


Using this document – delete this box

Statements highlighted in Yellow are instructions for completing this document. You can delete these once they have been undertaken.

Sections highlighted in [Blue] are where you need to add information to customise this document. Change the words in the square brackets to the information appropriate for your situation, for example [job title] should be changed to the role the person will be doing and the square brackets and highlighting removed. In some square brackets we have included recommendations, where this is the case there is normally some guidance in yellow.

The term organisation is used in this document as Employer is not appropriate, you may wish to change this to something more relevant such as PCC or trust.

 Sections which are highlighted in Green are clauses which may or may not be relevant to the role. You should review these and if they are not required delete them. They are mostly related to safeguarding so if you are unsure speak to your safeguarding officer or contract the diocesan safeguarding team.



Statement of terms and conditions of engagement

In accordance with the Employment Rights Act 1996, this agreement sets out the particulars on which [Name of Organisation] (the Organisation) of [Organisation Address] engages [Worker’s full name of address] (the Worker).

This agreement does not constitute a contract of employment between you and the Organisation because its operation does not require any obligation on either party. Work will be offered to you on an “ad-hoc” basis as and when there is work to be done. You are free to accept or decline such offers of work.  For the avoidance of doubt, your legal status is that of a ‘worker’.

Nature of engagement 
When work is offered by the Organisation, it will be in the capacity of a [job title].

Commencement of engagement 
Your engagement begins on [date]. 

Place of work
[bookmark: PlaceOfWork_Fixed]You will normally be required to work from [address]. 

[bookmark: AdditionalPayment_Commission]Training entitlements
(delete if not necessary)
You are required to undertake any mandatory training required for your role, and to complete refresher training at the required intervals. Failure to complete mandatory training may result in disciplinary action. A full list of training required for your role will be provided to you by your line manager, training requirements are subject to change.

You may be entitled to take part in various training courses which the Organisation may provide, or may arrange provision of via an external provider. More information on the types of training are available from your line manager.

Criminal records checks (delete if not necessary)
Your commencement and continuation of employment is subject to you cooperating with any criminal records check required for your role and any information disclosed through that check will be considered by the Diocesan Safeguarding Adviser who will advise on your suitability for the role. 

Failure to cooperate with the undertaking these checks may result in disciplinary action.

Days and times of work
The Organisation’s operational hours are [days & hours]. Work will be offered to you on an ad hoc basis as and when there is a requirement for work to be done. You are free to accept or decline such offers of work. Work offered to you will generally be [number] of hours at any time between [to and from] on [days].

The Organisation will notify you of the days and hours you will be required to work [number] weeks/days in advance of each assignment. 

You are not guaranteed continuous work and we are under no obligation to offer you further or particular periods of work. If there is a shortage of work, our use of your services will cease without payment. No contract shall exist between the Organisation and yourself in the periods between agreed periods of work.

Break entitlement
You will receive a minimum 20-minute unpaid break if your working hours in any day are more than six. (this is the legal minimum, you may increase this if you choose but you cannot have breaks of less than 20 minutes in every 6 hours)

Remuneration
Your salary is currently £[amount] per hour to be paid monthly on the [day] of each month by bank transfer in arrears.

Holidays
You are entitled to 5.6 weeks of holiday pay. This will be paid in additional to your normal pay at a rate of 12.07%.

Other paid leave 
You may be eligible to take the following periods of paid leave, subject to any eligibility and notice requirements: -

· statutory maternity leave 
· statutory paternity leave
· statutory adoption leave 
· statutory carers leave
· shared parental leave 
· parental bereavement leave 

The Organisation’s rules relating to paid leave, and pay whilst on such leave are available from your line manager.

Sickness absence
You must notify your line manager by telephone on the first day of sickness at the earliest possible opportunity and by no later than one hour before your usual start time. 

If you are absent from work because of sickness for seven consecutive days or more you must provide a fit note. Further fit notes are required for absences which exceed the period stated in the first note. Absences of fewer than seven consecutive days are to be self-certified.

Sick pay 
You are entitled to statutory sick pay (SSP) if you are absent because of sickness or injury, provided you meet the statutory qualifying conditions, which include a period of sickness of at least four consecutive days.

