<Title> <Forename> <Surname>

<Correspondence Address Line 1>

<Correspondence Address Line 2>


<Correspondence Address Line 3>

<Correspondence Postcode>

<Applicant Reference>








<System Date>

Dear <Title><Surname>
I am pleased to offer you an appointment as a Prison Officer at [Organisation] from [date] on conversion from a [FORMER GRADE].  You should arrive at [time] and ask for [name of reporting officer]. . 

Your transfer will take place on <INSERT START DATE>. Your transfer will be at [YOUR OWN/PUBLIC EXPENSE].
 [For a conditional appointment include the following paragraph

The appointment will be on a conditional basis pending the completion of [insert details of each outstanding pre-appointment check]. If the outcome of these is satisfactory to us you will be notified accordingly as your appointment will be continued on an established basis. If the result of the enquiries is not satisfactory to us, your conditional appointment will normally be terminated unless, exceptionally, the Department is able to offer a permanent appointment on different conditions of service or at another establishment/location agreed with you.]
[For operational grades where the post has been advertised with a MPP include the following 2 lines
Please note that this position is offered subject to a minimum period in post (MPP) of [ ] years. If you are promoted within this time the MPP will be waivered.]
What to do next

This letter and the attached summary of terms and conditions sets out the main terms and conditions of service as they apply at the present time.

Please read all the documents enclosed including the Basic Guide to the Official Secrets Act. Please note by signing to accept this offer of employment you are confirming you will be bound by the provisions of the Official Secrets Act 1989.  

Please confirm acceptance of the terms and conditions of employment contained or referred to in this letter and Annex A.   Please return to the address below: 

· One signed copy of this letter    

· Completed Freemason Declaration  

· Completed New Starter Details form 

· P45 as soon as it is available.

Please do not hesitate to contact me if you have any queries or concerns.

Yours sincerely

ACCEPTANCE

I accept / do not accept employment on the terms contained or referred to in this letter and attached Annex A. 
Name

…………………………………………………………..
Signature 
.................................................................................

Date 

…………………………………………………………..
Enclosures:
Duplicate copy of appointment letter for retention

Summary of terms and conditions
Map and Direction information

Freemason Declaration

Guide to the Official Secrets Act

New Starter Form

Uniform form

SUMMARY OF THE PRINCIPAL TERMS AND CONDITIONS OF APPOINTMENT

The following paragraphs summarise or refer to your main terms and conditions of service as they apply at present. This summary and appointment letter are issued in accordance with the requirements of sections 1-7 of the Employment Rights Act 1996. Details of your conditions of service are given in the Staff Handbook, the Civil Service Pay and Conditions of Service Code, the Civil Service Management Code, the Civil Service Code and Notices to Staff, Instructions and Orders, E Mail messages etc. which also notify you of any changes.  You should understand, however, that because of the constitutional position of the Crown its employees hold their appointments at the pleasure of the Crown.

The National Offender Management Service (NOMS) will process all personal data in line with its responsibilities under the Data Protection Act 1998.
1.
CONTINUITY OF EMPLOYMENT 

Your current employment with NOMS will count as part of your continuous period of employment which therefore began on your current start date for the purpose of the Employment Protection legislation.

[For current non-casual employees who have completed probation; and for current casual employees who have been recruited through fair & open competition and have completed a minimum of six months’ service, during which time their performance, attendance and conduct have been considered satisfactory] 

2.
PERFORMANCE
On conversion to Prison Officer it is not necessary for you to complete a further period of probation. However you should note that staff securing prison officer posts are expected to reach the required standard of attendance, conduct and performance for that grade. Failure to meet the required standard will be dealt with under the relevant procedures and could ultimately result in dismissal. 

 

Every prison officer is required to complete satisfactorily a POELT course.  Your appointment will be confirmed if you demonstrate that you have the ability to meet in full the normal requirements of the prison officer grade and pass the Prison Officer Training Course. Your attendance (including sick absence record) and conduct must also have been satisfactory.  If at any time you are unsure what is required of you in the post to which you are assigned, you should talk to your line manager.

 

The Employee Support team will be available to assist you if you have a problem which you wish to discuss in confidence. You may also wish to seek help from your Trade Union.

