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Template Letter of Response:
For use during the RA office holiday closedown

This year the RA team will be taking a short break from 20 December and returning on 6 January. 

The RA Helpline will be closed over this period but everything you may need for this time is available on our Holiday Survival webpage. 
However, if something more serious occurs (such as you receive a personal grievance letter from an employee or their representative), you can use the template below to inform the employee/their representative that you are currently seeking representation and that, due to the holiday shutdown, everyone is currently on vacation. 
The purpose of the letter is to reassure the receiver that you are not ignoring their email or message and that you will respond as soon as you are able.


[LETTER TEMPLATE FOR RESPONSE]

LETTER
Dear [insert name]
Thank you for your email and letter dated [insert date].
As we received this during the Christmas Holiday period, our representative is away on leave. We will make every effort to contact you or have a representative contact you as soon as the holiday period ends. This will likely occur during the week of January 6th, 2025.
Kind Regards
[sign off] 
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