

	


	Statement of Main Terms and Conditions of Employment
(Incorporating particulars required under Section 1 Employment Rights Act 1996)

This agreement is made between:

1. The employer:
Name of employer: The PCC/Benefice of ….
(Herein after referred to as the Company)
Address of employer: 
And:
2. The employee:
[Employee’s name] who resides at [Employee’s address]	

The parties agree to the following terms:

3. Commencement of employment
Your employment under this contract will commence/commenced on [date].
For temporary contract include:
Your employment will terminate on [date], unless ended sooner for any reason or extended by mutual agreement.
Your continuous employment for statutory purposes started on [date]. [Note: this is normally the same as the start date unless they were employed in a different role prior to starting the current position.

4. Job title
4.1. Your job title is [title].
4.2. You will be responsible to [line manager].
4.3. Your current duties are set out in the job description provided, which will be reviewed periodically to ensure it accurately reflects the requirements and responsibilities of your position. It does not form part of your contract of employment.
4.4. We require that each employee is flexible in his or her approach to work and you will be expected to undertake additional or different duties as may from time to time be reasonably allocated to you, either on a permanent or a temporary basis.  Such duties will be within your range of capabilities.
4.5. During your working hours you are expected to devote the whole of your time, attention and ability to fulfilling your duties to the Company.
4.6. During your employment, you are expected to observe and comply with all reasonable directions of management.


4.7. You will not without the written consent of your manager and the Company (such consent not to be unreasonably withheld) work for anyone else in any capacity while you are employed by the Company. 

5. Main place of work
5.1. Your main place of work is/will be: xxx
5.2. To ensure the best service to the needs of the organisation, your place of work may be moved within a reasonable travelling distance of your current base.  Such a change would not be made without full discussion and agreement with you. This may be on either a permanent or temporary basis.

6. Probation (New employees only)
6.1. The first six months of your employment will be a probationary period.
6.2. 	During your probation you will be provided with an induction to the organisation and your role, relevant training, and support from your line manager. 
6.3. During your probation period you will need to demonstrate your suitability to the position you have been employed for.
6.4. The Company will review your performance during your probationary period and may extend this period at its discretion for up to a further three months in order to better assess your performance and/or capabilities and, if this is the case, the reasons would be fully explained to you at the time and confirmed in writing. 
6.5. During your probationary period your employment may be terminated at any time by either you or the Company giving one weeks’ notice in writing.
6.6. Your role remains under review until the end of the probationary period, which will only cease once written confirmation has been received from the Company.

7. [bookmark: _Ref425344228]Hours
7.1. You are required to work xx hours per week. Your normal working pattern will be:
[State days and times]
This working pattern may be revised, by mutual agreement, as necessary to adequately fulfil the requirements of your job.
7.2. Some occasional evening and weekend working may be necessary for which time off in lieu will be granted subject to prior authorisation. Overtime payments are not applicable.
7.3. From time to time, you may be required to work different hours to meet the business needs of the Company and to enable you to perform your duties.  This would be subject to discussion, and you would be expected to co-operate and not to unreasonably withhold your consent to any changes.



8. Pay
8.1. Your present gross salary is £xxxxx per annum, which is £xx per hour.
8.2. Your salary is payable monthly by the xx day of the month by direct credit transfer to your bank account.  Your salary will be reviewed annually but will not necessarily be increased each year.
8.3. Your salary is for the whole of the calendar month during which you are paid, or part thereof for those starting or leaving during that month.
8.4. The Company is entitled at any time during, or upon termination of your employment, to deduct from your pay (and/or any other sums that may be payable to you), any monies owed to the Company by you including, but not limited to, any overpayment of pay, excess holiday, outstanding loans, the value of any unreturned Company property or advances.
8.5. You will be provided with a monthly payslip which will state your earnings, and any deductions made. It is your duty to check your payslip and inform your manager immediately should there by inaccuracies (over or under payment).  The Company reserves the right to rectify any inaccuracy once it is recognised a mistake has been made.  Any adjustments will be discussed with you in advance.

9. Pension arrangements
9.1. If you’re eligible, we’ll automatically enrol you into a pension scheme in accordance with our obligations under Part 1 of the Pensions Act 2008. If you do not opt out of automatic enrolment, details of the scheme will be provided once you join. 
9.2. Particulars of pensions and pension schemes are [give particulars].
9.3. If your pay is below the lower earnings limit you will not be eligible to be enrolled in the pension.
9.4. If you are enrolled, the required pension deductions will be made directly through the payroll facility, in line with the pension scheme you are in.  It will either meet, or will be in excess of, the statutory contribution levels and timescales set by the government.

