[image: Bishop Philip Egan Simplified Colour Arms][image: /var/folders/bq/_6gll54909x7q5gdrfhmw7bh0000gn/T/com.microsoft.Word/WebArchiveCopyPasteTempFiles/Capture4.jpg]e
Catholic Diocese of 
Portsmouth














[image: Cross Clip Art With Transparent Background]
[image: ]



HANDBOOK FOR GOVERNORS
IN CATHOLIC VOLUNTARY AIDED SCHOOLS AND ACADEMIES






HANDBOOK FOR GOVERNORS IN CATHOLIC VOLUNTARY AIDED SCHOOLS

[image: ]“Educating is not a profession but an attitude, a way of being; in order to educate it is necessary to step out of ourselves and be among young people, to accompany them in the stages of their growth and to set ourselves beside them.  Give them hope and optimism for their journey in the world.  Teach them to see the goodness and beauty of creation and of man who always retains the Creator’s hallmark.  But, above all, with your life be witnesses of what you communicate.”            				Pope Francis
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1. Purpose of this Handbook
This handbook aims to deal with those areas of governance that are particular to Catholic academies and voluntary aided schools.  It does not seek to duplicate material on the role of the governor that can be found elsewhere, for example:

· Catholic Education Service Guidance Documents Employment and guidance

· The School Governance (Roles, Procedures and Allowances) (England) Regulations  2013 https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/270783/school_governance_regulations_2013_departmental_advice.pdf 

· Governance Handbook (maintained schools):  https://www.gov.uk/government/collections/local-authority-maintained-schools-governance 

· Governance Handbook (academies): https://www.gov.uk/government/collections/academy-trusts-governance 


2. Catholic Education
[image: ]
“Wherever there may seem to be an opening for a new mission, we would prefer the erection of a school, so arranged as to serve temporarily for a chapel, to that of a church without one.”
[Westminster Provincial Synod, July 1852]


The Church has always viewed education as vital to the formation and development of the whole person and in the early nineteenth century setting up Catholic schools for the Catholic community was a priority.  Catholic schools continued to be established throughout the late nineteenth and early twentieth century, which, at a time when state involvement in education was still very limited, meant that Catholic parents from underprivileged backgrounds were nevertheless able to send their children to school.  Service to those who are amongst the most disadvantaged in our society has also always been central to the mission and ethos of Catholic education.  Many Catholic schools were established in the nineteenth century to meet the needs of poor Catholic immigrants from Ireland and that mission remains strong and relevant today, with Catholic schools continuing to receive pupils from the new immigrant populations from across the world.

“The aims of our schools are to help everyone within the school community to grow in faith; to make the most of every ability they have been given; to achieve academic excellence and to prepare well for adult life in a modern and diverse society.” 				Joint Pastoral letter 2007



3. Roles and Responsibilities

a) The Bishop
The Code of Canon Law, the law of the Catholic Church, states:
“The Church has in a special way the duty and the right of educating, for it has a divine mission of helping all arrive at the fullness of Christian life.  Pastors of souls have the duty of making all possible arrangements so that all the faithful may avail themselves of a Catholic education.” (Canon 794)

This duty falls upon the Ordinary of the diocese, who in this diocese is the Bishop of Portsmouth.  Canon law provides that:
· Each diocesan bishop has strategic responsibility to commission sufficient school places to meet the needs of baptised Catholic children resident in his area;
· A Catholic school is one which is recognised as such by the diocesan bishop;
· The diocesan bishop has the right of supervision, visitation and inspection of Catholic schools in his diocese;
· He also has the right to issue directives concerning the general regulation of Catholic schools; 
· The bishop is to ensure academic standards in schools. 

Two ways in which the bishop ensures that the Catholic life and mission of schools are maintained are through the appointment of foundation governors and oversight of the appointment of senior members of staff.  He also ensures the inspection of schools at regular intervals under the inspection framework produced by the Catholic Schools Inspectorate. 

b) The trustees
As the chair of the diocesan trustees the bishop also has a key role in civil law, the diocese being a registered charity.  In civil law, the diocese is administered as a charitable trust according to the terms of its trust deed.  All the assets of the diocese, including most of its property, for example, parish properties, diocesan schools and parish and diocesan investments are, in civil law, ultimately the responsibility of the diocesan trustees.

c) Catholic Academies and Schools Office (CASO)
The Catholic Academies and Schools Office serves the Bishop in carrying out his responsibilities. CASO in conjunction with academy trust companies and local authorities, as well as with other agencies such as the Catholic Education Service (CES). The key objectives of the department are to: 
· [image: /var/folders/bq/_6gll54909x7q5gdrfhmw7bh0000gn/T/com.microsoft.Word/WebArchiveCopyPasteTempFiles/Capture4.jpg]Provide high quality on-going support, advice and training to schools on their Catholic nature and identity;
· Promote and enhance the experience of being a community of Catholic schools in the diocese;
· Engage with all agencies to maximise the opportunities afforded to the children and young people, enabling them to develop and grow into responsible citizens;
· Administer the appointment of foundation governors and directors with appropriate skills and experience and provide training for their development;
· Identify, develop, nurture and support high quality leadership in Catholic schools;
· Develop structures and opportunities for schools to work collaboratively and to support one another; 
· Support school governing bodies in drawing up admission policies, which reflect the mission of the diocese; 
· Challenge and support schools in achieving and maintaining academic excellence; and 
· Celebrate the life and achievements of our Catholic schools.


