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Documentation / Regulations &

Policies Audit
	School -
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	Completed by (LA)
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	This Document will support the self-evaluation ____ in your school and can feed into your Self-Evaluation Report.
If Governors or Headteachers would like other areas to be developed please contact awdit.addysg@sirddinbych.gov.uk.


	Key
	Meaning

	
	Priority for Improvement

	
	Acceptable

	
	Good

	
	Excellent 



LIST OF STATUTORY POLICIES THAT ARE THE RESPONSIBILITY OF GOVERNING BODIES* OF SCHOOLS IN WALES AND OTHER DOCUMENTS THAT ARE REQUIRED OF GOVERNING BODIES

 The policies listed are those that the governing bodies of schools have a duty to produce and adopt for their schools. Those are not to be confused with other policies determined nationally and for which governing bodies have a statutory duty to implement for example, nutritional standards, acts of collective worship, etc.
	STATUTORY POLICIES

(Required by law to be determined, adopted and implemented by governing bodies)


	
	
	
	
	
	Improvement Activity
	Person Responsible
	Date

	Admissions (Reviewed Annually)
	
	
	
	
	
	
	
	

	Charging
	
	
	
	
	
	
	
	

	Child Protection/

Safeguarding in Education (Reviewed Annually)
	
	
	
	
	
	
	
	

	Complaints
	
	
	
	
	
	
	
	

	Curriculum
	
	
	
	
	
	
	
	

	Data Protection
	
	
	
	
	
	
	
	

	Equal Opportunities/ Equality

Includes the strategic Equality Plan and Equality Objectives 

(objecives to be drawn up every four years)
	
	
	
	
	
	
	
	

	Health and Safety
	
	
	
	
	
	
	
	

	Pay Policy (Reviewed Annually)
	
	
	
	
	
	
	
	

	Performance Management (Reviewed Annually)
	
	
	
	
	
	
	
	

	Pupil Behaviour and Discipline 

(including Anti-Bullying)
	
	
	
	
	
	
	
	

	Sex Education
	
	
	
	
	
	
	
	

	Special Educational Needs
	
	
	
	
	
	
	
	

	Staff Discipline,  Capability and Grievance
	
	
	
	
	
	
	
	

	NON STATUTORY RECOMMENDED POLICIES
	
	
	
	
	
	Improvement Activity
	Person Responsible
	Date

	Sustainable Development
	
	
	
	
	
	
	
	

	Premises Management Policy
	
	
	
	
	
	
	
	

	                               School Uniform
	
	
	
	
	
	
	
	

	Whistleblowing
	
	
	
	
	
	
	
	

	Whole school Food and Fitness
	
	
	
	
	
	
	
	

	School Session Times
	
	
	
	
	
	
	
	

	School Toilet Policy
	
	
	
	
	
	
	
	

	Substance Misuse Policy
	
	
	
	
	
	
	
	

	Social Networking Policy / E Safety Policy
	
	
	
	
	
	
	
	

	STATUTORY DOCUMENTATION/

INFORMATION

(Required by law that the governing body has a duty to produce, adopt and publish) 
	
	
	
	
	
	Improvement Activity
	Person Responsible
	Date

	Accessibility Plan (Reviewed every 3 years)
	
	
	
	
	
	
	
	

	PIAP –Post inspection action plan
	
	
	
	
	
	
	
	

	Assessment Arrangements (Reviewed Annually)
	
	
	
	
	
	
	
	

	Governors’ Annual report (Produced Annually)
	
	
	
	
	
	
	
	

	Careers Education and Information
	
	
	
	
	
	
	
	

	Freedom of Information

Publication Scheme
	
	
	
	
	
	
	
	

	Governors’ Allowances
	
	
	
	
	
	
	
	

	Instrument of Government
	
	
	
	
	
	
	
	

	Minutes and Papers of the Governing Body
	
	
	
	
	
	
	
	

	Prospectus (Reviewed Annually)
	
	
	
	
	
	
	
	

	Register of Pupils
	
	
	
	
	
	
	
	

	Register of Business Interests of Headteacher and Governors (Reviewed Annually)
	
	
	
	
	
	
	
	

	School Development/Improvement Plan (Reviewed Annually)
	
	
	
	
	
	
	
	

	Target setting (Reviewed Annually)
	
	
	
	
	
	
	
	

	Transition Plan KS2 to KS3
	
	
	
	
	
	
	
	

	NON STATUTORY RECOMMENDED DOCUMENTS
	
	
	
	
	
	Improvement Activity
	Person Responsible
	Date

	Governor Development Plan
	
	
	
	
	
	
	
	

	Self-evaluation Report
	
	
	
	
	
	
	
	

	Managing Medicines -pending
	
	
	
	
	
	
	
	

	Home-School Agreements
	
	
	
	
	
	
	
	


Further information on content and guidance can be found on - Governors Wales Statutory Policies 2016
The Governors’ Annual Report 2011 -

It is a statutory obligation for governors to provide an annual report for parents. Governing bodies must produce a full annual report although it is not necessary to distribute the full report to all parents. Schools may, if they wish, distribute a summary report containing the required information as noted in the circular guidance listed below:

Governors’ Annual Reports for academic year 2011-2012 onwards are subject to:

· The School Governors’ Annual Reports (Wales) Regulations 2011
· Circular 15/01 “Governors’ Annual Reports – guidance for governing bodies”

· “Regulations about reporting school and pupil information - concise guidance” (which replaces some sections in circular 15/01)

For further information, refer to Fact File 01-08

http://www.governors.wales/publications/2008/07/01/01-08-governors-annual-report-parents/
All governing bodies of maintained schools are required to produce an annual report to parents. The statutory contents are detailed in this guidance, however governing bodies may, of course, choose to add additional information which they think will be helpful.

