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Our Trust mission: 'love, learn, laugh', underpins our key aim to improve our pupils' lives and outcomes through outstanding educational practice and
provision, while also setting challenging and aspirational goals designed to empower our pupils and enhance their life choices. The Trust currently run two
schools. Manor, a SEN primary school, and The Avenue, a SEN school for 5-18 year olds.
This document is Part Two of a three part document. The Parts are divided as follows:
Part 1 - Governance Overview: Overview of Governance Structure, key articles, responsibilities and our approach to delegation.
Part 2 - Governance Structure and Procedure: Terms of Reference, communications between governance entities, meeting schedules and agendas,
procedures and principles of governance.
Part 3 - Governance Decision Making Grids: Summary of decision making and responsibility matrix, financial delegation and policy overview.
These documents when taken together provide the basis for meeting our duties and responsibilities, as determined by:
● The Companies Act 2006
● The Financial Handbook 2019
● The Governance Handbook 2019
● Keeping Children Safe in Education 2019
● The Charities Governance Code
These document when taken together provide the basis for meeting our duties and responsibilities, as determined by :
● The Companies Act 2006
● The Financial Handbook 2019
● The Governance Handbook 2019
● Keeping Children Safe in Education 2019
● The Charities Governance Code
Additional support and guidance for the Trust is maintained through membership of Brent Chairs and Vice Chairs Programme, Brent School Partnership
(BSP), the National Governance Association (NGA), the Confederation of Schools Trust (CST), and through the use of the Institute of Company Secretaries
and Administrators (ICSA) twin publications Academy Governance Handbook (2019), and Academy Governance Checklists (2019).
Jayne Jardine CEO
Paul Sommerfeld, Chair
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Part 2: Governance Structure and Procedures
Appendix 1: BSAT Board of Trust and Committee Terms of Reference
General notes
All Committees and sub-groups have responsibilities to:
-

-

Receive reports from members of staff about matters relating to any of the issues listed in their terms of reference
Contribute to, monitor and evaluate relevant parts of the academy or Trust self-assessment and improvement / development
plans
Contribute to, monitor and evaluate the policies allocated to them, reporting or making recommendations to the LAB or Board of
Trustees as appropriate
Consider recommendations from relevant external reviews for example audit, Ofsted or local authority review, to agree the actions
needed to address any issues identified and to monitor and evaluate regularly the implementation of any plan agreed, reporting
or making recommendations to the LAB or Board of Trustees as appropriate
Consider the views of staff, parents and pupils when these have been sought
Consider the impact on equality, and act with regard to the equality duty at all times. This includes referencing the protected
characteristics as appropriate and particularly when making recommendations and when reviewing/drafting policies
Take appropriate action on any other relevant matter referred by the LAB.

The General Equality Duty
In accordance with the Equality Act, whereby the Academy Trust is a public body, all Sub Groups/Committees must have due regard to the
need to:
-

Eliminate discrimination, harassment, victimisation and any other conduct that is prohibited by the Act
Advance equality of opportunity between persons who share a relevant protected characteristic and persons who do not share it
Foster good relations between persons who share a relevant protected characteristic and persons who do not share it.
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The following are the protected characteristics within the Equality Act:
●
●
●
●
●
●
●
●
●

Age (not pupils)
Disability
Ethnicity and race
Gender
Gender reassignment
Marriage and civil partnership
Pregnancy and maternity
Religion and belief
Sexual identity and orientation

1. BSAT Board of Trustees Terms of Reference
Purpose
The Board of Trustees is accountable for the performance of the Trust. To discharge this accountability it will retain responsibility for:
●
●
●
●
●
●
●
●

Setting the vision and strategy for the Trust
Ensuring the quality of educational provision within the Trust
Challenging and monitoring the performance of each school within the Trust
Managing the Trust’s resources effectively
Appointing the Chief Executive, Heads of School, and Chief Finance Officer
Ensuring that the Trust complies with charity and company law
Ensuring that the Trust and each school complies with the Funding Agreements and
Exercising reasonable skill and care in carrying out its duties.

Membership, Meetings and Quorum
Membership: As set out in Articles 46 and 58 of the Articles of Association.
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Length of appointment: Trustees are appointed for a four year period.
Quorum: As set out in Articles 117 and 119 of the Articles of Association.
Meetings: Article 109 of the Articles of Association requires at least three a year.

Reserved Decisions
The following Reserved Decisions will not be delegated to any Sub Groups/Committees or individuals:
●
●
●
●
●
●
●

Approval of the vision and strategy for the Trust
Approval of the annual budget for the Trust
Approval of the accounts for the previous financial year and Annual Report
Approval of acquisition or disposal of freehold or leasehold interests in land
Approval of any proposals for other schools to join the Trust (whether these are existing schools or Free School applications), or for any
school to leave the Trust
Appointment of the Chief Executive and Chief Finance Officer, and the appointment decision about Headteachers/Heads of school on
the advice of the appropriate selection panel and
Approval of the policies reserved to the Board, including this Scheme of Delegation, Financial Regulations / Policies, employment
policies, and policies relating to child protection / safeguarding and health and safety.

Terms of Reference
●
●
●
●
●

The Board will make strategic and key financial / operational decisions to enable the Trust to perform as effectively and efficiently as
possible. The Board will make decisions and receive monitoring / evaluation reports (with actions / decisions as necessary) regarding:
The leadership and management of the trust, including the effective deployment of resources (including money, staff, and infrastructure
such as site / buildings and ICT)
The performance of the trust, including targets and measures of educational, financial, and operational performance and
The compliance of the trust with its legal and contractual obligations, including safeguarding (including prevent), health and safety,
equalities, and the approach to risk identification and management.
The Board will lead on audit and assurance work, including receiving reports from the external auditor and any other agencies reporting
on educational, financial, or operational performance of the trust. This will include meeting with the external auditor without management
present at least annually.
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●

