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ST BARTHOLOMEW’S SCHOOL 
PARENT GOVERNOR ELECTION RULES AND PROCEDURE 

 
Reviewed by the Full Governing Body Autumn 2018 

Agreed by the Full Governing Body Autumn 2018 
To be reviewed annually 

Rationale 
This document has been produced in order that any Parent Governor elections are run in accordance 
with legislation and as efficiently and cost effectively as possible. 

 
Appointment of the Returning Officer 
The post of Returning Officer will be undertaken by the Clerk to the Governors. Where this is not 
possible for any reason, the Chair of Governors and the Headteacher have the delegated authority 
to appoint another suitable person. The Full Governing Body will be notified by email if this situation 
arises. 

 
Role of the Returning Officer 
The Returning Officer will organise the conduct of Parent Governor elections. 

 
Timing of Elections 
Where practically possible, in circumstances where vacancies arise because a term of office is 
coming to an end, nominations should be sought at the beginning of the term in which the vacancy 
will occur. The new term of office will run from the date of expiry of the previous holder of the 
office. 

 
Should a vacancy arise towards the end of a term, it may be appropriate to delay an election until 
the beginning of the following term.  When a vacancy arises during the summer term it may be 
appropriate to delay the election procedure until early in the autumn term so that parents of 
children joining the school in September have the opportunity to participate. 

 
If a vacancy arises due to a resignation, nominations should be sought once the vacancy has 
occurred. The new term of office will run from the date of election (or appointment). 

 
Definition of a “Parent”  
A “parent” for the purposes of Parent Governor elections is defined as “any individual person having 
responsibility for, or care of, a child”. 

 
Eligibility to Vote 
Any person known to be a “parent” of a registered pupil at the School is entitled to vote. Each 
“parent” has one vote, regardless of how many children they have at the School. 

 
Eligibility to Stand for Nomination 
Any person known to be a “parent” of a registered pupil at the School is entitled to stand for 
nomination as a Parent Governor as long as they meet the terms of the Governor Declaration. In 
addition, he/she should not be paid to work at the School for more than 500 hours in any twelve 

month period commencing 1st August to 31st July and should not be an elected member of the local 
authority. 
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Declaration 
All Governors are required to sign a declaration to confirm their eligibility. The declaration will be 
posted on the Governors’ page of the School’s website at the time that the Notice of Election is 
issued. 

 
Proof of Identity 
The Returning Officer should check that any person requesting nomination is a “parent” at the 
School by requesting a check against the School’s database. 

 
In addition, proof of identity will be required for a Disclosure and Barring Check immediately 
following the election. A list of documents that are acceptable will be issued at the time. This 
process will be handled by the Clerk to the Governors. 
 
Expectations 
In order to follow statutory guidance, every effort should be made to conduct an informed 
election in which the expectations and credentials of prospective candidates are made clear 
in a recruitment pack and will include: 
- The core functions of the Governing Body 
- The role of the governor 
- Induction training available 
- Other training available 
- The term of office 
- Frequency of meetings 
- Membership of committees 
- A willingness to undertake training 
- Skills desirable in a new governor and a willingness to learn those skills. 

 
Personal Election Statements 
All nominees will be asked to provide a personal election statement with their nomination 
form.  Statements are limited to a maximum of 200 words.   
 
Based on the criteria above, a candidate’s election statement should include: 

- Evidence of the extent to which they possess the skills the Governing Body wants 
- Their commitment to learn the skills they need to be an effective governor. 
 
If any candidate is seeking re-election, they should also include: 
- Details of how they have contributed to the work of the Governing Body; 
- How they plan to contribute in the future. 

 

 
 

Nomination and Election Timetable and Process 

 
The Returning Officer should set out the timetable for the election, with dates, and notify the 
Headteacher and Chair of Governors. 

 
Standard Timetable 
Stage 1:  Formal Notice of Election, inviting nominations, issued to all “parents”. Allow five school 
days for the return of nominations. 

 
If uncontested, formal announcement of the result within one school day via SchoolComms, the 
School’s email system for communicating with parents (paper notification sent via for those that 
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are not signed up to the service).  Note for the next issue of Bartholonews. 

 
Stage 2:  If contested, ballot papers should be prepared and sent to all “parents” within five school 
days, allowing five school days for their return. 
 
The count should take place as soon after the deadline as possible. Nominees should be invited and 
there should be an independent observer. 

 
Formal announcement of the result within one school day via SchoolComms (paper for those who 
are not signed up to the service). Note for the next issue of Bartholonews. 

 
NB:  Governors should be notified before each stage, so that they are aware of the process. 

 

 
 

Stage 1:  Notice of Election 
When an election is called, a letter must be sent to all “parents” giving notice of election and inviting 
nominations. This can be done by SchoolComms, with those who are not signed up to this service 
receiving hard copies sent via students. This letter should also set out the timetable should the 
election proceed to a ballot. 

