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SCHOOL NAME
School Address
Terms and Conditions of Engagement
	1. Name of Employee: 



	2. Dates of Engagement: 



	3. Job Title:    




	4. Probationary Period:

All new employees are initially employed for a Probationary Period of three months/one term. At the end of this period their contract of engagement will either be confirmed as permanent, or the probationary period will extend for a period of time that is at the discretion of the management.

If the employee’s performance and/or conduct have been particularly unsatisfactory during the probationary period, a decision may be made to terminate engagement at this point.




	Location of Employment:         



	Salary:  



	5. Payment Arrangements:

Wages are paid by cheque on a five week period. 

Deductions for non-statutory purposes require the written permission of the employee concerned.  However the school is legally entitled to deduct any over payment of wages and/or expenses from staff wages.  If you are aware of any discrepancy in your pay slip, you musts inform your manager as soon as possible.  Failure to do so may be considered to be an act of theft.




	8.    Hours of Work: 



	9     Holiday Entitlement: *




	10   Parental Leave: *




	11.   Illness and Statutory Sick Pay *




	12.   Time off for Dependants  *




	13.   Maternity Leave  *




	14.   Flexible Working Time Requests  *




	15.   Paternity Leave  *
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        Grievances & Discipline

        Gross Misconduct

        Acts of Gross Misconduct, if proven after appropriate investigation including

       Searches of bags, coats and other personal effects and a Disciplinary Hearing,

        will result in dismissal.  The School Management recognises the following as 

        Acts of Gross Misconduct:  

1. Theft

2. Abusive or threatening behaviour of any nature

3. Being under the influence of alcohol or drugs

4. Dishonesty in dealings with management

5. Sexist, racist or any other behaviour against an individual, which could  be classed as creating a hostile, intimidating or threatening environment 

6. Breach of confidentiality 

7. Failing to carry out reasonable management instructions

8. Fighting and acts of aggression

9. Deliberately damaging school property

10. Deliberate breaches of School Health and Safety procedures  

11. Unauthorised access to School computer files, software or any other such breach of confidentiality 
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        Informal Grievances and Discipline

        If a member of staff feels that they have a grievance with the School 

        Management, they should initially discuss the matter with the manager on an

        informal basis.  In the event of staff misconduct which causes concern to

        management but isn’t considered Gross Misconduct, the School management 

        will take all necessary informal steps to guide and encourage the individual    

        concerned to rectify the problem.
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Formal Grievances 

In the case of Grievances not being fully resolved at the initial informal stage, a formal written approach is required to the Management.  As a consequence, a formal meeting will be held to address the matter, within seven days of receiving the employee’s letter.
At this meeting, employees are entitled – and encouraged – to be accompanied by a work colleague from the school or trade union representative.  Employees will be informed in writing of the outcome of the meeting with seven days.

If the employee making the grievance is unhappy with the response to the meeting, they can issue an appeal, in writing.  This Appeal must be submitted within seven day of receiving the response to the original grievance meeting. 
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Formal Discipline

If an issue regarding an employee’s conduct, behaviour or performance isn’t fully addressed by informal discussions, the School management will pursue the matter through its formal Disciplinary Procedures.  Typical examples of areas of concern may be poor performance, unacceptable and unexplained absenteeism, poor conduct and behaviour at work, or lack of capability by an employee to carry out their job.

This is a four step procedure, which increases in the severity of its outcomes if the issue isn’t resolved at the previous step.  Each step involves a formal meeting between the affected employee and a manager, at which the employee will be given every opportunity to put their side of the issue.  Meetings will be conducted as soon as reasonably possible after the incident(s), which are being investigated to ensure that facts and witness statements are clear and up to date.  At this stage meeting employees are entitled – and encouraged – to be accompanied by a work colleague from the School, or trade union representative.

