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Please pass a copy to all potential candidates


People’s Services 
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and appointment of Co-opted Governors 
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	Adopted by the governing board of:
	

	Date Adopted:
	


Electing Governors - maintained schools 

All governors regardless of their constituency are elected or appointed with one common purpose – to govern the school in the best interest of pupils. Staff and Parent governors are no exception. They are not elected to represent their stakeholder group, but are elected in order to contribute to the work of the governing body in ensuring high standards of achievement for all children and young people in the school, contributing to strategic discussion, holding senior leaders to account by monitoring school performance and ensuring money is well spent.
Having board members who bring different perspectives and knowledge to the board strengthens it. Elections can provide a useful device for ensuring that not all members of the board are appointed and that those with different views are able to join the board.  But irrespective of how governors are appointed, it is crucial that they are confident in their role, committed to asking challenging questions and equipped with the confidence to have the courageous conversations essential for good governance being achieved.
Constitution
The Constitution Regulations 2017(regulation 13) provide that the total membership of the board must be no fewer than seven governors and the board must include:
· at least two Parent Governors – elected where possible, otherwise appointed;

· the headteacher, unless he/she decides not to serve on the board;

· only one elected Staff Governor;

· only one LA Governor; nominated by the LA, appointed by the board, and

· where appropriate, Foundation Governors – appointed by the relevant Foundation, or Partnership Governors – nominated by the appropriate religious body (where the school has a religious character) or by parents or the local community and appointed by the board as specified in the regulations

· the board may appoint as many additional Co-opted Governors as it considers necessary. The number of Co-opted Governors who are eligible to be elected or appointed as Staff Governors must not (when added to the one Staff Governor and the headteacher) exceed one-third of the total membership of the board. The term of office for each category of governor is decided by the board and set out in the instrument of government. 
Additionally, boards may decide to adopt the flexibility for those appointing governors to decide the term of office of each individual governor to be between one and four years. This will only apply to newly appointed governors and would not affect the terms of office of existing governors.

Regulation 13 provides that there must be a minimum of seven governors but does not prescribe a maximum size, thereby giving freedom to individual governing bodies to determine their maximum capacity depending on the needs of their school
Appropriate Authority

The model procedure below is based on the requirements for governor elections, as outlined in the 2017 Regulations.  Elections for governors must be organised by the ‘appropriate authority’, which will depend on your type of school:
· For community, community special, maintained nursery and voluntary controlled schools, the appropriate authority will be the local authority (LA). 
· For voluntary aided, foundation or foundation special schools, it will be the governing body.
Where the LA is the appropriate authority, it is common for the responsibility for parent elections to be delegated to the headteacher, who commonly acts as the ‘returning officer’. In some cases, the school may use the clerk to the governors or appoint another member of staff as returning officer. Where the appropriate authority is the governing body, the chair or clerk to governors may be the returning officer.
It is good practice to have an agreed procedure in place so that it is clear what the process is and that it is transparent and objective.
Election of parent governors
When recruiting parent governors, schools cannot simply choose the second choice from the previous election when a parent governor resigns but instead will need to go through the whole election process as detailed below.
A parent governor is defined as a person who is elected as a member of the governing body of the school, by parents of registered pupils at the school, and who is a parent at the time s/he is elected. “Parent” includes any individual who has or has had parental responsibility for, or cares or has cared for, a child or young person under the age of 19.

A person is disqualified from standing for election or appointment as a parent governor if s/he is: 
· An elected member of the local education authority; or

· Paid to work at the school for more than 500 hours in any consecutive 12 month period (at the time of the election or appointment); or

· Subject to any of the disqualifications under the Regulations (see Appendix C).
Elections for parent governors must be organised by the ‘appropriate authority’ which must take reasonably practicable steps to ensure that every parent of registered pupils at the school are:
· Informed of the vacancy and the fact that it is required to be filled by election;

· Informed that they are entitled to stand as a candidate and vote in the election; and

· Given the opportunity to do so.

