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Learning For All, By All, With All

Dear Members, Directors and LAC Governors
Welcome to the Castle Trust Governance Toolkit, an introduction to the Castle Trust and how
we are governed. It sets out what you can expect from us and what is expected of you in your
role. There is an abundance of guidance relating to good governance practice available now
and rather than replicate that here, we signpost the statutory guidance (the guidance that you
must read and have regard to by law) and some of the guidance that we have found useful.
The majority of the information here is about us, our values and aims for our schools and their
pupils and how our governance structure works.
We are thankful for your contribution to the Trust as volunteers and we know that there is a lot
expected of you in your roles. We hope that your journey with us will be rewarding, knowing
that you are fulfilling a vital role in ensuring the best possible education in our schools, which
takes every child as far as their talents allow. As a Trust, we believe in Learning for all, by all,
with all and that extends to our Members, Directors and LAC Governors. Training and
development are provided to supplement and further the knowledge, experience and skills that
you bring to your role. We hope that the Toolkit will provide much of the background
information that you need to support you during your development.
We hope that the Toolkit will provide you with an understanding of the Castle Trust and your
role within. If you have any questions or suggestions to improve the Toolkit, please let us know.
With best regards

Chris Purchase
Trust Board Chair

Karen White
Chief Executive Officer

Emma Taaffe
Governance Manager
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1. About the Castle Trust
The Castle Trust (the Trust) was incorporated on 17 January 2014 with the aim of creating a vibrant
learning community, where schools actively pursue together the same outstanding outcomes for all
pupils. The lead school in the Trust is Delce Academy, in Rochester, Kent. In June 2015, we began to
support and work with Greenway Academy in West Sussex and in March 2017, we formally welcomed
them as the second academy in the Trust. The two schools work together, engaging in action research
to develop outstanding pedagogy. The Trust is currently working with the Department of Education
(DfE) and Education and Skills Funding Agency (ESFA) to build and open a new free school to support
children with Social Emotional and Mental Health (SEMH) needs: the Bridge Specialist Academy, which is
due to open in 2019.

1.1 Our Vision, Ethos and Values

Learning for all, by all, with all
•
•
•
•
•
•
•
•

As a vibrant learning community, our schools actively pursue
together the same outstanding outcomes for all pupils
All pupils engage positively as learners with an exciting, rich,
demanding, practical curriculum
All pupils excel in the extended curriculum including PE, MFL,
music, enrichment and competitive activities
Pupils understand their role and responsibilities as learners,
British and global citizens including keeping themselves safe
Pupils and teachers learn together in outstanding environments
Resources are shared and best value for money is achieved
across the trust
All staff continuously develop professional understanding and
skills throughout their careers across the Trust schools.
The schools act as community learning hubs, enriching learning
opportunities beyond the school day.
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Our commitment to our pupils
•
•
•
•
•
•

•

All pupils will attend a good or better school, achieving outstanding outcomes for all pupils in its care
All pupils are challenged and supported to achieve the best possible progress, through quality-first
teaching and learning
All pupils engage in a vibrant, exciting curriculum, reflecting their local culture and history, which
supports their understanding of their place in the wider world
All pupils are challenged and supported, becoming resilient, reflective, life-long learners with skills
and knowledge for the 21st century
We will remove barriers to learning wherever possible
All pupils respect and engage in their learning community, developing skills that keep them safe and
support their social, moral and spiritual development, including understanding their place in modern
Britain, free from radicalization and extremism
We will provide all pupils with a safe learning environment and encourage healthy habits that
promote their wellbeing.

Our commitment to our staff
•
•
•

All staff will have access to high-quality professional and subject knowledge development, ensuring
they continuously develop throughout their teaching career as outstanding practitioners
All staff will have equal opportunities within the Trust for career support and development
We will provide all staff with a safe working environment and encourage healthy working practices
that promote staff wellbeing.

Our commitment to our schools
•
•
•
•
•
•
•

Economies of scale will be actively sought to ensure best value for money for pupils is achieved
across all the Trust’s schools
Schools are supported with school improvement, using peer review
Schools can bid for funding for school development projects
Schools are supported by efficient and cost effective financial and ICT systems
Schools and their Local Advisory Committees have access to professional, experienced clerks and
will benefit from governance guidance and support
Schools will be supported by the Trust’s professional, experienced Finance Team
Schools will benefit from premises management and services

1.2 Building a Learning Community – the Trust’s Strategic Aims
The Trust’s core strategic aim is to be an effective multi-academy trust organisation within South
East England, providing outstanding educational opportunities that give all pupils their best chance of
success.
To this end, we plan to build a core block of school-to-school capacity by engaging with schools that
are rated Good or better by Ofsted. This capacity will be used to support more vulnerable schools to
move them forward to Good or better quickly and effectively. Our schools will be fully integrated
within the local community and will connect with and learn from each other.
We aim to build two communities of six to eight schools, one in Medway and the other in West
Sussex, to maximise school improvement capacity, financial economies of scale and personal
development and career opportunities for pupils and staff.
Our fundamental objective is towards school improvement and working to benefit pupils and their
local community. The Trust creates the opportunity for all staff and pupils to work collaboratively
and collectively across all Trust schools to achieve this. It ensures that everyone involved with the
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Trust can support building an excellent reputation for all the Trust’s schools as Outstanding learning
communities.
The Trust aims to develop effective pedagogical approaches through all Trust schools.

1.3 Our Schools
The Trust currently has two schools, Greenway Academy in Horsham, West Sussex and Delce Academy in
Rochester, Kent.
Information showing how the children at the schools are doing in National exams can be found and
compared with other schools on the Department for Education’s Compare School and College
Performance website. The schools’ latest inspection reports can be found on the Ofsted website.

Delce Academy is the lead school in the Trust. It is a mixed gender primary school catering for
children from the age of 5 years to 11 years. We have just under 500 pupils there and the school is
larger than most primary schools in England. Pupils come to us from a mixture of backgrounds, with
two-thirds with white British heritage and one fifth speaking English as an additional language. Over
a quarter of our pupils at Delce Academy come from disadvantaged backgrounds, which is a higher
proportion than most schools nationally. The number of our pupils with Special Educational Needs
(SEN) or disabilities is also higher than the national average.

Delce Academy currently operates a separate unit to help children with Social, Emotional and Mental
Health (SEMH) Needs. We call this The Bridge and it currently supports up to 25 children. Work is
ongoing to establish The Bridge as a Free School and to increase its Published Admission Number (PAN)
to 40.

Greenway Academy is a mixed gender primary school catering for children from the age of 7 years
to 11 years. We have just under 400 pupils and the school is larger than average. Pupils come to us
from a mixture of backgrounds, though most are from white British heritage. The proportion of our
children at Greenway Academy with SEN or disabilities is lower than average for a school in England
and the proportion of children from disadvantaged background is lower than for most schools.

1.4 Our Stakeholders
All academy trusts serve, work with and lead a range of groups who have a direct interest in the
welfare and success of the trust, their schools and pupils. These groups are usually referred to as
stakeholders.
The Castle Trust’s stakeholders include:
•
•
•

Pupils and their parents and carers;
Teaching and non-teaching staff members;
Collective groups, such as parent-teacher associations, school social committees, etc.;
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•
•
•
•
•
•

Members of the communities that are local to the schools, including our neighbours and
local businesses;
Local academy trusts and schools, including schools that feed into our own schools;
Local authorities;
Government departments, including our regulators;
Our suppliers; and
The Trust’s Members, Directors and Local Advisory Committee (LAC) Governors

Organisations that represent specific groups can also be our stakeholders: the National Union of
Teachers, for example.
Castle Trust engages with its stakeholders in various ways. These include:
•
•
•
•
•
•
•

surveys of pupils and parents/carers that let the school know what they are doing well and
what can be improved;
collaboration with other academy trusts and schools to drive school improvement and share
best practice and to use this avenue to qualify our own self-evaluation;
seeking expertise from other local schools and organisations to support our development;
providing support and expertise to others, particularly through our work leading Maths Hubs
locally;
engaging in local consortium hubs and work with the National Association of Head Teachers
(NAHT) and NAHT Edge;
inclusion of our pupils in sports partnership opportunities and music opportunities;
our schools working alongside other professionals to support parents with healthy living,
parenting and accessing NHS services.
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2. How the Trust is Governed
2.1 The Bodies that the Trust is Accountable to
The Trust is a charitable company limited by guarantee and it runs academy schools, which are state
funded independent schools. This means that it is accountable to and must demonstrate good
governance to the following bodies:

The Registrar of
Companies, commonly
referred to as
Companies House, is
the Trust’s Registrar.
The Trust must comply
with company law and
file all statutory
documents required by
Companies House.

The Secretary of State
for Education, who runs
the Department for
Education (DfE), is the
Trust's Principal
Regulator. The Trust
has entered into funding
agreements with the
DfE for its schools.

The Trust is an exempt
charity, so it does not
have to register with the
Charity Commission. It
must comply with
charity law and certain
statutory gudance
issued by the Charity
Commission.

The Trust's schools are
periodically inspected
by the Office for
Standards in Education,
Children's Services and
Skills (Ofsted) and
audited by the
Education and Skills
Funding Agency
(ESFA).

Information about Castle Trust is published on the Companies House website, including its registered
office address, its Directors past and present and what documents have been filed with Companies
House for the Trust. Using the Companies House website you can see whether the Annual Report and
Financial Statements (the Trust’s accounts) and the Annual Confirmation Statement have been filed on
time and when the next ones are due.
The DfE publishes lots of guidance on the governance and management of schools. It is expected that
Directors and Local Advisory Committee (LAC) Governors will be familiar with the DfE’s website and the
statutory guidance that schools must follow. The DfE also publishes details of schools on the Get
Information About Schools (GIAS) website this includes information on how the Trust and its schools are
governed, including who the Members, Directors and LAC Governors are. It also gives summary
information about the schools, such as how many pupils they have. The Trust is legally obliged to
supply information about its governance, including certain details relating to its Members, Directors and
LAC Governors, for publication on the GIAS website.
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The Charity Commission website is a good source of guidance on: governance best practice; the roles
and duties of trustees; and other aspects of Charity Law with which the Trust must comply. The Trust is
an Exempt Charity, which means it is not required to register with the Charity Commission and so its
details are not published on the Charity Commission website.
Ofsted periodically inspects and regulates services that care for children and young people, and services
providing education and skills for learners of all ages. Ofsted reports for the Trust’s schools can be
found on the Ofsted website. The website also includes reports and analysis that are useful for putting
Trust school inspection outcomes into context. Ofsted publishes a blog that can be useful in
understanding the inspection process and what is expected of schools.
The Trust is predominantly funded by public monies obtained via funding agreements with the DfE.
These funding agreements include requirements for the governance of the Trust. The ESFA is an
executive agency sponsored by the DfE and accountable for funding education and training for children,
young people and adults. It conducts periodic audits of the Trust to ensure that public monies are not
being mismanaged. The Trust must file reports and returns with the ESFA at certain intervals during the
academic year. These include the budget forecast return and annual report and financial statements.
The ESFA publishes the Academies Financial Handbook each year, which includes requirements for the
governance of academy trusts. This is statutory guidance that the DfE expects all academy directors and
leaders to read and be familiar with.
These are the main bodies to which the Trust is accountable, but there are other organisations and
legislation the requirements of which the Trust must comply with, such as the Health and Safety
Executive, Employment Law, Health & Safety Law, the Information Commissioner (Data Protection and
Freedom of Information), etc. The Trust employs professionals to keep up-to-date with the latest
compliance requirements and ensure that the Trust meets them. It has also appointed Internal and
External Auditors, Lawyers and other professional advisors and consultants.

2.2 Governing Documents
The following documents set out how the Trust is governed. They can all be found on the Trust’s
website and Directors and LAC Governors should be familiar with them:
1. Articles of Association
The Trust has adopted model Articles of Association (Articles) published by the DfE. The Trust
must act within the remit of these Articles. As well as stating the objects for which the Trust was
established, the Articles contain rules for the appointment, terms of office, disqualification, etc of
the Members, Directors (referred to in the Articles as Trustees) and LAC Governors (referred to
in the Articles as Local Governing Body Governors). They also set out how meetings should be
convened and run.
2. Funding Agreements with the DfE
These agreements between the Trust and the DfE contain specific requirements relating to
governance that the Trust has agreed to and with which it must comply to continue to receive
funding. The ESFA will periodically audit the Trust against these requirements.
3. Scheme of Delegation
This Scheme of Delegation, which forms part of this Toolkit, sets out the powers and functions
that the Board has delegated to its committees (including the LACs), CEO, Executive Leadership
Team and the Headteachers of Trust schools. It also states the matters that are reserved to the
Board or which cannot be delegated.

2.3 Governance Structure
The Trust has three tiers of governance. The Local Advisory Committees (LACs) are accountable to the
Board as is the Audit & Resources Committee. The Board is accountable to the Members, but also to
outside agencies, such as the Department for Education and Companies House.
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Section 4 of the Toolkit provides more detail on the individual roles at each of the three tiers.

2.4 Constitution
The Articles of Association and LAC Constitution and Terms of Reference set out how the Members,
Board and LACs must be constituted or how many people sit on each body and how they are
appointed. The tables below summarise these requirements.
The Members
The Trust must have at least three Members, comprised of the original signatories to the
Memorandum of Association, which was signed when the Trust was registered as a company
(incorporated) and any Members appointed in accordance with the Articles of Association.
The Board
The Board must be constituted in accordance with the Articles of Association and must have at least three
Directors. There is no upper limit on the size of the Board, but there are different restrictions for each
category of Directors, as follows:
Category
Directors
CEO
Parent Directors

Co-opted
Directors

Min
2*

Max
8

Appointed by
Members
Members
Elected

Term of Office
4 years
4 years
4 years

Board

4 years

Notes
*The LACs must
each have at least
two Parent
Governors in line
with DfE
guidance. This
negates the need
for Parent
Directors on the
Board.
Co-opted Directors
must not vote on
the appointment of
further Co-opted
Directors.

LACs
Each LAC must be constituted in accordance with the LAC Constitution and Terms of Reference, which is
appended to this Toolkit. This may be varied from time to time by the Board.
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2.5 Castle Trust Governance Structure 2018/19
Members have oversight of the governance of
the Trust. They appoint/remove directors not
elected or appointed by another body (e.g.
parents). They also appoint the auditors and
approve changes to the Articles of Association.

The Trust Board is comprised of the Trust’s
Directors and Trustees. They are responsible
for the management and administration of the
MAT. They delegate the day-to-day running of
the Trust to the CEO.

Members

Trust Board

Audit & Resources Committee

CEO’s Performance Review & Pay
Panel

CEO & Accounting Officer

The Executive Leadership Team
and the Headteachers’ Working
Group are operational groups
that report to the CEO.

Executive
Leadership Team

Headteachers’
Working Party

Chairs’ Working Party

The Local Advisory
Committees (LACs) provide
advice and recommendations
to the Board, via the Chairs’
Working Group, based on
their knowledge of their
academies and information
gained from their visits and
data scrutiny. They provide
challenge and support to their
academy’s headteacher(s).

Delce Academy LAC

The Bridge LAC

Greenway Academy LAC

2.6 Castle Trust Governance Overview

Delegation

Accountability

The Trust’s Members provide high level oversight. They appoint most of the Directors on the Trust Board, appoint the Trust’s auditors
and approve changes to the Trust’s Constitution. The Members meet at least once a year for the Annual General Meeting.
The Trust Board is ultimately responsible
for all decisions relating to the MAT, even where
functions have been delegated to LGBs,
committees or the Executive Team. It meets at
least 6 times a year.
The Trust Board has established an Audit &
Resources Committee, which oversees and makes
recommendations relating to financial control,
premises and risk management.

LAC Chairs sit on the
Chairs’ Working
Party, which reports
to the Trust Board

The CEO is
accountable to the
Trust Board

Representatives
of the Board sit
on the LACs

The Local Advisory Committees have
delegated authority from the Trust Board to
provide local scrutiny, challenge and support to
academy leadership. Some of their members are
appointed by the Trust Board and some are
elected from the Trust’s stakeholders, including
parents of children attending the academy. They
meet at least 3 times a year.

The Executive Team is led by the Chief
Executive Officer (CEO), to whom day-to-day running
of the Trust is delegated by the Trust Board. The
team includes Finance, Governance, Human
Resources, Premises, Teaching & Learning, Inclusion
and Data Protection. The CEO is also the Trust’s
Accounting Officer. The Team provides central
services for the Trust’s academies and schools.

HoS report to the
CEO on operational
matters

HoS report to the
LACs on school
improvement,
outcomes,
safeguarding and
wellbeing

The Academy Leadership Teams are
lead by academy heads of school (HoS). Each
academy/school has its own Finance Officer. The
Academy Leadership Teams take care of the day-today running of the Trust’s academies and schools.
Each academy or school has its own leadership team.
HoS sit on the Headteachers’ Working Party, an
operational group that reports to the CEO.

CASTLE TRUST GOVERNANCE TOOLKIT

3. Key Governance Roles and Responsibilities
3.1 Who’s Who in the Governance of the Trust
The table below provides ‘at-a-glance’ guidance on the key governance roles in the Trust. Later in this
section, more detail of the duties and responsibilities of Members, Directors, Trustees, the Board, the
LACs and Clerks. Role profiles are appended to the Toolkit. It is recommended that all Directors and
LAC Governors complete the NGA Learning Link training modules on
Who are they?

What do they do?

Special features

Members

Work as a team to oversee the governance
of the Trust.

Don’t get paid

Original signatories to
the Memorandum
when the Trust was
formed and those
Members appointed
subsequently in
accordance with the
Articles of Association

Work at arm’s length

Meet once a year for the Annual General
Meeting and for Extraordinary General
Meetings if called by the Board
Appoint up to 8 Directors/Trustees
Appoint CEO as a Director/Trustee
Appoint and remove Auditors
Receive copies of the Annual Report and
Financial Statements
Approve changes to the name of the Trust
or to the Articles of Association

Trust Board
The members of the
Board are the
Directors and
Trustees of the Trust

Works as a team to make the most
important decisions for the Trust

Don’t get paid
Team of equals

Takes overall responsibility
Holds CEO to account for the performance
of the Trust

The Trust Board
Chair

Works closely with the Chief Executive and
Executive Leadership Team

Board member
elected to run
meetings

Helps all Board members’ opinions to be
heard

Doesn’t get paid

Acts as facilitator to the Board

Must not be a Trust
employee
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Has a casting vote when chairing meetings
of the Board
Can make emergency decisions in the
interests of the Trust
Runs the Chairs’ Working Party.
Acts as ambassador to the Trust and may
be required to assist with stakeholder
meetings and business of the Trust from
time-to-time, at a strategic level and within
the remit of the Board
The Trust Board
Vice Chair
Board member
elected to run
meetings in the
Chair’s absence
Must not be a Trust
employee

Acts in the absence of the Trust Board
Chair or, in line with succession planning,
may Chair Trust Board meetings or shadow
the Chair.

Doesn’t get paid

Works closely with the Trust Board Chair,
Chief Executive and Executive Leadership
Team
Acts as ambassador to the Trust and may
be required to assist with stakeholder
meetings and business of the Trust from
time-to-time, at a strategic level and within
the remit of the Board

Audit & Resources
Committee

Focuses on specific tasks related to audit,
finance and other resources

Committee appointed
by the Board. Does
not include any Trust
employees

Works as a team
Receives reports from the Accounting
Officer and the Chief Finance Officer and
holds them to account for the financial
performance of the Trust

Can’t make decisions unless
authorised by the Board
(through Terms of Reference)
Reports to the Board

Receives an annual report from the Auditors
relating to the Annual Report and Financial
Statements of the Trust
Chief Executive
Officer (CEO)

Responsible for the day-to-day running of
the Trust
Puts the Board’s decisions into practice
Is the Trust’s Accounting Officer
Holds Headteachers to account for the
performance of the Trust’s Academies.
Runs the Headteachers’ Working Party.

Gets paid
May be appointed by the
Members as a Director and
Trustee
Appointed as CEO by the
Board
Supported and evaluated by
the Board, via the CEO
Performance Review Panel
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Reports to the Board
Executive
Leadership Team
Led by the CEO,
includes: Chief
Finance Officer, Trust
Business Manager,
Director of Learning,
HR Manager and
Governance and Data
Manager
Governance and
Data Manager

Responsible to the CEO for specific tasks
related to the day-to-day running of the
Trust.

Gets paid
Reports to the CEO

Provides central services to the schools in
the Trust.

Acts as Clerk to the Board and Audit &
Resources Committee
Advisor to Trust on matters relating to good
governance

Gets paid
Reports to Board Chair and
CEO

Line Manager and Mentor to the LAC Clerks
Part of the Executive Leadership Team
Local Advisory
Committee (LAC)
(one for each school
in the Trust)
Committee, some of
whom are appointed
by the Trustees and
others are elected by
staff or parents

Oversees educational performance and
safeguarding in Trust’s schools, providing
support and challenge to the
Headteacher(s) and Academy Leadership
Team (ALT)
Promotes high standards

Don’t get paid
Team of equals
Can’t make decisions unless
authorised by the Board
(through Scheme of
Delegation)

Works as a team
Holds Headteacher(s) and ALT to account
for the performance of their school
Conducts monitoring visits to their school

LAC Chair
LAC Governor elected
to run meetings.
Must not be a Trust
employee or a
Director

Works closely with the Headteacher(s) and
ALT
Has a casting vote when chairing LAC
meetings.

Doesn’t get paid
Part of the Chairs’ Working
Party.

