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At the end of this unit you should be able to:

· Understand the role of the Chair in planning the work of the Governing Body

· Take account of legislation governing the size and composition of the Governing Body when the Governing Body is considering membership

· Consider the effectiveness of a number of organisational strategies and structures, such as committees, and how to make best use of them

· Be confident in constructing a strategic framework for the Governing Body’s work

· Appreciate how the Chair works effectively with the Clerk

· Review your effectiveness in managing meetings

· Understand the importance of effective minutes

· Reflect on your effectiveness in dealing with conflict
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1.
Introductory task


In this unit you will explore the Chair’s role in enabling the Governing Body to carry out its key roles effectively by encouraging efficient and effective ways of working.

Before you undertake the unit it will be useful to review how your Governing Body carries out its work at present, through committees and working groups, bearing in mind that the Governing Body is required to review the establishment, terms of reference and membership of any committee annually (Guide to the Law Chapter 3).

 It will help you to reflect on the effectiveness of the structures if you find time to discuss the questions with other governors and the Headteacher.

If you have more committees than will fit on to the proforma, you will need to make a copy.  You could also copy the questions on to a different sheet to record the views of others.

Activity 1: Introductory task: Reviewing the structure of the Governing Body 

	Our Committees
	Their Remits

	
	

	
	

	
	

	
	

	
	

	When was the structure of the Governing Body last reviewed?



	How did you decide on the number and remit of committees?



	What is the value of these committees to the Governing Body?



	How do the committees report back to the Governing Body and do your methods work well?


	Any other comments or queries about committee structures

How many members are there on your Governing Body? 


2. 
The Chair’s planning role


2.1
The purpose of the Governing Body is to contribute to school improvement by carrying out its three key roles of critical friend, providing strategic leadership and ensuring accountability. The Governing Body needs to be well organised to carry out these roles.  

2.2
In order to carry out its key roles, the work of the Governing Body needs to be closely linked to the school year and the school’s improvement planning cycle.  The Governing Body has a number of school leadership and management issues to consider and approve on an annual cycle, not to mention new initiatives and regulations to deal with.   There may also be urgent and important issues for the Governing Body to consider.   The Chair makes a significant contribution to the effectiveness of the Governing Body by helping it to work in ways that are efficient and effective.

2.3
Governing Bodies organise themselves in different ways in order to deal with the issues that come before them.  The Chair can assist the Governing Body in deciding how to organise itself by being aware of alternative strategies and their benefits.  Some of these strategies are explored in this unit.

2.4
The Chair assists the Governing Body in its work by ensuring that:

· Meetings are scheduled to link with the school improvement planning cycle, enabling important judgements and decisions to be made at the right time

· The schedule of meetings and the topics under discussion enable the Headteacher to consult and inform the Governing Body in a systematic way about the development and implementation of policies and plans

2.5 
The Chair also has a role to play in planning, organising and chairing meetings so that:

· Agenda items are focused on strategic school improvement issues

· Necessary information is circulated in advance

· There is adequate time for discussion of important items 

· All have an opportunity to contribute and decision making processes are clear

· Accurate minutes are kept

3. How many members?


3.1
What is a good size for a Governing Body?  What are the advantages and disadvantages of small or large Governing Bodies?  On 1st September 2003, regulations came into effect (Statutory Guidance on School Governance (Constitution)(England) Regulations 2003), which require all Governing Bodies to review their membership by September 2006.  

3.2
This change in legislation gives Governing Bodies much more freedom to choose the size of the body, rather than it being determined by the number of pupils on roll.  The total number of governors can vary between 9 and 20.

3.3
Although the Governing Body must make a decision by September 2006, this is not a once and for all decision and changes can be made in the future if the needs of the school change.  As Chair you may be called on to initiate a discussion so that the Governing Body can either plan for change or review the impact of its decisions.

3.4 Here are some of the issues you might want to raise in such a discussion:

· If the Governing Body is small there will only be places for two staff members.  One place is reserved for the Headteacher and one place must go to a teacher, unless no one stands for this role.  If a teacher takes the place, there will be no representation from support staff.  In view of the increasing role for support staff in schools, the Governing Body might wish them to be represented.

