TEMPLATE LETTERS FOR NOMINATION/ELECTION OF PARENT NOMINEES TO THE BOARD OF MANAGEMENT

Note: 
· The procedures, which can be used to elect parent nominees for the new Boards of Management are outlined in Appendix B of the Governance Manual for Primary Schools 2015-2019.

· The Patron’s representative, having consulted with the outgoing parents on the present Board of Management and with the Parents’ Association, can decide to use either Option 1 or Option 2 of Appendix B.
· Option 1 provides for a meeting, at which the nomination and/or election of parent nominees can take place or a meeting for nominations followed by a postal ballot for election.
For those who choose to use Option 1 see explanatory notes, pro forma letters, consent form, ballot papers etc. on pages 1-8 

· Option 2 provides for nominations and elections by post

For those choosing Option 2 see explanatory notes, pro forma letters, consent form, ballot papers etc. on pages 10 – 18

· A sample form for the Patron’s representative to return details to the Patron  is also included at pages 19 -21
1. Appendix B Option 1:-

· Template letter regarding notification of date of meeting for nominations etc.-page 3 & 4.
· Notes in regard to the template letter-page 5
· Consent Form-page 6.

· Sample Ballot Paper for Election of Father Parent Nominee-pages 7.
· Sample Ballot Paper for Election of Mother Parent Nominee-pages 8.

2. Appendix B-Option 2

· Template letter 1-obtaining consent for circulation of names-pages10.
· Notes in regard to template letter 1-page 11.
· Consent Form-page 12.
· Template letter 2-enclosing names of parents and seeking nominations-page 13.
· Notes in regard to template letter 2-page14.
· Template letter 3-enclosing ballot papers-page 15.
· Notes in regard to template letter 3-page 16.

· Sample Ballot Paper for Election of Father Parent Nominee-pages 17.

· Sample Ballot Paper for Election of Mother Parent Nominee-pages 18.

3. Suggested sample form for Patron’s representative to forward to Patron’s office with details of the names of the Board of Management members etc.-pages 19 to 21.
APPENDIX B OPTION 1
The following template letter can be used where following consultation with the parent nominees on the outgoing Board of Management and the parents’ association, it is decided to use Option 1 of Appendix B for the election of the parent nominees to the Board of Management.  
This letter must be sent to each parent/guardian in order to notify him/her that a meeting will be held for the nomination and/or election of the parent nominees to the Board of Management.  
TEMPLATE LETTER
Dear Parent/Guardian,

As you may be aware the current term of the Board of Management will expire on 30/11/2015 and a new Board of Management takes up office on 01/12/2015. 

Two parents of children enrolled in the school (one being a mother and the other a father) must be elected by the general body of parents of children enrolled in the school. 
A meeting will be held at the school on    (insert date-which must allow for 10 calendar days notice).   
At this meeting:-

1. Nominations will be sought from parents for persons to stand for election as parent nominees on the Board.
2. A ballot will be held at the meeting to elect the nominees.  If there is only one nominee for either panel, the nominees shall be deemed to be elected.  If more than one nomination is received for either of the panels, a secret ballot shall be held at the meeting. 

Alternatively where it is decided not to hold a ballot at the meeting insert the following instead of what is provided at the foregoing paragraph 2-
· The ballot will be conducted subsequently as a postal ballot.  
· The latest date for return of ballot papers is (insert date-the poll must close and casting  of votes takes place within 10 calendar days of the meeting)
· The public counting of votes will take place at....... (insert place) on...... (insert date) at......(insert time).
· Please find attached Consent Form.  If you think that you will be nominated at the meeting and are willing to put your name forward for election as parent nominee to the Board of Management, please complete, sign and date the Consent Form and return it to the school no later than (insert date). Only tick the box if you are happy for the information that relates to that box to be sent to other parents.   If your spouse/partner (being a parent of a child in the school) wishes to be nominated s/he must furnish the school with a separate Consent Form)  
(Note re Postal vote-Where it is decided to have a postal ballot it is necessary to obtain the consent to the circulation of personal details of parents who are nominated to stand for election.  The Consent Form will allow the school to circulate these details to all other parents in the school).   
Mise, le meas,

------------------------ 

Patron’s Representative

NOTES IN REGARD TO THE TEMPLATE LETTER FOR OPTION 1 OF APPENDIX B:-
1. At least 10 calendar days’ notice of the meeting must be given in writing to each person entitled to vote.
2. Please ensure that the Consent Form is attached to each letter where it is decided not to hold a ballot at the meeting and instead to conduct a postal ballot.  
3. This letter must be sent to each parent.  If there are two parents in a family (where both are parents of children in the school) both must be supplied with a separate letter and consent form. Each parent is entitled to nominate a parent to the mothers’ panel and the fathers’ panel.  Each parent also has a separate vote for the mothers’ panel and the fathers’ panel.
4. A separate response should be received from each parent.

