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This booklet has been designed to provide guidelines for the election and 
appointment of Parent Governors 
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DEFINITION OF A PARENT 

‘Parent’ is defined for the purposes of the Constitution Regulations as including ‘any 
individual who has parental responsibility for, or cares a child or young person under 
the age of 18.  It includes a person who the child lives with and who looks after the 
child, irrespective of what their relationship is with the child. The reference in the 
definition must be someone involved in the full-time care of the child. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

School Governors 
School Governors are people who want to make a positive contribution to children’s education. 
Governors are one of the largest volunteer forces in the country and have an important part to 
play in raising school standards. The role of the Board of Governors is absolutely key to the 
effectiveness of a school. Time and time again Ofsted (the national inspection body for schools) 
has noted that the most effective schools demonstrate effective leadership and management - 
including by the governing board 
 
Who can become a Governor? 
Almost anyone over 18 years of age can become a governor. There are no particular 
qualifications or requirements, other than a willingness to give time to the role and a capacity for 
working with other people. There are three different types of Governor at this school: 
  

 Parent governors can either be elected by parents of children at the school, or if insufficient 
numbers are elected, can be appointed by the governing body to fill any remaining vacancies. 
Such appointees need not be parents of children currently attending the school – if no suitable 
candidates are found, they may be parents of former pupils, or of any child of school age. 
Parents so appointed can be removed from their positions by a majority vote of the governing 
body. 

 Staff governors (other than the head teacher) are elected by the school staff and must be paid 
to work at the school, by the school (that is, not under an external contract such as catering or 
cleaning). At least one staff governor must be a teacher, and if there are three or more staff 
governors, at least one must be a member of the support staff. If no member of the appropriate 
category stands for election, the vacant place can be filled by an elected person from the other 
category (i.e. if no teachers wish to become governors, all staff governors may be support staff, 
and vice-versa). 

 Community Governors are chosen by the rest of the Governing Body and can be recruited from 
a wide cross section of the local community.  For example they may be ex-parents, someone 
who lives in the local area, o ra member of the local business community with a particular skill 
or area of expertise of use to the Governing Body. 
 

How do I become a Governor? 
If you think you have what it takes to be a school governor you can: 
  

 Contact the school – ask for our Clerk to Governors, Pauline Challinor – 01477 689500 
 check out our website – all parent governor vacancies are advertised on our website and in our 

newsletters –  
 for community governor vacancies - these are advertised on our website, in our newsletter and 

via the local press (parish/village magazines) 
What do Governors do? 
School Governors provide strategic leadership and accountability in schools. Governors appoint 
the Executive Headteacher and Deputy Headteacher. It is governors who work with the 
Executive Headteacher to make the tough decisions about balancing resources. 
  
What do our Governors do? 
Each individual governor is a member of our Board of Governors, which is established in law as 
a corporate body. Individual governors may not act independently of the rest of the Board of 
Governors; decisions are the joint responsibility of the Board of Governors.   
  
The role of the Board of Governors is a strategic one, its key functions are to: 

 set the aims and objectives for the school 
 set the policies for achieving those aims and objectives 
 set the targets for achieving those aims and objectives 
 monitor and evaluate the progress the school is making towards achievement of its aims and 

objectives 
 be a source of challenge and support to the Executive Headteacher (a critical friend). 
 



  

 
Disqualification information taken from Cheshire East Council guidance 

Someone is disqualified from becoming or continuing to be a school governor if s/he: 

 is a registered pupil at the school; 

 is under 18 at the date of election or appointment; 

 is detained under the Mental Health Act 1983(a); 

 without the consent of the Board of Governors, fails to attend their meetings for a continuous 

period of six months beginning with the date of the first such meeting; 

 has had his/her estate sequestrated and the sequestration has not been discharged, 

annulled or reduced;  

 is the subject of a bankruptcy restrictions order or an interim order; 

 is subject to a disqualification order or disqualification undertaking under the Company 

Directors Disqualification Act 1986 or under Part 2 of the Companies (Northern Ireland) 

Order 1989(c), or a disqualification undertaking accepted under the Company Directors 