10. Holidays and holiday pay
10.1. The Company's holiday year is from 1st January to 31st December each year.
10.2. You are entitled to pro rata of 4 weeks’ paid holiday per annum accruing at the rate of one twelfth of your annual entitlement per completed calendar month and paid at the rate of your normal basic remuneration.
10.3. In addition to your annual holiday entitlement, you will also be entitled to pro rata of the usual public holidays in England and Wales.
10.4. When public holidays fall on your normal working days you will need to use your entitlement to paid leave to cover that. The hours must be taken from the combined total of your pro rata allocation of annual leave and bank holiday leave. Depending on what the normal working pattern is and when the public holidays fall, you may need to use some of your annual leave part of the allocation to cover the public holidays. Similarly, if no public holidays fall on your working days, you will have the public holiday part of your allowance added to your annual leave. Overall, all part time staff will receive pro rata entitlement of the combined leave i.e. 5.6 weeks of paid leave.
10.5. Employees joining or leaving the Company during the year will be entitled to a proportion of their full entitlement of paid holiday, calculated on a pro rata basis per completed week of service.
10.6. Not more than 2 weeks holiday may be taken at any one time without prior written agreement from your Line Manager.  
10.7. You must give the Company as much notice as possible of any holiday requirements and a minimum of twice the amount of the leave requested. Holiday requests must be submitted to and authorised by your line manager.  Authorisation will be subject to the operational needs of the Company. 
10.8. No payment will be made for any holiday accrued but not taken at the end of the holiday year.  A maximum of one week of annual leave may be carried forward from one holiday year to the next. Annual leave days carried forward are to be taken within 12 weeks of the start of the new holiday year. The date(s) for taking such carried over leave are to be authorised by your line manager prior to the commencement of the new holiday year.
10.9. You will be entitled to recover your holiday entitlement if you fall ill whilst already on holiday, subject to following the usual reporting requirements and the presentation of a valid Fit Note (Doctor’s certificate). No recovery of holiday can be made without the Fit Note.
10.10. Holiday Pay on termination: 
· If you leave the Company’s employment you will receive pay for any accrued holiday outstanding at the date of termination and not taken during that holiday year.
· If you leave the Company’s employment and you have exceeded your accrued holiday entitlement, the Company shall require you to repay an amount equivalent to the number of days you have exceeded your entitlement.  The Company reserves the right to deduct this sum from your final salary payment.
10.11. The Company reserves the right to require you to take any outstanding holiday entitlement during any period of notice whether given by you or the Company.
10.12. Payment for all holidays is calculated on normal rate of pay.


11. Sickness Absence
11.1. If you are unwell and not able to attend work you must personally telephone and speak to your line manager to notify them of your absence, and the reason for your absence as soon as possible on the first day of that absence, at the time you would normally start work. 
11.2. Text or email notification is not acceptable unless you are unable to speak.
11.3. Absence should not be reported by another person unless you are not physically able to make the call, due the seriousness of the illness or injury.
11.4. You must complete a self-certificate for absences of up to 7 calendar days on return to work.
11.5. Absences that exceed 7 calendar days must be covered by a Fit Note. 
11.6. You will be expected to make yourself available for other duties if you are not fit for your ordinary job, subject to proper consideration of your medical condition.
11.7. You will be expected to cooperate with any reasonable requests to attend medical or occupation health assessments in the management of repeated short-term absences or long-term absence.

12. Sick pay 
12.1. We will pay Statutory Sick Pay (SSP) for any period of sickness absence under the Statutory Sick Pay regulations, which means that there are three waiting days and you will be paid from the 4th day of absence onwards, providing you meet eligibility criteria.
12.2. We will normally pay you for short term sickness absence of less than a week as your normal rate of pay. This is discretionary and subject to reasonable levels of sickness absence of the course of a year. [Note – adapt this according to what you intend to pay for and state limits].
12.3. Any absence in excess of one week must be covered by a Fit Note, as stated in 11.5 above, and will be paid at the current statutory sick pay rate. 
12.4. Payment for sickness absence is conditional upon all the appropriate procedures being followed, as identified in 11. above and on management being satisfied that the sickness absence is genuine. 

13. Training
13.1. All employees will be provided with an induction plan that is relevant to their position to enable them to find out about organisation, it’s operation and how their role fits.
13.2. Their line manager will provide them with individual support to enable the employee to be clear about their role and the expectations.
13.3. All essential and mandatory training that you are asked to complete will be paid for by the Company.

