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General information - Delegation

Under the Articles of Association of Woodbrook Vale School, the trustees may delegate to
any trustee, committee, the Headteacher or any other holder of an executive office such of
their powers or functions as they consider desirable to be exercised by them. Any such
delegation may be made subject to any conditions the trustees may impose and may be
revoked or altered.

Where any power or function of the trustees has been exercised by any committee, that
person or committee shall report to the trustees in respect of any action taken or decision
made with respect to the exercise of that power or function at the meeting of the trustees
immediately following the taking of the action or the making of the decision.

The trustees may establish any committee to exercise powers and functions of the
trustees. The constitution, membership and proceedings of any committee of the trustees
shall be determined by the trustees. The establishment, terms of reference, constitution
and membership of any committee of the trustees shall be reviewed at least once in every
twelve months. The membership of any committee of the trustees may include persons
who are not trustees, provided that a majority of members of any such committee shall be
trustees. No vote on any matter shall be taken at a meeting of a committee of the trustees
unless the meeting is quorate.

The Governing Board is responsible for ensuring that high standards of corporate
governance are maintained.

The Governing Boardd ®urpose is to provide:

i strategic leadership
1 accountability and assurance
1 strategic engagement

The board has collective accountability and strategic responsibility for the trust. It has a
focus on ensuring the trust delivers an excellent education to pupils while maintaining
effective financial management and must ensure compliance with:

T the trustds charitable objects
1 regulatory, contractual and statutory requirements
1 their funding agreement

The board also has:

i strategic and statutory responsibility for safeguarding and special educational needs
and disabilities (SEND) arrangements within (and across) the academy trust ensuring
the promotion of pupil welfare and for keeping the t r u estat@ safe and well-
maintained

1 ageneral role to fadvance for the public benefitoeducation in the United Kingdom

In this context it should exercise its powers and functions with a view to fulfilling a largely
strategic leadership role in the running of the Academy, addressing such matters as:

1 policy development and strategic planning, including target-setting to keep up
momentum on school improvement;

1 ensuring sound management and administration of the Academy, and
ensuring that managers are equipped with relevant skills and guidance;

9 ensuring compliance with legal requirements;

1 establishing and maintaining a transparent system of prudent and effective
internal controls.



management of the Academydés financial,

monitoring performance and the achievement of objectives, and ensuring
that plans for improvement are acted upon;

helping the Academy be responsive to the needs of parents and the

community and making it more accountable through consultation and

reporting;

setting the Academyodéds standards of cond
assessing and managing risk.



General Information - Scheme of Delegation

The Governing Board should agree a formal schedule of matters reserved for their
decision, i.e. those which should not be delegated within the Academy. These are listed
below. Beyond this, the Governing Board should consider establishing separate
committees to deal with specific areas of Academy business and should determine the
delegated responsibilities to be assigned to those committees, to ensure that matters can
be dealt with in appropriate detail and with sufficient frequency. However, as a minimum,
it is a requirement that all academies establish a finance committee separate from the
Governing Board to deal with financial matters.

Where the Governing Board decides to delegate certain matters for consideration by
committees, each committee should be chaired by a trustee. The membership of the
committee may include persons who are not trustees provided that a majority of the
members are trustees. The Governing Board should ensure that it receives adequate
feedback on the work of those committees and is able to consider their decisions formally.
The establishment of committees does not absolve the Governing Board of its overall
responsibility to manage the finances of the Academy.

Woodbrook Vale School - Structure, Governance and Management

Constitution
The Academy Trust is a company limited by guarantee (registration number 7671486) and

anexemptc har i ty. The charitable companyds memor
are the primary governing documents of the Academy Trust. (A full copy can be found on
the school website under AFunding and account

The Trustees for the charitable activities of Woodbrook Vale School are also the directors
of the Charitable Company for the purposes of company law. The Charitable Company is
known as Woodbrook Vale School.

Member sdé Liability

Each Member of the Charitable Company undertakes to contribute to the assets of the
Charitable Company in the event of it being wound up while they are a Member, or within
one period after they cease to be a Member, such amount as may be required, not
exceeding £10, for the debts and liabilities contracted before they ceased to be a Member.

