EMPLOYMENT OFFER LETTER


EMPLOYER INFORMATION:
Company Name: ____________________________________________________________
Registered Address: ______________________________________________________
Company Registration Number: _____________________________________________
Contact Email: ___________________________________________________________
Contact Phone: ___________________________________________________________

CANDIDATE INFORMATION:
Full Name: ______________________________________________________________
Address: _________________________________________________________________
Email: _________________________________________________________________
Phone: _________________________________________________________________

Dear ____________________________,

We are pleased to offer you employment with the Company on the terms set out in this letter. This letter, along with any referenced documents, comprises the entire agreement between you and the Company concerning your employment.

1. Job Title and Duties
You will be employed as ________________________________________________. Your duties and responsibilities will include but not be limited to the following:
- _________________________________________________________________
- _________________________________________________________________
- _________________________________________________________________
You agree to carry out your duties faithfully, diligently, and to the best of your abilities, complying with all lawful and reasonable instructions and Company policies.

2. Place of Work
Your primary place of work will be at ________________________________________________________________. The Company reserves the right to require you to work at any other location within reasonable commuting distance.

3. Hours of Work
Your normal working hours will be from ______________ to ______________, ______________ days per week, totaling ______________ hours per week. The Company may require you to work additional hours as necessary, for which no additional payment will be made unless otherwise agreed.

4. Start of Employment
Your employment will commence on the date agreed upon between you and the Company. There is no fixed term of employment unless expressly agreed otherwise in writing.

5. Probationary Period
Your employment is subject to a probationary period of ______________ months. During this time, either party may terminate the employment by providing ______________ notice in writing or payment in lieu of notice. Upon successful completion of the probationary period, your employment will continue subject to the terms set out in this letter.

6. Salary and Payment
You will receive a gross salary of £________________ per annum, payable monthly in arrears by direct bank transfer on or around the ______________ day of each month. The salary is subject to deductions for income tax, national insurance contributions, and any other deductions required by law or agreed by you.

7. Benefits
Details of any additional benefits provided to you are as follows:
- Pension scheme membership in accordance with statutory requirements.
- Holiday entitlement of ______________ days per annum, in addition to public and bank holidays.
- Sick pay provisions in accordance with Company policy and statutory requirements.
- Any other benefits: ______________________________________________________

8. Holiday
You are entitled to ______________ days of paid holiday each holiday year, in addition to public and bank holidays. Holiday requests must be submitted in accordance with Company policy and require prior approval.

9. Sickness Absence
You must notify your line manager as soon as possible but no later than the start of your working day if you are unable to attend work due to illness. Statutory Sick Pay (SSP) will be paid in accordance with current legislation and the Company's sick pay policy.

10. Confidentiality
During and after your employment, you must keep confidential all information relating to the business affairs, clients, and employees of the Company and must not disclose such information to any third party except as required by law or with prior written consent of the Company.

11. Intellectual Property
Any intellectual property rights arising in the course of your employment belong to the Company. You agree to disclose all inventions, designs, and works developed during your employment and to execute all documents necessary to assign such rights to the Company.

12. Data Protection
The Company will process your personal data in accordance with applicable data protection laws. Further details are provided in the Company’s Data Protection Policy, which you should review and comply with.

13. Termination of Employment
After successful completion of the probationary period, either party may terminate this agreement by providing the following written notice or payment in lieu:
- During probation: ______________ notice
- Thereafter: ______________ notice
The Company reserves the right to terminate your employment without notice or payment in lieu for gross misconduct or serious breach of contract.

14. Return of Property
On termination of employment for any reason, you must return all Company property, documents, and confidential information in your possession.

15. Grievance and Disciplinary Procedures
The Company’s grievance and disciplinary procedures apply to your employment and are available on request. You agree to comply with these procedures.

16. Health and Safety
You must comply with all health and safety policies and procedures and take reasonable care for your own health and safety and that of others.

17. Equality and Diversity
The Company is committed to equal opportunities and expects you to support and comply with its Equality and Diversity Policy.

18. Entire Agreement
This letter, together with any referenced policies or documents, constitutes the entire agreement between you and the Company relating to your employment and supersedes all prior agreements or understandings.

19. Governing Law and Jurisdiction
This agreement shall be governed by and construed in accordance with the laws of England and Wales. The parties agree to submit to the exclusive jurisdiction of the courts of England and Wales.


Please sign and return one copy of this letter to confirm your acceptance of the terms herein and your agreement to commence employment on the agreed date.


	EMPLOYER
	EMPLOYEE

	

Signature: _________________________
	

Signature: _________________________

	Name: ________________________________
	Name: ________________________________
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