5. In the case of a one teacher school, only one parent is elected to the Board of Management.

6. Where a postal ballot is held, the poll must close and casting of votes take place within 10 days of the meeting. 

7. In the event of a tied vote, the election of the nominee(s) shall be determined by the drawing of lots.  If however the ballot has been conducted at a meeting and where agreed by the majority of voters present and voting therein, the election of the nominee(s) shall be determined by a further vote at that meeting.  Such a vote shall be confined to the tied nominees.
8. The Patron’s representative is the person designated by the Patron, this may or may not be the Chairperson of the current board. 

9. If the letter(s) are being put into the children’s school bags then the school should ensure that the letter(s) are brought to parents’ attention e.g. by text message.
10. Template ballot papers are attached. 
11. The template letter can be adapted for use where a vacancy arises during the term of the board, instead of the first paragraph insert-“a vacancy for mother/father (delete as appropriate) parent nominee has arisen on the Board of Management” and adapt the rest of the letter accordingly).
CONSENT FORM

(This consent form should only be supplied to parents where it is decided not to hold a ballot at the meeting and instead to conduct a postal ballot)
I,                                                 of                                                                                confirm that I am willing to stand for election.  For the purpose of the nomination/election of a parent nominee to the Board of Management I authorise (Insert name of school) to circulate to all other parents in the school:









Please tick as appropriate

	My name
	

	
	

	My mobile telephone number (if so insert same)
	

	
	

	My telephone landline number (if so insert same)
	

	
	

	The class level (e.g. 1st class, infants etc.) attended by my child/children
	


Signed:_____________________________  

Dated:           day of                            , 2015.

(Sample) Ballot Paper

for

Election of Father Parent Nominee to the Board of Management for the 2015 to 2019 Term of Office-Option 1 Appendix B.
You should place an X in the box of the candidate for whom you are voting. 

You cannot vote for more than 1 candidate.

Your vote is non transferable

In the event of a tied vote, the election of the nominee shall be determined by the drawing of lots.  If option 1 of Appendix B is used and if the ballot has been conducted at a meeting and where agreed by the majority of voters present and voting therein, the election of the nominee shall be determined by a further vote at that meeting.  Such a vote shall be confined to the tied nominees. 

	Parent name (address & telephone no. if written consent furnished).  
	

	Parent name (address & telephone no. if written consent furnished).  
	

	Parent name (address & telephone no. if written consent furnished).  
	

	Parent name (address & telephone no. if written consent furnished).  
	

	
	

	
	

	
	


(Sample) Ballot Paper

for

Election of Mother Parent Nominee to the Board of Management for the 2015 to 2019 Term of Office- Option 1 Appendix B.
You should place an X in the box of the candidate for whom you are voting. 

You cannot vote for more than 1 candidate.

 Your vote is non transferable

In the event of a tied vote, the election of the nominee shall be determined by the drawing of lots.  If option 1 of Appendix B is used and if the ballot has been conducted at a meeting and where agreed by the majority of voters present and voting therein, the election of the nominee shall be determined by a further vote at that meeting.  Such a vote shall be confined to the tied nominees.
	Parent name (address & telephone no if written consent furnished).  
	

	Parent name (address & telephone no if written consent furnished).  
	

	Parent name (address & telephone no if written consent furnished).  
	

	Parent name (address & telephone no if written consent furnished).  
	

	
	

	
	

	
	


APPENDIX B-OPTION 2
· Template letter 1-obtaining consent for circulation of names

· Notes in regard to  template letter 1
· Consent Form
· Template letter 2-enclosing names of parents and seeking nominations

· Notes in regard to template letter 2
· Template letter 3-enclosing ballot papers
· Notes in regard to  template letter 3

· Sample Ballot Paper for Election of Father Parent Nominee-pages 17.

· Sample Ballot Paper for Election of Mother Parent Nominee-pages 18.

