Appendix E4 - Template Statement of Terms of Employment-Sept 2025


STATEMENT OF TERMS AND CONDITIONS

Name of employee: 

Name and address of employer:    ??? PCC (the PCC)
Date of Commencement of Employment is: 

Date of Commencement of Continuous Employment, if different from the above, is: (Remove if not applicable)
Duration of contract: (Remove if not applicable)
Your employment is for a fixed term period of x years, until xxxxx. Your employment will terminate on this date unless an extension has been mutually agreed and confirmed in writing.
Job title: 

Location:  

You will be based at ??? If subsequently the job location should need to be varied from its current base, you will be given an appropriate period of advance notice of the change of location.

Probationary period:
You will be on probation for the first 3 months of your employment. Your probationary period may be extended if more time is needed to assess your suitability for the job. Your probationary period shall be deemed to be extended unless and until you are confirmed in post in writing.  

If your performance or conduct is not considered to be satisfactory either during or at the end of the probationary period or during any period of extension, your employment may be terminated with 1 week’s notice.

Salary: 
Your salary will be £xxx per annum (FTE £xxxx) paid in arrears on or around XXth day of each month.  It will be subject to annual review which may result in an increase.  However, the PCC is under no obligation to increase your salary. You will be given written notification of any changes to your salary. 

Should there be any underpayment of salary the PCC will adjust the next available salary payment by the amount of the underpayment unless prior payment has been made.
The PCC may deduct from your salary or require you to repay any of the following: loans, any monies due from you to the PCC, excess holiday taken over entitlement, excess sick pay taken over entitlement, excess of expenditure claimed, and excess of any other payment made to you by the PCC.

Should there for any reason be an overpayment of your salary the PCC reserves the right after consultation with you to adjust future salary payments until the overpayment has been recovered.

The PCC reserves the right to deduct any sums owed by you to the PCC from your final payment; alternatively to delay final payment until all debts to the PCC have been cleared.

Pension:

The PCC will comply with its responsibilities under Pension Auto Enrolment legislation.  Upon joining, your eligibility will be assessed and you will be forwarded details separately.
Business expenses:

The PCC will pay or reimburse you for all reasonable expenses authorised in advance and properly incurred by you in connection with the performance of your job, in accordance with its discretionary business expenses policy. Please check with your manager before incurring expenses, so that you know what is considered to be a reasonable expense.
Hours of work:

The normal hours of work will be 35 per week, but you may be required to work additional hours on occasions for which time off in lieu will be granted by agreement with your manager in advance of time worked.  
The normal pattern of working hours will be from 9 am until 5 pm from Monday to Friday, with an unpaid lunch break of one hour, but some duties outside these hours (e.g. for evening or Saturday meetings) may be required from time to time. However, the pattern may vary in accordance with the needs of the PCC.
OR for part-time staff
Whilst the normal hours of work are 35 per week, your normal pattern of working hours will be from xxxam/pm until xxxam/pm on xxx and xxx making a total of XX hours per week.  However, your pattern may vary in accordance with the needs of the PCC.  
Holiday entitlement:
1
General: 

The holiday year runs from XX to XX each year. 
The annual leave entitlement is ???/stated in the Staff Handbook. 

All holidays must be taken with the prior agreement of your line manager. Staff taking unauthorised holiday will be subject to disciplinary action. 

In the year in which you join or leave the PCC your holiday entitlement will be calculated on a pro-rata basis for completed months of service.  

In your first year of employment, you will be entitled to take the holiday that you have accrued at the rate of one twelfth of your annual leave entitlement (rounded to the nearest day) on the first day of each month of that year.  For the current leave year commencing XX 201x you will be entitled to xx working days plus statutory holidays. From XX 201x your entitlement will be xx days.
2
Carrying over holiday:
Holiday that may be carried forward to the next annual leave year is that which is in excess of the statutory minimum holiday entitlement.  Any carry-forward must be taken during the first three months of that annual leave year or it will be forfeited. 

3
Sickness whilst on holiday:

If you become sick during a period of authorised holiday you have the right to request that the planned holiday is postponed.  The period of sickness will be subject to the normal absence reporting procedures and you will be asked to provide necessary certification for the period sickness.