 
The letter should also ask “parents” if they wish to vote by post, should a ballot take place. A 
standard letter is available in Appendix 1. 
 
The letter, declaration and nomination forms should also be placed on the Governors’ page of the 
School’s website. 
 
See Appendix 2 for a Nomination Form, 

 
At the same time, the Parent Governor Election Rules and Procedure (this document) should be 
readily available on the Governors’ pages of the School’s website and at Reception should it be 
requested. 

 
In addition, a note should also be placed in Bartholonews alerting parents to an election. 

For a standard note for Bartholonews , see Appendix 3. 

 
Uncontested Election 
If the number of nominations received are less or equal to the number of vacancies, the Returning 
Officer shall declare the person or persons so nominated as elected. The result should be 
announced by sending a notice to all “parents” via SchoolComms and posting it on the website 
within one school day.  In addition, a notice should be placed in the next issue of Bartholonews. 

A sample announcement is available in Appendix 4. 

Stage 2:  Contested Election 
If more nominations than vacancies are received, then it will be necessary to proceed to a secret 
ballot. 

 
A letter should be issued to every “parent” eligible to vote, along with a ballot paper and a copy of 
each candidate’s election statement, sent via students. If any “parent” had requested to receive 
ballot papers via post under Stage 1, then these should be sent out at this point, but the Returning 
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Officer will need to ensure that they do not receive more than one ballot paper. 
 

If a candidate is seeking re-election, any profile that already appears on the School’s website should 
be removed and replaced with a neutral statement until after the election, such as “X is currently 
seeking re-election in the Parent Governor Election that is underway at the moment”. 
 
See Appendix 5 for a sample ballot letter and voting paper. 

 
A list of “parents” can be produced from the School’s database.  This can be forwarded to Resources in 
order to produce the correct number of letters to send via students.  The ballot papers should be sent 
via the eldest child. 
 
An envelope should be issued in addition to each ballot paper, pre-addressed to the Returning 
Officer so that they are easily identifiable. This is so that each ballot paper can be returned to the 
School and the vote remains secret. 

 
Ballot boxes should be set up at Reception, not left unattended and locked away each night.  
 
Notes: 

A copy of this document should remain available. 

Proxy voting is not permitted. 

If a ballot paper is lost or spoilt, the Returning Officer may issue a duplicate. 
Any ballot papers returned after the deadline will be considered invalid. 

 

 

Stage 3: The Count 
The count should take place as soon as possible after the closing deadline. Candidates may be 
in attendance if they wish.  Votes cast for each candidate should be counted in the presence of 
all parties.  The Returning Officer will arrange for counters and an independent observer.The 
Returning Officer will decide if any ballot papers are to be classed as spoilt before votes are 
counted. The candidate(s) that are elected will be those gaining the highest number of votes. 

 
In the event of a tie, lots will be drawn to decide who should be elected. 

 
The number of ballot papers issued and the number of votes cast must be recorded. Ballot papers 
should be retained securely for six months in case the election result is challenged. 

 
Declaration of Result 
The successful candidates should be informed before and then the result should be announced by 
sending a notice to all “parents” via SchoolComms and posting it on the School’s website within one 
school day. In addition, a notice should be placed in the next issue of Bartholonews.  The Full 
Governing Body should be notified via email. 

 
A sample announcement is available in Appendix 6. 

 

 
 

Election Inquiry 
If, before the expiry of two calendar months after the day on which the election result is declared, 
representations are made in writing to the Chair of Governors alleging improper behaviour, dispute 
at an election, non-compliance with, or breach of, these rules, the Chair of Governors shall appoint a 
person or persons (who were not involved in the election) to investigate the allegation and, if 
necessary, to examine the election papers. 
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   Notes: An election is not invalidated if an individual does not receive or return a ballot paper. 

A candidate may withdraw his/her nomination prior to the preparation of ballot 
papers. Once ballot papers have been prepared, the election must proceed unless the 
number of candidates remaining equals the number of vacancies. 

 

 
 

Signed……………………………………………………………………..Date…………………………………………………………. 
Chair of Governors
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Appendix 1: Sample Notice of Election Letter 
 

 
 
22nd April, 2016 

 
Dear Parent or Guardian, 

 
NOTICE OF ELECTION FOR PARENT GOVERNORS 

 
Please be advised that there are three vacancies for Parent Governors on the Governing Board of St 
Bartholomew’s School.   An election is being organised to appoint to these positions.  Parents who wish to 
stand for election are invited to put their names forward.  The new terms of office will begin on 23rd May, 2016. 
 
If you wish to stand for election as a Parent Governor you should: 

1. Read and complete the Declaration Form; 
2. Complete a Nomination Form, including a brief personal election statement for circulation to voters;   
3. Return the forms to the school clearly addressed to the Returning Officer by the closing date and time.  