Disqualification (Northern Ireland) Order 2002(d); or (d) an order made under section 

429(2)(b) of the Insolvency Act 1986(e) (failure to pay under county court administration 

order). 

 has 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 he was responsible or to which he was privy, or to 

which he contributed or which he facilitated by his conduct; or 

(b) he has been removed, under section 34 of the Charities and Trustee Investment 

(Scotland) Act 2005(a) (Powers of Court of Session), from being concerned in the 

management or control of any body. 

 is disqualified from working with children; 

 within the previous five years has been convicted of any offence and has had passed a 

sentence of imprisonment (whether suspended or not) for a period of not less than three 

months without the option of a fine. 

 within the previous twenty years has been convicted of any offence and has had passed on 

him a sentence of imprisonment for a period of not less than two and a half years. 

 at any time been convicted of any offence and he has had passed on him a sentence of 

imprisonment for a period of not less than five years. 

 within the previous five years has been convicted under section 547 of EA 1996(a) (nuisance 

or disturbance on school premises) or under section 85A of the Further and Higher 

Education Act 1992(b) (Nuisance or disturbance on educational premises) of an offence and 

has been sentenced to a fine. 

 
 
 
 
 

 

 



  

 

Election Procedure for Parent Governors 
 

1.  The Executive Headteacher/Clerk to Governors will inform all parents of an impending 
election, as soon as possible after the vacancy arises.  This may be postponed if the 
Board of Governors agrees to allow for new intake parents to be included in the 
election process. 

 
2.  Parents should be asked to indicate their intention of becoming a governor by returning 

a self-nomination form and a pen portrait.  If the number of nominations received are 
fewer than or equal to the number of vacancies available, no voting is required; those 
nominated are simply declared to be governors.  In the case of parent elections, all 
parents of registered pupils should be informed of the result by Bromcom and posted on 
the website. 

 
3.  If there are more nominations than vacancies available then an election will be 

needed. Ballot papers with a pen portrait for each nomination, and the closing date for 
voting will be sent to all parents with parental responsibility for registered pupils.  One 
vote per parent is allowed regardless of how many children they have in school. 

 
4.  Once the ballot papers are returned, Clerk to Governors should act as returning 

officer. 

 
5.  Nomination forms and ballot papers that are returned outside the return dates are to be 

treated as invalid. 
 
 

6.  If no one stands for election of parent governor the Board of Governors can appoint a 
person to fill the vacancy. This person must have one or more children aged between 
5 and 18.  

 
 
 

 

 

 

 

 

 

 

 

 

 

 



 

 

TIMETABLE FOR ELECTION OF PARENT GOVERNOR 
(please note that the timetable is calculated on Working Days) 

 

Day 1 Day 10 Day 13 Day 20 Day 21 Day 24 
 
 
 
 
Letter to be sent out 
via Bromcom and 
posted on the 
website detailing the 
election as soon as 
possible after a 
vacancy occurs. 

 
 
 
 
Closing date for 
return of nominations 

 
If only one 
nomination is 
received and there is 
only one place, 
parent is 
automatically 
appointed. 

 
 
 
 
Ballot process 
(indicating deadline) 
and election 
statements to be sent 
via Bromcom and 
posted on the 
website for all parent 
eligible to vote 

 
 
 
 
Closing date for 
return of ballot papers 

 
 
 
 
Counting of ballot 
papers (N.B. In the 
event of a tie, the 
result will be decided 
by the toss of a coin) 

 
 
 
 
Name/s and home 
address/es of 
governors to be sent 
to Cheshire East 
Council and logged 
on the DfE’s national 
database of 
governors 
(Edubase).   
Result will be sent 
out to parents via 
Bromcom, school 
newsletter and via 
the Schools website 



 

ELECTION PROCESS FOR PARENT GOVERNORS 
 

The nomination process has taken place when the completed forms have been returned. 
What is the next step? 

 
 
 
 
 

What if? 
 

Action to be taken 

 
You have two vacancies 
You receive one nomination 

 
The nominated parent governor would take up office 
on the closing date for nomination subject to a 
successful check. 