4. Diocesan Directives for Maintained Schools and Academies Within the Trusteeship of the Portsmouth Catholic Diocese
These directives explain the relationship a school ought to have with the Bishop and our diocese. In particular, it sets out specific directives with an explanation of diocesan requirements and expectations and the support the diocese can provide in the areas covered by these protocols. The basis for this document is to ensure the preservation and development of the Catholic character of the School and therefore its identity and mission within the broader diocesan vision for the new evangelisation. Within this collaborative relationship is a renewed commitment to Catholic social teaching underpinned by the principles of solidarity and subsidiarity. The Church also promotes and supports the principle of community cohesion and expects its schools to continually look outwards and work not only with other Catholic schools both within formal partnerships and beyond, but also to exercise a spirit of cooperation with all other schools in the wider community, for the benefit of all children in society.  

The directives document can be accessed and downloaded via the following link Diocesan Directives and should be read in conjunction with this handbook.  Where appropriate this documents refers the reader to the relevant diocesan protocols.


5. Core functions and Responsibilities of Governors – see also Diocesan Directives on Governance
Various Acts of Parliament and Regulations place responsibilities on governing bodies in relation to what is necessary for the discharge of their functions, to ensure good governance and continuous improvement. 

a) A corporate body
It is important to realise that the responsibility is on the governing body and not the individual governor and therefore governors cannot and must not discharge these functions personally. Also, a decision made by the governing body becomes the decision of the full governing body and individual governors must support it.

b) Difference in responsibilities for governors and headteachers
A clear understanding of, and distinction between, the role of the governing body and the headteacher is also crucial to effective governance. The regulations make clear that the headteacher is responsible for the educational performance of the school and for the internal organisation, management and control of the school – which includes the performance management of staff. The board’s role is to hold the headteacher to account for exercising their professional judgement in these matters and for the performance of all of their other duties.

The relationship between the governors and headteacher is key to the effective functioning of the governing body and of the school.  The document ‘What governing boards and headteachers should expect from each other’ is very useful.  This is a joint guidance document from the Association of School and College Leaders, the Local Government Association, the National Association of Head Teachers and the National Governors’ Association. It can be downloaded as a pdf by clicking on this link: what-we-expect-gb-heads-4pp-apr2022-aw.pdf  

c) Core functions of all governing bodies
The Governance Handbook sets out that ‘All boards, whether in the maintained or academy sector and no matter how many schools they are responsible for, have three core functions:
(i) Ensuring clarity of vision, ethos and strategic direction;
(ii) Holding the headteacher to account for the educational performance of the school and its pupils, and the performance management of staff; and
(iii) Overseeing the financial performance of the school and making sure its money is well spent.’

d) Confidentiality
Governors will come across confidential information relating to pupils, staff, families, contractors, prospective employees etc.  Such information must be treated with the utmost confidence and any reference to it should only take place within governing body or committee meetings, unless an individual governor has been delegated by the governing body with a role that involves using the information.


6. Categories of Governors

a) Foundation governors’ responsibilities
Foundation governors share the responsibilities of all governors to carry out the three core strategic functions of governing bodies: 
· ensuring clarity of vision, ethos and strategic direction; 
· holding the headteacher to account for the educational performance of the school and its pupils, and the performance management of staff; and 
· overseeing the financial performance of the school and making sure its money is well spent.

In addition to this, foundation governors have responsibility for:
· preserving the religious character of the school;
· sustaining and developing the school as a Catholic educating community in accordance with canon law and the teaching of the Catholic Church; and 
· giving clear witness, as individuals, and as a team, to the Gospel message and to the Church’s teaching.

Foundation governors have a specific mandate from the bishop to ensure that:
· they give clear witness, as individuals and as a team, to the Gospel message and that at all times the school serves as a witness to the Catholic faith in Our Lord Jesus Christ;  
· [image: G:\Yr 3_4 Mass I am the True Vine\photo 12.JPG]religious education is in accordance with the teachings, doctrines, discipline and general and particular norms of the Catholic Church (the policy for this Diocese is based on the RE Directory of the Bishops’ Conference for England and Wales);  
· religious worship is in accordance with the rites, practices, discipline and liturgical norms of the Catholic Church; 
· the admission of pupils, employment of staff and the secular and religious education curriculum are in accordance with the Trust Deed;
· they consider not only the interests of the school where they are a Foundation Governor, but have regard for the interests of other Catholic schools and the Catholic community as a whole throughout the Diocese.

b) Governing bodies of VA schools include other types of governors:
· Local authority (LA) governor (only one allowed)
· Staff governor (only one allowed)
· Parent governors
· The headteacher
· Co-opted governors (optional) 
· Associate members (optional)
A local authority governor is nominated by the local authority but appointed by the governing body. A person is disqualified from being a local authority governor if they are eligible to be a staff governor at the school.

The parent and staff governors will be elected as appropriate.  If no one stands for election the governing body may appoint a parent or staff governor.  Elected parent and staff governors may not be removed by the governing body but parent and staff governors appointed by the governing body can be removed.  Parent and staff governors have a duty, as do all other governors, to ensure the school is governed in accordance with the Instrument of Government.  The staff governor can be anyone employed to work in the school under a contract of employment.  A person is disqualified from being a parent governor if they are an elected member of the LA or paid to work at the school for more than 500 hours (i.e. for more than one-third of the hours of a full-time equivalent)

The headteacher is a governor by virtue of the post.  The headteacher may resign as a governor at any time by informing the clerk in writing and may withdraw their resignation at any time by informing the clerk in writing.  If the headteacher resigns being a governor the place cannot be filled by anyone else.

Co-opted governors may be appointed by the governing body to serve a term from one to four years. They are full governors with full voting rights.  There is not a requirement for a co-opted governor to be a Catholic but have a duty, the same as all other governors, to ensure the school is governed in accordance with the Instrument of Government.