· A small Governing Body might have difficulty in finding sufficient governors to sit on appeals committees (for example on a staff dismissal case).  Some, such as the Headteacher, would be debarred from doing so and some staff governors might not wish to do so.  Others may be debarred because they have prior knowledge of the circumstances.

· A small Governing Body with a number of committees may put a burden on individuals who have to attend meetings of several committees

· Large Governing Bodies might be more difficult to manage

· If the Governing Body is large the opportunities for individual contributions (at meetings for example) might be reduced and could lead to decreased motivation or absenteeism. It is worth noting that the current Ofsted inspection framework criteria may place a Governing Body with a high number of vacancies and poor attendance in the  ‘poor performance’ category.

· The extent to which the context of the school influences the optimum size of the Governing Body.  If the school operates in particularly challenging circumstances and produces a heavy workload for governors, it may be worth sharing responsibilities among a larger group.

3.5 Within the increased flexibility for Governing Body organisation is the possibility of federation, where two or more schools are linked with one Governing Body.  There are also increasing opportunities for collaboration where two or more schools share resources – for example, by making a joint appointment of a specialist teacher or a bursar or having joint committees comprising members of different Governing Bodies.

3.6 If you carried out the preparation task before studying this unit, you will already have given some thought to the size of your Governing Body. The activity below may provide a discussion point with your colleague governors and the Headteacher.


Activity 2: Large or small Governing Body? Have we got it right?

Carry out a SWOT analysis on the pros and cons of the current size of the Governing Body of your school.  SWOT stands for Strengths, Weaknesses, Opportunities and Threats. Putting issues into these categories helps to determine the balance of the argument and can help in decision-making.

.



4. How many committees?


4.1
Many Governing Bodies view the establishment of a committee structure as fundamental in getting the job done.  Other Governing Bodies don’t see the need for them and prefer to deal with all their work in full meetings of the Governing Body.  There are a number of issues to explore when considering the effectiveness of organisational structures.

Does the committee structure in your Governing Body work well?  Does having committees assist the Governing Body or does it just create more work?  

4.2
In order to give the Governing Body any advice about structures, you will need to be familiar with the regulations governing roles and responsibilities.  There are a number of documents which will provide you with background knowledge on decision making and what decisions can be delegated and to whom.  The key document, however, is the most up to date issue of A Guide to the Law for School Governors, applicable to your school.

4.3
The number of committees the Governing Body has and the extent to which the Governing Body delegates responsibilities to the Headteacher or to committees will depend on a number of factors.  The Governing Body might want to consider the following when delegating responsibility to the Headteacher within the guidelines:

· What arrangements will enable us to work to the strengths of the Headteacher and the Governing Body?

· What will make best use of people’s time?

· Is the Headteacher supported by a strong leadership team?

· Are there good administrative and management systems in place to support the Headteacher in undertaking the delegated tasks?

4.4
When considering the number of committees to have, the Governing Body might need to consider whether there are enough members of the Governing Body to serve on committees without overburdening individuals. If the school is in special measures, or is causing concern, there will be additional work for the Governing Body.

4.5
If there are a number of committees, are their terms of reference clear and do they report back to the Governing Body in ways that avoid duplication of effort or delays in decision-making?  The Governing Body needs to have confidence in its committees so that it can be sure that decisions delegated to the committee have been well considered and minuted clearly.  If this is not the case, the Governing Body might find itself using up meeting time going back over work already carried out in committee in order to reach a corporate decision.  If important decisions are delegated to committees experience and expertise need to be spread among the committees. Appointing associate members to committees would be one way of bringing in extra skills and expertise.

4.6 Having a number of committees increases the opportunities for individuals to develop skills in chairing, but the Governing Body will also need to consider the following:

· Are there enough people to chair committees and to clerk them?

· What support do these people need and who will give it to them?

· Who will clerk the meetings?  You do not have to have a paid Clerk, but full minutes must be produced for each committee meeting.

· If you only have a small number of committees, is too much influence placed in the hands of a few governors?

4.7 There are occasions when a committee must be set up, for example to deal with staffing, admission or pupil discipline issues.

4.8  When reviewing the structure of your Governing Body, you might want to consider whether working parties might occasionally be used to take on specific tasks. 



How many committees?

