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20th August 2013
Dear Joseph,
We welcome you to Raphael Contracting as an Apprentice Carpenter, to NVQ Level 2 standard. During your second year we shall jointly review the possibility of you continuing to do a NVQ Level 3. Your employment will commence on Monday 16th September 2013, when you must report to Mr. Noel Hall at Acton College.
Whilst you are employed by Raphael we shall endeavour to keep you and everyone around you safe and in a safe working environment at all times.  It is of the utmost importance that you adhere to all Health & Safety Rules at all times on each individual site. Please forward a copy of your P45, passport and both parts of your driving licence (if applicable). Please also complete and return to our Head Office the enclosed new starter form, one signed copy of your contract and medical questionnaire. You also have the option of joining the company stakeholder pension scheme, details enclosed.

The company will either reimburse you all cost associated with obtaining your CSCS test and card or pay for it in advance on your behalf. 
Your respective Site Manager will carry out safety Toolbox Talks weekly with you in an effort to teach you the “do’s and don’t’s” of Health & Safety.

You must never use power tools that you have not been trained to use.  Your college and indeed your Site Foreman and Carpenters will endeavour to instruct you in the safe use of every type of power tool that the company use.
You shall be paid weekly directly in to your bank account at the rate of £70.00 per day, for a 9 hour day Monday to Friday.  You shall be paid 20 days annual holiday plus Bank Holidays. Your holidays must be booked in advance through your Site Manager. Travelling expenses may be obtained via the college on days of attendance, 
We strongly recommend that you invest a considerable amount of your salary each week into the buying of high quality tools to ensure that you have a comprehensive toolkit by the end of your first year.
Your employment will initially be on a six month probationary period.  During this time you will be assessed by the Company, CITB and Acton College on your performance and conduct.  Please would you forward to Head Office copies of any college reports and GCSE results you have received prior to commencing with Raphael.
The Company reserves the right at any time during this period to terminate your employment with one week’s notice or payment in lieu, subject to compliance only with statutory dismissal and disciplinary procedure.  The Company reserves the right to extend your probationary period should it deem this necessary. We would point out that Raphael cannot automatically guarantee you permanent employment on completion of your apprenticeship.

We wish you a successful, safe and enjoyable apprenticeship with Raphael.  Should you have any queries or issues which your Site Manager is not resolving, please call me on 07976 288426.

Yours sincerely

Martin O’Brien
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