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I would like to convey my thanks to you all 
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Welcome to the AIM Awards Level 2 Award in School Governance Qualification Handbook. 
This Handbook contains everything you need to know about this qualification and is intended 
for Tutors, Assessors, Internal Verifiers and other staff involved with the planning, delivery 
and assessment.

This is a live document and as such will be updated when required. You will be informed via 
email when changes are made and it is your responsibility to ensure the most up-to-date 
version of the Qualification Handbook is in use. 

We also provide Learner Guides for this qualification. These learner-friendly documents 
detail everything your learners will need to know about the qualification they are 
undertaking; the content of the qualification, how they will assessed, what the qualification 
could lead to and any additional information to help them successfully achieve. These are 
available to download on our website (www.aimawards.org.uk) or alternatively contact us 
to access these.

About Us
We are a national Awarding Organisation, offering a large number of Ofqual regulated 
qualifications at different levels and in a wide range of subject areas. Our qualifications are 
flexible enough to be delivered in a range of settings, from small providers to large colleges 
and in the workplace both nationally and internationally.

We pride ourselves on offering the best possible customer service, and are always on hand to 
help if you have any questions. Our organisational structure and business processes enable 
us to be able to respond quickly to the needs of customers to develop new products that 
meet their specific needs.

We are also licensed by the Quality Assurance Agency (QAA) to approve and certificate 
Access to Higher Education Diplomas.

Introduction
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About this Qualification

The AIM Awards Level 2 Award in School Governance provides a formal mechanism through which 
to administer the induction of governors to ensure they have the knowledge required to carry out 
the role. It ensures that new governors have a working knowledge or the headline information about 
their school, as well as an understanding of their role and how it fits within governance overall.

School governance plays an important part in maintaining standards in schools in England. The 
government and its regulators are keen to ensure that governors are well trained and equipped to 
carry out this important role. School inspections focus on governance and the way in which senior 
leaders are held to account.

The qualification has been developed in partnership with an academy chain to help drive up the 
quality of governance within schools.

This qualification is suitable for learners who:

• have recently been appointed as a school governor and needs induction into this role

• has been operating as a school governor for some time but would like formal recognition  
 of the skills they have developed

Over the course of the qualification, learners will gain an understanding of their role as a governor 
and the responsibilities of the governing body they sit on so that they can operate effectively and 
according to expectations. 

Learners can undertake this qualification if they are aged 18 or older. No specific qualifications or 
experience are required to enter onto the qualification, though they should have been selected to act 
as a governor at a school.

The qualification is supported by a range of schools and academies. 
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Achieving your grade
To achieve a PASS: You must evidence you have achieved

each of the standards in the component.

Qualification Details

Qualification
AIM Awards Level 2 Award in School Governance
Assessment Externally set and externally marked online multiple 

choice examination
Grading There is no grading for this qualification
Geographical Coverage England
Operational Start Date 1st May 2016
Operational End Date 31st December 2019
Certification End Date 31st December 2022
Sector 13.2 Direct Learning Support
Qualification Number 601/8780/3
Learning Aim Reference 60187803

Guided Learning Hours (GLH) 32
Total Qualification Time (TQT) 38
Learner Age 18+
Rules of Combination Learners must achieve the 2 essential components to 

achieve this qualification. Learners will be assessed 
through an externally set, externally marked online 
multiple choice examination. 

The assessment comprises twelve randomly generated 
questions, unique to the individual learner. Four 
standards are tested, each by three questions. In order 
to pass the assessment, the learner must achieve a pass 
mark of at least 60%.
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Total Qualification Time and Guided Learning Hours

Total Qualification Time (TQT) is the number of notional hours it takes a typical learner to achieve the 
full qualification and is made up of two elements: 

• the minimum number of Qualification Guided Learning Hours (GLH) - the number of Tutor-led  
 contact hours

• the number of hours spent on preparation, studying and the assessment that is non-guided

For example, the number of tutor-led contact hours (GLH) for a qualification is 30 and the number 
of hours spent by the learner (non-GLH) on preparation, studying and the assessment is 6 hours. 
Therefore the Total Qualification Time (TQT) for the qualification is 36 hours.

