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WRITTEN STATEMENT OF TERMS AND CONDITIONS OF EMPLOYMENT
In accordance with the Employment Rights Act 1996, this Statement, together with the staff handbook, forms part of your Contract of Employment (except where the contrary is expressly stated) and sets out particulars of the main terms on which you are employed.
1. Employer


Central England Area Quaker Meeting (CEAQM)

Registered office: 40 Bull Street, Birmingham B4 6AF

Central England Area Quaker Meeting Charities: registered charity no: 224571
2. Employee


Name and Address
3.
Pre-employment checks
This contract is made subject to the receipt of documentary evidence of your right to work in the UK, the receipt of references that are satisfactory to us and, if we request it, a medical assessment and a criminal record disclosure satisfactory to us. If, at any time prior to you joining us, we withdraw this offer of employment for any reason, including receipt of any reference or check we consider to be unsatisfactory, we may terminate our agreement immediately and without the need to give notice or pay in lieu for any period of work offered and accepted. 
You are required to have and maintain the following qualifications, evidenced by sight of the original copy of your certificates, of which a photocopy will be made:

[Details of any qualifications required]

4.
Appointment
CEAQM appoints you, and you agree to serve CEAQM as [Job Title]. 
Your duties are outlined in the job description for the role.   You will perform to the best of your ability all the duties of this post and any other post you may subsequently hold and any other duties which may reasonably be required of you, and will at all times comply with all reasonable instructions given to you.
We reserve the right to vary within reasonable limits your job title, description, duties etc. It is understood that you will not be required to perform duties which are not within your capabilities. 

You must devote the whole of your time, attention and abilities during the hours of work for CEAQM to our mission and organisation’s objectives and may not, in any circumstances, whether directly or indirectly, undertake any other duties of whatever kind during your hours of work for CEAQM.
5.
Driving for Work Purposes 

It is a condition of your employment that you hold a full, valid driving licence. You are required to present the original of your driving licence before you drive for work purposes for us and must notify your line manager immediately if you are reported for any motoring offence which may lead to penalty points being awarded against you, or to your disqualification from driving. You are required to give us permission to check your licence with the DVLA at any time on request.

If you use your own vehicle for work purposes, you are required to ensure that your vehicle is properly taxed and insured for business use and you will be required to provide evidence of this to us on request. You must also ensure that the vehicle meets legal requirements for use on public roads at all times.
OR

If you are requested to use, or choose to use, your own car for work purposes, you are required to present the original of your driving licence before you drive for us and must notify your line manager immediately if you are reported for any motoring offence which may lead to penalty points being awarded against you, or to your disqualification from driving. You are required to give us permission to check your licence with the DVLA at any time on request. You are also required to ensure that your vehicle is properly taxed and insured for business use, and you will be required to provide evidence of this to us on request. You must also ensure that the vehicle meets legal requirements for use on public roads at all times.
6.
Commencement of Employment 
Your employment with CEAQM will commence/commenced on [Date]. 

No previous employment with any other employer counts towards your period of continuous employment.
7.
Place of Work
Your normal place of work will be [Location] or at any other current or future premises of CEAQM/your home address which is currently shown on page 1.
You may also from time to time be expected to travel for work purposes or for other reasons to other locations within the UK. You will be given reasonable notice of the locations you will be required to attend and it will be your responsibility to get to and from those locations.

We reserve the right to transfer you, either temporarily or permanently, to a suitable alternative place of work or to any other office which we consider to be within reasonable travelling distance of your home. 

The nature of your employment does not require you to work outside the United Kingdom.
8.
Hours of Work
Your normal hours of work will be [insert hours] per week. These hours will normally be worked between 8.00 and 18.00, Monday to Friday.  Actual days, start and finish times will be variable in accordance with the needs of CEAQM. 
Or, if fixed hours:

Your normal hours of work are [insert time] to [insert time] on [insert days]. These hours and days are not variable. You may be required to work overtime/additional hours when authorised and as necessitated by the needs of CEAQM.
Overtime is not guaranteed and is entirely voluntary. Should you work overtime you will receive time off in lieu (TOIL). Any additional hours worked must be agreed in advance with your line manager and TOIL is limited to a maximum of 50% of your working hours or 5 hours per week (whichever is the least) and must be used within 6 weeks of accruing.
You will not normally be expected to work on more than 5 days in a calendar week. 
If you work more than six consecutive hours per day you are entitled to a daily minimum 20 minute unpaid meal break, which may be taken by arrangement and at times convenient to the organisation. 

