APPENDIX C

Sample - Introductory email to Panel members

This is a comprehensive version which may need editing, depending on what contact the Convenor has already had with the Panel. Obviously change wording as you wish.
Dear Panel Members

 

You should, by now, have received a letter from Professor Gareth Jones/Vernon Squire, Deputy Vice-Chancellor (Academic & International) inviting you to take part in the Review of ????

 

I am writing to introduce myself as the Review Secretary to the Panel.  My role is to provide administrative and secretarial support to the Convenor and members of the Review Panel.  I work in the ??? and have been seconded to this role.

I work closely with the Convenor to advertise the review, collate submissions and prepare the review programme.  

 

(((Travel and accommodation may already be arranged  - check with QAU)))
I am also responsible for arranging travel and accommodation for external panel members and will write separately regarding this.  All panel members should note that there will be a pre-review dinner, for panel members only, which will take place on ???   - note if your panel members are all Dunedin based you probably won’t have this dinner.  Some Convenors prefer not to have a dinner – check this early on.  

 

The review itself will take place in (Venue)  and you should expect that we will meet at 8:30am – 6:00pm approx. each day.  (We try to reserve the last day for drafting and preparation of findings to present to the Department  - and may finish at an earlier time).  These times will be confirmed later in the process when we have put together a visit programme.  

  

The self-review document is being prepared and I will notify you when you can expect to receive it.  I will endeavour to keep you updated on the review preparations, as necessary.

The Convenor has indicated that he would like to hold a pre-review meeting in Dunedin for the Dunedin based panel members once the Self-review documents have been received.  I will contact you to arrange a suitable time.
Please check that your details on the attached panel member list are correct and let me know if you have any special dietary requirements so that I can plan accordingly.  Thank you.

 

I am looking forward to meeting and working with you.  If I can be of any assistance please don’t hesitate to contact me – my office hours are ??  should you wish to contact me by phone.

 

 

Many thanks
Kind regards
