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Standard Letter: Informing Teacher of Transfer (Unpromoted)
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School Planning & Improvement 
Education, People & Business
 Southbank House,
Kirkintilloch,
G66 1XQ







Our Ref:  
If phoning or calling, ask for:  
Tel: 0141 578 
E-mail:  @eastdunbarton.gov.uk 


Date:   

Dear

PRIVATE & CONFIDENTIAL

TEACHER WORKFORCE PLANNING SESSION (Insert session)
NOTIFICATION OF SURPLUS

The teachers’ workforce planning exercise for session (Insert session) has identified that there is likely to be a surplus of teachers in (insert name of primary school or department and name of secondary school).

Our records indicate that you have the least continuous service and therefore this letter is to advise you that you will be required to transfer to another school either from the start of session (Insert session) or as soon as an appropriate vacancy occurs. 

I have enclosed a copy of Education Procedure Manual 2/33: Procedures for Transfer of Teachers for your information and would draw your attention to Section 5 which details the process to be followed.

I shall contact you in due course to arrange a meeting at which we can discuss the options available to you.  You may wish to invite a trade union colleague to accompany you to this meeting.

Yours sincerely



SCHOOL PLANNING & IMPROVEMENT MANAGER
Education, People & Business
FORM PM 2/33/F01 v1.0
December 2023
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