Trustees Indemnities

Trustees may benefit from any indemnity insur
expense to cover the liability of the trustees which by virtue of any rule of law would
otherwise attach to them in respect of any negligence, default or breach of trust or breach
of duty of which they may be guilty in relation to the Academy Trust. Provided that any
such insurance shall not extend to any claim arising from any act or omission which the
trustees knew to be a breach of trust or breach of duty or which was committed by the
trustees, in reckless disregard to whether it was a breach of trust or breach of duty or not
and provided also that any such insurance shall not extend to the costs of any
unsuccessful defence to a criminal prosecution brought against the trustees in their
capacity as directors of the Academy Trust.



Method of Recruitment and Appointment or Election of Trustees
The trustees shall not be less than three but (unless otherwise determined by original
resolution) shall not be subject to any maximum.

Subject to Articles 48-49 and 58 the Academy Trust shall have the following composition:
a) Up to eight Trustees appointed by Members under Article 50.
b) A minimum of two Parent Trustees appointed under Articles 53-56B
c) The Headteacher
d) Additional/further Co-opted Trustees appointed under Article 58

Woodbrook Vale School Trustees are all Directors of the company. The term of office for
each Trustee shall be 4 years, save that this time limit shall not apply to the Headteacher.

Five Trust Members form the Woodbrook Vale School Trust. The Trust meets at least
once a year to receive the financial accounts.

Election Process for the Chair and Vice-Chair of Trustees, Staff, Finance and
Buildings Committee, and Audit and Risk Committee

Woodbrook Vale has adopted the suggested NGA approach to election of Chairs. We
believe it is good practice to seek written nominations in advance of the meeting. This
ensures that every member of the Governing Board is fully aware of the impending
election and has an equal chance to stand.

Those standing should all be given the opportunity to submit a statement in support of
their candidacy, but also to speak about their candidacy at the meeting so that the other
trustees can make an informed decision.

1. The Governing Board, SFB Committee and A&R Committee (Chair only) will each elect
a Chair and Vice-Chair from its number when either the Chair/Vice-Chair's term of office
has ended or s/he has resigned the position.

2. The Academyods Articles of Association
Vice-Chair of Trustees will be 1 year. The term of office for the Chair and Vice-Chair of
the SFB Committee will be 1 year. There is no Vice-Chair of the A&R Committee, the
term of office for the Chair will be 1 year.

3. The Clerk to the Trustees shall give trustees at least three weeks' notice prior to the
meeting requesting written nominations. These should be submitted to the Clerk at least
one week before the election. Candidates may submit up to 250 words in support of
their nomination. Nominations on the day will only be accepted where no written
nominations have been received prior to the meeting. Trustees who are employed at
the school as a teacher or as another member of the school's staff cannot stand for
election. Trustees may self-nominate, but if nominating another trustee, they should
seek their approval prior to submitting the nomination.

4. The Clerk will act as chair during the election of the Chair of Trustees and will ensure
the meeting is quorate. Each nominated trustee will be invited to speak to the
Governing Board setting out her/his reasons for standing. Candidates will be limited to
three minutes. All candidates must leave the room while a discussion and vote takes
place. This will be the case even if there is a single nomination.

5. A vote by secret ballot will be held, unless there is only one nomination when voting for
each role shall be decided on a show of hands.

6. The Clerk will count the votes and announce who has been elected as Chair of
Trustees. The successful candidate will be invited to take the chair and will oversee the
election of the Vice-Chair of Trustees and the Chair and Vice-Chair of the SFB
Committee and the Chair of the A&R Committee.

7. In the event of a tie, the Governing Board will re-run the ballot. If it remains a tie, the tied
candidates will draw lots.

stat



8. The trustees may reject all nominees for the Chair of Trustees if they choose. If no
candidate has the support of the majority of the Governing Board, another candidate will
be sought from the floor. If this candidate does not receive majority support, the Vice-
Chair will take on the role of acting Chair until the next full Governing Board meeting, at
which the election procedure will be repeated. Where a Vice-Chair must also be
elected, and the Governing Board has the quorum to do so, it will proceed with the
election.

