APPENDIX  6
MODEL WELCOME LETTER TO INCOMING 

EMPLOYEES TO ACC

Dear

TRANSFER OF EMPLOYMENT
I am pleased to welcome you to Aberdeen City Council and look forward to working with you.

As you are aware your employment with [name of organisation] will transfer to  Aberdeen City Council with effect from [date].  Your transfer is subject to the Transfer of Undertakings (Protection of Employment) Regulations which protect the contractual rights you had with [name of organisation].

Your employment with Aberdeen City Council will commence on [date] but full recognition of your previous service with [name of organisation] will be given when calculating your continuous period of employment for the purposes of determining your annual leave and sick pay entitlement.

For administrative purposes it will be necessary for us to issue you with a dedicated employee number.  This number will be quoted on your pay advice and should be quoted on all correspondence with Payroll.

[Please enter any relevant service specific information].

If you have any queries relating to your employment please contact me on 01224 [number].

Yours sincerely

Name

Job Title

Note: Please ask an HR Adviser to review the letter before issuing.
