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Sent via email: 

Date


Dear XX

[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Role Title

Following your recent interview, I am pleased to offer you the position of XX with an anticipated start date in DATE. This is currently a fixed term post which is expected to end on DATE due to funding.

Your commencing salary will be £XX per annum FTE, and your hours of work will be XX hours per week. Given your part time hours, your salary for a whole year will be £Part Time salary figure pro rata, which will be further prorated to account for the fact that this will be a xx month contract.

Your appointment will be subject to a six-month probation period during which time your performance and progress will be kept under review. 

The annual holiday entitlement is 210 hours (pro rata), which is inclusive of recognised public holidays.

The employer and contractual location is XX

We ask that you complete a health questionnaire, and we need two references and a DBS check.

· DBS Check

We will need you to complete an enhanced DBS check – a link will come by email from Thirtyoneeight our DBS provider. Please follow the instructions in the email. You will then need to provide us with your ID.

· Health Clearance – Medigold Health 

Please follow the link below using this password: DioceseBristol.PPQ

https://www.medigoldone.com/Responses/7710

We will receive confirmation from Medigold Health that the assessment has been completed. This is so that XX can support you with any adjustments that may be needed.

· Proof of Right to Work
In accordance with the UK Visa and Immigration, we are required to check and copy certain original documents from potential employees, to ascertain eligibility to work in the UK.  Successful candidates are asked to provide original documentation of proof of right to work in the UK.

Please could you arrange a date to meet with XX to check your ID documents. XX will take a copy for the church employment files. 

In addition, please find attached three further forms that you are asked to complete and return in readiness for your start date: 

· Emergency Contact details form - please send this to XX  

· Please could you complete the Bank details form and HMRC Starter Declaration form and return to humanresources@bristoldiocese.org along with your P45 if you have one. The Bristol Diocese HR team will be managing Payroll and Pension for this post.

Your Contract of Employment will follow as soon as your pre-employment checks have been completed.

Pension information
 
Subject to your eligibility, you will be automatically enrolled in Nest Pension Scheme. The Scheme is contributory, with employees contributing 5% and XX contributing 3%.

[We use qualifying earnings to calculate pension contributions, which is used by most employers. The figures are reviewed annually by the government, for the 2025/26 tax year it is £6,240-£50,270 a year.]

Further information about the Scheme is available from Nest 

I wish you much success in your new role and I hope that you enjoy your work with XX.

In the meantime, should you have any queries, please do not hesitate to contact me.

Yours sincerely

XX

Georgina Ross
HR Coordinator
Email: Georgina.ross@bristoldiocese.org  
Encl:	Bank Details Form
	Emergency Contact Details
	HMRC Starter Declaration


CC: 	 





Diocesan Office, First Floor, Hillside House, 1500 Parkway North, Stoke Gifford, Bristol BS34 8YU
[image: EDITED_small.jpg]0117 906 0100 | www.bristol.anglican.org | 

The Bristol Diocesan Board of Finance Limited | Reg. in England: Charity 248502, Company 156243



Diocesan Office, First Floor, Hillside House, 1500 Parkway North, Stoke Gifford, Bristol BS34 8YU
[image: EDITED_small.jpg]0117 906 0100 | www.bristol.anglican.org | 	

The Bristol Diocesan Board of Finance Limited | Reg. in England: Charity 248502, Company 156243

image2.png
o ¥

m——

<

>

DIOCESE OF BRISTOL
TRANSFORMING. TOGETHER.





image1.jpeg
THE CHURCH
OF ENGLAND




