Name

Address line 1

Address line 2

Country

Post Code

(Insert Date)

Dear [insert name],

Thank you for attending the interview on [date]. It was very nice to meet you. 

I am very pleased to be able to offer you the post of [job title] subject to satisfactory references and an enhanced Disclosure and Barring Service (DBS formerly CRB) check. Please find attached a job description for this post. This job description will form part of your employment contract. 

The job will be based mainly at my home address:

[insert address]

You will also be required on occasion to work in the local community e.g. accompanying me to the shops, doctor’s appointments and social activities as stated on the job description. 

• Your hourly rate will be: £ [insert here]

• You are entitled to: 5.6 weeks holiday per year (pro rata)

• Your probationary period will last for 6 months (starting on your first day of work). 
During the probationary period either of us may end the employment with one week’s notice. On successful completion of your probationary period: 

•You are entitled to …………………….. notice should the company wish to terminate your employment.

•You are required to give ……………………… notice should you wish to terminate your employment.
Please call/email me on [insert telephone number/ insert email address] to let me know whether you wish to accept this job offer and to arrange when your first day of work will be.

On your first day of work, please bring with you documentary proof of your right to work in the United Kingdom e.g. your passport or residence permit. I will need to see one or two original documents depending on whether you have an indefinite or limited right to live and work in the UK.  If you need further details of which original documents you can use for this purpose, please let me know and I will send you a full list. Along with the originals, please also bring a photocopy of the relevant document(s) so that I can keep it for my records. 

During your induction period I will also give you an employment contract outlining the terms and conditions of your employment and complete a full risk assessment for your job. In addition, I will provide you with the necessary job training. 

If you have any questions prior to your first day at work, please do not hesitate to phone me to ask.
I look forward to hearing from you. 

Yours sincerely,

[Employer’s name]
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