●
●

●
●
●
●

Investigate and respond appropriately to current policy, legislation and stakeholder needs to enable the Trust to develop appropriate
responses for growth, financial stability. It will ensure that the MAT has a clearly defined strategy to ensure educational excellence and
governance.
Ensure that as a Trust, the public, parents and all stakeholders have confidence in our approach;
To ensure that the BSAT Board acts on behalf of and in the best interests of the Trust, governing lawfully in accordance with its Articles
of Association and having governance arrangements that demonstrate legitimate and visionary leadership, clarity of governing and
managerial relationships, effective oversight, adequate support structures for sustainability to achieve the greatest possible outcomes;
including careful consideration to economies of scale
To ensure that our schools provide the most effective, creative teaching in order to promote and provide high quality learning for our
children and young people and that there is support in place for all staff to achieve this and make a difference for all of our pupils
To support the implementation of a high quality CPD programme for our schools to ensure that our staff have the right skills to further
raise standards deliver good teaching and learning and disseminate excellent practice to ensure the sustained improvement.
To ensure that there is a rigorous and robust programme of Quality Assurance that helps to support all staff, build expertise and
capacity and raise standards in our schools to deliver positive outcomes for all pupils.
To ensure that the Trust has business arrangements, which are efficient and effective, and enables it to deliver on its commitments to
grow and prosper and deliver value for money across all across the Trust.

2. BSAT Local Academy Board (LAB) Terms of Reference
The purpose of each LAB is to:
●
●
●
●

Understand and challenge the educational provision and performance of the school to ensure that pupil progress, attainment
and achievement are maximised
Ensure that each school delivers a curriculum in keeping with the trust’s aims, all pupil needs and any legal requirements
Monitor Safeguarding (including termly checks of the SCR), H&S and attendance
Foster, develop and monitor parent and community partnerships and engagement of stakeholders to help continuously improve
the school.

NB – The LAB does NOT have the ability for reserved matter. This includes: the Scheme of Delegation, Financial Regulations / Policies,
employment policies, and policies relating to child protection / safeguarding and health and safety.
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1. Membership, Meetings and Quorum
Membership:
Each BSAT School has a Local Academy Board, the membership of which consists of:
●
●
●
●
●

The Headteacher (ex officio)
2 members of staff
2 parents
1 member of the community
Up to 3 co-opted members

BSAT’s Board of Trustees will appoint the Chair of each school’s Local Academy Board with all remaining members (non-parent and staff)
being at the discretion of the BSAT Board of Trustees. The Chair of the Local Academy Board will not normally be a Trustee.

Prior to appointment, individuals may be asked to demonstrate that they possess the skills and/or knowledge required to effectively carry out
their duties as a member of the Local Academy Board.
Length of appointment: LAB members are appointed for a 3-year period.
Quorum: Half of the appointed LAB members, which must include the Headteacher or their representative.
Meetings: The LAB will meet at least termly, with additional meetings as required.

2. Responsibilities
The BSAT Board of Trustees has identified 12 key responsibilities for all of its’ Local Academy Boards, through which they will ensure that the
BSAT vision and ethos is at the centre of everything the school does.
1.
2.
3.
4.

Act as a critical friend to the Head teacher/Head of School, offering challenging but positive and proactive support
Monitor standards, focussing on assessment, pupil progress, quality of teaching and learning, and attendance
Monitor curriculum development, implementation, and impact
Monitor the impact of initiatives, such as pupil premium and sport premium
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5. Monitor safeguarding and Looked After Children (LAC)
6. Support the Head teacher/Head of School and Leadership Team in the development and implementation of the School Improvement
Plan and other relevant plans
7. Monitor and review the implementation of BSAT policies, including, but not limited to policies relating to employment, recruitment,
safeguarding, data protection, and assessment
8. Monitor and review budget plans in relation to curriculum areas, including CPD
9. Monitor and review the implementation of the school staff appraisal and performance development, including the staffing structure
10. Oversee arrangements for the day-to-day implementation of operational Health and Safety
11. Regularly review the school’s performance in relation to KPIs (Key Performance Indicators), as set by the BSAT Board of Trustees
12. Support and monitor pupil, parent, staff and stakeholder engagement.
The actions of the Local Academy Board will be communicated to the Board of Trustees via meeting minutes, associated papers, and the Chair
of the Local Academy Board, who also serves as a Trustee. The CEO may attend any LAB meeting at any time.

3. Structure
The structure has been designed to facilitate the effective and efficient operation of Local Academy Boards.

4. Roles
To fulfil their roles, focus groups/leads will meet school leaders with relevant responsibilities, and will read, assess, and question, reports,
presentations, and policies.
Focus groups and leads will also recommend actions, reports, and policies for adoption/ratification by each school’s Local Academy Board
and/or BSAT Board of Trustees. Role descriptors are as follows:
a. Standards lead/focus group: will monitor and review each school’s standards, including the impact of pupil and sport premium, and
curriculum developments. This group/lead also reviews standards and considers matters in relation to SEND and reports this back to
the LAB.
b. Safeguarding/H&S Lead: can be a community or co-opted member of each school’s Local Academy Board, and monitors and reviews
school safeguarding, health and safety, and attendance practices and reports back to the LAB.
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c. Parent and Stakeholder Lead/focus group: can be any member of a school’s Local Academy Board, and monitors and reviews
stakeholder engagement, with a particular focus on pupils, parents, and the local community.
d. SEND Lead/focus group: can be any member of the Local Academy Board, and monitors and has a particular focus on SEND
provision including accessibility. They will report back to the LAB as appropriate.

5. Expectations
The BSAT Board of Trustees understand that the role of each school’s Local Academy Board member is voluntary, however, in order for each
Local Academy Board to function efficiently and effectively, there are certain expectations of Local Academy Board members, as outlined
below:
a. Safeguarding: all members will be required to have an up-to-date Disclosure and Barring Service (formerly Criminal Records Bureau)
check, facilitated by the school. Where appropriate, members are also expected to undertake safeguarding training.
b. Business interests: on an annual basis, members are required to complete a ‘Declaration of Interests’ form, declaring any business or
other interests that may conflict with the work of the Local Academy Board.
During each meeting of a school’s Local Academy Board, members must make clear any potential conflict of interest with agenda items,
and where deemed necessary, remove themselves from the meeting.
c.