Look back over your review of the structure of the Governing Body.  If you did not do this in preparation for the Unit, have a look at it now.

In the light of the guidance in this section, think about the following questions about the structure of your Governing Body:  

Does it work well?

What are its advantages?

What are the disadvantages?

Do you have effective systems for committees to report back to the full Governing body?

What recommendations would you make to improve the way in which it works?

5. Planning a strategic framework


5.1
One of the ways in which you, as Chair, can support the work of the Governing Body is to think about the tasks it needs to undertake over the course of a year and ensure that there is an agreed strategic framework, scheduling the work that needs to be done.  

5.2
Some of the issues to be included on the agenda for meetings are related to the statutory responsibilities of the Governing Body.  Others are tasks arising from the role of the Governing Body in strategic planning, monitoring and evaluating the achievement of agreed objectives.  Ofsted forms S3 and S4 can be used as a useful check that you are gaining the evidence you need to answer the questions they pose.  Remember that when the school is inspected governors, including the Chair, will be expected to know the answers to these questions.  Having a good strategic framework helps to ensure that you consider evidence on a systematic basis and have decided in advance when and how it will be gathered and by whom.

5.3
In order to guide the Governing Body in developing a strategic framework you will need to:

· Develop an awareness of the school’s priorities for improvement so that agendas are well focused on what needs to improve

· Be aware of the school, local and national initiatives that need to be considered by the Governing Body

· Consider how to make the best use of Governing Body time and effort

· Plan ahead so that the Governing Body does not fall into the trap of being reactive and making hasty decisions

· Be prepared to adjust your plans!

5.4
Activity 3, which follows, includes an example of an annual calendar of work for a Governing Body.  It has been divided into school terms and has spaces for allocating items to the full Governing Body and to committees.  It already contains some important routine matters for Governing Body decisions.   The DfES publishes an interactive model annual calendar on www.governornet.co.uk
5.5
You are invited to consider a number of statutory requirements and other questions relating to standards in the school to which the Governing Body will need answers.  For example, if the Governing Body is to have a view on how well pupils’ attitudes, values and personal qualities are developed, it will need to take a number of actions over the course of a year.  These might include:

· Receiving reports from the Headteacher and key members of staff

· Approving curriculum plans in the relevant areas and the arrangements for acts of worship

· Looking at data on exclusions, absence and lateness

· Talking to pupils and listening to feedback from parents and the community

These actions might be taken by the whole Governing Body or be delegated to committees or individuals.  The relevant staff will need to know what information committees and/or the Governing Body requires and when, minutes of meetings should demonstrate that there has been open and frank discussion, during which the Governing Body has been both challenging and supportive in its approach.  

5.6
The Chair plays a role in developing the strategic framework so that all the statutory requirements are met and the Governing Body has a clear understanding of the school’s strengths and weaknesses, and the action being taken to build on strengths and minimise weaknesses. Avoiding overloading the headteacher, staff and governors is an important consideration.

5.7
The Clerk may be able to offer guidance and models of how other governing bodies plan their work.

Activity 3: Planning a strategic framework

For each of the issues listed, consider:

1. Over the course of a year, how and when could the Governing Body could monitor and evaluate policy, practice and impact?

2. What, if any, work could be done in committees?

3. Who could be invited to present information to the Governing Body?

The items below are taken from Ofsted forms S3 and S4.  The Governing Body is expected to be able to provide the answers to these questions and have the evidence to back its judgements.   Plot agenda items on the annual calendar of work overleaf.

· Does the school meet the requirements of the general duty and the specific duties in the Race Relations (Amendment) Act 2000 and the Commission for Racial Equality (CRE) Code of Practice? 

· Does the school have regard to the Special Educational Needs Code of Practice when meeting pupils' special educational needs and does it make its policy known to parents? 

· Does the Governing Body have procedures for ensuring the school meets all relevant health and safety legislation? 

· Do the school's procedures for child protection follow the requirements of the local Area Child Protection Committee, and does the Governing Body ensure that these are followed? 

· Does the Governing Body have a performance management policy and does it ensure that all teachers, including the Headteacher, are appraised in accordance with statutory requirements? 

· How effective are teaching and learning? 

· How well are pupils' attitudes, values and personal qualities developed? 

· How well does the school work in partnership with parents, other schools and the community?

