Appendix 1


Draft
Date

Name

Address

Dear _________ (Teachers’ Name)
Re:
Termination of Temporary Employment
I wish to advise you that your temporary employment in (insert school) is due to cease on (insert date).

The reason for this decision is that your written contract specified an end date of (insert end date).
You are invited to attend a meeting on (insert date and time) in (insert venue) to discuss this decision and to give you the opportunity to respond.

I should also advise you that you have the right to be accompanied at this meeting by a teaching colleague or a recognised trade union representative.

I would be grateful if you could complete the attached reply slip indicating whether you wish to attend this meeting and return it to me by (insert date).
Yours sincerely,

________

Principal

cc
Senior Management Officer


Chair of the Board of Governors

REPLY SLIP

TO: (Insert Principal’s Name)
Re:
Termination of Temporary Employment

Further to your letter dated (insert date).  I wish to advise you that I will / will not be attending the meeting arranged for (insert date and time) in (insert venue).

I do / do not intend to have a teaching colleague or a recognised trade union representative at the meeting.
Teacher’s Name: _____________________________

Date: _____________________________________

