Hellesdon High School

A Community Technology College

Policy Review Committee

Terms of Reference Issue 01

Proposed by Policy Review Committee: Date: 25-01-10
Ratification by Full Governing Body: Date: 08-03-10
Membership

The Governing Body shall determine, and review annually at the first meeting of the
school year, the establishment, terms of reference, constitution and membership of
the committee. The Chair of the committee will be appointed by the committee.

Quorum
The quorum for committee meetings shall be determined by the committee, but must
be at least three governors who are members of the committee.

Meetings

The committee shall meet at least once a term and more often if required. Dates for
meetings will be set before the beginning of each school year as part of the annual
cycle of full Governing Body and committee meetings.

Clerking
The Governing Body shall appoint a clerk to the committee. This cannot be the Head
Teacher, but committee members may clerk in the absence of the appointed clerk.

Terms of Reference

1. To ensure that all statutory school policies are available, published and regularly
updated in accordance with legal requirements.

2. To agree, in conjunction with the leadership team, which additional, non statutory
school policies are required and to ensure authors and timescales for completion
are allocated.

3. To determine revision/review periods for all policies and to monitor
implementation of the review process.

4. To agree and publish a standard template for all new and revised policies.

5. To agree and publish guidance for policy authors regarding standard terminology
to be used within policies.

6. To check, ratify and publish all new and updated policies on behalf of the
Governing Body (unless further referral to another Governors’ sub-committee is
considered necessary based on legal requirements, degree of amendment etc.)

7. To monitor effective implementation of policies via Head Teacher Reports
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Responsibilities of Committee Clerk on behalf of the Policy Review Committee:

1. To maintain a list of current and planned policies with their issue and review
dates.

2. To prompt policy review by the nominated author as the review date is
approached.

3. To maintain the master electronic template, master electronic copies and
master ratified/signed hard copies of current policies.

4. To ensure superseded copies of policies are identified as such and removed
from circulation when revised copies are published.
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