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The Governing Body Of Alexandra School

Academic Year 2008-2009.

Welcome to the Handbook for Governors for Alexandra CP School.

This has been put together by Julia Francis, Rachel Noyes and myself, together with input from Headteacher, Richard Lloyd.

We have used a variety of sources in our efforts to make this document as useful and informative as possible,

It is intended to explain the role of a governor and guidance on fulfilling that role responsibly and effectively.  In other words, who we are and what we are expected to do.

Some of the content is generic and is handed down from the Welsh Assembly Government and Wrexham County Borough, but we have also tailored it specifically for governors of Alexandra.

Estyn inspected the school in 2006 and had this to say :

“The governing body fulfils its statutory responsibilities well.  Governors take a very active and imaginative role in developing and reviewing policies and have strategic plans for evaluating their success” 

I hope this handbook allows us to continue in that vein.

Carol Crump

Carol Crump – Chair of Governors 

What is a Governor?

A governor is someone who:-

· is a volunteer;

· cares about teaching, learning and children;

· represents those people with a key interest in the school, including parents, staff, the local community and the LEA;

· is part of a team which accepts responsibility for everything a school does;

· has time to commit to meetings and other occasions when needed;

· is willing to learn;

· is able to act as a friend who supports the school but is still able to cast a critical eye on how the school works and the standard it achieves;

· acts as a link between parents, the local community, the LEA and the school.

The Governing Body of Alexandra School is made up of people who want to ensure that the school is organised and run correctly and effectively for the maximum benefit of all children, staff and members of the community.

Who are School Governors?

All Governors are working on a voluntary basis or are committed to supporting the school as a part of their duty as a local councillor.

You will discover that many kinds of people become governors of schools. Like you, they will have a particular reason for serving on the governing body. Because of these different reasons all governing bodies have a core group of governors consisting of:-

· Parent governors;

· LEA governors;

· Teacher governors;

· Staff governors;

· Community governors;

· Additional community governors;

· the Headteacher (acting in the capacity of a governor where this is his/her choice);

· Each Governing body also has a clerk who is responsible for taking minutes and recording the decisions of the Governing Body.

The Governors help to ensure the school’s efficiency in a number of different ways including assisting with financial decisions and organisation, assisting with appointments and decisions relating to the staff, improving the school premises, developing educational policy and even working with the children in classrooms or helping with educational visits.

The Constitution Of Alexandra School Governing Body

The Governing Body shall be made up of:

1) 5 Parent Governors

Parent Governors are nominated and elected by other parents in the school and so act as their representatives

2) 4 LEA Governors

LEA Governors are nominated by the elected member for the electoral ward in which the school is situated and are approved by the LEA

3) 2 Teacher Governors

Teachers Governors are nominated and elected by their teaching colleagues

4) 1 Staff Governor 

The Staff Governor is nominated and elected by the non-teaching staff of the school

5) 4 Community Governors

Community Governors are persons invited to join the Governing Body because they have an interest in the success of the school, have a past association with the school or have links with the local area 

6) 1 Additional Community Governor

The Additional Community Governor is a member of the local community council

7) At Alexandra School the Headteacher is not a Governor at the present time.

All Governors ‘sign up’ for a period of 4 years although governors are free to resign at any time.
Due to the new Instruments of Government for PrImary/Infant/Junior Schools, that came into force in 2005, all Governing Bodies were required, by 31 August 2008, to be re-constituted in accordance with these regulations.

Hence all the current governors of Alexandra have a 4 year term of office which ends on 31 August 2012.

There is currently a vacancy for one LEA Governor.

Governors are expected to

· Attend meetings regularly;

· Be familiar with the school, its staff and pupil makeup;

· Sit on sub-committees and act on behalf of the whole Gov Body

· Link to curriculum or specialist areas liaising with subject leaders

The Governors

Introducing the Governors of Alexandra School

	Governor
	Association
	Committees
	Term of Office
	Subject Links

	Mark Williams
	Parent
	Staffing;   H&S
	31/08/2012
	 

	Julia Francis
	Parent
	Staffing; Special Needs
	31/08/2012
	English; Art; History

	Rachel Noyes
	Parent
	Staffing; Special Needs
	31/08/2012
	Science; SENCO

	Geoff Welsh
	Parent
	Staffing
	31/08/2012
	 

	Karen Jones
	Parent
	Appeals
	31/08/2012
	 Special Needs

	Mike Allum – Vice Chair of Governors
	LEA
	Appeals; Finance; Special Needs
	31/08/2012
	 Special Needs

