LONDON BOROUGH OF HACKNEY

EMPLOYMENT RIGHTS ACT 1996

STATEMENT OF WRITTEN PARTICULARS
SUPPORT STAFF IN COMMUNITY SCHOOLS

1. GENERAL
THE EMPLOYER:
London Borough of Hackney

The Town Hall


Mare Street


London E8 1EA

THE EMPLOYEE:       
DATE OF COMMENCEMENT OF EMPLOYMENT:       
(the date on which this contract commences or is deemed to have commenced)

START DATE OF CONTINUOUS EMPLOYMENT:       
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 19999 No. 2277), and will be included in calculating entitlement to annual leave, sickness allowance, maternity leave/pay, notice period and statutory redundancy pay.
JOB TITLE:       
ANNUAL SALARY:  £        (Full Time Equivalent)
JOB GRADE AND SPINAL POINT:  Scale        , Spinal Point       
PROBATIONARY PERIOD:
6 months (see Clause 8)

PLACE & ADDRESS OF EMPLOYMENT:
     

     

     

     

     
HOURS OF WORK:        hours per week,  FORMDROPDOWN 
.
The normal working week is from Monday to Friday, however working arrangements and times will be determined and notified by the line manager and may vary according to the needs of the service.
CONDITIONS OF APPOINTMENT:
This offer of employment is subject to the Employer receiving:
· Verification of identity;
· Proof of relevant qualifications, including verification of professional status (where required);
· Satisfactory medical clearance;
· Satisfactory criminal records check (where required for the post);
· Satisfactory references;
· Evidence of permission to work in the United Kingdom.
If the results of any of these recruitment checks are unsatisfactory, this offer of employment is rendered void. The employee would have no rights under the procedures adopted by the school’s governing body and would be required to leave employment with immediate effect.
2.
TERMS & CONDITIONS OF EMPLOYMENT
During employment, terms and conditions of employment will be in accordance with the following: 
(a) collective agreements negotiated from time to time by the National Joint Council for Local Government Services (NJC) as set out in the National Agreement on Pay and Conditions of Service under the Single Status Agreement;
(b) the rules, procedures and provisions made by the employer directly affecting other terms and conditions of your employment;
(c) the rules, procedures and provisions made by the governing body of the school.

The NJC agreements directly affecting terms and conditions of employment currently cover:
· Equalities
· Official conduct
· Training and Development
· Health, Safety and Welfare
· Pay and Grading
· Working Time and Leave
· Part-time and temporary employees
· Sickness and Maternity
· Car allowances
· Reimbursement of expenditure
· Continuous service
· Notice to terminate employment
· Grievance and Disciplinary procedures
· London and fringe area allowances
· Childcare and dependants
· Payments to staff in the event of assault on employees, or of  permanent disablement or death
· Meals and accommodation charges
· Schools retained employees and nursery employees
· Trade Union facilities
· Working arrangements

The rules, procedures and provisions adopted by the governing body of the school directly affecting the employee’s terms and conditions cover: 
· the disciplinary procedure

· the sickness absence management procedure

· the capability procedure

· the grievance procedure
These documents are available for reference at the school. 
From time to time variations to the employee’s terms and conditions of employment will result from negotiations and agreements with the appropriate trade union or trade unions recognised by the employer. These variations will be separately notified at the earliest opportunity, or otherwise incorporated into the documents as referenced above.
3.
PAYMENT OF SALARY
The salary will be paid monthly in twelve equal payments by Bank Credit Transfer on the 15th day of each month or the working day prior to the 15th, if that day falls on a weekend or a public holiday. The employee must maintain a suitable Bank or Building Society account into which salary payments can be made, and provide current details and any changes to account details.
Subject to satisfactory service, salary will rise by increments within the pay scale. If employment commences between 1st April and 30th September, the first incremental payment will be paid with effect from the following April. If employment commences on or after 1st October the first incremental payment will be paid six months after the employment start date. Incremental payments will then be paid on the following 1st April until the maximum of the scale is reached. 
4.
DEDUCTIONS FROM SALARY

The governing body of the school or the employer has the right to make deductions from salary in circumstances where there has been an overpayment of remuneration, expenses or other emoluments, or any other payment in excess of the contractual entitlement for any reason whatsoever.

5.
PENSION

Enrolment into the Local Government Pension Scheme is automatic upon commencement of employment. The HR Service Provider for the school should be contacted if opt out is required. 

6.
HOLIDAY ENTITLEMENT
The annual leave period runs from 1st April to the following 31st March. Entitlement is proportionate to the number of completed months of service during the leave period. Annual leave entitlement is defined by the job grade and is calculated as follows:
Scale 1 to 4
-
24 days

Scale 5 to 6
-
25 days

SO1 to PO6
-
27 days

PO7 to PO13
-
28 days
Plus two statutory holidays and leave on all recognised Public and Bank Holidays for England and Wales.
Annual leave cannot be accrued from one year to the next. If the employee works term-time only, all annual leave entitlement is calculated for the purpose of determining the pay-rate only.

Employees who resign or retire from employment are not entitled to be paid for accrued annual leave and should take any outstanding leave prior to the last working day unless transferring to a local authority where NJC Conditions of Service apply.  If the employee has transferred from the service of one authority to another your entitlement for the current leave year is the balance of the leave entitlement from your previous authority.
Employees whose services are terminated on the grounds of ill health, or employees who are dismissed for reasons of gross misconduct are entitled to payment for accrued annual leave up to the last day of service.
Long service leave is awarded to employees who (on 1st April) have continuous service as follows:
Service
Long Service Leave
5 complete years in local government
5 days

5 complete years with London Borough of Hackney
1 extra day

7 complete years with London Borough of Hackney
1 more extra day

10 complete years with London Borough of Hackney
1 further extra day

7.
NOTICE PERIOD
The employer must adhere to the provisions of the Employment Rights Act 1996 when giving notice to terminate employment. The minimum period of notice to which the employee is entitled is:

Period of continuous employment
Minimum notice
Less than 5 years
4 weeks

5 years but less than 12 years
1 week for each year of continuous employment

12 years or more
12 weeks

The minimum period of notice that the employee must give to the employer to terminate employment is one week if you are paid weekly, and one month if you are paid monthly and graded PO4 or below, or eight weeks if you are paid monthly and graded above PO4. Notice must be given in writing.

8.
PROBATIONARY PERIOD
Your probationary period is set out on Page 1.

Your appointment will be subject to satisfactory completion of a probation period which may be extended by the school in consultation with you.  During your probationary period, you will be expected to establish your suitability for the post and an assessment will be made after three and five month’s service, in accordance with the school’s Probation Policy (available in the School HR Handbook available at the School).

The probation period is subject to termination during any stage on giving, or being given, the appropriate period of notice under the terms of your employment.   On satisfactory completion of the probationary period (extended if appropriate), you will be notified in writing that your employment is confirmed.

9.
RETIREMENT
The contractual retirement age is 65 years. The employee has the right to request to continue working beyond this age and any such application will be duly considered.

Signed in acceptance of the above terms and conditions of employment:

Employee:
Signed

Print Name
     
Dated
     
For and on behalf of the Employer:

Signed

Print Name
     
Job Title
     
Dated
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