Appendix M3 - Send to staff who have been provisionally offered a new post
_____________________________________________





Private and Confidential

<Name>

<Job Title>

<Date>

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

- Assimilation/Appointment details

Following the selection process undertaken by the Governors’ Selection Committee,   I am pleased to offer you the new post of (Insert post details - post title, hours, band, TTO/full year, working pattern, etc.). Please find Job Description enclosed.
This offer is made provisionally and can not be confirmed until the reorganisation/ redundancy process has been concluded.
Your commencing salary will be £<Salary> per annum, at scale point <scp>.         
You will still be subject to the usual performance management process and incremental review (where appropriate) under this new role. 
The date of implementation for the new structure is <date> when your new duties will commence.
You will be entitled to a trial period of 4 weeks from this date. (Optional: This may be a longer period for training purposes only, if agreed in writing in advance of the commencement of the trial period). The purpose of the trial period is to allow both parties time to assess the suitability of the new role. If you unreasonably reject the new post or work in it beyond the end of the trial period, a redundancy payment will not be made. The trial period ends on <date> when a meeting will be arranged to confirm whether or not this post is suitable.
I would be pleased if you would confirm your acceptance of this provisional offer on the reply slip below and return this to <name> by <date>. (allow 5 working days).  You will be issued with a statement of particulars (contract of employment) for signature when it is possible to confirm the offer. 
If you wish to discuss any matter in relation to your appointment please contact me on <number>.
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: …………………………………………