	Keith Gregory
	LEA
	Appeals
	31/08/2012
	 

	David Bithell
	LEA
	Appeals 
	31/08/2012
	 

	Angela Barry
	Teacher
	 
	31/08/2012
	 

	Janet Cannon
	Teacher
	 
	31/08/2012
	 

	Sharlene Jones
	Staff
	 
	31/08/2012
	 

	Carol Crump – Chair of Governors
	Community
	Staffing; Finance; Head's Perf Assessor
	31/08/2012
	Geography; Accelerated Learning

	Claire Parry
	Community
	Staffing Finance
	31/08/2012
	 

	Margaret Millar
	Community
	Appeals; Head's Perf Assessor
	31/08/2012
	 

	Ray Clarke
	Community
	Staffing 
	31/08/2012
	 

	Joyce Dudley
	Additional Community
	Appeals; Head's Perf Assessor
	31/08/2012
	 


Meetings

 At Alexandra Governors meetings are generally held once each half term when all aspects of school are discussed. Occasionally additional meetings for sub- committees may be called when the need arises.

Our meeting dates for 2008/9 are:

Autumn Term

2 Sept to 24 Oct

meeting Tues 23 Sept









Training day Fri 21 Nov

3 Nov to 19 Dec

meeting Tues 25 Nov

Spring Term

6 Jan to 13 Feb

meeting Tues 27 Jan

23 Feb to 3 April

meeting Tues 24 March

Summer Term

20 Aril to 22 May

meeting Tues 12 May











Training Day Fri 19 June

1 June to 17 July

meeting Tues 23 June

Generally all meetings begin at 5.30pm and whilst there is no stipulated end time, we aim to carry out all the business by no later than 7.30pm.

The Head teacher, in consultation with the Chair, will agree and send out an agenda approx 2 weeks before the meeting, along with minutes of the last meeting.

To save on resources, large documents will not be sent out with the agenda, but will be made available at the meeting or for review prior to the meeting, by arrangement with the Head teacher.

If governors wish to have an item included on the agenda they should contact either the Head or Chair, no later than 2 weeks before the meeting.

Time permitting, unscheduled matters will be discussed after all agenda items have been dealt with.

Apologies, for absence, should be advised to the Head teacher or Chair in advance of the meeting.
This is particularly relevant in ensuring that a quorum of attendees is maintained so that any decisions made are binding.

Where there are insufficient governors in attendance important decisions may have to be deferred to a later/alternative date.

Expectations Of Governors

· Governors will attend meeting regularly and offer apologies when unable to attend

· Regular absence from meetings may result in the loss of position on the Governing Body

· Governors are to respect the confidentiality of matters discussed at meeting

· Governors will try to stick to agreed agenda items at meetings

Meeting Etiquette

As a Governing Body, we agree to and expect the following

	I expect: 
	Others can expect me: 

	a clear agenda and relevant documents and these to reach me before the meeting; 


	to have read the agenda, minutes and other papers, and noted the items I want to say something about;

	a clear understanding of the purpose(s) of the meeting; 


	to have the papers and my notes at the meeting;

	people to be punctual
	to be punctual

	a chair who is focused, keeps to the agenda, paces the meeting so that time is given to each matter in proportion to its importance, draws on all members for contributions, keeps discussion to the point; 


	to make relevant contributions and to keep to the point under discussion

	people to tolerate a variety of views and opinions
	to listen to and consider what others say; 



	my contribution to be heard and others to contribute to the discussion
	to accept my share of the collective responsibility.


Occasionally jargon or acronyms may be used which you have not come across before.  Please ask if there is anything that you don’t understand – you will probably find you aren’t the only one!

Your Welsh Assembly Government ‘Handbook for Governors in Schools in Wales ’has some ‘jargon busters’ in section 5.

The Governors Year

	Date
	Focus of Meeting
	Governors Involved

	September 2008
	· Election of Chair

· Establishment of Committees

· Full Meeting with standard Agenda
	· Full Governing Body

	November 2008
	· Governors Report to Parents

· Full Meeting of Governors with standard Agenda

· Presentations from staff re Curriculum development
	· Full Governing Body

	November 2008
	· Head teacher’s performance/salaryReview
	· Elected Group from Finance /Staffing committees

	January 2009
	· Indicative Budget

· Standard Agenda

· Presentations from staff re: curriculum Development
	· Finance Committee

· All Governors

	March 2009
	· Finalise Budget

· Heads report

· SEN report

· Standard agenda
	· Finance Committee

· All Governors

	May 2009
	· Review Prospectus

· Heads Report

· Review H&S policy

· Curriculum update

· Standard agenda
	· All Governors

· H&S Governor

	June 2009
	· Review the year

· Heads report

· Standard agenda

· Sign off any outstanding matters

· Plan first meeting for next school year
	· All Governors


The above is not a definitive list of what needs to be covered at particular times of the year; rather it is a prompt to prepare for key milestones.
Protocol for visiting the school

At Alexandra, governors are welcome to visit the school at any time, but as a matter of courtesy should check with the Head teacher or in his absence the Heads of KS1 & KS2, that this will not disrupt the staff or pupils.

