Staff Contract

WRITTEN STATEMENT OF EMPLOYMENT PARTICULARS

EMPLOYER:


EMPLOYEE:
1
Commencement of Employment [and Probationary Period]

You,                 , began employment with the Employer on              which is the date of commencement of your period of continuous employment.   No period of employment with any previous employer will count as part of your period of continuous employment with the Company.

You will be required to complete a probationary period of three months from the date of commencement of employment.  On the satisfactory completion of the probationary period, your employment will be confirmed. If during the probationary period the Employer is dissatisfied with your performance, your employment may be terminated in accordance with paragraph 8 below or the probationary period may be extended
This is a fixed term contract until funding ceases.

2
Job title and duties

You are employed as an                .  Your main responsibilities are as per your job description The job description may from time to time be amended by the Employer and in addition to the duties set out in it you may at any time or from time to time be required to undertake additional or other duties as necessary to meet the needs of the Employer.

3
Place of work

Your place of work is                                                  but you maybe required to work at other locations.  The address of your employer is.

4
Salary

                         will use the NJC Scale as a guideline. Your current salary will be based on NJC scale      £                   per annum [pro rata].  You will be paid monthly which is payable on the 25th day of each month by bank giro credit direct to your bank.

5
Expenses

If you incur travelling expenses (other than travel to and from work) or other expenses in the course of carrying out your duties, you will be reimbursed for these by the Employer in accordance with the Employer’s current policy on expenses, (a copy of which is available from the Employer’s office) on production of appropriate vouchers or receipts.

6
Hours of work

You must keep a record of the hours you are working on the timesheet provided. 

In view of the nature of your employment there are no normal hours of work. Your normal working
week will consist of      hours a week (excluding lunch breaks) at such times and on such days as the Employer may specify from time to time which may include Saturdays, Sundays and/or public holidays.  You will be entitled to a lunch break of one hour on each full working day to be taken at a time specified by your manager.

You will be required to work such additional hours as may be necessary for the proper performance of your duties, for which you will receive no additional payment but you may take time off in lieu with the prior agreement of the Employer. Time off in lieu must be taken as soon as reasonably possible, usually within one month, and should not accumulate to more than 7 hours. 

7
Annual Holidays and Holiday Pay

Your holiday entitlement is 25 days per annum pro rata, plus public holidays. Additional leave entitlement will be as specified in the Annual leave Policy.  Notification of any leave should be made to your line manager in line with the Annual Leave policy.  The holiday year commences from 1st April of each year.  Annual Leave must be taken in line with the Annual Leave policy.  

On the termination of your employment, where you have taken more or less than your accrued holiday entitlement as calculated above, an adjustment based on your normal rate of pay will be made in your final pay.  The adjustment will be either by way of deduction if you have taken more than your accrued entitlement, or by way of an additional payment where you have taken less than your accrued entitlement, calculated on a pro rata basis by reference to the number of days’ holiday in respect of which such adjustment is made.

We may require you to take any or all of your holiday entitlement during any notice period.

8
Illness, injury and sick pay

If you are absent from work due to illness or injury or for any other reason you must let the 

Employer know by 10.30am on your first day of absence that you will be unable to attend.  You must also keep the Employer advised regularly if you continue to be absent and of your likely return date.

For a period of absence because of sickness or injury of 1 to 7 days, the Employer must be informed and the absence noted on the relevant time sheets.  Upon return to work, a self-certification form must be completed.

For a period of absence of more than 7 days, you should send a signed and completed Medical Certificate from your doctor to your Employer and ask them to inform the CEO of your continued absence.  

In the event of sickness or injury, you will be entitled to 4 weeks sick leave with full pay and 8 weeks at half pay during service.  Particulars of any terms and conditions relating to incapacity for work due to sickness or injury including provision for sick pay can be found in the Employer’s office.

The Employer will be entitled, at its expense, to require you to be examined by an independent medical practitioner of the Employer’s choice at any time (whether or not you are absent by reason of sickness or injury) and you agree that the doctor carrying out the examination may disclose to and discuss with the Employer the results of the examination.

