Suggested engagement letter to WEC candidate

It is recommended that the employer provides the candidate with an engagement letter to set out the terms of his/her Work Experience period.  Suggested wording for this letter is set out below (and within the WEC Guidelines to Candidates document).
(Date)
Dear (candidate name)
ESA Work Experience Certificate

I am writing to confirm that (employer’s name) is willing to offer you a period of (confirm the period being offered) week(s) of work experience. At the successful conclusion of this period, and subject to approval by the European Sponsorship Association (ESA) of the required paperwork, you will have qualified for the ESA Work Experience Certificate.

During your work experience period you will be paid (confirm payment) per day/week.  Payment will be made weekly/monthly in arrears.  

(Optional) Subject to reasonable limits, (name of employer) will also cover your daily travel expenses which must be submitted weekly/monthly in arrears with supporting invoices and receipts.  Please advise us soonest of the expected level of these travel expenses and, upon confirmation from (name of employer), you will be paid weekly/monthly in arrears.

The level of the ESA Work Experience Certificate to be achieved following your period with (name of employer) will be 

(Confirm level of WEC to be achieved – Gold, Silver or Bronze)


Attached to this letter is the Feedback Form to be completed at the conclusion of your Work Experience by both (name of employer) and you.  It sets out those activities you will be expected to experience and includes input from yourself as to those skills you have acquired as a result of your Work Experience period (attach appropriate level form/ download pdf). Also attached is a copy of Guidelines for Candidates (attach/download)
By us offering and you accepting this engagement, both parties agree to abide by the attached scheme Terms and Conditions specified by ESA.

(Optional) Prior to the commencement of your Work Experience Certificate period you are required to sign and return the attached Non-Disclosure Agreement (NDA available from ESA/download).

Continued/ …

We look forward to seeing you at (address) on (date) at (time).  Please note that dress requirements are (fill in appropriately, or ignore if not applicable).  If you have any queries in the meantime, don’t hesitate to contact (name and details of contact).
Yours sincerely,
(Signed by representative of employer)

Encs: Feedback Form, Guidelines for Candidates, Terms and Conditions (NDA if applicable)
