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Introduction 

These standing orders are for the procedural workings of the Governing Body of 

Limestone Peak Federation. 

The Governing Body also adopts a Code of Conduct and a Confidentiality Statement 

which is reviewed annually. 

The Governing Body and Executive Head Teacher work in close partnership. The 

Governing Body fulfils a strategic role by: 

➢ setting aims and objectives for the school 

➢ adopting policies for achieving the aims and objectives 

➢ setting targets for achieving the aims and objectives 

The SIP (School Improvement Plan) will provide the main mechanism for the strategic 

planning process. The Governing Body will monitor and evaluate the progress of the 

school and its pupils.  

The composition of the Governing Body is set out in the Instrument of Government, a 

copy of which is kept in the school office. 

Governing Body Meetings and Minutes of Meetings 

➢ The Governing Body shall meet 5 or 6 times each school year, (NOTE: 

Governing Bodies are legally required to meet at least 3 times per school year) 

two meetings in the autumn term, one meeting in the spring term and two 

meetings in the summer term.  

➢ The clerk convenes all governing body meetings including committee meetings.  

➢ The clerk gives written notice of the meeting at least 10 days in advance, except 

in cases of emergency where the chair considers a meeting is needed to decide 

on a matter requiring urgent consideration when this period may be shortened. 

➢ A copy of the minutes from the previous governing body meeting, agenda and 

any supporting documents are circulated via a secure page on the schools 

website. Any papers that are not in electronic form are sent to governors with 

the invite letter to the meeting. 

➢ Any three members of the governing body may request a meeting by giving 

written notice to the clerk that includes a summary of the business to be 

discussed. The clerk must convene the meeting as quickly as is reasonably 

practicable. 

➢ Full notice is required of any meeting at which consideration is to be given to 

the removal of chair or vice-chair, the suspension of any governor, or a decision 

to serve notice of discontinuance of the school.  

➢ A draft set of minutes is circulated to the Chair and Head Teacher for approval 

and/or amendments within fourteen days of the meeting. The approved minutes 

are sent out with the agenda for the next meeting.  



➢ Committee minutes are circulated with the agenda for the next full governing 

body meeting. 

➢ All non-confidential minutes shall be made available for public inspection only 

after they have been approved at the next full governing body meeting. 

➢ The minutes will be drawn up by the clerk and kept as a permanent record in 

paper and electronically in the school office. 

➢ On approval the chair will sign and date each page. Other significant 

documentation coming to the governing body for adaption or approval will be 

signed and dated by the chair. 

➢ The minutes of confidential items will be available only to governors attending 

the meeting at which they were discussed. The confidential minutes are kept 

by the clerk in the school office in a locked drawer.  

Drawing up Agendas 

➢ For full governing body meetings the clerk will draw up the agenda. The agenda 

is then sent t the head and chair for a final decision. 

➢ Governors may request that items be placed on the agenda for meetings by 

contacting the clerk or chair at least fourteen days in advance of the meeting. 

➢ The agenda will include a Head Teachers Report and Budget Report once per 

term i.e. December, February/March and July) 

➢ Any Other Business will be included as an item on every agenda for both full  

governing body and committee meetings. All items of AOB must be 

forwarded to the Head Teacher at least two days before the meeting in 

order for the head to prepare herself before the meeting. A decision may 

be made to defer the discussion until the next committee of full governing body 

meeting. 

➢ At the discretion of the Chair any item of business may be discussed at a 

meeting irrespective of whether the matter is specified as an item of business 

on the agenda for the meeting except for deciding to serve notice of 

discontinuance, change the name of the school, or to suspend a governor. 

Annual Calendar of Meetings 

➢ At the first meeting of the autumn term the governing body shall approve a 

calendar of governing body meetings with an outline of business to be 

discussed  for the year. The clerk shall within 14 days of the meeting provide a 

copy of the calendar to all members of the governing body.  

 

 

 

 

 



Quorum of Meetings and Voting 

 

➢ The quorum for a meeting of the governing body shall be one half of the actual 

membership (rounded up to a whole number) excluding vacancies i.e. if eleven 

governor posts are filled the quorum is half of eleven rounded up to six).  

