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1.0 Introduction 
 
 The Governing board and Head Teacher believe it is essential that all new governors receive 
 a comprehensive induction package covering a broad range of issues and topics.  There is a 
 commitment to ensure that new governors are given the necessary information and support 
 to fulfil their rôle with confidence.  The process is seen as an investment, leading to more 
 effective governance and retention of governors. 
 
2.0 Purpose of Induction 
 
2.1 To welcome new governors to the governing board and enable them to meet other 
 members 
2.2 To encourage new governors to visit the school to experience its atmosphere and 
 understand its ethos 
2.3 To meet the Head Teacher, staff and children 
2.4 To explain the partnership between the Head Teacher, school and governing board 
2.5 To explain the rôle and responsibilities of governors 
2.6 To give background material on the school and current issues 
2.7 To allow new governors to ask questions about their rôle and/or the school 
2.8 To explain how the governing board and its committees work 
2.9 Understand the importance of confidentiality and consequences of a breach in  
 confidentiality 
2.10  Identify training needs for each individual governor 

 
3.0 New governors will: 
 
3.1 Be welcomed to the governing board by the Chair 
3.2 Be invited by the Head Teacher to visit the school 
3.3 Have the opportunity to tour the school and meet staff and children 
3.4 Receive an informal briefing on the school from the Head Teacher 
3.5 Have the opportunity to meet informally with an existing governor who will then act as 
 their mentor 
3.6 Be accompanied by their mentor to their first full governing board meeting (if required) 
3.7 Have the opportunity to review their first meeting with the mentor 
3.8 New governors will receive the New Governor Welcome Pack which includes information on, 
 or where to find information on, accessing important documents on the school website. 
3.9 Be instructed by the School Business Manager on how to use the secure school email system 
3.10  Be provided with the details and mechanisms for having a school photograph and id card 
 specific to the individual governor by the SCHOOL – SBM and Head to ensure this is achieved 
 within one term of the governor starting. 
 
4.0 School Website: 
 Information available on the school website includes: 
 
4.1 On the Home Page 

 School Contact information 
 
4.2 In the Parent section: 

 Newsletters 
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 Latest events 
 School calendar 

 
4.3 In the Governor Zone (this is a password protected area to which only governors have 
 access) under Important Documents - New Governors: 

 Governors’ contact list 
 Governor Standing Orders 
 Diagram of link rôles of all Governors  
 Governor Visit policy and forms 
 Governor Code of conduct – to be signed and dated and returned to the Clerk 
 Governor Induction Policy 
 Details of the Governing board committees and their terms of reference 
 Dates for meetings including committee meetings for the rest of the year    
 School development plan 
 School Self Evaluation Form 
 
 Other areas of the Website will provide essential information about the school. Governors 
 are recommended to become familiar with every area of the Website as soon as possible.   

 
5.0 New governors are also required to read: 
 
5.1 The School Development Plan 
5.2 The Self Evaluation Form 
5.3 The latest Ofsted and SIAMS report  
5.4 Policy documents relevant to committee membership 
5.5 The monitoring performance and evaluation policy 
5.6 The Governor Visits policy 
5.7 Governor email 

 
6.0 Areas that the Head Teacher will cover include: 
 
6.1 Background to the school 
6.2 Current issues facing the school 
6.3 Visiting the school 
6.4 The relationship between the Head Teacher and Governing board 

 
7.0 Areas that the mentor will cover include: 
 
7.1 An overview of the governor rôle 
7.2 How the full Governing board and committee meetings are conducted 
7.3 How to propose agenda items 
7.4 Governor training 

 

 

This policy will be reviewed by the Governors annually. 

 

Adopted and Signed …………………………………… (Chair)   …………………………………………… (Head Teacher)
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Rôle of the Governor Mentor 
 

1. Please keep a log of all mentoring activities throughout the process. 

 
2. ‘Phone and introduce yourself as soon as the new governor is appointed - the clerk will provide 

contact details. 

