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The Governing Board expects governors to be present at all meetings.  Where this is not possible, members of the 

governing board of Maplewell Hall School are able to participate and vote virtually at full governing board and 

committee meetings. Virtual participation includes, but is not limited to, telephone, Skype and video conference.   

 

Alternative Participation Protocol 
 

 A maximum of two governors may attend virtually for any single meeting.   

Note: In the event of an emergency such as Covid-19, where the majority or all governors are unable 

to attend a face-to-face-meeting an exception may be made.  

 Notice of virtual participation must be given to the Clerk to the Governing Board by the governor who 

wishes to participate virtually, no later than 48 hours prior to the meeting, and the reason for their non-

attendance in person.   

 Virtual participation must only be requested through absolute necessity.  It must not be utilised for 

convenience. 

 It is the responsibility of individual governors, wishing to participate virtually, to ensure they are able to do 

so through a secure method in an environment conducive to confidential and private communication. 

Anyone participating in a meeting using technology must declare that they are in an environment 

which is secure, and which protects confidentiality. 

 Virtual participation must be for the entire meeting and not just for specific agenda items or solely for 

voting purposes. 

 It is the responsibility of those participating virtually to ensure they have a reliable connection. 

 If the communication connection fails and reasonable attempts to reconnect are unsuccessful virtual 

participation will no longer be possible and the agenda will not be delayed. The clerk will note the time that 

the connection was lost. 

 Ensuring quorate meetings is the responsibility of the clerk who will monitor this throughout any meeting 

involving virtual participation and advise the board if a meeting becomes inquorate. 

 If there is to be a vote, governors must have relevant documents seven days prior to the meeting. 

 If there is to be a vote, by secret ballot, governors participating virtually will not be able to vote.   

 Where there is no visual connection all meeting participants will always start their comments by stating 

their name. 

 If there is no visual connection the outcome of any vote taken through a show of hands will be 

communicated to the individual attending virtually.  The virtual attendee will need to cast their vote by 

stating if they wish to vote in favour or against. 

 The chair and headteacher will always attend the meeting in person. 

 The clerk will always attend the meeting in person.   

 

Note: In the event of an emergency such as Covid-19, an exception would be made for the chair, 

headteacher and clerk to also participate virtually.  
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This protocol does not apply to any formal hearings e.g. pupil exclusion, parental complaint, where all panel 

members must be physically present.  

 

Meeting protocols for fully virtual meetings 
 

 

Before the Meeting & Housekeeping  

1. Please confirm your attendance, and whether you have any pecuniary interests prior to the meeting. 

2. Please review all documents that are made available prior to the meeting in the usual way. Please note that there 

will be limited paperwork requested from the Head for virtual meetings during the current COVID-19 situation. 

4. Virtual meetings will take place on (we use Microsoft Teams). Information on this will be sent out prior to the 

meeting by the clerk and governors can request a trial meeting from the clerk if they wish to.  

5. Governors are asked to join the meeting at least 10 minutes head of the scheduled start time in order to ensure it 

starts on time.  

6. Governors will be asked to raise any other urgent business with the Chair ahead of the meeting in the usual way 

although only urgent and relevant items will be considered.  

Meeting Format 

1. In order to assist with minute taking, the clerk would like to record the meeting and will need this to be agreed at 

the beginning. The recording will only be kept until the draft minutes have been approved by the Chair at which point 

it will be destroyed in line with GDPR requirements. 

2. For each item the lead person will provide a brief overview of the information being presented to the governing 

body. This will be followed by governors being given the opportunity to ask questions.  

3. Questions and voting will take place through the process of a show of hands.  

Etiquette/confidentiality 

1. Please ensure you are in a quiet area when you join the meeting and that the proceedings cannot be overlooked 

or heard by anyone other than yourself.  

2. With so many people dialling in there can be lots of background noise so everyone will be asked to put their devices 

on mute when they are not speaking. Headsets are also a good idea. 

3. It will not be possible to easily interject with questions as information is being presented, so please note anything 

down as it occurs to you. You will be given the opportunity to ask questions at the end of the agenda item. 

4. Please be patient - not everything will run perfectly smoothly! 