For example, many parents use social media, and may use this as a canvassing tool to garner support. The school cannot prevent parents from using social media - indeed this may be a good way for the school to raise awareness of the school governor role. Although, it would be a good idea to place the full range of candidate information on the school website.
[image: image6.png]The Regulations provide an entitlement for parents to vote by post, including delivery by hand, but also provides for the opportunity to vote by electronic means. Use of such a system must not preclude voting by post or delivery by hand but should be an extension of the process.
Some schools have chosen to allow parents to vote using an online election system and whilst this is permissible under the Regulations, local authorities and governing bodies will need to be satisfied that the integrity of the secret ballot is maintained. 
The key things to think about when considering opting for an electronic voting system include:
· A cross-referencing mechanism to account for those parents voting online and those voting by paper, in order to avoid multiple entries from individuals

· An authentication procedure to ensure that only those eligible to vote, actually do so and can only do so once

· Data protection - the school would have to be clear about how personal information may be stored and used by such a system and ensure that this is made clear to parents

· School resources in terms of set up, maintenance and staffing costs.

In the event that there are fewer candidates than vacancies, the governing body must appoint a parent of a registered pupil at the school. Although, if it is not possible to do so (for example where no other parent wishes to be appointed), the governing body may appoint the parent of a former registered pupil, or a parent of a child under or of compulsory school age.
Parent Governor Election Procedure

1. When a serving parent governor is reaching the end of his/her term of office, the clerk to governors will inform the governing body and headteacher. A timetable for an election is agreed that minimises delay and avoids school holidays.
2. The returning officer will send a letter to all parents (Appendix A1) notifying them that an election for a parent governor is required and inviting nominations on an enclosed nomination form (Appendix A2). The invitation and nomination form will also be placed on the school website. The returning officer will also enclose a sheet setting out the circumstances in which someone is not allowed to serve as a governor. The nomination form will indicate the closing date for nominations, which will be not less than 10 school days from the date of issue. Candidates will be invited to submit a statement in support of their nomination, which should be no longer than 250 words.
3. The governing body carries out a regular skills audit of governors and on occasion, may ask for parents with particular skills/experience to put their name forwards for election. This does not preclude any other member of the parent body from standing for election.
4. Parents may self-nominate but if a parent wishes to nominate another parent, they should seek their approval before submitting the nomination.
5. Where the number of candidates nominated is equal to or fewer than the number of vacancies, then all those nominated will be elected unopposed. If too few parents stand for election to fill all the vacancies, the governing body will appoint parent governors to the vacancy or vacancies in accordance with the School Governance (Constitution) (England) Regulations 2017.
6. If there are more nominations than vacancies, a ballot will be conducted. Letters (Appendix A3), ballot papers (Appendix A4) and return envelopes will be sent to all parents. The letters will set out that:
· All parents of registered pupils are entitled to vote. Depending on the number of vacancies, parents may be asked to vote for more than one candidate.

· Each parent can submit one ballot form, regardless of the number of children they have attending the school;

· The closing date and time for receipt of ballot papers, which will be no less than 10 school days;

· If applicable, the candidates’ personal statements will be enclosed
7. A ballot box will be provided in the school reception area, and parents will also be given the option to vote by post. No arrangements will be made for proxy voting.
8. Returned envelopes must be locked away unopened until the closing date.
9. At the closing date for return of ballot papers, the returning officer will count the votes in front of at least two witnesses. Candidates and governors will be invited to witness this, but there is no requirement for either to attend. The returning officer is responsible for determining whether a “spoiled” ballot should be included. The outcome of the vote will be decided by the simple majority vote system.
10. In the event of a tie, there should be a recount. If this does not produce a clear result, the returning officer should, in the presence of the witnesses, draw lots.
11. The returning officer or clerk to governors will inform all candidates individually about the result of the ballot. They will also notify the local authority of the names of successful candidates, stating the period of appointment as set out in the instrument of government.
12. Other parents will be notified of the result via school newsletter and/or website.
13. The ballot papers will be retained securely for six months in case the election result is challenged.
Some schools may be concerned about the confidentiality of voting and might consider using a “double envelope” voting system. These schools may wish to replace steps 7 and 8 with the following:
As and when ballot papers are returned, the returning officer will check the name on each outer envelope for entitlement to vote and make a record of the return of the ballot paper. This should be done in the presence of at least one witness. The inner envelope will then be removed and placed in the ballot box for counting when the ballot closes.
Appendix A1 – Model Parent Governor nomination letter
Dear Parent/Carer,

PARENT GOVERNOR ELECTION

I am writing to you to invite you to stand for election as a parent governor, or nominate another parent to do so. In our school we have provision for <insert number> parent governor(s) and there is/are currently <insert number> vacancy/vacancies.