➢ Every question to be decided at the meeting of the governing body shall be 

determined by the majority of the votes of the governors present and voting on 

the question.  

➢ Where there is  an equal division of votes the chair or person acting as chair for 

the meeting (providing he/she is a governor and not an associate member) shall 

have a second or casting vote.  

➢ Where appropriate the governing body will decide to vote by a show of hands 

or a secret ballot. 

➢ The clerk will record the voting figures including any abstentions. 

➢ Information on how individual governors voted is confidential to the meeting, 

though individuals may request that their name be recorded. 

Induction of New Governors 

➢ At the Limestone Peak Federation new governors will receive a New Governors 

Handbook containing information about the school and the work of the 

governing body. Arrangements will be made for the new governor to meet with 

the Head Teacher, Chair/Vice-Chair and the Clerk as soon as possible after 

appointment to discuss the governor’s role, have a look around the school, 

meet with members of staff and ask any questions they may have.  

➢ New governors will be given copies of the minutes and supporting papers from 

the last full GB meeting. New governors will also be given access to the schools 

website where there is a secure area for governors.  

➢ Support will be given from the Clerk, Chair, Vice-Chair and Head Teacher. A 

the first couple of full governing body meetings any new governors will sit with 

the vice-chair or a nominated governor who will act as a mentor for new 

governor.  

Election and Appointment of Governors 

➢ The Clerk should ensure that the Governing Body is aware of forthcoming 

vacancies at least three months before the vacancies are due. 

➢ All categories of governors are appointed for four years unless the governors 

decided on a shorter term of office. If this decision is taken the Clerk will minute 

the decision made by Governors. 

➢ The election of staff and parent governors is managed using the procedures 

and paperwork developed by Governor Support at Derbyshire County Council. 

Vacancies are filled by an election process although an appointment to both 

categories can be made by the Governing Body if there are no nominees. 



➢ Governor Support appoints LA (Local Authority) Governors.  

➢ Co-OptedGovernors are appointed by the Governing Body. Vacancies are 

made known within the community by distribution of recruitment materials. 

Prospective co-opted governors should prepare a brief statement about 

themselves explaining their background and why they wish to be appointed. All 

nominations will go to the full governing body meeting for consideration. The 

successful candidate will be informed by the clerk and invited into school to 

meet with the head, chair/vice chair and clerk.  

➢ Associate members are appointed by the Governing Body in addition to the 

complement of governors. They are not full governors and do not count towards 

the quorum. They are appointed to contribute to specific areas of expertise or 

advice. They do not have voting rights at full governing body meeting but they 

have limited rights at committee meetings. Associate members are appointed 

for between 1 and 4 years.  

➢ Foundation Governors are appointed by the Diocese of Derby. They are 

appointed for between 1 and 4 years. 

Procedure for appointing Chair and Vice Chair of Governors 

➢ The Clerk will contact eligible governors in advance of the first meeting of the 

autumn term inviting nominations using materials from Governor Support at 

Derbyshire County Council.  

➢ Nominations should reach the clerk in advance of the meeting. If advanced 

nominations are received no nominations can be accepted at the meeting.  

➢ A vote should be held by a show of hands for one nominee or secret ballot if 

more than one nominee. The nominees should leave the room whilst the vote 

is held to allow discussion. 

➢ If the governing body rejects the only candidate, they cannot then accept any 

nominations at the meeting. 

➢ The Chair and Vice-Chair will serve for between one and four years. The 

decision will be made at the meeting and the clerk will minute the decision. 

Appointment of Committee Chairs 

➢ There is a legal requirement that each committee should have a chair. The 

governing body will appoint committee chairs at the first full governing body 

meeting of the academic year.   

Pecuniary and Business Interests  

➢ The clerk will maintain a register of governors pecuniary and business interests.  

➢ The register is kept confidentially by the clerk in a locked cupboard in the school 

office. 



