
 

Ealing guidance for school governing board meeting 
 & urgent decision making 

Updated 27 March 2020 

Key guidance 

The government has asked parents to keep their children at home, wherever possible, and asked 
schools to remain open only for those children who absolutely need to attend. All schools in England 
are closed from Monday 23 March until further notice, except for children of critical workers or 
vulnerable children, where they cannot be safely cared for at home. For full DfE information go to  
COVID-19 for education settings  including poster. 

In line with the current Covid-19/Coronavirus situation and emergency legislation allowing council 
meetings to be held without any or all of the participants being in the same place, there should be 
no face to face governing board (GB) meetings until further notice. 

The DfE have emailed directly every governor and trustee with school governance guidance. To 
receive these updates directly you must be listed as governor on your schools DfE’s Get Information 
About Schools (GIAS)  pages. If you are not, please notify your clerk as a matter of urgency to update 
this as information communicated from the department may require quick and effective action. 

Advice for governing boards  

Virtual meetings and alternative i.e. non face-to-face, participation in meetings have been possible, 
within governance, since The School Governance (Roles, Procedures and Allowances) (England) 
Regulations 2013.(Regulation 14). These regulations, which are mandatory for maintained schools, 
also set a best practice framework for academy trusts. 

Boards can agree to hold meetings via telephone or videoconferencing without having to meet first. 
The chair or clerk can contact governors directly to agree to alternative meeting arrangements 
during this lockdown period. 

Governing boards (GBs) should be pragmatic in what they cover in meetings during this time and be 
proportionate in the decisions that they are planning to take. If you have not done so already all GBs 
should identify what are urgent, time-bound decisions and what can be deferred as non-urgent 
decisions/agenda items until future meetings. 

Immediate priorities  
 

• If you have not already done so the HT/chair/vice/chairs of committee and clerk should 
identify urgent, time bound business that cannot be delayed. Urgent business will be 
defined on a case by case basis but in all probability will cover the deployment of resources 
(e.g. budget approval), how the school is meeting the operating expectations set out by the 
government and monitoring the wellbeing and welfare of pupils and staff, which is 
paramount 

• Before Easter agree with all governing board members how you will communicate during 
this period and what matters will need to be discussed and agreed with timings 

• When considering alternative arrangements, GBs should also consider levels of delegation so 
that fewer governors can make decisions and deciding your approach to chair’s action 
especially when pupil and staff safety is paramount. Governing boards should have in place 
contingency plans in case the clerk, chair and/or vice chair become unavailable, so that 
there is clarity about who will be the conduit of information for the board.  

https://www.gov.uk/government/publications/guidance-to-educational-settings-about-covid-19
http://www.gov.uk/coronavirus
https://www.lgcplus.com/politics/governance-and-structure/communities-secretary-handed-power-to-order-virtual-council-meetings-24-03-2020/
https://www.gov.uk/government/publications/school-governance-update/school-governance-update-march-2020?utm_source=GT&utm_medium=Em&utm_campaign=Mar
https://www.get-information-schools.service.gov.uk/
https://www.get-information-schools.service.gov.uk/
http://www.legislation.gov.uk/uksi/2013/1624/contents/made
http://www.legislation.gov.uk/uksi/2013/1624/contents/made


 

 
Chair’s action 
 
Chair’s action should only to be used in an emergency where time or practicality renders other 
methods ineffective or where failure to act immediately risks bringing the school into disrepute or 
compromises individuals within the school community.  
 
As part of a response to Covid 19 some of you have asked if chair’s action can be wider than just the 
chair e.g. Can there be an emergency committee (working group) of say chair, vice, chairs of 
committees and HT to consider, agree and progress GB matters/make important or urgent decisions. 
Legally no, however, given the current circumstances, a sensible and pragmatic approach would be 
for GBs to consider levels of delegation (quorum) so that fewer governors make decisions. This 
approach would need to be agreed by the full GB but would mean a smaller number could agree any 
decisions more quickly and with a wider consensus than just the chair. If approved by the GB this 
should only be for a limited period. GBs need to ensure that the COVID-19 issue does not create 
longer term an environment which inadvertently allows for a lack of care and due diligence.   
 
