Appendix M2 - Send to staff who have been assimilated in to a changed post
_____________________________________________





Private and Confidential

<Name>

<Job Title>

<Date>

Dear <Name>
Re-organisation of support and/or teaching staff at <School> 

- Assimilation/Appointment details

I am writing to advise you that the proposal to reorganise the <insert department> at the School has been agreed following consultation with the recognised trade unions and the affected staff. Feedback from the consultation exercise was taken full account of in the final structure.
The new staffing structure has been finalised and approved (Optional: and has been circulated to all staff).

The process of assimilating staff from the existing structure to the new staffing structure will now take place in accordance with the School’s Re-organisation, Redundancy and Redeployment Policy.
I have to inform you that your current post is to be deleted from the staffing structure with effect from <date>.  However, the Selection Committee would like to provisionally offer you the following post with effect from that date:
(Insert post details - post title, hours, band, TTO/full year, working pattern, etc.) Please find Job Description enclosed.
This offer is made provisionally and cannot be confirmed until the reorganisation/ redundancy process has been completed.
Please confirm your acceptance of this provisional offer on the reply slip below and return this to <name> by <date>. (allow 5 working days)
If you accept this provisional offer you will be issued with a variation letter or a new contract of employment in due course to confirm this appointment once the process is completed.

I appreciate that this process can be stressful to staff involved and would like to remind staff of the Health Assured employee assistance programme. This is a free and confidential support service available for employees of NYCC and their immediate family members and can be contacted via a 24 hour personal support service on 0800 030 5182.
Please do not hesitate to contact the Headteacher if you require any further information or clarification on the content of this letter
Yours sincerely

<Name>
Chair of the Governors’ Selection Committee
Encl. Job Description

I acknowledge receipt of the letter dated <date>.
I do*/do not* wish to accept the provisional offer of the post of <post title> with effect from <date>.

* delete as appropriate

If you do not wish to accept this offer, please indicate the reason for this below:
	I do not wish to accept this offer for the following reasons:




Name: ………………………………………………………………

Signed: ………………………………………

Date: …………………………………………