Discuss your ideas with a colleague.  Do they work?  Has the activity suggested any improvements to the way you currently schedule the work of your Governing Body?

	Autumn Term
	Spring Term
	Summer Term

	Full Governing Body
	Committees
	Full Governing Body
	Committees
	Full Governing Body
	Committees

	Elect Chair and Vice-Chair (if this is what the GB has decided)
	Elect Chair and Vice- Chair (if this is what the GB has decided)
	Agree budget
	Review policies
	Review Governing Body performance this year
	Review staff pay

	Agree delegation and terms of reference
	Plan annual programme of work
	Agree staffing structure
	
	Report on implementation of Performance Management Policy
	

	Prepare and approve Annual Report to Parents
	
	
	
	
	

	Plan annual programme of work
	Arrange Headteacher’s performance management review
	
	
	
	

	Review School Improvement Plan
	
	Review School Improvement Plan
	
	Review School Improvement Plan
	


Annual Calendar of Work

6. Working with the Clerk


6.1
The Clerk to the Governing Body can be an enormous asset and building a good working relationship with the Clerk will be an early objective for any new Chair.

6.2
Every Governing Body must appoint a Clerk.  The Clerk may have completed the National Training Programme for Clerks of Governing Bodies and may or may not be experienced.  Some LEAs provide a clerking service to schools.  The tasks that may be delegated to the Clerk will depend on the level of pay or agreed level of service and the agreed job description.

6.3
The Clerk will support the Chair and the organisation of the Governing Body in a number of ways. If you are a relatively new Chair you may find it helpful to talk to your Clerk about whether he/she has undertaken the National Training Programme for Clerks of Governing Bodies.  They may be able to share some of the material with you to increase your understanding of their role

6.4
The Governing Body makes decisions and takes responsibility but the Clerk supports them in doing this.  A good Clerk:

· Is knowledgeable and advises the Chair and the Governing Body

· Ensures that the Governing Body is acting within regulations

· Keeps the Chair and others up to date with initiatives and legislation

· May have experience of good practice in other contexts, for example if they have experience of working with other Governing Bodies

· Gives the Chair confidence that the right things are being done in the right way
6.5
The Chair can support the Clerk in the following ways:

· Encourage the Clerk to undertake the National Training Programme

· Encourage the Clerk to attend LEA briefings and seek information from the DfES and LEA web sites

· Work closely with the Clerk to ensure the Governing Body is well informed

6.6
Working together, the Chair and the Clerk:

· Ensure that all papers are prepared for meetings including committee meetings
· Ensure that all relevant papers are circulated seven days in advance of meetings
6.7
Working with the Headteacher and the Clerk, the Chair ensures that:

· All agenda items are clearly set out
· Items are set out in an order which will ensure that sufficient time will be allocated to discussing matters of high importance
· There are no surprises for the Chair in the Headteacher’s report
· Items focus on school improvement and the three key roles of the Governing Body: strategic view, ensuring accountability and critical friend 
The Chair encourages committee Chairs to follow the same procedures

6.8
The Chair is responsible for the agenda and the order of items on it.  Many agendas have an item for ‘Any other business’.  Is this a useful agenda item?  Some Governing Bodies do not have ‘AOB’ on the agenda at all, but practice varies.  One reason for avoiding ‘AOB’ is that it can lead to items being raised by individuals which the Governing Body, including the Chair and the Headteacher, had not anticipated.  It is not good practice to consider items if there has been insufficient preparation and essential information has not been gathered and considered beforehand.

6.9
Working with the Clerk, the Chair can ensure that:

· Meeting times are agreed which suit the majority of governors

· There is a yearly timetable of meetings notified in advance

· The length of the meetings is agreed

· The meeting room is suitable and comfortable

· There is an understanding about whether refreshments are served

· Wherever possible, papers are sent in advance and not tabled at meetings

All these considerations help ensure that meetings are well attended and run smoothly.

6.10
For the activity which follows you will find it helpful to have the Clerk’s job description from the National Training Programme for Clerks of Governing Bodies in order to refresh your understanding of the role of the Clerk.  If your Clerk is experienced, a discussion about the answers to the questions in this activity will form a useful basis for developing your understanding of the Clerk’s role.

