Statement of Terms and Conditions of Employment
1.
Job Title
You are employed as ________________ with specific responsibility for __________________; your responsibilities are more clearly laid out in your job description.  You will work under the direction of _______________________.  Your appointment is for a period of five years from commencement after which there will be a formal review and both parties will have an option to renew the appointment for a further two years.

2.
Commencement
Your employment with __________________ began on _________.

3.
Pay
You will receive an annual salary of _______________ plus accommodation (subject to the usual deductions for tax, national insurance etc).  Changes to your rate of pay will be notified in writing.  Pay is reviewed on an annual basis at the ____________ meeting.

4.
Period of Payment

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

5.
Hours

Your normal hours of work are ___________ per week and your daily hours of work are _________.  Precise hours of work may vary, but core working hours are __________ to _________.  A minimum of half an hour and a maximum of ____ lunch break must be taken.  From time to time you may be expected to work over time.  Such work will be done in exchange for time off during working hours.

6.
Holidays

You are entitled to ________________ days paid holiday in each year in addition to the usual statutory holidays.  The holiday year runs from January to December and your holiday entitlement will be deemed to accrue at the rate of 1/12th of your entitlement per month.  Your holiday pay will be at your normal rate.  In addition you are entitled to ________ weekends off each year.

7.
You will be contracted out of the State Earning Related Pension Scheme (SERPS) when you join the Church of England Funded Pension Scheme for Clergy, which is non-contributory and to which the DBF contributes.

8.
Absence
a.
Should you be absent from work you are asked to telephone ______________ on the first day of your absence giving a reason.

b.
When absent through sickness you are required to notify _____________________ on the first day of sickness and provide a certificate / statement as follows:

For any period up to seven days – you are required to complete a self certification form.

For any period greater than seven days – a doctor’s statement is required.

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

c.
During absence through sickness you will be paid the following:


i.
For the first __________ your full salary.


ii.
For the next __________ half your salary.

iii.
Thereafter such sum as the ________ may deem appropriate.

The payments referred to above will be deemed to include all statutory sick pay to which you will 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 2 months notice in writing or one week’s notice for every year of service (up to a maximum of 12 weeks notice) which ever is the greater.


b.
Termination by employee.

Your may terminate your employment by three months notice in writing.

10.
Retirement
The age of retirement is _________.

11.
Expenses
You will be reimbursed for all reasonable expenses incurred in the performance of your duties provided that you produce vouchers / receipts or other evidence of payment using the appropriate form.

12.
Confidentiality
All employees must treat as confidential information concerning the work of _____________ 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 will 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 will 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 within the staff handbook, also to carry out all reasonable instructions given to you which comply with the rules and procedures of _______________.

Signed (on behalf of ______________________)

-------------------------------------------------------

Dated

-------------------------------------------------------
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