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The following Standing Orders were drawn up to clarify the procedures of the Governing Body of Lytchett 

Minster School.  They will be used in conjunction with DfE regulations and guidance and our own Instrument 

of Government.  

 

 Every governor will be provided with a current copy of these Standing Orders, which are also 
available through the VLE. The Standing Orders will be reviewed every three years. 
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General Introduction 
 

Lytchett Minster School is an 11-18 mixed comprehensive school of 1550 students, of whom approximately 
300 are in the sixth form.  The school boasts some quite inspirational architecture encompassing a unique 
mixture of ancient and modern, with the Grade 2 Listed South Lytchett Manor House sitting comfortably 
alongside an elegant Sixth Form Study Area and School Café, the Lulworth Block housing our Library, Student 
Support Centre (SEND) and the Social Sciences, the splendid Arts Block with its stunning theatre, and other 
modern extensions including a recently refurbished Food and Graphics suite and Sixth Form Centre.  The 
grounds are extensive and beautiful, including our new outside seating area called the Pavilion. The school is 
situated within 10-15 minutes of Bournemouth and Poole and about 20 minutes from the stunning Purbeck 
coast, which has attracted World Heritage status.  Children come to us from over 20 local primary schools 
with the main feeder schools being Lytchett Matravers, Sandford, Upton and Bere Regis.  Our intake covers 
the full range of intellectual and socio-economic backgrounds. The school has developed a solid academic 
reputation over the years, and student attainment and achievement at KS3, KS4 and KS5 compare favourably 
with similar schools locally and nationally. In its last OFSTED inspection in 2017, the school was judged to be 
good.  
 
A strong pastoral system forms the heart of the school and it is 
organised through six vertical ‘Houses’, with the work of the 
Heads of House being coordinated by the Assistant Head 
(Pastoral). The Sixth form is built around a Year system.  The 
quality of the school’s pastoral support and cultivation of 
students’ personal development are particularly valued by 
parents. Tutors remain with their tutor group from Years 7 to 
11, providing continuity and a point of regular support.  A 
School Counsellor and Emotional Literacy Support Assistant are 
employed to provide additional support and counselling for 
students who are experiencing emotional or psychological 
difficulties, which may otherwise affect their learning. The 
Safeguarding team works tirelessly to support students who are 
deemed to be at risk of harm.  
 
The school offers a wide and varied range of extra-curricular 
activities including sport teams, music ensembles and an annual 
school and KS3 production.  Students are encouraged to 
contribute to the social, cultural and sporting life of the school.  
In addition, there are a number of school trips offered to help 
broaden students’ horizons.  In recent years there have been 
trips to Italy, Poland, and the Battlefields of France and 
Belgium.  Students are also invited to take part in our annual French Exchange with a collège in Les Pieux and 
our Spanish Exchange with a school in Jaen, Spain.  Students in Years 10 and 12 take part in our highly 
popular Duke of Edinburgh’s Award Scheme (Bronze, Silver and Gold Award). Both year groups also have a 
one week Work Experience placement.  

 
 
The core business of the school is Teaching and Learning, which is overseen by the Deputy Headteacher. 
Student progress is overseen by the Assistant Headteacher (KS3), the Deputy Headteacher (KS4) and the 
Head of Sixth Form (KS5). Providing quality and effective professional development for all staff is seen as a 
priority. There is a thorough and personalized induction programme for new teachers and ECTs.  There is a 
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lot of outstanding teaching expertise in the school.  The school’s innovative CPD programme is overseen by 
the Deputy Head. 
The Assistant Heads (Pastoral and KS3) and our SENDCO oversee our highly effective transition programme.  
A number of activities are organized to familiarize and prepare students for life at Lytchett Minster School.  
Every care is taken to ensure that the whole transition process is as seamless and smooth as possible. When 
students join us in Year 7 they are placed in mixed attainment classes for all subjects.   The KS4 curriculum is 
designed as far as possible around students’ choices.  Students are encouraged to take subjects making up 
the English Baccalaureate (with separate sciences and history being particularly popular options) but 
Modern Languages are not compulsory at KS4.  The Arts and the Design and Technology subjects are also 
highly valued, popular and successful at Lytchett. Students are allowed to pursue the subjects that they 
enjoy and value. In May 2019 the school opened its own (on site) learning centre called The Orchard to 
support students with behavioural difficulties. 
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Aims of the School 
 

1. We want every student to aspire for excellence in all areas of school life. We offer a broad and 

balanced curriculum, where students are able to pursue their passions.   

2. We seek to teach in ways that engage and challenge our students.  We want our students to develop 

an intellectual curiosity and a love of learning. 

3. We recognise the importance of our students being highly literate and numerate. 

4. We aim to empower our students to develop self-confidence, independence and effective 

communication skills in both oral and written form, building their knowledge and developing their 

transferable skills for adulthood and the 21st century world of work.  

5. We seek to develop students’ spiritual, moral, cultural and social development so that they can 

contribute positively to society. 

6. We want our students to develop character, perseverance and resilience, and learn how to self-

regulate. 

7. We want students to embrace British values and respect others and their cultures. We expect 

students to be kind, thoughtful and compassionate.  

8. We promote the importance of physical and mental wellbeing so that students can lead a happy, 

healthy and fulfilling life. 

 

 

Our Core Values: 

i) For our school: 

 To provide a safe, caring learning environment 

 To have high expectations of all our staff and students 

 To pursue excellence and achieve outstanding academic outcomes for our students through 

outstanding teaching and learning 

 To prepare young people for adulthood and the world of work 

 To play a positive role in the local community 

 

ii) For our students 

 To become confident, independent, ambitious, resilient,  well-rounded young adults 

 To develop a love of learning and to become life-long learners 

 To understand the importance of hard work  

 To become responsible, caring and tolerant citizens who will make a valuable contribution to society 
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Governing Body – Roles and Responsibilities 
 
The purpose of the governing body is to conduct the school with a view to promoting high standards of 
educational achievement. The DfE states that governing bodies should therefore have a strong focus on 
three core strategic functions:  

 Ensuring clarity of vision, ethos and strategic direction. 

 Holding the Headteacher to account for the educational performance of the school and its students, 
and the performance management of staff. 

 Overseeing the financial performance of the school and making sure its money is well spent. 
 
The Seven Principles of Public Life 
As a public body responsible for the well-being of the school and accountable to the parents and the local 
community, the governing body accepts the following principles as individual governors and corporately as 
the governing body. 
 

Principle 1 

Selflessness 

The governing body takes decisions solely in the interest of the school and its 
continued development and improvement; governors do not use the Governing Body 
to promote their own interests. 

Principle 2 
Integrity 

The governing body does not place itself under any financial or other obligation to 
outside individuals or organizations that might influence us in the performance of its 
duties. 

Principle 3 

Objectivity 

In making appointments, awarding contracts or recommending staff for rewards and 
benefits, the governing body makes choices on merit. 

Principle 4 

Accountability 

The governing body is accountable for its decisions to the public and, in particular, the 
school’s parents, and accepts it must and will submit itself to appropriate scrutiny, 
including through inspection, financial audit, and an annual school profile. 

Principle 5 

Openness 

Whenever possible and practicable, the governing body is open with its actions and 
decisions and the reasons underpinning them. 

Principle 6 

Honesty 

Individual governors accept each has a duty to declare any private interests relating 
to duties as governor, and to resolve any conflict in a way that protects the public 
interest. 

Principle 7 

Leadership 

The governing body promotes and supports these principles by leadership and 
example. 

 
The Governing Body also espouses an eighth principle of public life: courtesy.  Education and education 
leadership inspire passionate responses.  Members are committed to treating each other, parents and staff 
with courtesy and calmness and are committed to seeking to establish this as one of the defining 
characteristics of the school community, its students, staff and parents. 
 
The relationship between a governing body, particularly the chair of governors, and the Headteacher is 
crucial to effective governance. They should work in close partnership, but retain sufficient distance to allow 
the Headteacher to run the school and the governing body to hold them to account effectively. The 
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Headteacher is responsible for the internal organisation, management and control of the school. It is their 
job to implement the strategic framework established by the governing body.  
 
The school development plan provides the main mechanism for the strategic planning process.  The 
governing body monitors and evaluates progress and reviews the strategy for the school; this includes: 

 Setting aims and objectives for the school’s well being and development 

 Adopting policies for achieving those aims and objectives 

 Setting targets for achieving those aims and objectives 
 
The governing body should not be involved in the detail of the day-today management of the school. The 
governing body delegates powers to allow the Headteacher to perform his or her management duties. The 
Headteacher must report to the governing body regularly on how those powers have been carried out. The 
Headteacher should give the governing body information on the performance of the school and other 
reports that the governing body may need to carry out its functions. The governing body should offer the 
Headteacher challenge and constructive advice. The Headteacher in agreement with the Chair can invite 
other SLT members as appropriate. 
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The composition of the governing body 
 
The constitution of the governing body is set out in the instrument of government. The full governing body 
drafts the instrument and submits it to the local authority. The instrument can be reviewed and changed at 
any time. (See Appendix 1) 
 
Election and Appointment of Governors 
All terms of office are for 4 years. (See Appendix 2) 
 
At Lytchett, there are 7 parent governors and 2 staff governors (including the Headteacher). Where a 
vacancy exists, staff and parents are invited over a two week period to submit their name as a nomination. 
No nominations will be accepted after the closing date. Where the number of nominations exceeds the 
number of vacancies, a secret ballot will be held. 
 
The Local Authority appoints 1 authority governor.  As part of this process the Authority liaises with the 
school for views on applicants.  The governing body ensures that all Authority governor vacancies are 
advertised and that the chair and Headteacher, on behalf of the governing body, consider together 
candidates, with the chair presenting written comments to the authority on behalf of both. 
At Lytchett, there are 8 co-opted governors.  The Staffing and Strategic Planning Committee will manage the 
process of short-listing and will make recommendations to the governing body.  Where a vacancy occurs for 
a co-opted governor, the governing body will consider the areas of expertise or representation needed, 
taking into account the skills matrix that existing governors have completed and training that they have 
undertaken, and will seek to recruit a suitable governor to fill the vacancy.  Where two or more names are 
put forward, prospective co-opted governors will be asked to prepare a brief statement of no more than 200 
words explaining their background and why they wish to be appointed.  They will be voted in at a quorate 
meeting of the full governing body. 
 
2 partnership governors at Lytchett have links to the local churches in the community. The governing body 
writes to the local churches to invite nominations and parents are invited to nominate a local church 
member.   The Staffing and Strategic Planning Committee will manage the process of short-listing and will 
make their recommendations to the governing body.  Nominations are considered at a full governing body 
meeting. Partnership governors may not be: students at the school; parents of students at the school; staff 
eligible to be staff governors; elected members of the Authority; and those employed by the Authority in 
connection with educational functions. 
 
Associate members are appointed by the governing body to serve on one or more governing body 
committees. They may also attend full governing body meetings. They are not governors and therefore do 
not have a vote in governing body decisions, but may be given a vote on decision made by committees to 
which they are appointed. Associated members should be appointed because of the specific expertise and 
experience they can contribute to the effective governance and success of the school. Subject to the 
disqualifications set out in the Regulations, the governing body may appoint a student, school staff member, 
or any other person as an associate member so that they can contribute their specific expertise. 
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Appointment and Induction 
 
An induction policy has been agreed by governors and is currently in use. (Appendix 8) All governors will 
receive a handbook. The Vice Chair organises appropriate information required to support an effective 
induction. 
 
Appointment, induction and duties of the clerk to the governing body 
 
The governing body shall appoint a clerk to the governing body, who may not be a governor, an associate 
member or the Headteacher of the school. The governing body may remove the clerk to the governing body 
from office.  
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Duties 
 
The clerk shall: 

 Convene meetings of the governing body 

 Attend meetings and produce/circulate minutes within 10 days of the meeting date (with the Chair’s 
approval) 

 Maintain a register of members of the governing body and of associate members 

 Maintain a register of governors’ attendance at meetings 

 Give and receive notices concerning governor appointments, resignation and disqualification 

 Perform such other functions suitable to the post as may be determined by the governing body 
 
The appointment of the chair and vice chair of governors and committee chairs 
 
Elections are held at the first meeting of the autumn term.  By law: 

 Every governing body must elect a chair and vice chair 

 The chair and vice chair must be members of the governing body– associate members may not be 
elected to either position 

 The election must be at a full quorate meeting of the governing body.   