The governing body, with the headteacher, has overall responsibility for the running of the school. Governing bodies have three core strategic functions:

· Ensuring clarity of vision, ethos and strategic direction;

· Holding the headteacher to account for the educational performance of the school and its pupils; and

· Overseeing the financial performance of the school and making sure its money is well spent.

No special qualifications are needed and the most important thing is to have a keen interest in the school and be prepared to play an active part in the governing body’s work. The role and responsibilities of a governor are set out in further detail in the attached governor role description [see Appendix D].
However, we would particularly welcome nominations from parents with the following skills <description of desired skills>. Training is available for all governors and this governing body has an expectation that those new to being a governor, attend free induction training.

The enclosed sheet summarises the circumstances under which someone cannot serve as a governor. In addition, parents/carers who have paid employment in the school for 500 or more hours per academic year or who are elected members of the Local Authority, are not eligible to stand in these elections. Nominations must be from parents or carers with children at the school on the day that nominations close.

If you would like to stand for election please complete the enclosed nomination form and return it to the school no later than <insert date>. You may also include a short personal statement to support your nomination, which should be no longer than 250 words. Self-nominations will be accepted but if you are nominating another parent, please seek their prior consent.

If there are more nominations than vacancies, the election will be by secret ballot. If that is necessary, voting papers will be sent to all parents together with details of the ballot procedure.

Yours faithfully,

Returning Officer.
Appendix A2 – Model parent governor nomination form

Election of parent governors

Please enter in BLOCK LETTERS the name and address of the person being nominated for election:

Name of Candidate: _________________________________________________________

Address:









    
 
_________________________________________________________________________

Name(s) of child / children in school and year groups: ______________________________
_________________________________________________________________________
Name and address in BLOCK letters of proposer (if different to nominee):

_________________________________________________________________________
Signature of proposer (if different to nominee): ____________________________________

Personal Statement (maximum 250 words)


I wish to submit my nomination for the election of parent governor.

I confirm (i) that I am willing to stand as a candidate for election as a parent governor and (ii) that I am not disqualified from holding office for any of the reasons set out in the School Governance (Constitution) (England) Regulations 2017.
Candidate Signature: …………………………………………………………………………………

Date:  ……………………………………………………………………………………………………

Completed nomination forms must be returned to the school by <insert date>

Appendix A3 – Model Parent Governor ballot letter

Dear Parent/Carer

PARENT GOVERNOR ELECTION

I wrote to you on <insert date> to invite nominations for the vacancy/vacancies for a parent governor/parent governors.

I am delighted to say that there has been a good response and there are <insert number> candidates for the <insert number> vacancy/vacancies. This means we must now hold a ballot.

Attached to this letter is:

· a ballot paper with the names of the candidates (in alphabetical order)

· a copy of the personal statements from the candidates who are: <insert parents’ names>

You may vote for up to <insert number equal to the number of vacancies> of the candidates. Each parent can submit one ballot paper, regardless of the number of pupils you have attending the school. As indicated on the ballot paper you should vote by marking an ‘X’ alongside the name(s) of the parent(s) you support.

Once you have marked the ballot paper you should seal it in the envelope. This should then be put in the ballot box, which can be found <named location, e.g. school foyer> by <date ending 10 school days from the date of this letter>. If it is not possible for you to vote in person, please return to the following address: <insert address for returning officer>.
The election will be decided by a simple majority of votes cast. In the event of a tie, lots will be drawn.

When the election has been completed, I will let you know the outcome. If, in the meantime, you have any queries, please let me know.

Yours faithfully,

Returning Officer

Appendix A4 – Model ballot paper

NB: This ballot paper includes the candidates’ personal statements in the same document. You may choose to provide these as a separate document.

