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 [NAME OF EMPLOYER]

STATEMENT OF TERMS AND CONDITIONS OF EMPLOYMENT
These Terms and Conditions are effective from:        [INSERT DATE]    
1. Name:




2. Title of Job:

The above-named person (the employee) is employed by [NAME OF EMPLOYER] (the employer, hereafter referred to as the [NAME OF EMPLOYER]) in the capacity shown.  Further details are available in the job description.  On occasion the employee may be expected to undertake other duties. 
3. Date employment commenced:       
[INSERT DATE]
4. Previous Employment
Employment with a previous employer does not count as part of your continuous period of employment with the [NAME OF EMPLOYER].
5. Place of Work

[insert] or as specified in the job description.
6. Term (delete if not applicable)

The employment (subject to termination as provided below) will be for a fixed period of (insert time period) from (date) to (date) due to (insert reason, e.g. time limited funding).
7. Hours of Work


The [NAME OF EMPLOYER] operational hours are [insert time] to [insert time] on [insert days].

Any variation on this must be agreed in writing.
The hours for this post will be xx per week. Your normal days and hours of work are: 

8. Break entitlement

[Select from the paragraphs below and delete as applicable]

You will receive a 20-minute unpaid break if your working hours in any day are more than six.

[OR]

You are entitled to an unpaid break lasting [insert number] minutes each day.
9. Salary
The [NAME OF EMPLOYER] determines the levels of pay for all employees.  Your salary will be ................. per annum.  The salary scales are reviewed annually.  OR Any changes to your pay as a result of the Company’s annual salary review will be advised to you in writing. You should not expect an annual increase to your pay.
Salaries are paid [delete as appropriate – weekly/fortnightly/monthly] on the [insert day] of each [delete as appropriate – week/month] by [delete as appropriate -cash/cheque/credit transfer], [delete as appropriate - in arrears/part in arrears and part in advance.
10. Description of Duties
These are set out in the Job Description given to you at the time of your appointment.  The job description may be varied from time to time.

11. Holiday Entitlement
Minimum entitlement is for 28 days (including bank holidays) for full-time employees.

You are entitled to xx days per calendar year.  Part time employees will be awarded holiday entitlement on a pro rata basis.

Holiday entitlement should normally be taken in the current calendar year running from the [date] to [date] 
It is our policy to encourage you to take all of your holiday entitlement in the current holiday year. We do not permit holidays to be carried forward.

OR
The [NAME OF EMPLOYER] may consider permitting untaken leave to be carried over from one leave year into the next. This will only be considered in exceptional circumstances, at the sole discretion of the Company, and only when you have taken all of your statutory minimum entitlement in that holiday year.
Staff are requested to conform with existing departmental requirements when requesting annual leave. An application for holiday leave form should be completed and submitted to the employee’s line manager.  Every effort will be made to meet requests from employees for particular periods of leave but, in exceptional circumstances, a request may have to be refused.  Ideally minimum notice for holidays should be twice as many days before the first day of leave as the number of days (or part days) the employee plans to take, eg 2 days notice for 1 days leave; 2 weeks notice for 1 weeks leave.

In addition to the normal holiday entitlement mentioned above all public holidays are observed.
Holiday entitlement on termination of employment - On the termination of your employment you will be entitled to receive pay at your normal rate in respect of each day’s holiday accrued but not taken up.  For this purpose your holiday entitlement would be regarded as accruing pro-rata for each completed months’ service in the relevant calendar year.  Deductions will be made from the final salary on termination of employment in respect of holidays taken in excess of entitlement.
Holiday record forms must be completed, countersigned as appropriate, and submitted to your line manager.

12. Expenses
All reasonable expenses which you incur as a result of your duties, and which have been agreed beforehand, will be reimbursed in full by the [NAME OF EMPLOYER].
13. Pension
All lay employees are able to become members of the Church Workers Pension Fund Pension Builder Scheme administered by the Church of England Pensions Board.  The Board will comply with its statutory obligations under pension auto enrolment.  If you are designated as an ‘eligible’ job holder under legislation, then you will be automatically enrolled from the commencement of your employment.  ‘Non-eligible’ job holders and ‘Entitled’ workers, as defined under legislation, have the right to join the pension scheme.

You have the right to make additional voluntary contributions of any proportion of your pensionable salary which you deem to be appropriate (for these purposes salary means your basic salary).

Full details of your rights and benefits will be given to you separately.

14. Sickness Pay
Normal remuneration during absence through sickness or injury will be paid on the following basis:

A.
In the case of employees with less than 2 years’ service with the [NAME OF EMPLOYER], up to XX weeks’ sick leave on full pay in each full calendar year (and pro-rata). Thereafter any payments to be made at [NAME OF EMPLOYER]’s discretion.

