
STATEMENT OF PARTICULARS OF EMPLOYMENT  (Contract)
This statement sets out particulars of the terms and conditions on which [organisation name] is engaging you as a worker, and replaces all other existing terms and conditions and agreements whether in writing or otherwise.
EMPLOYER:
[Parish of ]  
EMPLOYEE NAME:   [name]






DATE OF COMMENCEMENT OF EMPLOYMENT:   [date]


DATE OF COMMENCEMENT OF CONTINUOUS EMPLOYMENT:   [date] 

No employment with any previous employer counts towards your period of continuous employment with [organisation].
DATE ON WHICH PARTICULARS ISSUED:   [date]
1. MAIN PLACE OF WORK  

Your main place of work will be [insert address]
2. APPOINTMENT

You are employed as a [insert job title]. There will be a probationary period of 6 months during, or at the end of which time either party may terminate this contract by one month’s notice.  
3. HOURS OF WORK

You are contracted to work [amount of] hours each week and [days].
Lunch breaks are unpaid.  


Overtime will not be paid; however building up extra hours should be avoided and working hours should be balanced as much as possible each week.  Time off in lieu may be taken in agreement with your Line Manager, if any extra hours become excessive.

If applicable - This post will require a flexible approach to working hours and the post holder will be expected to work the hours reasonably required to fulfil the duties of the post.  This will include attendance in the evenings and at weekends.
4. PAY
You will be paid an hourly rate of/annual salary of [insert – recommended minimum £10.90 per hour as per Real Living wage]


You will receive your pay monthly in arrears [insert if needed - against submitted timesheets], on the 18th of each month by direct credit transfer to your bank account or building society. – amend wording as needed.
5. HOLIDAYS AND HOLIDAY PAY

The holiday year is from January to December each year.
The full annual entitlement for full time workers is X days, (insert if needed - plus the eight Statutory Holidays and any other customary holidays) allowed by the [organisation].
For part-time workers entitlement to annual and statutory holidays will be calculated on a pro rata basis determined by the number of hours and days worked.  Once accrued, leave can only be taken in half or whole days.
You will continue to receive your normal hourly rate whilst taking annual holiday entitlement.  Holiday may be taken only at times approved in advance by your Line Manager.
You will not be able to take paid holidays before you have accrued enough days/half days to cover your holiday request.
6. SICK PAY SCHEME

You will be paid statutory sick pay from the fourth day of any sickness absence provided you have been ill for at least four consecutive days which you had been asked and agreed to work, subject to eligibility.  seq level2 \h \r0  Your average earnings over the previous eight weeks must not be less than the lower earnings limit. – amend wording as needed if there is company sick pay.
All sickness payments are subject to compliance with [organisation]’s procedures regarding notification of sickness absence, which should be notified to the [insert managers job title] at least 30 minutes before your working day is due to start.  Texting or emailing is not acceptable to notify sickness but you are unable to speak due to illness, then a relative or friend should call on your behalf.
7. PENSION


You will be eligible to be a member of the pension scheme provided by the [parish] for employees of your status.  Currently this is the Pension Builder Scheme which contracts into the State Earnings Related Pensions Scheme (S2P). – change wording as needed
8. EXPENSES

Necessary business travel and other working expenses may be claimed in agreement with the Line Manager.
9. DEDUCTIONS FROM SALARY

For the purposes of the Employment Rights Act 1996 you authorise the [organisation] to deduct from your salary any sums due to it including, without limitation any overpayment of salary and any advances or loans made to you by the [organisation].
In the event of such sums being due to the [organisation] on the termination of your employment, and if your final salary payment is insufficient to allow for the whole of any such deduction, you will be required to repay the outstanding amount due within one month of the date of termination of employment.  This will include repayment of salary for holiday which has been taken in excess of entitlement at the date of termination of employment.

10. REFERENCES AND PROOF OF ELIGIBILITY TO WORK IN THE UK
The appointment will be subject to satisfactory references and proof of your eligibility to live and work in the UK.
11. ACCOUNTABILITY 
You will carry out your duties and comply with all instructions reasonably given to you in the performance of your duties by [insert job title] (currently [insert name]), and will co-operate with other members of the Team.
12. seq level1 \h \r0 GRIEVANCES

It is recognised that on occasions workers will have cause to raise a grievance to do with their employment.  In the first instance you should discuss matters with your line manager.  Every effort will be made to resolve your grievance in informal discussions between you and your line manager.  If the grievance is unresolved, you should use the grievance procedure and, if you wish, seek advice or support from your trade union or other representative.  

13. seq level1 \h \r0 DISCIPLINARY PROCEDURES

The organisation’s Grievance and Disciplinary Procedures, set out in the current edition of the Employee Handbook shall apply and you agree to abide by the decisions of bodies established there.

If you are dissatisfied with any disciplinary decision relating to you, then you should raise this with your line manager who will provide details of the appeals process.
14. TERMINATION OF EMPLOYMENT
Subject to the termination clauses below, you are required to give [insert relevant time period - 4 weeks/1 month’s/3 months’] written notice to terminate your employment.


Where the contract of employment is terminated by the PCC of XXX   you are entitled to receive the following statutory notice;


With less than five complete years of service one month’s notice is required.


Thereafter one week’s notice for every completed year of service up to a maximum twelve weeks must be given.

If you give notice to terminate your employment or you are given notice by the PCC of XXX    , it may be possible, by mutual agreement, to waive the formal periods of notice.


The PCC of XX  has the right to dismiss employees without notice in the case of gross misconduct.   Examples of gross misconduct include dishonesty, gross negligence, and serious breach of the contract of employment, however gross misconduct is not restricted to these examples.


The PCC shall have the right during the period of notice or any part thereof, to place you on leave, paying you during this period your normal salary and benefits.
15. RETURN OF PROPERTY
You shall promptly, whenever requested by the organisation and in any event upon the termination of your employment, deliver up to the organisation all laptops, mobile phones, correspondence and any other documentation, records, papers and other property which may have been prepared by you or have come into your possession, custody or control in the course of your employment, and you shall not be entitled to and shall not retain copies of them.  Title of all such material and copyright in all such material created solely or in part by you shall belong to the organisation.

16. CONFIDENTIALITY
It is in the nature of your work that you may from time to time become aware of confidential or personal information.It is a condition of employment that you keep confidential and do not disclose to any person except as instructed in the course of your duties any such confidential or personal information.  The confidentiality provisions of this agreement shall remain in full force in any event upon the termination of your employment.
17. DATA PROTECTION
In the context of your employment, the [organisation] will need to hold and process certain personal information which will be treated in accordance with the LDBF employee privacy notice.

18. COLLECTIVE AGREEMENTS

There are no collective agreements which directly affect your employment.

19. seq level1 \h \r0 DECLARATION

I accept this position on the terms and conditions set out in the statement of written particulars.

Signed by
………………………………………….
Date ………………………..

[Name of worker]
Signed by
………………………………………….
Date ………………………..



[name of manager] on behalf of [organisation]
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