Election of Parent Governor(s) <insert school name>
There are <insert number> vacancies for parent governors. You may vote for <insert number> candidates, but NOT vote more than once for each candidate.

Candidates


<Insert a copy of candidates’ personal statements>

------------------------------------------------------------------------------------------------------------------------

Election of parent governor(s) – <insert school name>
	Candidate
	Mark an ‘X’ to indicate your vote

	Candidate A
	

	Candidate B
	

	Candidate C
	

	Candidate D
	


Electing Staff Governors 

Teaching and support staff who, at the time of election, are employed by either the governing body or the local authority to work at the school under a contract of employment, are eligible to be staff governors.

Staff governors are elected by the school staff and cease to hold office when they cease to work at the school. 
New guidance on the power to remove elected and staff governors was recently updated. The governing body may now also remove an appointed or an elected, parent or staff governor. 
Governing bodies are expected only to exercise the power to remove an elected governor in exceptional circumstances where the actions or behaviour of the elected governor warrants removal rather than suspension. The power should not be used simply to remove dissenting or challenging voices. Good governance involves asking courageous questions and offering appropriate professional challenge. A diverse range of viewpoints contributes to healthy debate and good decision making; and avoids governing boards becoming inappropriately dominated by a single narrow perspective.
It is important that prospective staff governors understand the nature of the role of a governor – and specifically that their role will not be to represent staff, nor to stand alongside the headteacher in being held to account by the governing body. Rather, they are appointed to operate as part of the governing body to provide strategic leadership and to hold the headteacher to account. 
If no candidates are forthcoming, the position on the governing body remains vacant and an election should be held as soon as an eligible candidate is identified.

Headteachers should conduct elections as soon as reasonably possible after receiving a resignation or, where a term of office is due to expire, on a basis which ensures that a new governor is able to take up office when his/her predecessor’s term ends.  It is particularly helpful to engage in succession planning when terms of office are due to expire, so that the new governor can have time to develop a proper understanding of the role prior to his his/her term beginning.

Staff Governor Election Procedure
1. When a serving staff governor is reaching the end of his/her term of office, the clerk will inform the governing body and headteacher. A timetable for an election is agreed that minimises delay and avoids school holidays.
2. The returning officer will send nomination letters (see Appendix B1) and forms to all eligible staff, including those on sickness or maternity leave. In this school there is only one elected staff governor and all staff employed under a contract of employment to work at the school, are eligible to stand whenever there is a vacancy.

3. The nomination form (see Appendix B2) will include a closing date for the receipt of nominations which will be no less than 10 school days from the date of issue. Only nominations from staff employed by the governing body or local authority under a contract to work at the school on the closing date are eligible. Candidates will be invited to submit a statement in support of their nomination, which should be no longer than 250 words.
4. The governing body carries out a regular skills audit of governors and on occasion, may ask for staff with particular skills/experience to put their name forwards for election. This does not preclude any other eligible staff member from standing for election.

5. Staff may self-nominate but if a staff member wishes to nominate another staff member, they should seek their approval before submitting the nomination.
6. A box for nomination forms will be placed in the staff room – any staff who are not regularly in school (e.g. staff on maternity leave) may send the form to the returning officer using the instructions on the form.  
7. At the closing date, the returning officer will review the nominations, checking eligibility of nominees and correct completion of forms.
8. If there is only one nomination, the nominee will be deemed to be elected unopposed. If no nominations are received, the election process will be restarted and nominations sought from school staff. 
9. If there is more than one nomination, a ballot will be conducted. Letters, ballot papers and return envelopes will be sent to all staff employed at or on a contract for services to the school, including those on sickness or maternity leave. The letters will set out that:

· Staff may vote for one candidate;

· The closing date and time for receipt of ballot papers, which will be no less than 10 school days;

· If applicable, the candidates’ personal statements should also be attached.

10. At the closing date, the returning officer will open and count the ballots in front of the candidates or their nominated representatives. The outcome is determined by a simple majority vote system. In the event of a tie, ballots will be recounted. If there is still a tie, unless one candidate voluntarily withdraws, lots will be drawn in the presence of all the candidates.

