


PROTOCOL FOR LOCAL AUTHORITY MAINTAINED SCHOOLS THAT DO NOT PURCHASE GOVERNOR SUPPORT CLERKING SERVICE
This is a guidance document for maintained schools that do not purchase the clerking service from Coventry Governor Support to ensure that all statutory duties are met and where support can still be available to a Governing Board should it be required: 
1. Appointment of Headteachers and Deputy Headteachers

The Local Authority must be made aware of a Headteacher and Deputy Headteacher resignation/vacancy.  The necessary process should be followed for the recruitment and appointment process for both posts.  See guidance document. 

2. Instrument of Government
The Governing Board Instrument of Government is a legal document which is managed by the Local Authority.  If a Governing Board is considering increasing or decreasing their governor numbers in their constitution, they must notify the Governor Support Service Manager providing the reasons for the request.  The request will be considered in line with statutory requirements, best practice, and professional judgement.  The Governing Board may be contacted to discuss the request. 
3. Appointment of Local Authority Governors

Governing Boards must inform the Governor Support Manager if they have a Local Authority Governor vacancy.  All Local Authority nominations must be approved by the appropriate Cabinet Member. 

If the Governing Board wishes to make a nomination for a vacancy (or to renominate an existing Local Authority Governor whose term of office has expired) please forward details of the nomination, including how the nominee supports the existing membership of the Governing Board to the Governor Support Service Manager. 

4. Complaints

If the school/Governing Board receive a complaint, the Education Improvement Senior Advisor must be notified.  On occasion Parents will contact the Local Authority/Governor Support to share their concerns or discuss a complaint.  Parents will be signposted appropriately. 

Schools must ensure that the Complaints Policy and contact details are up to date.  If a Clerk is named as the contact for a complaint or any appeal process, please ensure that the details of your new clerking provider is updated. 

5. Exclusions

The Local Authority will be aware of a permanent exclusion made by a Headteacher on completion of the Pupil Passport. 

Schools must ensure that the Exclusions Policy and contact details are up to date.  If a Clerk is named as the contact for an exclusion, please ensure that the details of your new clerking provider is updated. 

6. Grievances/Staff Appeals

If the school/Governing Board receive a grievance /appeal, advice should be sought from your HR advisor. 

Schools must ensure that all polices (eg Grievance, Sickness Absence, Pay Policy) and the contact details are up to date.  If a Clerk is named as the contact within any of these policies, please ensure that the details of your new clerking provider is updated. 

7. Governance Notifications on GovernorHub

Governors/Governing Boards will no longer receive Governance notifications from Governor Support Service via GovernorHub.  Please provide the email details for your Chair of Governors so that any significant Governance communications can be sent. 

8. Governor Training provided through Governor Support Service 
Governor Support Service offer a broad package of training including Governor Induction.   All Governors are encouraged to continue to access these courses and bookings can be made via the training inbox: governortraining@coventry.gov.uk. A full list of courses available for 2024/25 will be circulated to Chairs of Governors. 
9. Directors Briefings
All Governors are encouraged to attend the Directors Briefings for an update on local and national issues affecting education and any impact that may have for Governing Boards. Dates of the sessions for 2024/25 will be circulated to Chairs of Governors and bookings can be made via the training inbox: governortraining@coventry.gov.uk
10. Additional Meetings

Governor Support Service may be able to support any additional meetings the Governing Board have that are not covered in the Service Level Agreement with your clerking provider eg Pupil Discipline Committees, Complaint hearings, Grievance/appeal hearings.  

Governor Support Service will only be able to support these meetings if your alternative clerking provider has NOT offered advice or been involved in the process. 

These will be charged at the additional meeting rate and schools will be invoiced accordingly. 







