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TERMS AND CONDITIONS OF EMPLOYMENT

This document contains the main terms and conditions of employment which govern your service with the<< insert name of church>> United Reformed Church.


BETWEEN

(1)	The <<insert name of church>> United Reformed Church (which was created under the United Reformed Church Acts of 1972, 1981 & 2000) whose principal office is <<insert address of church>> (hereinafter referred to as “we”, “us” or “the Church”)

[bookmark: Text4](2)	<<Name of Employee>> of <<Address>> (hereinafter referred to as “you”).

IT IS AGREED as follows: 

General
The following terms and conditions are given to you in accordance with the terms of the Employment Rights Act 1996, Employment Act 2002, and Working Time Regulations 2007 as amended or re-enacted at the relevant time. 

Duties and Job Title
[bookmark: Text55]	You are employed by the Church in the capacity of <<job title>>.  Your role and main responsibilities are outlined in your job description.
	The Church reserves the right to vary your duties and responsibilities at any time and from time to time according to the needs of the Church’s activities. 
You agree to cooperate with the Church should it introduce new technology and/or methods of working and agree to undergo training and adapt your own working practices in such ways as the Church might reasonably direct.

Fixed Term and Termination of Employment
[bookmark: Text33]This Contract is for a fixed term of <<number of months/years >> from the Date of Commencement specified below. 
	OR
[This Contract is for a fixed term until << specify project >> is completed.]
OR
[bookmark: Text60][bookmark: Text61][bookmark: Text62][This Contract will be for a fixed term commencing on the date of commencement specified in clause 4.1 and continuing until <<specify name of employee>>  returns to work after his/her period of  <<specify reason for leave e.g. sick leave, maternity leave>>.  It is a condition of your Contract that you agree that when <<name of employee>> returns to work, your Contract of Employment will terminate.]  
During the fixed term either party may terminate the contract on giving not less than <<insert duration>> notice.  Alternatively, your employment may be summarily terminated if you are found guilty of gross misconduct.
[Unless renewed by the Church, this contract and your employment with the Church will terminate upon expiry of the fixed term.]
OR
[This contract and your employment with the Church will continue after the end of the fixed term until termination by either side on <<insert duration>> notice of termination expiring on or at any time after the fixed term.]
During your probationary period (including any probationary period extension) the notice required by either party to terminate this Contract of employment will be <insert duration>>.
Nothing in this Contract prevents us from terminating your employment summarily or otherwise in the event of any serious breach by you of the terms of your employment or in the event of any act or acts of gross misconduct by you.

Date of Commencement/ Date of Continuous employment
Your date of commencement in this role is <<Date>>
[bookmark: Text5]Your period of continuous employment with us began on <<Date>>.
OR
No employment with a previous employer count as part of your period of continuous employment.
 OR
[bookmark: Text39][bookmark: Text6]Your employment with <<name of previous employer>> which began on <<Date>> will count as part of your continuous period of employment with us.
In accepting your appointment, it shall be deemed that you have accepted all the terms and conditions set out in this Contract. 
This Contract of Employment annuls any previous agreement whether verbal or written given to you at any time. 
The first <<insert duration>> of the Employment will be a probationary period. During this period your performance and conduct will be monitored. At the end of the probationary period your performance will be reviewed and if found satisfactory your appointment will be confirmed. The probationary period may be extended at the Church’s discretion. During the probationary period, the full disciplinary and grievance procedure will not apply. Refer to Probation Policy for full details. 