9.
Salary
Your salary will be [Salary] per annum.  This will accrue daily and is payable monthly in arrears on or around the 24th of each month by credit transfer to a personal account with a bank or building society operating credit transfer facilities. We reserve the right to change the method of payment if we deem this to be necessary for any reason.
Your salary will be reviewed, but not necessarily increased, annually in December. Should any changes to salary be agreed, these will be notified in writing to you.  There will be no pay review after notice has been given by either party to terminate this contract.
10.
Deductions from Pay

We reserve the right, at any time during or upon termination of your employment, to deduct from your pay or from any other sums due to you, any amounts owed to CEAQM by you, including but not limited to any overpayment of salary; outstanding loans or advances; overpaid expenses; excess holiday pay; or the cost of repairs to or replacement of property (including equipment, stock and non-statutory safety equipment) belonging to CEAQM and damaged by you or not returned to us on request; any fines, penalties or losses sustained during the course of your employment and which were caused through your conduct, carelessness, negligence, recklessness or through your breach of our rules or any dishonesty on your part; any deductions otherwise entitled under this contract; or where you have entered into a separate agreement with us, any outstanding costs detailed in the agreement.. Deductions made during the employment in respect of damaged or lost property would normally only be made following a disciplinary hearing, but this would not apply to property not returned (or returned in a damaged state) on the termination of the employment. If the amount you owe to CEAQM exceeds the amount due to you, you will be expected to pay the balance on or before your last day of employment.
In the event of unauthorised absence, we reserve the right to deduct salary pro rata for the hours lost. Due to the cut-off date for payroll administration, if you are absent due to sickness or any other reason where full pay may not be due, you may be overpaid as your pay for the whole month will have been processed in the middle of that month. If an overpayment is made due to any absence where full pay is not due, the amount of any overpayment will normally automatically be deducted from the following month's pay (or the next subsequent month(s) in which normal pay is due), until the overpaid amount is recovered.
We will also make deductions from your pay for PAYE and NI purposes, contributions to employee benefits including pension if applicable, or if ordered to do so by a court or local authority under an attachment of earnings order or by such other authority that we are required by law to comply with.
11.
Training Entitlements

There is no mandatory training required for your role. However, you are entitled to take part in various training courses which CEAQM may provide, or may arrange provision of via an external provider, from time to time.
12.
Holidays
The holiday year runs from 1 January to 31 December each year.  You are entitled to 25 days’ paid holiday per year. Public / bank holidays are in addition to this holiday entitlement. Holiday is paid at the basic salary or hourly rate applicable at the time the holiday is taken.  For part time employees, holiday entitlement, including any entitlement to bank and public holidays, will be calculated on a pro rata basis.
All holiday arrangements are to be agreed in advance with the line manager concerned, using CEAQM’s Annual Leave and TOIL Record Sheet.
You must not make firm holiday arrangements prior to receiving confirmation from your manager that your request has been authorised. The granting of annual leave will be subject to adequate cover being available and the overall needs of the organisation being met. No more than two weeks' holiday may be taken consecutively, unless a special agreement is reached with [job title]. 
Optional: Due to the pressure of work at that time of the year, no holiday will be authorised during the period starting [date] and ending [date]. 
Optional – role dependent: You are also required to reserve [3] days' holiday to cover our period of shutdown, which is normally, but not necessarily, over the Christmas period to be used in consultation with and at the discretion of the line manager.
Any holiday entitlement not taken by the end of the calendar year would normally become forfeit unless a special agreement is reached in advance or unless you are absent from work on maternity/adoption/shared parental leave or long-term sick leave, in which case special rules may apply.
For employees whose employment commences or terminates part way through a holiday year, the entitlement to holiday during that year will be calculated on a pro rata basis.
In the event of termination of employment, you will be entitled to holiday pay calculated on a pro rata basis in respect of all holiday accrued but not taken at the date of termination of employment. If you have taken more holiday than you have accrued in that holiday year, an appropriate deduction will be made from your final payment. 

If you are sick whilst on holiday, or just prior to taking authorised holiday, you may be eligible to request that the period of sickness during your holiday is treated as sickness absence, rather than holiday. This only applies if you will otherwise be unable to take your statutory holiday entitlement under the Working Time Regulations during the current holiday year and always provided that our notification procedures for sickness whilst on holiday are fully observed.