The Role of the Chair of Trustees includes the following responsibilities:

1 Leading effective governance: Giving the Governing Board a clear lead and
direction, ensuring that the trustees work as an effective team and understand their
accountability and the part they play in the strategic leadership of the school and in
driving school improvement.

1 Building the team: Attracting trustees with the necessary skills and ensuring that
tasks are delegated across the Governing Board so that all members contribute,
and feel that their individual skills, knowledge and experience are well used and that
the overall workload is shared.

1 Relationship with the Headteacher: Being a critical friend by offering support,
challenge and encouragement, holding the Headteacher to account and ensuring
the Headteacher 6s performance management

9 Improving the school: Ensuring school improvement is the focus of all policy and
strategy and that trustee scrutiny, monitoring and challenge reflect school
improvement priorities.

1 Leading the business: Ensuring that statutory requirements and regulations are
met, that the school provides value for money in its use of resources and that
Governing Board business is conducted efficiently and effectively.

The Role of the Vice-Chair of Trustees includes the following responsibilities:
1 To cover the responsibilities of the Chair of Trustees in the Chair's absence;

1 To communicate regularly with the Chair of Trustees;

1 To support the Chair with such other functions as may be determined by the Chair
from time to time;

The Role of the Clerk to Trustees includes the following responsibilities:
1 To work effectively with the Chair of Trustees other trustees and the Headteacher to
support the Governing Board;

1 To communicate regularly with the Chair of Trustees;
To attend termly briefings and undertake relevant training;

1 To advise the Governing Board on constitutional and procedural matters, duties and
powers;

i To ensure that the agenda is sent to all trustees fourteen days before a meeting
and that the | ast meetingds minutes and
agreed by the Chair and Headteacher, are sent to all trustees at least seven days,
and preferably ten days, prior to the meeting.

1 To attend the meetings of the Governing Board, the Staff, Finance and Buildings
Committee and the Audit and Risk Committee they are asked by the Chair of
Trustees to attend, and ensure minutes are taken and that the quorum is met;

1 To ensure that the minutes of the meeting, once provisionally approved by the
Chair, are sent to all members within ten working days of the meeting by email and
that a hard copy is sent along with the agenda and other supporting paperwork (see
above);
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1 To maintain a file of signed minutes, excluding confidential items, which is kept in
the school office;

1 To maintain a register of members of the Governing Board and report vacancies to
the Governing Board,;

1 To maintain a correspondence file keeping the Chair informed of receipts;

I To give and receive notices in accordance with relevant regulations;

9 To support the work of the Governing Board;

1 To perform such other functions as may be determined by the Governing Board
from time to time.

All members of the Governing Board are expected to work within the following terms of
reference:

i To attend meetings convened by the Chair of Trustees;

1 To consider in consultation with the Chair of Governors and the Chair of the
relevant committee, whether to become a named member of either, or both, the
Staff, Finance and Buildings Committee, or the Audit and Risk Committee;

1 To support the school by attending functions such as open evenings, awards
evening, concerts and productions wherever possible;

1 To share personal skills and expertise to enhance the range of knowledge of the
Governing Board;

i To act as an ambassador for the school;

i Trustees should act at all times with honesty, integrity and be ready to explain their
actions and decisions to staff, students, parents and anyone with a legitimate
interest in the school,

1 The Governing Board should set aims and objectives and agree, monitor and
review policies, targets and priorities, reporting to all relevant outside organisations;

1 To agree constitutional matters, including procedures where the Governing Board
has discretion;

1 To agree an action plan following any OFSTED inspection;

1 To recruit new members as vacancies arise and to appoint new trustees where
appropriate;

1 To appoint or remove the Chair and Vice-Chair;

1 To appoint or remove a Clerk to the Governing Board;

1 To establish committees of the Governing Board their terms of reference and their
membership and to review these arrangements annually;

1 To suspend a trustee;

1 To agree dates for Full Governing Board, Staff, Finance Buildings Committee and
Audit and Risk Committee meetings for the academic year a year in advance to
assist the school and individual trustees in their planning;