Hours of work
Your normal working hours are <<insert hours per week>> <<insert from time to time>>, << insert from day to day inclusive>>, with an unpaid lunch break of <<insert duration>> the timing of which must be agreed with your line manager. 
OR
Your normal working hours are <<insert hours>> hours per week, <<insert hours>> hours per <<insert from day to day>>. Your working pattern should be agreed with your line manager; you must take at least 30 minutes’ unpaid lunch break every day. 
The Church reserves the right, after consultation, to vary working hours as necessary.
You may be asked to work additional hours beyond your normal hours, and it is a condition of your employment that you agree to do so when reasonably asked. You will be given time off in lieu of any additional hours worked.  Any additional hours worked must be agreed in advance with your line manager.
OR
You may be required to work additional hours as and when requested to do so or when the proper performance of your duties so requires.  There is no entitlement to overtime payments or time off in lieu of hours worked outside your normal working hours except in specific circumstances which will be notified to you.
The Working Time Regulations provide that the average working time, including overtime, does not exceed 48 hours in each seven-day period (averaged over a 17-week period). By signing this contract, you agree that this limit shall not apply to you. You may terminate this arrangement at any time by giving two months’ written notice to the Church (via the Human Resources department).


Place of work
Your reporting base and normal place of work is <<insert name and address of church>> or at such other places as the Church may reasonably require.
OR

You will be working from home or at such other places as the Church may reasonably require.

OR
You will be working on hybrid basis from home on every <<insert days>> and from <<insert name and address of church>> on every <<insert days>> or at such other places as the Church may reasonably require.

Mobility
You may be required to travel on Church business anywhere in the UK [and overseas (delete if not applicable)].   

Remuneration
Your salary will be £<<   >> per annum, paid monthly in arrears by credit transfer to your bank account on or around the <<insert date>> of every month.
Your salary will be reviewed annually entirely at our discretion.
In accordance with the Expenses Policy in force at the time of any eligible expenditure you will be reimbursed for any reasonable expenses properly incurred by you while performing your duties on behalf of the Church, subject to your producing supporting receipts in respect of such expenses when requested by the Church.
You will be able to reclaim or request payment of annual subscription fees for the professional body of which you are a member provided:
that membership is a direct benefit to, or connected with the performance of your duties for the Church; and
that body is approved by HMRC.
The Church shall be entitled at any time during your employment, or in any event on termination, to deduct from your remuneration or your expenses any unpaid monies due from you to the Church.  Any amount deducted under this clause is a genuine attempt by the Church to assess its loss and is not intended to act as a penalty. Such deductions may include, but are not limited to:
An overpayment or advance of salary or expenses 
Annual leave taken as at the date of the termination of your employment which is in excess of your accrued entitlement. 
Any loans, including season ticket loans
Holidays
[bookmark: Text67]Full-time staff are entitled to <<insert days>> (this includes the statutory minimum holiday entitlement of 28 days holiday including or excluding bank and public holidays) holidays in each full holiday year. 
INSERT any rules you may have around the requirement to take time off during Christmas and New Year.
The holiday year commences on <<insert date>> and finishes on <<insert date>> each year.
Part-time staff have holiday entitlement on pro rata basis as per their hours of work.
If your employment commences or finishes part way through the holiday year, your holiday entitlement will be prorated accordingly.
If, on termination of employment: - 
You have exceeded your prorated holiday entitlement, the Church will deduct a payment in lieu of days holiday taken in excess of your prorated holiday entitlement, and you hereby authorise the Church to make a deduction from the payment of any final salary. 
You have holiday entitlement still owing, the Church may, at its discretion, require you to take your holiday during your notice period or make a payment in lieu of untaken holiday entitlement.
Holidays must be taken at times convenient to the Church. You should give as much notice as possible of your proposed holiday dates; <<insert any rules as per your holiday policy>>.  

You must obtain approval of proposed holiday dates in advance from your line manager; your manager is not obliged to agree to your proposed dates.  You will not be allowed to take more than <<insert days/weeks as per your holiday policy>> at any one time, save at the Church’s discretion. You must not make travel arrangements or book holidays until your request for approval has been formally agreed.
If you work in more than one department or have more than one reporting line, you must obtain agreement from all the relevant departments/managers in order to obtain formal agreement to your holiday request.
All holidays must be taken in the year in which they are accrued. In exceptional circumstances you may carry forward up to <<insert days>> (pro rata hours for part-time) untaken holiday entitlement to the next holiday year. This applies for one year only, and holiday may not be carried forward to a subsequent holiday year.
If you are sick or injured while on holiday, the Church will allow you to transfer to sick leave and take replacement holiday at a later date. This is strictly subject to the following:
You must contact your line manager in person and by telephone (if possible) as soon as you know that your holiday will be affected by sickness or injury.
The full period of your incapacity due to sickness or injury must be certificated by a qualified medical practitioner, where it exceeds seven days; and
Within 24 hours of your return to work, you must confirm in writing how much of your holiday was affected by sickness or injury and the amount of leave you wish to take at another time. This written notification must be sent to your line manager. 
  
