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[Date]
[bookmark: _Hlk210738375]Letter 
[Candidate’s Name]
[Candidate’s Address]
[Postcode]

Dear [Candidate’s Name],

We are pleased to offer you the position of [Role] at [Name of Organisation]. 

This offer is contingent upon the following terms and conditions:

1. Position and Duties: You will be employed as [Role] and will report to [Supervisor's Name]. 

2. Probationary Period: There will be an initial probationary period of [length of probationary period], during which your performance will be assessed. The organisation reserves the right to terminate your employment during this period with [number] weeks' or months' written notice.

3. Right to Work: This offer is conditional on you demonstrating the right to work in the UK, providing satisfactory references from previous employers, and receiving a satisfactory (medical report – if a requirement for the job role).

4. Policies and Procedures: You are expected to adhere to all organisational policies and procedures from the start of your employment. These are detailed in the staff handbook.

5. Terms and Conditions: The specifics of your terms and conditions are detailed in the enclosed written statement and the staff handbook. For your convenience, two copies of the written statement are included.

6. Acceptance: To confirm your acceptance of this offer, please sign and return one copy of the written statement and a signed duplicate of this offer letter.

If you have any questions regarding the terms or conditions, please contact us at [telephone number] or [email address].

We look forward to welcoming you to [Name of Organisation].

Sincerely,
[Your Name]
[Your Title]
[Name of Organisation]

For Employee Signature:
I, [Employee's Name], am pleased to accept this position under the terms outlined above.

I acknowledge that I have read, understood, and agree to the conditions stated herein, along with those in the written statement of terms and conditions and the staff handbook. 
I recognise that this letter, the statement, and the handbook constitute the entire agreement between myself and [Name of Organisation], superseding all previous agreements or discussions.

Employee's Signature: __________________________
Date: __________________________