Helps all LAC Governors’ opinions to be
heard
Acts as facilitator to the LAC
Makes regular reports to the Board and is
the point of contact between the Board and
the LAC via the Chairs’ Working Party.

LAC Clerk

Convenes and minutes LAC meetings and
provides administrative support

Gets paid
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Provides guidance and supports the LAC
towards achieving good governance
Ensures minute books are up-to-date and
that governance records, including
attendance and training records, are kept.
Headteacher

Responsible for the day-to-day running of
their school
Puts the Board’s decisions into practice

Reports to the LAC Chair and
the Governance and Data
Manager

Gets paid
Appointed by the CEO
Supported and evaluated by
the CEO with advice from the
LAC
Reports to the CEO
Part of the Headteachers’
Working Party

Academy
Leadership Team
(ALT) (one for each
school in the Trust)

Responsible to the Headteacher(s) for
specific tasks related to the day-to-day
running of their school

Gets paid

Forum through which strategic information,
ideas, best practice and concerns can be
shared between LAC Chairs and escalated
to the Board where necessary.

Run by the Chair of the Trust
Board.

Forum through which operational
information, ideas, best practice and
concerns can be shared between
Headteachers, the DT&L and the CEO
where necessary.

Run by the CEO.

Reports to the Headteacher(s)

Includes the
Headteacher(s),
Head(s) of School
and Academy
Finance Officer
Chairs’ Working
Party
Group consisting of
the Chair of the Trust
Board and the LAC
Chairs.
Headteachers’
Working Party
Group consisting of
the CEO, Director of
Teaching & Learning
(DT&L) and
Headteachers of the
Trust’s Academies.

NOT a committee and has no
delegated powers.

NOT a committee and has no
delegated powers.
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3.2 Members’ Role in More Detail
The Members are akin to shareholders of private companies, although they do not own any shares and
are not entitled to receive a dividend. They oversee the governance of the Trust, though in practice they
operate a ‘hands off’ approach. They carry out their financial oversight through the appointment of up to
eight Directors (whom they can remove/replace), the appointment/removal of auditors and the scrutiny of
the Annual Report and Financial Statements. The Members also receive an annual update on the
performance and objectives of the Trust and its schools from the CEO at the Annual General Meeting
(AGM).
The Members are expected to meet once a year, for the AGM. The Board may also call an Extraordinary
General Meeting (EGM) for specific items of business to be conducted. The Members may request that
the Directors call an EGM if there is an item of business they wish to conduct.
The Members guarantee to pay a sum of not more than £10 if the Trust is wound up.

Members’ rights by law:
•
•
•
•
•
•
•
•

To receive a copy of the Memorandum and Articles of Association;
To receive notices of meeting, proposed written resolutions and audited accounts and
annual report;
To attend, speak and vote at general meetings;
To require the directors to call a general meeting;
To remove a member appointed director from office;
To remove an auditor;
To appoint proxies to vote at meetings; and
To inspect the register of members on reasonable notice during normal office hours.

General Meetings:
Meetings of the Members are called General Meetings. All meetings except the Annual General
Meeting are referred to as Extraordinary General Meetings. Meetings must be called by the
Directors (although Members can request that the Directors call a meeting). The Trust’s Articles
require that at least 14 clear days’ notice is given for a General Meeting. The notice must be
sent to every Member, Director and Auditor. It can be given in hard copy, electronic form (email),
by means of a website or using a combination of these methods. Decisions can also be made
by written resolution.
At General Meetings, only the business requested by the Directors may be discussed. There
will, for example, be no item for Any Other Business.

Castle Trust is a charitable company limited by guarantee, registered in England and Wales with company number 08850163.
The registered office is at Delce Academy, The Tideway, Rochester, Kent ME1 2NJ.

3.3 Directors’ Role in More Detail
The Directors are collectively responsible for, and oversee, the management and administration of the
Trust and its schools. Their business is conducted during Board meetings and their decisions are taken
collectively. Though the day-to-day running of the Trust is delegated to the Chief Executive Officer (CEO),
the Board retains ultimately responsibility and so must ensure that they hold the CEO to account.
Directors are entitled to take professional advice where they believe it is necessary. When professional
advice has been sought, it should be followed unless the Directors can demonstrate a robust reason for
not doing so.
The Directors are accountable to external government agencies including the Department for Education
(“DfE”) for the quality of the education they provide and they are required to have systems in place through
which they can assure themselves of quality, safety and good practice.
The Directors are referred to as Trustees in the Articles of Association.

Directors’ duties:
•
•
•
•
•
•
•

A duty to act within the powers granted by the Memorandum and Articles of
Association and only exercise the powers for the purpose for which they are conferred
A duty to promote the success of the Trust
A duty to exercise independent judgment
A duty to exercise reasonable care, skill and diligence
A duty to avoid conflicts of interest
A duty not to accept benefits from third parties
A duty to declare an interest in any proposed transaction or arrangement with the
Trust

Directors’ key responsibilities:
•
•
•
•
•
•
•
•
•

The management of the Trust’s business affairs
Managing the CEO, to whom they delegate the day-to-day running of the Trust
Ensuring the provision of quality education at the academies within the Trust
Challenging and monitoring the performance of the Trust’s academies
Entering into contracts on the Trust’s behalf
Ensuring that relevant statutory documents are delivered to Companies House and
the statutory books are up to date
Managing the Trust’s finances and property
Taking part and actively contributing in Directors’ meetings
Operating the Trust in accordance with the DfE Funding Agreement
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3.4 Trustees’ Role in More Detail
The Trust is an exempt charity. While it is not required to register with the Charity Commission, it must
comply with Charity Law. The Directors are the Trustees of the Trust and as such have the following
additional duties:

Trustees’ duties:
•
•
•
•
•

Ensure the Trust is carrying out its purposes for the public benefit
Comply with the Trust’s Memorandum & Articles and with the law
Act in the Trust’s best interests
Manage the Trust’s resources responsibly
Act with reasonable care and skill

Find out more …
The Charity Commission publishes various guidance for Trustees on its website. The
best place to start is: The essential trustee: what you need to know, what you need to do
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3.5 The Board
The Board establishes an overall framework for the Trust’s ethos, agrees constitution of and delegation to
the LACs and committees and drafts the Trustees’ Annual Report.
Directors have collective responsibility and must meet as a Board at least three times in every academic
year. The work of the Board is carried out through these meetings, through the local governing bodies
(LACs) of the Trust’s academies and the committees of the Board. In addition, panels and working parties
can be established to carry out specific tasks as required. The LACs and committees have delegated
authority to undertake tasks that help the Board to discharge its legal duties and responsibilities.
The Board monitors the activities of the LACs and committees through reports and the minutes of their
meetings. It also establishes the schemes of delegation for the LACs, the terms of reference (ToRs) and
the Annual Planners for committees.
The role of the LACs is set out in the LAC Constitution and Terms of Reference; the Audit & Resources
Committee Terms of Reference are set out in the Trust’s Financial Procedures Manual.

Matters Reserved to the Board
While the Board may delegate certain tasks to LACs and committees, it retains overall legal responsibility
for decisions made. The LAC Constitution and Terms of Reference sets out certain matters that are
reserved to the Board and should be consulted in conjunction with this document.

Liability
Liability should not generally be seen as a threat to Directors and Trustees who are acting honestly and in
good faith – that means operating within the law and within the Articles of Association, providing proper
oversight of the Trust and acting in the Trust’s best interests.
Any liability arising from third party claims (i.e. employment claims) are liabilities of the Trust as an
incorporated charitable company; Directors and Trustees are not personally liable for these claims.
Directors and Trustees can be found personally liable for any financial loss to the charity for:
•

A claim arising from any act or omission that Directors/Trustees (or any one of them) knew to
be a breach of trust or a breach of legal duty or which was committed in reckless disregard to
whether it was a breach of trust or a breach of duty;

•

The costs of any unsuccessful defence to a criminal prosecution brought against any of the
Directors/Trustees in their capacity as Director of the Trust;

•

Where they receive an unauthorised payment or benefit from the Trust (this will have to be
repaid);
Where Directors/Trustees have acted dishonestly, negligently or recklessly.

•

Indemnity insurance can be procured by the Trust on behalf of the Directors/Trustees, but this will not
cover them for either of the situations above.
More information on Directors and Trustees liabilities can be found in the Charity Commission’s guidance:
The Essential Trustee. As well as information on the different types of liability and how they may impact
Directors/Trustees, there is guidance on how to reduce the risk of liability.
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3.6 The Clerk’s Role in More Detail

Professional clerking is critical to the effectiveness of the Board and LACs and, as the DfE has recognised,
it is about much more than taking minutes to record the discussions and decisions at meetings. The
professional clerks appointed by the Board and LACs provide expert advice on governance, procedures and
compliance and contribute directly to the efficient conduct of the Board and LACs.
The Governance and Data Manager acts as Clerk to the Board and Audit & Resources Committee. They
also support and mentor the Clerks of the LACs.
The Clerk’s key responsibilities are listed in the appended role profile. More information on the role of the
Clerk and the fundamental skills and attributes needed for the role, can be found in the DfE’s Clerking
Competency Framework.

Minutes
The minutes of Board, LAC and Committee
meetings are the record of discussions held
and decisions made. They must be taken and
kept for the life of the organisation by law.
Minutes of the Board and A&R Committee
meetings are taken by the GDM and each LAC
has a professional clerk who takes their
minutes
It is important that minutes demonstrate that
Directors and LAC Governors have made
considered decisions and acted honestly and in
good faith. The minutes should also show that
statutory guidance is being followed, were
relevant. For example, the DfE’s Keeping
Children Safe in Education should be consulted
if there are any safeguarding matters to be
discussed/decisions to be made. Challenge
and support, of the CEO and ELT in the case of
the Board and the Principal/Headteacher and
ALT in the case of LACs, must be evident
where appropriate.
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4. Aiming for Outstanding Governance
4.1 What is Outstanding Governance?
The importance and significance of outstanding governance and leadership across our education
system, in every school in England, has never been greater. The role of governing boards in defining
and implementing strategy whilst holding the leaders of schools and trusts to account has to be the
foundation upon which a world class education system is built. Governors or trustees who work as a
team, who are able to bring their skills and experience to the role and who blend challenge and support
to hold their workforce to account, will improve standards.
Sir David Carter, National Schools Commissioner for England, 2017
The link between outstanding governance and positive educational outcomes for children is well
established and Ofsted inspects governance alongside other aspects of school performance to
determine whether a school requires special measures, requires improvement, is good or is outstanding;
outstanding is the rating that Castle Trust aims for all of its schools to achieve. This aim cannot be
realised without outstanding governance of the Trust and of its schools.
The Board and LACs aim to provide confident, strategic leadership and create robust accountability,
oversight and assurance for the educational and financial performance of the Trust. They pursue these
aims through the following three core functions, as identified by the DfE:
1. Ensuring clarity of vision, ethos and strategic direction
2. Holding executive leaders to account for the educational performance of the organization and its
pupils; and
3. Overseeing the financial performance of the organization and making sure its money is well
spent.

Outstanding governance can only be achieved where Directors and LAC Governors are committed, wellinformed and proactive. The Trust provides data and information to the Board and LACs both for
discussion at meetings and at other times during the academic year. As well as reading the material that
the Trust supplies, Directors and LAC Governors are encouraged to access third party data and
information via the many sources available to them (see Useful Links and Resources). Directors and
LAC Governors are also welcome to attend Governor Visit Days and to arrange monitoring visits so that
they can learn more about the schools in the Trust and can triangulate data/information received in
meetings with evidence in school. Visits can also help to put information in context.
There are several codes and sets of principles that different bodies have developed to help those
involved in governance understand what it takes to achieve outstanding governance and ensure the
sustainability of the organisation. As you can see from those quoted below, there are similar themes
running throughout.
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4.2 DfE’s Six Key Features of Effective Governance
Regardless of the scale or nature of the organisation being governed, the features of effective
governance remain the same. They are common across the education sector and share their
fundamental principles with governance in the charity and business sectors.
DfE Governance Handbook January 2017
1. Strategic leadership that sets and champions vision, ethos and strategy.
2. Accountability that drives up educational standards and financial performance.
3. People with the right skills, experience, qualities and capacity.
4. Structures that reinforce clearly defined roles and responsibilities.
5. Compliance with statutory and contractual requirements.
6. Evaluation to monitor and improve the quality and impact of governance.
The Governance Handbook provides summary and more detailed guidance organised under each of
the six key features of effective governance, including links to resources that can help Directors and LAC
Governors carry out their role.

4.3 NGA Eight Elements of Effective Governance
1. The right people around the table
2. Understanding role & responsibilities
3. Good chairing
4. Professional clerking
5. Good relationships based on trust
6. Knowing the school – the data, the staff, the parents, the children, the community
7. Committed to asking challenging questions
8. Confident to have courageous conversations in the interests of the children and young people

4.4 Charity Governance Code Principles
Good governance in charities is fundamental to their success.
A charity is best placed to achieve its ambitions and aims if it has effective governance and the right
leadership structures. Skilled and capable trustees will help a charity attract resources and put them to
best use. Good governance enables and supports a charity’s compliance with relevant legislation and
regulation. It also promotes attitudes and a culture where everything works towards fulfilling
the charity’s vision.
The Charity Governance Code
1. Organisational Purpose: The board is clear about the charity’s aims and ensures that these are
being delivered effectively and sustainably.
2. Leadership: Every charity is headed by an effective board that provides strategic leadership in
line with the charity’s aims and values.
3. Integrity: The board acts with integrity, adopting values and creating a culture which helps
achieve the organisation’s charitable purposes. The board is aware of the importance of the
public’s confidence and trust in charities, and trustees undertake their duties accordingly.
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4. Decision-making and Risk Control: The board makes sure that its decision-making processes
are informed, rigorous and timely, and that effective delegation, control and risk-assessment, and
management systems are set up and monitored.
5. Board Effectiveness: The board works as an effective team, using the appropriate balance of
skills, experience, backgrounds and knowledge to make informed decisions.
6. Diversity: The board’s approach to diversity supports its effectiveness, leadership and decision
making.
7. Openness and Accountability: The board leads the organisation in being transparent and
accountable. The charity is open in its work, unless there is good reason for it not to be.

4.5 Questions that the Board and LACs should be asking.
For the Board, these questions should be at Trust level and relate to all schools in the Trust; the LACs
should be asking these questions about their school. These questions aren’t exhaustive, but are a good
start for developing good governance, challenge and support on the Board and LAC. They have been
taken from NGA and DfE guidance.
1. Do we have a clear vision and strategy?
2. What are our values?
3. What are we doing to raise standards for all children?
4. Are we making the best use of funding, particularly Pupil Premium and Sports Premium?
5. Have we got the right approach to staffing?
6. How well does the curriculum provide for and stretch pupils?
7. How do we promote good behaviour to enhance learning?
8. Do we have a sound financial strategy, make the most efficient use of our resources, obtain
good value for money and have robust procurement and financial systems?
9. Are the buildings and other assets in good condition and are they well used?
10. Do we keep children healthy?
11. How well do we keep parents informed and take account of their views?
12. Does the school offer a wide range of extra-curricular activities that engage all pupils?
13. Are we actively promoting British values?
Directors should also look at the NGA’s Twenty-One Questions for Multi-Academy Trusts.
As well as forming the basis of questions for meetings and for scrutinizing information and data provided
to you in your role, these questions can also be a starting point for monitoring visits to schools. For
example, following a classroom visit, an LAC Governor should be able to answer questions 3 and 6 and
possibly 4 and 5. A walk round the site could help to answer questions 9 and 10. A specific visit could
be made to look at forms of communication with parents and how parents’ views are used to improve the
school; a Governor could even arrange to be at school at the end of the day so that they can talk to
parents in the playground. LAC Governors should work with school leaders to develop a programme of
visits during the year that answer the questions above and that also target issues specific to the school.
The NGA has produced guidance to help school governors get the most out of monitoring visits.
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There are also ways of accessing information to help you answer these questions, from the school
websites and from external sources. For example, the Pupil Premium reports on the school websites
should help you with question 4 and Parent View on the Ofsted website may be a source to helps with
question 11. The Useful Links and Resources section of this Toolkit provides links to some of these and
the Governance Handbook is particularly useful for finding sources to support your role.
The Governance Handbook sets out some example questions relating to accountability for educational
and financial performance. These lists are not exhaustive either, but demonstrate what effective
challenge can look like.
Educational Performance:
1. Which groups of pupils are the highest and lowest performing, and why? Do school leaders have
credible plans for addressing underperformance or less than expected progress? How will we
know that things are improving?
2. How is the school going to raise standards for all children, including the most and least able,
those with special educational needs, those receiving free school meals and those who are more
broadly disadvantaged, boys and girls, those of a particular ethnicity, and any who are currently
underachieving?
3. Which year groups or subjects get the best and worst results and why? How does this relate to
the quality of teaching across the school? What is the strategy for improving the areas of
weakest performance?
4. Is the school adequately engaged with the world of work and preparing their pupils for adult life,
including knowing where pupils go when they leave?
5. How is the school ensuring that it keeps pupils safe from, and building their resilience to, the risks
of extremism and radicalization? What arrangements are in place to ensure that staff understand
and are implementing the Prevent duty? [The e-learning package can be accessed here].
6. Are senior leaders, including (where appropriate) the CEO and the finance director, getting
appropriate CPD?
7. Does the school have the right staff and the right development and reward arrangements? What
is the school’s approach to implementation of pay reform and performance-related pay? If
appropriate, is it compliant with the most up-to-date version of the School teachers’ pay and
conditions document? Is the school planning to ensure it continues to have the right staff?
8. Have decisions been made with reference to external evidence, for example, has the Education
Endowment Foundation (EEF) Toolkit been used to determine pupil premium spending
decisions? How will the Board know if current approaches are working and how will the impact of
decisions and interventions be monitored using appropriate tools such as the EEF DIY evaluation
guide?
9. Are teachers and support staff being used as effectively and efficiently as possible and in line
with evidence and guidance?
10. To what extent is this a happy school with a positive learning culture? What is the school’s record
on attendance, behaviour and bullying? Are safeguarding procedures securely in place? What is
being done to address any current issues, and how will we know if it is working?
11. How good is the school’s wider offer to pupils? Is the school offering a good range of sports, arts
and voluntary activities? Is school food healthy and popular?
12. Is the school encouraging the development of healthy, active lifestyles by using the PE and sport
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premium for primary schools to fund additional and sustainable improvements to the provision of
PE and sport?
13. How effectively does the school listen to the views of parents and pupils?
Directors and LAC Members are also encouraged to look at the NGA’s Knowing your School –
Questions for the Board to ask and the Wellcome Trust’s Questions for Governors.
Financial Performance
1. Are resources allocated in line with the organisation’s strategic priorities?
2. Does the organization have a clear budget forecast, ideally for the next three years, which
identifies spending opportunities and risks and sets how these will be mitigated?
3. Does the organisation have sufficient reserves to cover major changes such as re-structuring,
and any risks identified in the budget forecast?
4. Is the organization making the best use of its budget, including in relation to planning and delivery
of the curriculum?
5. Does the organization plan its budgets on a bottom up basis driven by curriculum planning (i.e. is
the school spending its money in accordance with its priorities) or is the budget set by simply
making minor adjustments to last year’s budget to ensure there is a surplus?
6. Are the organisation’s assets and financial resources being used efficiently?
7. How can better value for money be achieved from the budget?
8. Is the organisation complying with basic procurement rules and ensuring it gets the best deal
available when buying goods and services in order to reinvest savings into teaching and learning
priorities?
9. Is the organisation taking advantages of opportunities to collaborate with other schools to
generate efficiencies through pooling funding where permitted, purchasing services jointly and
sharing staff, functions, facilities and technology across sites?
10. Are other schools buying things cheaper or getting better results with less spending per pupil?
11. If the cost of energy seems high compared to similar schools, are there opportunities for
investment in energy-saving devices to reduce cost?
12. If spend on learning resources seems high compared to other schools, are these opportunities for
collaborating with other schools to bring costs down?
13. If spending on staffing is higher than other similar schools, are these schools achieving more in
terms of attainment? If so, what might be learnt from them about how they deploy their
workforce?
14. Of the spend on teaching assistants is higher than other schools, is the Board sure that they are
being used effectively and efficiently to support pupil outcomes?

4.6 If you don’t know, ask …
One of the attributes that the DfE sees as essential to effective governance is curiosity. A good
understanding of the Trust and, for LAC Governors especially, their school, will allow you to properly
challenge and support leadership.
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Whether it’s a term or acronym that you are unfamiliar with in meetings or if you don’t understand the
data, ask for an explanation. If you want to know more about how a school is run, attend a Governor
Visit Day or request a learning walk. If there is an area where you think you will benefit from training,
contact the Governance and Data Manager to see what is available.
There are no silly questions in governance and it is likely that if you don’t know something, there is
someone else in the room wondering the same thing!

4.7 Evaluating Our Governance
While governance is evaluated by third parties, such as Ofsted, it is also important that the Board and
LACs evaluate their own performance regularly to identify areas for improvement and development. The
NGA provides tools and questions that can be used during Board/LAC self-review and for chairs’ 360degree reviews. The Education Endowment Foundation also produces a DIY Evaluation guide. Regular
skills audits are also helping for identifying gaps in knowledge, experience and skills on the Board and
LACs, which can be addressed with training or focused recruitment.

