your address or the school’s address

Mr R G Sss
address
Essex

CM0  7LF

23 January 2004

Dear Mr St,

APPOINTMENT AS PARENT GOVERNOR

I am writing to you as Clerk to the Governing Body at Blah Community Primary School, following your election as Parent Governor on 9 January 2004. I would like to welcome you to the Governing Body and feel sure that you will find your term of office as a School Governor interesting and fulfilling.

Please would you note the following:

1. Your term of office as a Parent Governor is for four years, and comes to an end on 

8 January 2008. If your child/children leave the school before that time you have the right to complete your term of office, if you so wish.
2. Before any school governor appointment can be confirmed it is necessary for a declaration to be made by the candidate regarding the disqualifications from being a governor. (or CRB check, depending on your Governing Body’s policy)  It will also be necessary for a check to be made against the record of those persons banned or restricted from employment on the grounds of misconduct or medical reasons. These checks have to be made on anyone who will have access to children or young people and applies to all new or reappointed school governors.

I enclose a declaration form to enable this check to be made and would be grateful if you would complete, sign and return the form to Governor Services in the envelope provided.

It is necessary for your identity to be checked and I should be grateful if you could enclose a photocopy of the following;

· valid passport,

OR

· a new style driving licence with photograph or old style paper version.

If you do not have a new style photograph driving licence, paper driving licence or a current passport you can produce a copy of your birth certificate which is an acceptable alternative.

Once the declaration has been received and the checks completed your appointment as governor will be confirmed.

3. I have notified the Local Authority of your appointment as a Parent Governor at Blah Primary, and you should soon receive from them a Welcome Pack with useful information about the roles and responsibilities of school governors.

The Headteacher at Blah Primary is XXXX and the Chair of Governors is Mrs XXXX Both are contactable via the school on telephone number. The Hedteacher has asked me to let you know that s/he would be very happy to arrange a meeting so that s/he can give you further details about the Governing Body and the role of governors at Blah school
The next meeting of the full Governing Body will be held at the school at 6.00pm on Thursday 25 March 2004. You will be sent the agenda and attached papers at least seven days in advance of the meeting. 

I enclose a list of the current Governing Body membership and minutes of the last Governing Body meeting held on 13 November 2003, for your interest.

I can be contacted at home on 000333 or by e-mail at blah@hotmail.com Please don’t hesitate to contact me if you need any further information.

I look forward to meeting you soon. 

Yours sincerely,

name
Clerk to the Governors