 Governors who are paid to work at the school cannot be chair or vice chair 

 The chair or vice chair shall cease to hold office when: s/he leaves the governing body; is paid to 
work at the school; or is removed from office by the governing body 

 
The process: 

 The length of the term of office is one year 

 The clerk will write to governors by email to invite them to nominate themselves for the position of 
chair or vice-chair. Nominations must be submitted by email by the given deadline 

 The agenda for the governing body meeting at which the chair and vice chair elections will take place 
will list the election as the first item and give details of any nominations received in advance 

 The clerk will chair that part of the meeting dealing with the election of the chair 

 If there is only one nominee for each position, that person is automatically elected 

 Votes will be by  show of hands 

 The governing body will ask prospective chairs and vice chairs to leave the room while the ballot 
takes place and the outcome is discussed, since they have an interest in the matter 

 Candidates cannot vote for themselves 

 Only governors present may vote 

 In the event of a tied vote, all governors will be asked to take a second vote. In the event of the 
second vote being tied, the outgoing Chair  will have the casting vote 

 Once the chair is elected s/he conducts the election of the vice chair, using the same procedures 
adopted for the election of the chair 

 
Removal of chair and vice chair from office 
 
If a decision to propose removal is made, this must be a specified item of business on the agenda of a full 
governing body meeting.  Before the governing body resolves to remove the chair or vice chair, the governor 
proposing the removal shall at the meeting state reasons for doing so, and the chair or vice chair shall be 
given the opportunity to make a statement in response before withdrawing from the meeting. 
At the meeting, following the withdrawal of the chair or vice chair, the governing body will discuss the 
proposition to remove and will vote by paper ballot.  In the event of a tied vote the person chairing the 
meeting will have the casting vote. 
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Roles and Responsibilities 
 
Individual Roles and Responsibilities 
 
The governing body will appoint named governors for individual roles with responsibility for: 

 SEND (appointed by the Curriculum Committee) 

 Safeguarding (appointed by the Staffing and Strategic Planning  Committee) 

  Looked After Children (appointed by the Curriculum Committee) 

 Pupil Premium (appointed by the Staffing and Strategic Planning  Committee) 

 Headteacher’s appraisal (3 governors are appointed by the Staffing and Strategic Planning 
Committee) 

 KS3 (appointed by the Curriculum Committee) 

 KS5 (appointed by the Curriculum Committee) 

 The Orchard (appointed by the Curriculum Committee) 
 
All Governors: 
 
Meetings 
In order to make meetings as effective and efficient as possible, governors should: 

 Attend meetings of the GB whenever possible, and provide reasons in advance for not being able to 
attend meetings 

 Prepare for and contribute to meetings and complete any agreed follow-up work 

 Read the governors’ papers in advance of the meeting 
 

 
Teamwork 
In order to consolidate the effective teamwork of the GB, governors should: 

 contribute to the GB’s operation by establishing and maintaining good working relationships with 
other governors and with staff 

 recognise that the power of the GB body is vested in the group as a whole and that no governor has 
individual authority unless it is delegated to him/her by the GB 

 recognise the respective roles of the GB and the Headteacher and staff (the GB is a strategic body, 
the operational management of the school is the responsibility of the Headteacher) 

 recognise that governors are equal members of the GB and accept collective responsibility 

 speak or act on behalf of the GB only when authorised to do so 

 accept a fair share of the GB’s work, including through active committee membership 
 
Knowledge of the school 
In order to carry out their own individual roles effectively, governors should: 

 arrange to visit the school when teaching and learning are taking place and attend occasional school 
events and functions 

 know the school’s strengths, its areas for development and improvement plans 
 
Personal interests 
The Governing Body is not a platform for individual governor issues i.e. parent governors should not use 
their privileged position for issues regarding their own child, nor should staff governors take advantage of 
their position to pursue issues more properly addressed through the normal management processes of the 
school.  Governors should always 

 put the wider responsibilities as a governor before personal interests 
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 ensure any business or pecuniary interests are declared as required and withdraw from meetings as 
appropriate 

 have the wellbeing of the school as their prime consideration 
 
Other 
The role of governor places many demands on governors.  It is always of the utmost importance that 
governors: 

 maintain confidentiality 

 act at all times fairly and without prejudice 

 support the school in the community, exercising prudence and tact if contentious issues affecting 
the school arise outside the GB 

 handle any complaints according to the agreed procedure 
sign up to the governors’ code of conduct (see Appendix 3) 

 
Personal development 
Governors should be willing to: 

 undertake specific governor training, particularly in relation to their committee work, and take 
advantage of any such opportunities that the school may be able to offer to see the work of the 
school in action 

 
Expected behaviours 
Governors will be expected to: 

 agree to and sign the code of conduct relating to expected behaviours as part of their induction and 
each time it is updated 

 
Chair of Governors 
 
Role and responsibilities in addition to those listed under ‘all governors’: 
 
Management 

 ensure the effective organisation of the GB 

 maintain a focus on the predominantly strategic role of the GB and establish a clear understanding 
of the different roles of governors and staff in the school 

 ensure that all governors are clear about their roles through a clear description of their key tasks 

 encourage and develop the GB’s role as critical friend 

 build a team by recognising and using people’s strengths: delegate effectively, clarify objectives and 
use the whole GB 

 
Meetings 
Work closely with the Headteacher and clerk to: 

 plan effective GB meetings, ensuring relevant and realistic agendas 

 plan the year’s cycle of meetings and a timetable for action and reports 

 chair GB meetings effectively and efficiently: ensure meetings start and end on time, that agenda 
items are properly introduced, and that people are encouraged to contribute 

 ensure all decisions taken at meetings are understood and minuted and that the necessary action is 
taken 

 ensure that the GB’s meetings and affairs are conducted in accordance with the law 

 ensure that governors receive relevant information and materials well in advance of meetings 

 Emphasise that all governors must accept collective responsibility for decisions taken at governors’ 
meetings 
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 Use committees and smaller groups to meet statutory requirements, develop new ideas and agree 
plans of action 

 
Other 

 encourage commitment, loyalty and high standards of behaviour by governors through personal 
example and the development of clear, written expectations in a Code of Conduct 

 handle complaints according to the agreed procedure 

 act on behalf of the GB in emergencies and report any urgent action taken on behalf of the GB, 
ensuring it is fully explained and supported – LEGAL NOTE: the chair has the power to carry out 
functions of the GB if a delay in exercising a function is likely to be seriously detrimental to the 
interests of the school, a student at the school or their parents, or a person who works at the school. 
This power excludes matters related to the alteration and closure of schools, change of school 
category, change of school name, approval of the budget, discipline policies and admissions. Any 
action under this power must be reported to the GB 

 co-ordinate the GB’s response to new legislation and emerging priorities 
 
Planning 

 work with the GB to provide strategic direction: implement, plan and monitor progress 

 co-ordinate the formulation of an annual GB development plan in sympathy with the school 
development plan and ensure that all governors have an opportunity to contribute to school 
development and target setting 

 work with the Headteacher and governors on effective school policies 

 take the lead in coordinating the work of the governing body in relation to Ofsted inspection 

 ensure that the processes of governor recruitment, induction and development are effective 
 
Supporting 

 be seen regularly in the school and attend school functions 

 develop and maintain effective teamwork by the GB 

 be accessible to governors, staff and parents and keep in touch with governors between meetings 

 develop working relationships with all governors, including particularly the vice chair and chairs of 
committees, and ensure that individual governors’ strengths are known and used and their efforts 
recognised 

 ensure that the efforts of staff are recognised by the GB 

 Develop an honest, open and supportive partnership with the Headteacher, making time to listen to 
concerns and give constructive advice. 

 work in close partnership with the clerk to manage the work of the GB effectively 

 support opportunities for informal gatherings of governors and staff 

 meet governors of other local schools from time to time 
 
Vice Chair of Governors 
 
Role and responsibilities in addition to those listed at all governors: 

 deputise during the absence of the chair of governors 

 support the chair in the conduct of meetings 

 work closely with the chair and Head and take responsibility for agreed areas of work 

 support the effective operation of committees 

 check, with the chair, that decisions taken by the GB are enacted 

 Induct and support new members of the governing body 
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Staff Governor 
 
Apart from the Headteacher, there is 1 staff governor.  Teaching and support staff paid to work at the school 
are eligible to stand as staff governors. Staff governors are elected by the staff at the school and cannot be 
removed from office. All staff may vote in all staff governor elections. If staff governors leave the school they 
cannot remain on the GB. A staff governor may be a chair or vice-chair of a committee, but not of the 
governing body. It is not their role to deal with problems and concerns on behalf of parents. The GB has a 
policy for dealing with such matters. 
 
Role and responsibilities in addition to those listed at all governors: 

 be aware of the possible sensitivity of involvement in some staff- or student-related matters 

 avoid involvement in discussions or decisions where the staff governor has a personal interest in the 
outcome 

 develop strategies, in consultation with the Headteacher, that enable the staff governor to represent 
staff opinions as well as their own personal views at governors’ meetings 

 vote on issues according to the staff governor’s knowledge, experience and conscience 
 
Relationships 

 share decisions with staff according to protocols on reporting and confidentiality established by the 
GB in consultation with the Headteacher 

 ensure that delicate issues are discussed with the Headteacher before meetings 
 
 
 
Parent governor 
 
Parent/carer governors are elected by parents or carers of registered students attending the school at the 
time of the election. They do not have to stand down if their child leaves the school but may do so if they 
wish. They may not be removed from office. If insufficient parents stand for election, the GB can appoint 
parent governors and may remove an appointed parent governor from office. It is not possible to be a 
parent governor if also an elected member of the LEA/Children’s Services Authority or if you work at the 
school for more than 500 hours a year at the time of appointment. 
 
Role and responsibilities in addition to those listed at all governors: 

 act as representatives, not delegates, of the school’s parent body; parent governors are not required 
to seek to carry out the wishes of other parents but to exercise their own judgment based on their 
wider understanding of the issues that derives from their involvement in governing body business. It 
is not their role to deal with problems and concerns on behalf of parents – the GB has a policy for 
dealing with such matters 

 take a particular interest in ensuring effective communication between the GB and parents and also 
the school and parents 

 ensure the GB manages its accountability to parents effectively 

 ensure that matters of individual or collective parental concern are handled according to school 
policy  

 
Relationships 

 establish productive links with the Parent Teacher Association 
 
 
 
Authority governor 
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Authority governors are nominated by the Local Authority, by working with the governing body to advertise 
the position and determine what skills are currently needed. The applicant should complete an application 
form and the chair of governors gives the GB view of any applicants (this gives the governing body’s view of 
any applicants). An Appointments Panel then makes the nomination to the governing body on behalf of the 
LA. 
  
The appointment is then made by the governing body ensuring that their eligibility criteria, previously set, 
has been met. 
 
Role and responsibilities in addition to those listed at all governors: 

 act as a representative, not a delegate, of the Authority 

 seek to be aware of the Authority’s education policies and have views about their impact on the 
school 

 in consultation with the GB, consider wider issues of education in the area 

 take a particular interest on behalf of the GB in the services provided by or made available to the 
school by the Authority  

 
Co-opted governor 
 
Co-opted governors are chosen by the GB to represent community interests. They can be people who live or 
work locally or others who are committed to ‘the good government and success of the school’. They can be 
removed by the GB. Students at the school and members of the Authority are not eligible to stand. 
 
Role and responsibilities in addition to those listed at all governors: 

 use your knowledge of the wider community to inform the decisions of the GB 

 promote the school in the wider community 

 use your knowledge, skills and interests for the school’s benefit 
 
Partnership governor 
 
As a foundation school, Lytchett Minster School Governing Body has two partnership governors with links to 
local churches. 
 
Role and responsibilities in addition to those listed at all governors: 

 use your knowledge of the wider community to inform the decisions of the GB 

 promote the school in the wider community 

 use your knowledge, skills and interests for the school’s benefit 
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The suspension of governors and removal from office 
 
The governing body may suspend a governor from its meetings for a fixed period of up to six months.  
 
The grounds for suspension are if the governor: 

 works at the school and is subject to disciplinary proceedings. 

 is subject to court or tribunal proceedings, the outcome of which could mean that s/he is 
disqualified from holding office as a governor. 

 has acted in a way that is inconsistent with the school’s ethos or religious character and has brought, 
or could bring, the school or the governing body into disrepute. 

 is in breach of the duty of confidentiality to the school the staff and the students. 
 
A governing body can vote to suspend a governor on any of these grounds, but does not have to and 
generally should be used only as a last resort after other efforts to seek resolution have been used. 
 