➢ Each governor will be asked annually at the first full governing body meeting of 

the autumn term, to sign a new form even if there is no change of circumstances 

to show the information is current. 

➢ All new governors will be asked on appointment to complete a form detailing 

any pecuniary or business interests. 

➢ If any individual governors circumstances change during the year, the governor 

should inform the clerk. The clerk will issue another form to complete and sign 

and the clerk will update the register. 

➢ Any governor with a pecuniary or business interest  shall withdraw from the 

meeting during the discussion of that item if the governor, or a close relative 

stands to gain financially from the decision, has a personal interest in the matter 

under discussion, or is related to a parent, pupil or employee under discussion. 

➢ Declaration of business interests will be at the top of every agenda for every 

meeting to prompt governors to declare an interest and withdraw. The clerk 

should minute that this was raised and the response from those present. 

➢ Where a governor has a personal, pecuniary or business interest in an item 

under discussion at a meeting, the clerk will draw this to that governor’s 

attention if the governor has not already personally identified an interest at the 

start of the meeting.  

Record of Attendance 

➢ Every governor attending a meeting at school or a visit to school shall sign the 

‘Governors signing in’ book. 

➢ The governing body expects all governors to make every effort to attend full 

governing body and committee meetings. 

➢ The Head Teacher is entitled to attend all meetings of the governing body, but 

will be asked to withdraw from meetings during discussion and decisions on the 

Heads pay or in any other matter where conflict of interest could arise. 

➢ The clerk records the names of all those present at the meeting, including 

his/her name, the names of associate members and any visitors and observers. 

➢ The minutes will record the late arrivals or early departure of governors or 

associate members. 

➢ A governor who is not able to attend a meeting should give apologies explaining 

the absence. The governing body will decide whether or not to accept the 

apologies and the clerk will record the decision in the minutes. Where apologies 

have not been accepted, the clerk will inform the absent governor. Where a 

governor fails to attend a meeting, whether it be a full governing body or 

committee meeting, and does not give apologies this absence is noted in the 

minutes.  

➢ Any governor or Associate Member who fails to attend a meeting of the full 

governing body for a period of six months from the date of the first meeting 

missed, will be automatically disqualified unless the governing body has 



accepted apologies, in which case the six month period starts again from the 

first meeting at which apologies are not given or not accepted. 

 

Confidentiality 

 

➢ Although the minutes of governing body and committee meeting are public 

documents (unless specified as confidential) the discussions within the meeting 

are confidential. All members of the governing body must respect the general 

confidentiality of the detailed discussions that take place. 

➢ The minutes of confidential items will be printed on coloured paper for ease of 

identification. The clerk will ensure they are kept in a secure place in the school 

office. 

➢ A confidential matter is not to be discussed by any governor outside the 

meeting, including with fellow governors. Individual governors will be asked to 

accent for any breeches in confidentiality and the governing body may vote to 

suspend or remove a governor who has breached confidentiality. 

➢ A confidentiality statement has been drawn up and is reviewed by all governors 

at the first governing body meeting of the academic year. 

Urgent Action Taken by the Chair/Vice-Chair of the Governing Body 

Where it is not reasonably practical to hold a meeting of the governing body or 

committee (if the relevant committee has the delegated powers to deal with the 

matter), or where the relevant seven days’ notice of the meeting cannot be given and 

there will be a delay that would be seriously harmful to the school or to any pupil or 

member of staff if the matter is not dealt with, then the chair or vice-chair (in their 

absence) shall have authority to take such action as is appropriate in the 

circumstances to deal with the matter. Such action must be reported at the next 

available meeting of the full governing body. 

Correspondence   

The clerk will produce a list of incoming and outgoing Governors correspondence for 

each full governing body meeting and will maintain a file of correspondence in the 

school for all governors. 

No governor should write a letter or policy or make a public statement without the 

authority of the full governing body. 

These Standing Orders were drawn up to clarify the procedures of Limestone Peak 

Federation Governing Body and agreed on 25th September 2019. The standing 

orders will be reviewed annually. 


