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RECRUITMENT
Offer Acceptance Confirmation Letter 

Manager / HR Guidance Note — Delete This Text Before Issuing to the Candidate
1. Issue this letter promptly following verbal acceptance and tailor it to reflect the specific role, benefits and onboarding arrangements.
2. Remove all bracketed placeholder text before sending. Review every field carefully — do not leave any [square brackets] in the candidate version.
3. Candidate Acknowledgement: This letter includes a candidate signature section. Many organisations now rely on the signed contract, electronic acceptance or a recruitment system record as confirmation of acceptance, and do not require a separately signed letter. If a separate signed acceptance is not required in your process, remove the Candidate Acknowledgement section before issuing this letter. If you retain it, ensure the candidate is given a clear deadline for return.
4. Benefits: Ensure all benefits listed are accurate and current. Remove any placeholder bullet points that do not apply. Confirm any qualifying periods or eligibility criteria that apply to individual benefits.
5. Conditions of Offer: Remove any conditional checkboxes that are not applicable to this role. Add any role-specific conditions before issuing.
6. If the organisation offers an Employee Assistance Programme, include details within the Benefits Overview section.

Dear [Candidate First Name],
▪ RE: Confirmation of Offer Acceptance — [Job Title]
We are delighted to confirm that you have accepted our offer of employment for the position of [Job Title] with [Organisation Name]. We are very much looking forward to welcoming you to the team.
Following a competitive recruitment process, we were particularly impressed by your experience, skills and approach, and we are delighted that you have chosen to join us. This letter confirms the key terms of your appointment as agreed. A formal contract of employment will be issued to you separately.
In the event of any inconsistency between this letter and your contract of employment, the contract of employment will take precedence.


▪ Terms of Appointment
	JOB TITLE 
	[Job Title]

	DEPARTMENT / TEAM 
	[Department]

	REPORTING TO 
	[Line Manager Name and Title]

	PLACE OF WORK 
	[Office Address / Hybrid / Remote as agreed]

	START DATE 
	[Date]

	CONTRACT TYPE 
	[Permanent / Fixed Term / Temporary]

	HOURS OF WORK 
	[e.g. 37.5 hours per week / Monday to Friday / as agreed]

	SALARY 
	£[Amount] per annum, paid monthly in arrears on [date]

	PROBATIONARY PERIOD 
	[e.g. 6 months from the date of commencement]

	ANNUAL LEAVE ENTITLEMENT 
	[e.g. 28 days per annum including public holidays]

	NOTICE PERIOD 
	[e.g. 1 month during probationary period; 3 months thereafter]


▪ Hybrid and Flexible Working Arrangements
Any hybrid or flexible working arrangements confirmed above or discussed during the recruitment process remain subject to organisational policy and may be reviewed in line with business requirements. Full details will be set out in your contract of employment.
▪ Benefits Overview
In addition to your salary, you will be eligible for the following benefits as part of your employment with us:
-  [Benefit — e.g. Employer pension contribution of X%]
-  [Benefit — e.g. Employee Assistance Programme (EAP) — confidential 24/7 support]
-  [Benefit — e.g. Private medical insurance (after qualifying period)]
-  [Benefit — e.g. Cycle to Work Scheme]
-  [Benefit — e.g. Enhanced maternity / paternity pay]
-  [Add further benefits as applicable to your organisation]
Full details of all benefits, including eligibility criteria and how to access them, will be provided during your induction and onboarding process. Some benefits may be subject to eligibility criteria, qualifying periods or scheme rules.