The Annual Report and parents’ meetings (if petitioned) are the main formal means by which the governing body can demonstrate their accountability to parents. They provide an opportunity to not only engage with parents on what has been happening at the school during the previous year but to share the governing body’s plans for promoting high standards of educational achievement and to actively seek the views of parents for the future.

TIMING
There is no set time of year for publishing Governors’ Annual Reports. However, to tie in with target setting requirements, governing bodies are encouraged to publish their reports during the Autumn.

DISTRIBUTION
It is appreciated that producing and distributing the full annual report to all parents can prove costly for schools. The Regulations therefore allow for schools to make available the full report only to those parents who request it, and to issue a summary report for distribution to all parents.

Governing bodies must inform parents of how they can obtain a copy of the full report, which must be available on request.
http://www.legislation.gov.uk/wsi/2011/1939/made
http://www.legislation.gov.uk/wsi/2013/1561/contents/made
The Governors’ Annual Report 2011 Regulations Checklist

(Revised October 2013 - Governors Wales)
	GWYBODAETH

STATUDOL
	
	
	
	
	
	Improvement Activity
	Person Responsible
	Date

	CONTENTS OF SUMMARY ANNUAL REPORT
	
	

	Information relating to any meeting held, or not held, with parents under Section 94 of the School Standards Organisation (Wales) Act 2013. Details of the arrangements for the next annual parents’ meeting to include time, place, purpose and agenda, and a report on any consideration made in relation to any resolutions passed at the previous annual meeting.
	
	
	
	
	
	
	
	

	Information, if appropriate, about the arrangements for the next election of parent governors; 
	
	
	
	
	
	
	
	

	The most recent school comparative data reports in relation to school performance in end of foundation phase and key stage teacher assessments published by the Welsh Ministers on DEWi (The Data Exchange Wales Initiative); 
	
	
	
	
	
	
	
	

	In the case of a school with registered pupils aged 15 at the beginning of the reporting year, the most recent Summary of Secondary School Performance (SSSP) in relation to the school; 
	
	
	
	
	
	
	
	

	Attendance information (the number of unauthorised absences and authorised absences in the reporting school year expressed as a percentage of the total number of possible attendances in that year); A more detailed analysis can be provided.
	
	
	
	
	
	
	
	

	The provision made for pupils to participate in sport at the school including the provision made for extra-curricular sports activities during that period. 
	
	
	
	
	
	
	
	

	CONTENT OF FULL ANNUAL REPORT 
(In addition to Summary Report)
	
	

	Details of the members of governing body (including the name and address of the chair and clerk to the governing body); 
Details about the members of the governing body and the clerk to include 

• name, 

• category of governor 

• if they are an ex-officio governor 

• if they are not an ex-officio governor the date on which their term of office comes to an end 

• if an appointed governor, who appointed them 

• the name and address of the chair and the clerk 


	
	
	
	
	
	
	
	

	A full financial statement outlining school income and expenditure; 
A financial statement, to include 

• The section 52 statement provided by the local authority; 

• A summary of how the school’s budget was used; 

• Details of any gifts and their use 

• Details of the total amounts paid for travel and subsistence to members of the governing body. 


	
	
	
	
	
	
	
	

	Destination of school leavers - information relating to pupils leaving the school, or employment or training taken up by pupils on leaving the school (secondary schools only); 
	
	
	
	
	
	
	
	

	Steps taken by the governing body to develop or strengthen the school’s links with the community (including links with the police); 
	
	
	
	
	
	
	
	

	Information relating to targets for improvements set by the governing body and for reducing the level of unauthorised absences; 
	
	
	
	
	
	
	
	

	A summary of any review and resulting action carried out by the governing body in respect of any polices or strategies adopted by them; 
	
	
	
	
	
	
	
	

	Term dates (including half term holidays) for the next school year; 
	
	
	
	
	
	
	
	

	Summary of changes to the school prospectus since the previous governors report was prepared; 
	
	
	
	
	
	
	
	

	A statement on the curriculum and organisation of education and teaching methods at the school, including details of any special arrangements in the curriculum or otherwise for particular categories of pupils, including those with a statement of special educational needs; 
	
	
	
	
	
	
	
	

	The language category which most closely describes the school; See the guidance Defining schools according to Welsh medium provision available at 

http://gov.wales/topics/educationandskills/publications/guidance/defining-schools-welsh-medium/?lang=en 
	
	
	
	
	
	
	
	

	The use of the Welsh language in the school by pupils of all age groups; 
use of Welsh as a language of instruction in different key stages, different subjects and if appropriate the availability of alternative instruction in English, 

b. details about the use of Welsh as a usual language of communication at the school outside of formal instruction; 

c. any restriction to the ability to choose the language of instruction; 

d. arrangements at the school for facilitating continuity for pupils instructed through the medium of Welsh whilst registered at the school or when transferring from primary to secondary school; and, 

e. details of any exception from the National Curriculum in Welsh as long as inclusion of this information does not identify an individual pupil affected. 
	