Associate members may be appointed by the governing body to serve on committees and be given restricted voting rights on those committees.  They may also attend full governing body meetings and contribute to discussions.  They can be asked to leave during Part 2 confidential items, where individuals may be identified.  As associate members are not governors they cannot vote in full governing body meetings.


7. Electing the Chair
The chair and vice-chair of a governing body are elected at a full governing body meeting, usually the first meeting of the academic year.  They are elected for a term of office, the minimum being one year and the maximum four years.  It is common practice in most schools to elect the chair and vice-chair annually. 

Although the office of chair is open to any governor who does not undertake paid work at the school, it is the bishop’s expectation that the post will be held by a foundation governor, to ensure compliance with the Trust Deed.


8. Role of the Chair
The chair will need to know how to develop the strategic role of the governing body, how to ensure that it operates as a critical friend for the school, how to conduct meetings efficiently, how to establish effective working relationships with staff and other governors and how to promote the school in the community etc.

The chair should have an understanding not just of the role of the governing body but of the purpose of the school, why it is there, what it is trying to achieve, what is its role in society: in short, to be truly effective, a chair must have some philosophy of education, which provides the values that will drive the work of the governing body.

Also, since Catholic schools have (or should have) a distinctive character, which is rooted in Gospel values and the teachings of the Catholic Church, the chair needs to have an understanding of the values underpinning Catholic education.

The chair must exercise the casting vote if a vote is tied.

There is a separate diocesan handbook for chairs, which is sent out to chairs and clerks and is available from the Catholic Academies and Schools Office to other governors on request.


9. Declarations of Interests
Governors come from many walks of life and it is not unusual that there will be occasions when the presence of an individual governor provides a conflict of interest during discussion of certain items e.g. a governor’s relative has bid for a school contract.  There are rules governing how governors should act if they have a personal involvement or a direct or indirect pecuniary interest in any proposed contract or other matter being discussed.

Such interests must be declared as soon as is practical, even if it arises unexpectedly in a meeting.  The governor must withdraw from the meeting for this item and take no part in the discussion or vote on it.  A pecuniary interest will apply not solely to the governor personally but also to relatives, spouses, partners or relatives of these.

A staff governor is not deemed to have a pecuniary interest unless he or she has an interest greater than that of the body of employees generally e.g. staff governors may take part in discussions on pay policies but not items relating to their personal position or possible personal position.

Governors employed at the school, except the headteacher, must withdraw from the meeting when any employee’s appraisal is being discussed.  The headteacher must withdraw when her/his salary is being discussed.

The following are examples of when governors should withdraw from the meeting or take no part in discussion and decision-making:

· Companies owned or managed by relatives, partners or spouses or relatives of these bid for contracts in the school where a relative, partner spouse or relatives of these or close friend is being interviewed for a post in the school;
· Where a company or business at which the governor has had a previous association e.g. employment, direction or significant shareholder, bids for a contract in the school;
· Where a governor is a parent or relative of a child seeking admission to the school;
· Where a governor has provided a reference or other information other than requirements on a common application form for a child seeking admission to the school (priests who have provided references for a child seeking admission to the school and who are also governors should not take part in discussion or decisions on admissions);
· Individual governors may not generate business or income through their work as governors of the school.
This is not an exhaustive list.




10. Allowances for Expenses
Governing bodies with a delegated budget can choose whether or not to pay allowances to governors and associate members.  Governors should not be out of pocket in carrying out their duties.  In making their decision to pay or not pay allowances they should be sensitive to the financial status of potential governors who may be excluded if the role of governor is perceived as making financial demands.

Loss of earnings cannot be recompensed either in full or in part nor can governors be paid attendance fees for meetings.  It is up to governing bodies to vote to have an allowance policy to decide the amounts payable.  

· For travel by car the maximum should not exceed the maximum level of HMRC authorised mileage rate (refer to HMRC web site).
· Public transport should be at the lowest cost possible for the journey.
· Reimbursement for meals should be according to a published tariff showing the maximum that may be claimed.  Most local authorities have tariffs for their employees based on the HMRC ‘per diem’ rates and it would be appropriate for governing bodies to adopt the local authority tariff.  

Governing bodies should make provision for allowances from within the delegated budget.  Costs incurred in allowances are subject to normal financial regulations and audit so receipts are necessary.

[image: 514496D7-C008-4DE4-A8B8-7CC9C3E02B29]
11. Appointment of Foundation Governors

a) Recruiting governors
Help people understand the role of governors in your school and across the diocese.  Some examples of recruitment techniques might include:

· an information session where interested parents can meet existing governors to understand the commitment and duties involved;
· having a section on the work of your governors on the school website;
· considering other ways you could raise the profile of your governing body, e.g. school newsletter, your prospectus, information for new parents, photos and mini profiles/ photographs of governors in your reception area;
· making information on school governance available at school events, e.g. meetings for new intake parents, parents’ evenings, open evenings, sports days.  Why not have a ‘governor table’ at your summer fair?
· inviting potential governors to be observers at a meeting (but consider confidentiality);
· contacting your local parish(es) to see if their newsletter would include an article about the work of your governors this year and advertise for new governors;
· contacting local Catholic groups to see if you could visit and explain the role of a foundation governor e.g. Catenians, St Vincent de Paul (SVP), Union of Catholic Mothers (UCM);
· asking your parish priest if a governor could speak at Masses on Education Sunday about the work of governors and have a table at back of church to answer questions etc;
· helping potential governors to understand that they may benefit, too, by developing new skills.

b) Skills
Consider what skills all governors need.  All governors should demonstrate strengths in the following areas:

· a strong commitment to the role and to improving outcomes for children;
· the inquisitiveness to question and analyse;
· willingness to learn;
· good inter-personal skills;
· appropriate levels of literacy in English (unless a governing body is prepared to make special arrangements);
· sufficient numeracy skills to understand basic data.

