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TELFORD & WREKIN COUNCIL 
PARENT GOVERNOR ELECTION PROCEDURES
1.
Introduction
This procedure is the LA’s formal election procedure to be used by maintained community, community special and voluntary controlled schools for the election of parent governors. The LA has delegated the responsibility for conducting parent governor elections to the headteachers of such schools.


These procedures are commended for adoption by voluntary aided and foundation schools. 
The Instrument of Government for each school specifies the constitution of the Governing Body including the number of parent governors.

2. 
Eligibiltiy
An elected parent governor is a parent who is elected as a member of the governing body by parents of registered pupils at the school and who is him or herself a parent of a registered pupil at the school at the time of election (for maintained nursery schools this includes parents of any children for whom any service is provided at the maintained nursery school).   ‘Parent’ includes anyone who is not a parent but who has parental responsibility for, or who has care of, the pupil.  Though schools should make reasonable attempts to discover information about absent or estranged parents, the law does not require these attempts to be exhaustive.  

Where there is a gap between the time of election and the date the term of office is to commence then the parent must be eligible as described on both dates, not just at the time of election.    
When a vacancy arises towards the end of one term or is expected at the start of a new term and if there will be an intake of pupils in the new term, the election process should not normally be started until the beginning of that new term in order to give the new parents the opportunity to take part in the process.

· Full details of eligibility are shown on Form 1 (Covering Letter) and Form 3 (Disqualification Declaration Form).  The successful candidate/s will have to undergo a DBS (Disclosure and Barring Service), identity check and submit a completed and signed Disqualification Declaration Form (Form 3);

before they can be formally appointed. 
Employees of the school who are also parents are not eligible to stand for election as parent governors if they are paid to work at the school for more than 500 hours in any twelve months period running from 1 August to 31 July.

Parents who are ineligible to stand are still entitled to vote.
3. Term of Office

The term of office of a parent governor is four years from the date of appointment unless the Instrument of Government specifies a shorter term of office (minimum one year) for the parent governor category as a whole.  A parent governor is not disqualified from completing their term of office if his or her child leaves the school within that period.
4. Elections

A parent governor election will need to take place when a: 

· parent governor completes his or her term of office;
· parent governor resigns or becomes disqualified;
The procedures described in these notes must be used for all parent governor elections.  The letters and forms attached should be used in the process.  Ballots must be held in secret.

Headteachers are advised to plan the timetable for the whole process as the minimum periods allowed for each stage, and shown in the flowchart, must be adhered to. 
5. Nominations

Nominations do not need to be seconded.  Candidates nominate themselves using Form 2 (Candidate Nomination Form) and are required to declare, by completing Form 3, (Disqualification Declaration Form) that they are not disqualified from standing for election as a governor.

6. Personal Statements
Candidates will need to submit, by the deadline for receipt of nominations, a personal statement of no more than 500 words giving: 
· Evidence of skills and experience the governing body desires.

· And / or their commitment to undertake training to acquire or develop skills to be an effective governor

· If seeking re-election details of their contribution to the work of the GB during previous term of office.

· How they plan to contribute to the future work of the GB

Candidates must, however, not indicate that they are supported or endorsed by any particular group. Headteachers have the right to return statements for revision if the wording is considered defamatory or inappropriate.
7. Voting
Each parent is allowed one vote for each vacancy irrespective of the number of children he or she has at the school.

Two ballot papers should be sent to each home, by pupil post, unless the school’s information is that there are not two parents at home, or that there is a parent elsewhere in which case a ballot paper should be posted elsewhere.

However, there could be a situation where one or more parents are abroad for long periods and postal arrangements cannot easily be made.  In such a situation, proxy voting is allowed subject to the parent/s informing the school in writing who is to vote on their behalf.  The responsibility for ending a proxy arrangement lies with the parent and must be in writing.
8. Informing Parents and Seeking Nominations

The Headteacher informs parents of the vacancy/vacancies and the arrangements to be made using Form 1 (Covering Letter) and enclosing Form 2 (Candidate Nomination Form) and Form 3 (Disqualification Declaration Form) which can, in most cases, be sent to parents by pupil post.  

A copy of the letter should also be posted on the school notice board or school website  
9. Receiving Nominations

If, by the closing date the number of candidates who are qualified is less or equal to the number of vacancies, the candidates are declared elected, subject to satisfactory DBS.  To fill any remaining vacancies, or if no nominations have been received, the governing body will need to appoint parent governors in accordance with paragraph 14 below.

If the number of candidates, who are qualified, exceeds the number of vacancies then the headteacher will need to arrange a ballot.
10. Arranging a Ballot

The Headteacher prepares the ballot papers using Form 4 (Covering Letter) and Form 5 (Ballot Paper) which list the qualified candidates and includes their personal statements.
The ballot papers should, preferably, be individually numbered so that they can be checked back in to ensure that only papers issued by the school are counted in the election.