4
Holiday entitlement on termination of employment:

If on termination of this contract you have taken holiday in excess of your entitlement, an appropriate deduction will be made. Payment will be made for all holiday entitlement accrued during the holiday year, but not taken at the time of termination of this contract.  As an alternative, however, you may be required to take any accrued holiday during your period of notice.  For the purpose of calculating a day’s holiday pay, a day is regarded as 1/260 of a year.
5
Arrangement of holidays:

If you wish to take holiday, you must agree the dates of your holiday in advance with your line manager. You should give at least two weeks’ notice of your request to take a week’s holiday, four weeks’ notice of your request to take two weeks’ holiday, and so on. Holiday requests will be agreed if operationally possible. Further information relating to the arrangement of holidays is contained in the Staff Handbook.
6
Exceptional unpaid holidays:

Provided that you have received permission from your immediate manager in advance to take holiday in excess of entitlement, you may do so provided that you give written agreement to a pro-rata deduction from your salary.  This permission will only be granted in special circumstances.

7
Public Holidays:

You will be entitled to all bank and statutory holidays each year. 

Sickness:

1 Notification of absence: 

You are required to notify your Line Manager as soon as possible before the commencement of the work period when you are going to be absent from work due to sickness.
OR
The requirements for notifying the PCC when you are going to be absent due to sickness are set out in the Staff Handbook.

2 Certification of absence:
You are required to produce certificates for absence due to sickness after the statutory self-certification period has come to an end.

OR
The requirements for producing certificates for absence due to sickness are set out in the Staff Handbook.

3 Statutory Sick Pay

If you are absent from work for four or more days due to sickness, you are entitled to statutory sick pay (SSP).  SSP is subject to the usual deductions for PAYE, national insurance, pension contributions etc.

OR IF YOU OFFER ENHANCED SICK PAY

3 Sick Pay Scheme

You are entitled to XX weeks sick pay in any 12 month rolling period.
Payment for sick pay is conditional upon your full compliance with the procedures relating to notification and certification of absence.
4 Social Security Benefits:
Should you receive money as a result of a successful claim for Social Security Benefits for any period of sickness absence and should the total of your pay and the Social Security benefit exceed your normal base salary, this excess will be deducted from your base salary.  Employees must produce the statement of benefit issued by the Department of Work and Pensions.  In the absence of this information the PCC may withhold payment or estimate the level of benefit received.

5 Termination of employment:
The rules of the Sick Pay scheme do not prevent your employment from being terminated before your sick pay entitlement has been exhausted.

6 Medical examinations:
If you are unable to perform your duties as a consequence of illness or injury you may be required to undergo a medical examination by a medical practitioner/occupational health specialist nominated by the PCC (at the PCC’s expense), and to authorise your own doctor if necessary to discuss your illness or injury with the nominated medical practitioner appointed by the PCC, in order to assess its probable effect on your future attendance at work or your ability to do the job at an acceptable standard and/or any reasonable adjustments which might be needed.  All information given in connection with the examination and any report resulting from the examination shall be fully disclosed to the employer. Such information will be treated as strictly confidential and the medical practitioner will only be asked to give information related to your capacity to undertake your job. 

Where the PCC requires a medical examination and/or a medical report, as stated above, you will be asked to give your written consent.  At the time of the request for consent being made, you will be advised of your rights under the Access to Medical Reports Act 1988.  

Right to work in the UK:
Your continued employment by the PCC is conditional upon you continuing to provide the required proof that successfully demonstrates that you have the right to live and to perform the work described above in the UK.

Notice Period:  
During the probationary period, your employment may be terminated by either party by giving 1 week’s notice.
If your performance is satisfactory, your employment will be confirmed at the conclusion of the probationary period, and the notice period will then be one calendar month on either side.  After five years’ continuous service, you are entitled to receive [and must give?] one weeks’ notice for each completed year of service up to a maximum of twelve weeks.  All notice should be in writing. 

The whole or part of this period of notice may be waived by mutual agreement.  The PCC reserves the right to make payment in lieu of notice.

Staff summarily dismissed for gross misconduct will not be entitled to any notice period or to money in lieu of notice.  The PCC reserves the right in these circumstances not to give references to a prospective employer.

The PCC reserves the right not to provide you with work during any period of notice and to require you to remain away from the premises.