[For current non-casual employees who have not completed probation; and for current casual employees who were not recruited through fair & open competition, and/or have not completed at least six months’ satisfactory service]
2.
PROBATION

You will be on probation for a period of 12 months. The purpose of probation is to test your suitability for permanent appointment. 

Every Prison Officer is required to complete satisfactorily either a residential training course or a locally based course during their probationary period. 

Your appointment will be confirmed if you demonstrate that you have the ability to meet in full the normal requirement of the Prison Officer grade and pass the Prison Officer Training Course. Your attendance (including sick absence record) and conduct must also have been satisfactory.

During probation your performance, conduct and attendance will be assessed by your line manager who will make a recommendation to your Governor about your suitability. You will receive induction into NOMS, during which you will discuss and agree your performance plan with your line manager. Your line manager will arrange to discuss your progress regularly throughout the period of probation. If at any time you are unsure what is required of you in the post to which you are assigned, you should talk to your line manager.

The Employee Support team will be available to assist you if you have a problem which you wish to discuss in confidence. You may also wish to seek help from your Trade Union.

If you complete your period of probation successfully, you will receive a letter confirming your appointment from your Governor. If your performance, attendance or conduct are not satisfactory, your appointment may be terminated at any time during the probation period, but you will be given every reasonable opportunity and assistance to prove yourself. An extension of probation will only be granted in exceptional circumstances.

3.
CUSTODIAL CARE NATIONAL VOCATIONAL QUALIFICATION 

You will be expected to complete the Custodial Care National Vocational Qualification, Level 3, within 12 months from commencement of your employment as a prison officer. Where this is not achieved, unless it is ultimately identified as unachievable through no fault of your own by your Governing Governor, you will be deemed to have failed your training and will be unable to remain in the post of prison officer. At that time NOMS will look to consider other options under capability procedures, which may ultimately lead to dismissal.

4.
PAY

You will be paid monthly in arrears by credit transfer direct into your bank account. The pay scale for this post is [   ] to [    ] per annum. Your starting salary will be [normally be the minimum of the grade unless prior agreement with HQ]. [In addition you will receive a local pay allowance of [   ]. [A prison officer specialist allowance of [   ]] Making a total pensionable pay of [     ] per annum.] 

Prison Officers have a common incremental date of 1st April after having completed 12 months’ service. See NTS 17/2007 and NTS 15/2008.
5.
HOURS

The weekly conditioned hours are an average 39 hours over the shift cycle, net of meal breaks. Meal breaks are unpaid. Additional hours worked are recompensed by time off in lieu (TOIL).

6.
LEAVE

As a shift worker, your conditions of service require that your annual leave will be recorded in hours. Annualised annual leave expressed in hours, based on an average 39 hour working week. An average day is calculated as 39 divided by 5 = 7.8 hours.

Annual leave is taken against the number of hours in the week/day according to the shift roster. Normally at least 4 weeks annual leave will be pre-scheduled.

Your annual leave allowance is:

Allowance

4 weeks 2 days (22 days)
on entry, 

172 hours

5 weeks (25 days)

after 1 year

195 hours

6 weeks (30 days)

after 18 year's service
234 hours

BANK, PUBLIC AND PRIVILEGE HOLIDAYS

You are entitled to 11 days, expressed as 86 hours in recognition of Bank, Public and Privilege Holidays. These hours are added to the annual leave allowance.

7.
SICK ABSENCE

The following provisions apply:

a.
Sick absence on full pay, less any social security benefit received, for up to six months in any period of 12 months - and after that on half pay, up to a maximum of 12 months sick absence in any period of four years or less.  Any Statutory Sick Pay (SSP) due will be paid within the maximum of full pay.  But if your attendance is unsatisfactory because you have frequent or continuous sick absence your suitability for continued employment may have to be reviewed.

b.
If you have received (or claimed but not received) a benefit from DWP or unemployment benefit during the period beginning 57 days before your entry to the Civil Service you will have received a letter from DWP about this.  If you have not already sent this letter to us you should do so immediately.

8.
MOBILITY

As a prison officer you are a mobile grade and can be required to transfer to anywhere in the United Kingdom. You will be notified of any changes at least one month in advance of their implementation.