Any motion to suspend must be specified as an agenda item at a meeting of which at least seven days’ 
notice has been given.  Before the governing body votes to suspend a governor, the governor proposing 
suspension must give the reasons for doing so and the governor proposed for suspension must be given the 
opportunity to make a statement in response before withdrawing from the meeting so that the vote can 
take place.  If it is decided that suspension will be invoked, a second vote takes place to determine the 
period of suspension.  All voting is by secret ballot. 
 
A governor who has been suspended must be given notice of any meetings and must be sent agendas, 
reports and papers for meetings missed during suspension and shall not be disqualified from continuing to 
hold office for failure to attend meetings for six months. 
 
The governing body may remove from office any appointed governors: these are co-opted governors, 
partnership governors and appointed parent governors (but not elected parent governors).  The reasons for 
proposed removal must be made known to the governor, who will have an opportunity to make a defence.  
A vote by secret ballot will be taken on a resolution to remove.   
 
The local authority may remove an Authority governor. 
 
Elected governors (staff and parents) may not be removed from office but may be considered for suspension 
under the grounds set out in law. 
 
Any governor will automatically be removed from the governing body if disqualified by reason of 
unauthorised absence from governing body meetings for more than six months, or if s/he is subject to any 
other legal grounds for disqualification. 
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Expenses and Pecuniary Interests 
 
Governors’ expenses 
The Headteacher has been given delegated powers to deal with the reasonable expenses of governors. 
 
Pecuniary and business interests 
The register of governors’ pecuniary and business interests is maintained by the clerk to the governing body 
and is kept confidentially in the school. New governors will be asked on appointment to complete a form 
detailing pecuniary and business interests. Existing governors will be requested annually during October to 
sign a new form, even if there is no change in their circumstances, to confirm that the information is current. 
Individual governors whose circumstances change in respect of pecuniary and business interest should take 
the initiative in completing a new form (see Appendix 4). 
 
At every meeting, the first agenda item, after apologies, will be any declaration of interest applicable to the 
items on the agenda. 
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Meetings of the Governing Body 
 
Main Governing Body Meetings 
The governing body conforms to the legal requirement to meet three times each academic year – this 
Governing Body meets twice during the Autumn Term and once in the Spring and Summer Terms. 
 
The clerk will give written notice of the meeting, a copy of the agenda and any reports or other papers to 
each governor, the Headteacher and associate members at least seven clear days in advance of the meeting. 
All papers are available on the governors’ VLE. 
 
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 transacted.  The clerk must convene the meetings as quickly as is 
reasonably practicable.  The chair of governors will be informed of the request. 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. 
 
The governing body expects all governors to make every effort to attend and contribute to all meetings of 
the full governing body and the meetings of the committees of which they are members. 
The governing body accepts this attendance to include alternative arrangements for governors to participate 
or vote at meetings of the governing body including but not limited to by telephone or video conference as 
covered in The School Governance (Roles, Procedures and  Allowances)(England) Regulations 2013. 
http://www.legislation.gov.uk/uksi/2013/1624/regulation/14/made 
 
At the end of each academic year the governing body agrees the times and dates for full meetings of the 
governing body for the following year.   
 
Voting / Quorum 
The quorum for a Main Governing Body Meeting and for any vote on any matter at this meeting shall be one 
half (rounded up to a whole number) of the actual membership of the Governing Body, excluding vacancies. 
The quorum for committees is three members of the Governing Body. If the number of members who are 
present at the time and place appointed for a meeting are insufficient to make that meeting quorate, the 
meeting shall be deferred to another date or agenda items requiring decision shall be deferred to the 
following meeting. 
 
Every question to be decided at a meeting of the governing body shall be determined by a majority of the 
votes of the governors present and voting on the question. Where there is an equal division of votes the 
chair or the person acting as chair (provided s/he is a governor) shall have a second or casting vote (associate 
members acting as chair do not have a casting vote). Normally decisions will be agreed by the chair seeking a 
consensus view at the end of a discussion. Where the chair or another governor (with the support of the 
governing body) considers it appropriate to take a vote, the governing body shall determine whether this will 
be by show of hands or ballot. A secret ballot will be organised where this is agreed by the governing body. 
All resolutions put to a vote require a proposer and seconder and will be decided by a simple majority vote, 
with the chair having a casting vote. The clerk will record the voting figures, including abstentions. 
Information on how individual governors voted is confidential to the meeting, though individuals may 
request that their votes be recorded 
 
Drawing up agendas 
For full meetings of the governing body, the agenda will be arranged between the chair of governors, the 
Headteacher and the clerk at least three weeks before the meeting.  Priorities will be discussed and the 
agenda agreed. This can happen through email exchange or face to face. Governors may request items be 
placed on the agenda for governing body meetings by contacting the clerk or the chair more than three 

http://www.legislation.gov.uk/uksi/2013/1624/regulation/14/made
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weeks in advance of the meeting.  The chair makes the final decision on agenda items, placing priority items 
near the top of the list and taking into account the views and advice of the head and clerk, but the chair 
should not use this power to forbid discussion on matters put forward by governors 
 
The agenda at every meeting of the governing body will include a report by the Headteacher or his or her 
staff nominee. The agenda and any supporting papers (and, if not previously distributed, the approved draft 
minutes of the last full meeting of the Governing Body and the minutes of committee meetings) will be sent 
to all governors to arrive at least seven days before the meeting in question. The agenda will include “Items 
for Future Discussion”. This gives governors the opportunity to note that they wish a matter to be 
considered.  The Chair of the meeting will decide if the item can be dealt with at that meeting or if it will be 
added to the agenda for the next meeting or passed to a committee. 
 
The same processes are used in drawing up committee agendas.  The clerk, committee chair and SLT lead 
will be involved in this case.  
 
Minutes 
The clerk will ensure that minutes of the proceedings of a meeting are drawn up and signed by the chair at 
the next meeting. Minutes should record the decisions and actions in as succinct manner as possible. 
 
The governing body shall, as soon as reasonably practicable, make available for inspection by any interested 
person a copy of: 

 the agenda for every meeting 

 the signed minutes of every such meeting 

 any reports or papers considered at any such meeting. 
 
The governing body can exclude any material relating to: 

 a named person who works, or it is proposed should work, at the school 

 a named student at, or candidate for admission to, the school 

 any other matter that, by reason of its nature, the governing body is satisfied should remain 
confidential, having in mind the requirements of freedom of information legislation 

 
The minutes will be drawn up by the clerk and kept as a permanent record, in paper copy and the file kept in 
school. On approval by the governing body at the next relevant meeting, the chair will sign each page.   
 
Draft minutes should be checked for accuracy by the chair and Headteacher within ten days of the meeting 
before being circulated to all governors.    
 
A copy of the signed minutes will be available for inspection by parents and members of the public at the 
school.  The minutes of confidential items will generally be available only to the governors attending the 
meeting at which they were discussed (see Confidentiality below). 
 
Attendance and apologies for absence 
The governing body expects all governors to make every effort to attend full governing body meetings and 
meetings of the committees of which they are members. 
 
The Headteacher, whether or not a governor, is entitled to attend all meetings of the governing body but will 
be asked to withdraw from meetings during discussion and decisions on the head’s pay. 
 
The clerk records the names of all those present at the meeting, including her own name and the names of 
associate members and any visitors and observers. The minutes will record the late arrival or early departure 
of governors or associate members.   
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The Government has laid down clear guidelines for governor attendance at meetings.  A governor who is not 
able to attend a meeting should give apologies, explaining the absence.  The governing body will decide at 
the meeting whether or not to accept the apologies and record its decision in the minutes of the meeting.  
Where apologies have not been accepted, the clerk will inform the absent governor.  Where a governor fails 
to attend a meeting and does not give apologies beforehand, the absence is noted in the minutes. 
 
Any governor or associate member who fails to attend a meeting of the full governing body for six months 
from the first meeting missed will be automatically disqualified unless the governing body has accepted 
apologies, in which case the six month period starts from the first meeting at which apologies are not sent or 
are not accepted.  The clerk will inform the governor or associate member of the disqualification rule before 
the end of the six month period. Where a governor or associate member is missing meetings, the chair of 
governors will arrange to meet the person to discuss any difficulties.  
 
 
 
 
Correspondence 
The clerk maintains a file of correspondence related to the Governing Body. The chair, Headteacher and 
clerk will agree which items of incoming correspondence will be presented for discussion at full governing 
body meetings. This will not, however, include letters of complaint sent to the clerk; letters of complaint will 
be dealt with in line with the school’s complaints procedure. 
 
The governing body will from time to time determine who should write letters, policy papers or discussion 
documents and other materials on its behalf.  No governor should write such a letter or policy paper or make 
a public statement without the authority of the governing body or, under agreed delegated arrangements, a 
committee. 
 
Confidentiality 
Although minutes of governing body and committee meetings are public documents, 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 in meetings.   
 
The governing body may keep certain parts of its discussions confidential and omit details from the public 
minutes.  A matter is confidential if so declared by the chair of governors or committee chair at a meeting 
with the agreement of members present, or by the governing body in retrospect in exceptional 
circumstances, and having regard for the requirements of freedom of information legislation.  Generally, this 
is done to protect the identity of persons under discussion, including a parent, student, member of staff or 
governor.  Confidential minutes will be available to all persons present at the meeting at which the 
confidential matter was discussed and, at the discretion of the governing body, to other governors who need 
to have this information in order to form judgments and make decisions.  Confidential minutes will not be 
available for circulation to parents or members of the public except where disclosure is required under 
freedom of information legislation.  The minutes of confidential items will be printed on pink paper for ease 
of identification.  The clerk will ensure they are kept in a secure place in the school.    
 
A confidential matter recorded on pink paper is not to be discussed by any governor outside the meeting, 
including with fellow governors.  Individual governors will be asked to account for any breaches in 
confidentiality and the governing body may vote to suspend or remove a governor who has breached 
confidentiality. 
 
Rights of persons to attend meetings 



24 

 

 

In addition to governors, those who may attend a governing body meeting are: 
                       

- the clerk to the governing body 
- an associate member – although the governing body may exclude an associate member from 

any part of its meeting which s/he is otherwise entitled to attend when the business under 
consideration concerns an individual member of staff or student 

- the deputy heads and member of the Senior Leadership Team who service key Governor 
Committees 

- anyone else by invitation of the governing body in agreement with the Headteacher 
 
Non-governors are not entitled to speak at meetings unless invited to do so by the chair, and they may not 
vote.  The governing body may ask visitors to leave a meeting at any time.   
 
Conflicts of interest 
Where there is a conflict between the interests of any person and the interests of the governing body, that 
person should withdraw from any meeting of the governing body or its committees and should not vote.  In 
a situation where the principles of natural justice require a fair hearing and there is any reasonable doubt as 
to a person’s ability to act impartially, he or she should also withdraw from the meeting and not vote. If 
there is any dispute as to whether or not a person must withdraw from a meeting the other governors 
present at the meeting must decide on this. 
 
Action following meetings, and urgent actions 
The governing body authorise the chair or clerk to ensure that action agreed at meetings is followed up by 
the named person within the agreed timescale. The chair, clerk and Headteacher will monitor progress of 
actions when planning the next full meeting of the governing body. 
 
Where urgent action is needed, the chair (or vice chair where the chair is unable to exercise this 
responsibility) has power to exercise any function of the governing body that may be delegated where delay 
would be likely to be seriously detrimental to the interests of the school, or to any student, parent or staff 
member.   (In this context, ‘delay’ means delay for a period longer than the earliest date on which it would 
be reasonably practicable for a meeting to be held of the governing body or of a committee to which the 
function in question has been delegated.)The chair will use these powers only when absolutely unavoidable 
and will report any urgent action taken at the next full meeting of the governing body, usually in writing as 
part of a chair’s report to governors. 
 
Extraordinary meetings 
Any three members of the governing body may request a meeting by giving written notice to the clerk that 
summarises the business to be conducted.  The clerk must convene a meeting as soon as is practicable.  At 
least seven days before the meeting the clerk must give each governor, associate member and the 
Headteacher (if not a governor) written notice of the meeting, a copy of the agenda and any papers to be 
considered.   
 