▪ Conditions of Offer
Please note that this offer of employment and your appointment are conditional upon satisfactory completion of the following:
□  Receipt and verification of satisfactory references - a minimum of [e.g. two] professional references will be required
□  Satisfactory completion of a right to work check in accordance with UK legislation, prior to your first day of employment
□  [Where applicable] Satisfactory completion of a Disclosure and Barring Service (DBS) check at [Basic / Standard / Enhanced] level
□  [Where applicable] Verification of professional qualifications, memberships or registrations as discussed
□  [Where applicable] Satisfactory completion of a medical or occupational health assessment, including consideration of any workplace adjustments required
□  [Where applicable] Completion of any required security clearance, site access or background screening process
□  [Add any further conditions specific to the role or organisation]

If any of the above conditions are not satisfied, or information provided during the recruitment process is found to be materially inaccurate or misleading, this offer of employment may be withdrawn.  We will communicate with you promptly should any concerns arise during the pre-employment screening process.
▪ What Happens Next?
Following acceptance of the offer, the following steps will take place:
-  We will begin the pre-employment checking process — including references and any checks noted above
-  Your contract of employment will be prepared and issued to you
-  You will receive further onboarding information, including details of your induction programme
-  We will remain in contact to confirm your start date arrangements and provide any practical information you need
If you have any questions or concerns between now and your start date, please do not hesitate to contact us. We would much rather answer a question early than have you worry unnecessarily.
Prior to your start date, a member of the team or your line manager may contact you to introduce themselves and answer any questions you may have. We want your onboarding experience to feel positive, welcoming and well-supported from the moment you accept our offer.


▪ Your First Day
	YOU WILL BE MET BY 
	[Name] on arrival

	REPORT TO 
	[Building / Office / Reception address]

	ARRIVAL TIME 
	[e.g. 9:00am]

	WHAT TO BRING 
	Proof of identity for right to work check (original documents); bank details for payroll; any documents requested by HR

	DRESS CODE 
	[e.g. Smart business / Business casual / As discussed]

	PARKING / ACCESS 
	[Any relevant practical information]



Any equipment, system access requirements or security arrangements will be communicated to you in advance of your start date.
▪ Pre-Employment Information Required
To allow us to complete your employment records, please provide the following information to [HR contact name] at [email address] as soon as possible, and no later than [Date]:
☐  Completed New Employee Information Form (enclosed / attached)
☐  Bank account details for payroll processing
☐  National Insurance number
☐  Emergency contact details
☐  P45 from your previous employer (or completion of a starter checklist if unavailable)
☐  [Any other documents specific to the role]

Any personal information provided during the recruitment and onboarding process will be processed in accordance with the organisation's privacy notice and data protection obligations under the UK General Data Protection Regulation (UK GDPR) and Data Protection Act 2018. A copy of the relevant privacy notice is available from HR on request.
▪ Points of Contact
	FOR HR / PRE-EMPLOYMENT QUERIES
	[Hiring Manager Name]
[Email] 
[Phone]

	FOR DAY-TO-DAY / ROLE QUERIES
	[Hiring Manager Name]
[Email] 
[Phone]


 
Reasonable Adjustments: If you require any reasonable adjustments prior to your start date, during the pre-employment process or during your induction period, please do not hesitate to contact [HR Contact Name] on the details above. We are committed to ensuring your onboarding experience is fully accessible and supportive.

We are genuinely excited to have you join us and hope you will find your new role both rewarding and fulfilling. If you have any questions in the meantime, please do not hesitate to get in touch.  

If your circumstances change and you are no longer able to take up the position, please notify us as soon as possible so that we can make alternative arrangements.  [Hiring Manager Name] and the wider team are looking forward to welcoming you. We are excited about the experience and skills you will bring and look forward to supporting you as you settle into your new role. 

Yours sincerely,

	SIGNATURE: 
	

	PRINT NAME: 
	

	JOB TITLE: 
	

	DATE:
	


▪ Candidate Acknowledgement
Please sign and return a copy of this letter to [HR contact name and email] by [Date].
I confirm that I have read and understood the above and that I formally accept the offer of employment on the terms set out in this letter and any accompanying documentation.


	CANDIDATE SIGNATURE:
	

	PRINT NAME:
	

	DATE:
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