Amen. 

 

Father, we seek the guidance of the Holy Spirit in the business that is before us. 

In planning for the future, give us vision. 

In dealing with people, give us love.  

Help us in all things to honour your name, to advance your kingdom and to carry out your 

will.   

We ask this through Christ our Lord. Amen. 
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