Meetings: take place at least once every term. The school’s Head teacher and the Chair of the Local Academy Board prepare the
meeting, and the clerk of the Local Academy Board supports the process. Agendas and papers will be circulated in advance of the
meeting.
LAB members are expected to come to meetings prepared; having submitted written reports, where appropriate, read and familiarised
themselves with the agenda and accompanying papers, and having thought about the sorts of questions they need to ask.

d. School learning walks: take place once a term, and are organised and facilitated by the LAB’s Chair and Headteacher, with the focus
of each walk being discussed and chosen during the previous Local Academy Board meeting. Learning walks inform the work of the
Local Academy Board, and provide members with valuable information and insight, allowing them to better support and challenge to
the school’s Leadership Team. At the end of each learning walk, members will meet to formulate a brief report outlining what they
experienced. This report will then be submitted to and discussed at the next Local Academy Board meeting.
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e. The 7 principles of public life: all members are expected to follow the 7 principles of public life (Committee on Standards in Public Life,
31st May 1995):
-

Selflessness
Integrity
Objectivity
Accountability
Openness
Honesty
Leadership

More information about the 7 principles can be found in Appendix 7.

3. BSAT Finance and Resources Committee
Purpose
The purpose of the BSAT FAR Committee is to ensure that the staffing, financial, and infrastructure (buildings and ICT) resources of the Trust
are effective, efficient, and support the objective of maximising pupil outcomes at every school. The FAR Committee is responsible for
monitoring the budget and ensuring that BSAT has systems and structures in place to ensure value for money of each school and BSAT.
Ensure the trust adheres to the requirements of the Funding Agreement, Academies Financial Handbook, Academy Accounts Direction
and other DfE / ESFA requirements. The Finance and Resources Committee operational responsibilities/duties are set out in Scheme
of Delegation.
Membership, Meetings & Quorum
The membership will consist of at least three Trustees. The majority of members of the committee will be Trustees. The Committee will be
quorate if three members are present and a majority of the members present are Trustees. Meetings: The Committee will meet at least termly,
with additional meetings as required.
The Clerk for the Board of Trustees will clerk this committee.
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Terms of Reference
The Committee will make decisions and receive monitoring / evaluation reports (with actions / decisions as necessary):
Regarding finances, the Committee will:
●
●
●
●
●
●

●
●
●
●
●
●
●
●
●
●
●
●
●
●

Develop and recommend the annual trust budget to the Board of Trustees (including any Central Service Charge), within a framework of
a medium term (3 year) financial forecast.
Monitor income and expenditure at each school and for the Trust overall throughout the year and ensure that financial records are
complete, timely and accurate.
Make financial decisions in accordance with this Scheme of Delegation.
Approve the framework for the development of the budget for the following financial year.
Challenge the proposed Trust budget for the following financial year and then recommend the budget to the Board of Trustees for
approval.
Regularly receive, review, and challenge budget monitoring reports detailing the financial position of the Trust and the schools within it,
including actual income and expenditure, commitments, virements, current budget, forecast outturns, and any decisions taken by LABs
or staff with delegated authority.
Approve the MAT’s budget (and the budgets of individual schools).
Make financial decisions regarding expenditure and virements.
Maintain the stability of the Trust’s financial position by monitoring cashflow.
Monitor and approval central costs separately.
Approve the banking arrangements for the Trust, including keeping the bank mandate and credit cards under regular review.
Benchmarking BSAT to ensure best value for money.
Benchmarking the budget against EFSA best practice recommendations.
Benchmark the efficiency of expenditure.
Ensure insurance arrangements are in place for the Trust.
Approve policies as required by the Scheme of Delegation.
Update Finance Policy in line with ESFA requirements.
Approve Investment Policy.
Approve Charging and Remissions Policy.
Ensure that procurement is undertaken in accordance with the Financial Regulations and Procedures, and to subsequently make
procurement decisions in accordance with the Scheme of Delegation.
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●

Approve or recommend policies in accordance with this Scheme of Delegation, and ensure that these policies are implemented.

NB – The Chair of Trust and/or the Chair of finance and resources committee will receive monthly budget monitoring reports to
scrutinise/review to ensure the financial effectiveness of the Trust.
Regarding staffing resources, the Committee will:
●
●
●
●
●
●
●
●
●
●
●

Approve or recommend policies in accordance with this Scheme of Delegation, and ensure that these policies are implemented;
Ensure that the staffing structure and establishment of the Trust, both teaching and support staff, is effective and appropriate for the
vision of the Trust;
Provide support, guidance and accountability for the CEO on all personnel matters, and receive regular reports from the CEO on the
recruitment, employment, and retention / turnover of staff.
Determine teachers’ and support staff salaries following recommendations from the CEO
Ensure proper arrangements are in place for an appeal against a decision on pay issues;
Review the School Pay Policy and its implementation in line with DfE regulations and guidelines and report back to Trustees;
Consider the expertise, resilience and development of the staffing establishment, including succession planning;
Monitor staffing decisions made by the CEO under delegated authority, including involvement in appointment processes as appropriate;
Ensure that the Single Central Record is complete and accurate and that HR policies and best practice relating to safer recruiting and
safeguarding / child protection are adhered to;
Monitor staff work/life balance, working conditions and well-being, including the monitoring of absence and take appropriate actions in
accordance with the Scheme of Delegation or make recommendations to the Board of Trustees;
Monitor the quality and impact of CPD.

Regarding premises resources, the Committee will:

●
●
●

Provide advice or make recommendations to the Board of Trustees about premises issues.
Ensure that all trustees, staff, and pupils are aware of and comply with the Health and Safety policy.
Monitor and review the policy and make recommendations to the Board of Trustees; ensure that the policy contains rigorous and
comprehensive systems for active monitoring (auditing health and safety management systems, inspections, risk assessments) and
reactive monitoring (accident/incident investigation) and rectifying identified faults.

