LONDON BOROUGH OF HACKNEY
EMPLOYMENT RIGHTS ACT 1996

STATEMENT OF WRITTEN PARTICULARS
TEACHING STAFF IN COMMUNITY SCHOOLS
1.
GENERAL
THE EMPLOYER:
London Borough of Hackney
The Town Hall

Mare Street

London E8 1EA

THE EMPLOYEE:       
DATE OF COMMENCEMENT OF EMPLOYMENT:       
(the date on which this contract commences or is deemed to have commenced)

START DATE OF CONTINUOUS EMPLOYMENT:       
Continuous service for teachers is defined as including employment with one or more Local Authority, but not with any other public sector organisation, providing there is no break in service and the employment may be deemed continuous.
END DATE OF EMPLOYMENT:        (see section 5)
JOB TITLE:  APPRENTICESHIP TEACHER
ANNUAL SALARY:  £        (Full Time Equivalent)
JOB GRADE AND SPINAL POINT:   FORMDROPDOWN 
 Scale, Spinal Point       

on the Inner London Pay Scale for qualified/unqualified teachers.

Allowances:

Teaching and Learning Responsibilty:  £       
Management:  £       
Recruitment and Retention:  £       
Special Needs:  £       
Unqualified Teacher:  £       
The employee’s salary is calculated in accordance with the School Teachers’ Pay and Conditions Document (STPCD).
PLACE & ADDRESS OF EMPLOYMENT:
     

     

     

     

     
2.
 HOURS OF WORK (FULL TIME EQUIVALENT – FTE):       
The statutory arrangements for working time are set out in the STPCD for classroom teachers (other than head teachers, deputy head teachers, assistant head teachers, Leading Practitoners and fast track teachers).  Full time teachers (other than those named above) are required to be available to work for up to 1265 hours of directed time over 195 days per year. Reasonable additional hours as may be necessary to enable the effective discharge of the teacher’s professional duties.
Subject to the Working Time provisions of the STPCD, the employee’s holidays coincide with periods of school closure and public holidays, details of which will be notified to the employee by the school from time to time. 
Part-time teachers are required to be available for work for the same percentage of 1,265 hours as the percentage of full-time pay that they receive.
The working days for this post during term time are from [e.g. Monday to Friday]. 

A directed time budget for this post will be provided before the commencement of employment and at the beginning of each academic year based around the school day. 
Further information relating to directed time, school closure and in-service training days are available from the school.

A teacher who is required to be available for work for more than one school session on any school day must be allowed one break of reasonable length either between school sessions or between the hours of 12 noon and 2.00pm

Working hours are subject to variation in the interest of the efficiency of the School following consultation and reasonable notice. The headteacher will provide confirmation of any changes. 
3.
PARTICULAR TERMS
You will be employed as an apprentice in connection with the teaching apprenticeship.
If you fail to achieve the specified qualification(s) within the period of this contract, then this could affect your continuation on the scheme and your contract of employment may be terminated.

On completion of this contract of employment, permanent employment with the School is not guaranteed but will be considered subject to:

· Successful completion of your apprenticeship qualification 

· Satisfactory work performance and acceptable attendance at work and during training; 

· A suitable established teaching post with sufficient funding; 

· Your line-manager/supervisor’s agreement that you are suitable for the post; 

If you do not secure an appointment with the School, your employment will end.  The reason will be because you have completed your Apprenticeship and you will not be entitled to any form of redundancy or severance payment. 

4.
DUTIES: 
You are required to undertake the work set out in your job description. The job description does not form part of your contract of employment.

During your apprenticeship you will attend regularly for training which takes place at your training provider’s premises, or such other places as the organisation notifies you from time to time.  On days during which you would normally be expected to attend training, but the training provider has asked you not to attend (for example because of annual shut down) you will be expected to attend your place of employment. 

If you are unable to attend training owing to sickness or injury, you must follow the sickness reporting procedure.  

Unauthorised absence and/or inappropriate behaviour will be viewed as a disciplinary offence and may result in disciplinary action against you.

You are required, at the School’s request to provide evidence of your attendance at training courses and all records and results connected with your training.  Information may be shared with your training provider or other relevant organisations for the purpose of facilitating and monitoring your training.  You are giving your consent by signing this agreement.

Whenever possible, study towards your apprenticeship qualification should be done at your principle place of work, including studying for examinations/assessments.  Any absence relating to your study should be agreed in advance with your manager. 
5.
DURATION:  
The duration of this agreement is based on the time required to complete your apprenticeship qualification. Therefore, your employment will end without further notice on the date specified above, unless it is terminated earlier in accordance with the terms set out in this statement. You acknowledge that continuation of this agreement is subject to the organisation continuing to receive funding for completion of the apprenticeship qualification.  In the event that the funding ends, the agreement will be terminated in accordance with the notice periods set out below. 