Progression Opportunities

Learners who achieve this qualification could progress into voluntary employment as a school 
governor.

Entry Guidance

Learners must be aged 18 and over at the beginning of their learning. Learners should have been 
selected to act as a governor at a school before studying this qualification.

Qualification Dates

The qualification review date is the date by which we will have carried out a review of the 
qualification. We work with sector representatives to make any changes necessary to meet sector 
needs and to reflect recent developments. In most cases, we’ll extend the qualification and set a new 
review date. If we make a decision to withdraw a qualification, we’ll set an operational end date.

We will post information relating to changes or extensions to qualifications on our website and 
centres approved to offer the qualification will be kept updated. The certification end date will be 
three years from the operational end date.

Resource Requirements

There are no specific resource requirements for these qualifications. You must ensure that your centre 
has appropriate resources in place to deliver this qualification.
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Qualification Structure

Rules of combination for: AIM Awards Level 2 Award in School Governance

Learners must achieve the two essential components to achieve this qualification. Learners will be 
assessed through an externally set, externally marked online multiple choice examination. 

No. Component Code Component Title Level GLH Page 
No.

Essential
01 Y/508/4295 Roles and Responsibilities of a School 

Governor
Two 16 15

02 H/508/4297 School Governance: Safeguarding Two 16 17

This section details the rules of combinations for this qualification. All components are detailed in 
the next section.
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Section Three

Content and Assessment
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Centre Staff Requirements

As an Awarding Organisation, we require that:

Tutors have relevant teaching experience and/or a qualification, and experience and/or a qualification in 
the relevant subject area. Suitable teaching qualifications include:

• Level 3 or 4 Preparing to Teach in the Lifelong Learning Sector (PTLLS) or above

• Level 3 Education and Training or above

• Diploma or Certificate in Education 

• Bachelors or Masters Degree in Education

Assessors have an assessor qualification or evidence of recent relevant experience. Suitable assessor 
qualifications include:

• Level 3 Award in Assessing Competence in the Work Environment

• Level 3 Certificate in Assessing Vocational Achievement

• A1 Assess Candidate Performance using a Range of Methods

• D32 Assess Candidate Performance and D33 Assess Candidate using Differing Sources of Evidence

In addition, Assessors should have recent relevant experience of school governance, for example acting 
as school governor, working in senior management in a school setting or working for Ofsted.

Internal Verifiers (IV) have an internal verification qualification or evidence of recent relevant experience. 
Suitable internal verification qualifications include:

• Level 4 Award in Internal Quality Assurance of Assessment Processes and Practice

• Level 4 Certificate in Leading the Internal Quality Assurance of Assessment Processes and Practice 

• V1 Conduct Internal Quality Assurance of the Assessment Process

• D34 Internally Verify the Assessment Process

In addition, IVs should have recent relevant experience of school governance, for example acting as 
school governor, working in senior management in a school setting or working for Ofsted.

Please note this qualification will be withdrawn from 
any new learner registrations on 31/12/2019. Please 
contact AIM Awards for further information on 01332 
341822.
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How this Qualification is Assessed

This qualification is assessed through an invigilated externally set, externally marked online multiple choice 
examination. Instructions for the invigilation of this examination are available in Appendix 1 – Invigilation of 
Online Examinations.

The examination comprises twelve randomly generated questions, unique to the individual learner. 
Four standards are tested, each by three questions. The online system will automatically mark learner’s 
responses and in order to pass the assessment, the learner must achieve a pass mark of at least 60%.

Confidentiality of examinations and learner work must be maintained at all times. Centres must ensure that 
the instructions set out in this document are followed and inform AIM Awards of any potential breach of 
confidentiality. Further details on Malpractice can be found on the AIM Awards website.

Centres are required to register learners with AIM Awards two working days before the examination (see 
Section 4). 

