Appendix 5
staff governor vacancy notification letter

Insert name of school here or use school headed paper

Dear staff members,

We have (insert number) vacancy(ies) for staff governor(s) which we need to fill as soon as possible. Governors are responsible for planning and finance and they help to appoint key staff and build good relations between the school, parents and our local community. 

Our staff governors are valuable members of the governing body, and when the governing body makes its decisions it is important that staff views are considered.

Staff governors are elected by the school staff and are paid employees – volunteers are not eligible. A person employed as clerk to the governing body is not eligible to stand in the election.

The Headteacher is a member of the governing body by virtue of office and is included in the staff category. If the Headteacher chooses not to be a governor the place remains vacant. 

At least one staff governor, in addition to the Headteacher must be a teacher unless no teacher stands then a support staff member of staff can be elected in that place.

If there are 3 or more staff places then at least one staff governor must be a support staff member unless no member of the support staff stands then a teacher can be elected in that place.

The priority criteria for staff governor places on a governing body are set out in the table below:

	Reserved places for staff governors

	Total number of staff governor places on the governing body
	Place reserved for the Headteacher
	Place reserved for a teacher
	Place reserved for a member of support staff

	2 (minimum
	1
	1
	0

	3 or more
	1
	1
	1


(Include one of the following paragraphs) 

Priority for filling the current vacancy goes to a teacher/support (delete as applicable) staff member. 

Priority for filling the current vacancies goes to (enter the eligible category(ies) in accordance with table above, contact Governor Support if clarification required)
If you wish to put your name forward please complete the nomination form attached and return to me no later than 4pm (or insert other time) on (insert date)

If you wish to nominate another member of staff please ensure you have discussed this possibility with them and they should then complete the details on the nomination/declaration form.

If it is found necessary to hold an election I will provide details of the arrangements in due course.

Yours sincerely

Headteacher 