Both forms are available from the Governors’ page of the website or by contacting Reception (01635 521255). 
 
The Governing Board has identified that there is a need for skills and expertise in the areas of human resource 
management, digital and finance. Nominations from parents with these skills would be particularly welcomed. 
 
Nomination Forms must be received by midday on Friday 29th April, 2016.  Nominations will not be accepted 
after this date and time. 

 
If the number of nominations received does not exceed the number of vacancies, all those nominated will be 
appointed without a ballot (subject to DBS clearance and satisfactory declaration).  If there are more nominations 
than vacancies, a secret ballot will be held and each parent will be issued with a voting paper which will be sent 
via students. If you would prefer to receive the voting paper by post, please complete the slip at the bottom of 
the page and return it to me. 

 
The following timetable will apply if it is necessary to hold a ballot: 

Ballot paper and personal statements sent to parents via students: Tuesday 10th May, 2016 

Count to take place: Tuesday 17th May, 2016 at 7 pm 

Results: announced via SchoolComms, placed on the website and included 
in the next edition of Bartholonews: 

Wednesday 18th May, 2016 

 

All appointments are subject to a DBS Check (Disclosure and Barring Service). 

 
Yours sincerely, 
 
 
Mrs H Sutherland 
Returning Officer 
 

A copy of the rules of the election may be inspected at the School. 
 

ELECTION OF PARENT GOVERNORS 
In event of an election being held, I would prefer to receive the voting papers by post. Please complete in 
BLOCK CAPITAL letters. 

 
Name:...................................................................... ....Parent of..................................Tutor Group................. 

Address..............................................................................................................................................................  
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Appendix 2: Sample Nomination Form 
 

ST  BARTHOLOMEW’S  SCHOOL  
 

NOMINATION FORM FOR THE ELECTION OF PARENT GOVERNOR 
SUMMER TERM 2016 

 
Those eligible for election: 
Any person who has parental responsibility for a student currently registered at the School. 

 
 

Title: ………………………  First Name:  ……………………………….. Last Name:  ……………………………………………. 

 
of   (full address)……………………………………………………………………………………………………………………………… 
 
……………………………………………………………………………………………………………………………………………………….. 

 
Date of birth …………………………………… Any previous names ……………………………………………………….....  

Parent of …………………………………………………………………………………Tutor Group(s)………………………......  

Telephone: ……………………………………………. Email: ……………………………………………………………………………  

wishes to stand for election as a Parent Governor of St Bartholomew’s School.  

Please provide a brief election statement (not more than 200 words) outlining your skills, 
especially with regard to those identified by the Governing Board – human resource 
management, digital and finance – as particularly welcome, in addition to your commitment to 
learning the skills to become an effective governor.  Any candidate seeking re-election should 
include details of how they have contributed to the work of the Governing Board and how they 
plan to contribute in the future. 
You may print your statement on a separate sheet, sign it and attach to the Nomination Form. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Signed …………………………………………………… Dated ……………………………….. 

 

 
 

Please return the completed nomination form to the Returning Officer, Mrs H Sutherland, at School, 
by no later than midday on Friday 29th April, 2016. 
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Appendix 3: Sample Note for Bartholonews 
 
YOUR SCHOOL NEEDS YOU! - Parent Governor Vacancies  
St Bartholomew’s Governing Board will soon be inviting applications for the parent governors and 
there will be three vacancies as a result of planned rotation. 
 
Broadly, the role of the Governing Board is to set the strategic direction and ensure the educational 
performance, management and financial health of St.Bart’s. Individual governors are members of the 
Governing Board and contribute to ensure high standards of achievement for all. As St Bart’s is an 
academy trust, the governors are also directors and trustees and are subject to company and charity 
law. 
 
New governors can be confident of joining a friendly, supportive and professional team. We were 
inspected by Ofsted last year and the inspectors commented that ‘Governors give a strong lead to the 
direction of the school and provide a good balance of challenge and support. They are fully involved in 
the life of the school and ensure that the skills of all governors are used fully in checking the quality of 
all aspects of the school’s work’. 
 
That’s not to say that we’re complacent, however, and we have a clear plan to further improve our 
own contribution. In addition to the fresh perspectives that new governors bring, the Governing Board 
has identified that there is a need for skills and expertise in the areas of human resource management, 
digital and finance. As a result we would be particularly delighted to hear from applicants who can 
bring any of these qualities.   
 
The time commitment is very reasonable: individual governors normally attend at least three evening 
meetings a term.  Governors may be members of more than one committee and will also usually have 
a “link” role with a particular faculty or function which will require a little time during the day.  Very 
occasionally there are some additional activities that are scheduled during the day so some flexibility 
would be an advantage. Governors are also encouraged to support the celebrations of achievement, 
such as Key Stage evenings, and performances such as House Music, Dance and Plays. 
 