Examination Format and Sample Questions

Learners will have 30 minutes to complete the examination and sample questions can be viewed here.

Component 
Number

Component 
Code

Component Title Level Portfolio of 
evidence

Exam Practical Portfolio of 
evidence

Exam Practical

01 Y/508/4295 Roles and 
Responsibilities of a 
School Governor

Two _ _ _ _  _

02 H/508/4297 School Governance: 
Safeguarding

Two _ _ _ _  _

Essential Components Set by the centre Set by AIM Awards

Please note this qualification will be withdrawn from 
any new learner registrations on 31/12/2019. Please 
contact AIM Awards for further information on 01332 
341822.

https://emea01.safelinks.protection.outlook.com/?url=https%3A%2F%2Faim.xams.co.uk%2Fexam%2FPlay.aspx%3Fpreview%3D1%26userid%3D247103%26examID%3D155686%26demo%3D1&data=01%7C01%7Cjessica.beverley%40aimawards.org.uk%7Ce82cdd4f99fb40e926fc08d3f6789392%7C99919fc4ba4742d7a50ca7e2395ec3b7%7C1&sdata=D96mWgwd2VfjCCkQ3MVdfZ22Hdy07umQC955sCKP1Vg%3D&reserved=0


Set by the centre Set by AIM Awards

Chosen Components Set by the centre

Chosen Components Set by the centre Set by AIM Awards

Components and Content

Page No.  Component Title           Level

15   01 Roles and Responsibilities of a School Governor  L2
16   02 School Governance: Safeguarding     L2

Back to Contents 15

Please note this qualification will be withdrawn from 
any new learner registrations on 31/12/2019. Please 
contact AIM Awards for further information on 01332 
341822.



16Back to Contents

Component

   01 Roles and Responsibilities of a School Governor
Component Type Essential

Level   Two  

GLH   16

Code   Y/508/4295

Assessment Type External

Component Summary

The aim of this component is to cover the core knowledge and understanding surrounding the roles and 
responsibilities of a school governor.  It is suitable for those either new to the role of school governance or 
those who are considering applying in the future for the role. Learners will explore some of the key features 
of the strategically important and influential role of school governor.

Standards

Standard 1 – Know about the roles and responsibilities of a school governor 

Standard 2 - Know about the duty of the school governor in relation to managing allegations of abuse

Please note this qualification will be withdrawn from 
any new learner registrations on 31/12/2019. Please 
contact AIM Awards for further information on 01332 
341822.



The learner will:

Know about the roles and responsibilities of a school governor
The learner must know:

a) The key roles of governors

b) The key functions of governing bodies, including:

• the seven principles of public life

• school improvement plans

• OFSTED, including preparations for visits,  disseminations of feedback/report, 
actions following inspection

c) The key features of governor powers and duties

• including estates and risk management

Standard 1

17Back to Contents

The learner will:

Know about the duty of the school governor in relation to managing allegations of abuse
The learner must know:

a) The role of the school governor in relation to assisting in the management of allegations of 
abuse

• including initial considerations, supporting those involved, confidentiality, 
exit arrangements and specific actions following a criminal investigation or 
prosecution

b) The procedures that should be in place to manage allegations of abuse made against: 

• members of teaching staff or volunteers 

• other children or young people

Standard 2
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Component

   02 School Governance: Safeguarding
Component Type Essential

Level   Two  

GLH   16

Code   H/508/4297

Assessment Type External

Component Summary

This component cover’s the core knowledge and understanding surrounding governor responsibilities in 
relation specifically to safeguarding implementation and maintenance. It is suitable for those either new to 
the role of school governor or those who are considering applying in the future for this role, in assisting to 
ensure early identification and effective management of safeguarding concerns.