Learn more …
The DfE’s Governance Handbook provides detailed guidance for each of the three core functions,
including suggested questions for Board/LAC meetings and sources of data that Directors and LAC
Governors can access to monitor their school(s)’ performance and compare it with other schools or
the national context.
The National Governance Association (NGA) website also provides helpful guidance on governance.
Directors and LAC Governors are also encouraged to access the Learning Link training modules that
relate to governance. All Directors and LAC Members are provided with an account when they join
the Trust. Modules can be accessed free of charge and at any time.
Ofsted’s School Governance: Learning from the Best, sets out what successful, effective governance
looks like and how outstanding governing bodies operate.
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5. Useful Links and Resources
A number of useful links and resources have been included early sections of the Toolkit, these are also
listed below along with some other suggested sources to help Directors and LAC Governors in their role.

Governance
DfE sources:
NB DfE is updated from time to time and so it is advisable to access via the DfE website when
needed.
Governance Handbook (all Directors and LAC Governors should read and be familiar with this
guidance)
Academies Financial Handbook (all Directors and LAC Governors should read and be familiar
with this guidance)
Competency Framework for Governance
Clerking Competency Framework
Governance in Multi-Academy Trusts
Charity Commission sources:
The essential trustee: what you need to know, what you need to do (all Directors and LAC
Governors should read and be familiar with this guidance)
Charities and charity trustees – an introduction for school governors
Institute of Chartered Secretaries and Administrators (the Governance Institute) provides free
guidance notes for academies and also runs events on aspects of academy governance. ICSA has
also published a book: How to Run an Academy School. The GDM has a copy if any Directors or LAC
Governors would like to take a look.
Get information about schools (formerly Edubase) is a DfE database that records information about all
schools and academies from the number of pupils they have on roll and their headteacher to details of
how they are governed. All schools and academies must keep this information up-to-date.
Ofsted has published the criteria inspectors use to judge the effectiveness of a school’s governance.
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Educational Performance
Education Endowment Foundation (EEF)
NGA Knowing Your School guidance notes cover: Governors and staff performance, getting to know
your parents, RAISEonline (now Analyse School Performance), FFT Governor Dashboard, Monitoring
Visits, Questions for Governors to ask.
Pupil Premium Funding Information
PE and Sports Premium Funding for Primary Schools
Headteacher Performance: Effective Management
External sources of data:
Analyse School Performance (formerly RAISE Online)
Fischer Family Trust (FFT)
School Performance Tables (please also see the guidance on analysing this data)
EEF Family of Schools Database (useful for comparing Trust schools against others like them)

Financial Performance
DfE and ESFA sources:
NB DfE is updated from time to time and so it is advisable to access via the DfE website when
needed.
Academies Financial Handbook (all Directors and LAC Governors should read and be familiar
with this guidance)
Governance Handbook (all Directors and LAC Governors should read and be familiar with this
guidance)
Schools Financial Efficiency; the role of the School Governor
Schools Financial Efficiency: Top 10 planning checks for school governors
Schools Financial Health and Efficiency
School Performance Tables (please also see the guidance on analysing this data)
For benchmarking: Income and expenditure in academies in England
Pupil Premium Funding Information
PE and Sports Premium Funding for Primary Schools
Charity Commission sources:
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Internal Financial Controls for Charities

Statutory Policies and Guidance
The statutory policies that all schools and academies must have in place is set out Statutory Policies
for Schools. Academies must also publish certain information online, this is set out in What
academies, free schools and colleges should publish online.
The DfE expects Directors and LAC Governors to read the following statutory guidance:
Academies Financial Handbook
Governance Handbook
Keeping Children Safe in Education
Working Together to Safeguard Children
Special Educational Needs and Disability (SEND) Code of Practice
Protecting Children from Radicalisation the Prevent Duty. All Directors and LAC Governors are
required to complete the Government’s Prevent Duty e-learning module. The training module
and up-to-date guidance are accessible online.
School Exclusion
Charity Commission statutory guidance. As the Trust is a charity, all of its Directors are also Trustees.
As part of this role they must read and be aware of the following guidance:
The essential trustee: what you need to know, what you need to do
Public Benefit Guidance (there are three public benefit guides, which ALL charity trustees must
have regard to (that means to read them and consider them, where relevant, when making
decisions. These are PB1, PB2 and PB3.)

Keeping Up-to-Date
The Trust has joined the National Governance Association (NGA) and all Directors and LAC
Governors will now have access to Governance Matters, the NGA journal, and regular e-newsletters.
There also a number of places allocated to us for NGA conferences and events.
In addition to this, there are several sites where you can sign up for free industry relevant news and
advice. These include:
Myacademies.org.uk
Stone King LLP (lawyers who specialise in Education Law)
Academy Magazine
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The Academies Show is held in London every April and includes seminars on governance and
other aspects of school leadership. It is free to attend.

Other
Safeguarding and behaviour
Health and Safety for Schools
Online Safety in Schools and Colleges: Questions from the Board
NSPCC Online Safety Guidance
Educate Against Hate
Mental Health and Behaviour in Schools
Pupil Wellbeing, Behaviour and Attendance (guidance on various issues including
safeguarding, discipline, attendance and bullying)
School Admissions
School Admissions Code
School Admissions Appeals Code
Engaging with Stakeholders
Listening to and Involving Children and Young People
Ofsted Parent View
School Premises
Academy property transactions: advice and forms
Use our School
Data Protection and Freedom of Information
Information Commissioner’s Office (ICO)
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Appendices

Castle Trust Code of Conduct
Introduction
This code was adopted by the Castle Trust Board (the Board) on 18 May 2017. All Directors and Local
Advisory Committee (LAC) Governors of the Castle Trust for the time being must sign this code to
demonstrate their commitment to the principles, values and behaviours upheld by the Board. All new
Directors and LAC Governors must sign the code on appointment and on re-appointment (as applicable).
This code sets out the commitment, principles and personal attributes that the Board requires from each of
its Directors and LAC Governors for the Board and LACs to properly carry out their work within the Castle
Trust (the Trust) and the community. It reflects good governance practice, including the Department for
Education’s A competency framework for governance.
The role of the Board
The Board must act collectively and must provide confident, strategic leadership of the Trust. It is
responsible for the conduct of the Trust and for promoting high standards across the Academies within the
Trust. The Board aims to ensure that children are attending a successful school, which provides them with
a good education and supports their well-being. It must lead by example.
The role of each LAC
Each LAC must act collectively and must provide confident, strategic leadership of its Academy. It is
responsible for the conduct of the Academy and for promoting high standards. The LAC aims to ensure
that children are attending a successful school, which provides them with a good education and supports
their well-being. It must lead by example.
Undertaking
I, ……………………………………………., as a member of the Board/LAC Governor1, am committed to the
Trust’s Vision and Ethos:
Learning for all, by all, with all
•
•
•
•
•
•
•
•

As a vibrant learning community, our schools actively pursue together the same outstanding outcomes
for all pupils
All pupils engage positively as learners with an exciting, rich, demanding, practical curriculum
All pupils excel in the extended curriculum including PE, MFL, music, enrichment and competitive
activities
Pupils understand their role and responsibilities as learners, British and global citizens including
keeping themselves safe
Pupils and teachers learn together in outstanding environments
Resources are shared and best value for money is achieved across the trust
All staff continuously develop professional understanding and skills throughout their careers across the
Trust schools.
The schools act as community learning hubs, enriching learning opportunities beyond the school day.

Principles and Personal Attributes:

1

Please delete as appropriate.
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I acknowledge that the principles and personal attributes that individuals bring to the Board and LACs are
as important as their skills and knowledge; that they enable Directors and LAC Governors to use their skills
and knowledge to function well as part of a team and to govern effectively.
I am committed to fulfilling my duties in line with the Nolan Seven Principles of Public Life:
Selflessness

To act solely in terms of the public interest.

Integrity

To avoid placing themselves under any obligation to people or organisations that
might try inappropriately to influence them in their work. They should not act or take
decisions in order to gain financial or other material benefits for themselves, their
family, or their friends. They must declare and resolve any interests and
relationships.

Objectivity

To act and take decisions impartially, fairly and on merit, using the best evidence
and without discrimination or bias.

Accountability

Holders of public office are accountable to the public for their decisions and actions
and must submit themselves to the scrutiny necessary to ensure this.

Openness

To act and take decisions in an open and transparent manner. Information should
not be withheld from the public unless there are clear and lawful reasons for so
doing.

Honesty

To be truthful.

Leadership

To exhibit these principles in their own behaviour. They should actively promote
and robustly support the principles and be willing to challenge poor behaviour
wherever it occurs.

I am mindful of my responsibilities under equalities legislation, recognising and encouraging diversity and
inclusion.
I understand the impact of effective governance on the quality of education and on outcomes for the pupils
of all of the Trust’s schools.
I recognise and understand that the personal attributes required of me as a Director include being:
Committed

Devoting the required time and energy to the role and ambitious to achieve best
possible outcomes for pupils. 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 board.

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.
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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 local
community and employers.

Critical

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

Roles and Responsibilities
I have received a copy of the Trust’s Governance Toolkit and have read and understood the guidance
within it relating to the key governance roles within the Trust, including those of the Members, the Board,
the LACs and the Executive and Senior Leadership Teams. I understand in particular that I must act within
the Trust’s Articles of Association, the Funding Agreements with the Department for Education, the Scheme
of Delegation and in accordance with all relevant legislation.
Commitment
1. I will involve myself actively in the work of the Board/LAC and accept my fair share of
responsibilities, including service on LACs, committees and working groups;
2. I will endeavour to attend all meetings and where I cannot attend to send my apologies and a brief
reason in advance;
3. I will undergo induction, training and development in accordance with the agreed induction and
training programmes.
Transparency
1. I accept that my full name, dates of appointment, terms of office, roles within the Trust, attendance
records, relevant business/pecuniary interests and related party transactions and the body that
appointed me will be made publicly available, including on the Trust’s/Academy’s website and within
the Trust’s Annual Report, as applicable;
2. I accept that information relating to Directors and LAC Governors will be collected and logged on
the Register of Companies and/or Department for Education’s national database of governors (Get
Information About Schools).
Relationships
1. I will strive, with my fellow Directors/LAC Governors, towards good teamwork and to promote
constructive working relationships;
2. I will express views openly, courteously and respectfully in all communications with other
Directors/LAC Members and the Executive Leadership Team;
3. I will support the Chair in their role of ensuring appropriate conduct at meetings and at all times;
4. I am prepared to answer questions from other Directors/LAC Governors in relation to delegated
functions and take into account any concerns expressed;
5. I will acknowledge the time, effort and skills that have been committed by those undertaking
delegated tasks/functions;
6. I will seek, with my fellow Directors/LAC Governors, to develop effective working relationships with
the Members, the Chief Executive Officer/Head(s) of School, Executive Team members, staff,
parents, the local authority and other relevant agencies and the community.
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CASTLE TRUST

Confidentiality
1. I will observe complete confidentiality when matters are deemed confidential or where they concern
specific members of staff or pupils;
2. I will exercise the greatest prudence at all times when discussions regarding Trust/Academy
business arise outside of a meeting;
3. I will not reveal the details of any Board/LAC vote.
Conflicts of Interest
1. I will observe and act in compliance with the Trust’s Conflicts of Interest Policy;
2. I will complete and keep up-to-date a declaration of business/pecuniary interests and related parted
transactions that I or my close family have or may potentially have in connection with the Trust’s
and/or Academy’s business;
3. I will also declare any conflict of interest or loyalty relating to any item to be discussed at Board/LAC
meetings;
4. If any conflict arises within a meeting, I will offer to leave the meeting for the appropriate length of
time;
5. I will act in the best interests of the Trust and not as a representative of any group, even if elected to
the Board/LAC by that group (e.g. as a parent or staff governor).
Safeguarding
1. I understand the Board’s/LAC’s role in ensuring the well-being of pupils across the Trust’s
Academies through robust safeguarding arrangements, including protecting them from extremist
views.
Whistleblowing
1. I understand my responsibility to report any wrongdoing within the Trust and/or any of its Academies
in accordance with the Trust’s Whistleblowing Policy;
2. I understand that any concerns, including any safeguarding issues or financial impropriety, should
be reported to the Chair, Vice Chair or Chief Executive Officer (depending on who is believed to be
involved in any wrongdoing);
3. I recognise that the earlier a concern is expressed the easier it is to take action and that, while I will
not be expected to prove beyond doubt the truth of any allegation, I will need to demonstrate that
there are reasonable grounds for concern.
Breach of this code
1. I understand that if I breach this code that I may be suspended or removed from the Board/LAC;
2. I understand that the Board will only use suspension/removal as a last resort after seeking to
resolve any difficulty or dispute in more constructive ways;
3. If I believe that this code has been breached, I will raise the issue with the Chair so that they can
investigate;
4. If I believe that the Chair has breached this code, I will raise the issue with the Vice Chair, who will
investigate.

Signed .........................................

Printed name ...............................

Date: ...........................................
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CASTLE TRUST

Induction Checklist for New Directors and LAC Governors
The objective of induction is to provide a new Directors and LAC Governors with the information they will
need to become as effective as possible in their role within the shortest practicable time. The Trust’s
induction process aims to achieve four things:

•

Documents and information to be sent to
Inductees

LAC
Governors

•
•

build an understanding of the nature of the Trust and its schools, its purposes and the
communities in which it operates;
develop understanding of the role of Director or LAC Governor, including legal duties;
build a link with key staff and stakeholders within the Trust and its schools – whether executive
leadership/senior leadership team members, teachers, other staff, or pupils and their parents;
build an understanding of the Trust’s main relationships.

Directors

•

Received and read/ returned
(initials of inductee)

Appointment email to be sent to new Directors and
LAC Governors, including the following:
Link to the Articles of Association on the Trust’s
website.

X

Link to the Scheme of Delegation on the Trust’s
website.

X

Electronic copy of the Governance Toolkit, inc.
X
governance overview, information about the
Trust and key governance roles and signposting
to key information and guidance
Electronic copy of the Financial Procedures
X
Manual (inc. Conflicts of Interest Policy and
Expenses Policy)
Link to the Department for Education’s
X
Governance Handbook

X

X

X

Link to Statutory Guidance: Keeping Children
Safe in Education

X

X

Declaration letter for completion and return

X

X

Blank Disclosure of Interests and Related Party
Transactions form for completion and return

X

X

Code of Conduct for signature and return

X

X
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Knowledge, Experience and Skills
Questionnaire for completion and return

X

New Director Form for completion and return

X

X

New LAC Governor Information form for
completion and return

X

Meeting and Training Schedule

X

X

Governor Monitoring Visits Rubric

X
X

Access to NGA Learning Link and signpost to
suggested modules

X

X

Access to secure access part of Website for past
minutes and papers, links to guidance, contact list,
etc.
Details of significant contractual obligations
Summary details of Trust insurance policies
Details of any ongoing litigation presently being
undertaken either by the Trust or against it
List of Major Suppliers

X

X

X
X
X

School
Websites

Trust
Website

X
LAC
Governors

Documents and information that can be found
on the Trust and School websites (SA = Secure
Access)

Directors

Email with instructions on starting the Disclosure and X
Barring Service (DBS) Check process

Articles of Association

X

Scheme of Delegation

X

Annual Reports and Financial Statements

X

Governance Overview (diagram showing how
Trust governance structure works)

X

X

X

Governance Structure

X

X

X

School Ofsted Reports and letters

X

X

X

School Policies

X

X

X

Equalities Statement

X

X

X

Past Minutes (Members, Board, Audit &
Resources Commitees and LACs)

X

X

Past Meeting Papers

X

Business Continuity Plan

X

X

X (SA)

Financial Procedures Manual

X

X

X (SA)

Risk Register and Heat Map

X

Governance Toolkit

X

Accessed and
read (Inductee’s
initials)

X
X

X

X

X

X (SA) X (SA)

X (SA)

X (SA)
X

X (SA)
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Board Training and Development Programme

X

Results of Knowledge, Experience & Skills
Audits

X

Board Self-Review Report

X

LAC Self-Review Report

X (SA)
X

X (SA) X (SA)

X (SA)
X

X (SA)

Committee induction
For Directors and LAC Governors joining Committees
Suggested document/activity

Received and read
(initials of inductee)

Name, role, remit and terms of reference of committee
Annual Programme of Business
Technical training on key matters, tailored according to
level of expertise.
E-learning
Modules to be accessed via Government websites or Learning Link and completed by inductees. If you
have completed the training previously, i.e. through work, please note below. Please email certificates
to the Governance and Data Manager: etaaffe@thecastletrust.co.uk.
Training modules and where they can be accessed

To be
completed
by

Safeguarding the Governors Role – NGA Learning Link
Active Training
PREVENT https://www.elearning.prevent.homeoffice.gov.uk/

Within 3 months
of appointment
Within 3 months
of appointment

Female Genital Mutilation (FGM) –
https://fgmelearning.vctms.co.uk/

Within 3 months
of appointment

Governance: Your role, your responsibilities, your
organisation – NGA Learning Link Active Training

Within the first six
months of
appointment
Within the first
year of
appointment
Within the first
year of
appointment
Within the first
year of
appointment
Within the first
year of
appointment

Your organisation: understanding school structures and
what children should learn – NGA Learning Link Active
Training
Strategy: Living your values, reaching your vision,
managing the risk – NGA Learning Link Active Training
Progress and attainment: using data to improve
educational outcomes – NGA Learning Link Active
Training
Resources: Making the most of what you’ve got – NGA
Learning Link Active Training

Module
completed (date
and initials of
inductee)
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Working Together: Building the team and improving the
organisation – NGA Learning Link Active Training
Compliance: Assuring your organisation, keeping it safe,
secure and solvent – NGA Learning Link Active Training
Effectiveness: Governance making an impact, changing
lives – NGA Learning Link Active Training
New LAC Governors should also complete: Governors
Visits to School

Within the first
year of
appointment
Within the first
year of
appointment
Within the first
year of
appointment
Within the first six
months of
appointment

Directors and Governors with Champion Responsibilities, such as Special Educational Needs (SEN) or
Health & Safety, should also complete relevant training as advised.
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CASTLE TRUST GOVERNANCE TOOLKIT

Scheme of Delegation
Chapter 3 of the Toolkit explains the roles and responsibilities for each level of governance in the Trust. This table sets out what can be delegated by the Directors and who it is delegated to.
RESPONSIBILITY

Headteacher(s)
(HT(s))

Local Advisory
Committee
(LAC) and Clerks

Executive Leadership
Team (ELT)

(Chief Executive Officer
(CFO), Governance & Data
Manager (GDM), Director of
Teaching & Learning (DT&L),
Data Protection Officer (DPO),
Executive Business Manager
(EBM), HR Manager (HM)

Chief Executive
Officer (CEO)

Audit &
Resources
Committee
(A&RC)

Trust Board (the
Board)

Members

GOVERNANCE
Articles of
Association

Scheme of
Delegation (SoD)

The LAC will adopt
the SoD annually in
Term 1 and ensure
that the academy

The Governance &
Data Manager (GDM)
will ensure that the
Articles of Association
are published on the
Trust’s website.

The Board retains
responsibility for
ensuring that the
Trust operates within
its Articles of
Association.

Where changes are
approved by the
Members, the GDM will
manage the
amendment process
and obtain approval
from the DfE and/or
Charity Commission as
necessary.

The Board may make
recommendations to
the Members re
changes to the
Articles of
Association.

The GDM will update
the SoD annually in
consultation with the
Board Chair, CEO and
CFO. The updated

The Trust Board will
approve and review
the SoD on an
annual basis.

Castle Trust is a charitable company limited by guarantee, registered in England and Wales with company number 08850163.
The registered office is at Delce Academy, The Tideway, Rochester, Kent ME1 2NJ.

The Members
retain the
responsibility for
approving
changes to the
Articles of
Association in
accordance with
Company and
Charity Law.
Changes to the
Articles of
Association will
need to be
approved by the
Department for
Education (DfE)
and filed with
Companies
House.

RESPONSIBILITY

Headteacher(s)
(HT(s))

Local Advisory
Committee
(LAC) and Clerks

operates with in the
SoD.
Governance Toolkit

The LAC will adopt
the Governance
Toolkit in Term 1.

Annual Planners

The LACs will adopt
the LAC Annual
Planner annually and
may add any local
tasks within the remit
set by the SoD.

Appointment of
Members

Executive Leadership
Team (ELT)

(Chief Executive Officer
(CFO), Governance & Data
Manager (GDM), Director of
Teaching & Learning (DT&L),
Data Protection Officer (DPO),
Executive Business Manager
(EBM), HR Manager (HM)

Chief Executive
Officer (CEO)

SoD will then be
submitted to the Board
for review and approval
by the end of Term 1.
The GDM will update
the Governance Toolkit
annually in consultation
with the Board Chair,
CEO and CFO. The
updated Toolkit will
then be submitted to
the Board for review
and approval by the
end of Term 1.
The GDM will review
and update the Board
and A&RC Annual
Planners annually in
consultation with the
Board Chair, A&RC
Chair, CEO and CFO.
The updated planners
will reflect the SoD.
The GDM will review
and update the LAC
Annual Planner in
consultation with the
Board Chair, CEO,
CFO, LAC Chairs and
LAC Clerks on an
annual basis. The
planner will reflect the
SoD.
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Audit &
Resources
Committee
(A&RC)

Trust Board (the
Board)

Members

The Trust Board will
approve and review
the Governance
Toolkit on an annual
basis.

The A&RC will
approve its
Annual Planner.

The Board will
approve its
Annual Planner.