The chair will be informed when any three governors plan to request an extraordinary meeting.  Governors 
considering requesting an extraordinary meeting will be expected to have given consideration to the 
implications for governors’ time and to have weighed up other options, such as an agenda item at the next 
full meeting of the governing body. 
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Committees and Working Panels 
 
The governing body will normally delegate decision-making powers to its committees.  Committees operate 
in a broadly similar manner to the governing body: they must have a chair, who is elected by the committee; 
they may have a vice chair (though this is not a legal requirement); there has to be a clerk; meetings must 
include an agenda and papers, distributed with due notice; minutes must be approved and published, unless 
confidential. 
 
The governing body must review annually the establishment, terms of reference, constitution and 
membership of any committee.  The quorum for a meeting of a committee is three governors.   .  The 
governing body may remove the chair of a committee at any time.  The membership of any committee may 
include associate members, provided that a majority on the committee are governors.  No vote shall be 
taken at a committee meeting unless the majority of members of the committee present are governors 
Associate members may have voting rights on committees if these are granted by the governing body within 
the law.  The law does not permit associate members to vote on resolutions concerning admissions, student 
discipline, election or appointment of governors, or the budget and financial commitments of the governing 
body. 
 
The membership of the following working panels shall be determined by the appropriate committee: 

- Staff Dismissal Panel (Staffing and Strategic Committee) 
- Staff Dismissal Appeals Panel (Staffing and Strategic Committee) 
- Employee Grievance Panel (Staffing and Strategic Committee) 
- Student Exclusion & Student Behaviour  Panel are determined by email invite 

 
Committee structure and operation  
 

 Governors are invited to volunteer one ‘core’ committee involvement and one ‘interest’ committee 
involvement; not all Governors may feel able to commit to two committees – all would be expected 
to commit to one ‘core’ membership 

 ‘Core’ committee involvement would signify a desire and ability to become a specialist in that area – 
to attend appropriate training (through Governor Services, occasional in-school briefings, reading 
and research) – and to commit to full attendance at committee meetings to ensure meetings are 
always quorate and capable of fulfilling business at a high level 

 ‘Interest’ committee involvement would signify a more general approach – committee papers read, 
of course, but essentially bringing a good ‘common sense’ approach to the issues under discussion   

 This would not preclude Governors from attending any of the other committees (Staffing and 
strategic planning is always limited to Chairs of Committees for confidentiality reasons) Ideal 
membership of committees would be as follows:  
 

 Curriculum committee  5 Core  3 interest 
 Pastoral committee  6 Core  3 interest 
 Site & Services committee 3 Core  3 interest 
 Finance    3 Core  3 interest 

 
Pastoral and curriculum are larger due to the centrality and complexity of their brief and, in the case 
of the pastoral committee, because of the need for a bank of governors required for exclusions 
appeals. 
 

During the first committee meeting of the Autumn term, each committee will review their terms of 

reference for the year (see appendix 5). 
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Governor Training 
 
With respect to some roles there is a statutory obligation to be trained, for instance in handling exclusions or 
for certain nominated roles (Safeguarding, SEND, etc). Otherwise governors are expected to attend training 
sessions relevant to the committees they serve on. The clerk will regularly remind governors of the courses 
available via the NGA and other relevant providers.  
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Governors’ Visits to School 
 
Governors’ visits are an opportunity for governors to collect information on the impact of policies and plans, 
to meet staff and to understand better how the school operates.  While there may be an element of 
monitoring in a visit, governors must not monitor the quality of teaching; this is the Headteacher’s 
responsibility.  Visits will usually focus on any special responsibilities held by governors or priorities in the 
school development plan.   
 
The governing body has adopted a visits policy (see Appendix 6).  The policy lays out clear protocols for the 
preparation for meetings, the visit itself and post-meeting action.  Every governor is asked to visit the school 
at least once a year. The timing and date of visits should be agreed well in advance with the Headteacher 
using the appropriate form. 
 
Feedback on each visit should be presented to the relevant committee or MGB as appropriate. 
 
A log of governors’ visits is kept by the clerk, including the dates and purposes of visits and the teachers and 
classes visited.   
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Complaints from Parents and Carers 
 
Complaints by parents about the running of the school will be dealt with in accordance with the Governors’ 
agreed procedure; this may mean that the subject teacher or tutor will be invited first to deal with the 
complaint.  It will then pass to the Headteacher.  If there are still concerns, the matter will be passed on to 
the chair of governors who may involve a small panel of governors.  This is a process governed by statutory 
guidance. In no circumstance should any governor attempt to become involved in the resolution of a 
parent’s complaint except by advising how the process works. 
 
For full policy, please see the school website www.lytchett.org.uk  
 

http://www.lytchett.org.uk/
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Equality 
 
The governing body is responsible for ensuring the school complies with equality legislation, in particular the 
legislation on race relations, disability discrimination and sex discrimination, and the Equality Act 2010.  The 
general duty on schools is to have regard for the need to eliminate unlawful discrimination and promote 
equality of opportunity.   
 
For full details of the Single Equality Policy, please see the school website www.lytchett.org.uk  
 

http://www.lytchett.org.uk/
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Communication 
 All governors are requested to complete a form with their contact details   

 Contact details will be stored by the clerk.  Governors should keep these details confidential and 
some of these circulated to all governors 

 Parents/members of the public wishing to contact individual governors will be asked to do so via the 
Clerk to the Governors using the school email/postal address and telephone number 

 The governing body should make decisions on the extent to which email will be used for sending out 
agendas, papers and minutes  

 Meetings may be held electronically if this is organised in advance.  A governor does not have to be 
physically present at a meeting in order to vote; a vote can be made by video link.  A governor who 
was appearing at a meeting via a video link would be able to vote, and would form part of the 
quorum 

 While chairs may use email circulation to inform members of the governing body or to discern 
opinion, no decisions may be made through this means (unless agreed at a committee meeting or 
MGB meeting) 
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Appendix 1 Instrument of Government 
INSTRUMENT OF GOVERNMENT OF FOUNDATION SCHOOLS 

MADE BY DORSET COUNTY COUNCIL 

UNDER SCHOOL GOVERNANCE (CONSTITUTION) (ENGLAND) REGULATIONS 2012 

 

 

1. The name of the school is Lytchett Minster School. 
 

2. The school is a foundation school. 
 

3. The name of the governing body is “The Governing Body of Lytchett Minster School”. 
 

4. The governing body shall consist of: 
 

a. 7  Parent Governors 
 

b. 1 Local Authority Governor 
 

c. 1 Head Teacher 
 

d. 1 Staff Governor 
 

e. 8  co-opted governors 
 

f. 2  Partnership Governors 
 

 

5. Total number of governors: 20 
 

6. The term of office is four years. 
 

7. This instrument of government comes into effect on 1st September 2015. 
 

8. This instrument was made by order of Dorset County Council.  
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THE COMMON SEAL of the 

DORSET COUNTY COUNCIL 

was affixed hereto in the 

presence of: 
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Appendix 2 Members of the Governing Body December 2021 
 
 

PARENT GOVERNORS   Appointment ends 
     
Mrs L. Barraclough   11 September 2022 
Mr J. Melleney    3 December 2023 
Mr C. Spence    3 December 2023 
Mr A. Wills    3 December 2023 

  Mrs J. Bailey    30 March 2025 
  Ms R. Crews    7 December 2025 

 Mr.R.Brown    1st February 2026 
 

STAFF GOVERNORS 
 

Mr A. Mead     
  Mrs S. McCarthy   4 January 2023     

 
AUTHORITY GOVERNORS 

   
Mrs L. Girling    4 March 2024 

 
CO-OPTED GOVERNORS 
 

  Mrs  J. Yorke    30 March 2025 
Mr M. Taylor    9 July 2023 
Mr M. Lesser     27 March 2025 
Ms C. Bossons    1 June 2022 
Mrs E . Hall    7 July 2024 
Mr I Odhams    30 March 2025 
Mr L. Crutcher     7 December 2025 
VACANCY 

 
 
  PARTNERSHIP GOVERNORS 
  Rev S. Partridge    26 March 2022 

Mr. M. Rathbone   7 December 2024 
 
  ASSOCIATE GOVERNORS 
   

     
 
 
      

All appointments are for a period of four years. 
 

The Clerk to the Governors, Mrs J Hayward, can be contacted at the school.
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Appendix 3 Code of Conduct for Governors at Lytchett Minster School 
 
Date adopted: December 2019  Date for Review:   December 2022 
 
Introduction 
This Code of Conduct is not a definitive statement of responsibilities but sets out the broad principles by which 
governors at this school will operate. It should be read alongside the Standing Orders for Lytchett Minster School. 
 

General: 
1. Our principal concern as a governing body (GB) and as individual governors is the welfare of the school. 
2. Our main focus is on school improvement and the raising of standards of student performance in the school. 
3. We recognise our responsibility for determining, monitoring and reviewing the policies, plans and procedures 

within which the school operates. 
4. We recognise that the Headteacher is responsible for the implementation of policy and the day-to-day 

management of the school. 
5. We understand that all governors are equal members of the GB. 
6. We understand that we have no authority to act individually unless the GB has given us the delegated 

authority to do so and it is legally permissible. 
7. We know that we must act fairly and without prejudice in all matters, including our responsibilities as a good 

employer. 
8. We will encourage open government. 
9. We will give careful consideration to the impact of our decisions on people, organisations and the school. 

Commitment: 
10. We recognise the need to commit time and energy to being an effective governor. 
11. We will each involve ourselves in the work of the governing body by attending meetings, serving on 

committee(s) and accepting a fair share of responsibility. 
12. We acknowledge our needs for development and training as governors. 

Relationships: 
13. We will work as a team. 
14. We will develop effective working relationships with the Headteacher and staff, parents, the LA and the 

diocese, and representatives of the community. 
Consent: 
15. I give permission for my personal details to be shared with other governors as appropriate. The Clerk will 

have access to all governors details and the Chair and Vice Chair will have phone details. All governors will 
have access to email addresses. 

Confidentiality: 
16. We will observe confidentiality as required. 
17. We will exercise prudence and tact if contentious issues affecting the school arise outside the GB. 

Conduct: 
18. We will encourage the open expression of views at meetings, but accept collective responsibility for decisions 

made by the governing body. 
19. We will speak or act on behalf of the GB only when authorised to do so. 
20. In making or responding to criticisms or complaints about the GB, we will follow the procedures established 

by the GB. 
21. Our visits to school as governors will be within the protocol agreed by the governing body and staff. 
22. We will always be mindful of our responsibility to maintain and develop the ethos and reputation of the 

school. 
 

Signed: …………………………………………………………………………      Date: ……………………………………………………………….. 
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Appendix 4 Registration of Pecuniary Interests – SLT, Budget Holders and 
Governors 
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Appendix 5 Terms of Reference 
CURRICULUM COMMITTEE 
TERMS OF REFERENCE 
(Reviewed by this committee on 23rd November 2021) 
1. To review the policies allocated to this committee according to the schedule of policy review. 
2. To advise the Governing Body on:  

 Monitoring and Review of the School Development Plan as delegated by the Main Governing 
Body 

 Monitoring and review of the school’s delivery of performance targets  

 The school's Curriculum, structure, teaching styles and assessment procedures 

 Their statutory obligations under the National Curriculum 
 

3. To review statutory and non-statutory education policies and provision including but not limited to 
the following: 

 Collective Worship 

 Religious Education 

 Sex Education 

 Special Educational Needs 

 Gifted and Talented pupils 

 Single Equality Policy 
 
The Curriculum Committee meets once per term and has a quorum of three governors. 

 

 

FINANCE AND ADMINISTRATION COMMITTEE 
TERMS OF REFERENCE 
(Reviewed by this committee on 15th November 2021) 
1. To review the policies allocated to this committee according to the schedule of policy review. 
2. To approve the budget in a timely manner in accordance with audit recommendations, subject to 

review and ratification by the Full Governing Body in its summer term meeting. 
3. To support the School's financial management. 
4. To advise other committees on financial matters. 
5. To determine lettings policy. 
6. To recommend schemes for income generation. 
7. To appoint a responsible officer to undertake monitoring checks 
8. To take cognisance of issues arising out of the School Development Plan 
 
DELEGATED POWERS TO THE HEADMASTER 
 
1. Appointment of Business Manager. 
2. Determination of administrative staffing structure. 
3. Headmaster, in consultation with Chair of Finance Committee, empowered to vire between budget 

headings as necessary (except that any decrease of the levels of academic staff budgets needs 
approval of either the Chair or Vice-chair of the full Governing Body) but this will always be included 
in the Chair of Finance’s report to the Main Governing Body. 