	
	
	
	
	
	
	

	A statement on the provision of toilet facilities at the school for pupils registered at the school and the arrangements in place for cleaning such toilet facilities; 
	
	
	
	
	
	
	
	

	For primary schools from September 2012 and for secondary schools from September 2013 – information on the action taken to promote healthy eating and drinking by pupils of the school. 
	
	
	
	
	
	
	
	


The writing of the annual report is the corporate responsibility of the governing body and should not fall to the headteacher on their own. Governing bodies will often set up a working group comprising a few governors to prepare a draft for consideration at a meeting. This is a useful exercise and helps to share the workload whilst securing ‘ownership’.
http://www.legislation.gov.uk/wsi/2011/made
http://www.legislation.gov.uk/wsi/2011/1944/pdfs/wsi_20111944_mi.pdf
The School Prospectus 2011 Regulations

These Regulations set out the requirements for the content of individual school prospectuses and local authority composite prospectuses. A school prospectus provides general information about a school, such as the number of pupils, names of teachers, school policies and rules. It provides parents with information about the school their child attends. A local authority composite prospectus covers the admissions policies for the schools in that authority’s area. It provides parents with information to help them consider which school they would like their child to attend.
Amendments in relation to school prospectuses:

· require the inclusion of a comparative report of results in end of phase teachers assessment and external examinations (where applicable) provided by the Welsh Government;

· require the prospectus to include additional/updated information in relation to the school’s language category; 
· information about the way the Welsh language is used in the school and by different age groups of pupils  
· the number of places available for entry (for secondary schools) o information about the member of staff with responsibility for looked after children; 
· details of provision for sports and extra-curricular sport activities; 
· provision of toilet facilities and their cleaning. 

A summary of the full range of information to be included in the School Prospectus is provided below.

Details of the amendments in relation to composite prospectuses will be provided separately to LAs.

General Requirements

The governing body is required to publish a single document, known as the school prospectus, containing the minimum required information as set out below. The document must be distributed to parents of pupils at the school on request and without charge and made available for reference by parents and other persons at the school. Special schools must make copies of the prospectus available for reference at the offices of the local authority who maintain the school. Maintained secondary schools must provide copies, without charge, to those providing career services in the area served by the school. The school prospectus is an annual document and must be produced not later than six weeks before either the closing date for applications for admission to the school or the date by which parents may express a preference for a school, whichever is the earlier. 
Where it appears necessary - for example to ensure that parents have equal access to the information within the prospectus and to ensure it is accessible - the report should be translated into English or Welsh or another language or produced in Braille or audio tape. In all cases schools should make every effort to make the school prospectus interesting, engaging, informative and accessible to a wide audience.

Specific requirements

The school prospectus must contain, as a minimum, the required information detailed below.

The School Prospectus 2011 Regulations Checklist
	GWYBODAETH

STATUDOL
	
	
	
	
	
	Improvement Activity
	Person Responsible
	Date

	Name, address and telephone number of the school
	
	
	
	
	
	
	
	

	Name of the head teacher
	
	
	
	
	
	
	
	

	Name of the current chair of governors
	
	
	
	
	
	
	
	

	The classification of the school as

· Community, foundation, voluntary controlled, voluntary aided, community special or foundation special school

· Primary, middle or special school;

· Comprehensive, grammar or partially selective;

· Co-educational or single-sex school;

· Day, boarding or both.
	
	
	
	
	
	
	
	

	The language of the school as shown in their PLASC category.

See guidance Defining schools according to Welsh medium provision available at
http://gov.wales/docs/dcells/publications/150203-defining-schools-welsh-medium-en.pdf 
	
	
	
	
	
	
	
	

	Any affiliation of the school with a particular religion or religious denomination.
	
	
	
	
	
	
	
	

	Details of the admissions policy for pupils of different ages, including those above or below compulsory school age (not applicable for special schools) and special arrangements for the admission of, and to enable access for, disabled pupils.
	
	
	
	
	
	
	
	

	Secondary schools (but not special schools) should also include details of the number of places for each relevant age group which were available at the start of the preceding year, the number of written applications or preferences, the number of appeals made and the number of them that were successful.
	
	
	
	
	
	
	
	

	Details of any arrangements for parents to visit the school.
	
	
	
	
	
	
	
	

	A statement on the ethos and values of the school.
	
	
	
	
	
	
	
	

	Information about the curriculum, the organisation of education and teaching methods. This should include details of any special arrangements made for particular groups of pupils including those with special educational needs.
	
	
	
	
	
	
	
	

	A summary of the content and organisation of sex education
	
	
	
	
	
	
	
	

	Details of any careers education and any arrangements for work focused experiences for pupils.
	
	
	
	
	
	
	
	

	A summary of the religious education provided at the school and details of how a parent, or sixth-form pupil, can exercise their right to choose not to participate in religious education and of any alternative provision made for such pupils.
	
