CONTRACT OF EMPLOYMENT AND STATEMENT OF PARTICULARS BETWEEN 
THE UNITED REFORMED CHURCH MERSEY SYNOD
AND

Name of Employee:  ***
I confirm receipt of my Contract of Employment and Statement of Particulars that, together with the Staff Handbook, forms my Terms and Conditions of Employment and confirm that within one month of receipt of the Staff Handbook I will have read and understood it.  I also confirm that I have read and understood the Health and Safety Policy of the Mersey Synod.

Signed:

Date:

TERMS AND CONDITIONS OF EMPLOYMENT.

1. During your employment with the Synod your Terms and Conditions of Employment will be in accordance with the arrangements set out in this document and the Staff Handbook. 

2. There may, from time to time, be variations in this contract in line with employment law changes and operating requirements; you will be notified in writing of any such variations.

3.	The Synod will conduct your employment in line with the contents of this document.  Failure to read and understand the contents of this document will not be accepted as a defence for any adverse conduct.

4.	The Synod operates a strict NO SMOKING Policy on all its premises.
CONTRACT OF EMPLOYMENT AND STATEMENT OF PARTICULARS FOR EMPLOYEES OF 
THE UNITED REFORMED CHURCH MERSEY SYNOD
TERMS AND CONDITIONS OF EMPLOYMENT
        IN COMPLIANCE WITH THE EMPLOYMENT ACT 2002
           AND OTHER RELEVANT LEGISLATION

This Contract of Employment is issued to:  ***
(the Employee) in connection with his/her employment with The United Reformed Church, Mersey Synod (the Synod).   Your period of continuous employment commences from the date of employment and any employment with a previous employer does not count as part of your continuous employment with the Synod.  There are no collective agreements affecting your Terms and Conditions of Employment.

Date issued:  ***

1.	Termed/Permanent Contract 
Date of commencement of Employment:  ***
Job Title:  ***
  2.	Your Place of Employment.
(i) The Synod’s Registered Office is: Synod Office, 1 Fingall Road, Wavertree, Liverpool. L15 9JE
(ii) Your usual place of employment is the Synod office, 		however; you agree that the Synod may, at its absolute discretion, change your place of work if the need arises and, from time to time, you may be required to work at other places on a temporary basis.  You will be informed in writing of any such changes.
(iii) Some working from home may be arranged by agreement (see Section 17 of the Staff Handbook).
(iv) You may be required to attend meetings outside your normal place of work.

 4.	Salary.
(i) Your current salary is £****
(ii) Payment will be by BACS transfer.
(iii) You will be paid monthly, normally in the middle of the month, and you will be issued with a formal payslip.
Salary Review:
(i) Salary reviews will be undertaken periodically.
(ii) Any salary review does not guarantee a pay rise and there is no contractual undertaking to give salary increases.
Temporary Additional Duties.
(i)	If you are required to undertake the full duties and responsibilities of a post where the salary is greater than your current post for a continuous period of four or more weeks, you will be entitled to receive the higher salary.
(ii)	This does not include normal cover for the absence of another employee.
(iii)	When the qualifying period of four weeks has been satisfied the higher salary will be backdated to the first day on which you were required to undertake the additional duties.
(iv)	This provision cannot be paid where the duties and responsibilities are shared between several employees.  In such cases the Synod may consider granting an honorarium to the employees who perform the additional duties.
5.	Hours of Work.
(i) The Synod operates Monday to Friday for 30 hours per week.
(ii) Your contracted hours are: *** (your normal days of work are Monday to Friday inclusive, although this might vary from time to time by mutual agreement).  
(iii) The Synod expects a reasonable level of flexibility the extent of which depends on the needs of the Synod.
(iv) You may be required to work additional hours in which case either you will be given time off in lieu (TOIL) by agreement. TOIL can only be accrued for up to two days per month, anything in excess of this is only given with prior authorisation.
(v) You must be available for external training courses as required and out-of-hours meetings and activities as necessary.
6.	Holiday Entitlement. 

