(NAME OF ORGANISATION)  STATEMENT OF TERMS AND CONDITIONS OF EMPLOYMENT PRIVATE 

This Statement, effective from the first date of employment, sets out particulars of the terms and conditions of employment, in accordance with the Employment Rights Act 1996 (and as subsequently amended). Throughout this Statement, five working days equals one calendar week.

1. EMPLOYING ORGANISATION: 

NAME OF ORGANISATION
(Hereinafter “The Association”)

2. PLACE OF EMPLOYMENT:

Address
(Or wherever name of organisation offices are located within the Name of District/Borough)

3. NAME OF EMPLOYEE:

 
(Hereinafter: "You") 
4. DATE OF COMMENCEMENT OF EMPLOYMENT:

If employment is fixed term insert (*1) if a definitive end date is known or (*2) if the end date could vary dependant on the work, e.g. contract work on client premises or covering for someone on sick leave]

[*1 Your employment is on a fixed term basis, and it is expected that it will cease by (date).

or

[*2 Your employment is on a fixed term basis, and it is expected that it will cease by (date) on the completion of the contract work the Association is undertaking with (name of company), and this is anticipated to be around (date).]  

5. DATE OF CONTINUOUS SERVICE:

6. JOB TITLE:

7. REMUNERATION:

	7.1:
Your salary will be paid according to the National Joint Council for Local Government Service Employees: (NJC) Scale:__(Insert range of points)_________

7.2: 
Starting Point on Scale:____________

7.3: 
Starting Salary: The current salary pertaining to the above

 
Scale Point is £___________________ per annum

7.4: 
In addition, you will receive the agreed London Weighting Allowance, 


currently: £___________________ per annum

7.5:
You are employed on a *Full Time/Part Time (________ Hours per week) basis.


*Please delete as applicable, and complete hours as appropriate for part time workers.

7.6: 
Total Starting Salary, incl. London Weighting: £___________________

7.7: 
Your salary will be paid monthly in arrears on the XXth day of each month by bank transfer.

7.8: 
Increments: A salary increment, in accordance with the NJC agreement will be paid annually on April 1st, until your salary reaches the highest point on the scale. 


Employees commencing employment after January 1st will not receive an increment in April of that year. If employees leave employment prior to salary increment negotiations being finalised, they will not be entitled to receive a backdated payment following the termination of their contracts. 

7.9: 
Annual Pay Award: will be paid annually at the rates and on the commencement date as agreed by the NJC.   

7.10: 
Salary Review: Your grading and salary will be reviewed by the Association, in conjunction with you and, if desired, your representative, if the nature of your job changes. This review may be initiated by either you or your employer. The method used for this assessment will be in line with the NJC Job Evaluation scheme. 


8. PENSION:

The Association operates an Occupational Pension provided by the xxxx and will contribute X% into an individual’s pension provided they join the Association scheme. You will be eligible for membership of the Association Pension Scheme once you have successfully completed your probationary period, contributions will then be backdated to your start date. Details of this will be given to you by your Manager and may change from time to time.  The Association shall be entitled to deduct from the salary any contributions payable by you to the Association Pension Scheme and to pay them to the administrators of the scheme. 

9. DEDUCTIONS:

9.1 
The Association may deduct from salary or other sums due to the employee:


a)
losses or damage sustained in relation to the property or money of the Association, clients, visitors or other employees, during the course of your employment caused through your act, carelessness, negligence, recklessness or through breach of the Association's rules or instructions, or any dishonesty on your part.


b)
a day's or part day's pay for each day or part day of unauthorised absence.

"Unauthorised absence" is failing to turn up for work at the appropriate time unless absence is due to:


i)   genuine sickness and this has been notified to the Association in accordance with absence reporting procedures


ii)  leave for which prior permission has been granted


iii) genuine reasons outside the employee's control which are acceptable to the Association


c)
the amount of any accidental overpayment to you.


d)
the amount of any loan made to you for whatever purpose or the amount due to the Association under any agreement with you.

