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Name







Your home address

Head of Human Resources



Date

[your] County Council

County Hall

[address & Postcode]

Dear ………………
Employee Reference No: (on your pay slip)

As you know the ‘Green Book’ provides a basic entitlement to 21 days holiday, plus two days extra statutory holidays, with entitlement increasing with length of service. As I have been employed by [your] County Council since … ………………. (state year and then school or schools and your job title), it would appear that I am entitled to extra annual leave, proportionately reduced to reflect the fact that I am contracted to work …………… weeks a year [in some schools support staff work for 39 weeks a year and are paid to go in for training days, check yours may be different]. I am also aware that the ‘Green Book’ provides an entitlement to Public Holidays.

Therefore, in view of the fact that I have over five years service, reached in……………. (state month and year) I would expect my salary to show the increased entitlement. To date this has not been the case.

I trust that you will give this matter your full attention and arrange the necessary salary adjustment, backdated.

A copy of this letter has been given to …………. (name of your Head Teacher)

Yours truly