Dealing with time bound processes such as complaints and exclusions 
 
It may prove necessary to place time bound processes such as exclusions and complaints on hold 
until it is reasonably practicable. If there is an ongoing issue it may be possible to complete in writing 
only or by holding a virtual meeting. Governing boards and clerks will assess this on a case by case 
basis, co-ordinating with others (such as parents) who may need to attend ‘virtual’ meetings and 
seeking advice as necessary. Otherwise the matter will have to be put on hold. All parties would 
need to agree to any alternative arrangements in writing to go ahead.  
 
Alternatives to face-to-face meetings 
 
Boards can agree to hold meetings via telephone or videoconferencing without having to meet first. 
The chair or clerk can contact governors directly to agree to alternative meeting arrangements. Iin all 
probability this will be overseen by the headteacher, chair of the board and clerk working together.  
 
There are many alternatives to face-to-face or virtual meetings and each governing board should 
decide, which best suits their needs alongside considering the access those involved in governance 
have to the relevant and necessary technology. If you choose to use any of these:  

• Ensure all governors have agreed and can use before the meeting 

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

• Set up and instruct colleagues how to use (the clerk).  

• Carry out a test/practice session before the meeting 

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

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

proceedings 

Please remember that all parties will need to agree to these arrangements. 

Some alternatives to a governance face to face meeting include but are not limited to:  

Governance by e-mail – wherein governance papers simply reflect decisions that need to be made 
by the board and school governors/trustees submit their individual agreement or opposition via e-
mail. Good practice would be for papers to be accessed via a portal, to have an appropriate response 
time (deadline) indicated and a facility for governors to submit questions prior to submitting 
decisions 

 



 

Virtual meeting apps - free to download and use (some examples below) 

Zoom  - for android and apple devices 

Zoom is a well-used for online video conferencing and messaging across any 

device. GovernorHub guidance using Zoom for governor meetings. 

Zoom are running training: zoom.us/live training and have a number of video 

tutorials  

 

Microsoft Teams – Office 365  -  for android and apple 

Microsoft Teams is part of Office 365 used in many schools.  It provides video and 

audio conferencing and can be used to host an online governor meeting. To get 

started, you'll need one person with a Microsoft Teams account (e.g. your 

headteacher or clerk).  GovernorHub guidance using Microsoft Teams for 

governor meetings  

Skype -  for android and apple 

There are two ways to meet using Skype for Business: from Outlook or 
from the Meet Now feature in the Skype for Business application. To 
schedule a Skype meeting in Outlook.  

 
Google Meet                                                                                                                                                                

Google Meet is part of Google Hangouts and allows people to do video 
and audio conferencing online. At least one person will need a Google 
account to use Meet, but other attendees can just join by following a link.       
GovernorHub guidance using Google Meet for governor meetings 

The National Governance Association (NGA) have also produced useful COVID-19 information sheets for 

governing bodies, as well as additional guidance on business continuity and holding virtual meetings 

Protocols when using alternative arrangements 

Strictly Education (Surrey) has kindly shared a generic template, revised to reflect the current Covid 
19 situation, which outlines a protocol for Alternative Participation in Meetings  

If useful then GB can agree to this for use during the lockdown period and again post Covid 19 for 
ongoing use.   

Keeping training and development up to date 

To support school governors and clerks, during the Covid-19 period, we will be sharing where you 
can access free online resources. (Still in development)  

If you have any queries relating to GB matters, please contact governors@ealing.gov.uk   

https://zoom.us/
https://play.google.com/store/apps/details?id=us.zoom.videomeetings
https://apps.apple.com/us/app/id546505307
https://help.governorhub.com/en/articles/3823580-using-zoom-for-governor-video-meetings
https://protect-eu.mimecast.com/s/eYZACRg2kH58nLAHQn2JC?domain=zoom.us
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://help.governorhub.com/en/articles/3825756-using-microsoft-teams-for-governor-video-meetings
https://www.skype.com/en/
https://go.skype.com/skype.download.for.phone.android
https://go.skype.com/skype.download.for.phone.iphone
https://meet.google.com/_meet.
https://help.governorhub.com/en/articles/3826173-using-google-meet-for-governor-video-meetings
https://www.nga.org.uk/Knowledge-Centre/Executive-leaders-and-the-governing-boards/The-Coronavirus-Information-for-governing-boards-M.aspx
https://www.nga.org.uk/Knowledge-Centre/Executive-leaders-and-the-governing-boards/The-Coronavirus-Information-for-governing-boards-M.aspx
Surrey%20Exemplar%20Alternative%20Participation%20Protocol%20amended%20March%202020.docx
mailto:governors@ealing.gov.uk
https://gsuite.google.com/products/meet/