The Members are
responsible for
appointing further
Members in
accordance with

RESPONSIBILITY

Appointment of
Directors
The Trust’s Directors
are also its Trustees
and are referred to as
such in the Articles of
Association.
Local Advisory
Committee (LAC)
Appointments
Minutes

Headteacher(s)
(HT(s))

Local Advisory
Committee
(LAC) and Clerks

Executive Leadership
Team (ELT)

(Chief Executive Officer
(CFO), Governance & Data
Manager (GDM), Director of
Teaching & Learning (DT&L),
Data Protection Officer (DPO),
Executive Business Manager
(EBM), HR Manager (HM)

Chief Executive
Officer (CEO)

Audit &
Resources
Committee
(A&RC)

Trust Board (the
Board)

Members

the Articles of
Association.
The Board may
The Members
appoint Co-opted
appoint all other
Directors in
Directors,
accordance with the
including the
Articles of
CEO as Director
Association.
as applicable, in
accordance with
the Articles of
Association.
The LACs will be constituted in accordance with the LAC Terms of Reference and Constitution and Articles of Association. For avoidance of doubt, the LACs are the
Trust’s Local Governing Bodies and are referred to as such in the Articles of Association.
The Clerks will minute
LAC meetings and
ensure that approved
minutes are signed
by the Chair and filed
on the academy
premises.
Confidential minutes
will be filed
separately and
locked away.
The Clerks may also
minute panel or
working party
meetings as required.
These will be
approved and signed
as appropriate.
The LAC will review
and approve minutes
as an accurate
record at the meeting
following that to

The GDM will minute
Members’ meetings
(General Meetings),
Board meetings and
A&RC meetings and
ensure that approved
minutes are signed by
the relevant Chair and
filed at the Trust
offices. Confidential
minutes will be filed
separately and locked
away.
The GDM will provide
copies of minutes or
extracts from minutes,
except confidential
minutes, to
stakeholders on
request.
The Clerks will provide
copies of approved
LAC minutes to the
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The A&RC will
review and
approve minutes
as an accurate
record at the
meeting following
that to which the
minutes refer.
The Chair for that
meeting will sign
the minutes.

The Board will review
and approve minutes
as an accurate
record at the meeting
following that to
which the minutes
refer. The Chair for
that meeting will sign
the minutes.
.

The Members will
review and
approve minutes
as an accurate
record at the
meeting following
that to which the
minutes refer.
The Chair for that
meeting will sign
the minutes.

RESPONSIBILITY

Headteacher(s)
(HT(s))

Local Advisory
Committee
(LAC) and Clerks

which the minutes
refer. The Chair for
that meeting will sign
the minutes.

Executive Leadership
Team (ELT)

(Chief Executive Officer
(CFO), Governance & Data
Manager (GDM), Director of
Teaching & Learning (DT&L),
Data Protection Officer (DPO),
Executive Business Manager
(EBM), HR Manager (HM)

Chief Executive
Officer (CEO)

Audit &
Resources
Committee
(A&RC)

Trust Board (the
Board)

The A&RC will
review the draft
Budget Forecast
and make a
recommendation
for approval to the
Board

The Board will
approve the Budget
Forecast for the MAT
including the
individual academy
budget prior to
submission to the
EFA by 31 July

GDM, who will make
them available to the
Board.

The Clerk will provide
copies of minutes or
extracts from
minutes, except
confidential minutes,
to stakeholders on
request.
The Clerks will
provide copies of
approved minutes to
the GDM, who will
make them available
to the Board.
FINANCE
Accounting Officer

Budget Forecast
Submission of
consolidated Budget
Forecast in July for
the following financial
year including capital
projects

The CFO and
Executive Business
Manager (EBM) will
prepare the draft
Budget Forecast in
accordance with ESFA
guidelines.

In accordance with
DfE requirements,
the CEO is the
Trust’s Accounting
Officer.

Once approved by the
Board, the CFO will
submit the Budget
Forecast to the ESFA
by the July deadline.
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Members

RESPONSIBILITY

Headteacher(s)
(HT(s))

Local Advisory
Committee
(LAC) and Clerks

In-year Budget
Revisions

Executive Leadership
Team (ELT)

(Chief Executive Officer
(CFO), Governance & Data
Manager (GDM), Director of
Teaching & Learning (DT&L),
Data Protection Officer (DPO),
Executive Business Manager
(EBM), HR Manager (HM)

Chief Executive
Officer (CEO)

The CFO will file the
Budget Forecast
Outturn Return with the
EFSA by the May
deadline.
The CEO and CFO
may make revisions to
the Budget during the
year as appropriate for
approval by the A&RC

Approval of in
year revisions to
Budget, as
recommended by
the CEO and
CFO. All material
changes must be
reported to the
Board.

Budgets of Newly
converting
academies/ schools
joining the Trust

Purchase
Order/Invoice
Approval

Up to the limit set in the
Financial Procedures
Manual

Up to the limit set in
the Financial
Procedures Manual

Approval to accept
a quotation from a
minimum of 3 or
from a formal
tendering process
Authority to accept
a quote/tender other
than the lowest

Up to the limit set in the
Financial Procedures
Manual

Up to the limit set in
the Financial
Procedures Manual

Up to the limit set in the
Financial Procedures
Manual

Up to the limit set in
the Financial
Procedures Manual
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Audit &
Resources
Committee
(A&RC)

Trust Board (the
Board)

Up to the limit set
in the Financial
Procedures
Manual
Up to the limit set
in the Financial
Procedures
Manual

The initial Budget
Forecast for a newly
converting academy
or school joining the
Trust will be based
on the Pre-Academy
Report and must be
approved by the
Board before the
school converts to
academy status and
joins the MAT.
All amounts above
the limits set in the
Financial Procedures
Manual
All amounts above
the limits set in the
Financial Procedures
Manual

Up to the limit set
in the Financial
Procedures
Manual

All amounts above
the limits set in the
Financial Procedures
Manual

Members

RESPONSIBILITY

Headteacher(s)
(HT(s))

Local Advisory
Committee
(LAC) and Clerks

Executive Leadership
Team (ELT)

Chief Executive
Officer (CEO)

Audit &
Resources
Committee
(A&RC)

Trust Board (the
Board)

Authority to write
off bad debts

Up to the limit set in the
Financial Procedures
Manual

Up to the limit set in
the Financial
Procedures Manual

Approval for Capital
Expenditure not
included in the
original budget
Approval for
Virements between
nominal codes and
budget heads.

Up to the limit set in the
Financial Procedures
Manual

Up to the limit set in
the Financial
Procedures Manual

The CFO may request
approval from the
A&RC for virements
between nominal codes
and budget heads in
the Budget

The A&RC will
monitor the ongoing expenditure
against budget
heads and may
approve virements
between nominal
codes and budget
heads. The Board
must be kept
informed of material
changes/issues

Up to the limit set
in the Financial
Procedures
Manual
Up to the limit set
in the Financial
Procedures
Manual

All amounts above
the limits set in the
Financial Procedures
Manual
All amounts above
the limits set in the
Financial Procedures
Manual
The Board to
consider material
changes/issues and
agree what action, if
any, to be taken.

(Chief Executive Officer
(CFO), Governance & Data
Manager (GDM), Director of
Teaching & Learning (DT&L),
Data Protection Officer (DPO),
Executive Business Manager
(EBM), HR Manager (HM)

Appointment of
Auditors

Reporting and
Monitoring

The HT(s) are
responsible for
providing such
information and
assistance in relation
to reporting and
internal auditing as
the Board and CFO
may from time to time
require.

.

This may include
reporting formally to
the A&RC at regular
intervals via the CFO.

The CFO and EBM will
prepare management
accounts on a monthly
basis for the scrutiny of
the Board Chair and
A&RC Chair in
accordance with the
Academies Financial
Handbook.
The CFO and EBM will
prepare budget
monitoring reports for
the scrutiny of the
A&RC at regular

The CEO will
provide oversight of
financial matters
including prudent
and economical
administration to
ensure avoidance of
waste and
extravagance and
secure value for
money.

The Board Chair
and A&RC
Committee Chair
will scrutinize
monthly
management
accounts and
raise any material
issues with the
A&RC or Board as
appropriate.

The CEO will
ensure regularity,
propriety and

The A&RC will
monitor the
management
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The Board will hold
the CEO and CFO to
account for the
financial performance
of the Trust.
The Board will
receive reports on
financial performance
from the A&RC Chair
at each Board
meeting.

Members

The Members
retain
responsibility for
the appointment
of the Auditors

RESPONSIBILITY

Annual Audit and
Annual Report and
Financial
Statements

Headteacher(s)
(HT(s))

The HT(s) will provide
such information and
assistance in relation
to statutory audit
procedures as the
Board and CFO may
from time to time
require.

Local Advisory
Committee
(LAC) and Clerks

The LAC is to provide
such information and
assistance in relation
to statutory audit
procedures as the
Board and CFO may
from time to time
require.

Executive Leadership
Team (ELT)

Chief Executive
Officer (CEO)

Audit &
Resources
Committee
(A&RC)

intervals set out in the
A&RC Annual Planner.

compliance and the
reporting of such as
appropriate,
including to the
ESFA and
Companies House.

accounts supplied
by the CFO and
its compliance
with internal
auditing
requirements on
an ongoing basis
and report any
concerns to the
Board.

(Chief Executive Officer
(CFO), Governance & Data
Manager (GDM), Director of
Teaching & Learning (DT&L),
Data Protection Officer (DPO),
Executive Business Manager
(EBM), HR Manager (HM)

The CFO will coordinate the Annual
Financial Audit and
collate information and
reports from the Board,
LACs, ELT and HT(s)
as necessary.

The CEO will
prepare the
education sections
of the Annual
Report and submit
to the CFO.

The CFO and EBM will
work with the Trust’s
Auditors to prepare the
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The A&RC may
appoint a
Responsible
Officer (RO) to
conduct regular
reviews of
procedures and
controls to provide
assurance that
these are efficient
and effective. The
RO’s reports will
be reviewed by
the A&RC, which
will escalate any
material issues or
concerns to the
Board.
The A&RC Chair
will prepare the
draft Trustees’
Report for
approval by the
Board.
The A&RC will
review and
recommend the
Annual Report

Trust Board (the
Board)

The Annual Report
and Financial
Statements are
approved by the
Board in good time
for filing by 31st
December and for
publication on the
Trust’s website by
31st January.

Members

RESPONSIBILITY

Headteacher(s)
(HT(s))

Local Advisory
Committee
(LAC) and Clerks

Executive Leadership
Team (ELT)

(Chief Executive Officer
(CFO), Governance & Data
Manager (GDM), Director of
Teaching & Learning (DT&L),
Data Protection Officer (DPO),
Executive Business Manager
(EBM), HR Manager (HM)

Chief Executive
Officer (CEO)

Audited Financial
Statements for
approval by the Board.

The Governance and
Data Manager (GDM),
in consultation with the
Clerks, will prepare the
governance sections of
the Annual Report and
submit to the CFO.

Audit &
Resources
Committee
(A&RC)

Trust Board (the
Board)

and Financial
Statements to the
Board for
approval.

The Board will ensure
that the Members
receive a copy of the
approved Annual
Report and Financial
Statements.

Authorisation will
be sought from
the A&RC for
projects costed in
excess of the
limits set out in
the Financial
Procedures
Manual.

The Board will
approve the GAG
Pooling Policy and
review it every three
years.

The CFO will ensure
that the approved
Annual Report and
Financial Statements
are submitted to the
ESFA by 31st
December and to
Companies House by
31st May each year.

GAG Pooling

The HT(s) may apply
for additional funds
for time limited school
improvement projects
in accordance with
the GAG Pooling
Policy.
If approved, the
Headteacher will be
responsible for

The LAC will hold the
HT(s) to account for
the successful
completion of
approved projects
and their impact in
terms of pupil
outcomes.

The GDM will ensure
that the approved
Annual Report and
Financial Statements
are published on the
Trust website by 31st
January each year.
The CFO and EBM will
ensure that budgeted
costs associated with
the day-to-day running
of the academies are
met from the pooled
funds.

The CEO will
consider and
approve
applications for
extra funds in
accordance with
the GAG Pooling
Policies.
Authorisation will
be sought from the
A&RC for projects
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The Board will be the
last resort within the
Trust for appeals
where the
Headteacher is not

Members

RESPONSIBILITY

Headteacher(s)
(HT(s))

Local Advisory
Committee
(LAC) and Clerks

managing the project
and keeping the LAC
and CEO informed of
progress. They will
provide a report
evidencing impact in
terms of pupil
outcomes.

Executive Leadership
Team (ELT)

(Chief Executive Officer
(CFO), Governance & Data
Manager (GDM), Director of
Teaching & Learning (DT&L),
Data Protection Officer (DPO),
Executive Business Manager
(EBM), HR Manager (HM)

Chief Executive
Officer (CEO)

Audit &
Resources
Committee
(A&RC)

Trust Board (the
Board)

costed in excess of
the limits set out in
the Financial
Procedures
Manual.

The A&RC may
consider appeals
if the Headteacher
is not satisfied
with the CEO’s
response.

satisfied with
responses from the
CEO or the A&RC. If
the Headteacher is
still not satisfied they
may appeal to the
Secretary of State via
the Education and
Skills Funding
Agency.

The CEO will
consider and
respond to appeals
in accordance with
the GAG Pooling
Policy.

The HT(s) may
appeal if they feel
their academy has
been unfairly treated.
The Appeals
Procedure set out in
the GAG Pooling
Policy must be
followed.

Members

HUMAN RESOURCES
For the avoidance of doubt, all appointments identified under this Human Resources section, whether internal or external, are subject to the same procedures. There is to be no distinction
between the two. The Processes for reducing staffing, reviewing staffing structures, and dealing with disciplinary and capability matters must be followed in all cases and advice taken from
the CFO and/or HR Manager.
CEO Recruitment

The Board retains
responsibility for the
appointment of the
CEO.

CFO Recruitment

The Board retains
responsibility for the
appointment of the
CFO in consultation
with the CEO.
Unless the Board,
acting in good faith,
has any legitimate
reason to do

Headteacher
Recruitment

The LAC will meet
with the CEO to
discuss the
recruitment process.

The CEO will
appoint a consultant
to support the LAC
with the recruitment
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HUMAN
RESOUR
CES

RESPONSIBILITY

Headteacher(s)
(HT(s))

Headteacher
recruitment is
governed by the
Trust’s Articles of
Association and must
be approved by the
Board.

Academy
Leadership Team
Recruitment

Local Advisory
Committee
(LAC) and Clerks

The LAC will
constitute an
Appointment Panel as
a task group. The
CEO will sit on the
Appointment Panel

The HT(s) will notify
the CEO as soon as
they become aware
of a potential vacancy
in the Academy
Leadership Team.

Once the
Appointment Panel
has reached a
decision it will make a
recommendation to
the Board for
ratification.

The HT(s) will lead
the recruitment and
appointment process
following the MAT
approved procedures.
Once a decision has
been made a
recommendation will
be referred to the
CEO for ratification.

Teacher
Recruitment

The LAC will be
advised of new
appointments.
The HT(s) will lead
the process for filling
teacher vacancies in

Executive Leadership
Team (ELT)

(Chief Executive Officer
(CFO), Governance & Data
Manager (GDM), Director of
Teaching & Learning (DT&L),
Data Protection Officer (DPO),
Executive Business Manager
(EBM), HR Manager (HM)

Chief Executive
Officer (CEO)

process following
the meeting with the
LAC and will sit on
the appointment
panel.

The CEO, or his/her
representative, will
advise the HT(s)
throughout the
process
Unless the CEO,
acting in good faith,
has any legitimate
reason to do
otherwise, it will
ratify the
recommendation
made by the HT(s).

The CEO, or his/her
representative, will
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Audit &
Resources
Committee
(A&RC)

Trust Board (the
Board)

otherwise, it will ratify
the recommendation
made by the
Appointment Panel.

Members

RESPONSIBILITY

Academy Support
Staff Recruitment

Appointment of
External
Consultants

CEO Performance
and Pay Review

Staff Performance
and Pay Review
(excluding the CEO)

Headteacher(s)
(HT(s))

conjunction with the
Academy Leadership
Team following the
MAT approved
procedures.
The HT(s) will lead
the process for filling
any vacancy for a
member of support
staff in conjunction
with the Senior
Leadership Team
following the MAT
approved procedures.
HT(s) may submit
proposals for the
appointment of
External Consultants
based on Academy
improvement needs.
Proposals including
full costings will be
submitted to the CEO
for approval.

Local Advisory
Committee
(LAC) and Clerks

Executive Leadership
Team (ELT)

(Chief Executive Officer
(CFO), Governance & Data
Manager (GDM), Director of
Teaching & Learning (DT&L),
Data Protection Officer (DPO),
Executive Business Manager
(EBM), HR Manager (HM)

Chief Executive
Officer (CEO)

Audit &
Resources
Committee
(A&RC)

Trust Board (the
Board)

advise the HT(s), as
required.

The Chair of the LAC
will nominate a
representative from
amongst its ranks to
participate in the
recruitment process if
appropriate.
If proposals are
approved, the CFO will
source and process the
appointment of External
Consultants in line with
Trust procedures. All
appointments will be
made in the name of
the Trust.

The CEO will
approve the
appointment of
External
Consultants based
on Trust or
Academy
improvement needs
and available funds
in the budget.

The CEO
Performance Review
Panel, comprised of
two Board members
and an independent
advisor, will conduct
the CEO’s
performance and pay
review annually.
There will be at least
three meetings in
each cycle.
To be conducted in accordance with the Trust’s HR Policies including those relating to performance management and pay.
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Members

RESPONSIBILITY

Staff Pay
Progression

Terms of
Employment

Headteacher(s)
(HT(s))

HTs to make
anonymised
recommendations
concerning academy
staff pay progression
to the LAC Pay
Panel.

The HT(s) may make
proposals to the CEO
with regard to the
terms of employment
for an individual
member of staff e.g.
flexible working
request.

Local Advisory
Committee
(LAC) and Clerks

LACs to
constitute a
Pay Panel
each year.
LACs to
considered
anonymised
reports from
the HTs and
make
recommendatio
ns to the A&RC
with regard to
approval.

Executive Leadership
Team (ELT)

(Chief Executive Officer
(CFO), Governance & Data
Manager (GDM), Director of
Teaching & Learning (DT&L),
Data Protection Officer (DPO),
Executive Business Manager
(EBM), HR Manager (HM)

Chief Executive
Officer (CEO)

A&RC to approve
staff pay
progression taking
into account the
recommendations
of the LACs, the
Trust Pay Policy
and the agreed
budget.

Trust Board (the
Board)

Receive report
from A&RC to
confirm when
staff pay
progression
has been
approved.

Report back to
Board to confirm
when staff pay
progression has
been approved.
The CEO will review
and comment on
any proposals that
may involve a
change to the terms
of employment and
will take
professional HR
advice as required.
The CEO will
ensure that HR
policies are followed
and consider the
wider impact (if any)
of the proposed
change(s) to other
MAT staff.
If the CEO agrees
that terms and
conditions need to
change, they will
make
recommendations
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Audit &
Resources
Committee
(A&RC)

The responsibility for
the contractual terms
and conditions for all
MAT employees lies
with the Board.
Decisions concerning
any change to the
terms of employment
of Academy staff
(both teaching and
support) will lie with
the Board.
The Board will
consider any
representations made
by the CEO, the
HT(s) and/or the LAC.

Members

RESPONSIBILITY

Reductions in
Staffing and
Revisions to
Staffing Structures

Headteacher(s)
(HT(s))

The HT(s) will notify
the LAC and CEO as
soon as possible after
becoming aware that
reductions in staffing
may be necessary.
The HT(s) will be
responsible for
proposing a revised
staffing structure for
the academy, with the
support of the CFO,
and for referring this
to the LAC.

Allegations of Gross
Misconduct

If approved by the
Board, the HT(s) will
be responsible for
leading and
managing the
redundancy process
with the support of
the CEO and CFO.
The HT(s) will notify
the CEO and LAC
Chair as soon as
possible after
becoming aware of
any circumstances
that may need to be
dealt with under the
Disciplinary
Procedure that may
be deemed to be
Gross Misconduct.

Local Advisory
Committee
(LAC) and Clerks

The LAC will discuss
the proposals from
the HT(s) and make
recommendations for
submission to the
CEO for comment
and referral to the
Board.

In cases of gross
misconduct where
dismissal may be a
possible sanction,
members of the LAC
may be asked to sit
on the panels for the
Disciplinary or Appeal
hearings, which will
be conducted in
accordance with the
Disciplinary
Procedure.

Executive Leadership
Team (ELT)

(Chief Executive Officer
(CFO), Governance & Data
Manager (GDM), Director of
Teaching & Learning (DT&L),
Data Protection Officer (DPO),
Executive Business Manager
(EBM), HR Manager (HM)

If approved by the
Board, the CEO and
CFO will support the
HT(s) throughout the
restructuring process
and will attend
consultation meetings
where the CEO
considers this is
appropriate.

Chief Executive
Officer (CEO)

to the Board for
approval.
The CEO will refer
recommendations
for revised staffing
structures and
possible
redundancies to the
Board for approval.
If approved by the
Board, the CEO and
CFO will support
the HT(s)
throughout the
restructuring
process and will
attend consultation
meetings where the
CEO considers this
is appropriate.

The CEO/CFO will
be responsible for
arranging the
constitution of
panels consisting of
members of the
Board and/or
members of the
LAC if this is
deemed appropriate
for the Disciplinary
and Appeal
Hearings.
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Audit &
Resources
Committee
(A&RC)

Trust Board (the
Board)

Decisions concerning
the redundancies will
lie with the Board.
The Board will
consider any
representations made
by the CEO, the
HT(s) and/or the LAC.