 
Governors have the power to appoint to fill the second 
vacancy 

 
You have two vacancies 
You receive two new nominations 

 
The two nominated parent governors would take up 
office from the closing date of the nominations subject 
to a successful check. 

 
You have two vacancies 
You receive three or more 
nominations 

 
Ballot procedure put in place. Two candidates elected 
according to the number of votes received. Their 
appointments will take effect from the closing date for 
the return of the ballot forms subject to a successful 
check. 

 
 
 
 
 
 

 

 

 

 

 

 

 

 

 



 

 

Appendix 1 

REQUEST FOR NOMINATION LETTER  template 

Dear Parent/Carer 

We are currently looking to appoint 3 parent governors to join our governing body.  Our governors come 
from a range of different backgrounds, skills and experience but all share a common interest of wanting the 
best possible education for the children in our school.  Nominations are welcomed from anyone who has 
parental responsibility for a child at the school.  If we receive more than three nominations in total then a 
ballot will be held. 
 
In looking to fill these vacancies we are particularly interested in applications from people with 
finance/budgetary experience and also people who can occasionally visit the school during the day, 
although please do not be put off if you do not have these skills. What is more important is enthusiasm, 
interest and the willingness to learn. 
 
We would be delighted to hear from anyone who:- 

 Is interested in children’s education and the performance of the school 

 Has spare time and the energy for the role 

 Is able to work well as part of a team 

 Has an enquiring mind and the confidence to ask questions and debate issues that 

 affect the school 

 Can consider matters objectively and make informed judgements 
 

What is the role of the governing body? 

 To ensure the school ethos and vision are promoted – strategic direction. 
 Holding the headteacher and school leaders to account for the educational performance of the 

school and its pupils 

 To ensure best value for money from the school budget. 
 

What does the role offer? 

 A chance to develop your own personal skills 

 Access to a programme of free training in respect of education/governance matters 

 A sense of achievement in helping make a difference to children reaching their potential 

 The support and guidance from fellow governors 
 
Our Board of Governors expects governors to: 

 Attend at least 1 termly meeting of the full Board of Governors  

 Join at least 1 committee and attend the meetings which are usually once per half term - all 
meetings take place on a Monday at 4.30pm 

 Commit to attend training courses as required 
 
Attached with this letter is a Notice of Election form and nomination paper.  All papers can also be found on 
the website under Governors. 
 
If you would like to have a conversation with one of our governors or discuss any other aspects of the role 
before submitting an application please contact Pauline Challinor, Clerk to Governors on 01477 689500 or 
e-mail Pauline.challinor@hccs.info.   
 
Yours sincerely 
 
 
 
Mr D Oliver  
Executive Headteacher 

 

 



 

 
 
 
 
Appendix 2 

 
 
 

PARENT GOVERNOR ELECTIONS –  
NOTICE OF ELECTION and NOMINATION PAPERS 

HOLMES CHAPEL COMPREHENSIVE SCHOOL & SIXTH FORM COLLEGE 
NUMBER OF PARENT GOVERNOR VACANCIES - FOUR 

 

* Nominations are invited not later than 3.30 p.m. on Monday 8th October 2018 for the election of four 

parent governors to the governing body for a four year period.  Please place completed forms in the 

box in the General Office or via e-mail to pauline.challinor@hccs.info. 

* Each candidate must be the parent of a student registered at the school and must agree to being 

nominated.  Each nomination must be supported by a proposer and seconder, who may be the partner 

of the candidate.  A parent may not propose or second more than one candidate.  Nominations will be 

acknowledged.  If you do not receive an acknowledgement, please contact the school. 

* Please note: HCCS converted to Academy status on 1 September 2011. As a result of this change in 

status, all Governors are Directors of the Academy Company limited by Guarantee. Newly elected 

parent governors will therefore be required to provide their name, address and date of birth for 

registration at Companies House as a requirement of the role.   

* Candidates are asked to provide a statement of not more than 250 words.  If there are more than 

four nominations, an election will be held.  The statements and photographs will be posted on the 

website.  An electronic ballot will take place in October 2018, full instructions will be sent to parents 

should a ballot be required. 