13. 
Other Paid Leave

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

· statutory maternity leave 

· statutory paternity leave

· statutory adoption leave 

· shared parental leave 

· parental bereavement leave 

14.
Sick Pay 
You should notify your line manager within two hours of the start of your normal working day if you are unable to work because of sickness. You must give your line manager a doctor’s ‘fit note’ (formerly ‘sick note’) if you are off sick for more than seven (calendar) days.

If you are absent from work due to illness or accident, occupational sick pay may be paid for a period of up to 12 weeks’ full pay. This is a total maximum, which may be made up of one or more periods of absence. Your entitlement to occupational sick pay will be calculated over the calendar year. Thereafter, any further payments (other than any Statutory Sick Pay (SSP) to which you are entitled) will be made on a discretionary basis only.
Any sick pay paid will be inclusive of any Statutory Sick Pay (SSP) payable for that period and will be calculated on your basic contracted hours. Payment of sick pay depends on our being satisfied of genuine sickness. We may withhold any payment in excess of SSP if we consider that there is any abuse or misrepresentation or if we consider your level of absence to be unacceptably high. 
Once sick pay is exhausted, you may still be entitled to receive SSP or other benefits, provided you meet the conditions of the current statutory scheme, see https://www.gov.uk/statutory-sick-pay/overview
For SSP purposes, your "qualifying days" will be the days on which you normally work. 
15.
Medical Examination 

During your employment we may request you undergo a medical examination by a medical practitioner nominated by CEAQM. We may also request a copy of your medical reports or records from your GP or specialist. In normal circumstances this will occur in the case of frequent or lengthy absence, or when we have reasonable grounds to believe that your current or future state of health may affect your ability to attend work, or your capacity to undertake general or specific duties to a satisfactory standard. 

Your consent will be sought in line with the requirements under the Access to Medical Reports Act 1988, and you are entitled to see a copy of the documentation provided. In line with data protection legislation, you will also be given details of the reason for the referral or request, what CEAQM intends to do with the data obtained and the lawful basis for processing the data.

If during your employment you contract or develop any ongoing illness or medical condition that may affect your work, this should be reported to us immediately. If you are unable to carry out your contractual obligations due to a medical condition, we reserve the right to review your continued employment. 

We reserve the right to cease to make payments of sick pay (other than SSP) should you fail to attend an appointment arranged by us for a medical examination. 

16.
Pension
You will be eligible to join our Group Personal Pension Plan when you have completed three months service with us, subject to meeting the eligibility criteria. Further information can be obtained from the Area Meeting Secretary. 
17.
Retirement 

We have no fixed retirement age. You may choose to retire at any time and we encourage you to discuss any thoughts or queries you may have about retirement with us at any stage so that we can both plan for this more effectively. Should you wish to retire, you are required to give full contractual notice as set out below. 

18.
Additional Benefits

Aside from any set out elsewhere in this statement, you are not entitled to any additional benefits from CEAQM. 

19.
Expenses 

CEAQM shall, in accordance with its policy in force from time to time, and on the production of appropriate original invoices, receipts etc, reimburse you for any reasonable out of pocket expenses wholly, necessarily, and exclusively incurred in the performance of your duties. 
20.
Disciplinary Procedure
The majority of employees will observe acceptable standards of performance, behaviour and attendance. Nevertheless, there may be circumstances when employees fail to comply with the requirement laid down by CEAQM, or who fail to reach or maintain standards. The object of our disciplinary procedure is to give employees the opportunity to improve their performance/behaviour/attendance by outlining the standards required of them and the way these can be achieved.
In order to undertake an investigation into any allegations of a disciplinary nature, you may at any time be suspended on full pay or excluded from our premises or both.
If you are dissatisfied with any disciplinary or dismissal decision taken in respect of you, you may appeal to the manager named in the letter communicating the decision
Our disciplinary procedure, which is non-contractual, is located here: 
Disciplinary Procedure
21.
Grievance Procedure
CEAQM encourages employees to settle grievances informally with their line manager. If however you have a grievance relating to any aspect of your employment which you would like to be resolved formally, you must set out the grievance and the basis for it in writing, and submit it to your manager.
Our grievance procedure, which is non-contractual, is located here: 
Grievance Procedure
22.
Unlawful Discrimination and Harassment 

During your employment with us, it is a strict requirement that you do not unlawfully discriminate, either directly or indirectly, against either your colleagues or anyone with whom you come into contact in the course of your duties. This includes subjecting such people to harassment and covers discrimination on the grounds of a protected characteristic (race, sex, disability, sexual orientation, religion or belief, age, marital status or civil partnership, pregnancy/maternity or gender reassignment). 