9.2 
The Association shall notify the employee in writing of the details of any such deduction and provide the employee with copies of any supporting documents reasonably requested in connection with the deduction.

9.3
You will be consulted about the method of payment – either by deduction from your salary or by any other method which is acceptable to you – and about the period over which the recovery would occur, and every reasonable effort will be made to reach agreement with you on this. However, failing that, the Association shall be entitled to deduct on the basis of what it considers to be reasonable. It is in your interest to regularly check your pay slip for accuracy.
10. DUTIES OF THE POST: 

10.1:
The duties of the Post are as set out in the Job Description for the post, issued at the time of your application for the post, subject to any reasonable changes required by the Association following consultation with the employee .

10.2: 
If, for any reason other than the Annual Leave of another employee, you are called upon at the request of the Association to undertake the full duties and responsibilities of a higher graded post for a continuous period of at least four weeks, you shall be entitled to receive a salary for that period in accordance with the grading of the post temporarily occupied.  The salary to be paid in such circumstances is the salary that would apply had you been promoted to the higher graded post. Once the qualifying period of four weeks has been satisfied, the higher salary will be paid with effect from the first day on which you were required to undertake the duties and responsibilities of the higher graded post.

10.3:
The provision in 10.2 does not apply in cases where the extra duties and responsibilities are shared between more than one employee. In such cases, and in cases where you are required to take on additional duties of a post that is not graded higher than yours, the Association will consider granting an honorarium (of an amount dependent upon the circumstances of each case). This provision shall be subject to the Grievance procedure.

11. PROBATIONARY PERIOD:

11.1 
The first 26 weeks of employment will be probationary with a review at 13 and 25 weeks by your immediate supervisor. The 25-week review may result in a recommendation that the employment should be terminated, that the probationary period should be extended or that the permanent employment be confirmed. 

11.2   Where the probationary period is extended, this will be confirmed in writing and regular reviews should be held as agreed between the immediate supervisor and yourself, this will be for a period of up to one year. 

11.3
During your probationary period, notice of termination of employment will be one week for both parties.
11.4  
Full details of the Probationary procedure are included in Section xx of the Staff 
Handbook 
12. HOURS OF WORK:

12.1:
Full time posts are 35 hours per week. Name of organisation operates a flexitime procedure, details of which are included in Section xx in the Staff Handbook

12.2:
You will receive Time Off In Lieu for any extra hours worked and you will receive double time off for any public holidays you work.
12.3:
The amount of TOIL built up should not exceed a total of 14 hours in any one calendar month, unless otherwise agreed by your line manager.
13. ANNUAL PAID LEAVE:
13.1:  
The leave year runs from April 1st to March 31st. See Section xx of the Staff Handbook for full details of the Annual Leave policy.  

13.2:  
You shall be entitled to xx working days paid leave in addition to 8 days bank holiday. However the dates that these days should be taken may be stipulated by the Association for up to 3 dates per annum for the period between Christmas and New Year. Name of organisation will inform employees of the date the Organisation will close for Christmas as early as possible.
13.3:
You are entitled to all recognised UK public holidays.

13.4  
Employees are allowed to observe other major religious or cultural holidays provided that such holidays are requested to their Line Manager with as much warning as possible. The Association will not unreasonably refuse any requests, provided that they do not interfere with the Organisation’s needs. Such holidays may be taken either unpaid or out of Annual leave entitlement as agreed between yourself and your line manager.

13.5
Part time employees are entitled to xx days annual leave pro rated accordingly.

13.6

Part time staff are also entitled to all public holidays and Association Closure days 
on a pro-rata basis. 

13.7:
Leave shall normally be taken within the leave year. Up to xx days leave may be carried over to the following year, or the pro-rated equivalent for part time employees, but must be taken within 3 months of the start of that year. 