If you have access to the Internet you will find the job description in the Course Reader http://www.governornet.co.uk/linkAttachments/ACFA83E.pdf
Activity 4: Working with the Clerk


	Use the Clerk’s job description from the National Programme for Clerks of Governing Bodies to refresh your understanding of the role of the Clerk

	Who should be consulted when drawing up the agenda?



	How should the order of items on the agenda be decided?



	When should the preparation and distribution take place?



	What information is needed in advance and how are governors going to receive this?



	What is the purpose of ‘Any Other Business’?




7.   Managing an effective meeting


7.1
Chairing a meeting is a skill, but one that can be acquired.  Every Chair will operate in slightly different ways and there is no need to assume that you must create an over formal atmosphere for Governing Body meetings.  However, your management of the meetings must be business like and there are steps that you can take to make sure that meetings run smoothly.

7.2
From your own experience of attending meetings you will know that what frustrates people is:

· Not having the information they need

· Not getting through the agenda

· Not having the opportunity to speak

· Not being sure what has been agreed or achieved

7.3
The Governing Body should have clear, agreed decision-making processes.  These should include the following:

· Decisions can only be made when 50% of the agreed membership are present

· Decisions are made by a majority vote

· If there is no clear majority, the Chair has a second, casting, vote

· The Chair may look for consensus rather than hold a formal vote, but needs to recognise when voting will ensure that the members of the Governing Body accept a majority decision

Governing Bodies are increasingly recording how they take decisions in a code of practice or statement about how the Governing Body works.

Your role as Chair is to:

· Ensure governors understand decisions made in their name

· Remind governors that decisions taken in their name are corporate and must be supported, even if they did not personally support the decision

7.4 
As Chair, you are best placed to be on the alert for items that should be confidential.  A Guide to the Law for School Governors, chapter 4, indicates that where a member of staff or a pupil is named at a meeting, the item should be deemed confidential in the agenda and the minutes.  There may also be a need to ask for confidentiality if issues are raised that might cause sensitivity in the community.  Confidentiality is sometimes a matter of not talking about something outside the meeting until the time is right to share the issue more widely.  The Chair is responsible for ensuring that the Governing Body makes a decision about whether an item is confidential and that the agenda and minutes indicate when a matter is confidential.  Some Governing Bodies use coloured paper for recording confidential items to ensure that they are not inadvertently included in public documents.

7.5
The checklist which follows indicates good practice in this area.  You will see that the actions the Chair takes to ensure that meetings are managed effectively largely rely on a handful of key skills:

· Being organised in advance

· Being organised during the meeting

· Being aware of the issues and how people are likely to respond to them

· Making sure the views of all are heard and respected and the Governing Body acts corporately

· Making sure that there are clear decisions or action points and that they are recorded

7.6
Always remember that the purpose of meetings is to give the Governing Body the opportunity to give strategic direction to the school, to act as a critical friend and to challenge and support the school in achieving its goals and objectives.   

Activity 5: Managing an effective meeting 

Circle the number which most applies:

 1 = Always, 2 = Often or usually, 3 = Sometimes, 4 = Never
	1
	Before a meeting I make sure that I know how a formal meeting should be run
	1
	2
	3
	4

	2
	I make sure I am well prepared for the meeting
	1
	2
	3
	4

	3
	I begin the meeting at its scheduled start time
	1
	2
	3
	4

	4
	I make sure governors understand the minutes of the previous meeting
	1
	2
	3
	4

	5
	I explain the purpose of the meeting clearly to all the participants especially new governors
	1
	2
	3
	4

	6
	I follow the agenda for the meeting
	1
	2
	3
	4

	7
	I make sure that governors always speak through the Chair even if informally
	1
	2
	3
	4

	8
	I know what each governor’s motives and hidden agenda are
	1
	2
	3
	4

	9
	I make sure all governors are fully involved in the meeting
	1
	2
	3
	4

	10
	I allow all points of view to have a fair hearing 
	1
	2
	3
	4

	11
	I encourage respect for the professional views of the Headteacher and staff
	1
	2
	3
	4

	12
	I make sure those attending don't ramble or adopt aggressive attitudes during discussions
	1
	2
	3
	4

	13
	I don't express my own views until the end of a discussion
	1
	2
	3
	4

	14
	I enable the Clerk to take accurate minutes of the meeting
	1
	2
	3
	4

	15
	I make sure all governors know what action to take before the next meeting
	1
	2
	3
	4

	16
	I make sure the date, time and place of the next meeting is known to all
	1
	2
	3
	4

	Total score:


 What does your total score suggest?
16-41 Your meetings are effective and probably enjoyable!

