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Template Letter – Withdrawal of Conditional Offer of Employment


Dear (Name)

The conditional offer of employment made to you on (date) for the role of (role) was subject to relevant clearances being received and being satisfactory for employment in our school. 

We have made several attempts to contact your referees, and asked you to personally contact them on (date), as references are required as part of your conditional offer of employment in the school. Despite our best efforts, we have been unable to obtain them for over (number) weeks.

After carefully considering the situation, I have taken the decision to withdraw your conditional offer of employment on this occasion on the basis of not being able to obtain satisfactory employment clearances.

I would like to wish you the very best for the future and thank you for your interest in this role.

Kind regards,
(Name)
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