9
Discipline

Where disciplinary proceedings are taken against you, the Employer reserves the right at its discretion to impose upon you a disciplinary sanction such as [transfer, demotion, loss of seniority, loss of increment]] whether or not the imposition of such a sanction results in a reduction of your pay.  Such a sanction may be imposed in addition to a warning issued under the Employer’s disciplinary rules and procedure or as an alternative sanction to dismissal.

The Employer reserves the right to suspend you on full pay for a reasonable period of time in order to investigate any allegation of misconduct or other disciplinary matter.  During such a period of suspension, the Employer may require you to stay away from your place of work and not to undertake some or any of your duties.

10
Termination of Employment

The Employer can terminate your employment at any time by giving you notice of either four weeks or (if greater) 1 week for every completed year of continuous employment up to a maximum of 12 weeks for 12 years’ service and above.

During the probationary period the Employer may terminate your employment by giving you one weeks’ written notice to expire before the end of the probationary period.

You may terminate your employment at any time by giving the Employer at least four weeks’ written notice.

The Employer has the right to terminate your employment without notice if you are in serious breach of the terms and conditions of your employment or in the case of gross misconduct. 

Employees leaving will be paid salary in lieu of lieu time owing unless they have been summarily dismissed for gross misconduct.

11
Employer property

On request and in any event on termination of your employment for any reason you are required to return to the Employer all property including [your security pass, all keys,] computer hard and software including discs and all documents in whatever form (including notes and minutes of meetings, diaries and address books, computer printouts, plans, projections) together with all copies (irrespective of by whom and in what circumstances such copies were made) which are in your possession or under your control.

12
Deductions

You hereby authorise the Employer to deduct from your pay (including holiday pay, sick pay, bonus or commission and pay in lieu of notice) any amounts which are owed by you to the Employer (including any season ticket or other loans, travel allowance, expenses float, relocation assistance, other).

13
Rules, policies and procedures

You must comply at all times with the Employer’s rules policies and procedures as amended from time to time relating to [equal opportunities, harassment, health and safety].  Copies of all rules, policies and procedures [can be obtained from the Employer’s office].  For the avoidance of doubt such rules, policies and procedures are not incorporated by reference into this Contract and they can be changed, replaced or withdrawn at any time at the discretion of the Employer.

14
Data Protection

The Employer holds information relating to you which is subject to the Data Protection Act 1998.  

By signing this Contract you consent to the Employer processing, both manually and by electronic means, your personal and sensitive personal data for the purposes of the administration and management of your employment and/or the Employer’s business.

“Processing” includes obtaining, recording, holding or disclosing information or data and carrying out operations on the information or data.

“Sensitive personal data” includes information held by the Employer as to your physical or mental health, the commission or alleged commission of any offence by you and any proceedings for such an offence (including the outcome or sentence in such proceedings), your political opinions, religious or similar beliefs, sexual life or your membership of a Trade Union. Some examples of items of sensitive personal data are SSP self-certification forms and medical reports.

If you would like to know more about the typical purposes for which the Employer may process personal/sensitive personal data relating to you please contact the [Data Protection Officer].

Subject to certain exceptions you are entitled to have access to your personal/sensitive personal data held by the Employer.  The Employer may charge you a fee (subject to the statutory maximum) for supplying you with that data.

15
Pension

There is a contributory Pension Scheme, details of which are available from the Employer’s office, which will make it clear when you will qualify to become a member of the Pension Scheme should you choose to do so/although membership of the Scheme is optional.  

16
Entire agreement

This Contract contains the entire and only agreement between you and the Employer and supersedes all previous agreements between you and the Employer.

17
Grievance and Disciplinary Procedures

The grievance and disciplinary procedures that apply to you can be found in the personnel files at the Employer’s office.

Signed





(Employee)    Date

Signed





(Employer)    Date

I understand and agree to the terms and conditions of my Contract of Employment as set out above and I consent to your processing personal data (including sensitive data) as set out in the data protection clause.  I confirm I have received a copy of the [Staff Handbook/equal opportunities policy/harassment policy/health and safety policy, disciplinary rules and procedures].

