Appendix E – Letter inviting staff to consultation meeting
Send to those who you have identified as potentially at risk of redundancy/or directly affected by the proposed changes (to include those on maternity leave, sick leave, etc.)
_________________________________________________________
Confidential

<Name>

<Job Title> (if being hand delivered)
<Date>
Dear <Name>
The Governors are currently reviewing the staffing structure and/or budget for the next academic (or financial) year. This may result in a staff reorganisation and/or reduced number of staff being required which may lead to a potential redundancy situation.
This is due to <give reasons e.g. falling roles, changes in curriculum, management restructure, budget, etc.>.
It is not anticipated that natural turnover alone will enable the school to reach the proposed revised establishment.

A meeting will be held on <Date> at <Time> at <Venue> to discuss the impact on staffing and budget issues and to explore ways of addressing this situation.
A member of the governing body’s selection committee and a representative from Human Resources will also be present. Union representatives have also been invited to attend the meeting.
This meeting will signal the start of the consultation process. 
Please let me know if you are unable to attend.
Yours sincerely
<Name>

Headteacher

cc. HR Adviser
