
 

 

 

Remote meetings guidance for Ealing governing boards (March 2020) 
 

Context 

The increasing threat presented to the UK, by the Covid-19 virus, and the evolving advice from central 

government, has resulted in us receiving many queries from governing boards. These questions, in the main 

relate to what governing boards (GBs) should do in terms of continuing to meet and how boards will ensure 

schools continue to function effectively, with appropriate decision making especially re how is the school is 

dealing currently with Covid 19 and preparedness in the event of school closure. 

The following advice has been developed to assist GBs in ‘virtual’ meeting and making decisions. 

Maintained schools 
You have the power to 'approve alternative arrangements for governors to participate or vote at meetings of 
the governing board including but not limited to by telephone or video conference'. 
This is set out in regulation 14 of The School Governance (Roles, Procedures and Allowances) (England) 

Regulations 2013. This also applies to committee meetings. 

Academies 
Any trustee can attend meetings remotely under the DfE's model articles of association for academy trusts 
(article 126), as long as, they've given notice of their intention to do so and provided the telephone number 
on which they can be reached and/or the videoconferencing platform they'll be using at least 48 hours 
before the meeting, and that the trustees have access to the appropriate equipment. 
 
The model articles add that, "if after all reasonable efforts it does not prove possible for the person to 

participate by telephone or video conference, the meeting may still proceed with its business provided it is 

otherwise quorate." Refer to your own articles of association in case they differ. 

All schools  
Note all governors present at a meeting, including those participating remotely, contribute to the quorum.  
Usually we would advise that GBs should have considered this previously at a GB meeting and agreed how (if 
at all) it could work in practice. Once agreed this would then be added to the GB standing orders/full GB 
terms of ref.  However, given the current Covid-19 situation, we are aware GBs who have not already made 
provision for ‘virtual’ meetings may need to do so ASAP.  
 
Considerations for doing this 

Some of the key considerations are: 

1. The health and well-being of school staff (including headteachers and staff governors) 

2. The health and well-being of governors, taking account of age, health, maternity and governors’ families’ 

health. 

3. The need to protect school communities as far as possible 

4. Do governors have access to technology that will facilitate virtual meetings? 

5. Are chair’s actions understood by all? 

 

Our advice 

All governing boards in academy trusts and maintained schools should question if meetings need to go ahead: 

if the decision is that a meeting is required, as decisions need to be made, boards should then reflect on: 

• Does the board need to meet face-to-face? 

• Can a quorate, virtual meeting be held as an alternative? 

• Is it possible to conduct business off-line/remotely? 

• Can chair’s actions be used as an alternative to meeting? 

 

 



 

 

 

Virtual meetings  

Even if your board has previously decided not to permit virtual participation in meetings, given the seriousness 

of the current situation, we believe moving to virtual meetings in the short term is a responsible, sensible and 

reasonable response.  

Whilst some governors may have no access to technology, provided a virtual meeting is quorate it can proceed. 

(Quorum definition - minimum number of governors that must be present at full governing board or committee 

meetings in order for official decisions to be made. When a quorum is present, the meeting is sometimes said 

to be 'quorate). 

Q & A 

1. Who can decide to cancel/postpone a meeting? In the circumstances common sense should prevail and 

if there is any risk, by proceeding with a meeting, this falls under chair’s actions. It would, of course, be 

sensible for chair, headteacher and clerk to work closely on the decision. Communication with all 

governors/trustees is key.  

2. What sort of things could be agreed under chair’s actions? There are many examples but the general rule 

relaters to urgency. e.g. emergency expenditure on IT infrastructure to meet a deadline for the start of 

term; school closure as a result of emergency relating to Covid-19, and approval of documents prior to 

submission in order to meet statutory dates. 

3. What governance business can be conducted offline? Whilst it is not ideal for business to be conducted 

off-line, reviewing of policies, approval of School Development Plan, Self-Evaluation documents etc are all 

examples. Good practice would always be to circulate draft documents via e-mail, on-line groups such as 

WhatsApp/Google docs etc. or a governor portal, ask for questions and comments, redraft, where 

appropriate and ask for e-mail approval. Sensitive documents containing personal data should not be 

shared this way.  

