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Clerks guidance note No. 2

STAFF GOVERNOR ELECTIONS
DEFINITION OF STAFF GOVERNOR AND ELIGIBILITY

Staff governors are elected by the school staff and are paid employees – volunteers are not eligible. A person employed as Clerk to the governing body is not eligible to stand in the election.

The Headteacher is a member of the governing body by virtue of office and is included in the staff category. If the Headteacher chooses not to be a governor the place remains vacant. The Headteacher must advise the clerk in writing of this decision.

At least one staff governor, in addition to the Headteacher must be a teacher unless no teacher stands then a support staff member of staff can be elected in that place.

If there are 3 or more staff places then at least one staff governor must be a support staff member unless no member of the support staff stands then a teacher can be elected in that place.

The priority criteria for staff governor places on a governing body are set out in the table below:

	Reserved places for staff governors

	Total number of staff governor places on the governing body
	Place reserved for the Headteacher
	Place reserved for a teacher
	Place reserved for a member of support staff

	2 (minimum)
	1
	1
	0

	3 or more
	1
	1
	1


TIMING OF ELECTIONS

Elections shall be held as soon as practicable after the occurrence of a vacancy.

PERIOD OF OFFICE

The term of office is normally four years unless the governing body determines a shorter length by registering a variation in an instrument agreed under the 2003 regulations. 

A staff governor will cease to hold office on ceasing to be employed at the school.

NOMINATIONS
The Headteacher should make nomination forms available (letter and form at appendices 5 and 6 plus list of disqualifications at appendix 9) to all those staff eligible to make nominations.  The form should indicate who is eligible to make nominations, the number of teacher or support staff governorship vacancies and the date by which nomination forms are to be returned to the Headteacher.  Each eligible teacher or member of the support staff should receive these details in writing and a copy should be displayed on the staffroom notice board.

Completed nomination forms must be returned to the school by a set date allowing for at least 10 school working days, the closing date should be clearly stated in the letter. If there are no nominations received in the priority category the position should be re-advertised inviting nominations from all categories of eligible staff,  the vacancy letter can be adapted if necessary.

NUMBER OF APPLICATIONS RECEIVED
If the number of qualified nominees is smaller than or equal to the number of vacancies no voting is required: those nominated are ELECTED UNOPPOSED.  If there are more applications than there are vacancies a secret ballot must be held.

ELECTION PROCESS

If more nominations than places available are received then an election will be necessary.  
The Headteacher should be the returning officer.

The electoral method to be used will be ‘first past the post’.

Each staff member has one vote per vacancy.

The ballot paper should list the names of all the candidates, either in alphabetical order or at random.  It may also include the short personal statement supplied by candidates. Clear instructions for voting shall be given, stressing that no other mark should be put on the paper.

The Headteacher should ensure that each staff member entitled to vote is given a ballot paper with a letter containing full instructions (appendices 7 and 8).  Ballot papers will also need to be posted, or otherwise delivered, to staff who are absent from school when ballot papers are issued.

Completed ballot forms must be returned to the school by a set date allowing for at least 10 school working days, the closing date should be clearly stated in the letter. The election should be conducted by secret ballot and it is recommended to use a double envelope system as follows:

1. Two envelopes are sent with each ballot paper

2. The voter seals his/her ballot slip in an unmarked envelope

3. The unmarked envelope should be sealed in an outer envelope clearly marked with his/her name 

4. The voter should return the double envelope to school

5. On receipt of the ballot paper, the Headteacher or Clerk will check the name on the outer envelope for entitlement to vote and note the return of the ballot paper on list of eligible voters

6. The inner envelope containing the ballot paper will then be placed in a ballot box at the school for counting at the appointed time

7. If a ballot paper is inadvertently spoilt (or lost) the Headteacher may issue a duplicate. An election is not invalidated by an individual’s failure to receive or return a ballot paper
THE COUNT

The count should be conducted by the Headteacher at the school in the presence of at least one other person not directly involved in the election.  The Headteacher must allow the candidates or their nominated representatives to be present and will advise them of the date, time and venue of the count in advance. The Headteacher will have responsibility for deciding the validity of dubious or spoilt ballot papers.  

In the event of a tie a new election should take place following the procedures above. 

FOLLOWING  ELECTION

Successful and unsuccessful candidates should be advised of the result within 3 school working days (appendices 10 and 11).

The Headteacher should notify staff of the result by placing a notice on the staff notice board or other agreed means, within 3 school working days. Staff who are absent from school should be advised by post of the result.  The ballot papers must be retained for six months in case the election result is challenged. 

The Clerk should:

· complete the bottom section of the nomination form for the successful candidate and forward a copy to the Governor Support Service who will arrange for the distribution of the welcome pack (pack available for SLA members only) 
· issue a  school based induction pack and welcome letter (samples available from Governor Support on request)
The ballot papers shall be retained for six months in case the election result is challenged. 
Governing bodies should ensure that new governors are aware of the Local Authority Induction training available.
START DATE

The successful candidate(s) will take up office either from

· The day following the closure date if an election is not required

· The date of the count if an election has taken place

DISQUALIFICATION FROM BECOMING A STAFF GOVERNOR

· Staff governors must be paid to work at the school – volunteers are not eligible. 

· Elected Members
· These notes are offered as guidance only and although we endeavour to keep these up to date in cases of query, reference should always be made to current legislation and the School Governors Guide to the Law.
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