9 Trustees to represent the Governing Board on appointment panels for senior
positions.

1 To oversee marketing of the school,

i To receive reports from any individual or committee to whom a decision has been
delegated and to consider whether any further action by the Governing Board is
necessary;

1 To receive for approval, from the Staff, Finance and Buildings Committee, the

formal budget plan of the financial year;



1
1

To keep the Health and Safety Policy and its practice and security measures under
review and to make revisions where appropriate;

To review the delegation arrangements annually;
To review training needs of trustees

Delegation Rulings
Functions that can be delegated to a committee, but cannot be delegated to an individual
include those that relate to:

1
1
1
1

)l

The alteration, discontinuance or change of category of the school;
The approval of the first formal budget plan of the financial year;
School discipline policies;

The exclusion of students (except in an emergency when the Chair of Trustees has
the power to exercise these functions);

Admissions.

The Governing Board cannot delegate any functions relating to:

)l
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)l

The constitution of the Governing Board (unless otherwise provided by the
Constitution Regulations);

The appointment or removal of Chair or Vice-Chair;
The appointment of the Clerk to the Trustees;

The suspension of trustees;

The delegation of functions;

The establishment of committees.

Individuals with Delegated Responsibilities
Any individual to whom responsibility has been delegated is expected to work within the
following terms of reference.

Terms of Reference:

1
1

)l

)l

)l

To liaise with the Headteacher and the appropriate member(s) of staff;

To visit the school with the purpose of gathering information concerning their area
of responsibility and to increase their knowledge of the Schooaol,

To regularly report to the relevant committees and the Governing Board on
developments and progress within their area of responsibility;

To raise the profile of the area of responsibility when related matters are considered
by the Governing Board or relevant committee;

To attend training as appropriate.

Headteacher

The trustees shall appoint the Headteacher. By signing this document the trustees
delegate such powers and functions as they consider are required by the Headteacher for
the internal organisation, management and control of the Academy (including the
implementation of all policies approved of by the trustees) and for the direction of the
teaching and curriculum at the School. In the absence of the Headteacher a nominated
deputy will assume his/her responsibilities.

Accounting Officer
The funding agreement requires each Academy to identify the Headteacher as Accounting
Officer. This post confers responsibility for financial and administrative matters such as:

A Ensuring regularity and propriety;
A Prudent and economical administration:

7



To To Do I

Avoidance of waste and extravagance;
Efficient and effective use of available resources; and
Day to day organisation, staffing and management of the Academy.

The Accounting Officer may then delegate or appoint others to assist in these
responsibilities.

The Role of the Business Manager includes the following responsibilities:

A

A
A
A

Management of all financial issues, including the establishment and operation of
a suitable accounting system, including internal control mechanisms;

At a strategic finance level providing professional advice and information to the
Governing Board to aid and inform their decision making;

Operational management of all financial and physical resources, within a
framework of financial control as determined by the Governing Board; and
Timely and accurate returns to the DfE and ESFA, and preparation and filing of
annual audited accounts.

Senior Leadership Team Meetings are held weekly at the school, comprising the
Headteacher, Deputy and Assistant Headteachers and the Business Manager.



Structure of Trustees 6 Me et i ngs

Trust Membersd Meetings
Members of the Academy Trust meet at least once per annum, to agree the annual
audited accounts and report and to confirm the appointment of external auditors.

Tr ust Meetngs

It is a requirement of all Academy governing boards that they meet at least once a term.
No business can be conducted at any meeting unless a quorum is present. Trustees must
appoint a clerk to the Governing Board, who must be someone other than a trustee or the
Headteacher of the Academy.

Matters which should be considered by trustees at least once a year include:

the Academyds goals and how they are

review of the performance of external providers e.g. bankers, services provided
under SLAS;

review and approval of the financial budget for the following year;
review and approval of the |l evels of

To o o Do P>

other financial reviews, and consideration of what actions should be taken
arising from their recommendations;

A Review of the risks to which the Academy is exposed and determination of
whether systems are in place to mitigate those risks.

