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	Data protection notice

	Throughout this form we ask for some personal data about you. We will only use this data in line with data protection legislation and process your data for one or more of the following reasons permitted in law:
You have given us your consent
We must process it to comply with our legal obligations

You will find more information on how we use your personal data in our privacy notice for job applicants, which can be found on the Trust website. 



	Disclosure and barring and recruitment checks

	The Trust is legally obligated to process an enhanced Disclosure and Barring Service (DBS) check before making appointments to relevant posts. 
The DBS check will reveal both spent and unspent convictions, cautions, reprimands and final warnings, and any other information held by local police that is considered relevant to the role. Any information that is “protected” under the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 will not appear on a DBS certificate.

If you are going to be involved in regulated activity, the DBS check will include a barred list check.
Any data processed as part of the DBS check will be processed in accordance with data protection regulations and the Trust’s privacy notice. 

Do you have a DBS certificate?:  ☐Yes	☐No	Date of check: 

If you have lived or worked outside of the UK in the last 5 years, the Trust may require additional information in order to comply with ‘safer recruitment’ requirements. If you answer ‘yes’ to the question below, we may contact you for additional information in due course.

Have you lived or worked outside of the UK in the last 5 years?:  ☐Yes	☐No
	
Your position as governor/Trustee will be conditional on the satisfactory completion of the necessary pre-employment checks. 

We will not ask for any criminal records information until we have received the results of a DBS check.
Any convictions listed on a DBS check will be considered on a case-by-case basis.
Applicants should be aware of the following circumstances which might prevent them from being appointed as a governor/Trustee:

· Inclusion in the list of those unsuitable to work with children
· Having been sentenced to 3 months or more in prison (without the option of a fine) in the 5 years before becoming a governor/Trustee or since becoming a governor/Trustee
· Having received a prison sentence of 2 and a half years or more in the 20 years before becoming a governor/Trustee
· Having received a prison sentence of 5 years or more
· Having been fined for causing a nuisance or disturbance on school premises during the 5 years prior to or since appointment or election as a governor



	Section 128 check

	The Trust will carry out a section 128 check. A person issued with a section 128 direction under the Education and Skills Act 2008 is prohibited or restricted from taking part in the management of a school.
This includes Trustees, and governors on local governing bodies who have been delegated any management responsibilities. 



	Right to work in the UK and other checks

	The Trust will carry out checks to confirm your right to work in the UK, and any other checks deemed necessary where you have lived or worked outside of the UK. An online check will be undertaken should you be short-listed for the position. This will be conducted in line with the Trusts Recruitment and Selection policy 



	Sign and date

	Name (please print):
Sign:
Date:



Instructions
Please complete all sections of this form using black ink or type.
The sections of this application form that include your personal details will be detached prior to shortlisting. This is to ensure that your application is dealt with objectively. 
Applications will only be accepted if they are completed in full.
· The application form and supporting documents must be emailed to the Trust’s Governance professional Julie Duplock: julie.duplock@fortistrust.co.uk
Personal details and eligibility
	Personal details

	
	Title 
	

	
	Name
	

	
	Address
	

	
	Phone number
	

	
	Email address
	



Eligibility

I confirm that I: 
· Am aged over 18
· Am not a current pupil at the school/academy/provision
· Have not been declared bankrupt 
· Am not the subject of a bankruptcy restrictions order or an interim order
· Am not subject to any of the disqualifying reasons set out in the 'disqualifying reasons table' (see the first section of this guidance)
· Have not been convicted for any unspent criminal offence, excluding any offence for which the maximum sentence was a fine (except for offences specified in the above table which will still  count)
· Have not been disqualified from holding office as a governor
· Have not been disqualified from being a company director and/or a charity Trustee
· Have not been removed as a Trustee for a charity by an order made by the Charity Commission or the High Court on the grounds of misconduct or mismanagement in administration of the charity
· Have not had my estate seized for the benefit of creditors and the declaration of seizure hasn’t been discharged, annulled or reduced
These criteria are set out in more detail in articles 68 to 80 of the model articles of association. 

Please sign and date to indicate that you have read, and agree to this information: 


Signature: _____________________________________   Date: ____________________

Education, employment and training 
	Education and employment history 	

	Highest level of education received
Please state the institution, qualification received and classification.




