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Recorded Delivery

Private and Confidential

Name
Address line 1
Address line 2
City
County
Postcode
Date

Dear Name 
Employment as XXX at XXX

Disciplinary Hearing –XXX Confirmation of XXX

I refer to the letter of XXX which confirmed the outcome of the XXX Hearing which was held at XXX. The letter was on school headed paper and was signed by the Chair of the Governor Panel, XXX.  

In order to ensure total clarity, I am writing to you to confirm the decision of the Disciplinary Hearing Panel, to XXX dismiss you for XXX from your post as XXX at XXX with immediate effect on XXX. 

Yours sincerely 

(Signature)
Name Surname
Job title
Cc 

By e-mail to 

Trade Union Representative

XXX School

School HR Advisor 

XXX, HR representing the Director of Children’s Services 
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