Decisions concerning
the dismissal of any
employees lie with
the Board.
Directors will be
asked to sit on panels
for Disciplinary and
Appeal Hearings.

Members

RESPONSIBILITY

Headteacher(s)
(HT(s))

The HT(s) will ensure
that an investigation
is conducted into any
allegations of gross
misconduct in
accordance with the
Disciplinary
Procedure. If the
outcome of the
investigation is that
there is sufficient
evidence to
substantiate the
allegation the HT(s)
will refer the matter to
a Disciplinary Hearing
in accordance with
the procedure.
Disciplinary
Allegations that fall
short of Gross
Misconduct

The HT(s) will notify
the CFO as soon as
possible after
becoming aware of
an allegation.
The HT(s) will ensure
that an investigation
is conducted into any
disciplinary
allegations in
accordance with the
Disciplinary
Procedure. If the
outcome of the
investigation is that
there is sufficient
evidence to
substantiate the
allegation the HT(s)
will refer the matter to

Local Advisory
Committee
(LAC) and Clerks

If an allegation of
gross misconduct has
been made against a
Headteacher then the
LAC will be
responsible for
informing the CEO
and Board Chair and
for organising an
investigation into the
allegation under the
Disciplinary
Procedure. The LAC
will be responsible for
keeping the CEO and
Board Chair informed.

Executive Leadership
Team (ELT)

(Chief Executive Officer
(CFO), Governance & Data
Manager (GDM), Director of
Teaching & Learning (DT&L),
Data Protection Officer (DPO),
Executive Business Manager
(EBM), HR Manager (HM)

Chief Executive
Officer (CEO)

Trust Board (the
Board)

Independent
reviewers and a
clerk from outside of
the organisation
may need to be
appointed.

Members of the LAC
will form panels for
Disciplinary and
Appeal Hearings for
staff other than the
HT(s), as may be
required, and will
have the authority to
impose sanctions up
to, but not including,
dismissal.
Where an allegation
of a less serious
nature has been
made against a
Headteacher then the
LAC will be
responsible for
informing the CEO
and the Board Chair
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Audit &
Resources
Committee
(A&RC)

Decisions concerning
the imposition of a
disciplinary sanction
in respect of the
HT(s) will lie with the
Board. Directors will
form the panels of
Disciplinary and
Appeal Hearings in
the case of
allegations against
HT(s).

Members

RESPONSIBILITY

Capability
Proceedings

Headteacher(s)
(HT(s))

Local Advisory
Committee
(LAC) and Clerks

a Disciplinary Hearing
in accordance with
the procedure.

and for conducting
the investigation into
the allegation under
the Disciplinary
Procedure. The LAC
will be responsible for
keeping the CEO and
Board Chair informed.

The HT(s) are
responsible for
keeping the CFO
informed at all stages
of the procedure.
Where a capability
issue is identified the
HT(s) will lead and
manage the process
set out in the
appraisal and
capability procedures.
The HT(s) are
responsible for
keeping the CEO and
LAC informed
regarding the
progress of the
proceedings for any
member of teaching
or support staff.

Probationary Period
Procedure

If there has been
insufficient
improvement in
performance after
having followed the
capability procedures
the final hearing will
be referred to a panel
of the Board
The HT(s) are
responsible for
following the
probationary period

Executive Leadership
Team (ELT)

(Chief Executive Officer
(CFO), Governance & Data
Manager (GDM), Director of
Teaching & Learning (DT&L),
Data Protection Officer (DPO),
Executive Business Manager
(EBM), HR Manager (HM)

Where a Headteacher
is subject to a
capability procedure,
the CEO and LAC
together are
responsible for
leading and managing
the process set out in
the appraisal and
capability procedures.

The HT(s) will keep
the Chair of the LAC
informed regarding
members of staff that

If an employee does
not satisfactorily
complete their
probationary period and

Chief Executive
Officer (CEO)

Trust Board (the
Board)

The CEO is
responsible for
keeping the Board
informed regarding
proceedings

Decisions concerning
the dismissal of any
employees lie with
the Board.

The CEO is
responsible for
following the
probationary period

Where a Headteacher
does not satisfactorily
complete their
probationary period,
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Audit &
Resources
Committee
(A&RC)

Directors will be
asked to sit on
panels for final stage
Capability and
Appeal Hearings

Members

RESPONSIBILITY

Headteacher(s)
(HT(s))

Local Advisory
Committee
(LAC) and Clerks

procedure with every
member of staff,
excluding
headteachers, and
confirming them in
post. If an employee
does not satisfactorily
complete their
probationary period,
the HT(s) will be
responsible for
informing the CFO.

are unlikely to
satisfactorily complete
their probationary
period.
Appeals against
termination will be
heard by a panel of
the LAC.

Executive Leadership
Team (ELT)

(Chief Executive Officer
(CFO), Governance & Data
Manager (GDM), Director of
Teaching & Learning (DT&L),
Data Protection Officer (DPO),
Executive Business Manager
(EBM), HR Manager (HM)

their appeal is not
upheld, the CFO will
write to the employee
on behalf of the MAT
terminating their
employment.

Chief Executive
Officer (CEO)

for Headteachers.
The CEO will keep
the Board informed
regarding a
headteacher who is
unlikely to
satisfactorily
complete their
probationary period.

Audit &
Resources
Committee
(A&RC)

Trust Board (the
Board)

an appeal against
termination will be
heard by a panel of
MAT Directors.

SAFEGUARDING AND WELLBEING
Safeguarding

The HT(s) will ensure
that:
•
a Senior
Designating
Safeguarding
member of staff,
has been
appointed for
their Academy
•
they have
sufficient
resources to
enable them to
undertake the
role
•
all staff have
access to and
have read the
Safeguarding
policy and
Keeping
Children Safe in
Education
(KCSIE)
guidance

The LAC is
responsible for:
•
Appointing one
of its members
as Safeguarding
Champion to
liaise with the
HT(s) regarding
safeguarding
matters and to
undertake
academy visits
to monitor the
implementation
of safeguarding
policies and
practices,
including training
records and
ensuring that the
DBS record is
up-to-date.
•
All LAC
Governors will
complete

The GDM will keep a
record of safeguarding
training undertaken by
Members and Directors
and will liaise with the
HRM to ensure that
DBS checks are
completed and kept
up-to-date by Members
and Directors and that
they are recorded.
The GDM will share the
annual report of
Governor Safeguarding
Visits to the Academy
with the Board.

The CEO is to
inform the Board of
any safeguarding
allegation raised in
respect of the
HT(s), any member
of the Senior
Leadership Team or
any other key
employee of the
Academy. They will
inform the Board of
any such allegation
made against a
member of the ELT.
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The Board carries
overall responsibility
for ensuring that
safeguarding policies
are implemented and
is responsible for
ensuring that
safeguarding
arrangements are
fully embedded
across the Trust and
within the Trust and
the Academies’ ethos
and reflected in day
to day safeguarding
practices.
A Trust Director will
address any
allegations made
against the CEO in
conjunction with the
Vice Chair.

Members

RESPONSIBILITY

Headteacher(s)
(HT(s))

•

•

•

that all staff
attend
Safeguarding
training annually
that all staff
complete
Disclosure and
Barring Service
(DBS) checks on
appointment and
every three
years thereafter
and that these
are recorded on
the Single
Central Register
(SCR)
the LAC and
CEO are notified
immediately of
any allegation
made against a
member of staff.

Local Advisory
Committee
(LAC) and Clerks

•

•

•

safeguarding
training,
including
PREVENT and
Female Genital
Mutilation (FGM)
e-learning
modules
provided by
Government
Taking collective
responsibility for
safeguarding in
the academy
and providing
support and
challenge to the
HT(s)
Ensuring that all
LAC Governors
have completed
DBS checks on
appointment and
every three
years thereafter.
Exercising their
disciplinary
functions in
respect of
allegations
against a
member of staff
or as a
consequence of
dealing with a
complaint except
where the
allegation is
against the
HT(s).

Executive Leadership
Team (ELT)

(Chief Executive Officer
(CFO), Governance & Data
Manager (GDM), Director of
Teaching & Learning (DT&L),
Data Protection Officer (DPO),
Executive Business Manager
(EBM), HR Manager (HM)

Chief Executive
Officer (CEO)
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Audit &
Resources
Committee
(A&RC)

Trust Board (the
Board)

A Trust Director will
address any
allegations made
against a
Headteacher in
conjunction with the
LAC Chair.
The Board will
receive an annual
report recording visits
conducted by the
LAC Governors.

Members

RESPONSIBILITY

Headteacher(s)
(HT(s))

Local Advisory
Committee
(LAC) and Clerks

Executive Leadership
Team (ELT)

Chief Executive
Officer (CEO)

Audit &
Resources
Committee
(A&RC)

The CFO will provide a
verbal Health & Safety
Report to the A&RC at
every meeting and an
annual written report in
Term 1.

The CEO will
ensure, through line
management of the
Headteachers and
CFO, that health
and safety policies
are implemented,
and that health and
safety

The A&RC will
hold the CEO to
account for
ensuring that
health and safety
policies are
implemented, and
that health and
safety

(Chief Executive Officer
(CFO), Governance & Data
Manager (GDM), Director of
Teaching & Learning (DT&L),
Data Protection Officer (DPO),
Executive Business Manager
(EBM), HR Manager (HM)

Trust Board (the
Board)

Members

The Clerks will keep a
record of
safeguarding training
undertaken by LAC
Governors and will
liaise with the
Academy staff to
ensure that DBS
checks are
completed and kept
up-to-date by
Governors and that
they are recorded.
The Clerk will keep a
record of
safeguarding visits to
the Academy and will
keep a file of visit
reports, which will be
shared at LAC
meetings.
The Clerks will report
annually to the GDM
on the safeguarding
visits undertaken by
LAC Governors to the
Academy.
Health and Safety

The HT(s) are
responsible for:
Developing a health
and safety culture
throughout the
Academy

The LAC will appoint
a Health & Safety
Champion
The LAC will ensure
implementation of
and review the
effectiveness of local

The CFO will draft the
Trust Health & Safety
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The Board will
approve the Trust
Health & Safety
Policy and revisions
thereof. The Board
will review the policy
annually.

SAFEGUARDING
AND
WELLBE
ING

RESPONSIBILITY

Headteacher(s)
(HT(s))

Ensuring that staff are
aware of their
responsibilities
Ensuring that the
Trust Health & Safety
Policy is
implemented,
including conducting
risk assessments, as
appropriate.
Drawing up site
specific health and
safety procedures
(with the support of
the CFO as
appropriate)
ensuring staff are
aware of their
responsibilities
Reporting to the LAC
and CFO on Health &
Safety issues and
incidents.

Pupil Wellbeing

The HT(s) are
responsible for
ensuring that all
Academy pupils
benefit from a safe
learning environment

Local Advisory
Committee
(LAC) and Clerks

health and safety
procedures
The LAC will hold the
HT(s) to account for
the maintenance of
Health & Safety
records in
accordance with
GDPR.
The LAC will NOT
undertake frequent
safety walks around
site. It will, however,
ensure that regular
checks are
undertaken by
trained staff at the
Academy, as
directed by the HT(s)
and CFO.
The LAC will
consider Health &
Safety issues and
incidents and make
recommendations to
the A&RC via the
Chairs’ Working
Party (urgent matters
should be reported
directly to the A&RC
Chair).

Executive Leadership
Team (ELT)

Chief Executive
Officer (CEO)

Audit &
Resources
Committee
(A&RC)

Trust Board (the
Board)

Policy and any
revisions thereof for the
approval of the Board.

arrangements are
fully embedded
across the Trust
and within its ethos
and reflected in the
Academies’ day to
day practices.

arrangements are
fully embedded
across the Trust
and within its
ethos and
reflected in the
Academies’ day
to day practices

The Board carries
overall responsibility
for ensuring that the
Trust Health and
Safety policy is
implemented and will
hold the CEO to
account for ensuring
that health and safety
arrangements are
fully embedded
across the Trust and
within its ethos and
reflected in the
Academies’ day to
day practices.

(Chief Executive Officer
(CFO), Governance & Data
Manager (GDM), Director of
Teaching & Learning (DT&L),
Data Protection Officer (DPO),
Executive Business Manager
(EBM), HR Manager (HM)

The CFO will provide
model procedures to
assist the HT(s) with
putting academy
specific health and
safety procedures in
place.

The CFO will
ensure that all Trust
academies have
adequate resources
available for Health
and Safety.

The Board will
consider any issues
or concerns relating
to Health & Safety
and ensure that
robust measures are
put in place to
address them and to
ensure that they will
not occur again in
future.

Through line
management of the
Headteachers, the
CEO will ensure
that all pupils
across the Trust
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The A&RC will
report any
concerns or
issues to the
Board.

The A&RC will
hold the CEO to
account for the
provision of safe
learning
environments and

The Board will
consider any issues
or concerns relating
to pupil wellbeing and
ensure that robust
measures are put in

Members

RESPONSIBILITY

Headteacher(s)
(HT(s))

Local Advisory
Committee
(LAC) and Clerks

and will encourage
healthy practices that
promote learning and
wellbeing.

Staff Wellbeing

The HT(s) are
responsible for
ensuring that all
Academy staff
members benefit from
a safe work place and
will encourage
healthy working
practices that
promote staff
wellbeing.

Executive Leadership
Team (ELT)

(Chief Executive Officer
(CFO), Governance & Data
Manager (GDM), Director of
Teaching & Learning (DT&L),
Data Protection Officer (DPO),
Executive Business Manager
(EBM), HR Manager (HM)

The CFO is responsible
for ensuring that all
ELT members benefit
from a safe work place
and will encourage
healthy working
practices that promote
staff wellbeing.

Chief Executive
Officer (CEO)

benefit from a safe
learning
environment and
will encourage
healthy practices
that promote
learning and
wellbeing.
Through line
management of the
Headteachers and
CFO, the CEO will
ensure that all Trust
staff members
benefit from a safe
work place and will
encourage healthy
working practices
that promote staff
wellbeing.

Audit &
Resources
Committee
(A&RC)

Trust Board (the
Board)

healthy practices
across the Trust
to promote pupil
wellbeing.

place to address
them and to ensure
that they will not
occur again in future.

The A&RC will
report any
concerns or
issues to the
Board.
The A&RC will
hold the CEO to
account for the
provision of safe
workplaces and
healthy working
practices across
the Trust to
promote staff
wellbeing.

The Board will
consider any issues
or concerns relating
to staff wellbeing and
ensure that robust
measures are put in
place to address
them and to ensure
that they will not
occur again in future.

The A&RC will
report any
concerns or
issues to the
Board.

EDUCATIONAL PERFORMANCE
Academy
Improvement Plan
(including curriculum
and standards)

The HT(s) will draft
an Academy
Improvement Plan
and share it with the
DTL and LAC prior to
submitting it to the
Board via the CEO.
The draft Academy
Improvement Plan
should be costed with

The LAC is
responsible for
monitoring the
implementation of the
approved Academy
Improvement Plan,
including conducting
targeted visits to the
Academy.

The GDM will share the
annual report of
Governor Visits to the
Academy with the
Board.

The CEO will
approve the draft
Academy
Improvement Plans,
ensuring that they
reflect the Trust’s
strategic aims and
ethos as set by the
Board. The CEO
will ensure that
copies of the
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The Board will
receive Academy
Improvement Plans.
The Board Chair will
share any concerns
raised at the Chairs’
Working Party
meetings with the
Board.

Members

RESPONSIBILITY

Headteacher(s)
(HT(s))

Local Advisory
Committee
(LAC) and Clerks

the support of the
CFO and the
expenditure built into
the Budget Forecast.

The LAC will raise
any concerns in
relation to educational
performance and/or
implementation of the
Academy
Improvement Plan at
the Chairs’ Working
Party.

The Headteachers
will share best
practice guidance and
experience through
the Headteachers’
Working Party to
ensure that all Trust
academies can
benefit from these.

Educational
Performance and
Pupil Outcomes

The HT(s) will be
responsible for
educational
performance and
pupil outcomes at
their Academy and for
sharing best practice
guidance and
experience via the
HTs’ Working Party to
ensure that all Trust
academies can
benefit from these.

Executive Leadership
Team (ELT)

(Chief Executive Officer
(CFO), Governance & Data
Manager (GDM), Director of
Teaching & Learning (DT&L),
Data Protection Officer (DPO),
Executive Business Manager
(EBM), HR Manager (HM)

Chief Executive
Officer (CEO)

Audit &
Resources
Committee
(A&RC)

Trust Board (the
Board)

approved Academy
Improvement Plans
are shared with the
Board.

The Board will
receive an annual
report recording visits
conducted by the
LAC Governors.

The CEO will be
responsible for
educational
performance and
pupil outcomes at
all of the Trust’s
Academies and will
hold the HTs to
account for their
Academy. The
CEO will run the
HTs’ Working Party
and will ensure that
best practice is
shared across the
Trust.

The Board will hold
the CEO to account
for educational
performance pupil
outcomes of all of the
Trust’s Academies,
taking into account
the CEO’s reports,
information reported
via the Chairs’
Working Party and
third party data.

The Clerks will keep a
record of visits to the
Academy and will
keep a file of visit
reports, which will be
shared at LAC
meetings.
The Clerks will report
annually to the GDM
on the visits
undertaken by LAC
Governors to the
Academy.
The LAC will hold the
HT(s) to account for
educational
performance pupil
outcomes in their
Academy and report
successes and
concerns to the Board
via the Chairs’
Working Party. The
LAC will consider
third-party data and
will conduct visits to
the Academy to
triangulate data with
evidence in-school.
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Members

RESPONSIBILITY

Headteacher(s)
(HT(s))

Local Advisory
Committee
(LAC) and Clerks

Executive Leadership
Team (ELT)

(Chief Executive Officer
(CFO), Governance & Data
Manager (GDM), Director of
Teaching & Learning (DT&L),
Data Protection Officer (DPO),
Executive Business Manager
(EBM), HR Manager (HM)

Chief Executive
Officer (CEO)

The LAC will follow
the LAC Annual
Planner to ensure that
all areas of
educational
performance are
considered during
each academic year.

Academy Hours

Term Times

Trust Policies
e.g. Safeguarding,
HR, Data Protection
and Financial
Procedures Manual
Reference: Policy and
Key Document
Review Plan

The HT(s) will be
responsible for
ensuring that Trust
policies and
procedures are
applied across the
Academy.

The LAC the adopt
the Trust policies
formally in meetings
and monitor their
implementation.
The Clerks will
evidence the adoption
of policies in meeting
minutes and will keep
a record of targeted
Governor visits to
ensure
implementation. They
will keep a file of visit
reports, which will be

The GDM will share the
annual report of
Governor Visits to the
Academy with the
Board.

Policies requiring
consistency across
all the academies in
the MAT will be
drafted by the CEO,
CFO and/or other
Executive
Leadership Team
members in
accordance with the
Trust Policy and
Key Document
Review Plan
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Audit &
Resources
Committee
(A&RC)

Trust Board (the
Board)

The Board is
responsible for setting
the opening and
closing times for
Academies taking into
consideration the
views of the CEO,
HT(s) and LAC.
The Board is
responsible for setting
the term times for
Academies taking into
consideration the
views of the CEO,
HT(s) and LAC.
The Board will
approve policies and
any amendments to
them in accordance
with the Trust Policy
and Key Document
Review Plan.
The Board will
receive an annual
report recording
targeted visits
conducted by the
LAC Governors.

Members

EDUCATION

RESPONSIBILITY

Headteacher(s)
(HT(s))

Local Advisory
Committee
(LAC) and Clerks

shared at LAC
meetings.

Central Operational
Policies set by CEO
and ELT
Reference: Policy and
Key Document
Review Plan

Other Academy
Policies
Reference: Policy and
Key Document
Review Plan

The HT(s) will be
responsible for
ensuring that Central
Operational policies
and procedures are
up-to-date and
applied across the
Academy in
accordance with the
Trust Policy and Key
Document Review
Plan
The HT(s) will have
responsibility, with the
involvement of the
LAC as necessary,
for developing
Academy specific
policies in
accordance with the
Trust Policy and Key
Document Review
Plan.

The Clerks will report
annually to the GDM
on the visits
undertaken by LAC
Governors to the
Academy.

Executive Leadership
Team (ELT)

(Chief Executive Officer
(CFO), Governance & Data
Manager (GDM), Director of
Teaching & Learning (DT&L),
Data Protection Officer (DPO),
Executive Business Manager
(EBM), HR Manager (HM)

Chief Executive
Officer (CEO)

Trust Board (the
Board)

Members

The CEO will
approve all such
policies and any
amendments to
them in accordance
with the Trust
Policy and Key
Document Review
Plan.

The LAC will have
responsibility for
approving certain
Academy specific
policy and monitoring
implementation of all
such policies in
accordance with the
Trust Policy and Key
Document Review
Plan and the LAC
Annual Business
Planner.
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Audit &
Resources
Committee
(A&RC)

POLICIES

RESPONSIBILITY

Headteacher(s)
(HT(s))

Local Advisory
Committee
(LAC) and Clerks

Executive Leadership
Team (ELT)

(Chief Executive Officer
(CFO), Governance & Data
Manager (GDM), Director of
Teaching & Learning (DT&L),
Data Protection Officer (DPO),
Executive Business Manager
(EBM), HR Manager (HM)

Chief Executive
Officer (CEO)

Audit &
Resources
Committee
(A&RC)

Trust Board (the
Board)

PREMISES AND FACILITIES

Negotiation and
renegotiation of
Contracts, HP,
Leasing, Services
and other
Agreements
Processes and
procedures must be
in accordance with
the Financial
Procedures Manual
Disposal of Assets
Processes and
procedures must be
in accordance with
the Financial
Procedures Manual

Premises
Maintenance
Programme

The HT(s) will inform
the LAC and the CFO
of any proposal to
negotiate or
renegotiate any
external contracts,
leases or other
service agreements.
The HT(s) may
approve quotations
up to the limit set in
the Financial
Procedures Manual.

