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Staff Governor: Model Nomination Letter

This letter needs to be customised at each place marked << INSERT >>to suit your school

<< INSERT SCHOOL LOGO AND ADDRESS >>



<< INSERT DATE >>




Dear Colleague

ELECTION OF STAFF GOVERNOR: NOMINATIONS

There is a vacancy for a staff governor to serve on the governing body of this school.  We are very keen to encourage members of staff to nominate themselves to fill this place.  Details of how to nominate yourself are given on the reverse of this letter, and a nomination form enclosed.  If an election is required, all staff members will be able to vote.  

Staff governors are vital to the work of the governing body.  They share equally with other governors the responsibility for carrying out the governing body's wide range of responsibilities.  Governors do not run the school day to day, as their role is at the strategic or policy-making level in the school.  

If you join our governing body, you will serve for a four-year term.  If you cease to work at the school during this time, though, you would not be able to continue as a governor.  Being a governor does take up time.  There are << INSERT NUMBER >> governing body meetings each year, and governors usually serve on a committee/ << INSERT NUMBER >> committees which meet once/twice a term.  You will need to set aside time to be able to be an effective governor: time to prepare for meetings, for visiting the school or meeting colleagues on behalf of the governing body, as well as undertaking training and updating.   

To find out more about what being a governor at this school is like, you can contact << INSERT DETAILS OF CONTACT GOVERNOR >>, who will be very willing to answer any questions.  

If you would like to take the opportunity to put yourself forward as a candidate, you may only do so on an official form, so please complete and return the enclosed sheet to me by  << INSERT CLOSING DATE FOR NOMINATIONS >>.  If it is necessary for there to be an election, I will contact you to let you know about the arrangements.  

Yours sincerely

	


Headteacher/Principal
<< INSERT NAME OF SCHOOL or COLLEGE >>
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Who can be a staff governor?
Teachers and Support Staff, both full and part-time, who at the time of the election are employed by either the governing body or the local authority to work at the school under a contract of employment.  (Staff who are on maternity leave, secondment or absent through illness are also eligible).  

There are some circumstances that disqualify an individual from serving as a school governor. If you wish to stand, you will be asked to complete a self-declaration of eligibility form to state that there are no reasons for being disqualified from serving as a governor.
How to nominate yourself
If you would like to put your name forward, you must complete a nomination form and a self-declaration form.    
You should use the space provided on the form to write a brief personal statement (100 words maximum) to support your nomination.  

If the number of nominations is the same as or less than the number of vacancies, all candidates will be elected unopposed.  
If there are more nominations than vacancies, an election will take place.  The statements of all candidates will be typed in a standard format and circulated to all members of staff with a ballot paper.  
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STAFF GOVERNOR ELECTION: NOMINATION FORM

This form needs to be customised at each place marked << INSERT >>to suit your school

<< INSERT NAME OF SCHOOL or COLLEGE >>



This form should be returned to the Headteacher at the school by << INSERT DATE OF NOMINATION DEADLINE >>

	I wish to serve as Staff Governor and to be a candidate if an election is necessary.  
I confirm that I am eligible to serve as a school governor (and have completed a declaration form).

	
FULL NAME 
(TITLE, FORENAME & SURNAME)
BLOCK CAPITALS PLEASE
	ADDRESS
	SIGNATURE AND DATE 

	





	
	



	Please use this space for a brief (100 words maximum) personal statement to support your nomination.  This statement, typed in a standard format, with your name, which will be circulated to all staff in the event of an election. 
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	ELECTION OF ONE STAFF GOVERNOR

	ELECTION OF ONE STAFF GOVERNOR


	INSTRUCTIONS FOR VOTING

	INSTRUCTIONS FOR VOTING


	1.	The ballot paper printed overleaf is for the election of one staff governor.

	1.	The ballot paper printed overleaf is for the election of one staff governor.


	2.	Each full-time member of staff and part-time member of staff employed at the school may cast one vote.

	2.	Each full-time member of staff and part-time member of staff employed at the school may cast one vote.


	3.	Each voter may vote for only one candidate.

	3.	Each voter may vote for only one candidate.


	4.	The vote should be recorded by placing an X in the space provided after the name of the candidate you wish to vote for.  No other mark should be made on the ballot paper.

