School Headed Paper

Date

Governor’s Name

Address

Dear Name

Governing Body Meetings

It is with regret that I am writing to you regarding your absence record at governing body meetings.

It has been noted and recorded in the governing body and committee meeting minutes that you have failed to attend meetings and have not sent your apologies for absence since day, month, year.
The Articles of Association for our school states :check this
A Governor shall cease to hold office if he is absent without the permission of the Governors from all their meetings held within a period of six months and the Governors resolve that his office be vacated.

It is also written into the Standing Orders for the governing body that xxxxxxxx 

You have been provided with a copy of the standing orders.

Following your continued absence without consent of the governing body, I am formally advising you that you have disqualified yourself from continuing to serve as a xxx governor at xxxx School.  This matter will be recorded at the next governing body meeting.
Please could you contact me as soon as possible by email to acknowledge receipt of this email/letter.
Yours sincerely

Name

Chair of Governors / Clerk to Governors*

cc
Chair of Governors / Clerk to Governors*


Headteacher

*delete as appropriate
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