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Guidance on the headteacher’s report to the governing body

Introduction

This document provides advice and guidance to head teachers to support them to fulfil their responsibility to provide key information to their governing body each term.  This information is required to enable the governing body to fulfil its three core functions as described in the DfE Governors Handbook 2015 which are:

· Ensuring clarity of vision, ethos and strategic direction; 

· Holding the headteacher to account for the educational performance of the school and its pupils, and the performance management of staff; and 

· Overseeing the financial performance of the school and making sure its money is well spent. 

The National Standards of Excellence for Headteachers January 2015 (domain 3) which states that the headteacher should:

“welcome strong governance and actively support the governing board to understand its role and deliver its functions effectively – in particular its functions to set school strategy and hold the headteacher to account for pupil, staff and financial performance” 

Throughout this document, the term school is used but is intended to include academies
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Purpose of the Headteacher’s Report to Governors
Through your written termly report you are:

· helping the governing body to fulfil its core functions through understanding the school’s strengths and areas for development, contributing to strategic planning for the school’s continued improvement, monitoring the effectiveness of leaders in driving and securing improvement and holding headteacher and senior leaders to account
· keeping governors informed of operational matters and the general running of the school over the previous term to provide them with an overview and a context for their work

· informing governors of the progress you have made in implementing the school’s key plans and priorities and evaluating the impact of these on standards
· helping to review the extent to which the governors are meeting their statutory responsibilities, including ensuring all policies (e.g. safeguarding) and the school website are up to date and fit for purpose 
· highlighting issues of a strategic nature which will require the attention of the governing body in order to help the governing body reach corporate decisions on actions that are necessary and support future planning in a timely manner 
You should also be aware that you can:

· supplement written reports with oral comments at the meeting, relevant details to be minuted by the clerk to governors

· include appendices (anonymised where appropriate) to provide more details (e.g. the outcomes of a monitoring and evaluation activity, pupil progress data)
· ask other leaders to contribute to writing sections of the report on their lead area

· limit confidential information to oral reporting only which the clerk will minute separately if necessary.

Governors should: 
· Ensure the report meets their needs by asking for specific information as necessary

· Ask questions for clarity 

· provide challenge as necessary
The clerk should minute questions and answers

In essence headteachers’ reports serve as a termly progress/school improvement report for governors.

Good Practice Guidance
· There is no need to mention day-to-day details which do not relate to the governors’ strategic or public accountability roles, e.g. list of school visitors.  The governing body needs a sound overview of the school, for example information and data on trends in performance, not specific personal details

· you are advised not to name individual staff or pupils in your report in connection with confidential information about them as it is subject to the Data Protection Act and may compromise the governing body’s role in dealing with complaints, disciplinary hearings or appeals
· you should give a balanced view of the school’s achievements as well as raising matters of concern 

· When making a proposal for change it is advisable to present options for action or decision making wherever possible and encourage governors to ask appropriate questions

· report on the impact of actions taken to address priorities within the school development/improvement plan

· Use the report to ensure the governing body has access to all relevant information about the school’s performance (e.g. finance, school improvement, staffing structure and vacancies, staff performance management, safeguarding) – there should be no surprises!
· The report, along with all other governing body papers, should be sent out at least seven clear working days before the governors’ meeting.

Content and Format
· There are many formats in which to present your report.  A basic model template is included with this guidance
· The format is very much a matter for you and your governing body who may have distinct views on how information should be presented.  Some governors prefer charts or bullet points; others favour a more narrative approach. It can be very useful to engage governors in a dialogue about the format they find most helpful to support their strategic roles

· Any format chosen needs to include an analysis of numerical information, an evaluation of impact of actions taken during the term and proposals for discussion 
· The report can also include whatever you decide is helpful information under the headings listed below.  Additionally, the guidance suggests items which could be mentioned under each heading

· As a general rule there should be no facts without a commentary

· It can be useful to highlight specifically in the report where action, decision making  or discussion is required by the governing body or one of its committees 

· some items may only require reporting once a year, others may require six monthly or termly updates

· The headteacher’s report should be a corporate statement on behalf of the school, rather than a purely personal statement of the headteacher.

Items to include in the report
1. Numerical Information with commentary
Pupil progress 
· Current and/or predicted outcomes at cohort (year group) level, subject level and key pupil group level (including gender, FSM, SEND, EAL, LAC etc.)

· Progress towards meeting the cohort/year group targets

· Gaps analysis (how quickly is the school accelerating the progress of disadvantaged groups and narrowing the gaps between them and their peers)

· Analysis of trends over time

· Current or planned intervention including use of the pupil premium, PE and Sports Funding and Catch-up Funding (Year 7 only)
Pupil numbers 

· Current numbers (by year groups/class (primary), gender, ethnicity and free school meal entitlement or eligible for FSM within the last 6 years, as the school will receive the pupil premium for these students (based on latest census data) 

· Pupil number projection (including a commentary on budgetary or organisational implications where number on roll is changing significantly)

· Number of students Looked After/Adopted (being careful not to identify those pupils in any way) as they school will received the pupil premium plus for these students (based on the March census data for the previous year)
· Number of Early Years pupils eligible for the pupil premium from September 2015

Attendance and punctuality

· overall attendance in comparison with national averages and the school’s own rate of attendance in the previous term or the comparative period in the previous year

· persistent absence in relation to the above

· attendance and persistent absence 

· by pupil group (such as gender, FSM, SEND, ethnicity, EAL, LAC, other groups identified by the school) 

· by year group 

· commentary on patterns of absence (authorised/unauthorised and reasons for these)

· levels of punctuality

· actions taken by the school to improve attendance/punctuality, and identified impact

· good attendance awards

· progress towards any targets set.

Personal, Development, Behaviour and Welfare
· exclusions by year group, by pupil group (such as gender, FSM, SEND, ethnicity, EAL, LAC, other groups identified by the school) with reasons

· commentary on patterns over time (compared to previous term or similar period last year)

· actions taken by the school to improve behaviour/minimise exclusion (including use of rewards), and its impact.

Level of Pupils with Special Educational Needs and Disability
· details on the level of SEND present in the school (at the level of SEND and statemented/Education Health Care Plan (EHCP) and any movement within categories)
· Additional funding for children with complex needs and how this is spent

· primary type of SEND 
· details of support and impact (including the impact of external agencies)

Staffing

· current complement

· recent appointments, resignations, promotions, retirements, secondments, vacancies and their implications

· proposed/actual changes to staffing structure

· subject coverage and “specialism” issues (primary and secondary)

· overall levels of staff absence and its implications, including cover arrangements

· performance management process, feedback on the impact on raising standards through an anonymised annual appraisal report (in line with the school’s appraisal policy) and recommendations on pay (in line with the school’s pay policy)
· impact of staff development on quality of provision, school standards including pupil progress

Racial and Bullying incidents

· number and nature of incidents and action taken by school.

Safeguarding and Child Protection referrals 
· number and nature of incidents and action taken by school (being careful to maintain confidentiality)

2. Report on the impact of actions on school improvement plan priorities including evidence of quality of teaching 

· evaluation of the progress made towards addressing the priorities in the school improvement/development plan in relation to actions planned and impact against success criteria

· summary of quality assurance related to the quality of teaching

· termly pupil premium report

· annual LAC report

3. Policy reviews including curricular organisation

4. The impact of any programmes or partnerships that the school is involved in

5. Premises Management Report 
6. Health and Safety Report (annual with termly updates as required)
7. Budget Update
8. Complaints Summary and Resolution
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