 
The Finance and Administration Committee normally meets once per term and has a quorum of three 
governors. 
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PASTORAL COMMITTEE 
TERMS OF REFERENCE 

(Reviewed by this committee on 12th October 2021) 
 
1. To review the policies allocated to this committee according to the schedule of policy review. 
2. To support the Pastoral System, making recommendations to the Governing Body. 
3. To liaise with the Assistant Head (Pastoral) and other pastoral staff. 
4. To provide a Governors' Behaviour Panel, to deal with extreme cases of behaviour. 
5. To liaise and assist the Staffing Committee in matters of staff support. 
6. Monitoring and Review of the School Development Plan as delegated by the Main Governing Body 
 
DELEGATED POWERS 
 

1. Student disciplinary matters 
2. Appointment of a governor responsible for safeguarding (reviewed annually) 

 
The Pastoral Committee meets once per term and has a quorum of three governors. 
 

 

SITE AND SERVICES COMMITTEE 

TERMS OF REFERENCE 

(Reviewed by this committee on 9th November 2021) 
DELEGATED POWERS TO THE SITE AND SERVICES COMMITTEE 

The board of governors, at the Main Governing Body Meeting, has granted the Site and Services 

committee, where applicable, the power to ratify their own policies without the requirement for 

further ratification at the MGBM. 

1. To review the policies allocated to this committee according to the schedule of policy review. 

2. To monitor the state of the buildings and grounds and plan for its routine repair and 

maintenance. 

3. To monitor and review the Site Master Plan in respect of the current and future disposition, 

development and value of infrastructure assets to meet the foreseeable needs of the school. 

4. To discharge Governors' responsibilities under the Health and Safety at Work Act: 

a. Setting the direction for effective health and safety management ensuring that H&S is 

an integral part of the School’s culture, values and performance standards. 

b. Promoting a positive culture of sensible H&S management throughout all school 

activities. 

c. Playing a key part in tackling risk aversion, helping to promote a wider sense of 

perspective and ensure the correct balance in managing risk. 

5. To monitor and review building contracts between the school and contractors. 

6. To monitor and review major service contracts and in-house service provision in consultation 

with the Chair of Governors and Chair of the Finance and Admin Committee. 
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STAFFING AND STRATEGIC PLANNING COMMITTEE 

 

MEMBERSHIP AND TERMS OF REFERENCE  

(Reviewed by this Committee 30th September 2021) 
 
Membership - Chair of Governing Body (Chair) and Chairs of Permanent Governing Body committees 
(Pastoral, Finance, Site and Services, Curriculum). 
 
Terms of Reference 
 

1. To review the policies allocated to this committee according to the schedule of policy review. 
2. To review annually (normally at the meeting in the Summer Term) the Teacher's Pay Policy for 

Lytchett Minster School and to operate in all matters within this pay policy. 
3. The appointment of academic staff and variation of the staffing structure, taking account of 

recommendations of other relevant committees.  Determination of the composition of interviewing 
panels. 

4. The determination of staff pay and conditions, identifying any achievements or duties requiring 
particular reward and to review annually the position on the salary spine of Headteacher, Deputy 
Headteachers and Assistant Headteachers. 

5. Consideration of possible cases of redundancy, premature retirement, and other termination of 
employment of staff. 

6. Consideration of matters of staff discipline and grievance.(Pastoral Committee to be consulted if 
required). 

7. To liaise with teacher associations and to consult with staff through the normal staff consultative 
arrangements. 

8. To ensure an appropriate programme of Governor Development exists and to consider governor 
recruitment to vacancies. 

9. The determination of and to consider all staffing related policies (mandatory policies – Teachers’ 
Pay, Appraisal, Allegations of Abuse against Staff). 

10. To review annually the HR and legal services purchased by the school. 
11. To identify, research and analyse issues of strategic importance to the school and produce 

appropriate papers and proposals for the consideration of the Governing Body. 
12. To monitor and review the School Development Plan as delegated by the Main Governing Body 

 
Delegated Powers 
 
Determination and variation of staffing structure within the established budget, in consultation with the 
Headteacher. 
 

 The Staffing and Strategic Planning Committee shall form the panel for interviewing candidates for 
Headteacher, Deputy Headteachers and Assistant Headteachers.  The Headteacher shall be included in any 
interviewing panel for a Deputy Headteacher and Assistant Headteacher appointment. 
 
Appointments and Promotions 
 

 Appointment of staff is delegated to the Headteacher except in the case of appointment of Assistant 
Headteachers, Deputy Headteachers and the Headteacher. 
 
The Staffing Committee meets once per term and has a quorum of three governors. 
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Appendix 6 Governor Visits Policy 
 

May 2021 
 
 
In the DfES Guide to the Law for School Governors, it states: 
 
School Visits 
Governors need to know their school, if accountability is going to be robust and their vision for the school is 
to be achieved. Many governors find that visiting, particularly during the day, is a helpful way to find out 
more about the school. Through pre-arranged visits that have a clear focus, governors can see whether the 
school is implementing the policies and improvement plans they have signed off and how they are working 
in practice. Visits also provide an opportunity to talk with students, staff and parents to gather their views. 
 
Governors are not inspectors and it is not their role to assess the quality or method of teaching or extent of 
learning. They are also not school managers and should make sure they do not interfere in the day-to-day 
running of the school. Both are the role of the Headteacher. If governors wish to spend time within a 
classroom, they need to be very clear why they are doing so. 
 
The Headteacher and Governing Body of the school strongly affirm the value of Governor visits to the school 
and the function of this policy is to clarify the purpose of visits and to outline procedures to guide Governors 
to ensure that their visits contribute effectively to the work of the Governing Body and support the strategic 
development of Lytchett whilst minimising any interference with the smooth running of the school. Lytchett 
has well developed procedures and approaches both for observation of the work of the school and active 
participation in it through Action Research opportunities. Governor visits are fully compatible with, and can 
contribute invaluably to, this approach to school improvement. 
 
Purpose  
In visiting the school, Governors are seeking to become well acquainted with the operation of the school, the 
nature of the education and training it gives and the challenges it faces. The nature of the classroom 
experience is the key aspect of the life and work of the school and likely to form the prime focus of Governor 
visits. The School Development Plan also defines key areas of development that Governors may wish to see 
in action at first hand. This is helpful to the Governing Body in developing its understanding of the work of 
the school and in helping to shape its sense of the school’s effectiveness. The purpose of Governor visits is 
not to pursue a personal agenda, e.g. to follow up an issue relating to their own child or that of an 
acquaintance. Where academic visits take place, they will not be to teachers of their own child for instance 
and where House visits take place, Governors will visit another Head of House than that of their own child. 
 
The purpose of visiting the school is supportive not inspectorial. It is to accumulate the knowledge of the 
school in action to enable Governors to fulfil their ‘critical friend’ role, to affirm and appreciate what is good 
and to be able to ask relevant questions about standards in the school in the context of its improvement 
plan. Visits contribute one important element to the monitoring role of Governors. Other important aspects 
include reports and presentations from the Head and other staff; annual examinations feedback; Ofsted 
reports; the school development plan; the work of committees. 
 
Procedure 

 Each committee will be asked to draw up a programme of visits that will inform the Governing Body 
and support the development of the school. These will be relevant to each committee and its 
purpose with clear links to the School development plan. It will of course be appropriate for 
Governors to request additional visits which the Head will seek to accommodate. 
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 Prior to a visit, the Governor will outline the focus of the visit and discuss this with the head/ Deputy 
and agree a convenient time for it to take place. He/she will ensure that 
teachers/departments/houses are informed and happy with arrangements and that the explicit 
purpose and focus have been agreed by all; he/she will also ensure that any relevant specific 
guidance to the Governor is given (is participation in the lesson appropriate? Is there an action 
research element that the Governor could fulfil? Are there any specific health and safety 
considerations?) 

 Wherever possible, visits will cover a range of activities to give breadth and balance of perspective 
(e.g. a subject visit might include: a brief discussion with the head of department, visits to between 
two to four lessons and break time coffee with department members; a house visit might include a 
brief discussion with the head of house, a house assembly, a visit to a couple of house periods and a 
discussion with some tutors) 

 For a visit to have full value, there needs to be feedback first to the Head and then to the Governing 
Body. For both, the completion of the Feedback Form outlining the objectives ad results of the visit 
will be beneficial. At the end of each visit, there should be a feedback to the Head in which any 
questions or concerns should be raised.  

 On arrival at the school, the Governor should sign in at Reception where he will meet the Head or 
Deputy Head to discuss arrangements for the visit. At the end of the planned activity, the Governor 
should fill in the feedback form in which positives and any questions and concerns are raised. This 
should be given to the Head at the feedback session and at the end of the visit and this will form the 
record of the visit, the basis of the Head’s feedback to staff and the entry in the Governor’s Record 
of Visits. 

 Further guidance given in most Governor visits protocols: Governors should seek to minimise their 
impact on staff time. Governors should only go into classes when invited to do so by the teacher. For 
reasons of practicality and sensitivity, Governors’ visits need to be agreed and planned in advance 
(with at least one week’s notice). Governors will always make an appointment through the 
Headteacher or Deputy Head when they want to come into the school; members of staff are always 
free to say when is not convenient for a Governor to come in at a particular time. These contacts 
should not be used to raise individual problems that should properly be resolved by the senior 
management team. If Governors see something that worries them, they will discuss this first with 
the Headteacher. Governors recognise that visits can be stressful in the busy-ness of the school day 
and therefore the number of visits needs to be moderate and will be managed by the Head to 
ensure this. Governors will not make promises to staff on behalf of the Governing Body. They will 
respect the normal conventions of confidentiality, in particular issues that surrounding named staff 
or students. They will recognise that sometimes it might be appropriate to leave the classroom 
should a situation arise where their presence might become more problematic, e.g. a behaviour 
outburst. They should never intervene but return to Reception. In exceptional circumstances, a 
teacher may request a Governor to leave the classroom. 

 Teachers will raise any concerns over the visit with the Headteacher or Deputy Headteacher. 
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Appendix 7 Governor Computer and Internet Acceptable Use Policy 
 
All users need to be aware of how to use school systems safely, legally and appropriately with regard to their 
own and others’ welfare.  This acceptable use policy outlines how users should, and should not, use the 
computer and Internet facilities provided by the school. 
 

Lytchett Minster School monitors and records users’ computer and network activities, and the data that 
they access and store, to help guard against inappropriate or illegal use.  This information may be passed 
to other relevant authorities (e.g. the police) if any illegal activity takes place.  This information is 
recorded against the user’s login name. 

 
All users shall: 

1. Use the school’s computer systems for school-related purposes only. 
2. Always ensure that, when they have finished working, they log off properly 
3. Ensure emails are polite and contain all the usual levels of courtesy associated with a letter or direct 

conversation. 
4. Report any inappropriate material discovered to a member of the IT Support Department. 

 
All users shall not: 

1. Dismantle, damage, disable or reverse engineer any school systems/equipment. 
2. Intentionally waste resources. 
3. Use school systems for commercial purposes (buying and selling). 
4. Give any of their own or other people’s personal details (school, address, email address, phone 

number, picture, etc.) over the Internet. 
5. Disclose their password to others or use passwords intended for others.   
6. Attempt to guess other users’ passwords, bypass security in place, hack into, or alter settings on 

computers or the network. 
7. Attempt to gain access to areas of the system for which they do not have the appropriate permissions. 
8. Use any hacking or key/code cracking software. 
9. Promote or attempt to spread viruses or any other malicious computer code/programmes. 

10. Breach copyright law relating to computer software, music, video or other copyrighted material. 
11. Create folders, use filenames, create documents or send emails that use offensive language. 
12. Send, download or post any files, attachments, or pictures that contain offensive or illegal material. 
13. Store their own music, video or other data on the school network, unless it is specifically for school 

use. 
14. Open attachments to e-mails unless they know who has sent them and the sender is genuine. 
15. Send or forward emails that contain extremist, pornographic, violent, racist, hacking, illegal or 

offensive materials. 
16. Send or forward emails that contain bullying, threatening, offensive or insulting language. 
17. Send or forward ‘spam’, chain, junk or nuisance emails. 
18. Ignore any ‘virus detected’ message, or fail to act on the instructions within it. 
 
Misuse of school computer systems may result in disciplinary action, including written warnings, or 
withdrawal of access privileges. 

 

Please retain this policy for your reference. 
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 Lytchett Minster School         
 

Governor computer and Internet acceptable use policy 
 

 
 

 

Governor name  ...........................................................................................................................................................  
 
Date of appointment  ............................................................................................  
 
