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NOTES FOR FORUM REPRESENTATIVES 
 
You have received these briefing notes as one of the governors representing your school governing 
body at the School Governor Forums.  Building on the format of the meetings held in March 2016 the 
meetings will continue to give governors the opportunity for sharing good practice. They will include 
input from governors and schools on topics which have been selected by governors. The Governor 
Forum meetings will each follow the same agenda and will be held on:- 
 

Monday 7 November at Margaret McMillan Tower 

Or Tuesday 8 November at Eastwood Primary School, both at 6.30pm 
 
If you have any queries on matters included in these notes please contact the School Governor 
Service for further information. These notes are designed so that they can be detached and separated 
as individual documents. Please feel free to copy any of them so you can give a copy of the 
appropriate note to the Chair of any committee or a particular governor with responsibility for the 
matter it outlines.   
 
You are not intended to be an expert on all these matters but to have information which enables you to 
draw them to the attention of your colleague governors.  The notes are intended to ‘signpost’ those 
issues your governing body may need or wish to address in the Autumn Term 2016 and they are being 
circulated now to enable them to be incorporated into your meeting plans for next term. Most briefing 
notes identify a person to contact if your governing body needs further information or advice. 
 
The production of these notes is one of the services provided by the School Governor Service for all 
schools in the District. Thank you for the work you do in support of your school and its children. 
 
 

Clive Linnett 

Head of School Governance & Workforce Development  
Tel: (01274) 439400  

E-mail school.governor@bradford.gov.uk 
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BRIEFING NOTE 1 
 

Governing Board Agenda Items for the Spring Term 

 
 

Items in bold are statutory requirements 
 

 First Meeting:  

1 Publish proposed admission arrangements for Autumn term next year (schools which are 
admissions authorities) 

 

2 RAISEonline reviews   

3 Current Pupil Data - monitoring of progress against targets   

4 Receive reports on governor visits to school  

5 Staff presentation linked to a development plan target and review of progress to date  

6 Quality of teaching, learning and assessment  

7 Receive Quarterly monitoring return and consider plans for use of any projected surplus or 
amelioration of deficit 

 

8 Review of Governor Development plan progress   
 
 

 Second Meeting:  

1 Agree curriculum plans for next year, (e.g. options)  

2 Agree staffing structure  

3 Headteacher’s Report  

4 Consider purchase of LA and other services  

5 Review Whole School Pay Policy  

6 Identify future work  

7 Review of Pupil and Sports premium funding use  

8 Draft budget for next financial year (maintained )  

9 School Financial Value Standard review  and approval unless delegated to committee  

10 Consider budgets for future years based on proposed student numbers and staffing costs  

11 Report from Governor Forum  
 

 

Other items which should be discussed on a regular/planned basis: 
 Write new policies/review existing policies and agree review schedule 
 Reports from Committees  
 Plan governor attendance at training and receive reports from those attending. (Include succession 

planning for the Governing Board) 
 Induction  and support for new governors 
 Staff development needs and succession planning 
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BRIEFING NOTE 2 
 

Schools’ financial efficiency: 10 planning checks for governors 

These 10 planning checks are to support school and academy governors by providing information to help 
governors understand effective financial management. Governors can then use this information to make 
sure their school is efficient in managing its resources. 

Governors should use these checks early in the annual budget planning cycle and when looking ahead at 
the 3 to 5 year position. Senior staff in schools and multi-academy trusts (MATs), including finance 
directors and business managers, will also find this guide useful. 

The term governor is used for school governors and academy trust members and trustees. 

1. Staff pay as a percentage of total expenditure 
Staff pay is the single most expensive item in the school budget, representing typically over 70% of 
expenditure. 
 
Questions governors might want to ask include: 
 
 How much of the budget is spent on staffing compared to other similar schools? 
 How does the percentage for teaching staff, for curriculum support staff and for other support staff 

expenditure lines compare to other similar schools? 
 How does the school’s pupil outcomes – such as progress – compare to similar schools relative to 

spend on staffing? 
 What are staff costs as a percentage of total expenditure compared to similar schools?  
 What are staff costs as a percentage of total income? Staffing costs over 80% of total income are 

considered high. (Costs as a percentage of total expenditure can appear artificially low when a school 
is overspending and expenditure is higher than income, hence this question in addition to the one 
above). 

 If teaching costs are relatively high, is this due to the number of teachers or a relatively high 
proportion of high paid staff? 
 

2. Average teacher cost 
This measure is calculated by dividing the total teaching cost by the full time equivalent (FTE) number of 
teachers. 
 
