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Click or tap to enter a date.

[Employee]
[Address 1]

Tēnā koe [Name],

Re:  Progression – Holding at Grade Choose an item. 

In accordance with clause Choose an item. of the Choose an item. Collective Agreement, I am writing to advise the board of [school name] will be holding this position at the current grade of Choose an item.. As a result, you will not automatically progress to grade Choose an item. on your anniversary date. 

This decision is not based on any concerns with your performance, but because the tasks, duties and responsibilities of this role remain solely with the work matrix grade Choose an item.. This is because:  

[with reference to the employee’s job description, and the applicable work matrix table, explain here why the work remains solely in their current grade.]

You are also reminded of your right to seek advice or representation on this, or any other matter, relating to your employment. 

If you have any questions about this decision, or wish to discuss further, please feel free to contact [me/position]. 

[School to add a thank you/acknowledgement here for continued work/contribution to the school as appropriate].

Nāku noa, nā



[name]
[position]

Page 1 of 4