	
	
	
	
	
	
	

	A summary of the school policies and arrangements in relation to 

a. provision for children with special educational needs. 

b. supporting and promoting the education achievement of looked after children.

c. charging for optional extras and details of the policies in relation to circumstances where these charges will be waived.

d. equal opportunities
	
	
	
	
	
	
	
	

	Details of the member of staff designated as having responsibility for promoting the educational achievement of looked after children.
	
	
	
	
	
	
	
	

	Information about any determination made in relation to the character of collective worship in the school.
	
	
	
	
	
	
	
	

	A summary of the sporting aims of the schools and details of arrangements for pupils to participate in sport and extra-curricular spots activities.
	
	
	
	
	
	
	
	

	Details of the term dates and session times for the school for the year to which pupils are being invited to apply for admission.
	
	
	
	
	
	
	
	

	The arrangements made to ensure the security of pupils, staff and the school premises.
	
	
	
	
	
	
	
	

	A summary of the key features of the home-school agreement.
	
	
	
	
	
	
	
	

	A brief statement about the use of the Welsh language in the school, to ensure that parents and prospective parents can gain a full understanding of the linguistic character of the school. This should include

a. use of Welsh as a language of instruction in different key stages, different subjects and - if appropriate - the availability of alternative instruction in English;

b. details about the use of Welsh as a usual language of communication at the school outside of formal instruction;

c. any restriction to the ability to choose the language of instruction;

d. arrangements at the school for facilitating continuity for pupils instructed through the medium of Welsh whilst registered at the school or when transferring from primary to secondary school; and,

e. details of any exception from the National Curriculum in Welsh as long as inclusion of this information does not identify an individual pupil affected.
	
	
	
	
	
	
	
	

	The most recent school comparative report(s) of performance in end of key stage teacher assessments (DEWi contextual reports) and, for schools with pupils following key stage 4 study programmes, the most recent Summary of Secondary School Performance (SSSP).
	
	
	
	
	
	
	
	

	Secondary schools should include details of the proportion of pupils aged 15 or 16 at the start of the previous academic year who

in full-time education, training or work based learning

a. continued b. went on to employment

c. are known to have neither continued in education nor gained employment, or

d. whose destination is unknown.
	
	
	
	
	
	
	
	

	Details of the most recent annual attendance and absence figures for the school.
	
	
	
	
	
	
	
	

	A statement of how a complaint can be made.
	
	
	
	
	
	
	
	


School Council Statutory Requirements
2005 No. 3200 (W.236)

The Welsh Assembly Government passed a law in 2006 (Statutory Regulations) saying that every primary, secondary and special school in Wales must have a school council.  The Regulations state a number of other things which schools must do in relation to school councils. These are set out below:

Schools must:

Set up a school council if they are a primary (excluding infant and nursery), special or secondary school:

1. Hold at least six school council meetings a year. Ideally these should be evenly spread out so that a meeting is held at least once every half term.

2. Make sure that all members of the school council are registered pupils of the school. (Schools on a single site could have one school council between them if they wish).

3. Make arrangements for elections to the school council to take place through secret ballot.

4. Make arrangements so that all year groups can be represented on the school council. (This does not have to apply to special schools).

5. Ensure that pupils in Special Needs Resource Bases in mainstream schools can be represented on the school council.

6. Ensure that any matter referred to the head teacher or the governing body by the school council receives a response.

7. Make sure that all school councils meetings are supervised by an adult.

Secondary Schools can:

Nominate 2 of their members from years 11-13 to be Associate Pupil Governors on the school governing body. These nominations must be made by the school council, and the school governing body must accept them. The Associate Pupil Governors will not have voting rights on the governing body and cannot take part in consideration of matters relating to staff appointments, pay, and staff and pupil discipline.

To see the school councils regulations in full click below.

http://www.opsi.gov.uk/legislation/wales/wsi2005/20053200e.htm
School Council Statutory Requirements Checklist
	STATUTORY REQUIREMENTS
	`
	
	
	
	
	Improvement Activity
	Person Responsible
	Date

	How effective is the school council at holding at least six school council meetings a year at regular intervals?
	
	
	
	
	
	
	
	

	How effective is the school council at electing pupils to the school council using a secret ballot in which ALL pupils are entitled to vote? 
	
	
	
	
	
	
	
	

	How effective is the school at making arrangements so that all year groups can be represented on the school council? (this does not have to apply to special schools)
	
	
	
	
	
	
	
	

	If the school has pupils with Special Needs in mainstream schools, how effective is the school at ensuring at least one pupil is represented on the school council?
	
	
	
	
	
	
	
	

	How effective is the school at ensuring that any matter referred to the head teacher or the governing body by the school council receives a response?
	
	
	
	
	
	
	
	

	How effective is the school at ensuring that all school councils meetings are supervised by at least one member of staff?
	
	
	
	
	
	
	
	

	Is there a named school council link teacher/staff member?
	
	
	
	
	
	
	
	

	Secondary Schools


	
	

	Has the school council elected a maximum of two associate pupil governors (year 11 – 13) to the governing body?
	