Standards

Standard 1 – Know about the current duty of the school governor in relation to their role in promoting 
safeguarding and child protection 

Standard 2 - Know about the principles of safer recruitment in relation to safeguarding of children and 
young people
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The learner will:

Know about the current duty of the school governor in relation to their role in promoting 
safeguarding and child protection
The learner must know:

a) The current definition of safeguarding in relation to children and young people

•      including reference to current national policies, guidance and statutory direction

b) Different types of abuse and neglect

c) The current duty of the school governor in relation to their role in promoting safeguarding  
and child protection, including the principles of inter-agency working

d)  The role of the designated safeguarding lead

Standard 1

The learner will:

Know about the principles of safer recruitment in relation to safeguarding of children and 
young people
The learner must know:

a) The principles of safer recruitment in relation to safeguarding of children and young 
people, including

• including the selection and pre-employment vetting, and the on-going duty principles 
in relation to existing staff

• the role of the school governor in the safer recruitment process

• sources of information in relation to the safer recruitment process, including current 
national policies, guidance and statutory direction

Standard 2

Please note this qualification will be withdrawn from 
any new learner registrations on 31/12/2019. Please 
contact AIM Awards for further information on 01332 
341822.
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Recommended Resources

Department for Education, Governance Handbook: https://www.gov.uk/government/publications/
governance-handbook 

Committee on Standards in Public Life, The Seven Principles of Public Life: https://www.gov.uk/
government/publications/the-7-principles-of-public-life 

National Governors Association: http://www.nga.org.uk/Home.aspx

Please note this qualification will be withdrawn from 
any new learner registrations on 31/12/2019. Please 
contact AIM Awards for further information on 01332 
341822.
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Reasonable Adjustments

If reasonable adjustments are required for learners taking examinations, the centre must gain approval 
from AIM Awards prior to the date of the examination:

1. The Tutor should complete and submit a Request for Reasonable Adjustments Form for each learner with 
supporting evidence to AIM Awards at least 14 days before the planned examination date

2. AIM Awards will confirm receipt of the form within 2 working days

3. AIM Awards will consider the application and give a decision within 10 working days of receipt. AIM 
Awards will inform the centre if we will be unable to reach a decision in this timescale.

Types of evidence acceptable:

• Educational Psychologist’s report – must be current/valid within two years of the date of the   
 exams

• Specialist teachers assessment report - must be current/valid within two years of the date of the  
 exams

• Medical letter – must be specific AND recommend, in detail, the support being requested. For a   
 long term physical/medical condition which is not going to change i.e. hearing/visual impairment  
 – a letter form a doctor/optician or hospital report is acceptable in most cases. A condition which  
 is not permanent, but will not go away, will require a new letter confirming the diagnosis each   
 academic year.

Special Considerations

In the case of examinations:

1. The Head of Centre should complete and submit a Request for Special Consideration Form for 
each learner requesting special consideration with supporting evidence, which may include medical/
psychological evidence or a statement from the Invigilator/Verifier to AIM Awards no later than 24 hours 
after the examination date

2. AIM Awards will confirm receipt of the form within 2 working days

3. AIM Awards will consider your application and give a decision within 10 working days of receipt. AIM 
Awards will inform the centre if we are unable to reach a decision in this timescale.

Further details are provided in our Reasonable Adjustments and Special Considerations document available 
on our website.

Please note this qualification will be withdrawn from 
any new learner registrations on 31/12/2019. Please 
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Section Four

Operational Guidance
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Offering this Qualification

Centres wishing to offer this qualification must be an AIM Awards recognised centre. New centres can apply 
to become a centre using the Centre Recognition Application Process on our website or by contacting the 
AIM Awards office. 

We can advise centres on the best and most efficient methods for offering this qualification. All procedures 
for the use of this qualification, including approval, registration of learners, verification and certification 
will be completed through AIM Awards and all centres will have an allocated Customer Support Officer to 
support them.

Approval to Offer the Qualification

Centres wishing to offer this qualification must complete and submit a Qualification Approval Request on 
the AIM Awards website. Some qualifications require that centres have specific resources in place and/
or that their Assessors/ Internal Verifiers hold certain qualifications. Where this is the case, centres must 
provide evidence of resources/staff qualifications when completing the Qualification Approval Request.

