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Addressee

Address line 1

Address line 2

Address line 3

Address line 4

Postcode

Date:

Dear    ,

CONFIRMATION of LONG-TERM or PERMANENT ASSIGNMENT:

I am delighted to confirm your assignment. Contact me if you require any further information.

	Commence date:
	

	End date (if known):
	

	Workplace name:
	

	Type of workplace:
	

	Location:
	

	Phone number:
	

	Contact name and position in workplace:
	

	Confirmed rate of pay:
	


This appointment is subject to our terms and conditions of employment for temporary workers.

You are asked to ensure that you are ready for duty. In particular, and in line with government guidance for all supply staff, please ensure that you ask for - and the client notifies you of - any specific risks that you face. Each workplace should have its own risk assessment.

Yours sincerely,

for the agency 
TLTP – The London Teaching Pool Limited

13th Floor, Wentworth House, 350 Eastern Avenue, Ilford, Essex IG2 6NH

Tel: 0208 709 6550 Fax: 0208 709 6541 Email: darryl@tltp.co.uk Website: www.tltp.co.uk
Company Registration No: 5723823
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