	4.	The vote should be recorded by placing an X in the space provided after the name of the candidate you wish to vote for.  No other mark should be made on the ballot paper.


	[bookmark: _Hlk80022811]5.	The ballot paper should be placed in the envelope provided, which should be sealed and returned to the Headteacher by

	5.	The ballot paper should be placed in the envelope provided, which should be sealed and returned to the Headteacher by


	<< INSERT DATE OF CLOSE OF NOMINATIONS >>

	       << INSERT DATE OF CLOSE OF NOMINATIONS >>


	6.	No duplicate voting paper will be issued.
	6.	No duplicate voting paper will be issued.

	
	





	ELECTION OF ONE STAFF GOVERNOR
	ELECTION OF ONE STAFF GOVERNOR

	<< INSERT NAME OF SCHOOL/ COLLEGE >>

	<< INSERT NAME OF SCHOOL/ COLLEGE >>


	You may vote for one candidate 

	You may vote for one candidate 
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DECLARATION OF THE RESULT OF THE STAFF GOVERNOR ELECTION TO THE GOVERNING BODY OF

This form needs to be customised at each place marked << INSERT >> to suit your school


<< INSERT NAME OF SCHOOL/ COLLEGE >>


I declare that in the election held by secret ballot on << INSERT DATE >> the votes cast were as follows:

	
	
	Candidates	
	Number of Votes

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	6
	
	

	7
	
	

	8
	
	

	9
	
	

	10
	
	


		
		
I therefore declare << INSERT NAME(S) OF SUCCESSFUL CANDIDATE >>

to be duly elected to serve as Staff Governor on the Governing Body of this school.

The number of spoilt ballot papers was   << INSERT NUMBER IF RELEVANT >>

Date: 	<< INSERT DATE >>


Signed:  ________________ 
(Headteacher/Principal)






Staff Governor: Model Letter to Successful Candidate(s)

This letter needs to be customised at each place marked << INSERT >>to suit your school and details specific to the appointment.  You may wish to alter the style, include your own welcome, and mention any other information that will be sent out to the new governor and/or any meetings to be arranged with key people.  Some suggested paragraphs are given marked 1, and 2.  


<< INSERT SCHOOL LOGO AND ADDRESS >>






<< INSERT DATE >>



Dear

ELECTION OF STAFF GOVERNOR

I am writing to confirm your appointment as a Staff governor to serve on the governing body of this school.  The Chair of Governors << INSERT NAME >> welcomes you on behalf of the Governing Body and is grateful for your willingness to play an active part in supporting the work of the school.  You will serve for a four-year term of office starting on << INSERT START DATE >> and ending on << INSERT END DATE >>.  

To help you understand more of the work of the governing body I enclose 1.

The headteacher/principal/ chair of governors is keen to meet you and will make contact with you to arrange a meeting at a time convenient to you.2

A new governor folder for you will shortly be sent to the school/college by the Governing Body Support section of Torbay Council.  This also includes information about induction training.   

The date of the next governing body meeting is on << INSERT DATE >> at << INSERT TIME >>.

Yours sincerely



<< INSERT NAME OF CLERK >>
Clerk to the Governing Body







Staff governor: Model Letter to Unsuccessful Candidate(s)

This letter needs to be customised at each place marked << INSERT >> to suit your school


<< INSERT SCHOOL LOGO AND ADDRESS >>




<< INSERT DATE >>



Dear

ELECTION OF STAFF GOVERNOR

I am writing to tell you that you were not elected to serve as a staff governor of the school in the recent election. 

I am very grateful to you, however, for agreeing to stand for election and for your wish to support the work of the school in the role of school governor.

Yours sincerely




Clerk to the Governing Body
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