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Addressee

Address line 1

Address line 2

Address line 3

Address line 4

Postcode

Date:

Dear   ,

ALERTING YOU to a REWARD SCHEME for CONTRIBUTING to 

OUR WONDERFUL NEW RESOURCE: A LESSON-PLAN BANK!!!
As you know, ours is an agency that aspires to be the very best in its field.

We are therefore happy to assist our supply teachers with lesson-plans. This, as those of you who are more experienced will realise, is always useful for NQTs, for incoming foreign recruits (OQTs) who may not be so familiar with the National Curriculum, for returning teachers, and for those who are saddled with new and unfamiliar areas of responsibility (especially those in which they’ve never been trained).

What we intend to do is establish a lesson-plan bank. The originals will be kept in-house, but any of our supply staff are welcome to make copies. In certain circumstances we’ll fax or email copies to those who need them. All lesson-plans will be indexed. In time this will become a valuable resource - and one which you won’t see the like of at other lesser agencies!

You will find enclosed a blank lesson-plan. Please copy it for the purposes of any submissions. You are invited to return up to 3 of your most successful lessons. Every teacher who makes a submission (let us have it/them back with a timesheet) will receive an acknowledgement and a small thank you. There will be a further award for the best contribution.

There is no onus on you to contribute to this project, but it is part and parcel of the team-spirited professional development that our agency wants to encourage. So we hope you find the time to help us to help you!

Kindest regards, and with thanks as ever for everything you do,

for the agency 

Enclosure:
Blank lesson-plan
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