13

●
●
●
●
●

Monitor and review processes for building and site maintenance, including a programme of inspections, to ensure ongoing legal
compliance.
Ensure the trust seeks funding maintain and improve sites, including accessibility, security and condition of plant, buildings, and sites.
Ensure that the trust understands and, where possible, improves energy efficiency.
Oversee capital expenditure plans/projects and the Trust’s strategy for the management of assets.
Ensure ICT meets needs, is well maintained, refreshed/improved as necessary and meets the requirements of all stakeholders.

4. BSAT Audit, Risk and Compliance Committee
Purpose
The role of the Audit, Risk and Compliance Committee is to maintain an oversight of the BSAT’s governance, compliance and risk
management, internal control and value for money framework. It will report its findings to the Board of Trustees and the Accounting Officer
as part of the BSAT’s annual reporting requirements. The ARC Committee will lead on ensuring robust auditing and ensuring that the
recommendations in the audit reports are actioned promptly. It will strategically consider the risks, including scrutiny of the risk register to
ensure that risks are minimised. ARC Committee will ensure compliance with the requirements of AFH, DfE, ESFA, Ofsted and other
regulation
The Audit, Risk and Compliance Committee operational responsibilities/duties are set out in the Scheme of Delegation.
Membership, Meetings & Quorum
The membership will consist of at least three Trustees. The majority of members of the committee will be Trustees. The Committee will be
quorate if three members are present and a majority of the members present are Trustees. The Chair of the Board of Trustees can be a
member but cannot Chair the Committee. No employee can be a member.
The Clerk for the Board of Trustees will clerk this committee.
Terms of Reference
The duties of the Audit, Risk and Compliance Committee are to:
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●
●
●
●
●

●
●
●

●
●
●
●
●
●
●
●
●

Advise the Board of Trustees and Accounting Officer on the adequacy and effectiveness of the BSAT’s governance, risk management,
internal controls, value for money systems and frameworks.
Scrutinise the risk register ensuring that it is up-to-date, accurate and reflects current practice.
Ensure there is a Risk Plan for a major incident.
Advise the Board of Trustees on the appointment, re-appointment, dismissal and remuneration of the external auditor.
Determine an appropriate programme of work to be undertaken through the audit and assurance processes. This programme of work
will be derived from the Committee’s regard of the key risks faced by the Trust, the assurance framework in place and its duty to report
to the Board of Trustees.
Advise the Board of Trustees on the need for, and then, where appropriate, the appointment, re- appointment, dismissal and
remuneration of, an internal auditor or other assurance provider to ensure that the BSAT meets its legal and contractual requirements.
Review the external auditor’s annual planning document and approve the planned audit approach.
Receive reports (annual reports, management letters etc.) from the external auditor and other bodies, for example the ESFA and NAO,
and consider any issues raised, the associated management response and action plans. Where deemed appropriate, reports should be
referred to the Board for information and action.
Receive and, where appropriate, respond to periodic audit reports of public funds.
Ensure the audit of non-public funds for presentation to the Board of Trustees.
Monitor outstanding audit, risk or compliance recommendations from whatever source and ensure implementation dates are
reasonable.
Review the BSAT’s fraud response plan and ensure that all allegations of fraud or irregularity are managed and investigated
appropriately.
Consider any additional services delivered by the external auditor or other assurance or compliance provider and ensure appropriate
independence is maintained.
Meet with the external auditor, without management present, at least annually.
Ensure compliance with tendering regulations.
Ensure compliance with STPCD / BSAT have its own pay policy.
Review the BSAT’s compliance with its legislative and contractual obligations, including premises and H&S inspections, and make
recommendations as required.
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5. BSAT Pay Committee
Purpose
The Committee is responsible for determining the pay and undertaking the pay review for all BSAT staff in accordance with the Trust’s Pay
Policy.

Membership, Meetings and Quorum
Membership: Minimum of 2 Trustees, with no Trustees who are employees or parents being eligible for this Committee due to conflicts of
interest.
Quorum: 2 Trustees who are entitled to vote.
Meetings: Twice a year following completion of Teaching Staff appraisals (by 31 October)/Headteacher appraisal (by 31 December) and nonteaching/support staff (by 31 April).

Terms of Reference
The committee’s key duty is to determine the pay and undertake the pay review for staff (including the CEO) in accordance with the Trust’s Pay
Policy. In order to carry out this duty, the committee will:
●
●
●
●

●

Ensure that Pay Policy is applied in a fair and equal manner
Ensure that the Trust complies with all statutory and contractual obligations
Recommend revisions to the Pay Policy to the Board of Trustees
Determine pay:
○ Taking account of the recommendation of the Headteacher, the pay progression of each eligible teacher at the annual review
carried out by the Pay committee in accordance with the Pay Policy
○ The award of points on the Leadership Pay Spine for the Head teachers/Heads of School and leadership team
○ Progression on to and on the Upper Pay Range
○ All other discretionary payments as set out in the Pay Policy.
Minute clearly the reasons for all decisions and report the fact of these decisions to the next meeting of Board of Trustees
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●
●

Recommend to the Board of Trustees the annual budget needed for pay, ensuring that appropriate funding is allocated for pay
progression at all levels and
Provide anonymised information to the appropriate Committee from the last three years, which show the patterns of progression of
teachers.

CEO Performance Review
Two or three Trustees meet annually with an external reviewer to set and review objectives for the CEO and review the Chief Executive’s
salary. Trustees will appoint independent advisors to provide an updated framework for CEO appraisal ensuring consistency with the latest
EFSA directives.