14. IT equipment and phones
14.1. Any IT equipment or mobile phone issued to you is primarily for business use and remains the property of the Company.  This equipment is provided primarily to enable you to do your job.  Therefore, it is your responsibility to ensure that the relevant equipment is kept charged and switched on and available to use while you are working.
14.2. You are responsible for the safekeeping and condition of the equipment at all times.  The Company will arrange for any repair or replacement and, if the equipment is lost or stolen, the Company must be notified immediately. You may be liable for the replacement costs or a contribution towards these costs, if it is deemed you were negligent.  
14.3. You agree that upon termination of your employment, you will return all equipment issued to you in a satisfactory condition.  If this does not happen, then the cost of replacement or a proportionate amount of this, as decided by the Company, will be deducted from any final monies owing to you, or you will otherwise reimburse the Company.
14.4. Any personal calls or emails sent during working hours should be occasional and brief.  You should avoid doing this during working hours.

15. Grievances
If you wish to raise any concerns about your employment you are advised to do so informally in the first instance with your manager. If you need to raise a formal grievance, details of the grievance procedure can be found xxx.

16. Disciplinary procedures
Information on performance management can be found in the Disciplinary Policy and Procedure, which is available xxx. We will endeavour to manage performance issues informally in the first instance, unless the matter is a serious one.

17. Termination of employment
17.1. The Company is required to give you, after the successful completion of your probationary service, the following periods of notice in writing: 
	Period of Continuous Service
	Notice

	Up to but less than five years' 
	1 month

	Five years' but less than six years' 
	5 weeks

	Six years or more
	1 week for each completed year up to a maximum entitlement of 12 weeks



17.2. You are required to give the Company one months’ notice in writing, irrespective of length of service.
17.3. The Company may, in its absolute discretion, end your employment lawfully by making a payment in lieu of notice to you for the whole, or any unexpired period of notice. This may be at any time during the notice period, such notice having been served by either you or the Company, and such payments shall consist solely of basic pay.   If pay in lieu of notice is made, this payment will be subject to statutory deductions and be made in the next available pay run. 
17.4. The Company reserves the right to make deductions from your salary upon leaving or otherwise, to reclaim any outstanding monies owed by you to the Company.

18. Collective agreements	
18.1. There are no collective agreements, which affect the terms and conditions of your employment.	

19. Data protection
19.1. The Company will, for legitimate business and legal reasons, hold personal data on you in relation to your employment.  The Company will process such data within the requirements of the current data protection legislation.  
19.2. [bookmark: _Hlk162428296]Your personal data will be shared with third parties where there is a genuine reason for such a need, such as to pay you or process your pension.  Such outsourced providers will process your personal data only in regard for those purposes with which we have instructed them on, and, in accordance with data protection requirements.   
19.3. All information that has been obtained during your employment shall remain confidential to you both during the course, and after termination, of your employment.  You shall not at any time, disclose such information to any person without our prior written consent.

20. Personal details
20.1. You are required to inform the Company of any changes to your personal circumstances, whilst in employment, such as change of address and/or telephone or mobile number, next of kin, bank or building society details, criminal convictions, loss of driving licence or other relevant licences, etc.
20.2. It is expected that you have given all the correct details concerning your age, qualifications and vocational training passed. Should the Company discover that you have provided any false or misleading information in these or any other material respects, you may, in appropriate circumstances, be liable to dismissal by the Company for gross misconduct. 

21. Handbook and Policies
21.1. Any handbook and policies that you have been provided with do not form part of your Statement of Main Terms and Conditions of Employment. They are an operational guide.
21.2. Details of Handbook and Policies and where they can be found….



22. Declaration
22.1. You are required to provide evidence of your right to work in the UK prior to employment commencing. 
22.2. [bookmark: _Hlk32239383]You agree that you will:
· inform the Company in writing of any right to work which is time limited.
· inform the Company of any changes to your right to work in the UK or when such right is due to expire. 
· communicate regularly and co-operate fully with the Company on matters or queries relating to your right to work in the UK.
22.3. You understand that should you not have the right to work in the UK, your employment may be terminated without notice.

23. Amendments 
23.1. The Company reserves the right, from time to time, to review, revise, amend or replace the content of your Statement of Main Terms and Conditions of Employment, which either reflect the changing needs of the organisation or comply with new legal requirements. You will be notified of minor changes of detail by way of a general notice and any such changes take effect from the date of the notice.
23.2. You will normally be given notice of any such change in line with statutory notice periods which may be given by way of an individual notice. Such changes will be deemed to be accepted unless you notify the employer of any objection writing before the expiry of the notice period.
23.3. Significant changes to your terms and conditions would only happen after consultation with you, this would include for example, a substantive change to your position, any changes to your contracted hours.

24. Signing

By signing this document, I agree to the terms and conditions of this contract of employment and understand that any breach of these conditions may result in the termination of my employment.



Signed (Employee):						Date:



Signed (Employer) 						Date:	 

Name: 

On behalf of: Name of PCC/Benefice
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