Include in any advertisement to fill a vacancy the particular skills your governing body needs at the time of the appointment: for example, complete the CES annual self-evaluation form of the governing body (skills audit) to discover gaps: https://www.catholiceducation.org.uk/resources/skills-audit 

c) Appointments process
The nominations forms and information on the process can be found at:  https://staging.portsmouthdiocese.org.uk/caso/applying-to-be-a-foundation-governor/ 

d) Checks
As a requirement of the appointment process, all governors, regardless of category, will be required to consent to the carrying out of any appropriate checks, including Disclosure and Barring Service checks (previously Criminal Records Bureau Checks), in respect of eligibility/suitability to be appointed as a school governor and a reference from the parish priest in the case of foundation governors. 

e) Publication of information
The relevant governor details must be published on your school website and entered on Edubase. 

Governing bodies should also publish this information for associate members, making clear whether they have voting rights on any of the committees they serve on.


12. Admissions – see also Diocesan Directives on Admissions
[image: 23C5852F-3CF6-40E4-A0B9-249424E46E5A]Voluntary aided schools and academies are their own admissions authorities and can set admissions criteria but must act in accordance with the School Admissions Code and must pay regard to diocesan guidance.  In the Catholic Diocese of Portsmouth, the bishop expects all Catholic schools to give first priority to Catholic applicants.  Guidance is available to help the governing bodies of Catholic schools and academy boards of charitable trustees, as admission authorities, to agree and administer the admission process for their school in accordance with the School Admissions Code and to fulfil the bishop’s expectations.

The diocesan guidance must be read in conjunction with the School Admissions Code, its associated regulations and the School Admissions Appeals Code.  It does not offer comprehensive coverage of all school admission matters.  Its purpose is to highlight diocesan policies on school admissions and to give guidance on the important issues relevant to voluntary aided Catholic schools and Catholic academies operating as their own admission authorities. The latest guidance is available within the schools section on the diocesan website https://staging.portsmouthdiocese.org.uk/caso/school-admissions/ 

The School Admissions Code can also be accessed via the above link.

If the school governing body is planning to admit pupils over its published admissions number (PAN), this must be discussed with the Catholic Academies and Schools Office in the first instance.  Any temporary accommodation will require the approval of the diocesan trustees.  

If the school is planning a permanent increase or decrease in the PAN, the school will need to secure the bishop’s and diocesan trustees’ approval.  If the expansion requires additional accommodation then the school may be subject to a statutory process as well as trustee approval.  It is important that any proposal for expansion are discussed with the Catholic Academies and Schools Office in good time.


13. Appointment of Staff including Senior Leaders – see also Diocesan Directives on Staffing and Recruitment
‘The Bishops of England and Wales require the following posts to be filled by Practising Catholics: 
· Headteacher / Principal / Head of School (which includes Executive Headteachers) 
· Deputy Headteacher / Principal / Head of School 
· Chief Executive Officer 
· Deputy Chief Executive Officer 
· Head or Co-Ordinator of Religious Education (at both school and multi-academy trust company level) 
· Chaplain (including Directors of Chaplaincy) 
· Members of multi-academy trust company central teams with responsibility for Catholic Life /Mission/Ethos 
· Any role which requires the individual to have responsibility for the spiritual and/or liturgical life of the Catholic school or multi-academy trust company (for example, Prayer and Liturgy Co-ordinator and Director of Primary Education or Secondary Education where it would involve oversight of collective worship and Religious Education). 
All of the posts listed above require the postholder to be a practising Catholic because the roles directly affect the Catholic mission of a Catholic school, and the individual post holders will be responsible for the spiritual leadership and Catholic character of a Catholic school or multi-academy trust company. Such individuals must therefore participate fully in the liturgical life of the Church and be able to articulate their faith, whilst living it out on a daily basis, in order to have oversight of the formation of others. 

Whilst the leadership posts listed above are generally in use in Catholic schools the list above is not exhaustive and other senior leadership posts may exist in relation to which there is a requirement to be a practising Catholic. The principle to be applied is that the requirement applies to the most senior leadership post i.e. the person with overall responsibility for the day-to-day management of the Catholic school or multi-academy trust company, the person who is the second most senior person in the leadership team whose duties include deputising for the most senior post, and any other person with responsibility for the Catholic life of the Catholic school or multi-academy trust company. 

Other Leadership posts that directly affect the Catholic Mission of the school should, wherever possible, be staffed by skilled practitioners who are committed Catholics.’ 

Bishops’ Memorandum September 2024

a) Appointment of staff
The Memorandum on Appointment of Teachers to Catholic Schools is an extremely important document, which has been issued by the Bishops of England and Wales and which sets out their collective requirement on all Catholic schools and colleges, including schools in the trusteeship of a religious order (which includes maintained schools, academies in England, independent schools, sixth-form colleges and non-maintained special schools) in relation to staffing and the use of CES contracts of employment, workplace policies and associated model employment documents for Catholic schools.  All Catholic school governing bodies must ensure that they have a copy of the memorandum and that they comply with it. 

As employers the governing body must ensure that the appropriate contract of employment and associated documentation, as published by the Catholic Education Service (CES), is issued.  The CES provides model contracts of employment and policies for staff employed in Catholic schools in order to ensure that the employee and the governing body of the school, as the employer, are aware of, and bound by, the terms and conditions of employment which relate to the specifically Catholic nature of the school.  

