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1. [bookmark: GeneralInformation]General Information

These Terms of Reference are in place to enable the Governing Board to deliver its responsibilities and accountabilities detailed within the Articles of Association, Academy Trust Handbook and the Scheme of Delegation.

[bookmark: ReferenceOtherDocuments]Reference to other documents

This document may refer to or reference, the following documents: 
· The Department for Education Governance Handbook;
· The Department for Education Academy Trust Handbook;
· Terms of Reference for the Governing Board;
· Governors Code of Conduct;
· Schedule of Delegation 
· Financial Procedures Manual;
· Governing Board and other Sub-Committee workplans.

In the event of uncertainty between this document and other documents specified above then the latter takes precedence.

[bookmark: Commitment]Commitment

Committee members should be aware of, and have read, the above documents and be familiar with the existence of school policies and other key documents within its delegated remit.
Committee members should be aware of the time commitment required to expel their duties.
Committee members should contribute to discussions, support decision-making processes and maintain appropriate levels of confidentiality and discretion. 

2. [bookmark: PurposeScope]Purpose and Scope

· To act and make decisions on all matters delegated to it by the Governing Board. 
· To assist the decision making of the Governing Board, by enabling more detailed consideration to be given to the best means of fulfilling the Governing Board’s responsibility to ensure sound management of the academy’s finances and premises, including proper planning, monitoring and probity. 
· To provide challenge, ensure accountability, transparency and compliance with the use of public finances to ensure they are appropriately spent and well managed. 
· To make appropriate comments and recommendations on such matters to the Governing Board on a regular basis.

Major issues will be referred to the Governing Board for ratification.
To aid the Committee to fulfil its purpose and scope, a workplan has been created outlining details and timeframes of key actions, policies and procedures of the Committee.






[bookmark: MembershipOrganisation]3.	Membership and Organisation

[bookmark: ElectionChair]Chair and Vice Chair 
A Chair and Vice Chair of the Committee will be elected annually at the last meeting of the academic year. No governor employed by the Academy can act as a Committee Chair. To ensure duties are adequately shared and to utilise governors’ time: if a governor is Chair of one Committee or of the Governing Board, they will not normally be recommended to nominate themselves for Chair of another Committee. Exceptions are recognised, such as when governors leave, but any arrangement of this type should be resolved in good time. If the Chair is absent at a Committee meeting, the Vice Chair will assume Chair responsibilities. The Governing Board may remove the Chair of the Committee from office at any time. The names of the members of the committee shall be available on the school website.  All appointed members of the committee, and the Headteacher (if not a member) have a right to attend committee meetings. The committee may allow any other persons to attend as observers or informers. 

[bookmark: MembershipCommittee]Membership of the Committee

The quorum for a meeting and for any vote shall be three members of the committee. Should a Governor present have a personal or pecuniary interest in any matter to be discussed, that Governor must declare that interest and withdraw from the meeting and not vote on that item; if there is any dispute as to whether or not a person must withdraw from a meeting the other Governors present at the meeting must decide on this. 
The Governing Board will ensure the Committee has sufficient numbers of governors to successfully engage with and perform the purpose given to it and will periodically review the membership with respect to capacity, skills and current strategic priorities. This may include the appointment for a fixed period, of an associate governor, to support a specific business objective.

[bookmark: Organisation]Organisation
From time to time, it may be necessary to create a working group or sub-committee of the Finance and Premises Committee, who will act within a remit agreed by the Finance and Premises Committee. It will be at the discretion of the Committee to determine if separate Terms of Reference should be written for the function of that working group, dependent on the scale and complexity of what it has been asked to undertake. Specifically covered is the monitoring and approval of pay and appraisal of staff, including the headteacher. A sub-committee with no conflicts of interest will perform the audit of appraisals and review the headteachers recommendations of pay awards. The governors performing this function will normally be determined within the Committee. 
In the absence of the Chair of Governors/Co-Chairs presence at a time when financial statements, other than the annual accounts, need to be signed, the Chair of the Committee will sign on behalf of the Governing Board.





4. Key areas of responsibility

In carrying out its duties the committee shall ensure that its decisions: 
· 	-  are consistent with and seek to achieve the priorities identified in the School Development/ Improvement Plan;
· 	-  are in accordance with all policies and decisions adopted by the Governing Board; 
· 	-  comply with legislation and Government guidance on education and the law for School Governors; 
· 	-  conform to legislation on employment, equal opportunities, equal pay, sex discrimination, race relations, disability discrimination; 
	-  have regard to budgetary constraints and opportunities

Subject to the requirements of the ESFA, DfES and the Academy Trust Handbook, the Finance and Premises committee is authorised to:

Finance

1. Review the annual work plan of the Finance and Premises Committee at the start of the academic year. 

2. Consider the insurance requirements of the academy. 

3. Consider the academy's indicative funding, notified annually by the ESFA, and in consultation with the Business Manager and Headteacher to assess its implications for the academy in advance of the financial year, drawing any matters of significance or concern to the attention of the Governing Board. 

4. Ensure that the academy sets a budget for the future year plus at least a further two years. 

5. Consider and recommend acceptance/non-acceptance of the academy's budget to the Governing Board at the start of each financial year. 

6. Liaise with and receive reports from other finance and premises subcommittee groups about the financial aspects of matters being considered by them

7. Monitor and review all income and expenditure, cash and balance sheet balances on a regular basis and ensure that the academy is within budget and has acted in accordance with agreed financial procedures. 

8. Review the academies investments and control and track financial exposure.

9. Consider the academies financial benchmarking information in relation to the budget setting for the academy. 

10. Monitor and review financial procedures on a regular basis, including the implementation of bank account arrangements, authorisation levels and reserves. 

