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Terms of Reference
Introduction
These terms of reference provide the operational framework for the Staffing and Finance Committee of Kirkby Stephen Primary School.

General Terms
· To act on matters delegated by the Full Governing Body.
· To liaise with other committees where necessary.
· To contribute to the School Improvement Plan.
· To consider safeguarding and equalities implications when undertaking all committee functions.

Membership and Attendance
· The Committee shall consist of the Chair of Governors and the Head Teacher as ex-officio, voting members, plus a minimum of three other Governors.
· A Committee Chair shall be appointed by the full governing body and shall be a non-staff member of the Board.
· The Governing Body may co-opt non-governors onto the committee as necessary.
·  Co-opted non-governors may not vote on any matter.
· The quorum for a meeting of a Committee shall be three members.
· Staff members of the Staffing and Finance Committee may be required to leave part of a meeting if the nature of discussions is such that it may not be suitable for staff members of the Committee to be present.

Meetings
· Meeting of the Committee shall be held at least twice a year.
· The Committee meetings will not be open to the public but minutes shall be made available. Information relating to a named person or any other matter that the committee considers confidential does not have to be made available for inspection.
· In the absence of the Chair, the Committee shall choose an Acting Chair for that meeting from amongst their number.
· In the absence of the Clerk, the Committee shall choose a Clerk for that meeting from amongst their number (someone who is not the Head Teacher).
· The draft minutes of each meeting will be circulated with the agenda for the next ordinary meeting for the Full Governing Body and will be presented at that meeting by the Chair (or in his/her absence another member of the Committee).
· Any decisions taken must be determined by a majority of votes of committee members present and voting – but no vote can be taken unless a majority of those present are Governors.

Financial Policy and Planning
· To review, adopt and monitor a Finance Policy which includes the local scheme of delegation for spending and budgetary adjustments (virements) for the committee, head teacher and other nominated staff.
· To review, adopt and monitor all additional financial policies, including a Charging and Remissions policy.
· To establish and maintain a three year financial plan, taking into account the priorities of the School Improvement Plan, roll projection and signals from central government and the LA regarding future years’ budgets, within the constraints of the available information.
· To draft and propose to the Full Governing Body for adoption an annual school budget taking into account the priorities of the School Improvement Plan.
· To make decisions in respect in respect of Service Level Agreements.
· To ensure that sufficient funds are set aside for pay increments as set out in the Pay Policy and as recommended by the head teacher.
· The Head Teacher to draft and propose to the Full Governing Body for adoption of the business continuity and disaster recovery plan. 

Financial Monitoring
· To monitor the income and expenditure throughout the year of all delegated and devolved funds against the annual budget plan.
· To receive at least termly budget monitoring reports from the Head Teacher and School Bursar.
· To review internal audit reports and agree and monitor the implementation of an action plan in conjunction with the Full Governing Body.
· To meet with other Committees and provide them with the information they need to perform their duties.
· Subject to the local Scheme of Delegation, to approve any budgetary adjustments that will from time to time be necessary in response to the evolving requirements of the school.
· To review, complete and submit the School Financial Value Standard (SFVS).
· To undertake any remedial action identified as part of the SFVS.
· To receive and act upon any issues identified by a Local Authority audit.
· To monitor the Register of Interests.
· To review annually the Asset Register noting any additions or deletions (Autumn term).

Staffing
· To ensure that the school is staffed sufficiently for the fulfilment of the school’s development plan and the effective operation of the school.
· To establish and oversee the operation of the school’s Appraisal Policy – including the arrangements and operation of the school’s Appraisal Procedures for the Head Teacher.
· To establish a Pay Policy for all categories of staff.
· To be responsible for the administration and review of the Pay Policy.
· To ensure that staffing procedures (including recruitment procedures) follow equalities legislation.
· To review procedures for dealing with staff discipline and grievances annually and make recommendations to the Governing Body for approval.
· To monitor approved procedures for staff discipline and grievance and ensure that staff are kept informed of these.
· To recommend to the Governing Body staff selection procedures, ensuring that they conform with Safer Recruitment Practice and to review these procedures as necessary.
· In consultation with staff, to oversee any process leading to staff reductions.
· To establish the annual and longer-term salary budgets and other costs relating to personnel e.g. training.
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