[image: \\Swserver\SHARED RESOURCES\Photos\Accademic Year 2009-2010\November2009\PB030003.JPG]Unlike the majority of maintained schools, where the local authority is the legal employer (even though the governing body make most day-to-day decisions), in Catholic schools the governing body is the employer.  While this helps the governing body to conduct the schools in accordance with the Instrument of Government, it also brings employer responsibilities.

Staff, whether teaching or support staff, are arguably the most valuable and precious resource in any school.  Governors will want to appoint people with the necessary experience, skills and abilities to do the job and they cannot disregard their duty under the Education Act 2002 to ‘conduct the school with a view to promoting high standards of educational achievement at the school’.  But, as governors of a Catholic school, they must also pay regard to the Instrument of Government, which requires them to conduct the school in accordance with Canon Law and the teachings of the Catholic Church, and to ensure that ‘at all times the school is to serve as a witness to the Catholic faith in Our Lord Jesus Christ’.  In short, whenever staff are appointed a key consideration should be, ‘How will this person contribute to building the community which is our Catholic school?’

· Every Catholic school must use the CES application forms when recruiting members of staff.  These can be found at: https://www.catholiceducation.org.uk/resources/model-application-forms  

· Every Catholic school must issue members of staff with CES contracts which are available at: https://www.catholiceducation.org.uk/resources/issuing-employment-contracts 

· The model contracts ensure, in the context of the role within the school which the employee is employed to perform, the preservation, maintenance and development of the Catholic character of the school.  

· Every Catholic school must use CES policies that support the CES contract and also ensure the preservation and development of the Catholic nature of the school:
· Capability
· Disciplinary
· Grievance etc

Please see: 
Academies: https://www.catholiceducation.org.uk/resources/employment-policies-academies  
Schools: https://www.catholiceducation.org.uk/resources/employment-policies-schools 

This means that governing bodies should not adopt en masse the personnel policies produced by their local authority (LA).  If the school has a service level agreement with the LA, the LA must service the CES policies adopted by the governing body.

b) Appointment of Leaders in Catholic schools  
The Bishops of England and Wales expect as a minimum requirement that the posts of headteacher or principal, deputy headteacher or deputy principal and head or co-ordinator of religious education are to be filled by practising Catholics (see section above on the Bishops’ memorandum’. The principle to be applied is that this minimum requirement will apply to the most senior leadership post i.e. the person with overall responsibility for the day to day management of the school, and the person who is the second most senior person in the leadership team. Therefore this would apply to assistant heads if the structure of the leadership team is such that there is no deputy head. 

c) Representation at short listing and interview
The Bishop is entitled to be represented at all proceedings relating to the appointment of senior leaders and teachers of religious education.  Governing bodies must facilitate the attendance of the diocesan Director for Education (or his or her nominee), either by affording them advisory rights or otherwise. 
[image: Q:\PFiles\MSOffice\Clipart\standard\stddir1\BD07179_.WMF]
Governing bodies must give sufficient advanced notification to the Catholic Academies and Schools Office of a vacancy for any senior post to which the requirement to be a practising Catholic is applied before taking any action, including appointing an acting headteacher or principal, acting deputy headteacher or deputy principal, or advertising the vacancy.  It is particularly important to agree all meeting and interview dates with CASO in advance, to allow diocesan officers to be involved from the beginning of the process, including drawing up job descriptions and person specifications.  Furthermore a diocesan representative should be invited whenever senior posts with pastoral responsibilities are being considered.

For appointments to which the requirement to be a practising Catholic are applied, the governing body will meet to draw up a shortlist of candidates, conduct interviews and make an appointment.  The governing body is advised to appoint a selection panel to undertake these functions.  Headteacher and principal appointments will require ratification by the full governing body.  

There should be diocesan representation at head of religious education and chaplain interviews.


14. Buildings – see also Diocesan Directives on Capital Works
In a Catholic voluntary aided school, all school buildings and the land on which they stand are owned by the diocesan trustees.  Any additional accommodation (temporary or permanent) or any capital works requires trustee approval.  A significant physical expansion may also require a statutory consultation process.  Please contact the diocesan Director for Education in good time to discuss any plans.

a) Chapels
Governing bodies have the opportunity to create chapels or quiet areas for prayer and spiritual reflection on the school site. This helps to reinforce the Catholicity of the school by reminding all pupils and adults of the value of prayer and nurturing and supporting the growth and development of the spiritual life of all members of the community.

b) Trustee approval for capital works
The first £2,000 towards the upkeep of school buildings is the responsibility of the local authority and this money is in your revenue funding.  Once the cost of a building job is over this amount, it becomes a governing body responsibility.  The governing body must obtain the consent of the trustees by completing the form SP1 (estimated costs) or SP2 (confirmed costs) form.  To avoid missing out on grant money, it is essential that all capital invoices for school projects are sent to the diocesan Administration Department for payment, whatever the eventual source of the funding.

c) DFC and LCVAP 
[image: Image result for school building work portsmouth catholic]The school’s Devolved Formula Capital (DFC) (of approximately £10,000 p.a. for a 2-form entry primary) is held in their account at the Diocese.  It may be spent annually, or saved for up to 3 years to accrue sufficient funds to cover a larger project.  For larger projects, the governing body should contact the diocesan schools’ surveyor to request consideration for funding under the Locally Coordinated Voluntary Aided Programme (LCVAP).  Both budgets are paid at 90% of the stated sum.

d) Diocesan Schools Building Fund
In all voluntary aided schools both DFC and LCVAP are provided by the government on a match-funded basis, where the governing body (usually by voluntary parental contribution or fundraising) must contribute 10% of the funding for any project, to allow the 90% government allocation to be spent.  However, in the Diocese of Portsmouth, the 10% governors’ liability is covered by the Diocesan Schools Building Fund (DSBF) which is created by regular contributions from schools.  The diocese invoices each school governing body for £9.20 per pupil per term.  The remainder of the fund is made up from parish contributions.  