Either party may terminate this agreement for some other substantial reason by providing the minimum of one month’s notice. 

6.
CONDITIONS OF APPOINTMENT:

This post is excepted under the Exceptions Orders to the Rehabilitation of Offenders Act 1974 and is subject to the requirements set out in the Education (Prohibition from Teaching or Working with Children) (Amendment) Regulations 2007.
This offer of employment is subject to the Employer receiving:

· Verification of identity;
· Proof of relevant qualifications including verification of professional status (where required);
· Satisfactory medical clearance;
· Satisfactory criminal records bureau check at enhanced level;
· Satisfactory references;
· Evidence of permission to work in the United Kingdom.
If the results of any of these recruitment checks are unsatisfactory, this offer of employment is rendered void. The employee would have no rights under the procedures adopted by the school’s governing body and would be required to leave employment with immediate effect.
7.
TERMS & CONDITIONS OF EMPLOYMENT

During employment with the London Borough of Hackney, the employee’s terms and conditions of employment will be in accordance with:

· The statutory School Teachers’ Pay and Conditions Document;

· The Education (Teachers) Regulations 1993;

· The Conditions of Service for Schoolteachers in England and Wales (the Burgundy Book) as negotiated by CLEA;
· The Education Act 2011.

During employment, terms and conditions of employment will be in accordance with the following: 

· Any local collective agreements relevant to the employment reached with trade unions recognised by the council;

· Financial and other relevant regulations and rules of the council;

· Articles and instruments of government of the school.

The School can give the employee access to Procedures, as adopted by the Governing Body which will cover the following :

· Equalities

· Official conduct

· Training and Development

· Health, Safety and Welfare

· Part-time and temporary employees

· Sickness and Maternity

· Reimbursement of expenditure

· Continuous service

· Notice to terminate employment

· Capability procedure

· Grievance and Disciplinary procedures

· London and fringe area allowances

· Childcare and dependants

· Payments to staff in the event of assault on employees, or of permanent disablement or death

· Meals and accommodation charges

· Trade Union facilities

· Working arrangements

The rules, procedures and provisions adopted by the governing body of the school directly affecting the employee’s terms and conditions cover: 

· the disciplinary procedure

· the sickness absence management procedure (including notification requirements) 
· the capability procedure

· the grievance procedure
· the organisational change procedure 

· the redundancy procedure 

These documents are available for reference at the school. 

From time to time variations to the employee’s terms and conditions of employment will result from negotiations and agreements with the appropriate trade union or trade unions recognised by the employer. These variations will be separately notified at the earliest opportunity, or otherwise incorporated into the documents as referenced above.

8.
Data Protection

The School is committed to complying with the principles and requirements of the Data Protection

Act 2018 in relation to the holding and processing of your personal data, including special 

categories of data.
· The School will hold and process, both electronically and manually, personal data relating to you which is necessary for the performance of this contract and for other lawful processing reasons such as where it is in The School’s legitimate interests and where it is necessary for compliance with a legal obligation.

· Such personal data includes, without limitation, your employment application, references, bank details, performance appraisals, holiday and sickness and other absence records, expenses information, salary reviews, remuneration details, data regarding employment benefits and other records which may include special category data (as defined by the General Data Protection Regulation) relating to your physical or mental health, racial or ethnic origin, political opinions, religious or similar beliefs, trade union membership, sexual life, biometric data or genetic data.


· The School  may make your personal data available to any third parties that provide products or services (such as HR and Payroll system administrators, pension administrators and benefits providers), regulatory authorities, or with the police, prosecutors and others (referred to in the DPA as “competent authorities”) as may be required by law. 


· You have an obligation to comply with The School’s Information Security and Governance Policy and Framework. You are further obliged to comply with The School’s Privacy Statement and any data protection policy and school processes for the proper management of employee and customer data as amended from time to time. You hereby acknowledge that, by signing this contract, you have read and understood

9.
TERMS AND CONDITIONS OF FIXED TERM EMPLOYMENT

This contract is for a fixed term commencing on       and continuing until      . The fixed term is in order to cover for your apprenticeship scheme, and may continue for as long as funding is available. As this contact is for a fixed term period it may be deemed necessary to end this contact earlier by giving notice. The contract may also be extended by mutual consent.

