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Addressee

Address line 1

Address line 2

Address line 3

Address line 4

Postcode

Date:

Dear  ,

IMPORTANT INFORMATION REGARDING THE ENCLOSED IDENTITY CARD

Please find your identity card enclosed, together with your photo and unique reference number.

In the interests of security it is of paramount importance you have it with you all the time whilst on school premises. For obvious reasons you may well not be allowed to teach without it.

Please keep it safe at all times and, if for any reason it gets mislaid, phone us as soon as possible and we will cancel it from our system and issue a new one. Anyone in the regularly habit of losing their card will be charged a small fee.

If you have any questions regarding your card please do not hesitate to call us.

Yours sincerely,

for the agency

Enclosed: Identity card, photograph and unique reference number.
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