Each school has its own way of administering collection of monies towards the DSBF.  Whatever method used, it is expected that parents contribute a significant proportion through voluntary contributions.  However, governing bodies need to be aware that voluntary contributions cannot be a condition for admission to the school.  


15. Complaints - see also Diocesan Directives on Complaints
The school’s complaints policy should be checked regularly to make sure it is up to date and that it is followed consistently.  Complaints procedures must be in writing, be published on your website and set out clear timescales for the management of the complaint.

NB if your school is an academy at least one member of the complaints panel must be independent of the management and running of the academy (i.e. not a governor).

Parents sometimes complain to the Catholic Academies and Schools Office; in these cases parents are referred back to the school’s complaints policy.  However, if the school knows that a parent is particularly unhappy it may be helpful to inform CASO in advance of their contacting the office.


16. Curriculum, Religious Education, Relationships and Sex Education – see also Diocesan Directives on Religious Education and Relationships and Sex Education

a) Curriculum
In a Catholic school, the values and ethos of the school run through the whole curriculum.  All subjects have a part to play in fostering the spiritual and moral development of pupils. 
“The curriculum needs to be coherent and connected. The task of linking learning across subjects is not easy and staff need help to make connections for themselves and for their pupils.  For example, staff teaching science and religious education should be aware of each other’s work and be conscious of the questions that will arise. In history, geography and sport, staff should know and have a common attitude to human development and skills, regard for the human body and for global responsibility. There are several successful cross curricular approaches for example, in personal, spiritual and moral development. These links help many teachers to agree common themes in learning across different subjects. More than that, such discussions can lead to a greater understanding of what is involved in educating for the spiritual and moral development of young people.”  
The distinctive curriculum of the Catholic school guidelines for school review – NBRIA

b) Religious Education
The school’s Instrument of Government states that religious education (RE) must be given in accordance with the teachings of the Catholic church.  The school should not, therefore, follow the RE syllabus produced by the Standing Advisory Council on Religious Education (SACRE) established by each LA, as it would not be lawful for it to do so.

The Instrument also states that the school must be conducted in accordance with the diocesan Trust Deed, which empowers the bishop to give directions on the conduct of schools.

Schools are expected to devote 10% of total teaching time to RE (5% at Key Stage 5) and are required to follow the programme of study contained in the RE Directory produced by the Bishops’ Conference for England and Wales.  Detailed guidance on the approved schemes of work are available from the Catholic Academies and Schools Office. 
 
c) Relationship & Sex Education (RSE)
Catholic schools, like all other schools in England, are required to produce a written policy following the guidance issued by the Department for Education on Sex and Relationship Education (SRE).  The DfE guidance can be found here https://www.gov.uk/government/publications/sex-and-relationship-education 

Catholic schools are also required to deliver RSE in accordance with the teaching of the Church.  This approach is compatible with the guidance issued by the DfE.

RSE is part of the mission of Catholic schools to educate the whole person.  It should be carried out as part of the holistic education, which seeks to form as well as inform young people in preparation for adult life. 

Detailed guidance on approved schemes of work are available from the Catholic Academies and Schools Office. 

17. Drawing up a Code of Conduct for Governors
‘Good boards set out clearly what they expect of their governors, particularly when they first join. The board’s code of conduct should set an ethos of professionalism and high expectations of governors, including an expectation that they undertake whatever training or development activity is needed to fill any gaps in the skills they have to contribute to effective governance.’  Governance Handbook page 24.

[image: https://img.cdn.schooljotter2.com/sampled/2844819/600/360]It is recommended that the governing body adopt a code of conduct which sets out the purpose of the governing body and describes the appropriate relationship between individual governors, the whole governing body and the leadership team of the school.  The suggestion is that the code should be thoroughly discussed so that the whole governing body has ownership of it and, once it has been adopted, the governors should be asked to review it and sign it, on an annual basis, ideally at the first meeting in the autumn term. 

The Catholic Education Service have produced a model code of conduct Code of Conduct


18. HR Matters
As employers of staff, the governors of a voluntary aided school must comply with employment legislation.  Governors should ensure that they have HR advice from external advisers, e.g. the LA or another professional source.   Governors should check with their HR provider that they have all the required policies and procedures in place.

Having policies, such as attendance and absence policies, will help employees understand what standards are expected of them and will help school managers deal with these issues in a fair and consistent way.  Pastoral care for individuals is of the greatest importance; however, if there is no clear policy to follow, matters may be allowed to drift, causing problems for pupils and other members of staff or inconsistent treatment of members of staff may lead to resentment and problems. 

If employment issues are not handled correctly, they can result in industrial tribunals, legal proceedings and/or financial penalties.  It is not the role of governors or the headteacher to decide to operate outside the legal framework of employment practice.  Governors should therefore make use of the expertise which is available to the school in the LA Personnel/Human Resources department (if governors buy in their services through a service level agreement) or other such service.

The Catholic Academies and Schools Office cannot offer HR advice but if a problem does arise, it would be helpful to warn the department early on so that support can be offered and so that it is able to deal with aggrieved parties who do approach the diocese from time to time. 


