


Using this document – delete this box

This letter is to be used in advance of the terms and conditions of employment document to offer a role and request further information as required by Safer Recruitment.
Statements highlighted in Yellow are instructions for completing this document. You can delete these once they have been undertaken.

Sections highlighted in [Blue] are where you need to add information to customise this document. Change the words in the square brackets to the information appropriate for your situation, for example [job title] should be changed to the role the person will be doing and the square brackets and highlighting removed. In some square brackets we have included recommendations, where this is the case there is normally some guidance in yellow.

 Sections which are highlighted in Green are clauses which may or may not be relevant to the role. You should review these and if they are not required delete them. They are mostly related to safeguarding so if you are unsure speak to your safeguarding officer or contract the diocesan safeguarding team.



DATE
Private and Confidential
NAME
ADDRESS


Dear NAME,
Offer of Employment



Further to our discussion on DATE I am pleased to confirm our offer for the role of ROLE with effect from START DATE. 
This conditional offer of employment is subject to:
· at least two satisfactory references, including one from your most recent employer/place of study,
· clearance from the Disclosure and Barring Service (DBS) the basic/enhanced level,
· verification of your right to work in the UK,
· evidence of INSERT QUALIFICATIONS.

The main terms of this offer are:
Salary:
Hours of work:
Leave:
Location:
Pension:
Notice period:
This offer combined with your Statement of Terms of Employment constitutes you contract of employment and overrides anything said to you during interview or in any other discussions. Your Statement of Terms of Employment will be sent to you upon successful competition of the above conditions.
This offer will be withdrawn if any of the above conditions are not met.
By accepting this offer you confirm that you are able to accept this job and carryout work that it would involve without breaching any legal restrictions on your activities.

Please sign and return a copy of this letter or email your acceptance, if we do not hear from you by DATE then the offer will be deemed to be withdrawn.
I look forward to working with you.






NAME
JOB TITLE

I accept the offer of employment on the terms offered and look forward to receiving my full Statement of Terms of Employment once all necessary checks are completed.

Signed:

Date:
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