11. The ballot papers will be retained securely for six months in case the election result is challenged. The number of ballot papers issued and returned at each election will be recorded.
12. The returning officer will notify the staff and governing body of the outcome as soon as possible following the election. The clerk to the governors will then confirm the appointment with the successful candidate and notify the local authority, stating the period of appointment for the category of governor determined by the governing body, and set out in the instrument of government.
Appendix B1 –Model Staff Governor nomination letter

Dear Colleague,

Election of Staff Governor

I am writing to invite you to consider standing for election as a staff governor for this school or to nominate another staff member to do so. I am the returning officer for the election and therefore, will be responsible for the election arrangements. In our school we have provision for one staff governor and this position is currently vacant. Staff governors are elected to serve for a <insert number> year period, although they must leave office if they cease to be employed at the school.

The governing body, with the headteacher, has overall responsibility for the running of the school. Governing bodies have three core strategic functions:

· Ensuring clarity of vision, ethos and strategic direction;

· Holding the headteacher to account for the educational performance of the school and its pupils; and

· Overseeing the financial performance of the school and making sure its money is well spent.

All governors have the same roles and responsibilities; as a staff governor you would be a representative member of staff, not a staff representative. The role and responsibilities of a governor are set out in further detail in the attached governor role description [see Appendix D].

If you would like to stand for election or nominate another member of staff, please complete the attached nomination form and place it in the box in the staff room within ten school days of the date of this letter. Self-nominations will be accepted, but if you are nominating another member of staff you should seek their prior consent. No special qualifications are needed and the most important thing is to have a keen interest in the school and be prepared to play an active part in the governing body’s work. However, we would particularly welcome nominations from staff with the following skills <description of desired skills>. Training is available for all governors and this governing body has an expectation that those new to being a governor, attend free induction training.

Anyone standing for election is invited to provide, with his/her nomination, a short personal statement (maximum 250 words). The statement should only include biographical information, your reasons for wanting to be a staff governor and the contribution you believe you can make to the governing body.

If there is only one nominee, s/he will be automatically elected as staff governor. If there is more than one nominee, an election will be held and copies of candidates’ personal statements and ballot procedure will be circulated to all members of staff. Ten school days will be allowed for the return of ballot papers. Each eligible member of staff will have one vote.

All full-time and part-time members of staff employed by the governing body or local authority under a contract of employment to work at the school, are eligible to be elected and to vote in an election. 

I do hope you will consider standing as a governor yourself or nominating someone else. If you would like more information about being a school governor please let me know.

Yours faithfully,

Returning Officer.
Appendix B2 – Model staff governor nomination form

Election of staff governors

Please place your completed form in the box in the staff room by <insert date>
Please enter in BLOCK LETTERS the name and address of the person being nominated for election:

Name of nominee: _________________________________________________________

Address:__________________________________________________________________
 ________________________________________________________________

__

Signature of person nominated: ________________________________________________

Signature of proposer (if different to nominee): ____________________________________

Name and address in BLOCK letters of proposer (if different to nominee):

_________________________________________________________________________

Personal Statement (maximum 250 words)


Please note:

i. A staff member may not propose more than one nominee.

ii. Any staff member employed under a contract of employment with the local authority/governing body to work at the school, are entitled to participate in the election.

iii. Details of the disqualification rules are enclosed.

Appendix B3 – Letter to Staff for Election Ballot

Dear Colleague,

Election of Staff Governor

I wrote to you recently to invite you to consider standing for election as a staff governor of this school, or nominating another staff member to do so. Since there have been more nominations than vacancies we now need to hold an election.

Attached to this letter is:

· a ballot paper with the names of the candidates (in alphabetical order)

· a copy of the personal statements from eligible staff who are <insert staff names>
There is one vacancy and each staff member is entitled to one vote. Please put your completed ballot paper into the attached envelope and place it in the ballot box in the staff room by 12 noon on <date ending 10 school days from the date of this letter>. If it is not possible for you to vote in person, please return to the following address: <insert address for returning officer>.

The election will be decided by a simple majority of votes cast. In the event of a tie, there will be a recount of the votes. If this does not produce a decisive result, lots will be drawn.