9.
NOTICE

Because of the constitutional position of the Crown, its employees cannot demand a period of notice as of right when their appointments are terminated.  Normally, however, unless you are dismissed on disciplinary grounds and providing you have served continuously for one month or more the following minimum periods of notice will apply:


Staff with less than 4 years' continuous service:
5 weeks

Staff with 4 years' or more continuous service: 
not less than one week for each year of continuous employment plus one week, to a 
maximum of 13 weeks.

If for any reason other than disciplinary dismissal the minimum period of notice cannot be given, you will receive pay in lieu of the unexpired period of notice.

If you are retired prematurely, you may be eligible for a longer period of notice, details of which may be found in the Code.

If you decide to leave the Service you are expected to give not less than one month's notice.  You are also expected to leave on the last day of a calendar month.

10.
PENSION ARRANGEMENTS
[For those already in Classic, Classic Plus, Premium or Nuvos, say the following:]

You are already covered by the Civil Service pension arrangements. We will continue to deduct contributions from your salary, if applicable, in the usual way. 

[Those not in Classic, Classic Plus, Premium of Nuvos should be treated as new entrants and join Nuvos or Partnership:]

As soon as you start your new job, you are eligible to join the Civil Service pension arrangements. We offer you a choice of two types of pension:

· nuvos. This is an occupational pension scheme that currently has a 3.5% member contribution rate. As your employer we meet the rest of the cost of the scheme.

· partnership pension account. This is a stakeholder pension with a contribution from ourselves. How much we pay is based on your age. We pay this regardless of whether you choose to contribute anything. You do not have to contribute but, if you do, we will also match your contributions up to 3% of your pensionable earnings. The contributions are in addition to the age-related contribution mentioned above.

You will find full information on your pension choices in the Starter Pack which our distributors will send you. To enable them to send you your Starter Pack, we will provide them with your name and home address. The distributors will not use this information for any other purpose. If you do not receive your pack before you start work please contact [       ].
We will automatically enter you into nuvos on appointment unless we receive your PensionChoices form at or before your start date.  We will deduct contributions from your salary with effect from your start date. If you wish to open a partnership pension account and you make your choice within 3 months, we will backdate your choice to your start date. If we do not receive your form within 3 months, you will remain as a member of nuvos, unless you subsequently opt out.

You do not have to join the Civil Service pension arrangements .If you opt out, you will build up benefits in the State Second Pension Scheme (S2P) instead.   But if you are considering opting out we strongly recommend that you read the Starter Pack before you make any decision.

Please contact our pensions administrators, who are Home Office Pay and Pensions Service (HOPPS) - the APAC Help line is 0845 000 0012 - if you have any questions about the pension arrangements or visit the Civil Service Pensions’ website: www.civilservice-pensions.gov.uk.

Please return your PensionChoices form and the partnership pension application form, if applicable, to [       ]
Please contact our pension administrators, who are [insert APAC details including Helpline number] if you have any questions about the pension arrangements or visit the Civil Service Pensions’ website: www.civilservice-pensions.gov.uk.’
[Casual staff in Partnership:] 

You have a Partnership pension account. You can choose to remain with that account, or to transfer to the nuvos scheme, either immediately or at a later date. Nuvos is an occupational pension scheme that currently has a 3.5% member contribution rate. As your employer, we meet the rest of the cost of the scheme. However, if you have been a member of a Civil Service pension scheme within the last five years, you would rejoin that scheme and not be eligible to join nuvos.

Please contact our pension administrators, who are [insert APAC details including Helpline number] if you have any questions about the pension arrangements or visit the Civil Service Pensions’ website: www.civilservice-pensions.gov.uk.’
 

11.
AGE OF RETIREMENT

The normal retirement age for your grade is 65 (although some rejoiners who have had a short break in service may be able to retain a pension age of 60).  No member of staff can expect to remain in service beyond the age of 65.  Staff wishing to work beyond 65 will have their case considered on its individual merits on a case by case basis. 
12.
ACCEPTANCE OF OUTSIDE APPOINTMENTS

Special rules apply to those in the Senior Civil Service and those whose official duties in the 2 years before leaving Crown service (or earlier if the association has been of a continued or repeated nature) resulted in personal involvement with the company or other organisation making the offer; or in access to commercially sensitive information of competitors. If this applies you must obtain the consent of the Government before accepting any offer of employment in business or other bodies outside the Civil Service which would commence within 2 years of leaving Crown employment. 