42-47 You run quite effective meetings

48-54 You could run more effective meetings

55-64 You are finding this difficult and need more support

Do you need to plan any action? 

8. 
Effective minutes

8.1
 Minutes are a record of the way in which the Governing Body has discharged its responsibilities.  When Ofsted inspectors look for evidence that the Governing Body has asked challenging questions they expect to find these recorded in the minutes.  So the Governing Body must have access to an accurate record of all discussions and decisions.

Minutes should be a brief record of the main points of a discussion at a meeting, the decisions made and any actions decided on.  Minutes do not have to be long, but must be a fair reflection of the variety of views and must be understood by someone who was not at the meeting.
8.2
Every meeting of the Governing Body and of committees must be clerked.

This means that someone must be given the responsibility of taking and producing minutes of the meetings, even if it is too costly for a school to have a paid Clerk at all committee meetings.
8.3
Governing Bodies can delegate decision making powers to committees, but all decision making powers of committees must be agreed by the Governing Body and laid out in the terms of reference for that committee.

Even where powers are delegated to a committee, the Governing Body is still responsible for the decisions and actions of that committee and minutes must be included in the agenda for the next full governing body meeting (except where the detail should remain confidential). 
8.4
The Chair has a role to play in ensuring that the minutes of Governing Body meetings serve as an accurate record.  The Chair does this by:

· Listening carefully to the discussion

· Summing up the key points to aid the Clerk in recording the discussion

· Ensuring that the Governing Body has agreed a decision

· Wording that decision to aid the Clerk in recording

The Chair also ensures that Chairs of committees work in the same way with their Clerks or minute takers. 

8.5
Although the Clerk takes the minutes of meeting and should ensure they are accurate, it is the Chair who is responsible for their accuracy.  It is the Chair’s role to ensure that:

· Minutes are checked as soon after a meeting as possible to ensure they present an accurate record of discussions and decisions

· Appropriate action is taken if the minutes are not adequate

· The Clerk has access to training if this is required

· Minutes are circulated to governors within the timescale agreed by the Governing Body

· A signed and dated copy is made available for inspection by those people requesting to see them (minutes can be made public once the Chair has signed the draft for circulation to the Governing Body).

Further details can be found in School Governance (Procedures)(England) Regulations SI 2003) in the Guide to the Law for School Governors.

8.6
The following Governing Body Minutes Audit may prove helpful in analysing whether the minutes of your Governing Body provide sufficient evidence of its involvement in school improvement.  It might be useful to carry out this audit with the Clerk.

Activity 6: Governing Body Minutes Audit

Do your Governing Body minutes provide evidence of its support for school improvement?

	Evidence
	Comment



	The agenda and discussion make clear links to priorities in the School’s Improvement Plan
	

	There is evidence of an explicit focus on pupil achievement
	

	The PANDA and other sources of data are used by the Governing Body to monitor and evaluate performance.
	

	Governors are aware of the progress made by different groups of children.
	

	Governors are aware of performance within key stages and within curriculum areas
	

	The governing body is fully involved in formulating, promoting, monitoring and evaluating policies
	

	Discussions about the budget are referenced to the school’s strategic priorities
	

	Governors challenge the senior leadership team in a constructive manner
	

	Governors acknowledge and celebrate success
	

	Reports are presented to the Governing Body by various members of the Leadership Group
	

	The Governing Body demonstrates a clear understanding of the school’s strengths and weaknesses.
	

	The meeting was clearly focused, action points were agreed and recorded
	


9.   Dealing with challenging situations


9.1
Even the best planned meetings do not always run smoothly.  Governors take their responsibilities for the school very seriously and there may be occasions when they do not agree.  Strongly held views are sometimes expressed in strong terms.  In meetings and outside them, governors, the Headteacher and staff may turn to the Chair to express their concerns.