The LAC will have the
final decision
concerning any such
negotiation or
renegotiation within
the limits set by the
Financial Procedures
Manual unless this
has a significant
impact on the wider
MAT family of
Academies.

If the contract has a significant impact on
the wider MAT family of Academies or is
within the limits set in the Financial
Procedures Manual, the consent of the
CEO or MAT A&RC will be required as
relevant.

The HT(s) may
authorise the disposal
of assets up to the
limit set in the
Financial Procedures
Manual and excluding
those for which the
Trust has received a
capital grant in
excess of £20,000,
having first consulted
the CFO for advice.
Records must be kept
of all disposals.
Each year the HT(s),
in conjunction with
the CFO and EBM,
will ensure that a
Premises
Maintenance
Programme has been
drawn up, taking into

The LAC is to be
informed of any asset
disposals and will
monitor these to
ensure procedures
are being followed.

The CFO will advise
the HT(s) regarding
disposals, ensure these
are accounted for
correctly and keep the
Board informed as
appropriate.

The A&RC must
authorise the
disposal of any
items with the
limits set by the
Financial
Procedures
Manual.

The LAC will receive
a copy of the
Programme as part of
the Academy
Improvement Plan

The CFO will monitor
implementation of the
Premises Maintenance
Programme and report
any material issues to
the A&RC along with
proposals for remedial
measures.

The A&RC will
consider any
major issues
arising out of the
Premises
Maintenance
Programme and
consider the
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Orders for contracts
above the limits set in
the Financial
Procedures Manual
must be authorised
by the Board.

The Board with
authorise the disposal
of assets above the
limits set in the
Financial Procedures
Manual and must
obtain approval from
the DfE in writing if it
proposes to dispose
of an asset for which
a capital grant in
excess of £20,000
was paid.

Members

RESPONSIBILITY

Headteacher(s)
(HT(s))

Local Advisory
Committee
(LAC) and Clerks

consideration the
most recent Condition
Survey. This will be
added to the AIP and
the CFO will be kept
informed.

Land and Buildings
Collection Tool

The Premises
Maintenance
Programme must be
costed and the
expenditure built in to
the Budget Forecast.

Executive Leadership
Team (ELT)

(Chief Executive Officer
(CFO), Governance & Data
Manager (GDM), Director of
Teaching & Learning (DT&L),
Data Protection Officer (DPO),
Executive Business Manager
(EBM), HR Manager (HM)

Chief Executive
Officer (CEO)

Audit &
Resources
Committee
(A&RC)

Trust Board (the
Board)

remedial
measures
proposed by the
CFO. The A&RC
will report to the
Board as
necessary.

The CFO will complete
and submit the Land
and Buildings
Collection Tool to the
ESFA for all Trust
academies by the
November deadline.

AGEMENT

STRATEGY AND LEGAL
Trust Strategic
Direction

Legal Claims

The CEO is
responsible for
delivering the
Trust’s strategy.

The HT(s) will notify
the CEO and LAC
Chair any actual or
potential claims or
proceedings affecting
the Academy as soon
as becoming aware
of them.

The LAC will act on
any instructions
received from the
CEO/and/or Board.

The CFO will ensure
that insurers are
updated as
appropriate.

The CEO will take
appropriate advice
(legal/insurance
etc) and direct the
LAC and/or HT(s)
as appropriate in
line with this
guidance, keeping
the Board informed
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Members

The Board is
responsible for setting
the strategic direction
of the Trust and will
hold the CEO to
account for its
delivery.
The Board may
instruct the CEO
and/or the HT(s)
and/or the LAC to
take such action as it
may reasonably
require in relation to
the defence or
prosecution of any

RESPONSIBILITY

Headteacher(s)
(HT(s))

Local Advisory
Committee
(LAC) and Clerks

The HT(s) will act on
any instructions
received from the
CEO and/or the
Board.
Expansion of
existing facilities/
taking on new
premises
Processes and
procedures must be
in accordance with
the Financial
Procedures Manual,
the GAG Pooling
Policy, the DfE
Academies Financial
Handbook and all
statutory
requirements

Other major
strategic decisions

The HT(s) will submit
any proposal to
expand any existing
facilities at the
Academy to the CEO
for consideration in
accordance with
budget preparations
and/or the GAG
Pooling Policy.
The HT(s) are
responsible for
drawing up a
business case for the
expansion proposal in
consultation with the
LAC and CFO prior to
submission to the
CEO.
The HT(s) is to notify
the CEO of any
proposal of a major
strategic nature.

The LAC is to take
the lead in
developing the
Academy’s strategy
on the use of existing
facilities and any
plans for expansion.

The LAC is to take
the lead generally in
developing the
Academy’s strategy.

The HT(s) will provide
such further
information and
assistance as the
CEO may need in
order to make a
recommendation
concerning the
proposal.

Executive Leadership
Team (ELT)

(Chief Executive Officer
(CFO), Governance & Data
Manager (GDM), Director of
Teaching & Learning (DT&L),
Data Protection Officer (DPO),
Executive Business Manager
(EBM), HR Manager (HM)

Chief Executive
Officer (CEO)

In accordance with
the GAG Pooling
Policy, the CEO will
consider proposals
and business cases
to support them in
the context of the
Trust’s strategic
aims, the Trust’s
financial position
and any
academy/Trust
improvement needs
for the timebeing. If
funds are available,
the CEO may
approve proposals
up to the limit set in
the Financial
Procedures Manual.
The CEO will
assess the viability
of any proposal put
forward by the
HT(s) and make
recommendations
to the Board.
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Audit &
Resources
Committee
(A&RC)

Trust Board (the
Board)

Members

claim or proceedings.
The Board will
consider any
professional advice
provided by lawyers
and/or insurers.
The Board will review
any Business Case
for costed in excess
of the limit set in the
Financial Procedures
Manual and decide
whether to approve it
or not.

The Board will be
responsible for
approving any major
strategic proposal.

STRATEGY

RESPONSIBILITY

Data and
information

Headteacher(s)
(HT(s))

Local Advisory
Committee
(LAC) and Clerks

The HTs will be
responsible for
ensuring that the
Data Protection
Policy is followed
within their Academy,
including the
reporting/resolution of
incidents, taking
advice from the Data
Protection Officer as
necessary and
keeping them
informed.

The LAC will follow
the Data Protection
Policy and will hold
the HTs to account for
its implementation
across the Academy.

Executive Leadership
Team (ELT)

Chief Executive
Officer (CEO)

The Data Protection
Officer will be
responsible for
ensuring that the Trust
complies with Data
Protection and
Freedom of
Information Legislation
and that the Data
Protection Policy is
implemented across
the Trust.

The CEO will hold
the Data Protection
Officer to account
for ensuring that
the Trust complies
with Data
Protection
Legislation and that
the Data Protection
Policy is
implemented
across the Trust.

The DPO will be
advised of any Data
Protection/Freedom of
Information issues or
breaches and will
guide HTs/ELT
Members with regard
to their resolution.
Serious issues and
breaches will be
reported to the CEO
and Board.

The CEO will be
advised of any
serious Data
Protection/Freedom
of Information
issues and will hold
the DPO to account
for their resolution,
including reporting
to the Information
Commissioner’s
Office.

(Chief Executive Officer
(CFO), Governance & Data
Manager (GDM), Director of
Teaching & Learning (DT&L),
Data Protection Officer (DPO),
Executive Business Manager
(EBM), HR Manager (HM)

The DPO will review
and update the Data
Protection Policy and
IT security policies/
procedures. The DPO
will ensure that
Acceptable Use
Policies and Mobile
Device Policies are
received and signed by
all staff and volunteers
across the Trust.
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Audit &
Resources
Committee
(A&RC)

Trust Board (the
Board)

The Board will follow
the Data Protection
Policy and will hold
the CEO to account
for its implementation
across the Academy.
The Board will
receive periodic
reports on Data
Protection.
The Board will
consider any serious
Data
Protection/Freedom
of Information issues,
including those
reported to the
Information
Commissioner’s
Officer and will hold
the CEO to account
for their resolution.

Members

RESPONSIBILITY

Business Continuity
and Disaster
Recovery

Headteacher(s)
(HT(s))

Local Advisory
Committee
(LAC) and Clerks

The HTs are
responsible for
ensuring that the
Business Continuity
Plan is implemented
within their Academy.

The LAC will hold the
HTs to account for the
implementation of the
Business Continuity
Plan within their
Academy.

Executive Leadership
Team (ELT)

(Chief Executive Officer
(CFO), Governance & Data
Manager (GDM), Director of
Teaching & Learning (DT&L),
Data Protection Officer (DPO),
Executive Business Manager
(EBM), HR Manager (HM)

Chief Executive
Officer (CEO)

The CFO is responsible
for reviewing and
updating the Business
Continuity Plan and
ensuring that it covers
the threats that could
impact on the
sustainability of the
Trust and any or all of
its Academies.
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Audit &
Resources
Committee
(A&RC)

Trust Board (the
Board)

Members

CASTLE TRUST GOVERNANCE TOOLKIT

Local Advisory Committee Constitution and Terms of Reference
1

The Local Advisory Committee’s Role

The Local Advisory Committees (LACs) play an important role in the governance of the schools within the
Trust, which is focused at the local level and closest to the impact of decision-making. Each LAC provides
scrutiny against its Academy's key performance indicators, as set in the School Improvement Plan, and acts
as a critical friend to the Headteacher(s) and the Academy Leadership Team, providing challenge where
appropriate and triangulating knowledge obtained from data and reports during meetings with evidence
within the Academy during Governor Visits.
The LACs carry out their functions in relation to their respective Academy on behalf of the Trust Board (the
Board) and in accordance with policies determined by the Board. The LACs will promptly implement any
advice or recommendations made by the Board or the Executive Team in respect of standards and
performance, particularly where areas of weakness have been identified (either internally within the Trust
or by external bodies such as Ofsted).
The LACs work closely with the Headteachers to provide overview and scrutiny of the management of the
Academy. The LACs must, however, be careful to remain strategic and not to become involved in the dayto-day running of the Academy, which is the responsibility of the Headteachers.
Delegation is to the LAC as a collective body and no Local Governor may act alone without specific
delegation.

2

Chairs’ Working Party

All LAC Chairs will be invited to attend meetings of the Chairs’ Working Party. This group will meet at least three
times per academic year.
The Trust’s Articles no longer include ex-officio positions for Academy Chairs on the Board. The Chairs’ Working
Party has been introduced to ensure that there continues to be a forum through which the Chair of the Board can
keep the LACs up-to-date, via their Chairs, and through which the LAC Chairs can submit issues for formal
consideration by the Board. The issues raised should be strategic with operational matters continuing to be the
remint of the Academy leadership. While no formal decisions will be made at the meetings, the GDM or one of the
LAC Clerks will take notes, which will be shared with the Board.

3

Constitution of LACs

Each LAC comprises a maximum

•
•
•
•
•

(which we refer to as Local Governors), including:

up to six members appointed by the Board;
at least two elected parents or carers of a pupil at the Academy (Parent Governors);
up to one elected member of staff (Staff Governor);
one Headteacher; and
one Director/Trustee.

Each LAC shall elect a Chair and a Vice-Chair annually in accordance with the Procedures for the Election of
Chairs and Vice Chairs to the Board and Local Advisory Committees.
The length of service of all Local Governors shall be four years, with the exception of the Headteacher
category, which is ex-officio. Subject to remaining eligible to be a Local Governor, any Local Governor may
be reappointed or re-elected at the end of his or her term for a maximum of three terms (i.e. twelve years of
service in total).
Castle Trust is a charitable company limited by guarantee, registered in England and Wales with company number 08850163.
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Every person wishing to become a Local Governor will be required to sign a declaration of acceptance and
of willingness to act as a Local Governor and shall make disclosures for the purposes of a criminal records
check by the Disclosure and Barring Service every three years.
Associate Members
Each LAC may also appoint Associate Members to provide required skills and local knowledge either on a fixed
term basis or, in line with succession planning, with a view to their being appointed by the Board as Local
Governors when a vacancy arises. While Associate Members may participate in discussions and share their
expertise with the LAC, they will not count as part of the quorum for meetings and will not have voting rights.
Associate Members may attend Governor Visit Days and shadow monitoring tasks to familiarise themselves with
the Academy; they may not be appointed as Champions.

4

Commitment of Local Governors

Local Governors are asked to:

•
•
•
•
•
•
•
•

5

prepare for and make an active contribution at meetings of the LAC;
ensure that the LAC meetings cover the items set out in the LAC Annual Planner, which is set by the
Board, and any other pertinent issues that arise during the academic year;
champion the Academy in the local community;
familiarise themselves with relevant statutory guidance, the Trust and Academy policies and the
Governance Toolkit;
visit the Academy during school hours (with prior arrangement with the Headteacher) and as part
of scheduled Governor Visit Days to conduct monitoring tasks and to triangulate information
obtained through data and meeting reports with evidence within the Academy;
complete feedback forms on Governor Visit Days and report on visits to the Academy at the next LAC
meeting;
attend Academy events and celebrations to get to know the Academy and to be visible to the
Academy community; and
attend training sessions for Local Governors, where possible and complete relevant e-learning
modules for example via Learning Link. This shall include safeguarding modules and those relating
to the PREVENT duty and to Female Genital Mutilation (FGM).

Stakeholder Engagement

LACs are expected to have regard to the voices of their various stakeholders (especially pupils, parents and
staff) and to put in place arrangements to receive feedback and to respond appropriately. This includes
engaging stakeholders through defined governance arrangements (including elected parent and staff
governors on the LACs) and more broadly. The LAC will ensure that parent and pupil surveys are conducted
at least annually and will consider the results of those surveys at LAC meetings, reporting compliments and
material issues/concerns to the Board via the Chairs’ Working Party.
Accessing and responding to pupils’ collective concerns is an important part of the operations and
governance of all our Academies. All schools have active Pupil Councils with representatives from each
year group. Each LAC is expected to give due regard to issues that are raised though the Pupil Council
and the management actions taken in response to the issues.
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LAC Appointments and Champions

a)

Chair

The Chair is elected by the Local Governors annually at the first meeting of the academic year (usually in
Term 1). The Chair is eligible for re-election.
The Trust Board is entitled to remove the Chair from office at any time, although this would not necessarily
affect the individual's position as a Local Governor.
The responsibilities of the Chair include the following:
•
•
•

to set the agenda for LAC meetings with the Headteacher(s), Vice-Chair and Clerk;
to chair meetings of the LAC and facilitate discussions, ensuring that everyone is heard;
ensure that LAC meetings are run in accordance with this Constitution and Terms of
Reference, taking advice from the Clerk as appropriate;
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•
•
•
•
•

•

to attend meetings of the Chairs’ Working Party and report back to the LAC, as appropriate;
review draft minutes of LAC meetings, with the Headteacher(s), and ensure that they represent a
true record of the meeting prior to their submission for formal approval at the next LAC meeting;
to make reports to the Board in writing or via the Chairs’ Working Party, as required;
to give an oral summary of the LAC's deliberations, if requested, at meetings of the
Chairs’ Working Party;
to ensure that the Clerk provides copies of minutes of the LAC meetings to the
Governance and Data Manager after each meeting, for onward transmission the Board;
and
to provide a direct link between the LAC and the Chairs’ Working Party.

In the event of a need to make genuinely urgent decisions between meetings on matters falling within the
remit of the LAC, the Chair of the LAC (or the Vice- Chair of the LAC in his or her absence) in consultation
with the Chair of the Board, shall take appropriate action on behalf of the LAC. The decisions taken and
the reasons for urgency shall be explained fully at the next meeting of the Board and of the LAC.

b)

Vice-Chair

The Vice-Chair is elected by the Local Governors annually at the first meeting of the academic year
(usually in Term 1). The Vice Chair is eligible for re-election.
The Board is entitled to remove the Vice-Chair from office at any time, although this would not
necessarily affect the individual's position as a Local Governor.
The responsibilities of the Vice-Chair include the following:

•
•
•

to deputise for the Chair in his or her absence. This involves undertaking any or all the
responsibilities of the Chair, as listed above;
to set the agenda for meetings of the LAC with the Chair, Headteacher(s) and Clerk; and
the Vice-Chair will chair at least one LAC meeting per academic year in accordance with the Trust’s
Development and Succession Planning Policy.

In the absence of both the Chair and the Vice-Chair at a meeting, the LAC will elect a temporary chair from
among their number to chair LAC meetings and/or attend Chairs’ Working Party meetings.

c)

Elected Parent Governors

There must be at least two Parent Local Governors on each LAC. Parent Governors shall be elected as
follows:

•

•
•

When a vacancy arises, the LAC will write to all parents and carers of pupils at the Academy
seeking nominees for the vacancy. Nominees will be asked to provide a short statement
explaining why they are interested in being a Parent Governor and what knowledge, experience
and skills they believe they can bring to the LAC.
If the number of nominees equals or is less than the number of vacancies on the LAC, the
LAC can choose to appoint all (or any) of those nominated.
If there are more nominees than places available, the LAC will write to all parents and carers of
pupils at the Academy asking them to vote for their preferred candidate. In the event of a tied
election, the LAC will appoint one of the two tied candidates with reference to the skills and/or
experience required on the LAC for the time being.

A Parent Governor should be a parent or carer of a registered pupil at the relevant Academy at the
commencement of their term of office or, where this is not reasonably practical, a person who is the parent
of a child of compulsory school age (preference may be given to parents of children at another Trust
academy).
The responsibilities of the Parent Governors are the same as for all other Local Governors. Like all Local
Governors, they must put the interests of the Trust, its academies and pupils above any personal interest
or loyalty, including those of their own children or their children’s classes in the Academy.

d)

Elected Staff Governors

LACs may have up-to-one Staff Governor elected by the Academy’s staff; Headteachers may not stand for
election. Staff Governors shall be elected as follows:

•

When a vacancy arises, the LAC will notify staff at the Academy seeking nominees for the
vacancy. Nominees will be asked to provide a short statement explaining why they are interested
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•
•

in being a Staff Governor and what knowledge, experience and skills they believe they can bring
to the LAC.
If only one nominee comes forward, the LAC can choose to appoint them.
If there are more nominees than places available, the LAC will write to all staff at the Academy
asking them to vote for their preferred candidate. In the event of a tied election, the LAC will
appoint one of the two tied candidates with reference to the skills and/or experience required on
the LAC for the time being.

A Staff Governor should be a member of staff at the relevant Academy throughout their term of office. A
Staff Governor’s term of office will cease immediately if they cease to be a member of Academy staff.
The responsibilities of the Staff Governors are the same as for all other Local Governors. Like all Local
Governors, they must put the interests of the Trust, its academies and pupils above any personal interest
or loyalty.

e)

LAC Champions

Each LAC shall appoint from among its members individuals with specific responsibilities, which shall include
visiting the Academy to ensure that policies, processes and practices are in place and being implemented
effectively:
•
•
•
•
•
•

f)

a Special Educational Needs (SEN), Inclusion and Enrichment Champion;
a Safeguarding and Health & Safety Champion;
a Statutory Grants Champion (including Pupil Premium and Sports Premium);
an Assessment Champion;
a Stakeholder Engagement Champion; and
an Early Years Champion (where relevant).

Headteacher

Each LAC will include one Headteacher Governor. Where an Academy has a Co-Headship in place, the LAC will
appoint each Headteacher to the Headteacher Governor position on a rotating basis. The LAC will agree how long
each rotation will last, but it shall not be for less than a term. For the avoidance of doubt, where a Co-Headship is
in place, though only one Headteacher will be appointed as a Governor at any one time, both Headteachers MUST
attend meetings and report to the LAC on the performance of the Academy.

g)

Clerk to the LAC

The Trust shall appoint a professional Clerk to the LAC. This will usually be the Hub Clerk local to the
Academy. They will not be a Local Governor or a Headteacher. In the absence of the Clerk, the LAC shall
elect a replacement for the meeting (who may be a Local Governor).
The responsibilities / functions of the Clerk to the LAC are set out in the Governance Toolkit and reflect the
DfE’s Clerking Competency Framework.
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Ceasing to be a Local Governor

A Local Governor's term of office will be terminated if:

•
•
•
•

8

any event or circumstance occurs that would disqualify him or her from the office of Trustee
under the Articles were he or she to hold such office;
he or she has, without the consent of the LAC, failed to attend LAC meetings for a continuous
period of six months, beginning with the date of the first such meeting he or she failed to attend,
and the Chair and the Vice Chair agree that the term of office should be terminated;
he or she resigns from office by notice to the Chair and Clerk;
he or she is removed from office by the Trust Board.