When the election has been completed I will let you know the outcome. If, in the meantime, you have any queries, please let me know.

Yours faithfully,

Returning Officer.

Appendix B4 – Model Staff Governor ballot paper

NB: This ballot paper includes the candidates’ personal statements in the same document. You may choose to provide these as a separate document.

Election of Staff Governor <insert school name>
There is only one vacancy for staff governor and therefore you may vote for one candidate.

Candidates


<Insert a copy of candidates’ personal statements>

------------------------------------------------------------------------------------------------------------------------

Election of Staff Governor– <insert school name>
	Candidate
	Mark an ‘X’ to indicate your vote

	Candidate A
	

	Candidate B
	

	Candidate C
	

	Candidate D
	


Co-opted governors

The relevant Governing bodies are able to appoint as many co-opted governors as they deem necessary subject to the limitations for foundation and voluntary schools.

The total number of co-opted governors who are also eligible to be staff governors, cannot exceed one third of the total membership of the governing body when counted with both the staff governor and headteacher. For example, where there are 10 governors on the governing body, the absolute maximum number of staff members will be three, regardless of whether they are the headteacher, staff governor, or a co-opted governor.

In any case, governing bodies should exercise caution when appointing staff members to co-opted positions. This tends to be the only category to which governors have absolute discretion over who to appoint and so using these positions for staff members is unlikely to be effective for the following reasons:

· It could result in a lack of effective challenge given that one of their core functions will be to hold the headteacher (their own line manager) to account; and

· There will potentially be a number of circumstances in which they will have a conflict of interest (for example if the subject discussed was their own teaching subject) and so unable to participate in discussions, voting and panel work
A co-opted governor is a person appointed by the governing body and who, in the opinion of the governing body, has the skills required to contribute to the effective governance and success of the school. A co-opted governor may have an area of specialist knowledge or experience or bring a wide range of skills and experience to the role as a governor.

A co-opted governor acts in the best interests of the school and wider community and cannot be mandated to take a particular stance on issues.

An effective Co-opted governor:

· supports the aims of the school, and visits and gets to know the school;

· works in partnership with the headteacher, senior leadership team and other governors to raise standards and improve outcomes for all children;

· prepares for meetings by reading papers beforehand;

· takes responsibility for learning and development as a governor including attending training;

· attending full governing body and relevant committee meetings promptly, regularly, and for the full time;

· read briefings and newsletters for governors;

· be loyal to the decisions made by the governing body;

· respect the confidentiality of governing body affairs;

· declare an interest and withdraw from any meeting where they, a partner or close relative or associate stands to gain, or where are so close to a matter discussed it is difficult to be impartial;

· have regard to the broader responsibilities as a governor of a public institution in regard to promoting accountability for the actions and performance of the governing body. 
The role and responsibilities of a governor are set out in further detail in the attached governor role description [see Appendix D].
Appendix C – Maintained schools: Qualifications and disqualifications to serve as a school governor
A governor must be aged 18 or over at the time of his/her election or appointment and cannot hold more than one governorship at the same school. 

A person is disqualified from election or appointment as a parent governor if s/he:

· is employed at the school for more than 500 hours in any 12 consecutive months; 

· is an elected member of the Local Authority.

A person is disqualified from holding or continuing to hold office as a governor or associate member if he or she: 

· is a registered pupil at the school;

· has failed to attend governing body meetings at the school without the consent of the governing body, for a continuous period of six months; 

· has been disqualified for failing to attend governing body meetings at the school without the consent of the governing body, for a continuous period of six months whilst serving as a foundation, local authority, co-opted or partnership governor at the school in the last 12 months;

· has had his/her estate sequestrated and the sequestration has not been discharged, annulled or reduced; 
· is subject to a bankruptcy restriction order, an interim bankruptcy restrictions order, a debt relief restrictions order or an interim debt relief restrictions order; 
· is subject to: 
· a disqualification order or disqualification undertaking under the Company Directors Disqualification Act 1986 

· a disqualification order under the Companies Directors Disqualification (Northern Ireland) Order 2002 

· a disqualification undertaking accepted under the Company Directors Disqualification (Northern Ireland) Order 2002 