11. Receiving Ballot Papers
The receipt of ballot papers (Form 5) must cease at the date and time deadline stated in Form 4 (covering letter) and ballot papers received after the closing date and time must not be counted in the ballot.

12. Counting Votes 

On the next school day after the closing date, the returned ballot papers should be checked for their authenticity and counted under the supervision of the Headteacher and in accordance with his or her arrangements.  The Headteacher is responsible for deciding the validity of dubious or spoilt papers and may seek advice from the LA - School Governance Service.

The Headteacher must invite the candidates, or their nominated representatives, to be present at the count.

13. Declaring the Result
The candidate or candidates, where there is more than one vacancy, with the greatest number of votes is/are elected, subject to satisfactory DBS.  The result is announced; headteachers must inform parents by an appropriate means and inform the LA - using Form 6.

In the event of a tie, the votes must be recounted.  If the votes are still equal the candidate with the youngest child in school shall be elected.
The school must arrange for the successful candidate/s to complete a DBS. Once this has been confirmed school must complete the Disqualification Declaration (Form 3)  with the approved DBS number and date and forward to School Governance Service along with Form 6.  The School Governance Service will issue an appointment letter.
14. Appointment of Parent Governors by the Governing Body
If there are no nominations or fewer nominations than vacancies, it is the responsibility of the governing body at their next meeting following the election, to appoint a person or persons to the remaining vacancy/vacancies.

The governors shall appoint

a)
a parent of a registered pupil at the school, or if that is not possible
b)
a parent of a former registered pupil at the school, or if that is not   possible  

c)
a parent of a child of, or under compulsory school age.


For community special schools (c) above is replaced as follows: -

	c)        a parent of a child of or under compulsory school age with special educational needs for which the school is approved; or if that is not possible


d)
a parent with experience of educating a child with special educational
       
needs.


The governing body must not appoint an elected member of the local authority or a person paid to work at the school for more than 500 hours in any twelve months period running from 1 August to 31 July.

Any candidate for appointment through this process will be subject to satisfactory DBS checks.

FORM 1
TO:
All Parents of Children Registered


At (Name of School)
(Date )
Dear Parent

NOTICE OF PARENT GOVERNOR ELECTION AND REQUEST FOR NOMINATIONS
I am writing to invite parents, guardians and carers of registered pupils to put their names forward for election to serve as parent governors of this school.  There are (insert here the number of vacancies) vacancies. (Where necessary add the following sentence)  The term of office of the elected candidates will start on (enter relevant future date) and will last for (insert length of term of office as shown on the Instrument of Government). 
Please read the notes on the back of this letter and if, after doing so, you would like to put your name forward as a candidate please complete the Candidate Nomination Form (Form 2) and the Disqualification Declaration Form (Form 3) and return them to me by (insert date and time –this date must allow five working days for return of nomination forms).  It may be that you would wish to propose another parent to serve as a parent governor.  Please note that in this case the parent in question should complete the nomination form after you have discussed the possibility.

Candidates need to submit a personal statement in support of their nomination, not more than 500 words giving:  
· Evidence of skills and experience the governing body desires.

· And / or their commitment to undertake training to acquire or develop skills to be an effective governor

· If seeking re-election details of their contribution to the work of the GB during previous term of office.

· How they plan to contribute to the future work of the GB


They may not indicate that they are endorsed or supported by any particular group.  

Only parents who now have and will have children registered at the school on (enter date that nomination forms must be returned by and if the election is for a future vacancy also include the date the term of office is due to commence) are eligible to stand for election.
If it is necessary for there to be an election I will provide further details of the arrangements.

Yours sincerely

Headteacher 

Enclosures:

Candidate Nomination Form (Form 2)



Disqualification Declaration Form (Form 3)
FORM 1 (REVERSE SIDE)
Notes:
Telford & Wrekin Council is committed to equal opportunities and positively welcomes nominations from all sections of the community irrespective of race, colour, gender, sexuality or disability.  All persons wishing to be considered as school governors must be committed to the Council’s Equal Opportunities Policies.

‘Parent’ includes anyone who is not a parent but who has parental responsibility for, or who has the care of, a pupil at the school. For maintained nursery schools only, this includes parents of any children for whom any service is provided at the maintained nursery school. 

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

· an elected member of Telford & Wrekin Council;


· paid to work at the school concerned for more than 500 hours in any twelve months period beginning 1 August and ending 31 July.