Other paid leave
[bookmark: _Hlk36028150][bookmark: _Hlk36025035]Any maternity, paternity, adoption, shared parental or parental 		bereavement leave will be paid at the statutory rate OR <insert rate if higher than Statutory>>. 	
[bookmark: _Hlk36025047]The Church also offers paid compassionate leave, where appropriate <Remove if not applicable>.
The Church’s <<insert name of the leave policy>> document details further information.

Training
[bookmark: _Hlk36025142]You will be required to complete the mandatory training allocated to you within the probationary period specified. Refer to probation policy and form for further information. Failure to complete this training could affect your successful completion of your probationary period. 
[bookmark: _Hlk36025150]You may be required to complete additional training at the Church’s 	discretion and will be paid at your normal rate of pay for any compulsory 	training.

Sickness Absence
[bookmark: Text9]In the event of your absence for any reason you (or if severely incapacitated, someone on your behalf) should contact your line manager at the earliest opportunity on the first day of the absence to inform them of the reason for absence. You must inform your line manager as soon as possible of any change in the date of your expected return to work.
Where the absence lasts for more than one week you should update your line manager weekly about your expected return to work.
A self-certification form should be completed for absences of up to seven days. 
For periods of sickness of more than seven consecutive days, including weekends, you will be required to obtain a Statement of Fitness for Work Fit Note or Medical Certificate and send this to <<insert local record keeping arrangements>>. A new Fit Note or Medical Certificate should be sent periodically as required by the Church.
During the probation period of your employment, if you are absent from sickness or incapacity, you are entitled to Statutory Sick Pay (SSP), provided that you have met the notification and certification requirements above. There is no contractual right to payment in respect of periods of absence due to sickness or incapacity. 
When you have completed successfully your first <<insert months>> of service if you are absent through sickness or incapacity, and you have complied with the notification and certification requirements above, you will be paid <<insert rules as per your sickness policy which may include Occupational Sick Pay>>. 
The Church monitors and records absence levels and reasons for absences. Such information will be kept confidential.
The Church may require you to undergo a medical examination by a medical practitioner nominated by us at any stage of your employment, and you agree to authorise such medical practitioner to prepare a medical report detailing the results of the examination, which you agree may be disclosed to the Church. The Church will bear the cost of such medical examinations. Such an examination will only be requested by the Church where it is reasonable to do so.

Pension
On employment you will be assessed to determine whether you should be automatically enrolled into the Church’s qualifying pension scheme <<insert pension scheme>> for autoenrollment, administered on behalf of the Church by <<insert responsible body>>.  Full details of the scheme will be provided when you are enrolled.
Auto-enrolment refers to the government regulations which require employers automatically to put employees, who meet certain qualifying conditions, into a pension scheme.
When your actual earnings have been assessed for automatic enrolment, you will be notified in writing whether you have been enrolled or not and what your choices are by <<insert responsible body>>.  If you are automatically enrolled, you do not complete an application form, and pension contributions will automatically be deducted from your salary. You are able to opt out of the pension scheme by contacting <<insert responsible body>>. 
If you feel you need any advice on the scheme you should contact an Independent Financial Adviser.
INSERT any rules around pension such as salary sacrifice scheme for pension contributions. Remove if not applicable.