Election Timetable 

Nominations close (date/time) Monday 8th October 2018 at 3.30pm 

If no ballot is required then  

- result will be available  

 

Wednesday 10th October 2018 

If a ballot is required then 

- Instructions for voting will be issued using Bromcom, the 
newsletter and our website 

 

Friday 12th October 2019 

Voting closes Friday 19th October 2018 at 3pm 

Result available 

- Result advertised on our website and will be included in 
the newsletter on 26th October 2018 

-  

 

Monday 22nd October 2018 

 

  ?????? 2018      
               (Date)    DENIS OLIVER (Executive Headteacher 

 

 



 

 

NOMINATION FORM FOR ELECTION OF PARENT GOVERNOR 
 

Nominee’s Name (Mr/Mrs/Miss/Ms/Dr/Other) 

Student’s Name(s)  

Student’s Tutor 
group 

 

I wish to submit my nomination for the election of parent governor. I am the parent/carer of a child 
at the School and I am willing to serve as a Governor if elected and I am not disqualified from 
holding office for any of the reasons set out in Cheshire East Council’s guidance.  I understand the 
commitment involved and will endeavour to attend training to assist me in the role. 

Signature  

 
Nomination seconded by (must be a parent/carer of a student at the school) 
 

Seconder’s Name (Mr/Mrs/Miss/Ms/Dr/Other) 

Student’s Name(s)  

Student’s tutor 
group 

 

Address  

Signature  

 

The information that you provide on this form will be held on a computerised database maintained by 
the data controller upon successful appointment/election.  Your data will be used in accordance with 
the principles set out in the Data Protection Act 2018, which protects the right to privacy of 
individuals whose personal details are held by the data controller. 
I confirm that in the event that I am elected I will notify the clerk to the governing body immediately 

should I become disqualified during my term of office. 

I agree that the information given on this form is being recorded and used by the Academy in 

accordance with the General Data Protection Regulations and confirm that it is correct and complete 

to the best of my knowledge and belief. 

Signed 
 

 
Date  

Print Name:    



 

 

Nominees Personal details (please print) 

 

Full name (including title)  

 

Address 

 

 

 Postcode 

 

Email address (if any)   

 

Contact numbers  Home               

 Work               

 Mobile               

 

PERSONAL STATEMENT 

Please attach a photo of yourself and a statement in support of your nomination of not more than 

250 words.  This will be shared with parents via Bromcom and our newsletter if a ballot is required.  

 

 

 

 

 

 

 

 

 

 

PLEASE RETURN THIS COMPLETED FORM TO THE HEAD TEACHER BEFORE  

4.00 P.M. ON ####  

 
 



 

 

Appendix 4 

Ballot letter template 

 

Dear Parent/Carer 

I wrote to you in ? to invite nominations for the vacancy for parent governor. 
 
I am delighted to say that there has been a good response and there are ***candidates for the ? 
vacancies. This means we must now hold a ballot. 
 
Casting Your Vote 
The election will be conducted electronically via the link below.  If you do not wish to participate 
in the election via this method, please contact me to make arrangements for a ballot paper to be 
posted to you.  Voting opens on Friday ? and will close at 12 noon on Friday ?. 
 
You are entitled to vote in the election as a parent of a pupil at the school, or as a person with 
parental responsibility for, or having care of a pupil at the school.  Each person entitled to vote in 
this parent governor election can only submit their block of votes once and you may vote for up 
to ? candidates. 
 
To cast your vote: 
1. Please click on the link https://www.surveymonkey.co.uk/r/ZPBWX8C 
2. Read the biographical details for each candidate. 
3. Select up to? candidates by selecting the small button next to their name(s). 
4. Press the Submit button. 
 
The process described above has been designed and tested to ensure that the election is 
secret and anonymous, is limited to one submission per person, voting for a maximum of 3 
candidates. 
 

Please could I encourage you to use your vote. The work of the Parent Governor as a 
member of the Board of Governors is extremely valuable to this school. 