6. BSAT Chairs’ Forum
Purpose:






Authority to investigate any area of Trust operations and ensure compliance
Understand the specific school context/issues
Build relationships and trust
Act as a Trust on issues raised by schools – show value for money
Link up schools so that they can learn from each other in areas of identified strengths

Membership and Meetings:




Chair of LAB
+1 member of LAB
3 meetings a year (4 in Year 1 to set the scene and help LAB Chairs understand BSAT structures)

Typical Agenda items:
BSAT Chair to update on:


BSAT plans/developments
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Key priority areas of BSAT
Consistency/comparison of information from schools
Trends emerging in the schools
Emerging key points of and strengths across BSAT schools
Emerging key points of concerns across BSAT schools

Chairs +1 member to update BSAT Chair on:






School specific key successes
School specific key concerns
Common areas that need a BSAT approach
Training needs of LAB /members
Feedback from staff, parents and students
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7. BSAT Panels
The following Panels may be convened for each BSAT School as required. Trustees reserve the right to delegate some or all the panel roles to
professionally qualified independent assessors.
1. Complaints Panel – convened as required and subsequent report to the next relevant meeting, including any lessons learned for the
school and / or recommendations for policies or procedures. The panel will consist of two LAB members plus at least one Trustee.
2. Employment Appeals Panels – convened as required for grievance, dismissal, or dismissal appeal hearings and report and report to
the next relevant meeting as appropriate, including any lessons learned for the school and / or recommendations for policies or
procedures. The panel shall consist or three people.
3. CEO/Principal / Vice Principals/Head teacher/Head of School Appointment Panel – convened as required and report to the next
relevant meeting as appropriate, including any lessons learned for the school and / or recommendations for policies or procedures. The
panel will consist of two LAB members plus at least one Trustee.
4. Pupil Exclusions Panel – convened as required and report to the next relevant meeting, including any lessons learned for the school
and / or recommendations for policies or procedures. The panel will consist of two LAB members plus at least one Trustee.
5. Pay Appeal Panel – convened as required if a member of staff wishes to appeal against their pay award decision made by the Pay
Committee. The panel will consist of at least two Trustees.
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In each situation, the Panel will include the appropriate number of Trustees/LAB members (as specified in the relevant policy or, if not
specified, three Trustees) who have not previously been involved with the incident and have no prior knowledge of the incident concerned. For
complaint hearings, the panel shall include an individual who is independent from the management and running of any school within the Trust.
Each committee will have an appropriately experienced Governance Professional.
The committee will follow procedures as set down in the relevant policy or as set out in law as appropriate. If a second or appeal panel is
permitted for that particular purpose, this shall include three different Trustees.
For the Pay Appeal the Terms of Reference are:
●
●
●
●

To consider appeals from staff members in relation to pay award decisions made by the Pay Committee.
To ensure that the pay appeals process is applied as detailed in the Trust’s pay policy.
To observe all statutory and contractual obligations.
To minute clearly the reasons for all decisions, and report the fact of these decisions to the next meeting of the Board of Trustees.
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Appendix 2: Meeting Schedule, BSAT proposed Agendas and Key Tasks for Autumn 201920
Brent Specialist Academy Trust Meeting Schedule 2019/20
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BSAT Proposed Agendas – Autumn
The agenda’s provide the basis for meeting discussion – commentary style agenda to be circulated ahead of each meeting. Additions and
amendments will made as required and approved by the Chair of the relevant meeting.
Board of Trustees:
1.Welcome, apologies, declarations of interest
2.Minutes and Actions from previous Meeting
3.Governance: elections/ vacancies/ declarations/ link/skills audit
4.Scheme of Delegation update
5.Strategic Plan for the Trust
6.MAT Capacity Framework
7.Safeguarding Review
8.CEO Report
9.BSAT services BP
10.LAB and Committee Reports
11.Ofsted preparation
12.Trust Policies approval

LAB Agenda Manor/Avenue:
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1.Welcome, apologies, declarations of interest
2.Minutes and Actions from previous Meeting
3.Headteacher’s Report
4.School Contextual Data (numbers, SEN analysis, girls/boys)
5.Staff Sickness Absence
6.Tracking Attendance of groups
7.Other important information
8.Standards Report including PP impact
9.Safeguarding Report
10.Pupil/parent/staff feedback Report
11.Resources Report
12.Approve School Improvement Plan
13.Approve SEFs
14.LAB policies approval
15.H+S Report
16.LAB self-evaluation
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17.Visits to the school by LAB members
Finance and Resources Committee:
1. Welcome, apologies, declarations of interest
2.Minutes and Actions from previous Meeting
3.Governance: Chair/ declarations
4.FM Report
5.Review of draft annual budget and accounts (BSAT and schools)
6.Land and Buildings Evaluation return
7.Any new contracts approval
8.DfE / ESFA policy update (including latest AFH changes)
9.Asset Management Plan
10.Policies approval 11.Any benchmarking reports
12.Capital Projects update
13. Review of Autumn 2019 tasks
Audit, Risk and Compliance Committee
1. Welcome, apologies, declarations of interests
2. Minutes and Actions from previous Meeting
3.

Governance: Chair/ declarations
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4.

BSAT Audit Reports

5.

BSAT Risk Register

6.

BSAT H+S Report – H+S walk findings

7.

BSAT SCR check

8.
Policies Approval
Pay Committee:
1. Welcome, apologies, declarations of interest
2. Minutes and Actions from previous Meeting
3. Governance: Chair/ declarations
4. Determine salary STPCD approval
5. Appraisal of teaching staff and non-teaching staff- pay progression approval
6. Appraisal approval – CEO/HTs (separate meeting)
7. Staffing Structure update
8. Policies Approval – HR, CPD, pay appeal…
BSAT Chairs Forum
BSAT Chair to update on:
1.BSAT plans/developments
2.Key priority areas of BSAT
3.Consistency/comparison of information from schools
4. Trends emerging in the schools
5.Emerging key points of and strengths across BSAT schools

25

6.Emerging key points of concerns across BSAT schools
Chairs +1 member to update BSAT Chair on:
1.School specific key successes
2.School specific key concerns
3.Common areas that need a BSAT approach
4.Training needs of LAB /members
5.Feedback from staff, parents and students
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Key tasks – Autumn 2019
Key tasks Chair of
Trust

Key tasks BOT

Key tasks CEO

Key tasks LAB

Key tasks ARC

Key tasks FAR

Key tasks Pay

Committee

Committee

Committee
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Organise induction,
support and training for
Trustees.
Regular liaison with CEO
and Chair of
committees/LABs.
Liaise with Governance
Professional re agendas,
Trustee information
circulation etc.

Review terms of reference
of committees

Overview of all Trust
schools.