Under salary sacrifice scheme you agree to sacrifice part of your salary in return for a contribution to the pension scheme by the Church on your behalf, equivalent in value to the amount of salary you have sacrificed. You will be automatically enrolled into the salary sacrifice arrangement if your earnings meet certain criteria. You can opt out of the salary sacrifice arrangement by contacting payroll. 
If you participate in the salary sacrifice scheme, the amount deducted (sacrificed) from your salary will be equivalent to the amount that would otherwise have been deducted from you for employee pension contributions. Participation in this salary sacrifice scheme results in a contractual change to your salary.
While you remain an active member of the church you will be eligible for death in service and ill-health benefits, separate from the pension scheme subject to the rules and conditions in force at the relevant time. Remove if not applicable.
The pension scheme is subject to its rules as may be amended from time to time, and the Church may replace the scheme with another pension scheme at any time.

    Non contractual benefits
Other benefits that are provided can be found in the <<insert any benefits brochure/document>>. 

Retirement
The Church does not operate a normal retirement age and therefore you will not be compulsorily retired on reaching a particular age. However, you can choose to retire voluntarily at any time, provided that you give the required period of notice to terminate your employment.  
Those who are considering retirement are encouraged to discuss their plans with their manager and <<insert the relevant team such as HR>> at an early stage to assist with retirement planning and workforce management. Further information regarding the retirement process, available support and related arrangements is set out in the <<insert relevant policy such as Retirement Guidance>>.
The Retirement Guidance does not form part of this Agreement and may be amended by the Church from time to time.
Maternity Paternity and Adoption Rights
The Church will comply with its statutory obligations with respect to maternity, paternity and adoption rights and rights dealing with time off for dependants. The Church’s policies in this regard are available on request from <<insert the relevant team such as Human Resources>>.

Grievance Procedure
The formal Grievance Procedure is available on request from <<insert the relevant team such as Human Resources>>. This policy does not form part of your terms and conditions of employment.
Disciplinary Procedure
The disciplinary rules applicable to your employment are set out in the attached Disciplinary Rules and Procedure. The Church Disciplinary Policy and Procedure does not form part of your terms and conditions of employment.  

Staff Handbook and Employment Policies
All Staff have a duty to adhere to the Church’s other policies from time to time in force, including but not exclusive to the Church’s Health and Safety, Fire Safety, Sickness and Absence and Equal Opportunities Policies.

General Data Protection Regulations
T The Church is required to inform you about the personal data we collect about you and how this is used, stored, shared and protected, in accordance with data protection legislation. This information is set out in the Church’s Privacy Notice, as updated from time to time and available on the <<insert the link or attached the file>>. 

Restrictions and Confidentiality
You may not, without the prior written consent of the Church, engage in any business or paid employment within or outside the Church other than that for which employed by the Church within this contract
You must promptly disclose to the Church any actual, potential or perceived conflict of interest relating to your employment.
You must not, without the Church's prior written consent, undertake any other employment, consultancy, directorship, business activity or engagement that may conflict with the Church's interests, adversely affect the performance of their duties, result in the misuse of confidential information, or otherwise create a conflict of interest.
You must comply with the Church's Conflict of Interest Policy, as amended from time to time. The Policy is non-contractual and does not form part of this Agreement.

You will not at any time either during your employment or afterwards use or divulge to any person, or organisation, except in the proper course of your duties whilst employed by the Church, any confidential information identifying or relating to the Church or people associated with the Church, details of which are not in the public domain.

Changes to Terms and Conditions of Employment
The Church may amend, vary or terminate the terms and conditions in this 	document and in the associated policy documents and any such change will be notified to you personally in writing or, when generally applied, by notice.

Collective agreements
There are no collective agreements relevant to your employment.
 
Governing Law
These Terms and Conditions of Employment shall be governed by and construed in accordance with the laws of England.



Issued for and on behalf of The United Reformed Church. 

[bookmark: Text37]Signed: ………………………………………	Date:      
<<Name of  Individual signing on behalf of the Church>>

Employee

I hereby warrant and confirm that I am not prevented by previous employment terms and conditions, or in any other way, from entering into employment with the Church or performing any of the duties of employment referred to above. I accept the terms of this Agreement.


Signed: …………………………………………	Date:      
[bookmark: Text31]	<<Name of Employee>>
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