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GUIDELINE TO

EMPLOYMENT CONTRACTS

INTRODUCTION

A contract of employment is a legally binding agreement between an employer and an employee. It is formed when an employee accepts an employer’s offer of work. The terms of the contract may be oral, written, implied, or a mixture of all three.

Every employer is under a legal duty to provide employees taken on for more than one month with a written statement of main employment particulars within two months of the employment start date (Employment Act 2002).

This guide will advise you on key aspects of issuing written statements of particulars for your employees.

CONTRACT GUIDELINES

The Learning Trust has provided four different templates for school staff.

Please follow this link to access the electronic copies on TrustNet:
http://trustnet.learningtrust.co.uk/Trust/Services/hr/contracts/Pages/default.aspx 
You will find templates for the following contracts there: 
Teaching Staff – fixed term contract
Teaching Staff – permanent contract
Support Staff – fixed term contract

Support Staff – permanent contract
It is recommended that two copies of each contract are signed by the school (on behalf of the London Borough of Hackney) and by the employee. One copy is for retention by the employee, the other copy should be kept on the personnel file at the school.

IMPORTANT NOTE: Contracts are only issued for posts following an advertisement and interview process, or on recommendation from the Local Education Authority or where an amendment fundamentally changes the nature of the employment. In cases of minor changes to the contract, for example job title or salary, a letter confirming the variation to terms and conditions of employment is issued.

Before issuing a contract, the proper recruitment process should be followed. Documents in evidence of this are:

· Job Advertisement

· Job Description

· Person Specification

· Completed Application Form

· Invitation to Interview

· Test Results from the Selection Process
· Offer of Appointment & Acceptance

The following documents should be obtained from the prospective employee:

· Proof of identification (Passport or Birth Certificate)

· Proof of eligibility to work in the UK (valid Work Permit Visa) (where applicable)

· Two references (one being the former employer)

· Medical questionnaire submitted to Occupational Health Service (OHS)

· Criminal Records Bureau (CRB) Application for Disclosure submitted

· Proof of QTS & DFES Number (Teaching staff only)
· Confirmation of previous continuous service details. 

PLEASE NOTE that Deputy Headteachers and Headteachers require a separate contract, and cannot be issued with the regular Teachers’ contract. Please contact HR at the Learning Trust for Deputy Headteachers’ and Headteachers’ contracts. 
GUIDE TO COMPLETING THE CONTRACT TEMPLATES

The contract templates are MS Word forms, which means you can access them on TrustNet (http://trustnet.learningtrust.co.uk/Trust/Services/hr/contracts/Pages/default.aspx), download to your own PC, and save the finished contract. You will need to complete all the highlighted fields on the relevant contract. Please find guidelines for completion of these fields below.
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To move between the highlighted fields, please press the ‘Tab’ key. 
The Employee:
Please insert the full First and Last Names of the employee (no abbreviations).

Date of Commencement of Employment:

This is the actual date the employee began employment in the post.

Start Date of Continuous Employment:

This refers to previous service in teaching and local government. Please confirm the start date of the employee’s Continuous Employment.

For teaching staff, continuous service is defined as including employment with one or more LEA’s, but not with any other public sector organisation, providing there is no break in service and the employment may be deemed continuous.

For support staff, applicable previous continuous service with another organisation is covered by the Local Government Redundancy Payments (Continuity of Employment in Local Government etc) (Modification) Order 1999 (S1 1999 No. 2277), providing there is no break in service and the employment may be deemed continuous. The relevant organisations for continuous service can be found on http://www.opsi.gov.uk/si/si1999/19992277.htm.
End Date of Employment:

This is only applicable for fixed term contracts. The anticipated end date of the fixed term employment will be inserted here.

Job Title:

Please specify the exact job title here.

Annual Salary:

This is the Full-Time Equivalent (FTE) of the employee’s starting salary. This is the salary the employee is entitled to if working full time. Please insert the employee’s gross salary.

For employees who have been working at the School for a longer period of time, and there has been a change in the salary, please insert the current annual salary (FTE) at the time the contract is issued. 
Job Grade and Spinal Point:

Support staff contracts: Please insert the relevant scale and the spinal point of the employee’s salary here.

Teachers’ contracts: Please specify the scale and spinal point of the teacher’s salary here. To insert the relevant scale, please click on the arrow on the field next to ‘Scale’, and choose from one of the options in the drop-down menu.
Allowances (Teachers’ contracts):

Specify the actual amount of the relevant allowance to which the employee is entitled.

Place & Address of Employment:

This is the name and the address of the School at which the employee is working.

Hours of Work:

Please insert the weekly working hours here.

For support staff, specify whether the employee is working term time only or all year round by clicking on the arrow on the field next to “hours per week”, and choosing one of the options.

For teaching staff, specify the Full-time Equivalent (FTE) of their working hours.

For example, a teacher working 1 day / week has a FTE of 0.2; 2 days / week = 0.4 FTE;

3 days / week = 0.6 FTE; 4 days / week = 0.8 FTE; 5 days / week (full time) = 1.0 FTE.

Terms and Conditions of Fixed Term Employment:

This is only applicable for fixed term contracts. Please specify the reason for the fixed term employment by clicking on the arrow on the highlighted field in the sentence “The fixed term is in order to cover for”, and choosing one of the options in the drop-down menu.

Signed:
You can insert on the form the Name and Job Title of the responsible person at the School, signing the contract on behalf of the employer.
FURTHER ADVICE

Finally, please print out two copies of the completed contract and sign both on the last page before handing it to the employee to sign. One copy should be kept on the personnel file at the school, the other is for the employee to keep. Please attach the cover letter and the guidance on retirement benefits to the two contracts before giving them to the employee.

Please see the policy on Contracts of Employment for further guidance.

If you have any queries on any of the above, or require further advice on contracts, please contact your HR Business Partner at The Learning Trust.
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