13.8:  
All employees joining after April 1st will be granted leave pro rata for the period worked in that leave year. If your employment terminates during a leave year you will be entitled to holiday, or pay in lieu of holiday, pro rata for the period worked in that leave year.

13.9:  
You shall give the Association reasonable notice of your intention to take leave. In the case of leave of more than two weeks you shall give at least four weeks notice of your intention to take leave. All dates of leave must be authorised in advance by the Association.  The Association will authorise Annual Leave where possible, however reserve the right to refuse due to the Organisation’s needs. 

13.10  An employee who becomes ill during a leave period will be regarded as absent from work owing to illness from the date the illness is notified to the line manager and you have the right to carry forward this pre-booked leave. 

14. JOB SHARE: 

Consideration will be given by the Association to any request from an employee to job share, and attention will be paid to the Association's Equal Opportunities Policy.

15. RETIREMENT: 
Your normal retirement age is xx.  Subject to the outcome of any request you make to continue working beyond the age of xx, your retirement will take effect on the last day of the month in which you reach the age of xx. Full details of the Retirement policy are included in Section xx of the Staff Handbook. 
16. CONFIDENTIALITY: 

16.1: 
You must not, at any time during your employment (except in the proper performance of your duties) or after it’s termination, divulge to any third party or otherwise make use of any trade secret or information of a confidential or secret nature which comes to your knowledge during your employment relating to the business of the Employer.  You further undertake to use your best endeavors to prevent the publication, disclosure or use by any third party of the trade secrets or confidential information referred to above.  For the avoidance of doubt, “confidential information” includes but is not limited to all documentary and other information relating to the business, organisation, finances, customers, clients and suppliers, potential customers, clients and suppliers, and staff of the Employer.  It also includes information in respect of which the Employer is bound by obligation of confidence to a third party. 

16.2:  In cases of doubt, you should seek advice from the Chief Executive of the 
Association.

16.3: 
Before the end of your employment, you will deliver back to the Association all documents belonging to the Association which are in your possession, including documents made in the course of your employment.

17. COMPANY PROPERTY:

You are required to take good care of and account to the Association for any of its property (in accordance with any rules or instructions which may be advised) and promptly return it on leaving.

18. INTELLECTUAL PROPERTY:

Subject to the relevant provisions of the Patents Act 1977 the Registered Designs Act 1949 and the Copyright Designs and Patents Act 1988 if at any time in the course of your employment you make or discover or participate in the making or discovery of any Intellectual Property relating to or capable of being used in the business the Association or any associated Company you shall immediately disclose full details of such Intellectual Property to the Association and at the request and expense of the Association appropriate forms of protection for the Intellectual Property in such parts of the world as may be specified by the Association and for vesting all rights in the same in the Association or its nominee. “Intellectual Property” means patents, trademarks, service marks, registered designs, applications for any of the foregoing, trade and business names, unregistered trade marks and service marks, copyrights (and all goodwill in the same), rights in designs, databases, inventions, know-how, rights under licences, consents, orders, statute or otherwise in relation to such rights and rights of the same or similar nature arising or subsisting in any part of the world.
19. DATA PROTECTION:
You agree that the Association shall hold details pertinent to your employment on file as part of its personnel records, which may include sensitive information. This information may be processed for administrative or legal purposes or as required by your continued employment. In accordance with the Data Protection Act you will have access to any such records.

20. HEALTH AND SAFETY: 
20.1
The Association undertakes to comply with the Health and Safety at Work Act 1974, and all regulations and codes of practise issued thereunder, and all relevant amendments thereto, to provide and maintain a working environment for all employees that is safe, without risk to health, and with adequate arrangements for staff welfare.

20.2
All employees are required to familiarise themselves with and comply with the Association's health and safety policy, and to ensure that they do not act in a way that endangers their own health and safety, or endangers the health and safety of others. Any breaches of the health and safety policy will be dealt with under the Disciplinary Procedure.

