<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 writing to offer you work as a <SESSIONAL TYPE> on a sessional basis at<ORGANISATION>.

<for Sessional Chaplains insert Anglican Chaplains are appointed under section 7 of the Prison Act 1952.  Chaplains of any other faith denomination are appointed under section 10 of the Act.>

<insert either The required work <will be for between <NUMBERS> hours per week> OR <will normally be <NUMBER>  hours per week but to maximum of <NUMBER> hours>.  You will be paid at the rate of <AMOUNT> per hour of attendance. This rate may be subject to periodic review. 

< for Sessional Chaplains insert Where normal travelling time is greater than one hour it can be included in the calculation of fees due. Normal travelling time is defined as the time taken for the return journey, assuming no travel delays.  You will also be able to claim reimbursement of home to office travel expenses restricted to one return visit on any one day. This may be at the cost of public transport or at the mileage rate (as notified by the Governor) if travelling by motor vehicle. These expenses are regarded as an additional emolument for tax purposes. If your home to office journey exceeds 45 miles you will also be eligible to claim a day subsistence allowance (at a rate notified by the Governor).>
All claims for fees and travelling expenses should be made monthly in arrears. Tax and national insurance will be deducted from your payments in line with Inland Revenue arrangements.   

Your precise times of attendance may be flexible within the constraints of prison routines but are subject to discussion between you and your local manager who will be your normal contact point for any work related matters.  <if required for example for Sessional Chaplains insert However, there will normally be a need to attend on <TIME/DAY> for <SPECIFY WORK/DUTY.> You are, of course, free to work or provide services elsewhere during the time you are not working for the Prison Service.

If you are able to nominate a substitute to cover the work/provide the service when you are unable to attend you will need to  provide details to your local manager in advance so that necessary checks may be initiated.

You will not normally have access to staff related in-service training but will be required to receive basic induction including briefing on security matters.  Your accommodation arrangements are <SPECIFY AS APPROPRIATE.> You will be expected to provide your own work related equipment OR <SPECIFY EQUIPMENT AS APPROPRIATE> will be provided.  

You will not be covered by Civil Service pension arrangements.

Please ensure you read the Basic Guide to the Official Secrets Act which is enclosed. You should note that by signing to accept this offer of work you are confirming you will be bound by the provisions of the Official Secrets Act 1989. This requires that you exercise care in the use of information acquired in the course of your work and to protect information that is held in confidence.  You must comply with arrangements to safeguard the physical security of the prison and you will be provided with necessary briefing to do so. 

Whilst neither you or the Prison Service are required to provide a specified period of notice of intention to terminate this working arrangement every effort should be made to provide as much advance warning as possible.  You will not be subject to staff attendance, performance or conduct procedures but will be expected to comply with security arrangements, behave in a professional manner and maintain the required standard for the work/service.  Failure to meet these requirements may result in immediate termination of these working arrangements. 

Please do not hesitate to contact me if there is anything further you wish to know.
Yours sincerely

ACCEPTANCE
I accept / do not accept the terms contained or referred to in this letter.

NAME……………………………………………………………………………………………

SIGNATURE……………………………………………………………………………………

DATE……………………………………………………………..………………………………

Enclosures:

Duplicate copy of offer of work letter for retention

Guide to the Official Secrets Act

New Starter Form
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