	Please give details of any other relevant education or training courses





	Current employment 
Please state your employer, role, length of time in role and a summary of responsibilities. 





	Relevant previous employment





	Other relevant interests and experience 
This may include any hobbies, volunteering and charity work, personal interests or achievements that may help you become an effective school Governor.






	a bit more about you 	

	Why would you like to become Governor/Trustees? 





	Why would you like to become a governor/Trustee at our Trust in particular? 




	What skills can you bring to the role? 







References
Please provide two references. They cannot be related to you, and one should be your current employer. 

	referee 1
	

	Name 
	

	Job title
	

	Relationship to applicant
	

	Phone number
	

	Email address
	



	referee 2
	

	Name 
	

	Job title
	

	Relationship to applicant
	

	Phone number
	

	Email address
	


Skills audit
Please tick to indicate how confident you are in the following areas:
	Skill
	Professional-level knowledge or expertise
	Confident in the area, but not to a professional level
	A basic or working understanding
	No understanding

	Strategic planning
	
	
	
	

	Setting a vision, values and goals
	
	
	
	

	Public sector or charity governance
	
	
	
	

	Knowledge of the education sector
	
	
	
	

	Teamwork and collaborative decision making
	
	
	
	

	Communication skills
	
	
	
	

	Financial management 
	
	
	
	

	Fundraising/income generation
	
	
	
	

	Human resources
	
	
	
	

	Performance management
	
	
	
	

	Data analysis
	
	
	
	

	Legal skills
	
	
	
	

	Health and safety
	
	
	
	

	Premises management
	
	
	
	

	Curriculum and assessment
	
	
	
	

	Safeguarding
	
	
	
	

	Special educational needs and disabilities (SEND)
	
	
	
	

	Approving and monitoring the implementation of policies
	
	
	
	

	Compliance 
	
	
	
	

	Marketing/public relations
	
	
	
	

	Procurement
	
	
	
	

	ICT or technology skills
	
	
	
	

	Further or higher education 
	
	
	
	

	Knowledge of the local community 
	
	
	
	















Appendix 1.4 Template letter to parents and candidate form
Dear parent(s)/carer(s),

I am writing to inform you of [a vacancy/vacancies] for the role of parent governor on our local governing committee for [name of academy, school or provision].

The role of the local governing committee
The local governing committee is responsible for providing confident and strategic leadership, and creating robust accountability, oversight and assurance for the [academy/school or provision]’s educational performance and financial management. Governors are held accountable and report to the Board of Trustees. 
The board is passionate about education and care and is committed to continuous school improvement to ensure the best possible outcomes for our young people. For more detail of the specific role of the local governing committee please see the Scheme of Delegation: https://fortistrust.co.uk/governance/trustee-reports/
The role of a parent governor
As a parent governor, you’ll work with the board to make sure it effectively carries out the duties referred to above. You’ll also play a vital role in bringing a parental perspective to the governing board, but you’re not there to speak ‘on behalf’ of the parent body.
To be a parent governor you should have:
· A strong commitment to the role and to improving outcomes for children
· Good inter-personal skills, curiosity, and a willingness to learn and develop new skills
· The specific skills required to make sure the governing board delivers effective governance
The governing board is keen for candidates to have skills in the following:

[List the skills shortage identified within the boards skills audit] 

Expectations of governors
Governors are expected to: 
· attend all meetings – There are three meetings held each academic year. 
· prepare for all meetings by checking GovernorHub and reading materials provided.
· be prepared to ask questions at the meeting. 
· Ensure that all discussions and details from the meeting remain confidential. 
· be committed to undertake training to develop your skills and knowledge as a Governor and to support Safeguarding across the Trust. 
· undertake planned visits to the academy/provision to undertake review visits. 
· Undertake your full term of office. The term of office is: 
How to apply
If you’re interested in applying for the role, please complete the candidate form attached to this letter, and the application form and return to [insert name, email address or academy/provision office] by [insert date]. If we receive more applications than there are vacancies, a secret ballot will be carried out. We will inform you closer to the time if we have to do this. If you have any queries about this process or would like to find out more about the role, please contact 
[insert name].
Yours sincerely,







Please complete and return by [add date and return details]
Local Governing Committee Candidate Form

	Candidate name:
	


	Candidate address:
	


	Candidate statement:

Max. 300 words


Please note that should the election go to a ballot, your statement will be shared with all parents & carers. 
	Please introduce yourself and outline any skills and experience you have that the local governing committee require. Your commitment to undertaking training to acquire or develop the skills needed to be an effective governor. If application, details of any contribution you have made previously in a governing role. How you plan to contribute to the board. 




























