PARISH LOGO/ HEADER

STATEMENT OF MAIN TERMS & CONDITIONS OF EMPLOYMENT

DATE AT WHICH INFORMATION IN THIS DOCUMENT IS CORRECT:    
[DATE]

EMPLOYEES NAME:







[NAME]




DATE OF COMMENCEMENT OF THIS EMPLOYMENT:   


[DATE]
EMPLOYER:   

       

You will be employed by – [EMPLOYER NAME]
Your
 employment is a fixed term contract of two years during which the contract may be terminated at any time subject to one month’s notice. The contract will terminate automatically on the ? year anniversary of the commencement date unless renewal terms have been agreed before that date.
Your employment with any previous employer does not count as part of your continuous period of employment.

MAIN PLACE OF WORK

Your main place of work will be: [FULL LOCATION ADDRESS]
The nature of your appointment means that you may be required to work at locations other than your main place of work.

You are employed as - 
 [JOB TITLE]
· Salary

As a monthly paid employee, your basic gross pay will be £X,XXX.XX per annum. Any changes to this figure will be made by letter.  You will be paid monthly in arrears by direct credit transfer to your bank account towards the end of each calendar month.  

· Hours of Work
Your working hours will be not less than [XX] per week, with the majority of your working hours between 9.00 am and 5.00 pm but some evening and weekend working will be required. On a full working day you will take a one-hour unpaid lunch break.

· Probationary Period
The first 6 months of the Appointment will be probationary. During the first month of the probationary period the Appointment may be terminated by either side without notice for any reason where there is cause for concern as to suitability for the role. 

After the first month of the probationary period the employment may be terminated by either side on one week’s notice given in writing by the Company at any time during or at the end of this probationary period. Your performance and suitability for continued employment will be reviewed throughout the probationary period.

In the event that you fail to meet the standard required by the organisation, the organisation may at its discretion extend the probationary period as an alternative to terminating the Appointment by up to a further 3 months in which case the terms as to notice of termination set out above will continue to apply until such time as the probationary period has been successfully completed

The organisation’s standard Disciplinary Procedure will not apply to any dismissal where the reason for dismissal is your failure to achieve the requisite level of performance and suitability.

For the avoidance of doubt, the provisions as to notice of termination which appear elsewhere in this agreement shall only apply once your probationary period has been successfully completed and signed off to that effect by line management.

· Office and IT equipment
You will be provided essential IT equipment as needed, in accordance with the “Bring your own device and remote working policy”
· Training
During your employment with the [EMPLOYER NAME], you will be required to attend any compulsory training that is requested of you. We bear the cost of this compulsory training.
· Review
You will participate in an annual performance review with your line manager.  Additionally, after six months you will meet with your line manager to review progress and performance against objectives.
· Excess Hours
PCC NAME does not operate payment for overtime.  Staff are expected to work such additional hours as are reasonably necessary for the effective performance of their duties.  However, time off in lieu will be granted but only with the prior agreement of your Line Manager.

· Holidays and Holiday Pay
The holiday year is from 1 January to 31 December each year.  Holidays may not be carried over to the following year.  The full annual entitlement is 28 working 
days, with pay, per annum, inclusive of bank holidays. Your entitlement will therefore be [XXX] hours
. 

You will not be required to work on Public Holidays.

The Public Holidays are:
Christmas Day

Boxing Day



New Year’s Day

Good Friday



Easter Monday

Spring Bank Holiday



May Day

Late Summer Holiday
You will receive [X] hours Public Holiday leave each year.

Employees joining or leaving us during the year will be entitled to a proportion of their full entitlement of paid holiday calculated on a pro-rata basis per completed week of service.

Should you leave us for whatever reason and holidays taken exceed entitlements, then you accept as part of these conditions of employment that the Board has the right to deduct payments made in excess from any monies owing to you at the time of leaving.

· Absence through illness
If you are absent from work on account of sickness or injury, you, or someone acting on your behalf, must report this to your Line Manager by telephone by 9.30 am on the first day of your absence. You must also keep in daily contact if the duration of your absence is uncertain.  If your absence exceeds, or is likely to exceed 7 days, you must consult your doctor and obtain from him/her a medical statement expressing his/her view of the reason for your absence from work.  Further details can be found in the Staff Handbook.

· Sick Pay

In addition to the Statutory Sick Pay Scheme for which the qualifying days will be Monday to Sunday, we operate a discretionary Sick Pay Scheme for employees, details of which are to be found in the Staff Handbook.

Details of any other paid leave arrangements are to be found in the Staff Handbook.

· Pension Scheme

We operate a workplace pension scheme through the NEST pensions programme.  This scheme is not contracted out of the State Pension Scheme. The employer’s contribution rate is [X]% of gross salary and your contribution will be 5%.


· Disciplinary and Grievance Procedures

The Disciplinary and Grievance Procedures are detailed in full within the Staff Handbook, which has been provided to you.

· Termination of Employment

These provisions apply following satisfactory completion of the probationary period including any extension of that period.
We are required to give you the following notice in writing according to your length of service:-

· Up to 4 years’ continuous service


4 weeks

· The increasing by 1 week for each completed

Year of continuous service up to a maximum

Entitlement of 




12 weeks

You are required to give us, following successful completion of your probation period, one month’s notice in writing, irrespective of the length of service.