· an order made under section 429(2)(b) of the Insolvency Act 1986 (failure to pay under a county court administration order); 

· has been removed from the office of charity trustee or trustee for a charity by an order made by the Charity Commission or Commissioners or High Court on the grounds of any misconduct or mismanagement in the administration of the charity for which he was responsible; or to which he was privy; or to which he contributed or he facilitated by his conduct; or

· has been removed, under section 34 of the Charities and Trustee Investment (Scotland) Act 2005, from being concerned in the management or control of any body;

· is included in the list of people considered by the Secretary of State as unsuitable to work with children (under section 1 of the Protection of Children Act 1999); 

· is subject to a direction of the Secretary of State under section 142 of the Education Act 2002 (or any other disqualification, prohibition or restriction which takes effect as if contained in such a direction); 

· is subject to a direction of the Secretary of State under section 128 of the Education and Skills Act 2008;

· is barred from regulated activity relating to children in accordance with section 3(2) of the Safeguarding Vulnerable Groups Act 2006;

· is disqualified from working with children under sections 28, 29, or 29A of the Criminal Justice and Court Services Act 2000; 

· is disqualified from registration under Part 2 of the Children and Families (Wales) Measure 2010 for child minding or providing day care; 

· is disqualified from registration under Part 3 of the Childcare Act 2006; 

· has been convicted of any offence and received a sentence of imprisonment (whether suspended or not) for a period of not less than 3 months (without the option of a fine) in the 5 years before or since becoming a governor; 

· has been convicted of any offence and received a prison sentence of two and a half years or more in the 20 years before becoming a governor; 

· has been convicted of any offence at any time and received a prison sentence of 5 years or more; 

· has been convicted of an offence and sentenced to a fine under section 547 of EA 1996 (nuisance or disturbance on school premises) or under section 85A of the Further and Higher Education Act 1992 (nuisance or disturbance on educational premise) during the 5 years prior to or since appointment or election as a governor; 

· has refused a request by the clerk to the governing body or the Local Authority to make an application under section 113B of the Police Act 1997 for a criminal records certificate. 
ALL GOVERNORS WILL BE ASKED TO COMPLETE A ‘SELF DECLARATION’ FORM TO CONFIRM THAT NONE OF THE ABOVE CRITERIA APPLY TO THEM

Appendix D – Governors role and responsibilities

What does a governor do?
Role of a school governor: To contribute to the work of the governing body in ensuring high standards of achievement for all children and young people in the school by:
· Setting the school’s vision, ethos and strategic direction;

· Holding the headteacher to account for the educational performance of the school and its pupils; and

· Overseeing the financial performance of the school and making sure its money is well spent.
Chair: ………………………………………………Vice chair: ………………………………………

Clerk: ………………………………………………Buddy/mentor: …………………………………

Activities: As part of the governing body team, a governor is expected to:
1. Contribute to the strategic discussions at governing body meetings which determine:

· the vision and ethos of the school;

· clear and ambitious strategic priorities and targets for the school;

· that all children, including those with special educational needs, have access to a broad and balanced curriculum;

· the school’s budget, including the expenditure of the pupil premium allocation;

· the school’s staffing structure and key staffing policies;

· the principles to be used by school leaders to set other school policies.

2. Hold the senior leaders to account by monitoring the school’s performance; this includes:

· agreeing the outcomes from the school’s self-evaluation and ensuring they are used to inform the priorities in the school development plan;

· considering all relevant data and feedback provided on request by school leaders and external sources on all aspects of school performance;

· asking challenging questions of school leaders;

· ensuring senior leaders have arranged for the required audits to be carried out and receiving the results of those audits;

· ensuring senior leaders have developed the required policies and procedures and the school is operating effectively according to those policies;

· acting as a link governor on a specific issue, making relevant enquiries of the relevant staff, and reporting to the governing body on the progress on the relevant school priority; and

· listening to and reporting to the school’s stakeholders : pupils, parents, staff, and the wider community, including local employers.

3. Ensure the school staff have the resources and support they require to do their jobs well, including the necessary expertise on business management, external advice where necessary, effective appraisal and CPD (Continuing Professional Development), and suitable premises, and that the way in which those resources are used has impact.

