3 YEAR FIXED TERM CONTRACT TERMINATING ON 1st January 2010

Employment Protection (Consolidation) Act 1978

STATEMENT OF TERMS AND CONDITIONS OF EMPLOYMENT

Of

 (name)
1.
JOB TITLE


You are employed as a        (title)                       (your responsibilities being more particularly set out in the attached job specification) and you will within the Deanery work under the direction of (name) as the Lay Chairman’s representative.  Within the Schools you will work under the line manager assigned by each school. 

2.
COMMENCEMENT


Your employment with the (name) began on  (date)
3.
PAY


Your annual pay is £(amount) pro rata (subject to the usual deductions for tax, national insurance and pension contribution if applicable (see section 7 below).  (Changes in your rate of pay will be notified in writing).

4.
PERIOD OF PAYMENT


You will be paid monthly in arrears by bankers credit transfer so that your monthly amount will be credited to your account by the last day of the month.

5.
HOURS


Your normal hours of work are (no) hours per week and your daily hours of work are (no) per day. Precise hours of work are arranged within the Schools for the four days and as required for 1 day a week by the Deanery. A minimum half hour and a maximum one hour lunch break must be taken. From time to time you may be required to work over​time.  Such work will be done in exchange for time off during working hours.

6.
HOLIDAYS


You are entitled to four weeks’ paid holiday in each year in addition to the usual statutory holidays. The holi​day year runs from January to December and your holiday entitlement will be deemed to accrue at the rate of 1/12th of your entitle​ment per month.  Your holiday pay will be at your normal rate.  Your holiday should be taken during school holidays. 

7. ABSENCE 

(1)
Should you be absent from work you are asked to telephone your line Manager at either the school or within the deanery on the first day of your absence giving a reason.


(2)
When absent through sickness you are required to notify your line Manager at either the school or within the deanery on the first day of s​ickness and provide a certificate/statement as follows:


For any period up to - 

you are required  to complete 


seven days


a self certi​fi​cation​ form.



For any period greater
-
a doctor's statement is required.

 

than seven days





Full details of the correct procedure will be given to you on request.


(3)
During absence through sickness you will be paid the following:

(i)     For the first thirteen weeks your full salary

(ii)    For the next thirteen weeks half your salary

(iii) Thereafter such sum (if any) as the Board may in its discretion 

         consider appropriate.

(iv) Any employee who is absent on sick leave for at least a year, and

         who has exhausted company sick pay is not legally entitled to

         receive four weeks’ statutory paid holiday.


The payments referred to above will be deemed to include all statutory sick pay to which you may be entitled OR will be reduced by the amount of any benefits paid to you by the Benefits Agency as the case may be.


Full details of the statutory sick pay scheme will be given to you on request.

9.
NOTICE


(a)
Termination by Employer

Your employment may be terminated by your employer. You will be given 1 months notice in writing.


(b)
Termination by Employee


You may terminate your employment by 1 month’s notice in writing.

10.
RETIREMENT


The age of retirement is sixty-five.

11.
EXPENSES


You will be reimbursed all proper expenses incurred by you in the performance of your duties provided that you produce vouchers or other evidence of payment using the appropriate form.

12.
CONFIDENTIALITY


All employees must treat as confidential information concerning the business of the Deanery and Schools that comes to their knowledge in the course of their work, and such information must not be divulged or communicated to any person without authority.

13.
DISCIPLINARY RULES


The disciplinary rules are set out on the attached appendix.  Amendments may be made from time to time which will be notified to you.

14.
GRIEVANCE PROCEDURE


The grievance procedure is set out on the attached appendix.  Amendments may be made from time to time which will be notified to you.

15.
EMPLOYEE RESPONSIBILITIES


You are required to comply with these terms and conditions and the clauses contained in the staff handbook; also to carry out all reasonable instructions given to you and to comply with the rules and procedures of the Deanery.

SIGNED..................................................………………………………….

Employee’s Signature
DATED...................................................…………………………………..

SIGNED..................................................………………………………….

On behalf of The
DATED...................................................…………………………………..
APPENDIX


DISCIPLINARY RULES

1.
In the event of any misconduct an employee will be warned both orally and in writing.

2.
Between warnings the employee will be encouraged to improve within a stated time period and advised of the improvement expected.  If the employee has failed to meet the required standards and has received one verbal warning followed by two written warnings, he or she may be dismissed on proper notice.  

3.
The employee may be suspended from duty pending investigation.  In the event of gross misconduct an employee may be dismissed without warning and without notice.

4.
Before any warning is given to an employee or before an employee is dismissed he or she will be given an opportunity of stating his or her case fully with the assistance of a friend or adviser if he or she so wishes.

5.
An employee may appeal to (name) against a decision to warn or dismiss him or her (unless that decision was made by the Chairman) and again he or she may have the assist​ance of a friend or adviser if he or she so wishes.

6.
For the purpose of these rules:


(a)
Misconduct shall include carelessness, bad time keeping, poor performance, discrimination, racial or sexual harass​me​nt, rudeness and any other behaviour incon​sistent with an employee's duty loyally and properly to carry out his or her duties for The Rural Deanery of Worthing.


(b)
Gross misconduct shall include theft, dishonesty, drunken​ness, disobedience, fighting and any other miscon​duct so serious that it would be unreasonable to expect to retain the service of the employee.


GRIEVANCE PROCEDURE



Any grievance should initially be brought to the attention of the head of department.  If a satisfactory solution cannot be agreed, the head of department together with the aggrieved party is required to present the matter to(name). Final appeal is to the(name).

