APPENDIX F
Sample Letter/Email  -  Departmental Review
Note: The following samples are based on a departmental review.  The wording will 

need amending to suit other types of review.
Convenor to annotate as appropriate.

(LETTER  TO  STAFF)

<<date>>
<<name>>

<<address>>
Dear << name>>
REVIEW  OF  THE  DEPARTMENT  OF  <<Department name>>, <<date>>
You will be aware that Professor Gareth Jones/Vernon Squire, Deputy Vice-Chancellor (Academic & International) has set up a panel to review and report on the quality and adequacy of the Department of ???.  On behalf of the Panel I invite you to comment on any matter which you feel to be important or relevant to the Review.  Full Terms of Reference are attached.
Members of the Panel are <<insert names>>.

We would like to encourage all staff – academic, research and general to make use of the opportunity afforded by the Review process to make a submission on any of the matters covered by the Terms of Reference (copy attached).  Written submissions should be sent to the Review Secretary <<name and contact details>> either by post or email (PDF format preferred).  Envelopes should be marked “CONFIDENTIAL: Submission for the Review of <<review name>>…” and are to be received no later than <<date>>.  All submissions remain confidential to the Panel.

If you would like to make an oral submission, either in addition to or as an alternative to a written submission, please contact the Review Secretary by <<date>>.
Specific individuals in the Department will be invited to talk to the Panel and we will also be inviting representatives of staff groupings to meet the Panel.  We will liaise with department staff in the near future to make these arrangements.

If you require further information on any matter pertaining to the Review please do not hesitate to contact me or the Secretary to the Review Panel

Yours sincerely

Convenor of the Review Panel

Encls
