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Preparing for your next meeting 

Use this checklist ahead of each governing board meeting to make sure you’re fully prepared. 

	TASK
	DONE?
	NOTES

	Address action points from previous meeting
	☐
	
	Action points may include:
· Carry out, and report back from, a school visit
· Report back from a committee meeting
· Read and prepare questions on a policy
· Attend a training session

	Ask for agenda items to be added, if appropriate
	☐
	
	You’re entitled to ask for items to be added to the agenda. Check the process for this on your board and make sure you submit any requests in good time

	Read the agenda and supplementary papers
	☐
	
	Begin with the headteacher’s report. Read with a critical eye and make a note of questions to ask and points you need to follow up on

	Prepare questions
	☐
	
	Your role is to support and challenge. Questions should:
· Push for clarity where needed
· Relate to the school’s improvement priorities
· Explore how a situation occurred and its consequences
· Encourage the board and senior leaders to consider the next steps
Don’t ask questions that will encourage discussions about the day-to-day running of the school

	Review policies that need to be approved
	☐
	
	Consider why the policy has been reviewed/written, and how it reflects school improvement priorities and the school’s vision/values/ethos. What will the impact on workload be?
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