This template letter making conditional offer of employment was developed by the Connexional Team’s HR Office to assist local churches, circuits, districts and other local employing bodies in managing the appointment process of a new employee. The content of this letter template should be adapted to suit their size, structure and needs. As a minimum text in blue font should be adjusted.
Text in red is for employer guidance and should be removed from the document before it is issued to the employee.

Template of the letter making conditional offer of employment, 
Written Statement to Follow 
PRIVATE AND CONFIDENTIAL

[Employee Name]

[Address]

[Date]

Dear [First name]
POST OF [JOB TITLE] – Conditional Offer of Employment
My colleagues and I would like to thank you for your application for the above post and for attending the interview on ___________.  
I understand my colleague, ___________ has already made you a verbal offer of this post.
On behalf of the [church/circuit/district/other employing body] I am pleased to offer you employment in the role of [role] at the starting salary of *£____________ per hour/ week/month/annum as soon as the conditions set out below are satisfied. 
This offer of appointment is subject to:

1. The receipt of satisfactory references.  (These have already been obtained.) 
2. The receipt of a satisfactory medical report.  Please find enclosed a medical questionnaire for your completion and return by e-mail/in the confidential stamped addressed envelope provided to ____________. 
3. Confirmation of your authorisation to work in the UK. Please provide your passport to confirm that you are a British citizen or have the right to work in the UK.  If this is not available, please contact ________________to obtain details of the combination of documents that will be accepted.  

4. Access to a satisfactory [standard/enhanced] certificate issued by the Disclosure and Barring Service (for roles which involve working with children or vulnerable adults groups). 
5. Documentary evidence of your stated [qualifications/degree/diploma/professional qualifications/date of birth/driving licence]; and
6. Satisfactory completion of an initial probationary period of up to three/six months duration. 
This appointment is for a fixed term and will terminate on ________________ [Give details]. 

Normal working hours are _____ hours per week, to be worked from _____ to _____ with _____ for lunch, as agreed by your Line Manager.  Flexibility in working hours may be required from time to time to meet the requirements of this post, which may include weekends and bank holidays. Payment for overtime is not made but staff are entitled to time off in lieu by agreement. 

Full details of all your terms and conditions of employment are contained in the written statement of particulars and other employer policies and procedures, copies of which we will send you when we make you a formal offer of employment. 
If you are currently employed, we advise you not to resign from your present employment until we send you confirmation that the above matters have been satisfactorily concluded. Once we have made you a formal, unconditional offer of employment in writing, we will confirm a starting date with you.
If you wish to accept the appointment on the terms and conditions set out in this letter, please sign and return the attached copy as soon as possible.  You should retain the second copy for your records.

I very much hope that you will enjoy your period of service in this post.

With every good wish.

Yours sincerely,

[Name]

[Job Title]

Cc:

Enc:

--------------------------------------------------------------------------------------------------------------------------

POST OF ……………………
I hereby accept the appointment on the terms and conditions as set out above.

Signed ……………………………………………….................
Date………………………………………