	
	
	
	
	
	
	

	How effective is the school at ensuring they regularly attend governors meetings?
	
	
	
	
	
	
	
	


Hours of Teaching Statutory Requirements
“The National Assembly Circular 43/90 recommends that the minimum amount of teaching time, weekly should be 21 hours in Key Stage 1 (5-7 year olds) and 23.5 hours in Key Stage 2 (7-11 year olds).   Teaching time does not include the time allocated to registration, daily collective worship and break and lunch times.”

http://gov.wales/topics/educationandskills/schoolshome/fundingschools/school-governance/schoolgovguide/?lang=en" 

http://gov.wales/topics/educationandskills/schoolshome/fundingschools/school-governance/schoolgovguide/?lang=en

Hours of Teaching Statutory Requirements Checklist
	STATUTORY REQUIREMENTS
	
	
	
	
	
	Improvement Activity
	Person Responsible
	Date

	Are Key Stage 1 pupils taught for 21 hours a week excluding registration time and Collective Worship?
	
	
	
	
	
	
	
	

	Are Key Stage 2 pupils taught for 23.5 hours a week excluding registration time and Collective Worship?
	
	
	
	
	
	
	
	

	Are Key Stage 3 pupils taught for 25 hours a week excluding registration time and Collective Worship?
	
	
	
	
	
	
	
	

	Are Key Stage 4 pupils taught for 25 hours a week excluding registration time and Collective Worship?
	
	
	
	
	
	
	
	


School Finance
	School Finance
	
	
	
	
	
	Improvement Activity
	Person Responsible
	Date

	Does the school and governing body have awareness of and understand the funding arrangements for schools outlined in Denbighshire’s ‘Scheme for Financing Schools’ document?
	
	
	
	
	
	
	
	

	Does the school and governing body have awareness and understand the criteria for allocation of funds to individual schools as outlines in Denbighshire’s ‘School Funding Formula’?
	
	
	
	
	
	
	
	

	Does the school and governing body have awareness and understand the criteria for the process involved in arranging County services from Denbighshire through the associated ‘Service Level Agreements’ and ‘Pooled Schemes’?
	
	
	
	
	
	
	
	

	Does the school and governing body have awareness and understand the requirement to manage any other ‘School Funds’ in accordance with Denbighshire’s ‘Guidance for Operating School Funds’?
	
	
	
	
	
	
	
	

	Does  the governing body have the appropriate finance committee in place for Governors to monitor and challenge all areas of financial managements in the school?
	
	
	
	
	
	
	
	


Collective Worship Statutory Requirements

http://wales.gov.uk/docrepos/40382/4038232/4038211/4038298/religious-education-circula2.pdf?lang=en
This is the statutory situation at present for daily collective worship.-
1. The Headteacher is responsible for organising a daily act of collective worship for all pupils.
2. The nature of the service depends on family background, age and ability of pupils.   The worship should be mainly of a Christian nature although it may contain other beliefs and issues.
3. The service may be held at any time during the school day and the whole school does not need to be present in the same place at the same time, provided that all pupils attend worship.
4. The services can be organised in class or year groups, or whatever is appropriate for the school.
5. There is no right to organize into faith groups without permission from the local SACRE.   It differs in faith schools.
6. New legislation allows for post 16 pupils in school to have the choice whether or not to attend a mass service.
So it is statutory for all children to receive some form of daily worship.   On days where there is no collective worship in the hall, the worship must be carried out in class.   This does not have to take a long time and perhaps the older pupils can take responsibility for themselves and lead worship in turn?
Collective Worship Statutory Requirements Checklist

	STATUTORY REQUIREMENTS
	
	
	
	
	
	Improvement Activity
	Person Responsible
	Date

	How effective is the school at meeting the statutory requirements for collective worship listed above?
	
	
	
	
	
	
	
	


Checklist for Effective Governance

It is centred on an audit of policy and procedural documentation with governing bodies required to build a portfolio of evidence based on a checklist designed to enhance and improve governing body effectiveness
(Taken from School Governance Self Assessment Toolkit)
http://www.governorswales.org.uk/
	REQUIREMENTS
	
	
	
	
	
	Improvement Activity
	Person Responsible
	Date

	Is the governing body properly constituted in accordance with the terms of The Government of Maintained Schools (Wales) Regulations 2005 OR The Federation of Maintained Schools (Wales) Regulations 2014? 
http://www.legislation.gov.uk/wsi/2005/2914/pdfs/wsi_20052914_mi.pdf 

http://gov.wales/docs/dcells/publications/140522-guidance-on-federation-of-schools-en.pdf 
	
	
	
	
	
	
	
	

	Are all the statutory committees, statutory procedures and committee membership in place?
	
	
	
	
	
	
	
	

	Is the membership and terms of reference of committees agreed and reviewed annually at a meeting of the full governing body?
	
	
	
	
	
	
	
	

	How effective are the terms of reference at clearly specifying the powers and responsibilities of all committees, membership and quorum levels?
	
	
	
	
	
	
	
	

	How effective is the school at using the correct procedures to elect the chair and vice chair of the governing body annually?
	
	
	
	
	
	
	
	

	Is a register of members of the governing body and their terms of office kept up-to-date?
	