· disqualified from appointment as a governor because they fall into any of the categories in the Disqualification Declaration Form (Form 3).
A parent governor may serve out their term of office if his or her child leaves the school before the end of their term of office or commences work at the school.
There is a statutory requirement for elected candidates to satisfactorily complete DBS check before their appointment as a governor can be confirmed.  These checks will take place after the election of the successful candidate(s) and will include an identity check and a check against the List99 of persons whose employment or voluntary work with children or young people is not prohibited or restricted.  In addition any new, re-appointed or serving governor whose activities or actions give “cause for concern” will be required to apply to the Disclosure & Barring Service (DBS) for a ‘Disclosure’ of any criminal record.  

FORM 2
Please return to the Headteacher (insert name of the school)
by (insert date – i.e. the date given in form 1 for the return of nomination forms)
CANDIDATE NOMINATION FORM - PARENT GOVERNOR ELECTION
I wish to serve as a Parent Governor and be a candidate if an election is necessary. 
A personal statement of not more than 500 words is enclosed.
First name/s
 __________________________________

Surname
___________________________________      
Date              ___________________________________

Signed          ___________________________________             
              FORM 3 
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TELFORD AND WREKIN LOCAL AUTHORITY
SCHOOL GOVERNORS: DISQUALIFICATION DECLARATION FORM 2021

	TO BE COMPLETED BY GOVERNOR:
Title [Mr / Mrs / Miss / Ms / Dr / Revd etc]:

All First Names:

Surname:

All Previous Name(s):

Address:

Post Code:                                     Email Address:

Telephone numbers: 
(home): 




(work):




(mobile):

Date of birth:            

School:                                                                            Category of Governor:              




I declare that I am not disqualified from serving as a school governor and that:

· I am not a registered pupil of the same school;

· I am aged 18 or over at the date of this election or appointment;

· I do not already hold a governorship of the same school;

· (in relation to staff and parent governor elections or appointments only) I have not been disqualified from holding office as a staff or parent governor at the same school through failure to attend meetings without consent;

· I have not within the last twelve months been disqualified through failure to attend meetings without consent from election or appointment as a foundation governor (other than an ex-officio foundation governor), LA governor, co-opted governor, partnership governor or sponsor governor at the same school;

· I am not the subject of a bankruptcy restrictions order or an interim order, and nor has my estate been sequestrated (temporarily repossessed) and the sequestration has not been discharged, annulled or reduced;

· I am not subject to:

(a) a disqualification order or disqualification undertaking under the Company Directors Disqualification Act 1986;

(b) a disqualification order under Part 2 of the Companies (Northern Ireland) Order 1989;

(c) a disqualification undertaking accepted under the Company Directors Disqualification (Northern Ireland) Order 2002; or

(d) an order made under section 429 (2) (b) of the Insolvency Act 1986 (failure to pay under county court administration order);
· I have not been removed from the office of trustee for a charity by an order made by the Charity Commissioners or the High Court on the grounds of any misconduct or mismanagement in the administration of the charity for which I was responsible or to which I was privy or, to which I contributed or which I facilitated by my conduct or, under section 34 of the Charities and Trustee Investment (Scotland) Act 2005 

· I have not been removed from being concerned in the management or control of any body;

· I am not included in the list kept under section 1 of the Protection of Children Act 1999 of those persons considered by the Secretary of State as unsuitable to work with children;

· I am not 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), prohibiting or restricting my employment as a teacher, other employee or worker with children in any school (ISA list);

· I am not disqualified from working with children under sections 28, 29 or 29A of the Criminal Justice and Court Services Act 2000;

· I am not disqualified from registration under part 10A of the children Act 1989 for child minding or providing day care;

· I am not disqualified from registration under part 3 of the Childcare Act 2006;

· I am not disqualified from being the proprietor of or taking part in the management of any independent school; 

· I have not been convicted, whether in the United Kingdom or *elsewhere, of any offence and had passed upon me a sentence of imprisonment whether suspended or not:

either,

· in the five years prior to the date of this governorship for a period of not less than three months without the option of a fine or,

· in the twenty years prior to the date of this governorship for a period of not less than two and a half years or,

· at any time for a period of not less than five years.


(*convictions by courts outside the United Kingdom for offences which would not have been an offence in any part of the United Kingdom can be disregarded).

· I have not been sentenced to a fine, in the five years prior to the date of this governorship, for causing a nuisance or disturbance on educational premises;

· I am not currently disqualified from holding or continuing to hold office as a governor by virtue of having refused a request by a clerk to a governing body to make an application under section 113 of the Police Act 1997 for a criminal records certificate.  Nor have I refused such a request by the clerk to this governing body in relation to this governorship.

· I understand that I will be required to apply to the Disclosure & Barring Service (DBS for a disclosure of criminal records if any activities or actions provide “cause for concern”.

· I also understand that failure to:
· submit a fully completed and signed declaration form;
· provide appropriate identification;

· consent to a Section 128 check


will disqualify me from being elected or appointed or re-appointed as a governor.