Governors can arrange a classroom visit with a specific member of staff, attend assemblies or other cultural events, join staff and pupils for lunch and become involved in extra-curricular activities.

A Governor Open Day has been organised in the past and this proved a very successful way to introduce the Governors to the pupils and to new members of staff. 

It gave Governors an insight into a typical school day and enabled them to review pupils work, talk to the children, participate in classroom activities and observe teaching and learning.  It is hoped to arrange a similar event early in 2009.
Governors can also attend training days, again with a view to gaining a greater understanding of how the school works.

Governor Training

Training for Governors is arranged by the LEA and should cover a range of topics.

Wrexham County Borough Council has not yet released its Governor Training Plan.

If governors have particular issues that they would like training on, can they bring this to the attention of the Chair who will pass on the requests to the LEA.

Your WAG Handbook for Governors of Schools in Wales has a list of resources and publications that are available to supplement any training.

It lists websites where these materials can be obtained.
CADWYN, the newsletter produced by the ‘All Wales Centre for Governor Training and Research’, part of Swansea Metropolitan University, is published termly,. A copy is usually sent to the school.  It can also be viewed on their website. www.smu.ac.uk/
Other helpful sites include

GovernorLine call 08000 722 181  www.governorline.info   
GovernorsWales – www.governorswales.org.uk
School Policies and other documents

All the school policies, that are reviewed and agreed by the Governing Body, are held by the Head teacher.

It has been the practice, at Alexandra, to generally accept and ratify the standard policies devised by Wrexham County Borough LEA.  This makes sense in that they are generic across all schools in the Borough, have the support of the LEA should difficulties arise and will have been drafted by suitably skilled professionals.

That said, they should and are discussed at the governors meetings before the Chair, on behalf of the Governing Body, signs off on them.

Governors are welcome to visit the school to review any of the documentation relating to the school and to the governors meetings, as minutes are also held by the Head teacher.

A suitable room or place to read any material will usually be made available.

The Statutory policies and documents applicable to Alexandra are listed at the end of this handbook.

Additionally, the Head teacher holds copies of
Governor meeting minutes

Inspection Reports

School Development Plan 2008-2012
Investors in People

Risk Assessment

Basic Skills Quality Mark

Accident Log

Annual Report to Parents

The Governing Body is required, by law, to make an annual report to and hold a meeting with all parents once a year. 

The written report, sent home in advance of the proposed meeting date, may be a summary of the full report.

This is put together by the Chair of Governors and the Head teacher and includes an informal preface note from the Chair.

The full report is made available, at school and on the website, for parents.

The school website is www.alexcp.co.uk
If fewer than 5% of parents express a wish to or actually attend the annual parents meeting, the governors can agree, for one year only, not to hold an annual meeting – although a summarised report should still be sent to parents.

The annual parents meeting, for 2008 is being held on 25 November to coincide with the Autumn term governor’s meeting.
The Curriculum

Here are details of the curriculum areas and the subject leader.

Governors are encouraged to become a liaison for one or more subject areas and to work with the teacher leader, bringing successes or concerns to the attention of the Governing Body.

	Subject/Area of School
	Teacher/Leader

	 
	 

	 Deputy Head & Head of KS1
	Angela Barry

	Head of KS2


	Joan Dineen

	English
	Kelly Bellis

	Mathematics
	Janet Cannon

	Science
	Debbie Prytherch

	ICT
	Angela Barry

	Welsh
	Louise Farrell

	Music
	Janet Cannon

	Design Technology
	Kerry Moore

	Art
	Jane Shelly (Kelly Bellis asst)

	History
	Diana Humphreys

	PE
	Mike Elliott (Hayley Echlin)

	RE
	Debbie Prytherch

	Geography
	Anna Roberts

	Accelerated Learning
	Claire Andrews

	Behaviour
	Claire Andrews

	Early Years
	Claire Andrews

	Assessment
	Richard Lloyd

	SENCO
	Angela Barry


Class Structure

	Year Group
	Teacher

	 
	 