 
 

Governor’s agreement 
 
I confirm that I have read, understood and agree to abide by the computer usage policy, a copy of which I 
have received.  I accept that the school has taken all reasonable steps to ensure online safety and prevent 
the viewing of unsuitable material, or unsuitable contacts, via the Internet.  I accept that the school cannot 
be held responsible if, despite these measures, these events take place.  I accept the full range of school 
disciplinary measures that will be followed if I misuse the school computer systems in a manner which does 
not comply with the computer usage policy.  I accept that, if I misuse the school computer systems in a 
manner which is illegal, the details obtained through monitoring of the network may be passed to the 
relevant authorities, including but not limited to the police. 
 
 
 
Signed  ................................................................................................................................  Date 
………………………………………………. 
 
 

 
 
 
 
 
 
 
 

 

For computer access to be granted, this signed form  
must be returned to the IT Support Office in the ICT Block. 
 

 
 
 
 
 
 
 
 
 

 
For IT Department use only 
 
Account activated   Initial:  ........................  Date:  ..........................  
Comments: 
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Appendix 8  Governor Induction Policy 
May 2021 

Aim 

To welcome, inform and assist all new Governors to settle into their role and become effective as soon as 

possible to retain good quality Governance across the school. 

Overview 

All new Governors will be expected to access a blended programme of learning as a requirement of the Code 

of Conduct. This includes signposting to reading material, access to a wide range of committee meetings and 

invites to join face to face training purchased from the Local Authority through an annual Service Level 

Agreement (SLA). To support this programme an experienced Governor will also act as a named Mentor to 

support new Governors in Main Governing Body meetings. 

Responsibilities  

The staffing and strategic committee is responsible for approving the programme of learning including its 

annual review. 

The Vice Chair of Governors is responsible for designing the programme of learning, reviewing it annually 

and liaising with the Local Authority to ensure its content is relevant and up to date with both legislation, 

Government guidance and good practice.  

He/she will meet all new Governors at an appropriate time to issue the programme of learning and regularly 

monitor participation. 

He/she will attend the staffing and strategic committee annually in the Summer term to present the 

programme of learning for approval. 

New Governors are responsible for completing the induction programme of learning and any identified 

ongoing learning. 

Programme outline 

Signposting to reading material (both online and paper format as applicable) will include the Governance 

handbook, Ofsted guidance, Governance Board standing orders and other essential educational information 

required to ensure Governors are able to gain the knowledge required to exercise their duties. 

Access to a wide range of committee meetings will include all committees excluding the staffing and 

strategic committee. Once induction is complete Governors will be linked to a minimum of two committees. 

One will be their ‘core’ committee and one will be their ‘interest’ committee as detailed in the standing 

orders. They will continue to be able to access all other committees if they so choose but attendance will not 

be expected.  
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Governors – Contact Details 

(NB: this information is confidential to Governors and not for general release - Correct as at March 7th  2022) 

 

Name Email Address Telephone Committee 

Ms L. Baraclough 

Parent   10.9.22 

lucie.baraclough@sky.com 

baracloughl@lytchett.org.uk 

 

17 Morden 

Road, Wareham 

BH20 7AA 

 

07818 017037 Curriculum 

Pastoral 

SEND Link Governor 

Ms Clair Bossons 

Co-opt  31.5.22 

bossonsc@lytchett.org.uk 

rick.bossons@ntlworld.com 

 

Lytchett Minster 

School, Post 

Green Road,  

Lytchett 

Minster, BH16 

6JD 

01202 622413 

01202 621683 

Pastoral, 

Sites and Services 

Mrs Jennie Bailey 

Parent 29.3.25 

jenbai@yahoo.co.uk 

baileyj@lytchett.org.uk 

27, Seven 

Barrows Road, 

Wareham BH20 

4BQ 

07980870913 Finance 

Sites and Services 

Mr Ryan Brown 

Parent 1.2.26 

 

Ryan.brown77@gmail.com Glenayr, Poole 

Road, Bere 

Regis, Wareham 

BH20 7LF 

01929 472492 

07838230210 

Finance 

Sites and Services 

mailto:lucie.baraclough@sky.com
mailto:bossonsc@lytchett.org.uk
mailto:rick.bossons@ntlworld.com
mailto:jenbai@yahoo.co.uk
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Ms Rachelle Crewes 

Parent 6.12.25 

 

 

Rachelle.crewes@gmail.com 

 

394 Blandford 

Road  

Poole 

BH15 4JJ  

 

07595533646 Finance 

Sites and Services 

Mr Luke Crutcher 

Co-opt 6.12.25 

  
luke@livinghometech.co.uk 

9 Sea View Road 

Upton 

Dorset 

BH16 5NF 

07391013136 Finance 

Sites and Services 

Mrs Luana Girling 

Local Authority 30.3.24 

girlingl@lytchett.org.uk 

luanagirling@gmail.com 

luana.girling@bcpcouncil.gov.uk 

64 Blackbird 

Close, 

Creekmoor, 

Poole, Dorset 

BH17 7YA 

01202 900159 

07801 058917 

01202 451005 
work 

Site & Services  (Chair) 

Pastoral 

VCoG 

Mrs Emma Hall 

Co-opt 6.7.24 

emma.hall@icloud.com 

halle@lytchett.org.uk 

emma.hall@me.com 

emma-hall@ntlworld.com 

18 Kinson 

Avenue, 

Poole, Dorset, 

BH153PH 

 

 Curriculum 

Pastoral 

PP Link Governor  

mailto:Rachelle.crewes@gmail.com
mailto:luanagirling@gmail.com
mailto:emma.hall@icloud.com
mailto:halle@lytchett.org.uk
mailto:emma.hall@me.com


50 

 

 

 

 

 

 

 

 

Mr Michael Lesser 

Co-opt 29.3.25 

ml@mhelesser.co.uk  

lesserm@lytchett.org.uk 

 

5, Burts 

Cottages 

Gaunts 

Common 

Wimborne 

Dorset 

BH21 4JW 

 

07973 370138 

 

01258 

840309 

Curriculum  (Chair) 

Finance 

KS5 Link Governor 

Mr Andrew Mead meada@lytchett.org.uk  01202 622413 Headteacher 

Attends All 

Mrs Sally-Anne McCarthy 

Staff 4.10.23 

mccarthys@lytchett.org.uk 

sallyannemccarthy@yahoo.com 

 

 01202 622413 Pastoral 

Curriculum 

Mr Jonathan Melleney jon.melleney@ntlworld.com 58 Pound Lane, 

Oakdale, Poole, 
07974 023125 Sites and Services 

mailto:ml@mhelesser.co.uk
mailto:lesserm@lytchett.org.uk
tel:01258%20840309
tel:01258%20840309
mailto:meada@lytchett.org.uk
mailto:mccarthys@lytchett.org.uk
mailto:jon.melleney@ntlworld.com
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Parent 3.12.23 melleneyj@lytchett.org.uk 

 

Dorset BH15 

3PT 

Finance 

Mr Iain Odhams 

20.3.25 

iainodhams@icloud.com 

odhamsi@lytchett.org.uk 

30 Old Chapel 

Drive, Lytchett 

Matravers, 

BH16 6HA 

07737537166 Sites and Services 

Pastoral 

Safeguarding 

Governor 

Rev. Stephen Partridge 

Partnership 07.2.26 

vicar@smlm.co.uk 

partridges@lytchett.org.uk 

 

The Rectory, 

Jenny’s Lane, 

Lytchett 

Matravers 

01929 459444 Pastoral 

Curriculum 

Mr Mark Rathbone 

Partnership  6.12.24 

mark.rathbone@phonecoop.coop 

rathbonem@lytchett.org.uk 

24 Fairview 

Drive, 

Broadstone, 

Dorset 

BH18 9AP 

Home: 01202-

692908  

 

Mobile: 07974-

065221 

 

Curriculum 

     

Mr Christopher Spence 

Parent 3.12.23 

spencec@lytchett.org.uk   

Christopherspence@gmail.com 

17 Tarrant 

Close, Poole, 

Dorset BH17 

07896 969 771 Finance 

Sites and Services 

mailto:iainodhams@icloud.com
mailto:vicar@smlm.co.uk
mailto:mark.rathbone@phonecoop.coop
mailto:spencec@lytchett.org.uk


52 

 

 

 9DN 

Mr Mike Taylor 

Co-opt 8.7.23 

mike.taylor.bh14@btinternet.com  

taylorm@lytchett.org.uk 

 

Long Acres, 

Huntick Road, 

Lytchett 

Matravers, 

Poole, Dorset, 

BH16 6BB 

07795 692838 Finance (Chair) 

Curriculum 

Mr Alex Wills 

Parent 3.12.23 

willsa@lytchett.org.uk 

alex@willscompany.co.uk 

 

 

26 Huntick 

Estate, Lytchett 

Matravers, 

Poole, Dorset 

BH16 6EB 

01202 944048 

07910 680804 

Curriculum (VC) 

Pastoral 

 

Mrs Jeanette Yorke 

Co-opt 29.03.25 

Jeanette.yorke@bcpcouncil.gov.uk 

 

yorkej@lytchett.org.uk 

 

2 Paddock 

Close, Lytchett 

Matravers, 

Poole, Dorset 

BH16 6AZ 

07957 278292 Pastoral (Chair) 

Curriculum 

CoG 

LAC Link Governor 

In attendance at meetings:  

Mr Kent Catchpole catchpolek@lytchett.org.uk  01202 622413 Curriculum 

Mr Kieren Hasler haslerk@lytchett.org.uk   01202 622413 Finance & Admin 

mailto:mike.taylor.bh14@btinternet.com
mailto:taylorm@lytchett.org.uk
mailto:willsa@lytchett.org.uk
mailto:alex@willscompany.co.uk
mailto:Jeanette.yorke@bcpcouncil.gov.uk
mailto:yorkej@lytchett.org.uk
mailto:catchpolek@lytchett.org.uk
mailto:haslerk@lytchett.org.uk
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Site & Services 

Staffing & Strategic 

Planning 

 Ms Sylvia Haddrell haddrells@lytchett.org.uk  01202 622413 Curriculum 

Pastoral 

 Ms Gerry Halley-Gordon Halley-Gordong@lytchett.org.uk 

 

 01202 622413 Curriculum 

Mr Tony Perry perryt@lytchett.org.uk 

 

 01202 622413 Curriculum 

Pupil Premium 

Mr Andrew Hannaford hannaforda@lytchett.org.uk 

 

 01202 622413 Curriculum 

Mrs Kirsty Cowley cowleyk@lytchett.org.uk  01202 622413 SEND and Inclusion 

Mrs J. Hayward haywardj@lytchett.org.uk 

jude@battle-axe.org 

 

 01929 459266 Clerk 

 

 

mailto:kasparp@lytchett.org.uk
mailto:Halley-Gordong@lytchett.org.uk
mailto:perryt@lytchett.org.uk
mailto:hannaforda@lytchett.org.uk
mailto:haywardj@lytchett.org.uk
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Appendix 10 Useful Contacts 
 
Governor Services 
Pupil & School Improvement 
County Hall 
Colliton Park 
Dorchester 
Dorset 
DT1 1XJ 
Tel: 01305 251000 
Governor Services | Dorset Nexus 
 
Government Departments 
 
Department for Education  
Piccadilly Gate  
Store Street 
Manchester 
M1 2WD 
Tel: 0370 000 2288 
www.gov.uk/government/organisations/department-for-education 
 
Equality and Human Rights Commission 
FREEPOST 
Equality Advisory Support Service 
FPN 4431 
Tel : 0808 800 0082 
www.equalityhumanrights.com 
 
 
 

https://www.dorsetnexus.org.uk/Services/782
http://www.gov.uk/government/organisations/department-for-education
http://www.equalityhumanrights.com/
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Education Law Association (ELAS) 
33 College Road 
Reading 
RG6 1QE 
Tel: 0118 966 9866 
Home - Education Law Association 
 
Independent Schools Council 
First Floor 
27 Queen Anne’s Gate 
London 
SW1H 9BU 
Tel: 020 7766 7070 
www.isc.co.uk  
 
Skills Funding Agency 
Cheylesmore House  
Quinton Road  
Coventry 
CV1 2WT 
Tel: 0345 377 5000 
www.gov.uk/government/organisations/skills-funding-agency  
 
Local Government Association 
Local Government House 
Smith Square 
London 
SW1P 3HZ 
Tel : 0202 7664 3000 
www.local.gov.uk  
 

http://www.educationlawassociation.org.uk/
http://www.isc.co.uk/
http://www.gov.uk/government/organisations/skills-funding-agency
http://www.local.gov.uk/