Fees and Charges

The AIM Awards Fees and Charges Catalogue includes all qualification charges and is available on our 
website. Please note that registrations will not be processed if centre fees have not been paid.

Registering Learners

Once centres have approval to offer the qualification, they will be able to register learners via the AIM 
Awards Online Portal. Centre staff will need to set up accounts in order to use the Portal to carry out 
administration of the centre. An allocated Customer Support Officer will guide centres through this process.

The centre registers learners onto the correct qualification via the Portal within the following timescales:

• Short Courses - Courses of 15 weeks or less. Registrations must be received within 25    
 working days of the start date of the course or at least three working days before the    
 planned examination date.

• Long Courses - Courses over 15 weeks. Registrations must be received within 60     
 working days of the start date of the course or at least three working days before the    
 planned examination date.

Please note this qualification will be withdrawn from 
any new learner registrations on 31/12/2019. Please 
contact AIM Awards for further information on 01332 
341822.
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Scheduling the Externally Marked Examination

Once registered onto the qualification, learners are to be scheduled onto the online Xams examination 
system according to the following instructions: 

• Centres must check whether any Reasonable Adjustments are required for any     
 learners and seek approval from AIM Awards at least fourteen working days before the intended  
 examination (see page 20 for further information)

• Centres must schedule the learners onto the Xams system with the intended date    
 and time of the online examination at least two working days before the      
 intended examination

• The centre will download the individual learner log in details once the examination has been   
 scheduled. 

On the day of the exam:

• The Invigilator must confirm each learner’s identification and log learners into the online   
 examination using the learner examination login details. By logging learners in the Invigilator is   
 confirming their identity 

• Learners take the online examination at the agreed time and date, having confirmed their   
 adherence to the learners agreement

• The Invigilator ensures learners (up to ten) take the examination adhering to the learner    
 agreement and time limit, that examination conditions are maintained and that learners do not   
 access any other web pages or other resources 

• AIM Awards will monitor the time and date that the examination is accessed and sanctions may   
 be enforced if it is not carried out at the agreed time 

• The Invigilator must inform AIM Awards of any issues with the examination or malpractice in   
 order for an investigation to be instigated 

• AIM Awards may attend examinations to confirm that regulations are being adhered to 

Please note this qualification will be withdrawn from 
any new learner registrations on 31/12/2019. Please 
contact AIM Awards for further information on 01332 
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At the end of the examination 

• At the end of the examination, the centre must inform AIM Awards immediately of any threat to  
 the confidentiality of assessments. 

• The results are immediately available to the centre via the Xams system. The results will    
 automatically be received by AIM Awards, who will generate any certificates and send these to   
 the centre within 2 weeks of the examination.

E-Certification

AIM Awards now offers e-certification, where learner's certificates of achievement can be downloaded 
directly from Quartz Portal. E-certificates will have a unique QR code that can be scanned and verified. 
Once learners have achieved the assessment and therefore achieved the qualification, centres may 
download their learner's e-certificates via the Quartz Portal, under 'Download' and 'E-Certificates'. If 
centres require hard-copy certificates, they must contact AIM Awards to request these. 

Resits of Externally Marked Examinations (Online)

Learners who do not achieve in the online multiple choice examination are eligible to be entered for a 
resit. Resits may take place a minimum of 10 working days from the original examination to allow for 
further teaching and learning activities to take place at the centre.

Centres must inform their allocated Customer Support Officer of the learner details to enable AIM 
Awards to allow the centre to re-schedule the resit, at least five working days before the intended 
examination. The AIM Awards Fees and Charges Catalogue includes details on resit charges and is 
available on our website.
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Invigilation of Online Examinations
The requirements for invigilation are as follows – 
• The venue must be an office, training centre, school, college or university 
• The Invigilator must speak English
• The Invigilator must not be a family member or relative of the learner 
• Invigilators may invigilate up to a maximum of ten learners at any one time.  If more   
 learners are to be taking the examination, additional approved Invigilators will be   
 required.