Convening meetings of the LAC

The Clerk is responsible for convening meetings of the LAC.
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The LACs will meet at least six times in each academic year, i.e. once each term. The schedule of meetings
will be agreed in term 6 in accordance with the Annual Planner and the Clerk shall inform the Governance and
Data Manager of the agreed dates, times and locations of the meetings for inclusion in the Trust Meeting and
Training Schedule; which shall be circulated to all Members, Directors, Clerks and senior staff.
The Clerk to the LAC shall give written notice of each meeting and circulate an agenda at least seven clear
days in advance of each meeting. The notice and agenda shall be circulated to all Local Governors, the Trust
CEO, the Headteacher(s) and any other staff members invited to attend the meeting. To allow Local
Governors time to read and consider them ahead of the meeting, any reports or other papers should be
provided in good time to the Clerk so that they may circulate them with the agenda. However, where the Chair
determines there are matters demanding urgent consideration, it shall be sufficient if the written notice of the
meeting states that fact and the notice, copy of the agenda and other papers are given within such shorter
period as the Chair directs.
Any two Local Governors may call a meeting by giving written notice to the Clerk, which includes a summary
of the business they wish to carry out. The Board may also call a meeting. It shall be the duty of the Clerk to
convene a meeting as soon as reasonably practicable.
The Local Governors may invite persons who are not Local Governors (such as a member of a committee,
any employee, any pupil, any professional adviser and any experts of any kind) to attend the whole or part of
any meeting for purposes connected with the meeting. Such attendees should leave the meeting if confidential
matters are to be discussed.
The convening of a meeting and the proceedings conducted at meetings shall not be invalidated by reason
of any individual not having received written notice of the meeting or a copy of the agenda.

9

Quorum and voting at meetings of the LAC

The quorum for meetings of the LAC and for any vote on a matter at such meetings is three Local Governors
or, where greater, one third of the total number of Local Governors in office at that time (rounded up to the
nearest whole number).
A meeting shall be terminated if the number of Local Governors present ceases to constitute a quorum. Where
a meeting is not held or is terminated before all the matters specified as items of business on the agenda for
the meeting have been disposed of, a further meeting shall be convened by the Clerk as soon as is reasonably
practicable, but in any event within seven days of the date on which the meeting was originally to be held or
was so terminated.
Any Local Governor shall be able to participate in, and be counted as present at for the purposes of the quorum,
meetings by telephone or video conference provided that:

•
•
•

he has given notice of his intention to do so detailing the telephone number on which he can be
reached and/or appropriate details of the video conference suite from which he shall be taking part at
the time of the meeting at least 48 hours before the meeting; and
the LAC has access to the appropriate equipment; and
provided that, if after all reasonable efforts it does not prove possible for that Local Governor to
participate by telephone or video conference, the meeting may still proceed with its business
provided it is otherwise quorate.

Every matter to be decided upon at a meeting of the LACs shall be determined by a majority of the votes
of Local Governors present and voting on the question. Votes tendered by proxy shall not be counted.
Where there is an equal division of votes, the Chair has a casting vote.
The Local Governors may act notwithstanding any vacancies, but, if the number of Local Governors is less
than the number fixed as the quorum, the continuing Local Governors may act only to filling vacancies.
The LAC may invite members of Trust or Academy staff or external individuals to attend meetings for the purpose
of sharing information and/or expertise or with a view to collaboration in the interests of the Academy and its
pupils. This may include Academy staff who are invited regularly to meetings to report on a particular aspect of
Academy improvement, safeguarding and wellbeing and/or pupil performance and outcomes. They will not count
as part of the quorum or have a vote.

Disclosure and Barring Service (DBS Checks)
All Local Governors must undergo a DBS check on appointment (unless completed as an Associate Member) in
accordance with Keeping Children Safe in Education statutory guidance in place for the timebeing. In line with
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the Trust’s policy, checks must be renewed every three years. All Associate Members must also undergo a
DBS check. All checks must be undertaken via the Academy; checks undertaken via other schools (unless it is a
Trust Academy) or agencies cannot be accepted.

Disclosure of interests and related party transactions
shall review and update their disclosure at least annually (usually in Term 1). An interest
may be financial or may be a conflict of loyalty, where the individual concerned may find it difficult to remain
objective and put the interests of the Trust, its academies and its pupils first or where there could be a
perception of a conflict by third parties.
A Register of Interests and Related Party Transactions will be maintained by the Clerk and made available
at LAC meetings. A summary of interests and related party transactions will be published on the Academy
website by the Clerk in accordance with DfE and other statutory requirements.
Local Governors must be familiar with the Trust’s Conflicts of Interest Policy, which is appended to the
Trust’s Financial Procedures Manual.
Any Local Governor who has any duty or personal interest that conflicts or may conflict with his or her duties
as a Local Governor shall:

•

•
•
•
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disclose that fact to the LAC as soon as he or she becomes aware of it. A Local Governor must
absent himself or herself from any discussions of the LAC in which it is possible that a conflict will
arise between his or her duty to act solely in the interests of the Academy and such duty or
personal interest;
withdraw from any meeting for that item unless expressly invited to remain to provide
information;
not be counted in the quorum for the item(s) on the agenda with which they are conflicted; and
withdraw during the vote and have no vote on the matter.

Minutes

Attendance at each LAC meeting, issues discussed, agreed actions and recommendations for decisions
shall be recorded and the minutes approved by the LAC as a true record and signed by the Chair at the
next meeting of the LAC. The Clerk will file the approved minutes in the Minute File, which will be kept at
the Academy. A copy of the approved minutes shall be forwarded by the Clerk to the Governance and
Data Manager for onward transmission to the Board, as soon as is reasonably practicable.
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Delegation to the LAC

The LAC shall have the roles set out in this section and any other role that the Board agrees shall be
carried out by the LAC and that is communicated in writing to the Chair of the LAC or via Chairs’ Working
Party.
a)

General

The governance of the Academy is delegated to the LAC, which may exercise the powers of the Trust in so
far as they relate to the Academy, subject to:

•
•
•
•
•
•

any restrictions in the Companies Act, which requires a decision of the Members or the Trust
Board;
the Articles;
Policies and Procedures set by the Trust Board;
a specific decision of the Trust Board;
paragraphs b) to d) below; and
the reserved matters as set out in Appendix 1.

In exercising the duties delegated to it, the LAC must:
•
•

have due regard to any directions, guidelines and policies issued by the Board; and
consider any advice given by the CEO, Executive Leadership Team and/or the Headteacher(s).

The Board and the LACs acknowledge that they each play a crucial role in the governance of the Academy
and commit to working together in the best interests of the Trust, its academies and pupils. They also
Castle Trust is a charitable company limited by guarantee, registered in England and Wales with company number 08850163.
The registered office is at Delce Academy, The Tideway, Rochester, Kent ME1 2NJ.

acknowledge that the duties and responsibilities in relation to the operation of the Trust sit with the Board
and as such the Board is entitled to:

•
•

overrule a decision of a LAC; and/ or
remove delegated powers from a LAC

if (in its reasonable opinion) it considers it to be in the best interests of the Academy and its pupils or the wider
Trust.
b)

Decision Making

The relationship between the Board and the LAC is underpinned by the principles that there should be no
duplication of governance and governance should be as close to the point of impact of decision-making as
possible.
The Scheme of Delegation, which provides further clarity as to who the decision makers are for different
levels of decisions, should be read alongside the Trust Governance Toolkit, the Financial Procedures
Manual and this Constitution and Terms of Reference.
c)

Financial matters

The Trust uses GAG Pooling to fund its academies and wherever possible contracts for the supply of goods
and services are Trust-wide so that all our Academies can benefit from economies of scale. Most financial
monitoring and governance is, therefore, undertaken by the Trust’s Audit & Resources Committee, which
reports directly to the Board.
Where the Academy has its own income stream (for example from the rental of school fields or buildings)
the Academy will retain this income and the Academy Leadership Team will, in consultation with the LAC
as appropriate, use these funds for Academy development and improvement. The LAC may, therefore,
from time to time need to provide oversight to ensure that these additional funds are applied in the best
interests of the Academy and its pupils and that proposed projects or expenditure are best value for money.
The Academy will also be able to bid for surplus funds held by the Trust in accordance with the GAG Pooling
Policy.
The LAC should note where bids have been approved and monitor the impact of
projects/expenditure in terms of pupil outcomes.
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Key functions of the LAC
The LAC is asked to carry out the following functions:

a)

b)

c)

d)
e)

Values and ethos
• To champion the Trust’s values and ethos in the Academy.
• To determine the educational values and ethos of the Academy ensuring that they
are consistent with those of the Trust.
• Hold the Headteacher(s) and the Academy Leadership Team to account for securing
the values and ethos of the academy.
Developing vision and strategy
• Provide support and challenge to the Headteacher(s) and Academy Leadership Team in
developing a vision and strategy for the Academy, including the School Improvement Plan
and any improvement strategies required by the Trust or by external bodies including the
DfE, Regional Schools Commissioner (RSC) and Ofsted.
Overview and scrutiny
• To take an overview and scrutinise the effectiveness of the Headteacher(s) and Academy
Leadership Team in securing:
• high educational outcomes for all pupils;
• sustainable, prudent and efficient use of public resources compliant with
regulatory requirements;
• the welfare and safety of pupils, staff and all visitors to the academy.
Performance Management
• Contribute to the performance management of the Headteacher(s) by the Chief Executive
Officer.
Policies
• Hold the Headteacher(s) and Academy Leadership Team to account for the
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implementation of Trust wide policies.
Set academy level policies as delegated by the Trust (in accordance with the Trust Policy
and Key Document Approval and Review Plan).
• Hold Headteacher(s) and Academy Leadership Team to account for the implementation of
academy policies, practices and procedures. To include those for which the Headteacher(s)
and Academy Leadership Team have delegated authority to review and approve, as
appropriate.
Stakeholder Engagement
• To appoint a Stakeholder Engagement Champion.
• To review attendance and pupil absences.
• To adopt the Trust Complaints policy and to ensure that it is implemented fully whenever a
complaint is received.
• To ensure that a record is kept of all complaints and compliments received by the Trust
(Stakeholder Engagement Champion to conduct Academy visits to check files are in place
and up-to-date).
• The LAC should consider complaints at meetings in accordance with the Complaints Policy
and consider whether:
• Any further action needs to be taken to address issues raised and stop them from
recurring;
• The matter represents a significant risk to the Academy or to the Trust and if so to
report to the Board via the Chair.
• To ensure effective arrangements are in place for pupil support and representation at the
Academy.
• To ensure that the Academy has a means whereby stakeholder feedback, including from
staff, pupils and parents, can be recorded and responded to. This should include annual
surveys of staff, pupils and parents by the Academy plus review of Ofsted’s Parent View
website from time to time.
• To establish and maintain a relationship with the members of the local community and with
the governing bodies of local schools, as appropriate.
• To collaborate with other schools and relevant groups/organisations locally, including the
schools that feed into the Academy and those that the Academy feeds into.
Special Educational Needs, Inclusion and Enrichment
• To appoint a SEN, Inclusion and Enrichment Champion.
• To review and maintain the Trust’s SEN policy and ensure that SEN policies and information,
or links to Trust documents, are published on the Academy’s website by Academy staff in
accordance with the Policy and Key Document Review Schedule.
• To ensure that the Academy has an Accessibility Plan and that this is published on the
Academy website by Academy staff in accordance with the Policy and Key Document
Review Schedule.
• To provide oversight of the implementation of these policies within the Academy and
compliance with the Disability Discrimination Act requirements.
To monitor the impact of the pupil premium in the Academy and ensure that information and
reports are produced by the Headteacher(s) and published on the Academy website by
Academy staff in accordance with DfE and other statutory requirements and in accordance

•

f)

g)

•

h)

To appoint a Statutory Grants Champion t
Premium in the Academy and ensure that information and reports are produced
by the Headteacher(s) and published on the Academy website by Academy staff in
accordance with DfE and other statutory requirements and in accordance with the Policy and
Key Document Review Schedule.
Curriculum and standards
• To approve the curriculum proposed by the Headteacher(s) (to the extent that it is
consistent with the Trust-wide policy).
• To review the impact of the Academy’s strategies on pupil outcomes.
• To ensure effective processes are in place to scrutinise the quality of teaching and learning,
the curriculum, inclusion and the sharing of good practice across the Academy and more
widely within and outside of the Trust.
• To monitor the KPI figures reported from the Headteacher(s) relating to standards.
• To support and challenge the Headteacher(s) in the drafting and implementation of the
School Improvement Plan and any other development strategies required by the Trust or
external bodies including the DfE, RSC and Ofsted.
To review third party data, including that produced by the Fischer Family Trust and the DfE,
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alongside that produced by the Academy when reviewing educational performance and
outcomes.
To appoint an Assessment Champion to monitor the Academy’s assessment policy and system,
ensuring that it is implemented consistently and that pupils are assessed throughout the school
year. They should also ensure that information is made accessible to staff and Governors to
track progress and ensure that SATs data is published on the Academy website by Academy
staff once it is formally released.
To appoint an Early Years Foundation Stage Champion (where relevant) to monitor the EYFS
provision in the Academy and to ensure that it is run in accordance with the Statutory
Framework for EYFS. Ensure that EYFS issues remain on the Academy’s agenda and that
phonics data is made available to Governors and that it is published on the Academy website
by Academy staff once it is formally released.

i)

j)

k)

l)

m)

Safeguarding
• To appoint a Safeguarding and Health & Safety Champion.
• To review and maintain a safeguarding and child protection policy for the Academy
(consistent with Keeping Children Safe in Education (KCSIE) statutory guidance in place for
the timebeing and the Trust-wide policy).
• To ensure the completion of the single central record by Academy staff (Champion to
conduct monitoring visits).
• To ensure that all LAC Governors complete a DBS Check on appointment and every three
years thereafter. (The Clerk to issue directions to new Governors and reminders to existing
Governors.)
• Ensure that all LAC Governors are familiar with KCSIE statutory guidance in place for the
timebeing complete annual safeguarding training and complete e-learning modules on the
PREVENT Duty and relating to Female Genital Mutilation.
Behaviour for Learning
• To review and maintain a behaviour for learning policy for the Academy and ensure that it is
published on the Academy’s website by Academy staff.
• To convene a committee, as required and in accordance with statutory and best
practice guidance, to review any exclusion of a pupil by the Headteacher(s).
Finance
• To provide support and challenge to the Headteacher(s) and Academy Leadership
Team regarding income generation by the Academy and the expenditure of any
income received.
• To ensure proper financial controls are in place at the Academy.
• To maintain a register of LAC members' business and other interests, including related party
transactions.
• To ensure provision of free school meals to those pupils meeting the criteria.
• To enter into contracts up to the limits of delegation and within an agreed budget.
• To support the Board and the Audit & Resources Committee in its monitoring and
evaluation of the delivery of any central services or function provided or procured by the
Academy Trust.
Admissions
• To undertake consultation, publish admissions and determine arrangements as required in
accordance with the School Admissions and Appeals Codes.
• To make arrangements for determining admissions and hearing admission appeals,
establishing panels if required.
• To ensure effective arrangements are in place for pupil recruitment.
• To contribute to the development of the Academy prospectus.
Staffing
• To participate in the process to appoint the Headteacher(s) as requested by the
Chief Executive Officer (who acts with the delegated authority of the Board in this
regard).
• To support the Headteacher(s) in the development and review (from time to time) of an
appropriate staffing structure for the Academy and for the appointment of Academy staff
to ensure that the Academy is fully staffed in accordance with that structure.
• To ensure that the Trust's policies, practices and procedures on all HR matters are
implemented by the Academy, including for appointment, induction, performance
management, pay review process and procedures for dealing with disciplinary matters,
grievances and dismissal.
• To ensure that safer recruitment practices are in place and that at least one LAC Governor
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has up-to-date safer recruitment training.
Information and data
• To ensure the effective implementation of the data protection policies and
procedures in the Academy and by Governors.
• To ensure that all LAC Governors have read and signed the Acceptable Use
Policy and, where relevant, the Mobile Device Policy. (Signed documents to be
sent to the Governance and Data Manager.)
• To ensure that Trust email addresses are used for communication with LAC
Governors and that encryption tools are used where personal data is sent by
email.
Health and safety
• To adopt the Trust Health and Safety Policy.
• To be familiar with the Trust Risk Register and ensure that the Academy implements all
relevant actions.
• To review the implementation of the above policy and ensure that appropriate risk
assessments are being carried out by Academy staff. (The Safeguarding and Health &
Safety Champion should visit the Academy to check.)
• To provide overview and scrutiny of the frequency of site inspections carried out by the
Academy Leadership Team and of the findings and actions being taken by the
management of the Academy or the Trust.
• To take account of the professional findings from site inspections carried out by external
bodies and ensure that any material issues and/or risks are escalated to the Audit &
Resources Committee.

n)

o)
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Intervention

The Board reserves the right to review or remove any power or responsibility conferred on the LAC under
this Constitution and Terms of Reference, in particular, in circumstances where serious concerns in the
running of the Academy are identified, including where:
•
•
•
•
•

standards and performance are low and likely to remain so without intervention;
there has been a serious breakdown in management or governance which is prejudicial
to standards of performance or breaches the Company’s policies and procedures;
there is evidence of financial mismanagement;
the safety of pupils and staff is threatened; or
safeguarding procedures are inadequate

Where necessary, the Board will put in place an intervention panel whose responsibility it will be to address
the areas of weakness.
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Alterations

This Constitution and Terms of Reference may be altered by a majority resolution of the Board.
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Circulation list

This constitution and these terms of reference shall be circulated to:
•
•
•
•
•
•

Board
Executive Leadership Team
Local Governors
Headteachers
Academy Leadership Team
Clerks
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Appendix 1

Reserved matters

The Reserved Matters are things that are not delegated to Local Advisory Committees. The LACs may,
however, be required to assist the Board to discharge their responsibilities in relation to the Reserved Matters.

Members
(subject to such other consents/ requirements as might be required by law or the Funding
Agreement)
1

to change the name of the Academy Trust

2

to change the Objects (which would require Charity Commission and Secretary of
State consent)

3

to change the structure of the Trust Board

4

to amend the Articles of Association

5

to pass a resolution to wind up the Academy Trust

6

to appoint the auditors (save to the extent that the Trustees may make a casual
appointment)

Trustees
(subject to such other consents/ requirements as might be required by law or the Funding
Agreement)
7

to change the name of the Academies

8

to determine the educational character, mission or ethos of the Academies

9

to adopt or alter the constitution and terms of reference of any committee of the Board

10

to terminate a supplemental funding agreement for an Academy

11

to establish a trading company

12

to sell, purchase, mortgage or charge any land in which the Academy Trust has an interest

13

to approve the annual estimates of income and expenditure (budgets) and major projects

14

to appoint investment advisors

15

to ensure compliance with the Company’s duties under Company Law and Charity Law

16

to ensure the solvency of the Company, safeguarding its assets and delivering its charitable
outcomes

17

to ensure the continued charitable status of the Company

18

to determine the establishment, constitution, membership, proceedings and delegated
powers and functions of the Local Advisory Committees and their review and revision

19

to receive such reports as requested by the Directors from time to time (including
but not limited to reports on employment, admissions and appeals, standards and
finance) from the Local Governing Body and making recommendations to the Local
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Governing Body
20

21
22
23
24

to enter into any arrangement in the nature of borrowing (including debts factoring,
invoice discounting, hire purchase, equipment leasing, conditional or credit sales
or any off-balance sheet borrowings
To acquire assets valued above the limits set in the Financial Procedures Manual
To enter into contracts or arrangements that are of a value higher than the limits
set in the Financial Procedures Manual
To enter into any lending agreement
To commence or settle any litigation or arbitration proceedings

25

To terminate or vary any contract which has a value in excess of the limit set in the
Financial Procedures Manual

26

Setting the terms and conditions of engagement of members of staff in recognition
that all staff at the Academy are employed by the Trust

27

28

29

Varying the terms and conditions of that engagement so that the terms and
conditions of that engagement are no longer comparable to the equivalent
engagement in one or more of the academies within the Trust
To establish or amend any pension scheme or grant any pension rights to any
director, officer, employee, former director, officer or employee, or any member of
such person’s family
To ensure that all land and buildings pertaining to the academies are properly
insured in line with any guidance provided by the Secretary of State or the
Academies Financial Handbook
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Headteachers’ Working Party Terms of Reference
The Headteachers’ Working Party is a forum for the Trust Chief Executive Officer (CEO), Trust Director of Teaching &
Learning (D&TL) and Headteachers of the Trust’s Academies (HTs) to meet and discuss issues and share experience
and good practice relating to strategic school improvement and leadership development. The Working Party facilitates
communication between Academies, focussing on what is currently in place, what the Academies can do together more
effectively and how they can support each other.
The Working Party will consider the following items at leadership level:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Safeguarding
Pupil and Staff Well-being
Leadership Development including response to national research
Pupil Outcomes
Pupil Progress
Disadvantaged Pupil provision and outcomes
School Improvement priorities
Best Practice and Cross Trust capacity
Action Research initiatives and projects
Effective Working with external agencies
Risk management and compliance (where appropriate)
Issues and concerns (including matters to be escalated to the Board)
Ofsted readiness
Health & Safety
Any other matter that the CEO shall determine from time to time

Constitution and meetings
• The Committee will consist of:
The CEO (who will chair meetings)
The DT&L (who will chair meetings in the CEO’s absence)
Headteachers of all Trust Academies
•
•
•
•

The Working Party will meet regularly during the school year, as directed by the Chief Executive Officer (CEO)
The DT&L and/or the Headteachers may be required to prepare reports or research to contribute to meetings
Other members of Trust staff, external professional advisers and/or individuals from partner schools or
organisations may be invited to meetings from time to time
The CEO may require that notes are taken at meetings

Authority
For avoidance of doubt, this is an operational working party reporting to the CEO; it is not a committee of the Board and
as such does not have any delegated powers.
Reporting to the Board
The CEO will report to the Board as appropriate at the Board meeting following each Working Party meeting.
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Chairs’ Working Party Terms of Reference
The Chairs’ Working Party is a forum for the Trust Board (the Board) Chair and the Chairs’ of the Local Advisory
Committees to the Trust’s Academies (LACs) to meet and discuss issues, share good practice and to facilitate
communication between the Board and the LACs.
The Working Party will broadly consider the following items:
•
•
•
•
•
•
•
•
•

Governance
Developments in teaching and learning
School improvement initiatives and projects
Best practice
Safeguarding, wellbeing and health & safety
Risk management and compliance (where appropriate)
Issues and concerns (including matters to be escalated to the Board)
Training
Any other matter that the Board or the Board Chair shall determine from time to time

Constitution and meetings
• The Committee will consist of:
The Board Chair (who will chair meetings)
All LAC Chair’s
•
•
•
•
•
•

The Board Vice Chair may be asked to chair the meetings if the Board Chair is unable to attend
LAC Vice Chairs may attend the meetings as part of succession planning or where the LAC Chair is unable to
attend
The Working Party will meet regularly during the school year, as directed by the Board Chair
The LAC Chairs may be required to prepare reports or research to contribute to meetings
Members of Trust staff, external professional advisers or individuals from partner schools or organisations may
be invited to meetings from time to time.
Notes of the meetings will be taken by the Governance and Data Manager or one of the LAC Clerks. The notes
will be held on file at the Trust’s Head Office and may be shared with the Members, the Board, the LACs and
senior staff.