	
	
	
	
	
	
	

	Are governors for SEN, LAC and child protection appointed annually?
	
	
	
	
	
	
	
	

	How effective is the school at recording notice of resignations from governors?
	
	
	
	
	
	
	
	

	SECONDARY SCHOOLS ONLY
Is the School Council given the opportunity to nominate up to two pupils from years 11 to 13 (inclusive) from its membership to be associate pupil governors (APGs) on the school’s governing body?
	
	
	
	
	
	
	
	

	Does the governing body ensure that the clerk is not: 

· A member of the school’s governing body 

· A non-governor member of any committee of the governing body

· The headteacher?
	
	
	
	
	
	
	
	

	Does the governing body hold at least one meeting each term?
	
	
	
	
	
	
	
	

	Does the clerk give notice of meetings at least five clear working days in advance?
	
	
	
	
	
	
	
	

	Are documents for all meetings received by governors at least 5 working/school days in advance of the meeting?
	
	
	
	
	
	
	
	

	How effective is the Governing Body at having a clear agenda for each meeting and adhering to it?
	
	
	
	
	
	
	
	

	Does the attendance at all meetings meet quorum requirements? If the quorum requirement is not met are the meetings postponed and re-convened at a later date?
	
	
	
	
	
	
	
	

	How effective are the governing body at reviewing the headteachers pay and performance annually and do the processes conform to government guidance?
	
	
	
	
	
	
	
	

	Does the governing body receive a written report from the headteacher regarding the effectiveness of the school’s appraisal procedures at least once during each school year?
	
	
	
	
	
	
	
	

	Are all meetings of the governing body (committee and full governing body) minuted?
	
	
	
	
	
	
	
	

	Do all governing body minutes (committee and full governing body) accurately record all decisions made and actions taken?
	
	
	
	
	
	
	
	

	Are all official minutes signed by the chairperson? Are loose pages signed separately?
	
	
	
	
	
	
	
	

	Do all committees report back to the governing body, either verbally or via written minutes? (Governors need to be mindful of confidential issues)
	
	
	
	
	
	
	
	

	Are copies of signed minutes and papers for all governing body and committee meetings available for inspection at the school?
	
	
	
	
	
	
	
	

	Do minutes of governing body meetings accurately record those in attendance and detail whether apologies are accepted or not?
	
	
	
	
	
	
	
	

	Are confidential matters noted appropriately, either marked ‘confidential’ or separately as part of the minutes?
	
	
	
	
	
	
	
	

	Is a completed register of governors’ interests, requiring all governors to complete and sign, carried out annually?
	
	
	
	
	
	
	
	

	Is the school’s budget plan for each financial year presented to the full governing body / finance committee 
(dependent on delegated powers) for approval and the decision duly recorded in the minutes of a governing body meeting
	
	
	
	
	
	
	
	

	Does the governing body produce an annual report and issue a copy (or a copy of a summary report) to the parents and carers of all pupils at the school? Does the content meet statutory requirements?
	
	
	
	
	
	
	
	

	How effective are the governing body at reviewing and approving the statutory policies and documents? And do they refer to new checklists?
	
	
	
	
	
	
	
	

	How effectively can the governing body show that the requirements of the National Curriculum have been met?
	
	
	
	
	
	
	
	

	Has the governing body agreed a school development plan covering at least three years? Does the content meet the statutory requirements?
	
	
	
	
	
	
	
	

	Have governors (and clerk) completed all mandatory training requirements (e.g. data, induction, Chairs, Clerks training)?
	
	
	
	
	
	
	
	

	Have you completed the PART B Self Evaluation - How good are outcomes?

http://www.governorswales.org.uk/selfevaluation/ 
	
	
	
	
	
	
	
	

	Have you completed the PART C Self Evaluation - How good is provision?

http://www.governorswales.org.uk/selfevaluation/ 
	
	
	
	
	
	
	
	

	Have you completed the PART D Self Evaluation - How good are leadership and management?

http://www.governorswales.org.uk/selfevaluation/ 
	
	
	
	
	
	
	
	


Foundation Phase Checklist

Headteachers, teachers, practitioners, governing bodies of maintained schools and practitioners and management committees in the non-maintained sector in Wales must ensure that the statutory requirements are implemented in line with the date specified.
http://wales.gov.uk/topics/educationandskills/schoolshome/curriculuminwales/arevisedcurriculumforwales/foundationphase/?lang=en
	STATUTORY REQUIREMENTS
	
	
	
	
	
	Improvement Activity
	Person Responsible
	Date

	Statutory Areas of Learning
	
	
	
	
	
	
	
	

	Do you meet all the requirements of the Personal and Social Development, Well-Being and Cultural Diversity area of learning?
	
	
	
	
	
	
	
	

	Do you meet all the requirements of the Language, Literacy and Communication Skills area of learning?
	
	
	
	
	
	
	
	

	Do you meet all the requirements of the Mathematical Development area of learning?
	
	
	
	
	
	
	
	

	Do you meet all the requirements of the Welsh Language Development area of learning?
	
	
	
	
	
	
	
	

	Do you meet all the requirements of the Knowledge and Understanding of the World area of learning?
	