Invigilation
To be read and followed by each Invigilator at every online examination:

Before the examination begins

The Invigilator is responsible for ensuring the following:

1. The online examination room:

o has a notice advising the conduct of examinations and shall be displayed 

o is clear of all material/information (e.g. from the walls), which could be of help to  
 learners

o has a clock, which is visible to all learners

2. All personal belongings (e.g. bags, coats etc) must be left, at the learners’ own risk, at the  
 front of the online examination room

3. Maximum of ten learners at any one time. If more learners are to be taking the examination,  
 additional approved Invigilators will be required

4. Learners (up to ten) take examination adhering to learner agreement and time limit.   
 Invigilator informs AIM Awards of any issues with examination or malpractice in order that  
 an investigation can be instigated 

5. Learners are seated 15 minutes before the online examination is due to start

6. Learners who arrive up to 15 minutes late for an online examination will be allowed to sit  
 the online examination, however, extra time will not be allowed unless previously arranged  
 with AIM Awards

7. Confirming learner identification. Accepted forms of photographic identification: signed   
 valid passport of any nationality, signed valid UK photo driving licence (both parts of the full  
 or provisional licence are required), UK original birth certificate issued within 12 months of  
 birth, UK biometric residence permit
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8. Ensuring no conflicts of interest exist between the Invigilator and learner. If a conflict of   
 interest is identified with a learner, then AIM Awards must be informed before the   
 examination in order that alternate arrangements can be made. Full details can be found in  
 the AIM Awards Conflicts of Interest Policy

9. Logging learner into online examination using examination login details. By logging learner  
 in, the Invigilator is confirming the learner’s identity.  Only learners whose identity has been  
 checked and verified can undertake the online examination at the agreed time and date

10. Learner takes online examination at the agreed time and date, having confirmed their   
 adherence to the learner agreement.  AIM Awards will monitor the time and date that the  
 examination is accessed and if it is not carried out at the agreed time, sanctions may be   
 enforced.

11. Informing learners that they are now subject to strict examination regulations

12. Drawing the learners’ attention to and explaining all instructions on the online examination  
 login screen 

13. Learners are not allowed to leave the online examination room if this is disruptive to other  
 learners

During the examination
The Invigilator is responsible for the following:

1. Ensuring that examination conditions are maintained (for up to ten learners) as follows:

a. Learners complete their on-screen test on the pre-arranged date and time

b. Learners complete all the answers by themselves without reference to any other   
 materials, notes, websites, documents, text books or people

c. Learners do not have any notes, texts, websites, files, templates or other media near   
 whilst completing the examination

d. Learners do not use a mobile phone, tablet, media player or any other data storing  
 device whilst completing the examination

e. Learners do not communicate with any other learner or other person once the on- 
 screen test has started (other than the Invigilator)

f. Learners do not leave the on-screen examination until it is finished, unless by   
 arrangement with and accompanied by the second Invigilator (learners will not be  
 allowed to return until the examination is finished)

g. Learners are only in possession of materials expressly permitted for the online   
 examination (e.g. pens, blank paper for problem solving, calculator)
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2. Monitoring all learners completing the online examination to ensure that no examination  
 misconduct takes place. An Invigilator may expel a learner from the online examination room  
 but such action should only be taken when it is considered to be essential. Any actual or   
 suspected misconduct must be reported to AIM Awards on 01332 861999 by the Invigilator.   
 The learners concerned should be asked to state their case in writing.

3. Stopping the examination after the time limit has passed

Emergencies/Internet outage

In the event of a fire evacuation, the Invigilator must inform the learners:

• To cease work immediately, leave belongings behind and find the nearest emergency exit

• On return to the building, the Invigilator must contact AIM Awards to arrange for a new   
examination to be issued

• If unforeseen circumstances unavoidably prevent a learner from either starting or completing  
 the online examination, alternative additional opportunities for online examination must be  
 negotiated with the learner in consultation with AIM Awards

Should there be an internet outage which prevents learners from completing their online examination 
then the Invigilator must contact AIM Awards to arrange for a new examination to be issued.
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