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Dear Name
Re: Post Title and Secondment 

Following your interview, I am very pleased to be able to make a conditional offer to you of the position of Job Title in Section/Department under the following terms and conditions:  

Start date:
[Amend/delete as applicable] Date/To be agreed
End date:

Grade:

Salary:
[Amend/delete this section as applicable - see http://www.admin.cam.ac.uk/offices/hr/salary/progression.html. Add in any allowances or supplements which apply.]  


[OPTION 1 - use where post is eligible for service-related progression]

£xx,xxx (Point xx)

Staff group:
[Where applicable, also indicate established or unestablished status e.g. state Unestablished academic-related.] 
Location:
You will be based at address. 

Full-time/Part-time:
[Delete as applicable] Full-time/Part-time
Hours of work: 
[See http://www.admin.cam.ac.uk/offices/hr/policy/hours/ for contractual wording on hours of work; add any further details as required e.g. start/finish times.]  

Holiday entitlement:
[See http://www.admin.cam.ac.uk/offices/hr/policy/leave/annual/ for contractual wording on holiday entitlement; add any further details as required e.g. closures, pro-rata entitlement.]  
· Pension eligibility:[If you are seconded to a role in a different staff category then the pension eligibility may be different to your substantive post. If it is a different pension scheme you can decide whether to move into the other pension scheme or to remain in your current pension scheme and you should contact pensions to discuss options/implications]
            Pension scheme details are  available on the following web link:

            http://www.admin.cam.ac.uk/offices/pensions/schemes.html. 
Reporting manager:
[Name]
Any other conditions:
[Established officers only; delete if not applicable.]I should call your attention to the requirements in the University’s Statutes and Ordinances regarding residence for University Officers. These can be found in the ‘Residence of University Officers’ section in Chapter XI at: http://www.admin.cam.ac.uk/univ/so/pdfs/ordinance11.pdf. 
This offer is conditional upon:
· The University receiving references which it regards as satisfactory
· The satisfactory outcome of [detail any further pre-employment checks required i.e. a standard Disclosure and Barring Service (DBS) check, an enhanced Disclosure and Barring Service (DBS) check, a security check, health screening; see http://www.admin.cam.ac.uk/cam-only/offices/hr/recruitment/checks/ for guidance]. Whether an outcome is satisfactory will be determined by the University.
On taking up your appointment, you will be provided with an induction programme to help you settle into your new role. Further details will be sent to you before your first day.

For full details of the secondment policy please see the following: [web link to Secondment policy]

Please send your written acceptance of this offer to me as soon as possible.
I hope that the conditions outlined above will be readily satisfied and I look forward to working with you. If you have any questions, please do not hesitate to contact me.
Yours sincerely

Name
Post
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