	Nursery
	Anna Roberts

	Reception
	Mrs Clare Andrews (Jenna Cawthorne)

	Year 1
	Debbie Prytherch

	Year 2
	Angela Barry

	Year 3
	Mike Elliott 

	Year 4
	Janet Cannon & Joan Dineen

	Year 5
	Kelly Bellis

	Year 6
	Louise Wright 

	Junior Resourced Unit
	Diana Humphreys

	Infant Resourced Unit 1
	Jane Shelly

	Infant Resourced Unit 2
	Kerry Moore

	Wrexham Assessment Centre
	 Debbie Jones/Janet Roberts


Alexandra is not just staffed by teachers.  There are many more individuals who make it the thriving, vibrant place that it is and each and every one of them has a part to play on a daily basis.

As Governors we shouldn’t only create links with the teaching staff, important though that is, we need to make ourselves known to and talk to all the employees in the school.

Here is a list of those people you may not be aware of …….

Catering

Paula Smith is our head chef!
Her assistants are: 
Sue Hughes
Isobel Griffiths
Pauline Phillips
The school has recently been awarded a Healthy Schools award.
Administration/Secretarial
Sashi Anandaram and Joanne Strudwick
take care of everything from collating attendance registers, typing letters and reports, banking dinner money, acting as reception for visitors to school and much, much more.
Caretaking/Cleaning
Peter Pryce is our caretaker, part-time gardener and all round handy man!

He is helped by:

Marlene Pryce

Paula Mellor

Helen Ann Jones

Jacqueline Tina Burgess

They keep the school clean and safe.
Midday Supervision

Lindsay Evans  
Julie Hughes 
Sharlene Jones 
Rebecca Jones 
Taryn Massey 
Annette Roberts 
These ladies help the children at lunchtime, in the hall, and outside during the midday playtime.
Teaching Assistants
	Ann Beech 
	Year 6

	Rhian Jayne Carroll 
	Year 3

	Helen Jayne Clapton
	Early Years

	Andrea Lynne Davies
	WAC

	Laura Avril Dodds
	SEN class

	Susan Elizabeth Downward
	SEN Class

	Susan Evans


	Year 2

	Susan Elizabeth Heym
	Early years

	Sylvia Hughes


	Early Years 

	Jacqueline Kavanagh
	WAC

	Amanda Kelly


	SEN Class

	Angela Matthews
	WAC

	Simon James Perry
	Year 4

	Margaret Angela Povey
	WAC

	Marlene Pryce


	WAC

	Emma Joanne Purnell
	WAC

	Strafford Sian Elizabeth
	SEN Class

	 Lucy Jane Taylor
	

	Charlotte Elizabeth Whiteman
	SEN Class

	Angela Williams
	Year 1

	Sarah Jane Williams
	SEN Class

	Jacqueline Wooding
	SEN Class


Alexandra is very fortunate to have a substantial pool of teaching assistants who work closely with the class teachers to support the children with their learning.
They are shared across all the year groups, special needs classes and in the Assessment Centre.

The benefit of such a valuable resource cannot be underestimated.

Please make every effort to get to know all of the non-teaching staff, they are an integral part of the school.
	Statutory Policies
	Gov. Wales
	Estyn
	Audit
	NAHT
	Comment
	Link
	Review/

Timescale

	· Admissions (LEA/Faith/Vol.Aided)
	(
	(
	(
	(
	Although may be reviewed regularly it is unlikely to need many changes unless they have been prescribed externally
	www.dcsf.gov.uk/sacode
www.teachernet.gov.uk/management

	Annual

	· Careers Education & Information (NC Yrs 9-11) 
	
	
	(
	
	
	
	

	· Charging
	(
	
	(
	(
	Could be included with finance policy
	www.dcsf.gov.uk/publications
www.teachernet.gov.uk/management
	Annual

	· Complaints Procedures
	(
	(
	(
	(
	Usually incorporated into school prospectus
	www.teachernet.gov.uk/management

	

	· Child Protection
	(
	(
	
	(
	
	www.teachernet.gov.uk/management
	Annual

	· Collective Worship
	
	
	
	(
	Could be covered with RE policy
	www.teachernet.gov.uk/management
	

	· Curriculum Policy
	(
	(
	(
	(
	Could be included under separate curriculum/subject area policies

Possibly refer to a general statement rather than a policy


	www.opsi.gov.uk
www.new.wales.gov.uk
www.estyn.gov.uk/publications
	Annual

	· Data Protection
	
	
	(
	
	
	www.opsi.gov.uk
	

	· Equal Opportunities
	(
	(
	(
	(
	
	
	