Questions governors might want to ask include: 
 

 If the average teacher cost is high in comparison to other similar schools, is this due to: 
a) the staffing grade profile, such as a high number of staff on the upper pay scale; or  
b) the responsibilities structure in the school, such as the Teaching and Learning Responsibility 

(TLR) scale; or 
c) another reason; and if so what is this reason? 
 

 How far is the school utilising its pay flexibilities – for example, to differentiate pay by teachers’ 
performance? 
 

3. Pupil to teacher ratio (PTR) 
This measure is calculated by dividing the number of full time equivalent (FTE) pupils on roll by the total 
number of FTE teachers. A relatively low PTR suggests small class sizes. In addition to benchmarking 
the PTR, schools may want to review the average PTR and pupil to adult ratios in state funded schools by 
type by looking at the national school workforce statistics. 
 
The ratio of pupils to all curriculum adults is also relevant, especially in primaries where the use of 
teaching assistants in place of teachers can skew the PTR.  

https://www.gov.uk/government/collections/statistics-school-workforce
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Questions governors might want to ask include: 
 
 What is the PTR for different key stages within the school? 
 How does the school’s PTR compare with other similar schools? If it is significantly different, what is 

the rationale for this? 
 How does the ratio of pupils to adults (teachers and support staff) compare to similar schools? 

 

4. Class sizes 
The smaller the class size the greater the cost of delivery per pupil. Governors should ensure that class 
size plans are affordable whilst supporting the best outcomes for pupils.  You may find it helpful to look at 
the Education Endowment Foundation’s evidence on the impact and costs of reducing class size. 
 
Questions governors might want to ask include: 
 
 What are the average class sizes by key stage, and by options at key stages 4 and 5? 
 What class sizes does the school aim to achieve – and what is the educational rationale for this? 
 Are there any small classes where the funding generated by the pupils does not cover the cost of 

delivery?  (This mainly occurs at key stage 4 and 5 where class sizes for some subjects can fall) 
 What is the maximum average class size that the school can operate at within the context of:-  

a) Pupil admissions? 
b) The structure of the building? 
c) The numbers in different year groups? 
d) The need for intervention strategies? 

 
 

5. Teacher contact ratio 
This is calculated by taking the total number of teaching periods timetabled for all teachers in the school 
and dividing that by the total possible number of teaching periods (total teaching periods in the timetable 
multiplied by FTE teachers).  All teachers should have the guaranteed minimum of 10% timetabled 
planning, preparation and assessment (PPA) time so the ratio will always be lower than 1.0. 
 
The Association of School and College Leaders (ASCL) advocates 0.78 as an aspirational target for the 
ratio, on the basis that that represents approximately 10% of all teacher time in planning and preparation, 
10% in management activity and allows 2% margin. 
 
Questions governors might want to ask include: 
 
 How does the school’s teacher contact ratio compare to other schools? 
 How does the usage of curriculum staff impact the overall budget efficiency? The higher the ratio the 

more financially efficient the curriculum planning. 
 How does the school compare against the ASCL aspirational target? What is the rationale for any 

difference? 
 Are teaching staff undertaking roles that could be undertaken by support staff? 

 

6. Proportion of budget spent on the leadership team 
Schools have many different leadership and management structures and comparisons are not straight 
forward. The total number of teachers in the leadership group (FTE) is collected in the Workforce Census 
annually and each school’s underlying data is included in published school workforce statistics 
(https://www.gov.uk/government/collections/statistics-school-workforce)  
 
Some schools calculate the cost of non-class based leadership time as a percentage of total expenditure 
and compare to similar schools by collaborative exchanges of summary information. Likewise, MATs can 
compare across their member schools where they are similar. 
 
 
 

https://educationendowmentfoundation.org.uk/toolkit/toolkit-a-z/reducing-class-size/
https://www.gov.uk/government/collections/statistics-school-workforce
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Questions governors might want to ask include: 
 
 How does this compare to similar schools taking into account any contact time the leadership staff 

have? 
 Across schools in the trust/federation are the leadership structures proportionally the same? 
 How has the school made decisions on the proportion of its budget to be spent on the leadership 

team? 
 If this is relatively high or low compared to similar schools, is this because of the size of the 

leadership team, or their pay? 
 

7.   3 to 5 year budget projections 
Governors will want to see 3 to 5 year financial projections and the assumptions made to cost them. 
Assumptions to review include:- 

1. Projected pupil numbers,  
2. Free school meal numbers, 
3. Likely pupil premium income  
4. Projections of the staffing that will be necessary in these years  

 
Schools should plan their staffing based on multi-year projections of curriculum needs. 
 
Questions governors might want to ask include: 
 
 How confident are you that pupil number projections are realistic? If there is uncertainty then 

governing boards should be given three scenarios: cautious, likely, and optimistic. This applies to all 
key assumptions but especially pupil number projections and funding rate assumptions. 

