Day 1 Memo to Agency worker notifying of collective facilities/amenities and vacancy info
TO: 
[INSERT AGENCY WORKER’S NAME]

FROM:
[INSERT NAME]

JOB ROLE AND DEPARTMENT: [INSERT DETAILS]

DATE:

Welcome to [NAME OF THE COMPANY].
As an agency worker you will have access to the following facilities which will be explained to you further as part of your induction:

Delete as appropriate:

[Canteen

Food and Drink Machine

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]

Should you wish to be apply for a permanent position within this organisation, our vacancy list can be found at [EXPLAIN HOW INFORMATION CAN BE FOUND E.G. INTRANET/COMPANY NOTICE BOARD].

We hope you enjoy your time working for us. 