APPENDIX B-OPTION 2
The following template letters can be used where following consultation with the parent nominees on the outgoing Board of Management and the parents’ association it is decided to use Option 2 of Appendix B for the election of the parent nominees to the Board of Management.  It may be necessary to send three letters in total during the course of the process. The number of letters will depend on whether there is more than one nomination for the mothers’ panel and fathers’ panel.    

The letters must be sent to each parent/guardian.

Letter 1 is the first letter to be sent to each parent in order to obtain his/her permission for the circulation of his/her name & personal information to all parents for the purposes of obtaining nominations
TEMPLATE LETTER 1
Dear Parent/Guardian,

As you may be aware the current term of the Board of Management will expire on 30/11/2015 and a new Board of Management takes up office on 01/12/2015. 

Two parents of children enrolled in the school (one being a mother and the other a father) must be elected by the general body of parents of children enrolled in the school.  In order to obtain nominations we are first writing to each parent to obtain consent for the circulation of each parent’s name and personal details to all other parents.  

Please find attached Consent Form.  If you are interested in being nominated as parent nominee to the Board of Management please complete, sign and date the Consent Form and return it to the school no later than (insert date) so that the school may furnish your details to other parents.  Only tick the box if you are happy for the information that relates to that box to be supplied to other parents.   If your spouse/partner (being a parent of a child in the school) wishes to be nominated s/he must furnish the school with a separate Consent Form.

Mise, le meas,

------------------------ 

Patron’s Representative

NOTES IN REGARD TO TEMPLATE LETTER 1 (Appendix B-Option 2):-

1. Please ensure that the Consent Form is attached to each letter.
2. This letter must be sent to each parent.  If there are two parents in a family (where both are parents of children in the school) both must be supplied with a separate letter and consent form. Each parent is entitled to nominate a parent to the mothers’ panel and the fathers’ panel.  Each parent also has a separate vote for the mothers’ panel and the fathers’ panel
3. A separate response should be received from each parent.

4. In the case of a one teacher school, only one parent is elected to the Board of Management. 
5. The Patron’s representative is the person designated by the Patron this may or may not be the Chairperson of the current board. 

6. If the letter(s) are being put into the children’s school bags then the school should ensure that the letter(s) are brought to parents’ attention e.g. by text message.

7. This letter can be adapted for use where a vacancy arises during the term of the board instead of the first paragraph insert-“a vacancy for mother/father (delete as appropriate) parent nominee has arisen on the Board of Management”).

CONSENT FORM

I,                                                 of                                                                                confirm that I am willing to stand for election.  For the purpose of the nomination/election of a parent nominee to the Board of Management I authorise (Insert name of school) to circulate to all other parents in the school:









Please tick as appropriate
	My name
	

	
	

	My mobile telephone number (if so insert same)
	

	
	

	My telephone landline number (if so insert same)
	

	
	

	The class level (e.g. 1st class, infants etc.) attended by my child/children
	


Signed:_____________________________  

Dated:           day of                            , 2015.

Letter 2 is sent to each parent enclosing the names of parents who have consented to their details being circulated to all parents in the school so that each parent may nominate a person to the mothers’ panel and separately a person to the fathers’ panel.   

TEMPLATE LETTER 2
Dear Parent/ Guardian,

I am enclosing two lists, one is a list for the mothers’ panel and the other is a list for the fathers’ panel.  The parents named on these panels have indicated their willingness to stand for election for the position of parent nominee to the Board of Management.

You may make one nomination for the mothers’ panel and one nomination for the fathers’ panel (your spouse/partner is also entitled (being a parent of a child in the school) to make a nomination to each of these panels and should return his/her nominations separately).    

Once all nominations are received by the closing date which is... (insert date), a list of the ten persons in receipt of the highest number of nominations will be drawn up for each panel.  A secret ballot shall be held and each parent will have a vote for both the mothers’ and fathers’ panel.  If however there is only one nominee for either panel, the nominee(s) shall be deemed to be elected. 
Please return your nomination for the mothers’ panel and your separate nomination for the fathers’ panel on or before (insert date).