Authority
For avoidance of doubt, this working party is not a committee of the Board and as such does not have any delegated
powers.
Reporting to the Board
The Board Chair will report to the Board as appropriate at the Board meeting following each Working Party meeting.
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Board and Local Governing Body Succession Planning,
Induction and Development Policy
Introduction
The aim of this policy is to ensure continuity of Board and Local Advisory Committee (LAC) effectiveness in
response to planned and unplanned changes in membership. It should be read in conjunction with the
Trust’s Articles of Association, the Scheme of Delegation, the Local Advisory Committee Constitution and
Terms of Reference and the Governance Toolkit.
Succession planning
The Board recognises the importance of succession planning to the effective leadership of the Trust.
Directors and LAC Governors who are not looking to renew their commitment or who choose to leave earlier
must send their written resignation to the Governance and Data Manager (GDM) or LAC Clerk, as relevant.
To facilitate succession planning, at least three months’ notice of the resignation will ideally be given.
The Chairs and Vice Chairs of the Board and LACs must be elected each academic year in accordance with
the Procedure for the Election of Chairs and Vice Chairs of the Board and Local Advisory Committees. The
outgoing Chairs/Vice Chairs may stand for re-election, but in the interests of good governance should not
remain in the role for longer than 8 years. Those wishing to stand for election should declare their candidacy
to the GDM or Clerk. Ideally, those seeking election as Chair of the Board would have some experience,
either through serving as Vice Chair or LAC/Committee Chair for the Trust or in a similar role for a different
school, company or charity. Where the role of Chair is vacant, the Vice Chair is expected to undertake the
role until a new Chair is elected.
Preparation for recruitment and induction of new Directors
Prospective candidates for appointment to the Board and the LACs should be provided with a copy of the
Governance Toolkit and be given the opportunity to discuss the role with the current Chair or Vice Chair and
the CEO/Headteacher(s).
The recruitment process for new Directors and LAC Governors should start as early as possible, including if
appropriate, advertising vacancies and preparation of a short-list of potential candidates for
election/appointment. Each candidate should be briefed on the role before election/appointment. Ideally
recruitment will start before the end of the Spring Term to permit the required checks, including Disclosure
and Barring Service (DBS) checks, to be carried out and for selected candidates to attend at least one Board
or LAC meeting before they assume their role in the Autumn Term. Where possible selected candidates will
shadow a Director or be appointed as Associate Members on the LACs in accordance with the LAC
Constitution and Terms of Reference.
All new Directors and LAC Governors will be provided with an induction pack and go through an induction
process (the Induction Checklist is appended to the Governance Toolkit).
Desired skills, experience and attributes of Directors
The National Governors Association (NGA) has identified the following as essential skills and attributes that
all academy board members should possess:
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•
•
•
•
•
•

Commitment to improving education for all pupils
Ability to work in a professional manner as part of a team and take collective responsibility for
decisions
Willingness to learn
Commitment to the Trust’s vision and ethos
Basic literacy and numeracy skills
Basic IT skills (i.e. word processing and email)

Candidates for appointment to the Board and LACs should possess these and any additional skills required
at the time a vacancy arises.
Training and Development
The Board also recognises the importance of maintaining and developing the collective knowledge,
experience and skills of the Board and LACs. To facilitate this, access to training will be provided to all
Directors and LAC Governors to support their development and to help them to discharge their duties
effectively, this will include e-learning modules via the NGA’s Learning Link and in-house training from
time-to-time. There is an expectation that Directors and LAC Governors will undergo regular training,
including safeguarding training at specific intervals agreed by the Board from time to time. To an extent,
development will be self-initiated, with individuals selecting e-learning modules that address gaps in their
knowledge or asking the GDM or LAC Clerk to source material and/or training courses in particular areas.
The Board and LACs will also undertake periodic knowledge, experience and skills audits and self-review
exercises to identify and address any gaps and issues. In addition to undergoing training, there is an
expectation that Directors and LAC Governors will read material circulated to them from time to time,
including statutory guidance and other key documents that foster an understanding of academy
governance and of the context of the Trust’s schools.
To foster leadership capability the Board, LACs and Committees will have Vice Chairs as well as Chairs. All
Vice Chairs will be given the opportunity to Chair at least one meeting during each academic year,
including approval of agendas and draft minutes.
Monitoring and Challenge
To facilitate proper monitoring and challenge, the Board and LACs will appoint champions as set out in the
LAC Constitution and Terms of reference. Those appointed to these roles will commit to undergoing
specific training. Champions will carry out monitoring visits and/or audits and make reports as required by
the Board and/or LAC.
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Castle Trust Procedure for the Annual Election of the Chairs and
Vice Chairs of the Trust Board and Local Advisory Committees
The Trust's Articles of Association require that a Chair and Vice Chair of the Board are elected each academic
year. The Board requires that all Local Advisory Committees (LACs) also elect a Chair and Vice Chair every
year. This procedure incorporates the requirements of the Articles and recommendations from the National
Governance Association.
1. The Board/LAC will elect a chair and vice-chair from its number every academic year
(preferably in Term 1) or where the current Chair or Vice Chair resigns.
2. The Governance and Data Manager (GDM) (for the Board)/Clerk (for the LACs) shall give
Directors/Governors at least three weeks' notice prior to the meeting requesting written
nominations. These should be submitted to the clerk at least one week before the election.
Candidates may submit up to 250 words in support of their nomination. Nominations on the day
will only be accepted where no written nominations have been received prior to the meeting.
Members of staff cannot stand for election. Nominees’ approval must be sought prior to
submitting a nomination. Directors/Governors may self-nominate.
3. The out-going Chair will chair the election of the new chair and will ensure the meeting is
quorate. If the outgoing Chair is absent, the GDM/Clerk will chair the election. Each
nominee for the role of Chair will be invited to briefly state their reasons for standing. All
candidates must leave the room while a discussion and vote take place. This will be the case
even if there is a single nomination.
4. The GDM/Clerk will count the votes and announce who has been elected as Chair.
5. In the event of a tie, the Board/LAC will re-run the ballot. If it remains a tie, the tied candidates will
draw lots.
6. The Chair will chair the election of the new Vice Chair and will ensure the meeting is
quorate. Each nominee for the role of Vice Chair will be invited to briefly state their reasons
for standing. All candidates must leave the room while a discussion and vote take place. This
will be the case even if there is a single nomination.
7. The GDM/Clerk will count the votes and announce who has been elected as Vice Chair.
8. In the event of a tie, the Board/LAC will re-run the ballot. If it remains a tie, the tied candidates will
draw lots.
9. The Board/LAC may reject all nominees for the role of Chair or Vice Chair if they choose. If no
candidate has majority support, another candidate will be sought from the floor. In the case of
the election of a Chair, if this candidate does not receive majority support, the Vice-Chair will
take on the role of acting Chair until the next meeting, at which the election procedure will be
repeated. In the case of the role of Vice Chair, if this candidate does not receive majority
support the election will be repeated at the next meeting.
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Person Specification for the role of Director and Trustee of the
Castle Trust Board
The Trust Board considers the following as essential skills and attributes for membership of the Board:
Personal qualities

Knowledge/experience

•
•

Specific professional knowledge and experience
in at least one of the following:

•
•
•
•

•
•

•

Commitment to the Trust’s vision and ethos
Commitment to education and welfare of
children and young people
Commitment to equal opportunities and the
promotion of diversity
Independence of thoughts and sound
judgement
Ability to work as part of a team
Commitment to seeking and taking account of
the views of stakeholders (e.g. parents and
pupils)
Respect for the work and views of fellow
Board members and staff
Willingness to devote time, enthusiasm and
effort to the duties and responsibilities of a
Director and Trustee
Willingness to make and stand by collective
decisions, even if they offered an alternative
view during discussions

•
•
•
•
•
•
•
•
•
•
•
•
•
•

Charity and/or Company law and governance
Trusteeship or management of a complex
organisation with multiple sites/subsidiaries
Financial expertise
Extensive expertise of school education in
England
Data analysis and/or research expertise
Change management
Monitoring and evaluating performance in the
commercial and/or not-for-profit sectors
Recruitment and human resources expertise,
including employment legislation
Business development experience/expertise
Risk management experience/expertise
Property and estate management
Marketing, media and PR
Due diligence and/or project management
Contracting services

Aptitude and skills

Other requirements

•

•

•

•
•

•

Understanding and acceptance of legal
duties, responsibilities and liabilities of
Directorship and Trusteeship
Ability to challenge current thinking, the
method of governance and management of
the Trust in a constructive manner and in the
best interests of the Trust
Ability to evaluate and interpret management
information and other data/evidence
Ability to play a strategic role to successfully
effect change and meet the objectives of the
Trust
Eagerness to reflect and learn

•
•

Willingness to attend meetings of the Board
and other meetings as required
Willingness to undertake training and
participate in evaluation of the Board’s work
Willingness to sign the Trust’s Code of
Conduct, which is underpinned by the Nolan
seven principles of public life
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LAC and Hub Clerk Role Profile
The LAC Clerks are part of the Castle Trust Clerking Team and provide support and guidance to the
Local Advisory Committees (LACs). Where a LAC Clerk looks after more than one school in their Hub,
they are referred to as Hub Clerks. Currently there are two hubs of schools, one in Medway, Kent and
one in Horsham, West Sussex. The Hub Clerks report to the LAC Chair and the Governance and Data
Manager (GDM), who provides clerking support and guidance to the Trust’s Members, the Trust Board
and the committees of the Board.
The LAC Clerks work closely with the Chair of their LAC and the Headteachers’ of their Academy to
achieve outstanding governance.
The main role of LAC Clerk is to:
 Provide advice to the LAC on governance, constitutional and procedural matters.
 Provide effective administrative support to the LAC and its committees in relation to local
governance.
 Ensure the LAC is properly constituted.
 Manage information effectively in accordance with legal requirements.
Main responsibilities and tasks
The LAC Clerk will:
1. Provide advice to the LAC










Advise the LAC on governance legislation and procedural matters where necessary before,
during and after meetings
Act as the first point of contact for governors with queries on procedural matters;
Have access to appropriate legal advice, support and guidance (in consultation with the
GDM), and where necessary seek advice and guidance from third parties on behalf of the
LAC;
Inform the LAC of any changes to its responsibilities as a result of a change in school status or
changes in the relevant legislation
Offer advice on best practice in governance and compliance with the Scheme of
Delegation, including on committee structures and self- evaluation
Ensure that statutory policies are in place, and are revised when necessary, with the assistance
of staff
Ensure that the annual calendar of LAC meetings and tasks is followed
Send new governors induction materials and ensure they have access to appropriate
documents, including the Trust Code of Conduct and relevant privacy notices
Contribute to the induction of governors taking on new roles, in particular chair or chair of a
committee

2. Effective administration of meetings


With the chair and headteacher prepare a focused agenda for the LAC meeting and committee
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meeting, ensuring that the Annual Planner is followed
Liaise with those preparing papers to make sure they are available on time, and distribute the
agenda and papers as required by legislation or other regulations;
Ensure meetings are quorate and that this is recorded in the minutes
Record the attendance of governors at meetings in the minutes (and any apologies – whether
they have been accepted or not), and take appropriate action in relation to absences, including
advising absent governors of the date of the next meeting
Ensure that the Register of Interests is available at meetings and that governors are reminded to
declare any interests with any item on the agenda and that this is recorded in the minutes
Draft minutes of LAC meetings (following Trust best practice standards), indicating who is
responsible for any agreed action with timescales (where possible) and send drafts to the chair
and the headteacher(s)
Circulate the reviewed draft to all governors, the headteacher(s) and any of the Executive
Leadership Team present at the meeting (ELT)
Follow-up any agreed action points with those responsible and inform the chair of progress
Ensure that PDF copies of signed and approved minutes are forwarded to the GDM for
transmission to the Trust Board
Attend and take notes at meetings of the Chairs’ Working Party when they occur at Greenway
Academy

3. Membership











Advise governors and appointing bodies in advance of the expiry of a governor’s term of office,
so elections or appointments can be organised in a timely manner;
Chair that part of the meeting at which the chair is elected, giving procedural advice concerning
conduct of this and other elections
Maintain the Register of Interests and Related Party Transactions and ensure governors’
review their disclosure annually and that any updates are made as they become known
to the Clerk;
Ensure that the Register of Interests and Related Party Transactions is kept at the school
and that a summary of governors’ interests is published on the school website and kept
up-to-date
Ensure Disclosure and Barring (DBS) checks are carried out on governors when they
join the Trust and every three years thereafter
Maintain a record of training undertaken by members of the LAC
Maintain governor meeting attendance records and advise the chair of potential
disqualification through lack of attendance
Advise the LAC on succession planning
Ensure that new governors have completed all of the required documents Disclosure of
Interest and Related Party Transaction forms, Governor Information and Acceptable Use
Agreement
Produce an annual written report on the constitution of the LAC, governors’ attendance at
meetings and governors’ visits to school

4. Manage Information






Maintain up to date records of the names, addresses and category of LAC members and their
term of office, and inform the LAC and any relevant authorities of any changes to its
membership and publish on line in accordance with DfE requirements
Maintain copies of current terms of reference and membership of any committees and working
parties and any nominated governors e.g. Child-protection, SEND
Maintain a record of signed minutes of meetings in school, and ensure copies are sent to
relevant bodies on request and are published as agreed at meetings;
Maintain records of LAC correspondence
Ensure copies of statutory policies and other school documents approved by the LAC are
kept in the school and published as agreed, for example, on the website (with support of the
SLT and other school staff where relevant)
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Add meeting dates, governor visit days and reminders to electronic calendar and ensure that
all Governors and SLT members receive electronic invites

5. Personal Development




Undertake appropriate and regular training and development to maintain his/her knowledge
and improve practice, including e-learning
Keep up-to-date with current educational developments and legislation affecting school
governance
Participate in regular performance management

6. Additional Services
The clerk may be asked to undertake the following additional duties from time to time:







Clerk any statutory appeal committees/panels the LAC is required to convene
Assist with the elections of parent and staff governors
Participate in, and contribute to the training of governors in areas appropriate to the clerking
role
Circulate or prepare briefing papers for the LAC, as necessary
Conduct skills audits and advise on training requirements and the criteria for appointing new
governors relevant to vacancies
Perform such other tasks as may be determined by the LAC from time to time

The Trust is committed to safeguarding and promoting the welfare of children and young people and
expects all staff and volunteers to share this commitment.
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Castle Trust
Privacy notice for Members, Directors, Local Advisory Committee
Governors and other volunteers
Under data protection law, individuals have a right to be informed about how the Castle Trust (the Trust) uses any
personal data we hold about them. We comply with this right by providing ‘privacy notices’ (sometimes called ‘fair
processing notices’) to individuals where we are processing their personal data.
This privacy notice explains how we collect, store and use personal data about individuals working with the Trust in
a voluntary capacity, including Members, Directors and Local Advisory Committee (LAC) Governors.
The Trust is the ‘data controller’ for the purposes of data protection law.
Our data protection officer is Janine Allen (see ‘Contact us’ below).

The personal data we hold
We process data relating to those volunteering at the Trust. Personal data that we may collect, use, store and
share (when appropriate) about you includes, but is not restricted to:
•

Contact details

•

References

•

Evidence of qualifications and training records

•

Employment details

•

Information about business and pecuniary interests

We may also collect, store and use information about you that falls into “special categories” of more sensitive
personal data. This may include information about (where applicable):
•

Race, ethnicity, religious beliefs, sexual orientation and political opinions

•

Disability and access requirements

Why we use this data
The purpose of processing this data is to support the Trust to:
•

Establish and maintain effective governance

•

Meet statutory obligations for publishing and sharing details of Members, Directors and Local Advisory
Committee (LAC) Governors

•

Facilitate safe recruitment, as part of our safeguarding obligations towards pupils

•

Undertake equalities monitoring

•

Ensure that appropriate access arrangements can be provided for volunteers who require them

Our lawful basis for using this data
We only collect and use personal information about you when the law allows us to. Most commonly, we use it
where we need to:
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•

Comply with a legal obligation

•

Carry out a task in the public interest

Less commonly, we may also use personal information about you where:
•

You have given us consent to use it in a certain way

•

We need to protect your vital interests (or someone else’s interests)

•

We have legitimate interests in processing the data

Where you have provided us with consent to use your data, you may withdraw this consent at any time. We will
make this clear when requesting your consent and explain how you go about withdrawing consent if you wish to do
so.
Some of the reasons listed above for collecting and using personal information about you overlap, and there may
be several grounds that justify our use of your data.

Collecting this information
While the majority of the information we collect from you is mandatory (for example, we are required to collect to
comply with Department for Education regulations), there is some information that you can choose whether or not
to provide to us.
Whenever we seek to collect information from you, we make it clear whether you must provide this information (and
if so, what the possible consequences are of not complying), or whether you have a choice.

How we store this data
Personal data is stored in accordance with our data protection policy, which can be found on the Trust’s website.
We maintain files to store personal information about all volunteers. The information contained in these files is kept
secure and is only used for purposes directly relevant to your work with the Trust and/or its schools.
When your relationship with the Trust has ended, we will retain and dispose of your personal information in
accordance with our data protection policy.

Data sharing
We do not share information about you with any third party without your consent unless the law and our policies
allow us to do so.
Where it is legally required, or necessary (and it complies with data protection law) we may share personal
information about you with:
•

Government departments or agencies – to meet our legal obligations to share information about Members,
Directors and LAC Governors.

•

Our local authority – to meet our legal obligations to share certain information with it.

•

Suppliers and service providers – to enable them to provide the service we have contracted them for, such
as training and support.

•

Professional advisers and consultants.

•

Employment and recruitment agencies.

•

Police forces, courts.

Transferring data internationally
Where we transfer personal data to a country or territory outside the European Economic Area, we will do so in
accordance with data protection law.
Use of your personal information for marketing purposes
Where you have given us consent to do so, the Trust may send you marketing information by e-mail or text
promoting events, campaigns, charitable causes or services that may be of interest to you. You can "opt out" of
receiving these texts and/or e-mails at any time by clicking on the "Unsubscribe" link at the bottom of any such
communication, or by contacting our data protection officer.
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Your rights
How to access the personal information we hold about you
Individuals have a right to make a ‘subject access request’ to gain access to personal information that the Trust
holds about them.
If you make a subject access request, and if we do hold information about you, we will:
•

Give you a description of it

•

Tell you why we are holding and processing it, and how long we will keep it for

•

Explain where we got it from, if not from you

•

Tell you who it has been, or will be, shared with

•

Let you know whether any automated decision-making is being applied to the data, and any consequences
of this

•

Give you a copy of the information in an intelligible form

You may also have a right for your personal information to be transmitted electronically to another organisation in
certain circumstances.
If you would like to make a request, please contact our data protection officer.
Your other rights regarding your data
Under data protection law, individuals have certain rights regarding how their personal data is used and kept safe.
You have the right to:
•

Object to the use of your personal data if it would cause, or is causing, damage or distress

•

Prevent your data being used to send direct marketing

•

Object to the use of your personal data for decisions being taken by automated means (by a computer or
machine, rather than a person)

•

In certain circumstances, have personal data we hold about you erased

•

In certain circumstances, have inaccurate personal data corrected, deleted or destroyed, or restrict
processing

•

Claim compensation for damages caused by a breach of the data protection regulations

To exercise any of these rights, please contact our data protection officer.

Complaints
We take any complaints about our collection and use of personal information very seriously.
If you think that our collection or use of personal information is unfair, misleading or inappropriate, or have any
other concern about our data processing, please raise this with us in the first instance.
To make a complaint, please contact our data protection officer.
Alternatively, you can make a complaint to the Information Commissioner’s Office:
•

Report a concern online at https://ico.org.uk/concerns/

•

Call 0303 123 1113

•

Or write to: Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF

Contact us
If you have any questions, concerns or would like more information about anything mentioned in this privacy notice,
please contact our data protection officer: Janine Allen (dpo@thecastletrust.co.uk)
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