19. Primary Catholic Partnership (Initial Teacher Training) 

Portsmouth Diocese is one of the few dioceses in the country which has its own School Based Initial Teacher Training (SCITT) provision; this aims to recruit and train Catholic teachers, and is a key aspect of diocesan succession planning, as there are now over 100 Catholic teachers who trained with PCP, many of whom are now in leadership positions in diocesan schools.  

Working with PCP brings benefits to trainees, who train within a small, supportive environment, and whose school experiences will primarily be within Catholic schools in their area.  There are also benefits to the school, as trainees learn from outstanding practising teachers, learning which is then communicated to the school during their practice; it is additionally a valuable process for the teachers who mentor the trainees, as free quality training for mentors is given beforehand and it can be an early, sometimes first, experience of developing colleagues. 

Headteachers have also found that local graduates, some already working within schools, have been able to complete their training and return to work in their school.  For more information please contact the Director, Primary Catholic Partnership, c/o Holy Family Primary School, Mansel Road West, Southampton SO16 9LP or admin@pcp-scitt.org.uk


20. Performance Management
‘Appraisal objectives should reflect the Catholic identity and mission of the school and the values it proclaims. Appraisers are expected to explore the alignment of such objectives with the school’s priorities and plans, working at all times to ensure that the Catholic ethos is developed and maintained.’ – CES.  Model appraisal policies for both teaching and support staff can be found on the CES website – see section 13.


21. Relationships with the Local Clergy

a) Position on the governing body
The Bishop expects that parish priests will be members of the governing body of the school in their parish.  It is not recommended that the parish priest is chair of governors or a member of the Admissions Committee as these roles can conflict with the priest’s pastoral ministry. 

b) Relationships with the school
Many of our schools benefit from hugely supportive relationships with their local clergy, who give extremely generously of their time and enjoy their ministry with children as the “hope of today and the church of tomorrow”.  (Pope John Paul II).  Points to consider: 

· How does your school induct a new parish priest into the school/governing body? 
· Do you have an assembly with staff and parents to welcome him to the school? 
· Do you invite him to join in the life of the school e.g. discuss which areas of school life he will feel most able to contribute to, from meeting parents on the playground at the end of the day from time to time to visiting an RE lesson, to presiding at liturgies? 
· If the priest has come from another country, do you make sure that he receives some basic information on the English educational system? 


22. Safeguarding

a) Governors must keep up to date with the requirements published in ‘Keeping Children Safe in Education’, which is updated each September. There is an NSPCC briefing on the latest changes at:  https://learning.nspcc.org.uk/research-resources/schools/keeping-children-safe-in-education-caspar-briefing 

b) Governors must also be aware of their duties under the Prevent Duty. 

c) Local authorities should have designated a particular officer, or team of officers (either as part of multiagency arrangements or otherwise), to be involved in the management and oversight of allegations against people that work with children.  This officer is commonly known as the LADO (local authority designated officer).  Allegations against members of staff or volunteers in schools should be referred to the LADO – they are not dealt with by the diocesan safeguarding team. 

It is helpful to inform the Catholic Academies and Schools Office of any issues as well so that advice and support can be provided, including handling any potential publicity.

d) There is a requirement for governors in maintained schools to have an enhanced criminal records bureau check from the DBS.  It is the responsibility of the governing body to apply for the certificate for any governors who do not yet have one. DBS checks for foundation governors need to be carried out through the diocesan safeguarding team (safeguarding@portsmouthdiocese.org.uk) Governance is not a regulated activity so they do not need a barred list check unless they also engage in regulated activities in addition to their governance duties. 

23. CSI inspections – see also Diocesan Directives on Inspections
In conducting inspections, each diocese is exercising a pastoral function on behalf of their Bishop. Inspection is one of the ways a Bishop acts as a shepherd of his schools, protecting, supporting and encouraging them. For this reason, dioceses also have a canonical and legal responsibility to ensure that the inspection of their schools witnesses to Catholic values and are compatible with both the teachings of the Church and the law of the land. Dioceses will exercise this responsibility by appointing accredited inspectors who are able to carry out this pastoral and legal function effectively.

In November 2019, the Bishops’ Conference unanimously agreed to a National Framework for the Inspection of Catholic Schools, Colleges and Academies. This provided, inter alia, for all inspectors to be accredited, on behalf of every diocesan bishop, in accordance with a nationally agreed protocol approved by the Department of Education and Formation, to inspect in any diocese.

The CSI inspection framework is designed to assist schools in the process of the ongoing review of the Catholic education which they provide, evaluating its content and planning its future development.  It enables schools to systematically assess the nature of their Catholic identity and how effectively their pupils benefit from the curriculum and Catholic character of the school, in order to inherit the teaching of Christ: "I have come that you may have life and have it more abundantly." (John 10.10).  The self-review should be kept up to date and reviewed regularly, not only prior to an inspection. 

[image: ]Since many aspects of school life are subject to review processes by such bodies as Ofsted and the Independent Schools Inspectorate, the CSI inspection framework focuses on the following key aspects:

· Catholic life and mission
· Religious education
· Collective worship

The school’s ongoing self-review and the evidence to support it will provide the structure and format for its inspection by the CSI inspection team. The inspection report fulfils the requirements of Section 48 inspection and the Bishop’s right under canon law to inspect religious education in schools.  A CSI inspection takes place at least every 5 years.  For full details visit: https://staging.portsmouthdiocese.org.uk/caso/catholic-schools-inspectorate/ 


24. Self-evaluation and annual statement
Governing bodies should conduct an annual self-evaluation, to identify for themselves their existing strengths and areas for further development.

