Appendix 10
Successful candidate notification letter
Insert name of school here or use headed paper
Dear (insert name)
I am pleased to confirm that you have been elected/appointed (delete as appropriate) as parent/staff/community/sponsor (delete as appropriate) governor on the governing body of (insert name of school) for (insert term) years commencing on (insert date).

The first meeting of the governing body will be held at the school on (date), from (time) and is expected to last for approximately (insert hours) hours.  We will send the agenda and supporting papers to you in due course.

Congratulations on your election/appointment (delete as appropriate).  I look forward to seeing you at the meeting.

Yours sincerely,
Headteacher