Review the effectiveness of
the Trust Board

Regular liaison/planning
with Executive Team and
school’s SLT.

Review effectiveness of
Scheme of Delegation
Monitor school
improvement plans and
pupil progress across the
Trust
Prepare for Ofsted
inspection
Ensure Trust governance is
effective
Review Trust safeguarding
arrangement:
-Sign off updated policies
-Sign off staff signed
statements

Monitoring visits to BSAT
schools.
Liaise and work closely
with DfE and RSC.
Ensure compliance with
Academy/schools
legislation.
Notify the Department for
Education (DfE) via
EduBase within 14 days
of the appointment of
changes to key
personnel.

Receive curriculum
updates and Head
teacher/HoS reports

Monitor budget complies
with Academy finance
legislation

Support development of
new policies/review
existing policies
Receive parents/pupil
/staff feedback
See and agree the
school's self-evaluation
and School Improvement
Plan
Review the quality of
teaching
Arrange LAB members’
visits to the school
(learning walks etc.)
Prepare for Ofsted
inspection/outside
monitoring visits

Complete the Financial
Management and Governance
Self-assessment

Approve pay awards

Complete School Resource
Management Self Assessment
by 14th November
Check CFO has
submitted audited
financial
statement/reports and
accounts (by 31st)

Complete asset management
plans

CFO to send end of year
information to auditors

CFO to sign off
submitted Land and
building collection tool
once completed

-Sign safeguarding register
-Update on LADO referrals
Review Strategic Plan/plan for
MAT growth.
Ensure stakeholder
engagement and
communication

Appendix 3: Communication, Monitoring and Evaluation within/across BSAT Governance
Trust
●

Meets five times a year as a full Board to discuss and consider minutes from Sub groups and committees and to consider strategic
direction

28

●
●

CEO reports on KPIs including: Standards, attendance (pupils/staff), safeguarding, progress towards BSAT strategic plan
Receive budget monitoring report at each Board meeting, Chair monitors monthly

Chair and LABs
●
●
●

Chair of BSAT meets LAB members 4 times a year to ensure that there is communication between the Trust and LABs.
Ensures that the Trust is responding to issues of important to the LABs
Ensures LABs are aligned to the priorities of the Trust.

Trust Sub Groups and Committees
●

Meets at least three time a year to discuss and monitor focus areas

Trust Safeguarding and H&S Trustees
●

Meet termly with CEO/Heads, Site Management staff and DSLs (as appropriate) to monitor and discuss H&S and safeguarding across
the schools

CEO and Chair of Trustees
●

Meet, at least, monthly to discuss progress towards strategic plans, standards and CEO targets

CEO and Headteachers
●

Meet, at least, fortnightly to discuss safeguarding, standards, progress towards SIP and any issues arising

CEO and Exec Team
●
●

Meet, at least every month, to discuss standards, safeguarding, data, communications and KPIs
CEO meets with Head of Finance each week to discuss budget monitoring
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Chair of Trustees and LAB Chairs
●

Meet termly

CEO and LAB Chairs
●

Meet every half term to review progress, standards, community/parents partnerships and liaison and any issues arising

LABs
●
●
●
●

Meet termly to discuss and monitor standards, safeguarding, H&S and parent/community engagement and liaison
Complete termly Learning Walks to gain insight and overview of KPIs, school focus areas etc.
LAB safeguarding leads meet with DSLs termly to audit, monitor and discuss safeguarding across the schools
LAB Chair meet with Head Teacher on a half termly basis (or more regularly as appropriate)

All minutes are shared with members, trustees, LAB governors, Head teachers and executive Team via the BSAT GovernorHub.
Governance Professional to monitor effectiveness and propose

Appendix 4: Procedures when there are changes in governance personnel
Based upon: BSAT Articles of Association, 2018 Academies Financial Handbook.

Members
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If a member resigns
●

●

The Governance Professional to the Board of Trustees asks the individual to confirm in writing (which can be an email) to the
Governance Professional their resignation and the date that it will be effective from; and the next Board meeting formally minutes that
the Member has left / is leaving and records the date that their position as Member ends/ended as follows: "It was noted that [Name of
individual] will cease to be a Member on [insert date]."
The Governance Professional updates the Register of Members and updates the DfE Get Information About Schools (GIAS) website.

When a new Member is appointed
●
●
●
●
●
●

Members in accordance with the Articles of Association must make the appointment.
The new Member must consent in writing to being a Member of the Trust, which will be retained by the Governance Professional.
The new Member must complete the Register of Interests declaration.
The Governance Professional will update the register of Members, which the new Member should sign.
The minute at the Board meeting following their appointment, as a Member should read as follows: "[Name of individual] was appointed
as a Member with effect from [insert date]."
The Governance Professional notifies the DfE of the appointment of the new Member via GIAS and provides the new Member with the
Articles of Association, DfE governance handbook, BSAT Scheme of Delegation, BSAT Conflicts of Interest policy.

Trustees
If a Trustee resigns or their term of office ends and they don't seek re-appointment
●

●

If the person is resigning as a Trustee: The Governance Professional to the Board of Trustees asks the individual to confirm in writing
(which can be an email) to the Governance Professional their resignation and the date that it will be effective from; and the next Board
meeting formally minutes that the Trustee has left / is leaving the Board of Trustees and records the date that their position as Trustee
ends/ended as follows: "It was noted that [Name of individual] will cease to be a Trustee on [insert date]."
If the person has reached the end of their term, or their employment at the academy trust ends (Chief Executive): No 'email of
resignation' is required, but the Board of Trustees still needs to formally minute that the Trustee has left due to their term or employment
ending.
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●

In either of the above two scenarios the following happens:
a. The Chief Executive completes the Companies House ‘TM01’ form and submits it to Companies House (keeping a copy at the
trust) – this must be within 14 days of the resignation (if the Trust registers for online filing this can be completed online)
b. The Governance Professional updates the register of Trustees
c. The Governance Professional notifies the DfE via GIAS.