4. When required, serve on panels of governors to:

· appoint the headteacher and other senior leaders;

· appraise the headteacher;

· set the headteacher’s pay and agree the pay recommendations for other staff;

· hear the second stage of staff grievances and disciplinary matters;

· hear appeals about pupil exclusions.

The role of governor is largely a thinking and questioning role, not a doing role.

A governor does NOT:

· Write school policies;

· Undertake audits of any sort – whether financial or health & safety - even if the governor has the relevant professional experience;

· Spend much time with the pupils of the school – if you want to work directly with children, there are many other voluntary valuable roles within the school;

· Fundraise – this is the role of the PTA – the governing body should consider income streams and the potential for income generation, but not carry out fundraising tasks;

· Undertake classroom observations to make judgements on the quality of teaching – the governing body monitors the quality of teaching in the school by requiring data from the senior staff and from external sources;

· Do the job of the school staff – if there is not enough capacity within the paid staff team to carry out the necessary tasks, the governing body need to consider and rectify this.
As you become more experienced as a governor, there are other roles you could volunteer for which would increase your degree of involvement and level of responsibility (e.g as a chair of a committee). This document does not cover the additional roles taken on by the chair, vice-chair and chairs of committees.
In order to perform this role well, a governor is expected to:
· get to know the school, including by visiting the school occasionally during school hours, and gain a good understanding of the school’s strengths and weaknesses;

· attend induction training and regular relevant training and development events;

· attend meetings (full governing body meetings and committee meetings) and read all the papers before the meeting;

· act in the best interest of all the pupils of the school; and 

· behave in a professional manner, as set down in the governing body’s code of conduct, including acting in strict confidence.

Time commitment: Under usual circumstances, you should expect to spend between 10 and 20 days a year on your governing responsibilities; the top end of this commitment, which equates to about half a day per week in term time, is most relevant to the chair and others with key roles, such as chairs of committees. Initially, we would expect your commitment to be nearer 10 days a year. 
However, there may be periods when the time commitment may increase, for example when recruiting a headteacher. Some longstanding governors may tell you that they spend far more time than this on school business; however, it is fairly common for governors to undertake additional volunteering roles over and above governance.
Under Section 50 of the Employment Rights Act 1996, if you are employed, then you are entitled to ‘reasonable time off’ to undertake public duties; this includes school governance. 
‘Reasonable time off’ is not defined in law, and you will need to negotiate with your employer how much time you will be allowed.
Expenses: Governors may receive out of pocket expenses incurred as a result of fulfilling their role as governor, and NGA recommends that a governing body should have such an expenses policy. Payments can cover incidental expenses, such as travel and childcare, but not loss of earnings.
This document can be adapted for use in recruiting new governors.[image: image1][image: image2][image: image3][image: image4][image: image5]
It is good practice to have an agreed, documented procedure in place so that it is clear to all parents what the process is and that it is transparent and objective. In addition to the formal election procedure, you might want to consider providing additional guidance on other aspects of the election process.








In order to ensure confidentiality, parents will be provided with two envelopes – one unmarked and one printed. They will be asked to enclose the completed ballot paper in the unmarked envelope, then enclose this in the printed envelope, which the voter should complete and sign. This is to allow the returning officer to check eligibility to vote. A ballot box will be provided in the school [reception area/foyer], and parents will also be given the option to vote by post. No arrangements will be made for proxy voting.














Many boards do currently co-opt additional members of staff to govern. It is advised to always use skills audits to identify skills gaps and recruit to those gaps accordingly. If educational expertise is required, boards should consider using an external expert as an addition to a governing board rather than simply opting to appoint further employees. This will help to maintain sufficient challenge to the headteacher and senior leadership team.





A box for ballot papers will be placed in the staff room to ensure privacy. Each ballot paper will be numbered (although not identifiable to an individual) so that the number of forms issued can be tracked. Ballot papers will be printed on coloured paper and then stamped to prevent replication. Wherever possible, staff should vote in person but where this is not possible, ballot papers should be returned to the returning officer at the address provided on the form. There is no facility for proxy voting.
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