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Date

Governor’s Name

Address

Dear [name],
I am pleased to confirm that you have been [appointed/elected] as a [type of governor, eg: parent] governor at [school name]. Your term of office runs for [four years, or term set by board] starting from [date]. I would like to take the opportunity to thank you for volunteering and welcome you to the governing body.
I have enclosed a checklist of useful induction documents which we will provide for you in due course, either in hard copy or electronically. As an introduction please find the following enclosed:
1. Minutes from recent meetings.

2. A calendar of meeting dates for the year.

3. A copy of our code of conduct.

4. A copy of the instrument of government which shows the number of governors at our school, together with contact details for the chair and Headteacher. [Academies could send board membership list instead.]
We will also be arranging induction training to help you in your role and will discuss dates that would be convenient for you at your first governing body meeting which is on [date and time].
If you have any questions please do not hesitate to contact me at [clerk’s email address]. I look forward to working with you.
Yours sincerely,
Name

Clerk to Governors
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