SAMPLE  LETTERS

1 First letter to applicants

2 Letter inviting candidates to come for interview

3 Letter of Appointment for a Head or Deputy

1 First letter to applicants

 Date …./…./….

Dear

APPLICATION FOR THE POST OF ……………………

Thank you for asking for information and an application form relating to the post of ………………….  I enclose the following:

· job description

· person specification

· application form

· information relating to the school, its ethos, pupils, staff, governing body, parents and the local community

Further information may be obtained from XXX on tel.no: XXX (and the school website).

The date of the shortlisting is XXX with the interview on XXX.   Invitations to attend for interview will be sent out before …………  If you have not heard from me within 5 days following that date, you should assume that you will not be invited for interview on this occasion.

May I remind you that your application form will be photocopied and it would be helpful if you would use a black pen to complete it and not write across a fold in the paper.  Please only send copies of any documents requested with your application form.  If you are invited to attend an interview you will be asked to bring original documents with you.

I hope you will apply for this post, if you do please mark your envelope containing your application ‘Confidential’.

I look forward to hearing from you.

Yours sincerely

2 Letter inviting candidates to come for interview

Date …./.…/….

Dear

INVITATION TO ATTEND AN INTERVIEW FOR THE POST OF HEAD/DEPUTY

I write to invite you to attend for interview on ……………(date) at. …………(time) at………….(place).  The programme for the days is as follows/ attached.

……….

………

If you would like to visit the school before attending for interview, I would be happy to arrange for this.  It would be convenient if you could come on …………..(date) but if that is not possible I will try and make alternative arrangements.

Please bring with you on the day of your interview original certificates and relevant evidence connected to your application form.  

(If the programme includes a presentation by candidates, details should be included here.)

I enclose the following, which I hope you will find helpful:

· a map of the area around the school

· information on housing costs and local newspapers

· information on local hotels (for long distance candidates)
· guidance concerning the refunding of expenses

If you have any queries relating to the above, please do not hesitate to get in touch with me.  I look forward to meeting you.

Yours sincerely

3 Letter of appointment for a Head or Deputy

In voluntary aided schools the Chair/Clerk of the governing body or the Head would send this letter.  In voluntary controlled schools, an officer of the LA would send this letter

Date …/…/….

Dear

OFFER OF APPOINTMENT AS HEAD / DEPUTY AT …………… SCHOOL

On behalf of the governing body / Chief Education Officer and further to your recent interview, I am pleased to offer you the post of Headteacher / Deputy Headteacher at ………………. School.  Your starting salary will be L XX on the Leadership Scale.

This offer is subject to a satisfactory medical report, criminal conviction check and recognition of your status as a qualified teacher.

Your employment will commence on the ……………   day of ………………. (month) ………(year) and will be in accordance with the terms of the governing body’s standard form of contract.  Two copies of the contract will be sent to you as soon as the clearances mentioned above have been received, one for you to retain and one for you to sign and return to me.

Please sign and return the enclosed copy of this letter to indicate your formal acceptance of this offer.

On behalf of the governing body of ……………. School I would like to wish you every success in your new post and look forward to working with you.

Yours sincerely

………………..

Chair/Clerk of the Governing Body / LA Personnel Officer / Headteacher

