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INSERT DATE

STRICTLY PRIVATE AND CONFIDENTIAL

ADDRESSEE ONLY
INSERT NAME
INSERT ADDRESS

Sent by Email to: (If applicable)
Dear NAME
AMENDMENT TO STATEMENT OF TERMS AND CONDITIONS OF EMPLOYMENT

Following your successful trial period I am writing to confirm the change to your terms and conditions of employment as follows:

	Job Title:

	

	Band:

	

	Pay Point:

	

	Increment Date:

	(If salary and band  remains the same there will be no change to your increment/ OR If salary and band changes the increment date will be effective from the start date of the new post)

	Working Hours:

	

	Working Pattern:

	

	Location:

	

	Date Effective From:

	

	Annual Leave Entitlement:

	If there is a change in your contractual working hours your annual leave entitlement will be adjusted accordingly

	Notice Period:

	General notice periods will apply in line with agenda for change


Please note that all other terms and conditions remain unchanged and are in accordance with the Agenda for Change Terms and Conditions of employment.

Please can you sign both copies of this letter and return one copy to me at your earliest convenience to retain on your personal file.  The second copy is for your own records. If you do not return a signed copy within 4 weeks from the date of this letter it will be implied that you are in acceptance of the new terms and conditions.
If you have any queries regarding the content of this letter, then please do not hesitate to contact me on xxxx.

Yours sincerely

Job Title of Manager

Department

Cc
Personal File

I agree to the new terms and conditions of employment outlined above

Signed................................................     Date..................................................
	Queen Elizabeth Hospital

Mindlesohn Way

Edgbaston

Birmingham

B15 2WB

0121 371 2000


	Heartlands Hospital

Bordesley Green Road

Birmingham

B9 5SS

0121 424 2000
	Good Hope Hospital

Rectory Road

Sutton Coldfield

West Midlands

B75 5RR

0121 424 2000
	Solihull Hospital

Lode Lane

Solihull

West Midlands

B91 2JL

0121 424 2000

	Chair: Rt Hon Jacqui Smith
	Chief Executive: Dr David Rosser