20.3   Full details of the Health and Safety procedure are included in Section xx of the 
Staff Handbook 
21. STATUTORY AND PUBLIC DUTIES:

21.1:
Time off for public duties will be allowed, as specified in the Employment Rights Act 1996, as amended. Details are shown in Section xx of the Staff Handbook.

21.2:
If you are standing as a candidate for election to a Local Authority Council, or for Parliament reasonable time off will be allowed to you, but details should be agreed in advance with the Association.

21.3
The Association will pay for time spent on Jury Service, but payments will be reduced by the amount of any allowance(s) the employee is entitled to claim as detailed in Section xx of the Staff Handbook.

22. TRADE UNION:
22.1 
Name of organisation has a Procedural Agreement with Name of Trade Union, which would be the appropriate Trade Union for employees to join, should they so wish. The full Trade Union agreement is detailed in Section xx of the Staff Handbook.

22.2 
Name of organisation will allow

1) to employees who are union representatives reasonable time off with pay in order to carry out industrial relations duties, such as negotiation, consultation and allied matters within Name of organisation.

Time off with pay is also allowed for training for these duties provided such training is approved by the TUC and/or Name of Trade Union.

2) to employees who are union members reasonable time off with pay to take part in union activities, excluding industrial action. 

23. TRADE UNIONS AND COLLECTIVE AGREEMENTS

The collective agreement which directly affects the terms and conditions of your employment is detailed within the name of Trade Union Union agreement attached, and any subsequent agreed additions and/or amendments, as advised to you in writing. 

24. CONTINUOUS EMPLOYMENT: 

Any agreed leave taken under this contract will not be construed as breaking your period of continuous employment.
25. TRAVELLING AND/OR OTHER APPROPRIATE EXPENSES:  
Travel and/or other appropriate expenses will be paid to you at the rates agreed by the NJC, where the expense is incurred in carrying out duties of your job, other than travelling between home and work. Details are set out in Section xxx of the Staff Handbook.
26. TRAINING:

26.1:
You are encouraged to attend training courses relevant to your job.

26.2:
Training will be undertaken in accordance with Name of organisation’s Staff Training Policy found in the Section xxx of the Staff Policies Handbook.

27. SICK LEAVE:

27.1  
If you are prevented from reporting for duty due to illness, you shall notify your line manager, or an appropriate officer of the Association as soon as possible, giving the reason for your absence, and the likely date of your return to work. Full details of the sickness policy can be found in Section xxx of the Staff handbook.

27.2  
On the first day of returning to work from any period of Sick Leave you must complete and submit to your line manager a self certification form (SC2). Your line manager may also wish to conduct a Return to Work meeting.

27.3  
After an absence of seven calendar days a medical certificate signed by your doctor is required to cover the eighth and subsequent days of illness.

27.4
In the case of frequent/persistent illness, if the Association, after consultation with you, is concerned about the absences, or is not satisfied with the reasons given, the Association may require you to produce a medical certificate when you are next absent from work, or may ‑ in the case of a prolonged absence from work ‑ seek a report from your GP and/or a second medical opinion as to the cause of the incapacity and prognosis. The Association will meet all costs incurred, and no such steps will be taken without reasonable cause and prior consultation with you.

28. SICK PAY: 

28.1 
An employee absent from work owing to illness (including injury or other disability) is entitled to receive an allowance in accordance with the schedule in Section xxx of the Staff Policies Handbook.
29. TERMINATION OF EMPLOYMENT:

29.1
During your probationary period the notice to be given in writing by you or by the Association to terminate your employment is 1 week.  After successfully completing your probationary period, the termination of your employment is subject to a minimum notice in writing of 4 weeks notice from the Association and 4 weeks from yourself.  After 4 years service, you will receive an additional 1 week’s notice for each year of service, up to a maximum of 12 weeks notice.
For senior Personnel graded above XX:
After successfully completing your probationary period, the termination of your employment is subject to a minimum notice in writing of 8 weeks notice from the Association and 8 weeks from yourself.  After 8 years service, you will receive and be expected to give an additional 1 week’s notice for each year of service, up to a maximum of 12 weeks notice.
29.2   
During any period of notice, the Association reserves the right to alter any of your duties or your place of work or to require you to remain away from work on “garden leave” as appropriate. If you are sent on garden leave the Association will set out the conditions that will apply at the time.