Successful candidates will be given every support to become quickly integrated and effective via a 
tailored induction plan and will benefit from ongoing training. The role is unpaid though a governor 
expenses scheme is in place. 
 
Anyone who has parental responsibility for a student currently attending St Bart’s is eligible to stand 
for election, subject to the clauses detailed in the Governors’ Declaration which can be found on the 
Governors’ page of the website. Terms of office are for four years; governors may continue to serve the 
remainder of their term once their child leaves the School. 
    
I’d love to hear from you if you’re interested in becoming a governor at St Bart’s or would simply like to 
find out more without any obligation. Please do get in touch; this is your opportunity to make a 
positive difference to St.Bart’s and the broader community – most governors say that they have learnt 
something new and enjoy being part of a successful team. Please email me 
(hsutherland@stbarts.co.uk) or leave your details with Reception (01635 521255) and I will contact 
you. 
 
Mrs H Sutherland 
Clerk to the Governors  

https://31.222.212.185/owa/redir.aspx?C=935e1f563c524a45ba900c35ef02b6a2&URL=mailto%3ahsutherland%40stbarts.co.uk


Appendix 4: Sample Declaration for Uncontested Election  
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Parent Governor Election: Declaration of Results – 19th November, 2013 
 

 
 
 
 
 

I, Name, being the Returning Officer of the above election, do hereby give notice that the 
number of nominations received by 5 pm on 19th November, 2013 numbered two in total. 
Therefore, as the number of nominations received does not exceed the number of 
vacancies, all those nominated will be appointed without a ballot (subject to DBS clearance 
and satisfactory declaration). 

 
 

 
Name of Candidate Result 
BLOGGS, Joe Appointed without ballot 
SMITH, Jane Appointed without ballot 



Appendix 5: Sample Ballot Letter and Paper  
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10th May, 2016 

 

Dear Parent / Guardian, 
 
Election of Parent Governors 
 
You will recall that I wrote to you a short while ago notifying you of the election to the Parent 
Governor vacancies on St Bartholomew’s School Governing Board.  As more nominations than 
vacancies have been received a ballot is to be held. The ballot paper and personal election statements 
submitted by the candidates are enclosed. 
 
Every parent of a registered pupil at this school is eligible to vote. The voting procedure is as follows: 
 

 Every eligible voter may vote for up to three candidates. 
 

 A vote shall be indicated by placing the mark X against up to three candidates’ names on the 
ballot paper. 

 
 An envelope is provided and the ballot paper should be placed in the envelope and 

sealed. 
 

 
The envelope may be delivered to the School by your child (they should hand it to their tutors), or 
through the post, or by a personal call at the school.   
 
All votes must be received by 4 pm on Tuesday 17th May, 2016.   
 
The result of the election will be sent to all parents by SchoolComms and posted on the Governors’ 
page of the School’s website. 
 

 
 
Yours sincerely, 
 
 
 
 
Mrs H Sutherland 
Returning Officer 
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ST BARTHOLOMEW’S SCHOOL 
 

BALLOT FOR ELECTION OF PARENT GOVERNOR(S) 
 

 
 

There is/are one/two vacancy/ies to be filled and you should vote for not more than one/two 
candidates. Please indicate your choice by placing an ‘X’ in the box opposite the name(s) of 
the candidate(s) you wish to vote for: 

 
BLOGGS 

Mr Joe Bloggs, 1, The Street, Newbury 
 

SMITH 
Mrs Jane Smith, 2, The Road, Newbury 

 

  
  

 

Candidates’ election statements are attached separately 
 

Do not mark in any way other than to put an X against the name(s) of the candidate(s) you 
wish to vote for. If you vote for more than one/two candidates, your ballot paper will be 
invalid. 

 
Please return to the Returning Officer in the envelope provided, to arrive at the school no 
later than (time) on .............................(date). 
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Appendix 6: Sample Declaration following a Ballot 

 

 
 

Parent Governor Election: Declaration of Results – 17th May, 2016 
 

I, Helen Sutherland, being the Returning Officer of the above election, do hereby give notice 
that the number of votes recorded for each candidate at the said election resulted in a 
majority and the result is as follows: 

 

Name of Candidate Result 

Mr A PARENT   Elected on majority vote 

Mrs B SMITH   Elected on majority vote 

Mrs C NAME  

Mrs D GOVERNOR Elected on majority vote 

Mr J BLOGGS  
 

 
There were 0 rejected ballot papers 
Vacant seats:  3 
Electorate: 2439 
Ballot Papers issued: 2439 
Turnout:    9.9% 
Independent Observer:  Revd A Person 
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Appendix 7: Checklist 


