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Dear [Candidate's Name],

Conditional Offer of Employment

We are pleased to extend to you a conditional offer of employment for the position of [role] in the [department] at a starting salary of £[ ] per year [or at a starting hourly rate of £[ ]], pending the fulfilment of the conditions outlined below. 

The final decision regarding whether these conditions are met will rest with us.

Required Conditions

To proceed with your employment, we ask that you satisfy the following conditions:

· Satisfactory References: Provide references that meet our standards.
· Medical Report: Submit a satisfactory medical report.
· Disclosure and Barring Service Check: Provide access to a satisfactory [standard/enhanced] certificate issued by the Disclosure and Barring Service.
· Documentary Evidence: Submit documentation confirming your stated [qualifications/degree/diploma/professional qualifications, date of birth, driving license].
· Right to Work: Provide evidence of your right to work in the UK.

We advise against resigning from your current position until you receive confirmation that all the aforementioned conditions have been satisfactorily met. 

Once we have granted you a formal, unconditional offer of employment in writing, we will agree upon a starting date.

Data Protection

We are committed to verifying the qualifications of all successful candidates. 

Please be assured that we handle personal data collected during the recruitment process in accordance with our data protection policy. 

For more information on how your data is managed and the basis for processing it, kindly refer to [our job applicant privacy notice].

Terms and Conditions of Employment

As discussed, the normal office hours for this position are from [9 AM] to [5 PM], Monday to Friday. 

[You may be required to work additional hours, including weekends and bank holidays, as the demands of the business dictate. Please note that no additional payment will be made for these hours. / Overtime will be compensated at [single time/time and a half/double time] for hours worked beyond your normal schedule.]

Alternatively: If the role if shift based.

As outlined, your working hours will not be fixed. 

We will inform you of your shifts via [rota/email] at least [seven days] in advance.

Full details of your terms and conditions of employment will be provided in the written statement of particulars, staff handbook, and other employer policies and procedures, which will be sent to you upon making a formal offer of employment. 

We also offer various generous employee benefit schemes, including a profit-sharing program, details of which will be included in your contract and staff handbook.

Action Required

If you wish to accept this conditional offer of employment, please reach out to [name of individual] in the [human resources/occupational health department] at extension [number] or via email at [email address]. 

We will need you to arrange a medical examination promptly and complete and return the enclosed medical questionnaire authorisation forms.

Additionally, please complete and return the attached reference authorisation form to provide your consent for us to contact your referees, including your current employer, for reference checks.

Thank you for your interest in joining [Company Name]. 

We look forward to hearing from you soon!

Yours sincerely,
[Your Name]
[Your Position]
[Company Name]