  

What about Chair’s Actions?  

This should only be used to make decisions in situations where failure to do so could result in detriment, to 

the school, pupils, staff or the wider community. If chairs take any actions, on behalf of the governing board, 

these must be recorded and reported back to the governing body 

 
Virtual meeting apps - free to download and use 

If you choose to use any of these:  

• Download and make sure colleagues practice use before the meeting 

• Ensure that all colleagues have access to a device that will support the application 

• Ensure if using any of these apps it meets your GDPR requirements especially any recording of 

proceedings 

• Ensure all governors have agreed to use before the meeting. 

• Be clear about who is the admin/host for clarity of setup and running the meeting.    

Please note if using any of these then you will need to check that it meets your GB needs and is compliant 

with your GDPR requirements as above.  Please note some of these apps record audio/visual 

content/contact. We have not fully used any of these apps ourselves, so we welcome any feedback.  

Zoom  - or android and apple devices 

Simplified video conferencing and messaging across any device 

video conferencing with real-time messaging and content sharing 

 

 

https://zoom.us/
https://play.google.com/store/apps/details?id=us.zoom.videomeetings
https://apps.apple.com/us/app/id546505307


 

 

 

Microsoft Teams – Office 365  -  android and apple 

Microsoft Teams is your hub for teamwork in Office 365. All your team 

conversations, files, meetings, and apps live together in a single shared 

workspace, and you can take it with you on your favorite mobile device. 

 

Skype - android and apple 

Host a video or an audio conference with up to 50 people, enable live captions & 

subtitles or just simply talk over our smart chat. 

 
 
Other considerations  

• Anything requiring a confidential vote e.g. election of chair we would not recommend being done via 

e mail or ‘virtual’ meetings. However, in the main, decisions rarely need to be confidential – just 

agreed 

• Dropped calls? Governors should consider how such an event could affect the quorum. 
"Governors attending the meeting virtually will contribute to the quorum for the meeting. If the 

technological link is lost, they will cease to contribute to the quorum, but this will not prevent the 

meeting continuing in their absence unless it has become inquorate" 

• For maintained school governing boards, revise your standing orders to allow remote participation of 

governors once agreed 

• If you currently do not have an agreement or GB virtual attendance policy in place it may be useful to 

look at other school examples. For now, just obtain agreement of how to progress though 

https://www.mossheyprimary.co.uk/serve_file/404305 

http://devonshirehill.com/wp-content/uploads/2016/06/Virtual-Governance-Policy.pdf 

 
Next steps 

• In summary it is possible to hold a governing board or committee meeting by telephone, email or 
video conference.  However, you'll need to decide and agree on arrangements in advance  

• Decide what are the key decisions to be ratified and/or information that needs to be considered this 

term/early next term and seek agreement from GB/SLT how to proceed. Where you can postpone any 

business do so 

• Plan ahead. when organising a meeting – can all governors access the meeting; how will it be 
minuted, how will you all hear/see each other; will e mail conversations be ok? Anything that 
requires a confidential vote we recommend is not suitable to be done ‘virtually’ 

• Be pragmatic, these are unprecedented times. If not meeting but decisions need to be made, then 
use e mail and agree how you will meet remotely/make decisions/communicate with each other – do 
what works best for your GB.  
 

We hope this is of help to you. If you would like to discuss further, please contact governors@ealing.gov.uk 

 

https://products.office.com/en-GB/microsoft-teams/group-chat-software
https://play.google.com/store/apps/details?id=com.microsoft.teams&lm=deeplink&lmsrc=downloadPage&cmpid=downloadAndroidGetApp
https://apps.apple.com/app/id1113153706?cmpid=downloadiOSGetApp&lm=deeplink&lmsrc=downloadPage
https://www.skype.com/en/
https://go.skype.com/skype.download.for.phone.android
https://go.skype.com/skype.download.for.phone.iphone
https://www.skype.com/en/features/calling-and-instant-messaging/#calls
https://www.skype.com/en/features/instant-messaging/
https://www.mossheyprimary.co.uk/serve_file/404305
http://devonshirehill.com/wp-content/uploads/2016/06/Virtual-Governance-Policy.pdf
mailto:governors@ealing.gov.uk