 If the optimistic scenario indicates financial difficulties is the school addressing a recovery plan now? 
 If the cautious budget indicates potential financial difficulties, what contingency plan does the school 

have to overcome them? 
 Are there any issues in the medium term that should be addressed now? 
 How will current decisions impact medium term budgets? 
 What needs to be put in place now to ensure the necessary funding in the future? 

 

8. Spend per pupil for non-pay expenditure compared to similar schools 
MAT trustees may want to compare their level of top slice to other MATs, what it is used for, and how it 
provides value for money (VFM) for member academies. 
 
Questions governors might want to ask include: 
 
 What is the spend per pupil for catering, ICT, estates management, business administration, energy 

and curriculum supplies? 
 If benchmarking shows a relatively high spend on a particular expenditure line, why is this 

happening?   Is this unavoidable or are further efficiencies possible? 
 If the cost of energy seems high compared to similar schools, are there opportunities for investment 

in energy-saving devices to reduce the cost? 
 If spend on learning resources seems high compared to similar schools, are there opportunities for 

collaborations with other local schools to bring costs down? 
 

9. School improvement plan priorities and the relative cost of options 
The budgetary process sits firmly within the strategic leadership framework and should link into the overall 
management and planning cycle rather than being seen as an additional activity that is the sole 
responsibility of the finance manager. 
 
Questions governors might want to ask include: 
 Are school improvement initiatives prioritised, costed and linked to the budget? 
 Are all new initiatives fully costed before the school is committed to the proposal? 
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10. List of contracts with costs and renewal dates 
Each year the school will need to review its contracts across all of its services to determine which ones 
are due for renewal. It is important that contract renewal is planned for and aligned with school 
requirements. 
 
Questions governors might want to ask include: 
 
 Are all contracts due for renewal re-tendered/reviewed for VFM before renewal? 
 Are any regular payments for services on an invoice only contract? If so, are these included on the 

contracts list and reviewed for VFM too? 
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BRIEFING NOTE 3 

 

Updates of Interest to all Governors 
 

Governors‘ Responsibility for Careers Advice 
The governing board has a statutory responsibility to monitor and evaluate the effectiveness of the 
school and its curriculum in order to promote high standards of educational attainment (DfE, 2014a). 
 
The governing board must ensure: 
 
 that all registered pupils at the school are provided with independent careers guidance from year 8 

to year 13; 
 that the independent careers guidance provided is presented in an impartial manner; 
 they include information on the range of education or training options, including apprenticeships 

and other vocational pathways available; 
 there is guidance that the person giving it will promote the best interests of the pupils to whom it is 

given.  
 

This duty applies to all maintained schools and PRUs; and it applies to most academies through their 
funding arrangements. 
 

Updates to Statutory Guidance on the Constitution of Maintained Schools Governing Bodies 
The Department for Education (DfE) has published its updated statutory guidance on the constitution 
of governing bodies of maintained schools. Key updates include: 
 
• Disclosure and Barring Service checks 
• Supplying information to the secretary of state about those involved in governance 
• Clarified information on governors’ access to training 
• Clarified information on parent governors 
 
The new version of the guidance references the DfE’s Governance Competency Framework, which is 
expected to be published this autumn. 
 
The guidance emphasises the role of the governing board in addressing both the training and 
development needs of individual governors. The NGA’s view is that if governors are going to carry out 
these serious and demanding responsibilities effectively then they need to be trained. Governing 
boards should set an expectation that, throughout their term of office, governors must have regard to 
their own professional development.  
 
The DfE also seek to clarify that parent governors have a valuable perspective to offer and are a good 
source of knowledge about the school. However, parental engagement is a separate activity for which 
the whole governing board is responsible. 
The Guidance is available at:- https://www.gov.uk/government/publications/constitution-of-governing-
bodies-of-maintained-schools 
 

Update on Multi-Academy Trust (MAT) Growth Checks 

From the Autumn Term Newsletter of the Regional Schools Commissioner 
´Many of you will have attended my NSC Roadshows in June and July. At these I spoke about the MAT 
growth checks that I see as being integral to enabling trusts to grow strategically and with confidence. 
The first pilots of the audit took place in July, and between now and Christmas my aim is to complete a 
further 30-40. 
 
The learning and feedback from these will inform the final development of the programme, which we 
will roll out from January 2017.‘ 
 

https://www.gov.uk/government/publications/constitution-of-governing-bodies-of-maintained-schools
https://www.gov.uk/government/publications/constitution-of-governing-bodies-of-maintained-schools
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      The purpose of the audit is to assess the capacity of any MAT to grow over the next few years. 
       

