Introductory letters to the workplace leaders

The NASUWT is the teachers’ trade union for school and college leaders. Therefore, as well as recruiting new teachers to the workplace, newly qualified teachers and student teachers on their placements, NASUWT Workplace Representatives and Local Associations need to be targeting workplace leaders for recruitment as well. These could be those already at the school newly appointed into leadership posts. Letters included here for use and adaption from NASUWT representatives are; 

· a welcome letter from the NASUWT (Workplace Representative) to new leaders in the workplace;

· a welcome letter from the NASUWT (Local Association Secretary) to new leaders in the workplace;

· an introductory letter from a new NASUWT Workplace Representative to the leader in the workplace;

· a letter from the current NASUWT Workplace Representative to the current leader regarding maintaining positive working relationships for the current academic year.

Although approaching workplace leaders on behalf of the NASUWT may seem daunting, but they are a key group of staff that the NASUWT needs to form good working relationships with at a local level. They are also eligible for NASUWT membership. Therefore, approaching workplace leaders to welcome them to the workplace if they are new and to introduce yourself as the NASUWT Workplace Representative is vitally important both to recruit workplace leaders into the Union and to also establish positive working relationships for the future.

If at all possible, the letters that you decide to use for individual circumstances should be personalised to include the workplace leader’s name and role. Handing the letter out in person means that you are the recognisable face of the NASUWT immediately. It is also far more likely that the workplace leader will join the Union if they have face-to-face contact with their local NASUWT Representatives.

Model Letter for Workplace Representative to Use with School Leaders

Dear Colleague or personalise
Welcome to name of workplace from your NASUWT Workplace Representative

I want to introduce myself and offer you a warm welcome to name of workplace. We are very pleased to have you with us in your role as (position of leader) and we are looking forward to working with and supporting you at this exciting and challenging time.

My name is name of Workplace Representative and I am here to help and support NASUWT members at name of workplace. You can speak to me at any time on telephone number or e-mail address or in my work area. If you are already an NASUWT member, you can rest assured that you will continue to receive first-class professional and legal advice, guidance and support from me as your Workplace Representative, your Local Association and your Regional or National Centre. We will need you to spend a few moments completing one of our update forms to ensure that we have got all the correct contact details for you. This will ensure that you will continue to receive up-to-date information from the NASUWT.

If you have not previously joined the NASUWT, undertaking a leadership position in a new workplace presents an ideal opportunity to join the largest teachers’ union in the UK.

Rest assured that the NASUWT understands that undertaking a leadership role within a new workplace can be a challenging experience. As an NASUWT member, we guarantee to provide you with the support you need when leading your new workplace forward. Through me, your NASUWT Workplace Representative and the NASUWT Officers within your Local Association, NASUWT members have access to serving teachers who understand your issues and are committed to improving the working lives of their colleagues by getting actively involved in their Union. At the same time, the NASUWT also has dedicated employees based at our Regional or National Centres that undertake representational work and local negotiating on behalf of the Union. You can find the contact details for your Regional or National Centre online at www.nasuwt.org.uk or you can be put straight through by calling 0121 453 6150.

In order for you to receive more information about the NASUWT, please find enclosed with this letter an NASUWT application form and a form detailing the NASUWT subscription rates. Please find below my contact details. I would be happy to discuss any issues you may have or answer any questions. Once again, welcome to name of workplace. I look forward to working with you and to offering any support and advice you may need.

Yours faithfully/sincerely

Name

NASUWT Workplace Representative

Enc: 

Standard Application Form (for non-members)

Subscription Rates Leaflet (for current members)

Introducing Myself as the New NASUWT Workplace Representative

Dear Colleague or personalise
Introducing myself as the new NASUWT Workplace Representative

I want to introduce myself as the new NASUWT Workplace Representative for name of workplace. I am very pleased to be undertaking this role on behalf of the NASUWT members in name of workplace and I am looking forward to working with you in your role as position of leader.