11. Ensure that the academy complies with the requirements of the relevant Academy Trust Handbook, the accounts direction and any other financial regulations with which it is required to comply. 

12. Ensure that the Annual Report and Financial Statement required to fulfill the Companies Act and Charity Commission requirements is prepared in a timely and efficient manner and that the statement is considered by the committee prior to approval by the Governing Board is sent to the ESFA, Companies house and is posted on the academy’s website within the required timescales. 

13. Monitor the academies arrangements to secure value for money.

14. Receive a report on the contracts procured by the academy. 

15. Receive copies of returns and confirmation from the Business Manager that all returns/information have been sent within the time limits set. 

16. Receive information and confirmation with regards to information that is required to be published on the academy web site. 

17. Be informed of all returns made that have an implication with regards to the financial resources of the academy. 

18. Receive regular reports on specific areas of restricted income and expenditure: eg. pupil premium, sports premium


Premises 

1. To provide support and guidance for the Headteacher on all matters relating to the school premises and grounds, security and health and safety. 

2. To monitor and revise the premises elements of the Accessibility Plan. 

3. To inspect the premises and grounds annually and prepare a report on any issues identified and a proposed order of priorities for maintenance and development, for the approval of the governing board. 

4. To approve the costs and arrangements for repairs, maintenance and redecoration within the budget allocation and to oversee the preparation and implementation of contracts. 


5. To undertake an annual safety and security audit of the premises and report on same to the governing board; and to ensure that the school complies with health and safety regulations. 

6. To report findings of inspections and audits to the headteacher and liaise with him/her to ensure that action is taken as appropriate. 

7. To ensure the discharge of governors’ responsibilities regarding litter under the Environmental Protection Act 1990. 

8. To prepare a lettings and charges policy for the approval of the governing board and to monitor and evaluate the implementation of that policy. 

9. To consider and make recommendations on risk management and insurance arrangements with regard to vandalism and other premises-related matters. 

10. To review policies delegated to it by the governing board, and to report recommendations at the next full governing board meeting. 

Subcommittee areas of responsibility

Audit and Risk 

1. To maintain an oversight of the Academy Trust's financial, governance, risk management and internal control systems
2. To report findings termly and annually to the Trust Board and the Accounting Officer as a critical element of the trust's annual reporting requirements.

Pay 

1. Making sure the appraisal policy is robust and has as little impact as possible on teachers' workloads
2. Making sure your policy links performance to pay and can be applied consistently and objectively
3. Considering and approving the recommendations of the senior leadership team about awarding performance-related pay progression
4. Monitoring the outcomes of pay decisions
5. Checking that processes operate fairly
6. Being aware of the impact that pay decisions have on the school's budget
7. Making sure pay appeals are managed in line with the school pay and appraisal policies
[bookmark: EvaluationTraining][bookmark: MeetingsVotingQuorum][bookmark: MonitoringActions]




5. Meetings, Voting and Quorum

[bookmark: MeetingArrangements]Meeting Arrangements
The Committee will meet a minimum of six times per academic year; twice per term. Occasionally additional exceptional meetings may be arranged dependent upon school or governor business. Committee meetings will generally be held prior to a general FGB meeting, so that a summary update of meeting events can be provided to the Governing Board. The Committee Chair will inform committee members of planned meeting dates at least 14 days prior to the meeting at which point the committee chair will circulate an agenda. Relevant papers and the previous meeting’s minutes should normally follow at the same time, but at least five days prior to a general meeting. The exception is an exceptional meeting, where timeframes may vary. 

From time to time, other school staff or external bodies, will be invited by agreement with the Chair to assist it perform its purpose and/or improve knowledge of a topic. Such meetings or presentations will be included on that meeting’s agenda. If the Committee have an item they wish to include on the agenda, they should contact the Chair before 14 days prior to the circulation of the agenda. Any other business (AOB) can be raised for urgent or brief updates on business that was not included as an agenda item. The meeting will normally be chaired by the Chair, or if absent, the Vice Chair, providing the meeting is quorate. The Committee shall not meet without the headteacher or nominee.  

A clerk (note taker) should be appointed at the start of each meeting and the school’s template should be used to record all minutes. Minutes of meetings will record those present, the date and any decisions, action points or recommendations. Any recommendations must be written in such a way as to offer the governing board a clear proposal or alternatives to debate and decide upon.

The minutes represent a record of governors’ deliberations and decisions, and, as such, may be reviewed by others (e.g. inspectors or auditors) as a means of determining how governors have undertaken their role in scrutinising matters and reaching decisions. While the minutes need not be a verbatim account of discussions, or necessarily attribute views expressed, or issues raised, to individual governors, if they do not adequately record a sense of the governors’ deliberations and scrutiny of matters considered, then they will not necessarily serve as a record of governors’ input to the management of the school. 
Draft minutes will be shared with the Committee no longer than 14 days following the meeting. Minutes must be signed by the Chair after being approved at the next meeting of the committee and filed, with the company secretary, for the requisite period of time. A register of attendance shall be kept for each Committee meeting and published annually.

[bookmark: VotingQuorum]Voting and Quorum
	The quorum of the Committee shall be three members of the Committee with voting rights, and the headteacher. Where there is an equal division of votes the Chair of the Committee will have the casting vote. Associate governors do not have voting rights unless explicitly agreed and minuted.



6. Evaluation 
[bookmark: CommitteeEvaluation]
Committee Chairs will be asked to periodically provide an evaluation of their Committee’s performance, as part of the Governing Board evaluation. The method will be determined by the Chair/Co-Chairs of the Governing Board.



8

image1.png