 
3. Check that s/he has received a ‘Welcome Pack’ (it’s on the website) and knows the date and time 

of the next meeting. 
 

4. Familiarise yourself with the Governor Induction policy and with the New Governors section in 
Important documents on the website. 
 

5. Arrange a first meeting in advance of the first governor meeting in which you should aim to  
 

 establish a positive working relationship, so sit down with a coffee and start to get to know each 
other 

 then discuss the agenda.  This will enable you to remind him/her tactfully to read the agenda 
papers and any other relevant information. 

 Ask if s/he has any questions on its contents. 

 check that s/he has received the minutes of the last GB and committee meetings. 

 Tell her/him that s/he will be asked to introduce her/himself at the first meeting and that the 
other governors will introduce themselves. 

 Check that s/he has access to the website, google calendar, NGA and an email address and 
knows who to contact if not. 

 Check that s/he has provided a photo for the website and also has received an ID photo badge 
from the school office. 

 Check that s/he has accessed the documents in “New Governors”. 

 Make sure that a school visit has been arranged with the Headteacher. 

 Confirm with the Clerk by email when this meeting has taken place. 

 
6. Arrange to meet the new governor ten minutes before his/her first meeting, to ensure s/he knows 

about domestic arrangements such as location, coffee, toilets, etc. 

 
7. Sit with the new governor to assist her/him through the meeting. 

 
8. Be available for five to ten minutes after the meeting to answer any questions that have arisen. 

 

9. Arrange a further meeting soon after the first Governing Board to answer questions and gain 
feedback.  Then 
 

 start to go through the induction checklist (you will each need a copy to hand) and offer help in any 
areas which present a problem. 

 Check that all required paperwork has been completed (check with clerk if necessary.) 

 Assist the new governor to identify her/his development needs and other support needs. 

 Check that s/he is accessing Modern Governor and find out which modules have been completed. 
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10. Arrange to meet again after the next GB to offer support and answer any further questions.  
Hopefully, induction training has been completed by then and further questions may arise as a 
result. 
 

11. Liaise with the new governor prior to his/her first visit day and explain the format.   
 

12. Maintain a friendly oversight during the governor’s first year, making it clear that you are available 
to help and advise.  
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New Governor Checklist 

 
Induction procedure Governor: please sign and date  
 

Welcomed to the Governing Board by the Chair  

Invited by the Head teacher/Chair of Governors to visit the school  

Toured the school and met staff and children  

Completed identification process for declaration  

Received an informal briefing on the school from the Head or Chair  

Assigned/met informally with an existing governor who will act as mentor  

Have you received or been given access to:  

The school’s Vision Statement  

List of Governors and their responsibilities  

List of school staff, their responsibilities and job titles  

Details of the Governing Board Committees and terms of reference  

Annual Planner  

Minutes of last FGB meeting and Head teacher’s report  

Relevant Policy Documents (including Safeguarding and Child Protection Policies  

DfES Competency Framework for governors  

Latest Ofsted Report  

SIAMS report  

School Development plan  

SEP  

Calendar of events, dates of meetings and school holidays  

Contact details for key personnel, school e-mail address and website address  

Governor’s Code of Conduct and Standing Orders  

School website / newsletters  

Booking for LA Induction training  

Prevent Training completed  

Has Head teacher, Chair of Governors, Mentor or Clerk covered  

Background to the school  

Current issues facing the school  

Visiting the school - details of visit Day procedure  

Overview of the governor rôle  

Relationship between the Head teacher and Governing Board  

Completion of Business Interests Form  

Have you had the opportunity to review your first GB meeting with the mentor?  

 

Name: ……………………………………... Signed: ……………………………… 

Date: ………………………………………. 
Please retain original signed copy for your own records and forward a copy to the 
Clerk. 

 

 

  

 

 
 

 