	· Health & Safety 

   
	(
	(
	(
	(
	Model policy provided by LA

Could include reference to parents photographing school events/risk management/sun protection
	www.teachernet.gov.uk/
wholeschool
	Annual

	· Pay
	
	(
	
	(
	Review largely determined by DCSF changes
	www.teachernet.gov.uk/management
www.naht.org.uk/
	Annual

	· Performance Management
	(
	(
	(
	(
	Changes in national direction largely dictate the review of this document
	www.teachernet.gov.uk/management
	Two Years

	· Pupil Discipline (including anti-bullying
	(
	(
	(
	(
	Wide consultation

Guidance to be found within National Assembly for Wales Circular 23/03
	www.teachernet.gov.uk/management
www.new.wales.gov.uk
	

	· Race Equality
	(
	(
	(
	(
	Could be included in Equal Opportunities Policy

Guidance to be found within National Assembly for Wales Circular NC/C/02/07SLP
	www.teachernet.gov.uk
www.new.wales.gov.uk/topics/educationandskills/publications/circulars
	

	· School Session Times
	(
	
	
	
	Estyn Discussion Paper: The Management of Time in Primary Schools
	
	

	· Sex Education & Relationships
	(
	(
	(
	(
	Include governors in early stages of drafting this policy

Guidance to be found within National Assembly for Wales Circular 11/02
	www.teachernet.gov.uk/management
www.new.wales.gov.uk/topics/educationandskills/publications/circulars

	

	· SEN
	(
	(
	(
	(
	
	www.teachernet.gov.uk/management
	Annual

	· Staff Discipline
	(
	(
	(
	
	Guidance from LA
	
	

	· Staff Grievance
	(
	(
	(
	
	Guidance from LA
	
	

	· Staff Capability
	(
	(
	(
	
	Guidance from LA
	
	


	Statutory Documents
	Gov. Wales
	Estyn
	Audit
	NAHT
	Comment
	Link
	Review/

Timescale

	· Accessibility Plan
	(
	(
	
	(
	Can now be covered as part of the disability equality action plan
	www.teachernet.gov.uk/management
	

	· Action Plan (following Inspection)
	(
	
	
	
	
	
	

	· Disability Equality Scheme
	(
	
	
	(
	Relevant members of the community to be consulted
	www.opsi.gov.uk/Acts/acts2005
www.teachernet.gov.uk/management
	

	· Framework of Responsibility
	
	
	(
	
	Guidance from internal audit
	www.internal.wrexham.gov.uk/intranet/key_docs/hndbks_guidelines/audit.htm
	

	· Freedom of Information Publication Scheme
	(
	(
	
	
	
	www.teachernet.gov.uk/management
	

	· Governors Allowances (Scheme)
	(
	(
	
	
	
	www.teachernet.gov.uk/management
	

	· Governors Annual Report
	(
	(
	(
	
	Guidance to be found within National Assembly for Wales Circular 15/01
	www.teachernet.gov.uk/management
www.new.wales.gov.uk/topics/educationandskills/publications/circulars
	

	· Home/ School Agreements
	(
	(
	
	
	
	www.teachernet.gov.uk/management
	

	· Instrument of Government
	(
	(
	
	
	Guidance provided by LA
	www.internal.wrexham.gov.uk/intranet/key_docs/hndbks_guidelines/audit.htm
www.teachernet.gov.uk/management
	

	· Inventory Books
	
	
	(
	
	Guidance from internal audit
	www.internal.wrexham.gov.uk/intranet/key_docs/hndbks_guidelines/audit.htm
	

	· Minutes of  Governing Body meetings
	(
	(
	(
	
	
	
	

	· Prospectus
	(
	(
	
	
	Guidance to be found within National Assembly for Wales Circular 14/01
	www.new.wales.gov.uk
	

	· Register of Pupils
	(
	(
	(
	
	
	
	

	· Register of Business Interests
	(
	(
	(
	
	Guidance from internal audit
	www.internal.wrexham.gov.uk/intranet/key_docs/hndbks_guidelines/audit.htm
www.teachernet.gov.uk/management
	

	· Register of Gifts & Hospitality
	
	
	(
	
	Guidance from internal audit
	www.internal.wrexham.gov.uk/intranet/key_docs/hndbks_guidelines/audit.htm
	

	· Target Setting
	(
	(
	
	
	
	
	

	· Transition plans
	(
	
	
	
	Guidance to be found within National Assembly for Wales Circular 30/2006
	www.new.wales.gov.uk
	



