The Governing Board may decide to delegate responsibility for specified matters, where it
has power to do so, to committees of the Academy or individuals, such as the
Headteacher. Decisions taken by committees or the Headteacher under delegated
powers should be recorded in written minutes available to the Governing Board as a whole
as set out in the relevant terms of reference.
The Trust delegates responsibility as follows:

Full Governing Board (at least 6 meetings each year)

Staff, Finance and Buildings Committee (at least 4 meetings each year)

Audit and Risk Committee (at least 3 meetings a year)

The following other committees and panels meet when required:
Pay Committee, Pay Appeals Panel, Staff Discipline Committee, Staff Discipline

Appeals Panel, Discipline (Exclusions) Committee, Trustees 6 Compl ai nt s

Panel.

Their membership is set out in the relevant terms of reference. No vote on any matter shall
be taken at a meeting of a committee, or panel unless the meeting is quorate.

Clerks to each committee and panel are appointed, with minutes of each meeting provided
to the Governing Board for consideration as set out in the relevant terms of reference.

findings made by the auditors and the

beir

i nst
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Terms of Reference are as follows:
FULL GOVERNING BOARD

Quorum
The quorum is stipulated in clauses 117 to 119 of the Articles of Association.

Chair

The Chair and Vice-Chair will be elected at the first Full Governing Board meeting of the
academic year as set out in the Election Process in this Scheme of Delegation. If the Chair
is not present within 15 minutes after the time appointed for holding a meeting the Vice-
Chair will chair the meeting, if the Vice-Chair is not present the trustees present shall elect
one of their number to chair the meeting, provided that the trustee elected shall not be a
person who is employed by the Academy Trust.

Clerking

The Clerk to the Trustees, another note taker, or a trustee. The Headteacher cannot clerk
the meetings. The Clerk to the Trustees will send the agenda and any available
paperwork, once agreed by the Chair, to the members of the Governing Board at least 14
days prior to the meeting. The clerk will attend meetings of the Full Governing Board and
ensure minutes are taken and the quorum is met. The clerk will ensure that the minutes of
the meeting, once provisionally approved by the Chair, are sent out to all members of the
Governing Board within ten working days of the meeting.

Terms of Reference
These terms of reference to be reviewed at least annually, usually at the first Full
Governing Board meeting of the academic year.

Constitution

The constitution of the Governing Board, the conduct of Governing Board meetings and
related matters (such as the number required for a meeting to be quorate and the creation
of and delegation to committees) are governed by the Articles of Association.

Objects and General Function

Restrictions to The Objects of the Academy Trust and the Powers which may be exercised
in furtherance of them are set out in clauses 4 to 11 of the Articles of Association.

Subject to the paragraph above, the Governing Board shall exercise its functions with a
view to fulfilling a largely strategic role in the running of the school. A strategic role means
the trustees decide what they want the school to achieve, set the strategic framework for
getting there and monitor progress towards these aims. This means:

A setting suitable aims and objectives, agreeing policies, targets and priorities and
monitoring and reviewing aims, objectives, and whether the policies, targets and
priorities are being achieved.

A subject to the provisions of the Articles of Association, the School Development
Plan, along with agreed policies, will generally provide the strategic framework.

The Governing Board will monitor and evaluate progress in the school towards
achievement of the aims and objectives set and regularly review the strategic framework
for the school in the light of that progress.

Role of Governing Board and Headteacher

As "lead professional” the Headteacher will be responsible for:
A leading the school towards the set aims and objectives
A formulating and implementing the policies, and

A discharging many responsibilities on the Governing Board's behalf, as well as for
discharging responsibilities imposed directly on him or her.
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The Headteacher will give the Governing Board enough information for the trustees to feel
confident that those delegated responsibilites-and t he Headteacher ds ow
responsibilities - have been met.

The Governing Board will ensure it receives enough information and evidence to allow it to
monitor the school s achievements and progres
Headteacher, other sources of information will include/be obtained through:

A trustee involvement as link trustee for particular areas

involvement in school events, presentations etc. by members of staff to the
Governing Board and to committees

A
A involvement in interview panels
A critical consideration of data (usually at committee level)
The GoverningBoard s hal | act as fAcritical friendod to

support the Headteacher in the performance of his/her functions and give him/her
constructive criticism.