Filling vacancies within the Board of Trustees
●

●
●

It is recommended that the Members of the Academy Trust (as set out in Article 12 of the Articles of Association) should use the
following principles when filling any of their vacancies on the Board of Trustees, and the same principles should be used by the Board of
Trustees itself in considering any potential co-opted Trustees:
a. To understand the skills and experience already on the Board of Trustees;
b. To consider what skills or experience would add most value to the Board of Trustees given its current context / performance and
its strategic priorities; and
c. Seek to appoint an individual with the appropriate skills or experience to fill any identified skills or experience gap within the
Board of Trustees.
Where there is a vacancy for a Member appointed Trustee, the Board of Trustees will lead the recruitment process and recommend a
shortlist of suitable candidate(s) to the Members who will then appoint the individual that they consider most suitable.
The proposed Trustee will confirm that they are eligible for appointment in accordance with the Articles of Association and that they will
sign a Deed of Adherence to the Trustees’ Agreement.

When a new Trustee is appointed
●

●

The minute at the Board meeting confirming their appointment as a Trustee should read as follows: "[Name of individual] was confirmed
/ appointed [depending on the category of Trustee and therefore how they were appointed] as a Trustee with effect from [insert date].
Their term of office will end on [insert date OR when their employment ends]. [Name of individual] will be appointed as a Director of the
Academy Trust and registered accordingly with Companies House."
The Trustee completes and signs the Companies House ‘AP01’ form (using the Manor School address as the service address) which is
also signed by another Director (such as Chief Executive or Chair of Trustees) and this is submitted to Companies House (keeping a
copy at the trust). This must be submitted within 14 days of the appointment. If the Trust registers for online filing this can be completed
online.
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●
●
●
●
●

The Trustee and Chair / Chief Executive sign a Deed of Adherence for the Trustees’ Agreement.
The new Trustee must complete the Register of Interests declaration.
The Governance Professional notifies the DfE of the appointment via GIAS.
The Governance Professional applies for an enhanced DBS for the new Trustee.
Provide the new Trustee with the Articles of Association, Funding Agreements, Charity Commission essential guidance for trustees, DfE
governance handbook, current Academies Financial Handbook, BSAT Scheme of Delegation, BSAT Conflicts of Interest policy.

LAB Governors
If a Governor resigns or their term of office ends and they don't seek re-appointment
●

●
●

If the person is resigning as a Governor: The Governance Professional to the LAB asks the individual to confirm in writing (which can
be an email) to the Governance Professional their resignation and the date that it will be effective from; and the next full LAB meeting
formally minutes that the Governor has left / is leaving the LAB and records the date that their position as Governor ends/ended as
follows: "It was noted that [Name of individual] will cease to be a Governor on [insert date]."
If the person has reached the end of their term, or their employment at the academy trust ends: No 'email of resignation' is required, but
the full LAB still needs to formally minute that the Governor has left due to their term or employment ending.
In either of the above two scenarios the Governance Professional notifies the DfE via GIAS.

Filling vacancies within the LAB
●

●

It is recommended that the Board of Trustees (for Board appointments) or LAB Governors (for co-opted Governor appointments) should
use the following principles when filling any of their vacancies on the LAB:
a. To understand the skills and experience already on the LAB;
b. To consider what skills or experience would add most value to the LAB given its current context / performance and its priorities;
and
c. Seek to appoint an individual with the appropriate skills or experience to fill any identified skills or experience gap.
The proposed Governor will confirm that they are eligible for appointment in accordance with the Articles of Association (as if those
relevant Articles apply directly to LAB Governors).
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When a new Governor is appointed
●

●
●
●
●

The minute at the LAB meeting confirming their appointment as a Governor should read as follows: "[Name of individual] was confirmed
/ appointed [depending on the category of Governor and therefore how they were appointed] as a Governor with effect from [insert
date]. Their term of office will end on [insert date OR when their employment ends]. "
The new Governor must complete the Register of Interests declaration.
The Governance Professional notifies the DfE of the appointment via GIAS.
The Governance Professional applies for an enhanced DBS for the new Trustee.
Provide the new Trustee with the Funding Agreement for the school, BSAT Scheme of Delegation, BSAT Conflicts of Interest policy.

Appendix 5: Appointment processes for parent and staff LAB Governors
Parents
The following process shall appoint parent LAB Governors:
●

Seeking nominations from all parents of registered pupils at the school; (Note: vacancies can be held vacant until the following term
where the LAB considers this appropriate, such as to enable parents of an incoming year group to be eligible)
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●
●
●

●

If there are fewer nominations than vacancies or the same number of nominations as vacancies, then the nominees are appointed by
the LAB.
If there remain vacancies then the previous two bullet points are repeated (vacancies can be held until the following term where the
LAB considers this appropriate, such as to enable parents of an incoming year group to be eligible);
If there are more nominations than vacancies an election will be held where the parents / carers of each child attending the school on
the date that the election starts are entitled to vote (one vote per parent) for the nominees. The LAB will appoint the nominee with the
largest number of votes; if there was more than one vacancy this process shall be repeated until all vacancies are filled (i.e. if two
vacancies, the two nominees with the most votes shall be appointed).
If there remain vacancies after two rounds of seeking nominations, the LAB may approach suitable individuals and recommend their
appointment to the Board in accordance with Articles 54A and 56.