I will show the original Enhanced DBS Certificate to the school.

Personal Data: Telford & Wrekin Council collects your personal data in connection with your role as a school governor under Article 6(1)(b) of the General Data Protection Regulations 2018 or equivalent United Kingdom legislation.  Telford & Wrekin Council will not share any of your personal data with external organisations, unless required to do so by law, or to enable you to be invited to Virtual Meetings and Governor Training through Microsoft Teams. For further details on the council’s privacy arrangements please view the privacy page on the council’s website page. 
PRINT NAME:  ______________________________________________________________

SIGNATURE:  ____________________________________ DATE: ____________________


FORM 4
TO:
All Parents of Children Registered


at (insert  name of the school) on (insert here the date given for the return of
          ballot papers and, where necessary, for a future appointment, the date the term
          of office is due to commence)
(Date )
Dear Parent,

PARENT GOVERNOR ELECTION: BALLOT PAPER
The parents standing for election are listed on the ballot paper enclosed.  Personal statements of the candidates are reproduced on the reverse of the ballot paper.

The number of parent governors to be elected is (insert the number of vacancies).  You should cast your vote by marking X in the box provided against the candidate(s) of your choice.  Each parent has one vote for each vacancy irrespective of the number of children s/he has at the school.  This means that in this election, you may vote for up to (insert the number of vacancies) separate candidates.  You may not cast more than one vote for the same candidate.  Should you do so your ballot paper will have to be declared ‘spoiled’ and discounted.

The ballot paper (Form 5) should be returned to me via your child or by any other means you may prefer not later than (insert date and time – NB: this date must allow five working days for return of ballot papers).  Any ballot papers received after this time cannot be counted.

A “Parent”, in relation to this election, includes anyone who is not a parent but who has parental responsibility for, or who has the care of, a registered pupil at the school. 

Yours sincerely

Headteacher

Enclosure – Ballot Paper (Form 5)
                     Candidates Personal Statements

FORM 5
PARENT GOVERNOR ELECTION: BALLOT PAPER
…………………………….(insert name of school)
CANDIDATES
Full Name
(Surname first)





Vote


	1.
	
	

	2.
	
	

	3.
	
	

	4.
	
	

	5.
	
	

	6.
	
	

	7.
	
	


(Amend the numbers and boxes to reflect the actual number of candidates standing for election)
Personal statements written by candidates are reproduced overleaf.

FORM 6
TO: School Governance Service 

Copies to:
All members of the Governing Body


Clerk to the Governing Body.

Dear 
Parent Governor Election
School:
…………………………………………………………

The following parent governor(s) has/have been duly (*elected by the parents of this school / appointed by the governing body) subject to satisfactory completion of the required pre-appointment checks.

(* delete as appropriate)




Tick if 


Name


Appointed

by Governors rather than elected
1.
……………………..……………………………………….

……………….

2.
…………………….………………………………………

………………

3.
…………………….………………………………………

………………

4.
…………………………………………………………….

………………

(add additional lines if necessary)

Those appointments that have been made by the Governing Body because of a shortfall of nominations in the election procedure are indicated by a tick in the right hand column.

(Where the election / appointment relates to the filling of a future vacancy include the following sentence)
The term of office for the parent governors elected / appointed on this occasion will not commence until (include relevant date).
Yours sincerely

Headteacher.


Enclosures:
Disqualification Declaration Form (Form 3)
Stage 1


Seek nominations from parents; send Form 1 (Covering Letter), Form 2 (Candidate Nomination Form and Form 3 (Disqualification Declaration Form) to parents





If there are fewer nominations than vacancies then the nominees are declared elected.  





To fill the remaining vacancies, or if no nominations have been received, then either rerun the election process or the Governing Body make appointments 


(see paragraph 14)





After Result


School to arrange for elected candidate/s to complete DBS, school to insert the DBS number and date onto the Disqualification Declaration (Form 3) and forward to School Governance Service along with Form 6 (letter notifying of appointment)





School Governance Service


School Governance Service to confirm and issue appointment letter





Stage 3


If there are more nominations than vacancies arrange a ballot by sending Form 4 (Covering Letter); Form 5 (Ballot Paper) plus candidates statements to parents





Stage 4





Allow 5 working days for return of Ballot Papers 


(Form 5) 





Stage 5


Next working day


count the Ballot Papers and announce the result








Stage 2


Allow 5 working days for return of nomination papers (Form 2), personal statements and Disqualification Declaration Form (Form 3)








PARENT GOVERNOR VACANCY FLOWCHART











TO BE COMPLETED BY SCHOOL/ACADEMY





DBS Certificate No:                                                           Date of Issue:


[Governors cannot be appointed without a DBS check]
