	
	
	
	
	
	
	

	Do you meet all the requirements of the Physical Development area of learning?
	
	
	
	
	
	
	
	

	Do you meet all the requirements of the Creative Development area of learning?
	
	
	
	
	
	
	
	

	Do you take ratios into consideration when planning classroom organisation in the Foundation Phase. 
	
	
	
	
	
	
	
	

	Do you have evidence of effective planning in all areas of Learning?
	
	
	
	
	
	
	
	

	Do you have Standardised / Moderated Profiles in the 3 core areas of learning.
	
	
	
	
	
	
	
	

	Is the outside learning provision effective?
	
	
	
	
	
	
	
	

	Have you got effective transition from pre-school provision to Nursery?
	
	
	
	
	
	
	
	

	Have you got an effective transition plan from year 2 - year 3?
	
	
	
	
	
	
	
	

	Do you complete the on-entry assessment for all pupils?
	
	
	
	
	
	
	
	


School Attendance

	Strategic Management
	
	
	
	
	
	Improvement Activity
	Person Responsible
	Date

	Do you have a nominated governor with a specific attendance remit?
	
	
	
	
	
	
	
	

	Do you have a senior leadership member of staff who manages attendance in school?  


	
	
	-
	-
	
	
	
	

	How effective is the attendance lead at ensuring early identification of intervention and support for pupils with attendance issues?
	
	
	-
	-
	
	
	
	

	How effective is the attendance lead at ensuring consistent application of the Policy’s principles throughout the school?
	
	
	
	
	
	
	
	

	How effective is the attendance lead at overseeing the accuracy of the recording of attendance and registration practices?
	
	
	
	
	
	
	
	

	Is the above regularly audited?
	
	
	
	
	
	
	
	

	How effective is the attendance lead at analysing and challenging “N” (no reason provided) and missing marks?
	
	
	-
	-
	
	
	
	

	How effective is the lead at ensuring all relevant staff with registration responsibilities are trained and have their practice monitored to ensure high standards of practice?
	
	
	
	
	
	
	
	

	Are all staff with registration 

responsibilities aware of the attendance

codes?
	
	
	
	
	
	
	
	

	How effective are schools at ensuring that any databases being used to store personal data are password protected?
	
	
	
	
	
	
	
	

	The Attendance Process
	
	
	
	
	
	Improvement Activity
	Person Responsible
	Date

	How effective is the school at following the county attendance process?
	
	
	
	
	
	
	
	

	How effective are the school at referring cases where appropriate to the ESW Service with evidence required?
	
	
	
	
	
	
	
	

	How effective are the school staff at knowing, understanding and consistently applying the process across school?
	
	
	
	
	
	
	
	

	How effective is the Governing Body and Headteacher at monitoring attendance and its impact?
	
	
	
	
	
	
	
	

	How effective are the school governors at overseeing this monitoring process?
	
	
	
	
	
	
	
	

	Managing Attendance
	
	
	
	
	
	Improvement Activity
	Person Responsible
	Date

	Do school have a target set for the school year and is this linked to the overall school improvement plan?
	
	
	
	
	
	
	
	

	How effective is the pupil tracking to identify pupils whose attendance begins to decline?
	
	
	
	
	
	
	
	

	How effective is the school at offering an appropriate balance of support and challenge to Parents/ Carers?
	
	
	
	
	
	
	
	

	How effective are the reintegration strategies for those pupils returning from long term absences?
	
	
	
	
	
	
	
	

	Collection and Analysis of Data
	
	
	
	
	
	Improvement Activity
	Person Responsible
	Date

	How effective are Governors and Senior Leadership Team/Senior Management Teams at reviewing attendance data on a regular basis?
	
	
	
	
	
	
	
	

	How effective is the school at ensuring attendance related issues are discussed weekly by the Senior Leadership Team?
	
	
	
	
	
	
	
	

	How effective is the school at analysing data to inform reasons for absence, profile of persistent absence, identification of vulnerable groups and possible coding problems?
	
	
	
	
	
	
	
	

	Are there planned interventions based on these findings?
	
	
	
	
	
	
	
	

	How effective are the Senior Leadership Team at reviewing and resolving levels of code “N” (no reason) provided and Missing Marks with registration staff?
	
	
	
	
	Yes
	
	
	

	Communication
	
	
	
	
	
	Improvement Activity
	Person Responsible
	Date

	How effective is the school at ensuring pupils are aware of their individual level of attendance and targets they need to achieve? 
	
	
	
	
	
	
	
	

	How efficient are the school at reminding parents/ carers of the importance of good attendance, and the links with attainment, regularly?
	
	
	
	
	
	
	
	

	How effective is the school at ensuring they plan the promotion of attendance throughout the year?
	
	
	
	
	
	
	
	


School Safeguarding Audit 

	Policies and Procedures  - How do you rate :
	
	
	
	
	
	Improvement Activity
	Person Responsible
	Date

	How well do the staff and adults in school understand the content and their individual responsibility for implementing the safeguarding policy?
	
	
	
	
	
	
	
	

	How effective is the school at ensuring parents and carers awareness of the Safeguarding Policy?
	
	
	
	
	
	
	
	

	How effective is the Governing Body and headteacher at ensuring the Governors understand their responsibilities for implementing the safeguarding policy?
	