57 

 

 

 
 
National Association for Special Educational Needs 
NASEN House 
4/5 Amber Business Village 
Amber Close 
Amington 
Tamworth 
Staffs  B77 4RP 
Tel: 01827 311500 
www.nasen.org.uk 
 
Office for Standards in Education (OFsted) 
Piccadilly Gate  
Store Street 
Manchester 
M1 2WD 
www.gov.uk/government/organisations/ofsted 
 
General enquiries: 0300 123 1231 
About schools: 0300 123 4234 
About concerns: 0300 123 4666 
 
Local Government Ombudsman 
PO Box 1471 
Coventry 
CV4 0EH 
Tel: 0300 061 0614 
www.lgo.org.uk  
 
 

http://www.nasen.org.uk/
http://www.gov.uk/government/organisations/ofsted
http://www.lgo.org.uk/
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Royal Society for the Prevention of Accidents 
RoSPA House 
28 Calthorpe Road 
Edgbaston 
Birmingham 
B15 1RP 
Tel: 0121 248 2000 
www.rospa.com  
 
Governor Associations 
School Governors’ One Stop Shop 
Unit 11 Shepperton House 
83 – 93 Shepperton Road 
London   
N1 3DF 
Tel: 0202 7354 9805 
www.sgoss.org.uk 
 
National Governors Association 
NGA Headquarters 
36 Great Charles Street 
Birmingham 
B3 3JY 
Tel: 0121 237 3780 
www.nga.org.uk  
 
 
 
 
 
 

http://www.rospa.com/
http://www.sgoss.org.uk/
http://www.nga.org.uk/
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Other sources of information 
 
Advisory Centre for Education (ACE) 
1c Aberdeen Studios 
22 – 24 Highbury Grove 
London   
N5 2DQ 
Advice Line: 0808 800 5793 
Exclusions Helpline: 020 7704 9822 
www.ace-ed.org.uk 

http://www.ace-ed.org.uk/
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Appendix 11 Commonly Used Abbreviations 
 
ACSR Annual Curriculum and Staffing 

Review 
ADD  Attention Deficit Disorder 
ADHD              Attention Deficit and Hyperactivity 

Disorder 
AfL                   Assessment for Learning 
AHT                Assistant Head Teacher 
ALPs  A Level Performance System 
APP                  Assessing Pupil Progress 
APS                 Average points score 
AQA Assessment and Qualifications 

Alliance 

AST                  Advanced Skills Teacher 

BESD               Behavioural Emotional & Social 
Difficulties 

BPPE              Basic Per Pupil Entitlement 
BTEC  Business and Technology Education 

Council 
CAF                  Common Assessment Framework 
CFF                 Common Funding Formula 
CFR                 Consistent Financial Reporting 
CIC  Children In Care (see also LAC) 
CIDA  Certificate in Digital Applications 

CP                    Child Protection 
CPD                 Continuing Professional Development 
CPR                 Child Protection Register 
CRB                 Criminal Records Bureau (now DBS) 
CoG  Chair of Governors 
CYPP               Children and Young Peoples Plan 
DBS                  Disclosure and Barring Service 
DCSF               Department of Children, Schools and 

Families (now DfE) 
DfE                   Department for Education (since May 

‘10) 
DfES                Department for Education and Skills 

(now DfE) 
DFC                Devolved Formula Capital 
DofE  Duke of Edinburgh Award Scheme 
DHoH  Deputy Head of House 
DHT                Deputy Headteacher 
DSL                Designated Safeguarding Lead (re 

child protection) 
DT                    Design and Technology 
E2L                  English as a Second Language 
EAL                 English as an additional language 
EBacc              English Baccalaureate 
EBD                 Emotional and Behavioural 

Difficulties 

ECAR               Every Child A Reader 
ECAT              Every Child A Talker 
ECAW             Every Child a Writer 
ECM                Every Child Matters 
EHCP               Education, Health and Care Plans 

(replacing statement of SEN from 
Sept ‘14) 

EIP                 Education Improvement Partnership 
EFA                  Education Funding Agency 
EMA                 Education Maintenance Allowance 
EOTAS            Education Other Than At School  
EWO               Education Welfare Officer 
FE                    Further Education 
FFTD                  Fischer Family Trust Data 
FGB                Full governing body 
FOI                  Freedom of Information 
FMSiS             Financial Management Standard in 

Schools (obs. – now SFVS) 
FSM                Free School Meals 
FT                    Full-time 
FTE                  Full-time Equivalent 
G&T                 Gifted and Talented 
GB                   Governing Body (or Board) 
GCSE              General Certificate of Secondary 

Education 
GTC                 General Teaching Council (obsolete) 
GTP                 Graduate Teacher Programme 
HE                    Higher Education 
HLTA               Higher Level Teaching Assistant 
HMCI              Her Majesty’s Chief Inspector 
HMI                 Her Majesty’s Inspectorate 
HoD                 Head of Department 
HoH  Head of House 
HoY                  Head of Year 
HR                    Human Resources 
HSE                  Health, Safety and Environment. 
HT                    Headteacher 
IAP                   Individual Action Plan 
IBP                   Individual Behaviour Plan 
ICT                   Information and Communications 

Technology 
IEP                   Individual Education Plan 
IiP                     Investors in People 
ISA                   Independent Safeguarding Authority 

(now DBS) 
INSET  In Service Training 

ISR                   Individual School Range (of salaries) 
IT                      Information Technology 
ITT                  Initial Teacher Training 
KCSIE  Keeping Children Safe in Education 

http://clerktogovernors.wordpress.com/2011/07/19/sfvs-schools-financial-value-standard-to-be-in-place-by-march-2013/
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KS  Key Stage 
LA                     Local Authority 
LAC                  Looked after Children (also known as 

Cared for Children, or Children in 
Care) 

LADO              Local authority designated officer  
LCP  Lytchett Community Project 
LEA  Local Education Authority 

LMS  Lytchett Minster School 
LoP  Levels of Progress 
LSA                  Learning Support Assistant 
LSCB              Local Safeguarding Children’s Board 
MFL                 Modern Foreign Language 
NC                    National Curriculum 
NCTL              National College for Teaching & 

Leadership (Previously NCSL – 
National College for School 
Leadership) 

NEET               Not in Education, Employment or 
Training 

NGA                 National Governors Association 
NOR                 Number (of pupils) on Roll 
NPQH              National Professional Qualifications 

for Headship 
NQT                 Newly Qualified Teacher 
NUT                 National Union of Teachers 
NVQ                 National Vocational Qualifications 
OFSTED         Office for Standards in Education 
PAN               Published Admission Number 

(sometimes known (wrongly) as Pupil 
Admission Number or Planned 
Admission Number) 

PGCE               Post Graduate Certificate of 
Education 

PiXL  Partners in Excellence 

PLC  Personalised Learning Checklist 

PM                   Performance Management  
POAP              Post Ofsted Action Plan 
PP                    Pupil premium 
PPA                 Planning, Preparation and 

Assessment 
PRP                 Performance Related Pay 
PRU                 Pupil Referral Unit 
PSCHE            Personal, Social, Citizenship & Health 

Education 
PSE                  Personal and Social Education 
PSHE              Personal Social Health Education (also 

PSCHE including citizenship) 
PT                    Part-time 
PTA                 Parent Teacher Association 
PTR                 Pupil/Teacher Ratio 

QCA                 Qualification and Curriculum 
Authority 

QTS                 Qualified Teacher Status 
R&R                 Recruitment and retention 
RoL      RAISEonline - Reporting and Analysis 

for Improvement through School Self- 
Evaluation (online) 

RAP                   Raising Attainment Plan 
RSE                   Relationship and Sex Education 
SA                    School Action 
SA+                  School Action Plus 
SACRE            Standing Advisory Council on 

Religious Education 
SBM                 School business manager 
SBSA               Schools’ Business Support Agreement 

(see also SLA) 
SDP                 School Development Plan (See also 

SSDP and SIP) 
SEAL               Social and Emotional Aspects of 

Learning 
SEF                 Self Evaluation Form 
SEN                 Special Educational Needs 
SENCO            Special Educational Needs 

Coordinator 
SEND               Special Educational Needs & 

Disability 
SENSS            SEN specialist services 
SFVS               Schools Financial Value Standard 
SIC                   Statement of Internal Control 
SIMS Schools Information Management 

System 
SIP                   School Improvement Partner 
SIP                   School Improvement Plan 
SLA                  Service Level Agreement (See also 

SBSA) 
SLT                  Senior Leadership Team 
SMT                 Senior Management Team 
SMSC              Spiritual moral social and cultural 
SPaG              Spelling, Punctuation and Grammar 
SpLD              Specific Learning Difficulties 
SS                    Social Services 
SSDP               Strategic School Development Plan 

(See also SDP and SIP) 
SUN Southern Universities Network 
STEM              Science, Technology, Engineering and 

Mathematics 
STPDC            School Teachers’ Pay and Conditions 

Document 
SWGfL                South West Grid for Learning 
TA                    Teaching Assistant 
TDA                  Training and Development Agency 
TEFL                Teaching English as a Foreign 

Language 
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TES                  Times Educational Supplement 
TUPE              Transfer of Undertaking Protection of 

Employment 
UPN                 Unique Pupil Number 
VLE                  Virtual Learning Environment 
YOT                 Youth Offending Team 
5A*-C EM 5 A* - C grades including English and 

Maths  
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Mr Andrew Mead  MEA   Headmaster  

Mr Kent Catchpole  CAT   Deputy Head (T & L, KS4)  

Ms Sylvia Haddrell  HAD   Assistant Head Teacher (Pastoral and DSL) 

Mrs Gerry Halley-Gordon GOR   Assistant Head Teacher (KS3) 

Mr Tony Perry   PET   Assistant Head Teacher (Curriculum) 

Mr Kieren Hasler  HAS   Business Manager (Finance, Site and Services) 

Mr Andy Hannaford  HAN   Head of Sixth Form 

Mrs Kirsty Cowley  COW   Head of Inclusion (SENDCO) 

 

     Pastoral Academic 

Mrs Rachel Allard  ALL   MFL (p/t) 

Miss Emily Atkins  ATK Gault  Social Sciences/Maths 

Mrs Andrea Ballard  BAL Agglestone Maths 

Mr Tom Barrett   BAT Purbeck Science (Head of Chemistry) 

Miss Eloisa Bedford  BED   PE (Maternity Cover), ECT 

Mrs Lisette Bonin-Casey  BON  Kimmeridge Geography (p/t) 

Dr Stephanie Bonney  BOS Kimmeridge Science 

Mrs Laura Booker  BOO Sixth Form ASSISTANT HEAD OF SIXTH FORM, Sociology/H&SC (p/t)  

Mr Joe Brake   BRA Gault  HEAD OF ENGLISH 

Miss Kate Brand  BRK    English (p/t), 1:1  

Mrs Sophie Burdon  BUS Kimmeridge MFL (p/t) 

Ms Carmen Burridge  BUC Agglestone Art 

Mrs Jo Casson   CAS Wealden Maths 

Mr Simon Clarke  CLA Portland Music 

Lytchett Minster School 

Staff List 2021-2022 
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Mrs Helen Coleman  COL Sixth Form HEAD OF BUSINESS STUDIES (p/t) 

Ms Michelle Collier  COM    Maths (p/t) 

Miss Sarah Collingwood  COS Purbeck PE, KS3 Coordinator (p/t) (maternity leave) 

Miss Holly Connell  CON Portland English (KS3 English Co-ordinator) 

Mr Simon Cook   COO Wealden Science 

Mr Jack Daniels   DAJ   Learning Centre Teacher 

Mrs Emma Dean     English Tutor (p/t - Thursdays) 

Mr Lucian Drane  DRA Sixth Form D & T (KS3 Co-ordinator) 
Mrs Lisa Drury   DRU Agglestone English (p/t), ECT 
Mrs Lynda Dunnington  DUN Gault   Art (p/t)  
Mrs Danielle Elsdon  ELS Kimmeridge Science (p/t) (Combined Science Co-ordinator) 

Miss Caroline Evans  EVC Kimmeridge English (p/t) 

Mrs Jenny Everett  EVE Sixth Form HEAD OF D & T  

Mrs Judi Freeman  FRE Kimmeridge Maths (p/t) (maternity cover) 

