Appendix M1 - Send to staff who are in unchanged posts and have been directly assimilated (slotted in)​​
_____________________________________________





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 now been finalised and approved (Optional: and is included with this letter). 
The process of assimilating staff from the existing structure to the new staffing structure will now take place in accordance with the Schools’ Re-organisation, Redundancy and Redeployment Policy.

I am pleased to inform you that your post has been designated as UNCHANGED.  This means that you will continue to work to your current job description (Optional: with the minor revisions), in accordance with your current contract of employment.  

(If appropriate) This offer is made provisionally and cannot be confirmed until the reorganisation/ redundancy process has been completed.

(If appropriate) You will not be invited to preference for any of the other posts on the new structure. 
Please do not hesitate to contact me if you require any further information.

Yours sincerely

<Name>

Chair of the Governors’ Selection Committee
Enc:

(If required) Structure chart