Failure to comply with this requirement may result in disciplinary action, including dismissal.  For more details, see our Equal Opportunities Policy, a copy of which is CEQ website.
23.
Period of Notice
Probationary period:
The first 26 weeks of your employment will be a probationary period, during which time either party may terminate the employment by giving notice, in writing and confirming your last day of work as follows:
· Where CEAQM wishes to terminate your employment: one week's notice

· Where you wish to terminate your employment: one week's notice
Your performance during your probationary period will be reviewed and, whilst every endeavour will be made to meet with you to review your performance prior to the end of the probationary period, it will automatically be extended until such time as the review is carried out and satisfactory completion confirmed in writing to you. At this review meeting the probationary period may be further extended at our discretion in which case you will be advised of this and the same notice periods will continue to apply.
If your service during your probationary period has been satisfactory, you will be advised of this and your employment will continue until determined by either party as specified below.
Following the probationary period:

Following successful completion of your probationary period, you are required to give one month's notice in writing, of your intention to terminate your employment with CEAQM.  Should CEAQM wish to terminate your employment, it will give the following periods of notice to you, in writing:
· After successful completion of your probationary period, you will be entitled to one months' notice.
· After more than five years’, but less than twelve years' continuous employment, you will receive not less than one week’s notice for each year of continuous employment.
· After more than twelve years' continuous employment, you will be entitled to receive not less than three months’ notice.
CEAQM may insist that the staff employee takes any unused annual leave during any notice period.
In all cases of termination of employment, by whichever party, we reserve the right to pay you in lieu of a proportion or all of the above notice periods at our discretion. Pay in lieu of notice will be calculated on the basis of your normal weekly pay, excluding any overtime. For the avoidance of doubt, where you have received payment in lieu of notice you will not be entitled to any additional compensation in respect of any holiday which would otherwise have accrued during your notice period. Payment in lieu may be withheld until we are satisfied that you have complied with the requirements set out in the clauses entitled 'Return of property' and may be withheld or recovered if we become aware of a breach of contract by you that would have resulted in summary dismissal had you still been in our employment.
Your employment may be terminated without notice or pay in lieu of notice if you are summarily dismissed on the grounds of gross misconduct.
During your notice period (regardless of whether it was given by CEAQM or you), we may exercise one or more of the following options:

· We may require you to take some or all of any outstanding accrued holiday entitlement. Should you be put on 'garden leave' (see below), then any accrued but unused holiday entitlement shall be deemed to be taken during your period of garden leave (provided that this is of a long enough duration to cover the total amount of outstanding leave - any remaining balance will be paid in lieu).

· We may require that you do not take holiday booked in your notice period although it had previously been authorised, but work out your complete notice period. Alternatively, if we agree that you take the authorised holiday, we may require you to extend your notice period by the same amount so that you work the full notice period.

· Should we agree to an early release date at your request, you will only be paid up to the agreed leave date.

· We are not obliged to provide you with work of any sort during your notice period. We may relieve you of some or all of your contractual duties during this period, and require you to carry out duties which are different from those you were previously carrying out. In addition, you may be required to share any of the duties of your job with another person nominated by CEAQM.

· In certain cases, we may insist that notice is taken as 'garden leave' during which time you will not be required to attend our premises nor will you be permitted to contact clients, customers or fellow employees. During any period of garden leave you remain our employee, your duty of fidelity and good faith will continue to apply. You will also be expected to make yourself available for any handover of work, and to deal with any queries.
24.
Conflicting Interests 

Immediately it comes to your knowledge that any business relations are being contemplated or made by CEAQM with any organisation, company or body in which you have any interest (financial or otherwise), you must disclose this to your line manager. 

You are required not to have any financial interest in, or derive any financial or other benefit from, any contract(s) or transaction(s) which CEAQM or any associated employer may enter into with any third party without first disclosing such interest or benefit to your line manager and obtaining their prior written approval. 

This restriction does not apply to shares quoted on a recognised stock exchange and held by you for bona fide investment purposes.

25.
Confidentiality

You acknowledge that during the course of your employment you will have access to confidential information belonging to CEAQM. You shall not at any time during, except in the proper course of carrying out your duties, or after your employment, whether directly or indirectly, disclose to a third party or make use of any confidential information. 