B.
In the case of employees with more than 2 years service with the [NAME OF EMPLOYER] up to XX months’ sick leave on full pay in any twelve month period and at the discretion of [NAME OF EMPLOYER], normally for a further XX months dependent on individual circumstances.




OR IF YOU JUST OFFER STATUTORY SICK PAY

You are entitled to statutory sick pay (SSP) if you are absent because of sickness or injury provided you meet the statutory qualifying conditions, which include a period of sickness of at least four consecutive days.

You must inform [NAME OF EMPLOYER] through your line manager on your first day of absence as soon as possible after 9am. If the absence continues for more than 3 working days you must give details of the nature of the illness and the expected date of return to work. If the absence is for a period of 7 calendar days or more you must provide [NAME OF EMPLOYER] with a medical certificate from your doctor.

Sickness record forms must be completed for all periods of sick leave regardless of duration and regardless of whether or not a doctor’s certificate has been obtained.

15. Other Paid Leave

You may be eligible to take the following periods of paid leave, subject to any eligibility and notice requirements: 

•
statutory maternity leave 

•
statutory paternity leave

•
statutory adoption leave 

•
shared parental leave 

•
parental bereavement leave 

The [NAME OF EMPLOYER] rules relating to paid leave and pay whilst on such leave are [delete as appropriate – set out in the employee handbook/set out in the staff handbook/as detailed in the attached policy].

16. Probation

For new employees, there will be a probationary period that shall be the first six months of employment.  During this period the employee will meet their manager to review progress and receive support and guidance to ensure that they achieve the standards required in their job.  Employment during the probation period may be terminated by either party giving the other one a month’s notice.  The employer may elect to pay in lieu of notice

17. Appraisal
There is a staff appraisal scheme in which all employees are required to participate.  The purpose of the scheme is to provide opportunities for regular reviews for all members of staff, to set clear and attainable goals and to ensure adequate support and training. 

18. Notice of Termination of Employment
IF FIXED TERM INCLUDE THIS WORDING IF NOT REMOVE: This contract will end automatically on the end date specified above unless otherwise notified.   Should the contract not expire on this date (i.e. due to an extension or a need for early termination) then unless otherwise specified the appointment will be subject to the following notice period:  
The employment of the employee may be terminated:

(a)
by the employee giving the [NAME OF EMPLOYER] not less than one month's notice in writing.

(b)
by the [NAME OF EMPLOYER] giving the employee written notice as follows:

(i)
during the first four years of continuous employment not less than one month's notice.

(ii)
during the fifth to twelfth years of continuous employment not less than one week's notice for each year of continuous employment.

(iii)
after twelve years of continuous employment not less than twelve weeks' notice.

The [NAME OF EMPLOYER] may terminate the employment of the employee without notice or payment in lieu of notice in the event of serious or persistent misconduct by the employee.

19. Disciplinary and Grievance Procedures/Equal Opportunities
Details of these are set out in XXXXX or on request from your line manager.  If you are dissatisfied with any disciplinary decision that affects you, you should follow the process as set out in the appeals section of the Disciplinary Procedure.  If you have a grievance about your employment you should apply in the first instance to your line manager or follow the process as set out in the Grievance Procedure.
20. [Optional] Short-time working and lay offs
If there is a temporary shortage of work for any reason, we will try to maintain your continuity of employment even if this necessitates placing you on short time working, or alternatively, lay off. If you are placed on short time working, your pay will be reduced according to time actually worked. If you are placed on lay off, you will receive no pay other than statutory guarantee pay.

21. Collective Agreements
There are no collective agreements in force which affect this employment.

22. Data Protection

We will hold a copy of this Statement on your personnel file.  You are entitled to access this file and any other information which is held about you, on request.  Please ensure any changes to personal details are given to [NAME OF EMPLOYER] as soon as they happen to ensure accuracy of the information held about you.  By signing this agreement, you consent to [NAME OF EMPLOYER] processing personal information and sharing appropriate information with third party benefits providers.  
Note

Any job offer is conditional on satisfactory references and for posts which will involve working with children, young people and vulnerable adults, a clear enhanced DBS check plus other information (which will be given on a separate sheet if applicable) will be required.
Under the requirements of the Asylum and Immigration Act we will require proof that you are eligible to work in the UK.
Signed on behalf of [THE EMPLOYER]
Name ………………………………………………………
Job Title ………………………………………………….
Signed ……………………………………………………
Date ………………………………………………………..
Two copies of this document are enclosed.  You should indicate acknowledgement of receipt of this statement of the terms and conditions of your employment by signing one copy and returning it to the [insert job title].  You should retain the other copy in a safe place.

I confirm my acceptance of this statement of terms and conditions:

Signed  ............................................................    Date  .....................................................................