Return of Property:

On termination of your employment (or when they are no longer required for the performance of your duties if sooner) you will immediately return to the PCC all equipment and all manuals, books, printout, tapes and other documents and property of whatever nature in your possession or control, which belong to the PCC or relate to its business in the same condition as it was provided to you, subject to normal wear and tear.

Grievances: 

In the event that you have any grievance concerning employment, in the first instance, you should raise it in writing with your immediate manager.  Details regarding the Grievance Procedure and appeals arrangements are set out in the Staff Handbook.  The Grievance Procedure does not form part of your contract of employment, and the PCC reserves the right to change it from time to time.

Disciplinary Procedure: 

If you are dissatisfied with any disciplinary decision which affects you, you should raise the matter in writing with your immediate manager. Details regarding the Disciplinary Procedure and appeals arrangements are set out in the Staff Handbook.  The Disciplinary Procedure does not form part of your contract of employment, and the PCC reserves the right to change it from time to time.
Collective Agreements: 

Your terms and conditions of employment are not covered by any collective agreements.

Health and Safety: 

You must take all reasonable steps to safeguard your own safety and that of others at work. You should adhere to any safety requirements notified to you by the employer.

Data Protection:

The PCC regards the lawful and correct treatment of personal information as very important.  To this end it fully endorses and adheres to the data protection principles, which are set out in the General Data Protection Regulation (“GDPR”).  These principles are that data must:

· be fairly, transparently and lawfully processed

· be obtained for one or more specified, explicit and legitimate lawful purposes

· be adequate, relevant and not excessive in relation to the purposes for which it is processed

· be accurate and, where necessary, up to date

· not be kept longer than necessary

· be processed in accordance with the rights of the employee (or former employees)

· be kept secure

· not be transferred to countries outside the European Economic Area without adequate protection

Your personal data will be processed by the PCC and by relevant employees in accordance with these principles. For more information about how your personal data is processed, please see our role-holder privacy notice [insert link OR attached here OR in the Staff Handbook]. 

In turn, you must comply with these principles and with the PCC Data Protection Policy at all times when processing personal data. The Data Protection Policy can be found [insert link OR in the Staff Handbook]
If you do not comply with the Data Protection Policy, this may amount to a disciplinary offence. Significant or deliberate breaches of the policy, such as accessing or sharing employee or congregation member data without authorisation or legitimate reason to do so, may constitute gross misconduct and could lead to dismissal without notice.

Confidentiality:

You will not, either during or after the termination of your employment, use or disclose to any person, firm or corporation (other than the proper managers, PCC members or employees of the PCC) any information relating to the PCC, its operation, members or third parties, that shall come into your possession in the course of your employment, without first obtaining permission from the Parish Priest, except in the course of your duties under this contract or unless ordered to do so under a court of competent jurisdiction or in accordance with the Public Interest Disclosure Act 1998. This includes the disclosure of information by electronic means. 

Disclosure:
Should you receive any fine (other than a parking or speeding fine), conviction or caution in the UK or any other country (or lose your driving licence where this is necessary for the performance of your role) during the course of your employment with the employer, you are required to disclose that fact, as soon as it occurs, to your manager.

Other work: 

You must not engage in any paid work with another employer without first seeking written permission from the Parish Priest, who will discuss with you any potential impact on your work. Permission will not be unreasonably withheld.
Conflict of Interest:

You will not place yourself in a position in which your interest conflicts with that of the PCC.

Changes to terms and conditions of employment:

The PCC reserves the right to amend or vary your employment terms and conditions, but you will be consulted in advance of any such changes.

Staff Handbook: (delete as appropriate)
A number of references are made in this document to the Staff Handbook.  This handbook, which is issued by the PCC from time to time, contains further terms and conditions, policies and procedures, some of which form part of individual contracts of employment and some of which are discretionary.  It should be read in conjunction with this document.  

The Law Applicable to your Contract of Employment with the PCC:

Your contract of employment with the PCC is subject to English law.

Employee Statement:

I accept this Statement of Terms and Conditions of Employment which, together with the Staff Handbook (delete as appropriate), sets out the current position relating to my terms and conditions of employment and reflect a variation in my contract of employment.

Name

_________________________________
Signed









Date










For and on behalf of the PCC
Signed








Date
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