Response to a request from an agency worker for information on Day 1 entitlements
[DATE]

[AGENCY WORKER’S NAME]

[AGENCY WORKER’S ADDRESS]

Dear [INSERT AGENCY WORKER’S NAME]

Request for information on Day 1 entitlements
I refer to your letter dated [INSERT DATE] in which you requested information about [your access to facilities and amenities] AND/OR [access to details of permanent vacancies].

Access to facilities
I confirm that you have access to the following facilities:

[DELETE AND ADD TO AS APPROPRIATE]

[Canteen

Food and Drink Machine(s)
Staff common room

Creche/Child care facilities

Mother and Baby Room

Toilet/Shower facilities

Car parking 

Transport facilities [SPECIFY]

Prayer room

Gym

Learning centre/Library]

[IF THE AGENCY WORKER HAS REQUESTED DETAILS OF A PARTICULAR FACILITY AND IT IS NOT AVAILABLE BECAUSE E.G. NEEDS TO GO ON A WAITING LIST FIRST/ONLY AVAILABLE TO EMPLOYEES WHO STARTED PRIOR TO A PARTICULAR DATE ETC  You have asked in particular about [NAME OF FACILITY/AMENITY].  However this facility is not currently available to you as there is a waiting list for this facility but if you wish to be considered for this facility let me know and I will put you on the waiting list OR this facility is only available to those who commenced work with us prior to June 2008 etc.]
Information on vacancies
Information on permanent vacancies within the Company can be found on [THE INTRANET/STAFF NOTICEBOARDS].  If you would like any further information on any particular vacancy or on applying for a vacancy, please contact [INSERT NAME AND CONTACT DETAILS].

We apologise if the above was not made sufficiently clear to you on the commencement of your assignment and thank you for raising it with us. If you have any queries on the above or in relation to your assignment please contact [INSERT NAME AND CONTACT DETAILS].  

Yours sincerely

[NAME]

Cc [INSERT NAME OF AGENCY]
