Appendix 8.1: Offer of Appointment, Written Statement to follow
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Offer of Appointment
Church/Circuit/District: 
PRIVATE AND CONFIDENTIAL

[Full Name]

[Full Postal Address]

[Date]

Dear [First name]

POST OF [JOB TITLE]
My colleagues and I would like to thank you for your application for the above post and for attending the interview on ___________.  It is my pleasure to congratulate you and formally offer you the post.  
I understand my colleague, ___________ has already made you a verbal offer of this post and I am now pleased to be able to send you this formal letter of appointment.

We look forward to you commencing work at ___________________ at ____________ on ______________ and on arrival please report to ________________ or _______________ in the ____________________.
The appointment is made subject to the following terms and conditions:
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 in the confidential stamped addressed envelope provided. 

3. Confirmation of your authorisation to work in the UK as required by the Immigration Asylum and Nationality Act 2006.  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. A satisfactory Disclosure from the Criminal Records Bureau (CRB).  
5. Your annual salary as at _____________ will be £__________, including Inner London Allowance.  Your salary will be paid weekly/monthly by cash/cheque/bank credit transfer, in advance/arrears, (if monthly) on the ______ of the month. 

6. Satisfactory completion of an initial probationary period of up to three months duration. 

7. (7a)The appointment is for a fixed term and will terminate on ________________ [Give details]. The reason for the fixed term is ________________________________ [Give details as stated in Section 7: Page 5, point 11].

(7b)The employment is dependent upon continued funding for the post from grants and/or other sources. 

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

9. Where the contract of employment is terminated by your employer you are entitled to the following notice:-

One week after one month’s continuous employment.

Thereafter one week’s notice for every completed year of service up to a maximum of twelve weeks.

 If you wish to terminate your employment, you are required to give one week’s notice after one month’s continuous employment 
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.
After you have commenced employment you will be given a full copy of your Statement of Terms and Conditions of Employment which will provide details of the Grievance Procedure and Disciplinary Procedure and other information.
Please ensure you bring your P45 and bank/building society details with you on your first day.
I very much hope that you will enjoy your period of service in this post.
With every good wish.
Yours sincerely,
[Name]

Cc:

Enc:

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

POST OF……………………………………………………………………………………….........................

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

Signed ……………………………………………….................
Date………………………………………
My bank/building society details are as follows:
	Name of bank/building society:
	

	Account name:
	

	Account Number:
	

	Sort code:
	