(i) Your holiday entitlement is 25 days plus 8 (eight) Public Holidays.    
(ii) For the days between Christmas and New Year, you do not need to work these or take them out of your Annual Leave allowance.  However, if you do work on those days the time you worked cannot be claimed back as TOIL in later weeks.  Synod Office is closed on these days.  
(iii) Your holiday entitlement runs for twelve calendar months from 1st January to 31st December each year.
(iv) You will not normally be allowed to take leave during your Contractual Probationary Period (see paragraph 9) unless arrangements were made before appointment.   Any variation to this is at the discretion of the Synod.
(v) All annual leave should be taken within the leave year; leave can be carried forward with the express permission of your line manager and the maximum that may be carried forward is five days (pro rata).
(vi) You are expected to give at least one weeks’ notice for a single days’ holiday and at least one month’s notice for one weeks’ holiday or longer.  All absences must be agreed and authorised.  Approval for leave will be dependent on the needs of the Synod.  You are expected to consult colleagues to ensure that there is adequate cover for the office and for handling outstanding matters when you are on holiday.
(vii) If, at the termination of employment with the Synod, you have leave due to you, you will normally be required to take such leave during any period of notice worked.
(viii) If, at the effective date of termination of employment, you have leave due to you that you have been prevented from taking during the notice period, you will be paid accrued pay in respect of the leave at the normal hourly rate.
(ix) If, at the effective date of termination of employment you have taken leave in excess of your entitlement the excess holiday pay will be deducted from your final salary payment.
(x) This entitlement to accrued holiday pay will not exist if you are summarily dismissed or leave the Synod without giving the contracted notice period.
Public Holidays.
(i) Statutory Public Holidays are:
New Year’s Day
Good Friday
Easter Monday
May Day
Spring Bank Holiday
Late Summer Bank Holiday
Christmas Day
Boxing Day
Total =  8 days.
(ii)	You may be required to work on Public Holidays in which case the equivalent time will be given off in lieu (TOIL) or you will be paid at double your basic rate of pay at the Synod’s absolute discretion.
7.         Insurance.
(i) The Synod has full and comprehensive insurance in place including Public Liability and Employee Liability insurance.

8.	Pensions.	
(i) The Synod operates and offers you a Pension Scheme.
(ii) The Pension Scheme is in compliance with the Pensions Act 2012.
(iii) You will be given full details at the appropriate time.
9. Not applicable - Contractual Probationary Period (Permanent Contracts only).
(i) You are subject to a Contractual Probationary Period (CPP) of six months.
(ii) If you satisfactorily complete your CPP you will then be deemed a permanent member of staff.
(iii) If you do not satisfactorily complete your CPP you will be informed in writing of the full reasons and your employment will be terminated.
(iv) The Synod reserves the right to extend the CPP by a further three months but normally never longer than that.
(v) However, where there has been a prolonged absence during the CPP period due to adverse reasons, the Synod may extend by a further additional three months
10. Notice Periods.
(i) If you voluntarily wish to leave the Synod’s employment you will be subject to the following notice period:
Length of Employment:
During CPP (26 weeks)		-   one week
Over 26 weeks			-   one month
(ii) If you voluntarily leave the Synod’s employment without giving proper notice as above, and without specific agreement by the Synod, you will forfeit pay in lieu of notice at your basic rate of pay.
(iii) Should the Synod terminate your employment due to proven incompetence or other adverse reasons excluding Gross Misconduct when summary dismissal will apply (see v below), the statutory minimum notice of termination will be given:
Over 4 weeks service but less than 2 years
One week
Two years’ service, or more:
One week for each year of continuous service up to a maximum of twelve weeks.
(iv) Should you be made redundant the statutory minimum notice of termination will be given as in (iii) above.
(v) In cases of summary dismissal employees will be considered in breach of contract and no notice will be given.
11.	Trade Union Membership and Activities.
(i)	You have an individual right to be a member of a registered Trade Union and, as a member, to take part in its activities at appropriate times and to seek election and to hold office.
(ii)	The Trades Unions do not have negotiating rights with the Synod.

The Synod has a Staff Handbook that contains full details of the policies and procedures relating to the terms and Conditions of Employment of the Synod.  

By signing this Contract of Employment and Statement of Particulars you are acknowledging that you have read and understood the Staff Handbook.  
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