	
	
	
	
	
	
	

	How effective are the Governing Body, headteacher and child protection leads at ensuring pupils understand how they should keep themselves safe?
	
	
	
	
	
	
	
	

	How effective is the headteacher at ensuring staff understand their individual responsibilities linked to the safeguarding policy?
	
	
	
	
	
	
	
	

	Safeguarding staff
	
	
	
	
	
	Improvement Activity
	Person Responsible
	Date

	How effective is headteacher at ensuring support is provided to staff with specific safeguarding responsibilities?
	
	
	
	
	
	
	
	

	How effective are the governing body and headteacher at ensuring the management teams understand their management responsibilities under the policy?
	
	
	
	
	
	
	
	

	Whole Staff
	
	
	
	
	
	Improvement Activity
	Person Responsible
	Date

	How effective are the governing body and headteacher at ensuring compliance with safe recruitment practices, including DBS, References and risk assessments?
	
	
	
	
	
	
	
	

	Governing Body 
	
	
	
	
	
	
	
	

	How effective are the governing body at scrutinising on a termly basis, compliance with safe recruitment procedures safeguarding practice in school and receiving and responding to the headteacher report on safeguarding  matters?
	
	
	
	
	
	
	
	

	How effective are the governing body and headteacher at ensuring they implement a school site security safeguarding review?
	
	
	
	
	
	
	
	

	Responsibilities of Headteacher
	
	
	
	
	
	Improvement Activity
	Person Responsible
	Date

	 Have you adopted and reviewed all the policies in the model education safeguarding policy

https://www.denbighshire.gov.uk/en/resident/health-and-social-care/safeguarding.aspx 
	
	
	
	
	
	
	
	


Data Protection Checklist

	STATUTORY REQUIREMENTS
	
	
	
	
	
	Improvement Activity
	Person Responsible
	Date

	The following are not statutory but highly recommended in order to reduce risk of non-compliance with the Data Protection Act 1998 and a subsequent fine
	
	
	
	
	
	
	
	

	A Data Protection Policy
	
	
	
	
	
	
	
	

	Notification to the Information Commissioner’s Office as a Data Controller (must be renewed annually)
	
	
	
	
	
	
	
	

	An individual with responsibilities for Data Protection at the school (normally Head Teacher or another senior staff member)
	
	
	
	
	
	
	
	

	A system in place for securely disposing of confidential waste e.g. confidential waste bins
	
	
	
	
	
	
	
	

	A training programme on Data Protection for all staff.  It is essential that existing and new staff are trained.
	
	
	
	
	
	
	
	

	Fair processing notice included on all forms (paper and electronic) used to collect personal information
	
	
	
	
	
	
	
	

	CCTV signage wherever CCTV is in operation
	
	
	
	
	
	
	
	

	A process for handling Subject Access Requests 
	
	
	
	
	
	
	
	

	Any databases being used to store personal data are password protected
	
	
	
	
	
	
	
	

	Any filing cabinets or cupboards being used to store personal are locked when not in use
	
	
	
	
	
	
	
	

	A Clear Desk Policy
	
	
	
	
	
	
	
	

	A Records Management Policy with recommended retention periods for records containing personal data
	
	
	
	
	
	
	
	

	An information security breach procedure, which details what a breach is and the process for informing relevant parties
	
	
	
	
	
	
	
	


Health and Safety
	
	
	
	
	
	
	Improvement Activity
	Person Responsible
	Date

	How effective is the school H&S policy agreed with the governors and is it accessible to all staff?
	
	
	
	
	
	
	
	

	How effective are the risk assessments in place that cover the significant hazards at your school?
	
	
	
	
	
	
	
	

	How effective are your safe working procedures that are in place for activities with significant risks? (e.g. PE, D&T, off site visits, maintenance work, traffic management etc.)
	
	
	
	
	
	
	
	

	How effective is the school at providing information, instruction, training and supervision to the staff?
	
	
	
	
	
	
	
	

	How effective is the school at recording and reviewing risk assessments, safe working procedures and training, periodically?
	
	
	
	
	
	
	
	

	How effective is the school at monitoring the way safety is managed?
	
	
	
	
	
	
	
	

	Do you involve your staff in the development of your safety management process?
	
	
	
	
	
	
	
	

	Do you apply any consequences for not following your safe working procedures?
	
	
	
	
	
	
	
	

	Do you and your staff know where to find H&S guidance on any specific subject? (Documentation or competent advice)
	
	
	
	
	
	
	
	

	How effective is the school at ensuring any outstanding actions from recent fire risk assessments are carried out?
	
	
	
	
	
	
	
	

	How effective is the school at monitoring the condition of work and teaching environments? (e.g. safety tours)
	
	
	
	
	
	
	
	

	Is there a copy of the HSE's Health and Safety Poster displayed in the workplace?
	
	
	
	
	
	
	
	

	Is your employer’s liability insurance certificate accessible for your staff?
	
	
	
	
	
	
	
	

	Do you have an H&S committee or cover H&S as an agenda item in your governing body meetings?
	
	
	
	
	
	
	
	

	Do you have a responsible person appointed as a Health and Safety coordinator?
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