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Addressee

Address line 1

Address line 2

Address line 3

Address line 4

Postcode

Date:

Dear   ,

WE’RE MISSING IMPORTANT FEEDBACK REGARDING OUR SUPPLY WORKER

	Name of worker:
	Period of service with you:
	Work done:

	
	
	


We recently wrote to you asking for an evaluation of one of our workers. Our records show that we have not yet had a reply from you.

Regular appraisal of our teachers is instrumental in enabling us to maintain the high standards of service for which it has been recognized. We are also duty-bound to the REC, our umbrella body, to pursue and properly utilize feedback.

I would be most grateful, therefore, if you could complete the attached evaluation form and return it in the sae provided. Alternatively, if you find it more convenient to do so, please send a copy of any recent reference you may have written for the teacher concerned.

Thankyou for your time and attention.

Yours sincerely,

for the agency

Enclosures: Feedback form and sae
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