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Business and Resources Committee 

Terms of Reference 

 

The Role of Governance in Business, Resources, Sites and Buildings 

The Trustees Business and Resource Committee will liaise with the Director of Business and Resource 
in order to assure best practice and exercise oversight of: 

• The maintenance of all the school’s buildings and associated premises 

• All matters associated with health and safety 

• The planning of new capital projects 

• The continual pursuance of funding streams and income generation 

• The oversight of compliance in tendering and awarding contracts 

The committee will adhere to the educational and safety priorities of Trust schools at all times. By doing 
this, the committee will always act in the best interests of the school.  

Term of office 

The committee will be appointed annually by the Trustees and shall hold office from either the date of 

their appointment until their resignation, or their omission from membership of the committee on 

subsequent consideration by the Trust Board – whichever occurs first. 

Meetings 

• The committee will meet as often as is necessary to fulfil its responsibilities but not less than 

three per year.  

• The chair of the committee, or any two committee members, may call unscheduled meetings 

as long as appropriate notice of at least seven days is given to the other members. A shorter 

notice may be given where the chair of the committee decides a safety, site or buildings issue 

requires addressing immediately. 

• The frequency and dates for committee meetings will be considered before the first Autumn 

term meeting of the academic year. 

• The Company Secretary will circulate an agenda, copies of minutes of the previous committee 

meeting, and any papers to be considered, no fewer than seven working days prior to the 

meeting. 

• The Company Secretary will take minutes of the meeting, which will then be circulated to the 

committee members. These will be approved, by the chair of the committee, as accurate 

representations of the meeting before they are handed to committee members. 

• Minutes of the committee will be regarded as confidential and stored securely. 
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• The committee may invite non-members to meetings to assist or advise on a particular matter 

or issue. These additional attendees will not be entitled to vote on any matters. 

• Every matter to be decided upon will be determined by a majority vote – where there is an 

equal division of votes, the chair will have the deciding vote. Each member of the committee 

who is present at the meeting will be entitled to one vote – absent members will not be able 

to take part in the voting process. 

• A register of attendance shall be kept for each meeting and will be published on the Trust 

website. 

Calendar of business 

The committee will meet at least 3 times per year. The items of business that may be discussed during 

the Autumn term 1 and Autumn term 2/Spring term 1 meetings are outlined below. 

Autumn term 1 

• The Board of Trustees will appoint a chair for the committee. 

• Confirm meeting dates, if these have not already been established at the end of the previous 

academic year. 

• Review the committee membership and skills analysis; inform the Board of Trustees of any 

membership requirements. 

• Establish and schedule reviews of a Building Development Plans 

• Receive Headteacher’s recommendations for site and building development. 

Autumn term 2/Spring term 1 

• Make determinations regarding achievable projects. 

• Monitor the lettings of each premises 

Membership and quorum 

The Business and Resource committee will be appointed by the Trust Board.  Whilst there is no statutory 

guidance surrounding the number of Trustees who should be on the committee, the minimum number 

is recommended to be three to ensure that there are enough members to hold a majority when voting 

on matters discussed by the committee.  

Membership will be decided based on the outcome of a skills audit, and Trustees with the required 

skills and knowledge will be appointed to the committee. 

Only full members of the committee who have been approved by the Trust Board will have the right to 

vote on any matters. 

Associate members may be members of the committee, but they will have no voting rights – they will 

only be able to advise on matters. 

The quorum of the committee will be one half of the numbers of the committee rounded up to the 

nearest full number – for example, if the committee consists of five members then a minimum of three 

members must attend the meeting in order to meet the quorum. 
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Safeguarding responsibilities 

DBS checks 

Ensure that safeguarding procedures include: 

• The process for making certain an enhanced DBS certificate with barred check list is obtained 

for any contractor who is to be carrying out work under a contract for the purposes of any Trust 

school which will give them the opportunity for contact with children.  

• The process for obtaining an enhanced DBS without a barred list check for contractors who are 

not engaging in related activity, but they may be in regular contact with children during the 

time they are working.  

• That any person who has not been subject to a check should never be permitted to work 

unsupervised or engage in any regulated activity.  

• That in the circumstance that the appropriate DBS check has not been undertaken for a 

contractor or their employee, and they will have contact with children, school leaders ensure 

they are supervised at all times.  

Terms of reference 

• To establish and review a Building Development Plan.  

• To advise the Trust Board on matters relating to building modification and plans for building 

construction.   

• To establish and review an Accessibility Plan. 

• To monitor and review maintenance and improvement or repair to the school buildings and 

grounds. 

• To ensure the Trust Board take responsibility ensuring an up-to-date and compliant Health and 

Safety Policy is in place.  

• To monitor and review the implementation of the Health and Safety Policy. 

• Ensure the Trust Board has overseen the implementation of the appropriate risk assessments 

to maintain safe school environments, e.g. Health and Safety Risk Assessment. 

• To alert the Trust to health and safety issues relating to maintenance of the buildings and 

grounds.  

• To keep up-to-date with the latest health and safety statutory guidance and ensure this is 

reflected in the Health and Safety Policy and day to day practice. 

• To advise the Trust Board on its statutory health and safety responsibilities. 

• To monitor the processes in place which ensure that lettings are covered by the appropriate 

insurance and risks assessments. 

• To contact and liaise with the Trust in matters relating to building work. 

• To liaise with the Audit and Risk Committee to create a plan for the internal decoration of the 

Trust sites. 

• To oversee the tendering process for contracts for all electrical and mechanical work for the 

site to ensure compliance and financial probity. 

• To monitor tender processes to ensure value for money and financial probity for maintenance 

of the school property. 

• To monitor tendering processes for site contracts for cleaning and ground maintenance.  
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• To monitor the security of sites, buildings and grounds, ensuring a safe and secure environment 

for pupils, staff and visitors. 

• To ensure a compliant Lettings Policy is in place and reviewed as per each school’s policy review 

schedule. 

• To advise the Trust Board on matters relating to community use, such as private hiring and 

public events. 

• To implement and review policy as directed and delegated by the Board of Trustees 

• To ensure an Emergency Response Plan and Business Continuity Plan is in place and reflect The 

Trust’s regulations. 

• To oversee premises-related funding bids.  

• To oversee the appointment of reputable builders, surveyors, architects and ground 

maintenance workers, and monitor their standards.  

• Ensure each school provides potential contractors with information on the nature and 

complexity of the work and any health and safety implications of the job.  

• Ensure that school leaders co-ordinating building and maintenance work understand the 

performance expected of contractors. 

• The committee will ensure each school enquires about the competence of the contractor and 

be satisfied that the chosen contractor can do the job safely and without health risks.  

• To identify and maintain oversight of any risks to employees, pupils and members of the public 

that will arise from having contractors on site.  

• Ensure that each school agrees with contractors on appropriate measures to control identified 

risks before work starts. 

• Ensure senior leaders make certain employees are made aware of health and safety matters 

including the potential risks and the measures to control them. The committee will ensure 

employees have the opportunity to voice any concerns. 

• Ensure the Director of Business and Resource, the Director of Sites or the Site Manager is 

assigned to oversee any building work on site and that they feed back to the committee on a 

regular basis. 

 

Signed:  

Chairman of the Business and Resource Committee 

 

Signed:  

Chairman of the Board of Trustees 

October 2020  

 

 