The five components in the audit are: 
 
• standards and track record of improving schools 
• people and leadership 
• governance 
• financial sustainability 
• risk management 
 

Launch of online toolkit to measure and monitor children and young people’s mental wellbeing 
A free, online toolkit to measure and monitor children and young people’s mental wellbeing has launched 
for schools. The development of the toolkit was commissioned by Public Health England (PHE) and led by 
the Anna Freud National Centre for Children and Families (AFNCCF). 
 
According to AFNCCF, half of all diagnosable mental health disorders are established by the age of 14. 
Figures published last month by the Office for National Statistics (ONS) showed the highest number of 
suicides by 15 to 19 year olds since 1998. 
 
The toolkit aims to support school staff by highlighting a range of validated tools to measure and monitor 
student mental wellbeing alongside real-life case studies. In turn, school leaders can use the information 
gathered to assess and develop the personal development, behaviour and welfare of pupils, a key 
judgement area within the Ofsted Inspection Framework. 
 
The mental health of young people has been raised by a variety of organisations as a matter of increasing 
concern. Look out of the November edition of Governing Matters (due out in a couple of weeks) which 
includes an article on the governing board’s role in promoting positive mental health.  
 
http://www.annafreud.org/services-schools/mental-health-in-schools/schools-in-mind/resources-for-
schools/mental-health-toolkit-for-schools/ 
 

Updated Governance Handbook 
The Handbook is currently being updated and should be released before the end of term. The intention 
is that it will include the six ´Features of Effective Governance‘ 
 

Strategic Leadership that sets and champions vision, ethos and strategy. 

Accountability that drives up educational standards and financial performance. 

People with the right skills, experience, qualities and capacity. 

Structures that reinforce clearly defined roles and responsibilities. 

Compliance with statutory and contractual requirements. 

Evaluation to monitor and improve the quality and impact of governance. 
 
Further information will be provided as soon as the handbook is released, including via the Chairs‘ 
Update session on 6 December. 
 
 
 
 
 
 
 
 
 
 
 

http://www.annafreud.org/services-schools/mental-health-in-schools/schools-in-mind/resources-for-schools/mental-health-toolkit-for-schools/
http://www.annafreud.org/services-schools/mental-health-in-schools/schools-in-mind/resources-for-schools/mental-health-toolkit-for-schools/
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BRIEFING NOTE 4 

 

Actions to be completed this Term 
 

For larger schools and MAT Trust Boards 
All large employers (with 250 or more employees) will have to report on gender pay differences from 
April 2017. The regulations and supporting guidance will be published early in 2017 and these will set 
out the information that employers will need to publish. 
 

Consideration of whether your school could be a ‘Coasting School’. 
The Education & Adoption Act 2016 introduced new provisions to define schools that are ‘coasting’. In 
March 2016 the government published its response to the consultation on coasting schools. This 
confirmed that a ‘coasting’ school was one where data showed that over a three-year period, the school 
had failed to ensure that pupils reached their potential. 
 
The document also set out the Department’s proposed definition of a coasting school.  The definition is 
based on the same performance measures that underpin the floor standards. In 2016, a primary school 
will be coasting if: 
 
• it meets the 2014 part of the definition of fewer than 85% of pupils achieving level 4 in English   

reading, English writing and mathematics and below the national median percentage of pupils making 
expected progress in all of English reading, English writing and mathematics; and 
 

• it meets the 2015 parts of the definition - of fewer than 85% of pupils achieving level 4 in English 
reading, English writing and mathematics and below the national median percentage of pupils making 
expected progress in all of English reading, English writing and mathematics; and 
 

•   it also meets the 2016 part of the definition - if fewer than 85% of children achieve the expected 
standard at the end of primary and average progress made by pupils is below -2.5 in English reading 
or -2.5 in mathematics or -3.5 in English writing.  

 
A school will have to be below the coasting definition in three consecutive years to be defined as coasting. 
No school will be identified as coasting until after the 2016 primary performance tables are published in 
December. 
 
Governors of schools identified as being a coasting school will need to have an action plan in place to 
address the issues which resulted in that determination as the Regional Schools Commissioner (RSC) 
will be requesting that from the school and then will make a decision on the effectiveness of the plan.  
 
Further action up to and including an academy order can be taken by the RSC if it is considered that 
the school will not improve. 
 
Governors of all schools will need to consider their school’s vulnerability to being considered a coasting 
school in the future. As the definition is based on three successive years’ results it is important that 
governors are made aware if the 2016 results leave the school vulnerable to such a judgement in 2017 
or in 2018 so that actions can be put in place to prevent this happening.   
 
Schools which close and then reopen as academy converters can still be judged to be coasting on the 
basis of their previous results. 


