Notification letter for EOY closedown		v 2025

[date NO LATER THAN 14 DAYS BEFORE THE CLOSEDOWN]
	

[Employee name] 
[email/address]

Tēnā koe [name]

Closedown for the 2025 year 

At the end of this school year, employees covered by the Secondary Teachers’ Collective Agreement (“STCA”) and the associated promulgated Individual Employment Agreement will observe a closedown, as provided for in the Holidays Act 2003. 

This letter is notice that this closedown will take place between 17 December 2025 and 20 January 2026  [REMOVE BEFORE SENDING - If using different dates, ensure that there is four weeks (excluding public holidays) between them and advise employment.relations@education.govt.nz of your different dates]. While the school is closed, you will be required to take annual leave and you cannot be called back to attend school.  

If, during the closedown, you suffer a bereavement or family violence, please advise [line manager/administrator name] on your return to work. 

Students return to school for the 2026 year on Click or tap to enter a date. The first day back in 2026 for teaching staff will be [insert date no earlier than 21 January 2026], in accordance with clauses 5.6.2 and 5.6.3 of the STCA.

[bookmark: _@_EA72873F1A9E4D9E88C4E3C23CD0425AZ][INSERT SCHEDULE BEFORE TERM 1 2026 BEGINS HERE, INCLUDING DETAILING WHICH DAYS ARE UNDER CL 5.6.2 AND WHICH ARE UNDER CL 5.6.3].  

If you have any questions, please do not hesitate to contact me. 

Nāku noa, na





[Name]
[Position]