Principles of Conduct
The principles of conduct are set out in the Woodbrook Vale School Trustee Code of
Practice.

Particular Responsibilities
The Governing Board will endeavour to ensure that the school:

A offers a broad and balanced curriculum that best suits the needs, abilities and
aspirations of all students, including those with Special Educational Needs.

offers a holistic education recognising the importance and impact of extra-curricular
activities both within the academic curriculum and beyond.

maintains and continues to develop the school through a strong pastoral system.

works with the families of its students to foster positive home, school and
community relationships.

continues its development as an outward facing establishment through continuing
to build on its links and partnerships within and beyond the local community.
ensures that teaching and learning is of the highest quality.

maintains and supports a work force that is well motivated and committed to every
child and staff member achieving their full potential.

appoints the most appropriate staff for each post and continues their professional
development through training and sharing of good practice.

operates from a financially secure basis; raising funds where appropriate and
ensuring best value is applied to all spending.

maintains and develops further the facilities of Woodbrook Vale School so that it
can deliver education in a safe and secure environment which has regard to
sustainability as a guiding principle in resource decisions.

A maintains good employment practices and seeks to maintain positive relationships
with the professional associations.

o Do Do oI o Do Do e

The Governing Board will delegate powers as appropriate to relevant committees:
A Staff, Finance and Building Committee

A Audit and Committee
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STAFF, FINANCE AND BUILDINGS COMMITTEE

Membership
The Full Governing Board must determine the membership, proceedings and terms of
reference of the Committee.

Quorum
The quorum is stipulated in clauses 117 to 119 of the Articles of Association.

Chair

The Chair and Vice-Chair of the Committee will be elected at the first Full Governing Board
meeting of the academic year as set out in the Election Process in this Scheme of
Delegation. If the Chair is not present within 15 minutes after the time appointed for
holding a meeting the Vice-Chair will chair the meeting, if the Vice-Chair is not present the
trustees present shall elect one of their number to chair the meeting, provided that the
trustee elected shall not be a person who is employed by the Academy Trust.

Clerking

The Clerk to the Trustees, another note taker, or a trustee. The Headteacher cannot clerk
the Committee. The Clerk to the Trustees will send the agenda and any available
paperwork, once agreed by the Chair, to the members of the Committee at least fourteen
days prior to the meeting. The clerk will attend meetings of the Committee and ensure
minutes are taken and the quorum is met. The clerk will ensure that the minutes of the
meeting, once provisionally approved by the Chair, are sent out to all members of the
Governing Board within ten working days of the meeting.

Terms of Reference
These terms of reference to be reviewed at least annually, usually at the first Full
Governing Board meeting of the academic year.

A To review, adopt and monitor a Finance Policy which includes the local scheme of
delegation for spending and budgetary adjustments (virements) for the Committee,
Headteacher and other nominated staff.

A To review, adopt and monitor all additional financial policies, including a charging
and remissions policy.

A To establish and maintain a three-year financial plan, taking into the account
priorities of the School Improvement Plan, roll projection and signals from central
government and (i f applicable) the LA rega
constraints of available information.

A To oversee and propose to the Governing Board for adoption an annual school
budget taking into account the priorities of the School Improvement Plan.

To make decisions in respect of service level agreements.

To ensure that sufficient funds are set aside for pay increments as set out in the
Pay Policy and as recommended by the Headteacher for approval by the Pay
Committee.

To monitor the income and expenditure throughout the year of all delegated and
devolved funds against the annual budget plan.

To receive monthly budget monitoring reports from the Headteacher.

To report back to each meeting of the Full Governing Board and to alert them of
potential problems or significant anomalies at an early date.

Subject to the local scheme of delegation, to approve any budgetary adjustments
that will from time to time be necessary in response to the evolving requirements of
the school.

A To oversee the Trustees Report to form part of the Statutory Accounts of the
Governing Board and for filing in accordance with Companies Act requirements.

T T
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