· I confirm that I am a parent or carer of a registered pupil at the school/at one of the schools in the academy Trust. 
· I am not paid to work in the Trust for more than 500 hours in any consecutive 12-month period  at the time of election



Signed: ________________________________________   Date: __________________________


Appendix 1.5 Template letter to parents with ballot paper

The following template letter outlines a voting process for a parent governor election. 

The letter is based on the use of the double-envelope system as this is the system most commonly used by governing boards. Adapt the letter to reflect the system you use, for example if you’re also offering online voting. Make sure you attach copies of the candidate statements to the letter.



Dear parent(s)/carer(s),

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

As we have more candidates than vacancies, we must now hold a ballot. With this letter, you’ll have received a ballot paper with the names of the candidates and 2 envelopes. You may vote for up to [insert number equal to the number of vacancies] of the candidates. 

You should:

Either:
· Read the candidate statements attached to this letter
· Mark an X alongside the [candidate’s/candidates’] name(s) you wish to vote for. Do not mark the ballot paper in any other way
· Insert the completed ballot paper in the unmarked envelope and seal it
· Insert the unmarked envelope containing the ballot paper into the second envelope, fill in your details and seal it
· Return your ballot paper to [insert name/the academy/provision office] by [insert date]
The use of 2 envelopes ensures that your vote remains confidential. Your details on the second envelope will be checked against the list of those entitled to vote. This envelope will then be removed so that your vote is anonymous.

Or:

· Read the candidate statements attached to this letter
· Vote via our online form: [add link / QR code to the voting form]

If you have any queries about this process, please contact [insert name/the academy/provision office] by [phone/email].

Yours sincerely,









	Name of candidate
	Mark chosen candidate(s) with an X below

	Candidate A
	

	Candidate B
	

	Candidate C
	

	Candidate D
	



















Appendix 1.6 Template letter to successful candidate(s)

Dear [insert name]

We’re delighted to inform you that you’ve been elected as parent governor, subject to disclosure and barring service (DBS) and section 128 checks. Your term of office will commence on [insert date] for [insert number of years].

[insert information on how to provide documents for checks and how the Trust conducts the process]

Your first governing board meeting will be held on [insert date and time]. We’ll send through your induction pack and a copy of the agenda ahead of the meeting. You will be allocated a mentor to support you in your new role at the first meeting. 

There are a few things you can do to help you feel more prepared for your first meeting. We recommend that you:

· Take a look at the academy / provision and Trust website and read our latest Ofsted reports
· Take a look at the Governance Handbook, which sets out the duties of the governing board (https://www.gov.uk/government/publications/governance-handbook)  
· Read Fortis Trust’s Handbook
 
In the meantime, if you have any questions please don’t hesitate to contact Emma Chamberlain, Fortis Trust Governance Professional: 
emma.chamberlain@theeducationpeople.org

We look forward to working with you. 
Yours sincerely,






















[bookmark: _Toc168947566]Appendix 1.7 Template letter announcing the results to parents/ carers

Dear parents/carers
I am writing to inform you of the result of our election for parent governor(s).
Elected: [insert name(s)]
We would like to thank all those who put their name forward and took the time to complete candidate statements, and those of you who voted. Details of the number of votes cast can be obtained on request from [insert location].
If you would like to be considered in another capacity as one of our governors at a later date, please contact [insert name/role]. 
Alternatively, do consider looking for vacancies in other schools in the area. For further support with this, register your interest with Governors for Schools. The service is free and they help to partner volunteers with local schools who are recruiting for new governors:
www.governorsforschools.org.uk
Yours sincerely,
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