 
Yours sincerely 

 
Pauline Challinor 
Clerk to the Board of Governors and Returning Officer
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Appendix 5

 
Code of Conduct for School Governing Boards 

2017 Version 
 
This code sets out the expectations on and commitment required from school governors, 
trustees and academy committee members in order for the governing board to properly carry out 
its work within the school/s and the community.  It can be amended to include specific reference 
to the ethos of the particular school. Unless otherwise stated, ‘school’ includes academies, and it 
applies to all levels of school governance.   
 
This code can also be tailored to reflect your specific governing board and school structure, 
whether that is as a maintained school or academy, either as a single school or group of 
schools. Where multiple options are given, i.e. senior executive leader/Executive Headteacher 
and governor/trustee/academy committee member, please amend to leave the option relevant to 
your governing board.   
 
Once approved by the governing board, the Code will apply to all governors/trustees/academy 
committee members.  
 
This Code should be read in conjunction with the relevant law and for academies, their 
articles of association and agreed scheme of delegation.  It should be adapted as 
appropriate depending on the governance setting and level of delegation.   

 

The governing board has the following core strategic functions:  
 
Establishing the strategic direction, by: 

- Setting and ensuring clarity of  vision, values, and objectives for the school(s)/trust 
- Agreeing the school improvement strategy with priorities and targets 
- Meeting statutory duties 

 
Ensuring accountability, by: 

- Appointing the lead executive/Executive Headteacher (where delegated) 
- Monitoring the educational performance of the school/s and progress towards agreed 

targets  
- Performance managing the lead executive/Executive Headteacher (where delegated) 
- Engaging with stakeholders 
- Contributing to school self-evaluation 

 
Overseeing financial performance, by: 

- Setting the budget 
- Monitoring spending against the budget 
- Ensuring money is well spent and value for money is obtained 
- Ensuring risks to the organisation are managed 

 
 
 
 
As individuals on the board we agree to the following: 



 

 

 
Role & Responsibilities   
 We understand the purpose of the board and the role of the executive leaders.  
 We accept that we have no legal authority to act individually, except when the board has 

given us delegated authority to do so, and therefore we will only speak on behalf of the 
governing board when we have been specifically authorised to do so.  

 We accept collective responsibility for all decisions made by the board or its delegated 
agents. This means that we will not speak against majority decisions outside the governing 
board meeting. 

 We have a duty to act fairly and without prejudice, and in so far as we have responsibility for 
staff, we will fulfil all that is expected of a good employer.  

 We will encourage open governance and will act appropriately.  
 We will consider carefully how our decisions may affect the community and other schools.  
 We will always be mindful of our responsibility to maintain and develop the ethos and 

reputation of our school/group of schools. Our actions within the school and the local 
community will reflect this. 

 In making or responding to criticism or complaints we will follow the procedures established 
by the governing board.  

 We will actively support and challenge the executive leaders 
 We will accept and respect the difference in roles between the board and staff, ensuring that 

we work collectively for the benefit of the organisation; 
 We will respect the role of the executive leaders and their responsibility for the day to day 

management of the organisation and avoid any actions that might undermine such  
arrangements; 

 We agree to adhere to the school’s rules and polices and the procedures of the governing 
board as set out by the relevant governing documents and law 

 When formally speaking or writing in our governing role we will ensure our comments reflect 
current organisational policy even if they might be different to our personal views; 

 when communicating in our private capacity (including on social media) we will be mindful of 
and strive to uphold the reputation of the organisation 

 
Commitment  
 We acknowledge that accepting office as a governor/trustee/academy committee member 

involves the commitment of significant amounts of time and energy.   
 We will each involve ourselves actively in the work of the governing board, and accept our 

fair share of responsibilities, including service on committees or working groups.  
 We will make full efforts to attend all meetings and where we cannot attend explain in 

advance why we are unable to. 
 We will get to know the school/s well and respond to opportunities to involve ourselves in 

school activities. 
 We will visit the school/s, with all visits arranged in advance with the senior executive 

leader/Executive Headteacher and undertaken within the framework established by the 
governing board.  

 When visiting the school in a personal capacity (i.e. as a parent or carer), we will maintain 
our underlying responsibility as a governor/trustee/academy committee member.  