Your employment may be terminated without notice for gross misconduct.  Please refer to the Disciplinary & Dismissal Procedure for examples of what constitutes gross misconduct.

On the termination of your employment for any reason you will deliver to the Association, without taking any copies, all correspondence, documents, and records (whether on paper, computer memory, disc or otherwise) which may have been prepared by you or have come into your possession custody or control in the course of your employment with the Association.  All equipment belonging to the Association must also be returned.
30. EQUAL OPPORTUNITIES: 
The Association has a detailed Equal Opportunities Policy, with which you should familiarise yourself, and with which you are expected to comply.  The policy is held in Section xx of the Staff Handbook.  Any breaches of this Policy will be dealt with under the Disciplinary Procedure. 
31. PRIVATE 
REDUNDANCY:

 It is recognised that security of employment is a factor of major importance to employees and every effort is made, therefore, to maintain continuity of employment wherever practical. However, there may be occasions in the future where there is a surplus of labour and as a last resort employees may be made redundant in accordance with the needs of the Organisation.  In that eventuality the statutory redundancy provisions will apply and redundancy pay will be calculated in line with the statutory rates.  The full Redundancy policy is detailed in Section xx of the Staff Handbook. 


32. SERVING NOTICES:  
Any notice served under the provisions of this Contract shall be duly served on you if handed to you personally, sent via email or left at, or posted to, your last known address. Any notice served by you under the provisions of this Contract shall be duly served on the Association if handed by you to the CEO, or left at, or posted to the Association's address.

33. DISCIPLINARY AND GRIEVANCE PROCEDURES:  

A copy of the Disciplinary, Dismissal & Grievance procedures that apply to you is contained within Sections xxx and xx of the Staff Handbook.  If you have a grievance about your employment you should apply to your manager in writing or where this is not appropriate, to another manager of appropriate seniority.  

You will be given full opportunity to state your case at any disciplinary or dismissal meeting, and to fully voice your concerns at any grievance hearing.  You will also be given the right to appeal any such decision made.  Appeals should be made in writing to the manager who carried out your initial disciplinary, dismissal or grievance hearing.

Please note that the disciplinary, dismissal and grievance procedures do not form part of your contract of employment, and the Association reserves the right to review and update them. 

34. CONFLICT OF INTEREST:  
Freelance or other work outside the organisation can only be taken up with the prior written permission of the CEO or in their absence, the Chair.

35. CONTRACTS AND AGREEMENTS: 

Only the CEO or Chair or Treasurer of Name of organisation is authorised to sign contracts or agreements on Name of organisation’s behalf.

36. PUBLIC INTEREST

No provision in your contract shall prevent the exercise by you of any rights under the Public Interest Disclosure Act 1998, or any other disclosures in the public interest by you, in accordance with the law.

37. VALIDITY

The validity of this contract of employment is not affected by an increase in pay or other change in your employment terms.
38. FORMER AGREEMENTS  :

This Agreement shall be in substitution for any previous letters of appointment, agreements or arrangements, whether written, oral or implied, relating to your employment.

This Agreement contains the entire understanding between us and supersedes (if any) subsisting agreements, arrangements and understandings (written or oral) relating to your employment.
39. ACKNOWLEDGEMENT: 

This statement of Terms and Conditions of Employment comprises your Contract of Employment. It should be signed and dated by you on or before the first day of your employment, and signed and dated by the Chief Executive of the Association. Copies should be retained for both you, as employee, and the Association, as employer.


SIGNATURE OF EMPLOYEE:


........................................................................... DATE:..........................


SIGNATURE OF CHIEF EXECUTIVE:


............................................................................DATE:..........................
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