Insert school name, address and logo

Date

Dear Colleagues 

Staff Governor Election

I wrote to all staff on [INSERT DATE] to invite nominations for the vacancy for a staff governor.  There has been a good response and there are (x) candidates for the vacancy.  This means that we must now hold an election and staff are required to vote for their preferred candidate.

I enclose a ballot paper.  You are entitled to one vote for the vacancy.  As indicated on the ballot paper, you should vote by marking a single “X” alongside the name of the candidate you support.

Two envelopes are also enclosed.  This is so that your vote can be kept confidential.  Once you have marked the ballot paper you should place it in the smaller envelope and seal it.  Please do not mark this envelope. This envelope should then be placed in the larger, envelope with the return label that is provided, which you should also seal.  On the outside of the larger envelope with the label, please write in capital letters your name and then sign it.

It is important that you return the envelopes to the school by [DATE - at least five clear school days and TIME], which is when the ballot will close.  This may be done by posting the envelope back to school, or by hand delivery.  Votes received after this time will not be valid.
When the envelopes are received, the details you have put on the outside of the larger, printed envelope are checked to make sure that you are entitled to vote.  The large printed envelope will then be opened and the smaller envelope taken out and placed, unopened, in the ballot box.  This ensures that there is no way of telling who voted for whom.

Once the votes have been counted I will tell you the result of the election.

Yours sincerely

Headteacher 

Enclosed

· 2 x Envelopes
· Candidate information from nomination forms
· 1 x Ballot Paper