 We will consider seriously our individual and collective needs for induction, training and 
development, and will undertake relevant training.  

 We accept that in the interests of open governance, our full names, date of appointment, 
terms of office, roles on the governing board, attendance records, relevant business and 
pecuniary interests, category of governor and the body responsible for appointing us will be 
published on the school’s website.  

 In the interests of transparency we accept that information relating to 
governors/trustees/academy committee members will be collected and logged on the DfE’s 
national database of governors (Edubase).  

 
Relationships  
 We will strive to work as a team in which constructive working relationships are actively 

promoted.  
 We will express views openly, courteously and respectfully in all our communications with 

other governors/trustees/academy committee members, the clerk to the governing board and 
school staff both in and outside of meetings. 



 

 

 We will support the chair in their role of ensuring appropriate conduct both at meetings and at 
all times. 

 We are prepared to answer queries from other board members in relation to delegated 
functions and take into account any concerns expressed, and we will acknowledge the time, 
effort and skills that have been committed to the delegated function by those involved. 

 We will seek to develop effective working relationships with the executive leaders, staff and 
parents, the trust, the local authority and other relevant agencies and the community.  

 
Confidentiality  
 We will observe complete confidentiality when matters are deemed confidential or where 

they concern specific members of staff or pupils, both inside or outside school. 
 We will exercise the greatest prudence at all times when discussions regarding school/trust 

business arise outside a governing board meeting.  
 We will not reveal the details of any governing board vote. 
 We will ensure all confidential papers are held and disposed of appropriately.  
 
Conflicts of interest 
 We will record any pecuniary or other business interest (including those related to people we 

are connected with) that we have in connection with the governing board’s business in the 
Register of Business Interests, and if any such conflicted matter arises in a meeting we will 
offer to leave the meeting for the appropriate length of time.  

 We accept that the Register of Business Interests will be published on the school/trust’s 
website. 

 We will also declare any conflict of loyalty at the start of any meeting should the situation 
arise. 

 We will act in the best interests of the school as a whole and not as a representative of any 
group, even if elected to the governing board. 

 
Ceasing to be a governor/trustee/academy committee member 

 We understand that the requirements relating to confidentiality will continue to apply after 
a governor/trustee/academy committee member leaves office 

 
Breach of this code of conduct 
 If we believe this code has been breached, we will raise this issue with the chair and the 

chair will investigate; the governing board will only use suspension/removal as a last resort 
after seeking to resolve any difficulties or disputes in more constructive ways. 

 Should it be the chair that we believe has breached this code, another governing board 
member, such as the vice chair will investigate. 

 
 

The Seven Principles of Public Life  
(Originally published by the Nolan Committee: The Committee on Standards in Public Life was 
established by the then Prime Minister in October 1994, under the Chairmanship of Lord Nolan, 
to consider standards of conduct in various areas of public life, and to make recommendations).  
 
Selflessness - Holders of public office should act solely in terms of the public interest. They 
should not do so in order to gain financial or other material benefits for themselves, their family, 
or their friends.  
 
Integrity - Holders of public office should not place themselves under any financial or other 
obligation to outside individuals or organisations that might seek to influence them in the 
performance of their official duties.  
 
Objectivity - In carrying out public business, including making public appointments, awarding 
contracts, or recommending individuals for rewards and benefits, holders of public office should 
make choices on merit.  
 
Accountability - Holders of public office are accountable for their decisions and actions to the 
public and must submit themselves to whatever scrutiny is appropriate to their office.  
 



 

 

Openness - Holders of public office should be as open as possible about all the decisions and 
actions that they take. They should give reasons for their decisions and restrict information only 
when the wider public interest clearly demands.  
 
Honesty - Holders of public office have a duty to declare any private interests relating to their 
public duties and to take steps to resolve any conflicts arising in a way that protects the public 
interest.  
 
Leadership - Holders of public office should promote and support these principles by leadership 
and example.  

 
Adopted by the governing board of Holmes Chapel Comprehensive School on Monday 18th 
September 2017. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