Pension
We operate a pension scheme into which you will be auto-enrolled, subject to the conditions of the scheme. The scheme enables you to save for your retirement using your own money, together with tax relief and contributions from the Organisation. 

The Organisation’s rules relating to pension entitlements will be sent to you separately.

Confidentiality
All information shall be considered confidential, and (save in the course of our business or as required by law) you shall not at any time, whether before or after the termination of your employment, disclose such information to any person without our prior written consent.  This includes, but is not limited to the following information: -

· is or has been acquired by you during, or in the course of your engagement, or has otherwise been acquired by you in confidence
· relates particularly to our business, or that of other persons or bodies with whom we have dealings of any sort and
· has not been made public by, or with our authority

You shall make yourself aware of the Organisation’s policies in relation to compliance with data protection legislation that is in force from time to time and undertake to act in accordance with these at all times, including exercising reasonable care to keep safe all documentary or other material containing confidential information. You shall inform the Organisation immediately upon discovery of a data breach. You shall, at the time of termination of your employment with us, or at any other time upon demand, return to us any such material in your possession.

Collective agreements
No collective agreements directly affect your terms and conditions of engagement.

Standards of performance and behaviour
We expect certain standards of performance and behaviour from you.  If we have concerns about your performance or behaviour, we will take action with a view to enabling improvement or, in certain circumstances, we will terminate the engagement with or without notice.

Complaints procedure
Any complaints that you may have about your engagement should be made to your line manager. 

Deductions
You agree that deductions from your pay will be made for the following costs incurred by the Organisation in relation to your employment. The Organisation expressly reserves the right to make these deductions:

· any fines, penalties or losses sustained that is the result of your carelessness, negligence, deliberate vandalism, dishonesty or a breach of Organisation rules
· any monies paid or payable by the Organisation to any third party due to any conduct undertaken by you for which we may be deemed vicariously liable
· any unauthorised personal use of mobile telephones provided to you for Organisation use
· any holiday pay relating to leave you have taken in excess of that which you have accrued at the point of termination
· the amount of any overpayment of wages
· outstanding loan or wage advance repayments
· any other sums owed to the Organisation by you
· any deductions elsewhere under this contract in relation to which the reserved right to deduct applies
· in relation to deductions authorised by any separate agreement into which the Organisation has entered with you.

You understand and agree that the Organisation may make these deductions from all monies due to you.

Data protection
The Organisation collects and processes certain types of data about you and does so in line with data protection legislation that is in force from time to time. Please read the Employee Privacy Notice which is attached to this document for more information about the types of data processed and the reasons for the processing. 

You shall make yourself aware of the Organisation’s policies on data protection with regard to data processing undertaken by you in the course of your duties and act in accordance with those policies at all times. Failure to do so may result in disciplinary action being taken against you, up to and including dismissal.


Termination of engagement
The Organisation will inform you if a decision is made to no longer consider you for periods of work. You agree that you will inform the Organisation that you no longer intend to offer your services.

Return of property
On the termination of your engagement you must return all property belonging to the Organisation which is in your possession, or for which you have responsibility, by the last day of your engagement. This includes, but is not limited to, the following: -

· Documents, books or other written material
· Equipment e.g. lap top, mobile phone
· Keys
· ID/access card

Failure to return such items will result in the cost of the items being deducted from any monies outstanding to you.

Governing law and jurisdiction
This contract of employment is governed by the laws of England and any claim/dispute arising from its construction or enforceability will be governed by and in accordance with those laws. This extends to non–contractual disputes or claims.  Each party irrevocably submits that the Courts of England will have jurisdiction over any claims and attempts to resolve all controversies or claims of whatever nature arising from this contract’s construction or enforceability or any breach of it.

Acknowledgement
I acknowledge receipt of this document. I have read and understood its contents and accept that it forms part of my agreement with [Organisation Name].  I will keep myself informed of any changes to its content.

Signed by: __________________________________________________________________

Printed name and position: _____________________________________________________
for and on behalf of [Organisation Name]

Date: ______________________________________________________________________

Signed by the worker: ______________________________________________________

Printed name: _______________________________________________________________

Date: ______________________________________________________________________
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