Staff
The following process shall appoint staff LAB Governors:
●
●
●
●

●
●
●

Seeking nominations from staff based at the school;
If there are fewer nominations than vacancies or the same number of nominations as vacancies, the nominees are appointed by the
LAB.
If there remain vacancies then the previous two bullet points are repeated;
If there are more nominations than vacancies, an election will be held whereby every member of staff based at the school on the date
that the election starts are entitled to vote (one vote per member of staff) for the nominees. The LAB will appoint the nominee with the
largest number of votes; if there was more than one vacancy this process shall be repeated until all vacancies are filled (i.e. if two
vacancies, the two nominees with the most votes shall be appointed).
If there remains a vacancy after two rounds of seeking nominations, the LAB may approach and, with their consent, appoint eligible
individuals.
LAB Staff Governor roles are open to all (support and teaching staff).
In seeking LAB Parent Governors, where desirable, BSAT will provide a desired skill set so that parents are aware of the particular skills
that the LAB is seeking.
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Appendix 6: Terms of reference for a LAB in the pre-opening phase
Based upon: BSAT Articles of Association, Governance Handbook.
Purpose
●
●

The purpose of the Committee is to prepare a school for a successful launch within BSAT.
Subject to provisions of these Terms of Reference, the Companies Act 2006, the Articles, the Scheme of Delegation, and to any
directions given by the Trustees, the LAB may exercise all the powers of the Company within their remit.
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Membership, Meetings & Quorum
●

●

●
●
●

●
●

Membership: Structure to be set by the Board. It should comprise of a minimum of five individuals.
o The Headteacher Designate will join the LAB from the date of their appointment.
o An appropriate process that seeks individuals with the necessary skills shall seek community Governors.
The term of office of a Governor appointed prior to the school opening (excluding the Headteacher Designate once appointed) shall be
until the end of the second term of the school being open. This is to provide for a phased transition. Individuals will be eligible for reelection or re-appointment to the LAB of the open school.
All Governors must comply with the provisions within the Articles of Association for ineligibility as if they were Trustees of the Trust.
Governors of the school must declare conflicts of interest in accordance with the Articles of Association as if they were Trustees of the
Trust and comply with any relevant Trust policies and procedures.
Meetings:
o The LAB shall meet as required; it is anticipated that the LAB will meet approximately monthly for the 18 months prior to opening.
o Meetings of the LGB will be quorate if 3 or one-third of Governors are present (whichever is the greater); this provision applies to
every part of the meeting.
o Each Governor shall have one vote and shall not be able to vote by proxy. All decisions require a majority of the persons present
and entitled to vote. The Chair will have a second and casting vote if necessary. Resolutions can be passed in writing, signed by
all eligible Governors, and this will be as effective as if the resolution had been passed at a meeting.
Committees: It is not expected that the LAB would have any standing committees, but it may establish time limited ‘working groups’ or
‘lead governors’ for specific areas of work.
Chair: Elected by the LAB at the first meeting each school year. The Chair must not be employees of the Trust.

Terms of Reference
●
●
●

The LAB is empowered to develop the detailed proposals for the new school, and to implement these proposals.
The LAB will lead the interface with the DfE, EFA, and Ofsted for pre-opening assessments.
The following table outlines the decision-making powers of the Trustees and LAB of a school in the pre-opening phase.
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Decision

Taken by

Governance

Determination of LAB structure for a school that is not yet open

Board of Trustees (LABs to recommend to BoT)

Appointment of trust-appointed governors

Board of Trustees (LGBs to recommend individuals or the skill sets desired)

Appointment of co-opted governors

LAB

Appointment of Chair and Vice-Chair of LGB

LGB to elect Chair and Vice-Chair at first meeting of the school year

Approval of policies for the new school

As set out in the Scheme of Delegation

Staffing

Appointment of Headteacher

CEO to lead process with Trustee and LAB Governor involvement on the Selection Panel

Approval of staffing structure for first year of opening

Board to set overall budget framework (such as % of budget to be spent on staffing, operating
surplus requirements), and LAB to then set staffing structure within that.

Appointment to approved posts

Headteacher to lead (CEO and LAB Governors involved in posts that directly report to
Headteacher)

Financial
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Approval of budget for PDG usage

Board of Trustees

Authorisation of spend from PDG budget

As set out in the PDG budget approval

Authorisation to submit PDG usage returns to DfE

Chief Financial Officer (reporting to Board / LAB before or after submission as required by DfE
timeframe)

Determination of Trust top-slice for first year of opening

Board of Trustees

Approval of budget for first year of opening

Headteacher / Chief Financial Officer to recommend budget to LAB and then to Board for final
decision

Student experience

Approval of pupil admissions and transition policy for first year of opening

LAB

Approval of pupil applications for first year of opening (ie whether school should be
named)

Headteacher

Approval of school day

LAB

Approval of school year (including INSETs)

CEO (to ensure trust fit)

Approval of school uniform

LAB

Approval of curriculum for first year of opening

LAB
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Approval of school policies (i.e. curriculum, SEN, behaviour, home-school agreement etc)

As set out in Scheme of Delegation

Site and Capital project

Approval of the permanent site for the school

LAB to recommend to Board for decision

Approval of any temporary site / accommodation arrangements for the school

LAB to recommend to Board for decision

Approval and management of any interim usage of the school site and entering into
associated agreements

LAB

Approval of any land transfer documentation (freehold or leasehold)

LAB following advice from ESFA

Appointment of design team for capital works (if required)

LAB following advice from ESFA

Approval of accommodation schedule / scope of capital project

LAB

Approval of feasibility study

LAB

Appointment of contractor (if required)

LAB following advice from ESFA regarding procurement process and tender evaluation

Approval of planning application submission

LAB

Approval of final capital project

LAB
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Approval of any variations to the agreed scheme

LAB

Other

Approval of whether the new school has a nursery

LAB

LABs and staff are able to further delegate, but responsibility remains with the LAB or person to whom the above table delegates responsibility.

Appendix 7: The Nolan Principles of Public Life
Selflessness - Holders of public office should act solely in terms of the public interest.
Integrity - Holders of public office must avoid placing themselves under any obligation to people or organisations that might try inappropriately
to influence them in their work. They should not act or take decisions in order to gain financial or other material benefits for themselves, their
family, or their friends. They must declare and resolve any interests and relationships
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Objectivity - Holders of public office must act and take decisions impartially, fairly and on merit, using the best evidence and without
discrimination or bias
Accountability - Holders of public office are accountable to the public for their decisions and actions and must submit themselves to the
scrutiny necessary to ensure this
Openness - Holders of public office should act and take decisions in an open and transparent manner. Information should not be withheld from
the public unless there are clear and lawful reasons for so doing
Honesty - Holders of public office should be truthful.
Leadership - Holders of public office should exhibit these principles in their own behaviour. They should actively promote and robustly support
the principles and be willing to challenge poor behaviour wherever it occurs.
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