Either party may terminate this agreement by providing the minimum of one month’s notice.
10.
PAYMENT OF SALARY
Salary will be paid monthly in twelve equal payments by Bank Credit Transfer, in arrears, not later than the last day of each calendar month. The employee must maintain a suitable Bank or Building Society account into which salary payments can be made, and promptly provide current details and any changes to account details. Any salary progression will be in accordance with the STPCD.
11.
DEDUCTIONS FROM SALARY

The Governing Body of the school or the employer has the right to make deductions from salary in circumstances where there has been an overpayment of remuneration, expenses or other emoluments, or any other payment in excess of the contractual entitlement for any reason whatsoever.
12.     PAID LEAVE
Subject to qualifying criteria you may be entitled to the following entitlements and benefits: 

· Adoption Leave

· Bereavement Leave (including Parental Bereavement Leave)

· Dependency Leave

· Domestic Violence Leave

· Maternity Leave 

· Paternity Leave

· Public Duties Leave 

· Premature Baby Leave 

· Reserve Forces Leave

· Right to Request Flexible Working

· Shared Parental Leave

· Special Leave: Public Duties, Funerals, Weddings, Removals, Interviews, Presentation of degree to a full time teacher, Court Attendance, Inquests, Appeal Hearings (Whitely Body), Religious Observations.

· Study and Exam Leave 

· Time off to attend antenatal care 

· Time off to attend medical appointments (in specific circumstances)

· Time off to attend Trade Union Meetings

Full details of each scheme is available on the Services for Schools website.
13.     UNPAID LEAVE
Subject to eligibility you may also qualify for unpaid leave for:

· Parental Leave

· Time off to Accompany a Pregnant Person

In some cases, the paid leave provisions in the previous section, may also attract reasonable unpaid leave.

Full details of each scheme is available on the Services for Schools website.
14.    NON CONTRACTUAL BENEFITS 

A range of staff benefits that are not contractual may be available to you.  For eligible staff, this includes:

· Childcare Voucher scheme (for existing members only) {delete if not applicable}
· Cycle to Work Scheme {delete if not applicable}
· Discount Card and Schemes; including local discounts

· Discounted Gym membership {delete if not applicable}
· Early access to pay {delete if not applicable}
· Employee Assistance Programme {delete if not applicable}
· Low costs loans

· Season Ticket Loan {delete if not applicable}
· Tenancy Deposit Loan Scheme {delete if not applicable}
The School reserves the right to change or remove your entitlement to these benefits at any time.

Full details of each scheme will be provided to by the School.
15.
DEDUCTIONS FROM SALARY
The Governing Body of the school or the employer has the right to make deductions from salary in circumstances where there has been an overpayment of remuneration, expenses or other emoluments, or any other payment in excess of the contractual entitlement for any reason whatsoever.
16.   TRAINING 

The funded training associated with your Apprenticeship will be detailed for you in a separate document, and will depend on the specific apprenticeship.  You must comply with the training as set out in the document.
In addition, you will be required to complete training on [e.g. child safeguarding, health and safety and data protection] amend as appropriate.
You will be required to attend any additional training deemed appropriate by the Headteacher.

You will be paid at your normal rate of pay for any mandatory training you undertake and the costs of mandatory training will be met by the School.

Attendance at training during work time or that incurs a cost is subject to management approval.
17.
PENSION

Enrolment into the Teachers’ Pension Scheme is automatic upon commencement of employment.  The HR Service Provider for the school should be contacted if opt out is required and the employee will be sent an ‘Election to opt out of Teachers’ Pensions’ form.
18.
NOTICE PERIOD
The employer and employee must adhere to the provisions of the Burgundy Book when giving notice to terminate employment.

The minimum period of notice to which a teacher is entitled, and must give on resignation, is:
Spring Term
-
by 28th February

Summer Term
-
by 31st May

Autumn Term
-
by 31st October

If, however, a teacher (whose employment is being terminated by the employer) has more than 8 years service, then notice must be given as specified within the Employment Rights Act 1996.
19. MEMBERSHIP OF A TRADE UNION 
The following rights exist in respect to membership and activities:

a. the right to be a member of such Trade Union as you may choose;

b. the right not to belong to a Trade Union;

c. the right where you are a member of a recognised Trade Union to take part in its activities at appropriate times and to seek election to office in the union, and to hold office in the union.

The School, as your employer, supports the system of collective bargaining in every way and believes in the principle of solving industrial relations problems by discussion and agreement.  The School recognises the following Trade Unions for collective bargaining purposes: UNISON, UNITE, GMB, NEU, NAHT, Voice, NASUWT and ASCL.

Signed in acceptance of the above terms and conditions of employment:

Employee:

Signed

Print Name
     
Dated
     
For and on behalf of the Employer:

Signed

Print Name
     
Job Title
     
Dated
     
PAGE  
7