The CES recommends that governing bodies use the model self-evaluation form which can feed into the ongoing CSI evaluation and is available at https://www.catholiceducation.org.uk/resources/annual-self-evaluation-form   

The publication of a governance statement is not mandatory for voluntary aided schools; however, it is good practice and an effective way for governors to demonstrate their accountability to parents and the wider school community, at least annually. Academies are required to complete a governance statement as part of their annual report.  

[image: /var/folders/bq/_6gll54909x7q5gdrfhmw7bh0000gn/T/com.microsoft.Word/WebArchiveCopyPasteTempFiles/prospectus_page1-980x360.jpg]

25. Suspension, disqualification or removal of a governor 
If the governing body is considering suspension, disqualification or removal of a governor then the chair MUST contact the Catholic Academies and Schools Office for advice and the correct processes must be followed. 

Governors have a general duty to act with integrity, objectivity and honesty in the best interests of the school at all times.  Drawing on the model of the person, life and teachings of Jesus Christ, the governing body will strive to behave professionally at all times.

The suspension, disqualification or removal of a governor is therefore a decision that cannot be taken lightly, but if the circumstances warrant it, it is a necessary responsibility.  Governors need to behave in accordance with the Gospel values, not only of dignity and compassion, but also truth and justice. 

a) Grounds for suspension: 
· That the governor, being a person paid to work at the school, is the subject of disciplinary   proceedings in relation to his or her employment;
· That the governor is the subject of proceedings in any court or tribunal, the outcome of which may be that the governor is disqualified from continuing to hold office as governor under Schedule 6 to the Constitution Regulations 2007 or Schedule 4 to the Constitution Regulations 2012;
· That the governor has acted in a way that is inconsistent with the ethos or with the religious character of the school and has brought or is likely to bring the school or the governing body or the office of governor into disrepute; or
· That the governor is in breach of the duty of confidentiality to the school or to any member of staff or pupil at the school, (The School Governance [Roles, Procedures and Allowances] (England) Regulations 2013, Reg 17)
· [image: may-003]If, in the view of the board, a governor fails persistently to undertake the training of development they need, then the board should consider suspending the governor on the grounds that they will be in breach of the board’s code of conduct and may bring the board or the office of a governor into disrepute. (Governance handbook, page 24).

b) Grounds for disqualification fall into three broad categories:
· general grounds;
· grounds that apply to particular categories of governor; and
· grounds that arise because of particular failings or actions on the part of the governor; this includes disqualification through non-attendance.

These are set out in School Governance (Constitution) (England) Regulations 2012 Regulation 17:  https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/418202/The_Constitution_of_Governing_Bodies_of_Maintained_Schools_Stat_Guidance.pdf

All the grounds for disqualification apply also to associate members, except that associate members can be registered pupils at the school and can be under 18.  Anyone proposed or serving as a governor who is disqualified for one of these reasons must notify the clerk to the governing body.

c) Removal of governors 
· Foundation governors may be removed from office by the person who appointed them. In the case of Catholic schools in the diocese, this is the Bishop. The appointer must give written notice of the removal to the clerk to the governing body and to the governor concerned.
· The governing body may remove any ex-officio foundation governor if requested by the person named in the instrument of government as the person entitled to make such a request.  That person must give the clerk and the governor concerned written reasons for the request.
· Local authority governors may be removed from office by the local authority that nominated them. The local authority must give written notice of the removal to the clerk to the governing body and to the governor concerned.
· The governing body may remove co-opted governors.
· The governing body may also remove an appointed, but not an elected, parent governor. (A parent governor is considered to be elected if they stood for election for parent governorship; whether or not a ballot took place is irrelevant for this purpose).
· The governing body may not remove any staff governor. 

For details see School Governance (Constitution) (England) Regulations 2012 Regulations 20-24.


26. Where to Find Support
The Catholic Academies and Schools Office regularly produce:
· Schools’ bulletins
· Briefings
· Admissions brochure
· Advice and support
· Governor training 

Support for schools in striving for academic excellence is focused chiefly on those schools facing particular challenges, e.g., those which require improvement.  CASO can also signpost other schools to resources and suppliers of support.  The diocesan website also holds a wealth of information. See:  https://staging.portsmouthdiocese.org.uk/caso/ 

Contact the team on 02392 893600 or email schools@portsmouthdiocese.org.uk

Useful documents:
· Christ at the Centre (Catholic Truth Society)
· Evaluating the Distinctive Nature of a Catholic School 2007 (National Board of Religious Inspectors & Advisers)
· Governance Matters (Archdiocese of Birmingham Diocesan Education Service)
· Religious Education: Curriculum Directory for Catholic Schools (See Catholic Education Service website)
· Ofsted documents:  https://www.gov.uk/government/collections/ofsted-inspections-of-maintained-schools
· Governance Handbook, DfE (download from www.gov.uk)
· List of statutory policies for schools and timelines (download from www.gov.uk)
· Welcome to Governance, National Governors Association

Governors can get support from organisations such as NGA and The Key (some LAs pay for membership of one or other of these bodies as part of service level agreement or the board can join).

Useful websites: 
www.portsmouthdiocese.org.uk
www.catholiceducation.org.uk
www.nga.org.uk (some free resources)
https://www.gov.uk/government/organisations/charity-commission 
[image: Image result for pope quotes on education]

27. Thank You
Governors have been described, including by government ministers, as the ‘unsung heroes’ of the educational system.  The diocese is very grateful for the time and commitment that governors give voluntarily in fulfilling this very arduous role.  Thank you for all your service. [image: ]
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