Mise, le meas,

___________________ 

Patron’s Representative
NOTES IN REGARD TO TEMPLATE LETTER 2 (Appendix B-Option 2):-

1. A separate list for the mothers’ panel and a separate list for the fathers’ panel must be enclosed-the list should associate parent names with the classes attended by their children where this has been consented to.  
2. In the case of a one teacher school only one parent is elected to the Board of Management.
3. If there is only one nominee for each of the panels, the sole nominee for each panel shall be deemed to be elected.
Letter 3 does not have to be sent where there is only one nomination for each of the panels as the sole nominee for each panel is deemed elected.  Otherwise letter 3 is sent to each parent and the ballot papers for both the mothers’ panel and the fathers’ panel is enclosed with the letter where there is more than one nomination for each of the panels.  
TEMPLATE LETTER 3
Dear Parent/ Guardian,

I am enclosing two ballot papers:-

· one of which contains the names of the mothers who have been nominated and who are willing to stand for election for the position of parent nominee to the Board of Management and  

· the other which contains the names of the fathers who have been nominated and who are willing to stand for election for the position of parent nominee to the Board of Management.   
You have one vote for each panel i.e. you have a vote for the mother’s panel and a vote for the father’s panel. Your spouse/partner (being a parent of a child in the school) is also entitled to one vote for the mothers’ panel and one vote for the fathers’ panel (a separate letter has been sent to him/her).   
The counting of the ballot will take place on ... (insert the date)  at ... (insert the place) at...(insert time)
Please return both of your ballot papers on or before (insert date).

Mise, le meas,

___________________ 

Patron’s Representative

NOTES IN REGARD TO TEMPLATE LETTER 3 (Appendix B-Option 2):-

1. In the case of a one teacher school only one parent is elected to the Board of Management.
2. In the event of a tied vote, the election of the nominee(s) shall be determined by the drawing of lots.  
(Sample) Ballot Paper
for
Election of Father Parent Nominee to the Board of Management for the 2015 to 2019 Term of Office -Option 2 Appendix B.
You should place an X in the box of the candidate for whom you are voting. 

You cannot vote for more than 1 candidate.

Your vote is non transferable

In the event of a tied vote, the election of the nominee shall be determined by the drawing of lots.  
	Parent name (address & telephone no. if written consent furnished).  
	

	Parent name (address & telephone no. if written consent furnished).  
	

	Parent name (address & telephone no. if written consent furnished).  
	

	Parent name (address & telephone no. if written consent furnished).  
	

	
	

	
	

	
	


(Where Option 2 of Appendix B is used a maximum of 10 names can be included unless there is a tie for the tenth position in which case the number may be increased by the appropriate amount to accommodate those tied at 10th position)

(Sample) Ballot Paper

for

Election of Mother Parent Nominee to the Board of Management for the 2015 to 2019 Term of Office-Option 2 Appendix B.

You should place an X in the box of the candidate for whom you are voting. 

You cannot vote for more than 1 candidate.

Your vote is non transferable

In the event of a tied vote, the election of the nominee shall be determined by the drawing of lots.  
	Parent name (address & telephone no if written consent furnished).  
	

	Parent name (address & telephone no if written consent furnished).  
	

	Parent name (address & telephone no if written consent furnished).  
	

	Parent name (address & telephone no if written consent furnished).  
	

	
	

	
	

	(Where Option 2 of Appendix B is used a maximum of 10 names can be included unless there is a tie for the tenth position in which case the number may be increased by the appropriate amount to accommodate those tied at 10th position)
(Sample) Form to be returned by Patron’s Representative to Patron
Primary School Board of Management

Diocese:
_______________________

Parish___________________________
County:________________________

Roll Number:__________________________
School:_________________________

Proposed Members of Board of Management

Patron’s Nominees 

Name 




Address

_______________________       

____________________________________________

_______________________

_____________________________________________

Elected parent/s:
I confirm that the election of the parent nominees to the Board of Management was conducted in accordance with Appendix B of the Governance Manual for Primary Schools 2015-2019 using either

(please tick relevant box)
Option 1 of Appendix B □        or   Option 2 of Appendix B□
The parent/s duly elected are:

Name 




Address

_____________________


_____________________________________

______________________

______________________________________________

Teachers:

The principal teacher is:

Name 




Address

_________________________

____________________________________________

The elected teacher is:

Name 




Address

_________________________

____________________________________________

Community Nominee/s:

I confirm that all above members having considered the criteria in Appendix C of the Governance Manual for Primary Schools 2015-2019 unanimously nominated the following  or appointment to the Board of Management (please tick as appropriate □
Or

having held (please tick as appropriate)  1 □ or 2 □ or 3 □ additional meetings and failed to get agreement nominated the following by a majority of 5 to 1 (please tick as appropriate)  □
Name 




Address

____________________________

_____________________________________

________________________________  
_____________________________________

Signed_____________________________________

Patron’s representative

Date: 

__________________
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