For the purposes of this section, “confidential information” shall include: information relating to business methods; business plans; finances; future opportunities and developments of the organisation; trade secrets; all or any information relating to the marketing or sales of any past, present or projected products or services of the organisation, and any information in respect of which the organisation owes an obligation of confidentiality to a third party.

You should also endeavour to prevent any such information from unauthorised disclosure or publication. The restrictions in this clause shall cease to apply to such information which comes into the public domain, other than as a result of an unauthorised disclosure by you or any employee or ex-employee of CEAQM. 

It is also a condition of your employment that you are expected not to copy, abstract or summarise the whole, or any part of any CEAQM document, either hard copy or electronically stored, except with the prior consent of your manager. You shall make yourself aware of the organisation’s policies in relation to compliance with the UK General Data Protection Regulation and Data Protection Act 2018, 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 CEAQM immediately upon discovery of a data breach.

26.
Whistleblowing 

Legislation protects individuals who report allegations that are in the public interest and that relate to wrongdoing, such as issues of safety or money laundering. If you have concerns about any suspected wrongdoing at work, a breach of ethics or a failure to comply with our legal obligations, whether this be on the part of a colleague, manager, contractor or any other person associated with CEAQM, you should bring your concerns to the attention of your manager. Some circumstances (such as the behaviour of your manager) will require you to raise the matter directly with another manager or senior person. 

For more details, see our Whistleblowing Policy, a copy of which is located on the CEQ website. 
27.
Business Relationships 

CEAQM places great emphasis on maintaining good and long-term relationships with its Friends. You are therefore reminded that you are a representative of the organisation when dealing with Friends, and must act in a responsible, courteous and professional manner. 

If any Friends or members of the community have a complaint or criticism of the organisation or its services, you are required to inform your line manager or the Principal Officer of this as soon as is reasonably possible.  

28.
Health and Safety 

You have a duty whilst at work to take reasonable care for the health and safety of yourself and of other persons who may be affected by your acts or omissions. You also have a duty to co-operate with the organisation in complying with any duty or requirement concerning health and safety at work. Please ensure that you have read, and comply with, our Health and Safety Policy, a copy of which is on the CEQ website. In addition, you must acquaint yourself with all the health, safety and fire rules and procedures in force on any premises you are working. 

Any breach of our safety rules will be regarded seriously and dealt with through the disciplinary procedure. Where an action or neglect is so dangerous as to constitute gross misconduct, you may be liable to summary dismissal. 

29.
Personal Property 

No responsibility is accepted by CEAQM in respect of loss or damage to any personal property you bring onto our premises or leave in a vehicle. Any personal property brought onto the premises or left in a vehicle is entirely at the owner's risk.
30.
Return of Property
On the termination of this agreement for whatever reason, or at any time on request, you will return any equipment, materials, property, records, data, documents, correspondence, information stored in other media (including those on magnetic, optical or other media) and other papers (together with any copies of extracts) made or acquired by you in the course of your employment which shall be the property of CEAQM. Failure to return such property may result in the cost of the items being deducted from any monies owing to you.
The copyright in all such records, data, documents, information and other papers used or created by you in the course of your employment shall at all times belong to CEAQM. You are required to delete any such information which is stored electronically on any machine which is not to be returned to us. You shall also inform CEAQM of all passwords used by yourself in relation to any computers belonging to us.
31.
Changes to Terms and Conditions of Employment
We reserve the right to reasonably amend your terms and conditions of employment in order to meet the needs of the organisation. Any revisions to these conditions will be notified to you within one month of the change and such changes will be deemed to be accepted by you unless you notify us of your objection in writing within one month of the date of the notice.
32.
Collective Agreements
There are no collective agreements which affect these terms and conditions of employment.
33.
Previous Agreements 

The terms set out in this agreement and the documents referred to take effect in substitution for all previous agreements and arrangements whether written or oral or implied between CEAQM and you which shall be deemed to have been terminated by mutual consent as from the date of this agreement. 

34.
Data Protection 
CEAQM collects and processes certain types of data about you and does so in line with the General Data Protection Regulation and Data Protection Act 2018. Please read our Privacy Notice which is provided separately for more information about the types of data processed and the reasons for the processing.

You shall make yourself aware of our 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.
This is to confirm that I have received a copy of this document and agree to be bound by its clauses and sub-clauses.

	Signed


	Signed

	Local manager, for and on behalf of Central England Area Quaker Meeting
	Employee

	Date:


	Date:


	Signed
	

	Principal Officer, on behalf of CEQ
	

	Date
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