Mrs Sian Frith   FRI Wealden HEAD OF SCIENCE  

Mr John Garner   GAR Portland English 

Mrs Naomi Gill   GIN Agglestone HEAD OF PRE 

Mr Andrew Gillett  GIL   Media (p/t) 

Mr Peter Gordon  GOP Agglestone Science 

Mr Andy Gower   GOW Purbeck HEAD OF PERFORMING & CREATIVE ARTS  

Mr Joel Hampton  HAM    Maths 

Mr Andy Hannaford  HAN Sixth Form HEAD OF SIXTH FORM, English 

Mrs  Joelle Harradine  HAR    HEAD OF MATHS 

Miss Christine Harrison  HAC Wealden Geography (p/t), KS3 co-ordinator 

Miss Sara Herrera  HER   MFL (p/t) 

Ms Heather Hewins  HEW    Art (p/t) 

Miss Elisha Hill   HIL Purbeck Learning Centre Teacher/PE (KS3 Co-ordinator mat 

cover) 

Mrs Angela Hirst-Da Silva DAS    HEAD OF MEDIA (p/t) 

Mrs Lisa Hocking  HOC Purbeck HEAD OF PURBECK, Drama 
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Mr Jonathan Hodge  HOD Kimmeridge RE  

Mrs Amanda Hoole  HOO Gault  Food Technology (p/t) 

Mr John Howells  HOW Purbeck Maths, Computing 

Mr Graham Hurford  HUR Sixth Form KS5 Co-ordinator Maths 

Mr Mark Jeffs   JEF Wealden Science  

Mrs Lesley Johnson  JOH Agglestone English 

Miss Caroline Kelly  KEL Gault  Head of Dance 

Mr James Knightbridge  KNI Kimmeridge HEAD OF KIMMERIDGE HOUSE, Maths 

Mr Matt Laishley  LAI Portland HEAD OF PORTLAND HOUSE, PE 

Ms Hannah Lang  LAN Purbeck History (p/t) 

Mr Ben Law   LAW Sixth Form HEAD OF PE 

Mr Kevin Lindsay  LIN Wealden D&T  

Mrs Christine Makumborenga  MAK Wealden Science 

Mrs Tanya Markina  MAR   Maths 

Mrs Sally-Anne McCarthy MCC Gault  HEAD OF GAULT HOUSE, RE, PSHE Co-ordinator 

Mrs Natalie Midworth  MID Purbeck HEAD OF DRAMA 

Mrs Vicki Owen   OWE Gault  Technology – Food/Textiles  

Mrs Marianne Packham  PCK    D&T (p/t) 

Mr Roger Packham  PAR   D&T (p/t) 

Mr Andrew Painter  PAI Portland HEAD OF MUSIC  

Miss Kellee Patterson  PAT    Maths/ ITT/ECT Co-ordinator (p/t) 

Mrs Camila Piombini  PIO    MFL (p/t)  

Mrs Jo Pires   PIR   Music (p/t) 

Miss Ele Priest   PRI   Learning Centre Teacher (p/t) 

Ms Rachel Pugh   PUR Agglestone D & T – Head of Food Technology   

Mr Timothy Reed  REE Portland English 

Mr Tarik Reghif   REG Kimmeridge Computing/ICT, STEM Coordinator 
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Mrs Deborah Rendell  REN Sixth Form ASSISTANT HEAD OF SIXTH FORM, Literacy 

Intervention (p/t) 

Mr Gareth Richards  RIC Portland English/Geography, GCSE Literature co-ordinator 

Mrs Claire Roff   ROF Kimmeridge 2nd in Maths (maternity leave)  

Mrs Adele Rose   ROS Portland English, KS5 Co-ordinator 

Mr Pete Russell   RUP Purbeck PE 

Mrs Celine Ruston  RUS Gault  HEAD OF MODERN FOREIGN LANGUAGES 

Mrs Helen Sadler  SAH Sixth Form Health & Social Care (p/t), Child Development Lead 

Mr Bob Salter   SAL Sixth Form HEAD OF GEOGRAPHY 

Mr John Sanders  SAN Wealden PE/HEAD OF WEALDEN HOUSE  

Mrs Stephanie Schoemaker SCH Sixth Form Lead Practitioner – Maths, KS3 Co-ordinator (mat 

cover) 

Mr Luke Scriven   SCR Wealden Science, ECT  

Mrs Caroline Shepherd  SHE Kimmeridge Science (Head of Biology) (p/t) 

Mr Chris Sherwood  SHW Sixth Form Science (Head of Physics) 

Mrs Kim Skinner  SKI Sixth Form DEPUTY HEAD OF SIXTH FORM, HEAD OF 

PSYCHOLOGY 

Mrs Becky Spanos  SPA Purbeck PE/BTEC Sports Co-ordinator (p/t) 

Mrs Hannah Sparrowhawk SPH   Science (p/t) 

Mr James Stockley  STO Sixth Form HEAD OF HISTORY 

Mr Adam Tettenborn  TET Sixth Form HEAD OF COMPUTING/ICT 

Mr Bradley Thomas  THB Kimmeridge History, KS3 Coordinator 

Miss Lydia Thomas  THO Wealden Geography, ECT 

Mrs Melanie Ventham  VEN Portland Science, KS3 Coordinator (p/t) 

Mr Andy Vipond  VIP Portland English  

Ms Emma Ward   WAE    MFL (p/t)  

Mr Bob Ward-Zinski  ZIN    Business Studies/Humanities (p/t) 

Mr Andy Waters  WAT Agglestone HEAD OF AGGLESTONE HOUSE, Maths  

Mrs Polly Way   WAY Purbeck History 
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Mr Simon Wyatt  WYA   Geography (p/t) 
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SUPPORT STAFF: 

Admin Assistant – SEN       Mrs Suzanne Waters 

Admin Assistant – General      Miss Cheryl Gill  

Admin Assistant – SLT       Mrs Heidi Miles 

Admin Assistant – Exams      Mrs Sarah Moore 

Admin Assistant – Subject      Mrs Laura Davenport 

Arts Technician        Mrs Michelle Ryall 

Attendance Officer        Mrs Bernie Allen 

Caretaker         Mr Richard Maple 

Careers Advisor        Mrs Jo Bowman (p/t: T,W,Th) 

Clerk to Governors       Mrs Judith Hayward 

Cover Manager         Mrs Lou Instone 

Cover Supervisors        Mr Ian Forbes-Marshall 

         Mrs Colette Pugh 

         Miss Carolyn Lench (p/t: Tu, Fri) 

Data Manager        Mrs Lucie Popham 

English Tutor        Miss Katie Dimech 

Events Manager (SLT support)      Mrs Linda Fraser 

Examinations Manager       Mrs Jo Biddle 

Foreign Language Assistant      Miss Gema Doménech Montilla 

Finance Officer        Mrs Helen Hooper 

Food Technician   

   

 Mrs Sue Swinburn  

Gardener   

   

  Mr Ben Crowe 

  

Grounds Manager/Gardener   

   Mr 

Rob Watkins 
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Grounds Person (Assistant)   

   Mr 

Matthew Young 

Head’s PA/HR   

   

  Mrs Sharon Parker  

ICT – Network Manager       Mr Darren Bowring 

ICT Technician        Mr Joel Clark 

Senior ICT Technician       Mr Craig Whetton 

Laboratory Technician (Senior)                               Mr Calvin Williams 

Laboratory Technician       Miss Karolina Nowak 

         Mrs Joanne Garnish 

Inclusion Base Manager       Mr Israel Douglas 

Learning Mentors        Mrs Nichola Deacon (p/t: M/T/W) – 

Maths 

         Miss Isabel Fumpston - English 

         Mrs Lisa Drury – English 

         Mr Michael Dunn - Maths 

         Mrs Julie Edwards (p/t) – English 

         Miss Freya Elphick-Webb - Maths 

         Miss Verity McClelland - Maths 

         Mrs Toni-sue White - SSC 

Librarian        Mrs Clair Bossons 

Main First Aider        Mrs Claire Harnett 

Media Technician       Mr Jonny Hayward  

Minibus Driver        Mrs Emma Perry 

         Mr Stephen Young 

Deputy Head of House -  Agglestone/Music/Drama/Dance  Mrs Catherine Iles 

Deputy Head of House – Gault/ MFL/ICT/D&T    Miss Kelly Jerrett  

Deputy Head of House – Portland/English/Media    Vacancy 
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Deputy Head of House – Kimmeridge/Science/Bus Studies/DofE  Mrs Cathy Brown 

Deputy Head of House – Purbeck/PE/Art/History/PSHE   Miss Natalie Williams 

Deputy Head of House – Wealden/Maths/Geog/RE/Humanities  Mrs Nicky Thorne p/t (M/T) and 

Mrs Alison Colvin p/t (W/T/F)  

Pastoral Support Assistant – Sixth Form     Mrs Kate Breakell p/t (F)  

Performing and Creative Arts Technician    Mr Benjamin Lum Kin 

Receptionist/WRL Co-ordinator       Mrs Nicky Tucker 

Reprographics        Mrs Denise Rose  

Site Manager        Mr Paul Read 

Sixth Form Support Manager – Sixth Form/Social Sciences  Mrs Hannah Gartland (M/Tu/W/Th) 

Student Counsellor       Mrs Jacqui Wills   

Teaching Assistants       Mrs Shelley Adams 

Mrs Amanda Barnett (SENDCO 

Support) 

         Mrs Fiona Bowering 

Mrs Rebecca Box (ams only) 

         Mrs Gemma Cherrett 

         Miss Anita Collins 

         Miss Emily Curry 

         Mrs Jo Davies p/t (W PMs/Th/F) 

         Mrs Hilary Dark 

         Miss Natalie Garside 

         Miss Jenny Griffiths (Tu,W) 

         Mrs Sarah Hatchard 

         Mrs Melanie Hobson 

Mr Niall Instone 

         Mr Liam Jefferies 

         Ms Nicky Lewis 
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         Mrs Coleen Matthews 

         Ms Michala Mitchell 

  Mrs Kim McCarthy – Deputy DSL p/t 

(Tu-F) 

  Miss Verity McClelland 

  Miss Shannon Parker 

  Mrs Sue Potter p/t (Tu PMs/W/Th) 

  Mrs Kate Rixom (M/T/W) 

         Mrs Nicola Sneddon p/t (AMs only) 

         Miss Maisie Summers  

         Mrs Robyn Turton 

         Mr Steve Ward 

         Mr Jake Wood 

             

  

Workshop Technician       Mr Ross Summerson-Watson  

  

Lunchtime Supervisor (Senior)      Mrs Lesley Rattew 

Lunchtime Supervisors       Miss Kelly Archer 

Mrs Suzanne Case 

         Mrs Caroline Jewell 

         Mrs Amanda Merritt (W, Th, F) 

         Mrs Rosalyn Noel 

         Mr Shawn Seraphin 

             

Cleaning Supervisor       Mrs Lesley Rattew 

Cleaning        Mr Ben Crowe 

Miss Ann Edmunds 

Miss Emma Hart 
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Mr Thomas Harris 

Mrs Caroline Jewell 

         Mrs Shirley Nebel 

         Miss Rebecca Sainsbury 

  Mrs Gina Sheppard 

  Mr Shawn Seraphin 

  Miss Jamie Smith 

  Miss Joanna Smith 

  Mrs Claire Thomas 

  Miss Abbey Veal 

  

Exams Invigilators       Mrs Nicki Bland 

         Ms Carol Bown 

Mrs Cathryn Depper 

Mrs Geraldine Edwards 

Mrs Alison Fall 

Mrs Lindsey Hawke-Davies 

Mr Mark Herbert 

Mrs Elaine Hume 

Miss Laura Jeanes 

Mrs Naomi Lewis 

Mrs Sarah Moore 

Mrs Dawn Parslow-Woolloff 

Mrs Jo Riggs 

Mr Shawn Seraphin 

Mrs Susan Sharpe 

Ms Stephanie Smith-Cooper 

Mrs Paula Stevens 
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Peripatetic Music Teachers      Mrs Clare Albanozzo(singing) 

Mr John Bilby (brass) 

Mrs Susan de Garis (woodwind) 

Mr Phil Gibbs (piano) 

Mrs Svetlana Hemming (cello) 

Mrs Polly Phillips (woodwind) 

Mrs Debbie Simpson (violin) 

Mr Allan Varnfield (drums) 

Mr Tom Vallely (drums) 

Mr John Wesley-Barker (Keyboard) 

Mr Geoff Westgate (guitar/ukele) 
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