If you give notice to us to terminate your employment, or you are given notice by us, it may be possible, by mutual agreement, to waive the formal periods of notice.

We reserve the right to dismiss employees without notice, or payment in lieu of notice, should gross misconduct or gross negligence occur.

We shall have the right during the period of notice or any part thereof, to place you on leave, paying you during this period your normal salary and benefits.

We reserve the right to make deductions from an Employee’s salary upon leaving or otherwise, to reclaim any outstanding monies owed by the Employee to us.

Variations to terms and conditions

We reserve the right to make reasonable changes to your terms & conditions of employment. If there are any minor changes, you will be notified in writing. These changes will take effect from the date of the notice or other date as specified. Greater changes will be made only after appropriate consultation, following which we will provide you with a minimum of one month’s written notice of the change.” 

An example of a minor change would be:

•
changes to your line manager, 

•
less than a 30% change to your job description 

•
Any other changes deemed to be minor alterations to your terms and conditions

Examples of greater changes would be:

•
changes to your contractual working location

•
changes to your contractual working hours, working pattern or salary

•
changes to annual leave, sickness or occupational pay entitlements (Maternity/Paternity/Sick pay etc)

•
changes to the pension scheme or employer contributions

•
changes to your contractual notice period

•
any other changes deemed to be significant alterations to your terms and conditions

Collective Agreements

There are no collective agreements, which affect the terms and conditions of your employment.

Data Protection

We will need to process personal information relating to you throughout the term of your employment. Further details regarding how we use this information is described in Schedule 1. We ask you to consider Schedule 1 and sign where indicated to confirm you have read and understood the content.
We may monitor staff in accordance with our policies relating to email, internet and communications systems and monitoring at work, contained in the Staff Handbook.
Declaration

The contract sets out the contractual terms which apply to your employment. The staff handbook contains all the policies and procedures which apply to you in your employment. You are contractually obliged to abide by the policies and procedures set out in the handbook.

I accept this Statement, a copy of which has been given to me, which I understand is part of my ‘Terms of Employment’ and I have also received a copy of the Staff Handbook.

Signed…………………………………………………………Dated…………………………………..

SCHEDULE 1

EMPLOYEE PRIVACY NOTICE

[EMPLOYER NAME] (‘we’ or ‘us’) provide this notice to make employees aware of our policies relating to the processing of Personal Data in accordance with the Data Protection Act 1998 as amended, replaced, re-enacted or consolidated  from time to time (including without limitation the General Data Protection Regulation (EU) 2016/679 and any national law relating to the processing of personal data (‘Data Protection Legislation’)) references to ‘Personal Data’ and ‘Sensitive Personal Data’ within this schedule shall be references to those terms as defined in Data Protection Legislation.

Personal Data
We will obtain a variety of Personal Data relating to you prior to and during the course of your employment with us which will be held in computer records and personnel files. This includes but is not limited to Personal Data which you supply to us during the application process for your job role including any information obtained directly from you such as your C.V and any ancillary information provided as part of your application and information obtained from third parties such as your referees or as part of pre-employment checks. We will also obtain Personal Data relating to you during your employment such as your contact details, bank and pension details holiday and sickness records, salary reviews, remuneration and other records. Such Personal Data may be retained and used by us for the purposes of conducting appropriate checks, to ensure proper performance of our contract of employment with you and as otherwise reasonably required for our legitimate interests and compliance with applicable law. This information will form part of your personnel file.  

Sensitive Personal Data

You may also supply us with Sensitive Personal Data including but not limited to data relating to your racial or ethnic origin, religious or similar beliefs, physical or mental health and sexual orientation by completing our equal opportunities monitoring form. This information is gathered for equality of opportunity monitoring purposes and is anonymised. The provision of such Sensitive Personal Data by you is entirely voluntary. 

If we receive information regarding any medical condition, disability, or relating to your physical or mental health including information provided within return to work forms, meetings or in medical reports, we will only use this information for the purpose of providing any necessary adjustments in accordance with equality legislation, to ensure compliance with employment law, to monitor sickness absence and to inform decisions regarding your fitness for work. 
Staff Privacy Policy
For further information regarding the Personal Data we collect about you, how we use it, including disclosure to third parties, how we maintain security of your information and your rights to access the information we hold about you, please see our Staff Privacy Policy which is in the Staff Handbook or speak with the HR department.

Acknowledgement of Receipt

I acknowledge that on _________________________ (date), I received a copy of [EMPLOYER NAME] Data Protection Notice and that I read and understood it.
    _____________________________________________________

Signature

 

    _____________________________________________________

Print name

�If contract is fixed term


�Amend as required


�Amend if you do pay overtime, and state the overtime rate (normal hourly pay, time and a half etc)


�This should be a minimum of 28 days including bank holidays. However if your policy is higher, then you should record the correct number of days annual leave


�You can use the part time holiday pay calculator to calculate this for part time employees


�If your employee is required to work bank holidays then you should record this here. However the employee must then be able to take that day as a holiday during another point in the year.


�Amend this to reflect your own absence policy. If it is just SSP only, then you should record that here


�Amend to your own scheme. The total contribution should be a minimum of  8%, made up of 3%employer contribution and 5% employee


�Use the pension flow chart to determine how and why you should offer a pension to an employee as the rules can be difficult to understand
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