13.
ARMED FORCES RESERVED COMMITMENT

The National Offender Management Service (NOMS) is not a reserved occupation. However Prison Officers are required to remain in their post in the event of a national emergency and would not be available for call up with the rest of the Territorial Army and members of the Reserved Forces. Therefore, staff in this grade are not permitted to be a member of the Territorial Army or any other auxiliary or reserve force. Prison Officers who are currently a member of the Territorial Army or Reserved Forces would be permitted to serve out their current commitment but would not be permitted to extend this. 

NOMS staff are not exempt from any reservist commitment that may have been retained from previous service in the armed forces. In the event of a national emergency you may receive mobilisation papers. You must notify the Governor or Head of Group/Unit of your call up (in cases of both voluntary and compulsory mobilisation) and seek consent if it is voluntary mobilisation. Consideration will be given as to whether there are any grounds to seek exemption from mobilisation.

14.
CONDUCT AND DISCIPLINE

The rules on conduct and the disciplinary procedures, which currently apply to your appointment, are set out in PSO 8460 – Conduct and Discipline and the Staff Handbook.

15.
GRIEVANCES

If you have a grievance related to your employment or any other work related problem, you should seek to resolve it informally with your line manager in the first instance.  If this is not possible the procedures set out in PSO 8550. Staff Grievance Procedures should be followed.

You may seek advice at any time from your trade union representative or Employee Support.
Employee Support is also available to assist if you have a personal problem which you wish to discuss in confidence.

16.             TRADE UNION REPRESENTATION

NOMS attaches importance to ensuring effective consultation and involvement of staff. It is, of course, a personal decision whether or not to join a Trade Union, but NOMS encourages staff to join an appropriate Trade Union and to play an active part within it, making sure their views are represented. The recognised Trade Union(s) for your grade is the Prison Officers Association. Your representative(s) is/are [              ] and they can be contacted at [                  ], telephone number(s) [              ]. 
17.
USE OF OFFICIAL INFORMATION

All Civil Servants owe duties of confidentiality and loyal service to the Crown. This means that you are required to exercise care in the use of information which you acquire in the course of their official duties and to protect information which is held in confidence. You are also subject to the Official Secrets Act 1911 -1989. 

18.
UNIFORM

Prison Officers receive a free uniform. Footwear, or a footwear allowance, is also payable.

19.             FITNESS STANDARD

It is a condition of employment that you satisfy the fitness criteria set down by NOMS and that you pass an annual fitness test. It is your responsibility to maintain the required fitness standard during your period of employment. If the annual test is failed, a re-test will be required. If the re-test is failed, training and support will be provided for a final test. Failure to pass the final test will result in either re-grading or dismissal on capability grounds. A claim of inability to take the tests for medical reasons will be referred to the NOMS Medical Advisor: if a chronic condition is identified, medical retirement may follow. Refusal to take the tests other than on medical grounds may result in disciplinary action being taken.

20.
PROFESSIONAL STANDARDS

NOMS staff are expected to meet high standards of professional and personal conduct.  All staff are personally responsible for their conduct.  Misconduct will not be tolerated and failure to comply with these standards can lead to action which may result in action being taken under PSO 8460 – Conduct and Discipline.

PSO 8460 - Conduct and Discipline and PSO 1215 – Professional Standards identify the key standards of professional and personal conduct expected of all staff.

21. RACIST GROUP POLICY

NOMS has a declared policy of promoting and sustaining racial equality and harmony, both between staff and in regard to relationships with prisoners. On application you will have confirmed that you do not belong to any group or organisation promoting racist principles, aims or policies.  If you are found to have been untruthful in this regard you will be subject to procedures under Conduct and Discipline in NOMS which may lead to dismissal.  Furthermore, racist behaviour by staff on or off duty, particularly involvement in activities of a prohibited organisation, may also lead to disciplinary procedures being initiated. 

22. DECLARATION OF MEMBERSHIP OF FREEMASONS

HM Government has a policy which requires all new appointees to certain posts in the criminal justice system to declare whether or not they are Freemasons. You must complete the attached declaration about whether or not you are a Freemason before your appointment is confirmed. It is not intended at present that the information collected will be made public. It will be used for statistical purposes only. If, in the future, it is to be made available publicly, the informed consent of each individual affected will be sought.
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