9.2
You may feel a little uncomfortable at the prospect that you could be ‘piggy in the middle’.  However, there are a number of ways of dealing with difficult people and situations which calm things down and enable you to resolve conflict.  These are set out in the ‘Empathetic Model for Conflict Resolution’.  The model describes approaches to reducing tension.  When you find yourself in this position, remember that the person talking to you wants to be heard.  So the first step is for you to listen.  The model goes on to describe a number of further steps which you can take to arrive at your goal, which is usually to seek agreement about a way forward.

9.3
You might want to try out one or two of the techniques at your next Governing Body meeting or meeting with the Headteacher, but you should assume that if you have managed to create good working relationships and good teamwork, the occasions for needing to resolve conflict in this way will be rare!   

The Empathetic Model for Conflict Resolution

This model is most effective if you repeat the first 3 stages until the tension reduces sufficiently to be able to move on to explain your perspective.  What we say, and how we say it, affects other people’s behaviour.


	Stage/skill
	Behaviour
	Outcome

	Listen
	· Don’t interrupt or talk over them
· Listen actively

· Maintain eye contact appropriately
	Shows respect and a desire to co-operate

Gains control

	Show understanding and respect
	· Model the behaviour you want to see

· Apologise if you’re in the wrong

· Stay calm

· Use their names 

· Paraphrase to show you have understood.

· Acknowledge their feelings ‘I can see you’re angry’.

· Look as if you mean what you say –take care re body language
	Shows you care

	Ask supportive questions and open questions
	· I can see this causes difficulty for you, would it help if….

· What can we do to improve matters?

· How would you feel if…?
	Ensures you have all the information you need before moving to a solution

Enables you to be assertive

Shows that you wish to co-operate

Gains control

	Explain 
	· Take care with tone of voice

· Stick to the issue
	Encourages understanding

	Seek joint agreement
	· Give a sense of making a choice. Invite ideas re solutions/ways forward.

· Say ‘Yes and’, rather than ‘yes but’.

· Avoid value-laden statements e.g. –‘I’m being very fair with you’.

· Seek win/win outcome. 
	Shows co-operation, and willingness to negotiate. 

Gains control

	Take action
	· Do what you say you will do in the timescale agreed
	Fulfils obligation. Inspires trust and confidence

	Monitor action
	· Check plan is working or amend.
	


9.4 
Below are some additional strategies for resolving conflict.



Managing Conflict
Conflict can be an inevitable part of decision making.  Research shows that teams that do not always agree make better decisions and achieve more than teams who are always in agreement.

When people become entrenched in their views, the Chair has to manage the situation carefully so that relationships are not damaged and the group is not prevented from making a corporate decision.

When faced with conflict, we sometimes become emotionally involved and become challenging or defensive.   This sort of reaction can cause long-term damage rather than resolving the situation.

Listen ( Stop ( Think ( Stop (Speak

Strategies for resolving conflict include:

· Asking people who are upset to explain why they feel strongly so that everyone understands

· Asking for the views of those who are less emotionally involved but who will give a frank answer

· Summarising the different viewpoints, adding any information which may clarify the situation

· Remaining emotionally uninvolved

· Ensuring that the views of all are given a good hearing by not rushing the decision making

· Being firm about the need to make a decision  - if not immediately, then in the very near future

· Considering a vote to help come to a resolution

· Securing commitment to a corporate decision so that the disagreement does not continue

· Being clear about the process for revisiting the decision in the future

· Being sensitive to those who have lost their argument

· Being positive about the value of a healthy debate

Unit reflection








What are your key learning points from this Unit?

Do you have a view about the size and structure of the Governing Body and how effective it is?

How confident do you feel in helping the Governing Body plan its work around an annual framework?

Do you understand how you and the Clerk can work together for the benefit of the Governing Body?

Is your chairing of meetings effective?

What further training and development do you need in leading and managing the work of the Governing Body and what is on offer locally?

Where you see this symbol you might want to stop and record some reflections in your Learning Record  





This is the symbol for an activity you might want to carry out on your own or with colleagues 





This symbol indicates questions to think about or additional information to consider





Strengths					Weaknesses



































Opportunities (that might arise)	Threats (barriers and problems that might arise)








Taking the Chair                               