In my NASUWT Workplace Representative’s role I intend to help and support all NASUWT members at name of workplace. In your role as leader you can contact me on telephone number or e-mail address or at my work area. However, if you join the NASUWT you can also contact me on the above details as a member. If you are already an NASUWT member you can rest assured that you will continue to receive first-class professional and legal advice, guidance and support from me as your Workplace Representative, your Local Association and your Regional or National Centre. We will need you to spend a few moments completing one of our update forms to ensure that we have got all the correct contact details for you. This will ensure that you will continue to receive up-to-date information from the NASUWT.

If you have not previously joined the NASUWT, it could be worth thinking about. The NASUWT is the largest teachers’ union in the UK and represents teachers and leaders in all sectors, we also provide national and regional seminars and a variety of other services specifically for leaders in schools and colleges.

Rest assured that the NASUWT understands that undertaking a leadership role can be a challenging experience. As an NASUWT member, we guarantee to provide you with the support you need when leading your workplace forward. Through me as your NASUWT Workplace Representative and the Officers within your Local Association, NASUWT members have access to serving teachers who understand your issues and are committed to improving the working lives of their colleagues by getting actively involved in their Union. At the same time, the NASUWT also has dedicated employees based at our Regional or National Centres that undertake representational work and local negotiating on behalf of the Union. You can find the contact details for your Regional or National Centre online at www.nasuwt.org.uk or you can be put straight through by calling 0121 453 6150.

In order for you to receive more information about the NASUWT, please find enclosed with this letter an NASUWT application form and a form detailing the NASUWT subscription rates.

Please find below my contact details. I would be happy to discuss any issues you may have or answer any questions. I look forward to working with you during the current academic year and offering any support and advice you may need.

Yours faithfully/sincerely
Name

NASUWT Workplace Representative

Enc: 

Standard Application Form (for non-members)

Subscription Rates Leaflet (for current and non-members)

Welcome Back to the Autumn Term from your NASUWT Workplace Representative

Dear Colleague or personalise
Welcome back to the Autumn term from your NASUWT Workplace Representative

As the NASUWT Workplace Representative for name of workplace, I am just writing to inform you that I am continuing in the role of Workplace Representative for the current academic year. I am also writing to welcome you back to name of workplace in your role as position of leader. I’m sure we will continue to have a positive working relationship over the current academic year.

In my NASUWT Workplace Representative’s role I intend to continue to help and support all NASUWT members at name of workplace over the current academic year. In your role as position of leader you can contact me on telephone number or e-mail address or at my work area. However, if you join the NASUWT you can also contact me on the above details as a member. If you are already an NASUWT member you can rest assured that you will continue to receive first-class professional and legal advice, guidance and support from me as your Workplace Representative, your Local Association and your Regional or National Centre. We will need you to spend a few moments completing one of our update forms to ensure that we have got all the correct contact details for you. This will ensure that you will continue to receive up-to-date information from the NASUWT.

If you have not previously joined the NASUWT, it could be worth thinking about. The NASUWT is the largest teachers’ Union in the UK and represents teachers and leaders in all sectors. We also provide national and regional seminars and a variety of other services specifically for leaders in schools and colleges.

Rest assured that the NASUWT understands that undertaking a leadership role can be a challenging experience. As an NASUWT member, we guarantee to provide you with the support you need when leading your workplace forward. Through me as your NASUWT Workplace Representative and the Officers within your Local Association, NASUWT members have access to serving teachers who understand your issues and are committed to improving the working lives of their colleagues by getting actively involved in their Union. At the same time, the NASUWT also has dedicated employees based at our Regional or National Centres that undertake representational work and local negotiating on behalf of the Union. You can find the contact details for your Regional or National Centre online at www.nasuwt.org.uk or you can be put straight through by calling 0121 453 6150.

In order for you to receive more information about the NASUWT, please find enclosed with this letter an NASUWT application form and a form detailing the NASUWT subscription rates.

Please find below my contact details. I would be happy to discuss any issues you may have or answer any questions. I look forward to working with you over the current academic year and offering any support and advice you may need.

Yours faithfully/sincerely
Name

NASUWT Workplace Representative

Enc: 

Standard Application Form (for non-members)

Subscription Rates Leaflet (for current and non-members)

