Appendix R – Notice Letter from VA/Foundation Schools
To be sent by the Governing Body of Voluntary Aided/Foundation schools to redundant staff.  Please note the LA can issue notice on the behalf of VA/Foundation schools if you wish
_________________________________________________________

Private and Confidential

<Name>

<Job Title> (if being hand delivered, otherwise address)
<Date>
Dear <Name>
This letter is on behalf of <school name> (Voluntary Aided) School, to confirm that the Governors’ Selection Committee have considered the redundancy situation regarding the school, and your post of <post title> was nominated as redundant with effect from <insert date>. 

If you would like to discuss the matter or have any queries regarding this decision, please do not hesitate to contact the Headteacher.  You may also wish to contact Human Resources, your contact is <name>.
Your redundancy payment is estimated to be £<amount> based on the information attached.  If you believe any of the details to be incorrect please contact me as this could affect your redundancy payment. This includes the element of statutory redundancy pay. This will be paid in the month following your last day of service.  

I would be grateful if you would sign and date the attached letter as acknowledgment of receipt of formal notice, and return it along with your completed RED 2 form in the envelope provided.

If you have any queries regarding the above, please do not hesitate to contact me. It is important that you understand the nature of the declaration that you are signing in that: if you accept any offer of alternative employment made by organisations included under the ‘Local Government Modifications Order’, prior to your contract terminating, to commence within 4 weeks of the end of your existing contract, you will become ineligible to receive a redundancy payment.

Yours sincerely, 

<Name>
Chair of Governors of <School>
Name 


………………………………………………………
Post


………………………………………………………
School 

………………………………………………………
I confirm that I have received formal written notice and the RED 2 form and understand the terms of my notice and redundancy. The completed RED 2 form is enclosed.

Signed ……………………………………………  Date …………………………
