LETTER 6 -Offering Alternative Temporary Employment

(insert today’s date here)

PRIVATE & CONFIDENTIAL

Name

Address

Dear

RE:  Offer of Alternative Temporary Employment

As you will be aware you current temporary employment with the University Health Board is due to end on……However, I am able to offer you alternative temporary employment as……………………..in the…….department. This new temporary contract of employment will commence on……………………

The reason for this temporary appointment is because (give brief explanation). The appointment is expected to last for ……..months. However, no guarantee can be given that employment will last the full term of this period. I this situation we reserve the right to bring employment to an early end, if necessary, with the appropriate contractual notice,. Notice provisions are outlined in your contract of employment, which were issued to you on your appointment. 

Enclosed with this letter is a copy of the new job description for this post. Should you wish to accept this offer, I would be grateful if you could sign the acceptance slip below and return it to me at <address>.

The Shared Services Department will also forward on to you two copies of a new contract of employment in due course. Please sign both copies of the contract, returning one copy to me and retaining the second copy for your records. 

If you have any questions about this information please contact me on <telephone number>.

Yours sincerely,

(Title)……………..

(Division)…………..

cc
Recruitment Section

      
Payroll Section

-------------------------------------------------------------------------------------------------------

I wish to accept the temporary appointment as outlined above

Name
______________________________ Job Title: ___________________   

Signed_____________________________ Date________________________
