



SAMPLE NOTIFICATION TO EMPLOYEES
Employee’s Name
Employee’s Address, email address etc. [if desired]

Dear (Insert Name)   [if desired]
Review of Employment Documentation

Employment legislation is ever-changing. To keep abreast of these changes we undertake a comprehensive review of our employment documentation every year. This is to ensure we always operate within current legislation and follow good human resources practice.

What’s the Impact for Me? 

The impact is minimal. However, technically, these are changes to your terms and conditions of employment. They are designed to take account of new and changed legislation, recent case precedent and good employment practice. They do not affect your personal terms such as pay, hours, holidays etc.

Changes to Written Terms 

This year we have had to make some changes to the wording of our written statements. This is because of changes to data protection legislation. 

As you’ll appreciate, we utilise your personal information to contact you, pay you, deal with statutory benefits, tax, national insurance etc. We want to reassure you that we only use personal information for legitimate purposes in support of your employment. 

You’ll find a summary of what’s changing overleaf. Please keep this with your personal copy of your written terms and conditions of employment.

Changes to the Employee Handbook

[bookmark: Text1][bookmark: Text2]We have also made some changes to the employee handbook. Some deal with the impact of the revised data protection provisions. Others update regulations, take account of case precedent or ensure we follow good practice. A schedule of all the changes can be found at      . Copies of the up-to-date employee handbook are always available from      . Please familiarise yourself with the latest version.

[bookmark: Text3]If you have any questions about this review please do not hesitate to contact      .

Yours sincerely


NAME
JOB TITLE 






The General Data Protection Regulation

You may have read in the media that changes have been made to UK data protection legislation. Although the UK is currently leaving the European Union, it adopted the EU General Data Protection Regulation in May. 

There are no significant changes affecting your job. The new Regulation does not impact adversely on your personal terms and conditions. We can reassure you that we are not making any fundamental changes that affect your employment.

However, we have updated our employee handbook to reflect the main thrust of the new Regulation. Please take the opportunity to familiarise yourself with the reworded clause in the latest edition. This is called “Personal Information and Data Protection”

[bookmark: _GoBack]We have also changed some wording in our written statement of terms and conditions of employment. The updated wording below reflects the declaration that new employees now complete when they join us. Please keep this copy for your information. You do not need to sign and return it.

We are issuing this to reassure you that we continue to comply with data protection principles. We will use your personal information only for legitimate purposes in support of your employment. And it will always be retained securely and processed confidentially, in a lawful, fair and transparent manner. 

Declaration

[bookmark: Text34]I accept this employment on the terms and conditions identified above. I have also read the employee handbook dated Error! No bookmark name given.     , including its Personal Information and Data Protection clause. I understand and accept that these are prime documents setting out my terms and conditions of employment. I will ensure I remain aware of their contents and follow their relevant provisions. 

I acknowledge that the organisation and/or its third party representatives utilise my personal data within their HR systems. I appreciate that it collects, processes and retains data securely, on paper or electronically, in support of my employment. I confirm my employer’s right to such data for legitimate purposes when obtained in a lawful, fair and transparent manner. I am aware my personal data is retained confidentially, with strictly restricted access and only for as long as necessary.  
I acknowledge that legislation requires my employer to enrol eligible jobholders into an auto-enrolment workplace pension scheme. Subject to my eligibility, I give permission to deduct my contributions from my salary/wages. Such deduction is subject to my right to opt-out of these provisions as prescribed by statute. 
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