If the allegation of misconduct is proven, the meeting may result in the following action being taken by the School management against the employee:




	STEP No
	ACTION TAKEN
	LIVE PERIOD
	MANAGER 

RESPONSIBLE 

	1
	Formal Oral Warning
	Six Months
	Management Committee

	2
	Formal Written Warning
	Six Months
	Management Committee

	3
	Final Written Warning
	Twelve Months
	Management Committee

	4
	 Termination of Contract of Employment 
	N/A
	Management Committee


	Particularly severe acts of indiscipline m ay result in the School Management bypassing Steps 1 and/ or 2

Employees will be informed by letter, that they are required to attend a formal disciplinary meeting.  This letter will include details of the allegation they are to answer, the date, time and venue of the meeting, and also inform them of their right to be accompanied by a work colleague from the school




	Appeal Procedure

Employees have the right to appeal against a decision made at any formal disciplinary step.  Appeals should be made to the Chair of Management Committee in writing, and submitted within seven working days of the disciplinary meeting having occurred.

A Formal Appeal Hearing, involving the employee and the School Management will be held within fourteen days of receipt of the appeal request.  At this meeting employees are entitled – and encouraged – to be accompanied by a work colleague from the School, or a trade union representative.

Te employee making the appeal will be informed in writing of the outcome of the Appeal Hearing within seven days




	18

Redundancy *

It is the aim of this organisation to avoid making employees redundant wherever possible.  Ideally this will be achieved through finding an alternative position within the organisation.

Should redundancy be unavoidable, the organisation will follow the following procedure:

1. Issue a Notice of Threat of Redundancy; this will include notice of a period of consultation and the date consultation will begin 

2. Provide those individuals affected with a period of consultation.  During this period the school will discuss with the affected employees:

· Finding alternative work within the school

· Reasons for the redundancy

· Calculating the amount of redundancy compensation employees with two or more years continuous employment are entitled to, based on the Statutory Formula 


	Statutory Formula:
	

	Employees Aged 18 – 21 years old
	½ weeks pay for every year employed

	Employees Aged 22 – 40 years old
	1 weeks pay for every year employed

	Employees Aged 41 + years old 
	1½ weeks pay for every year employed

	Maximum weekly wage limit - £330
	Up to a maximum of thirty years

	During the consultation period, affected individuals are entitled to paid time off to attend job interviews and/or for retraining purposes 

3 After the period of consultation a Formal Meeting will be arranged to discuss the outcome of the consultation.  Individuals will be invited by letter to this meeting and informed of their right to be accompanied.

4 Conduct an Appeal against the Formal Decision, should be affected employee wish to do so.  Appeals must e submitted in writing within 7 days of the Formal Meeting 
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Retirement *

The school’s normal retirement age for all staff is 65.

Employees wanting work beyond their 65th Birthday may make a formal request to the organisation’s management to do so.  As a consequence a Formal Meeting will be arranged with the employee to discuss their request.

Should a decision be made to reject the request to extend employment beyond the 65th Birthday, the Management will provide a full and written explanation, based solely upon the effects the request would have upon efficiency and smooth running of the organisation

All Staff approaching their 65th Birthday will be given between 6 and 12 months notice  of their impending retirement, by the management.  Once this notice has been provided the affected employee is entitled to request Formal Consultation with the organisation’s management to discuss arrangements for their retirement
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Termination of Engagement *

ENGAGEMENT TERMINATION

Should an employee wish to terminate their contract of engagement with the Arabic School For All, the school requests that a period of (one term) ten weeks notice is provided prior to termination.

SCHOOL TERMINATION *

In the event of the School management needing to terminate an employee’s contract or alter its terms and conditions, for any purpose other than disciplinary action, the school will provide the affected employee(s) with a notice period equal to that of their statutory notice period, i.e.  One week for each year of continuous employment

One years continuous employment = one week’s notice

Two years continuous employment = two week’s notice

Three years continuous employment = three week’s notice etc.

Up to a maximum entitlement of twelve weeks notice.
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DECLARATION:

I have read the terms and conditions of engagement with School name and agree to be bound by them during my engagement with the school. 
Print Name of Employee:                      Mr 
Employee Signature:                              ………………………………………………
Date:                                                        ……………………………….

On behalf of the ‘School Nmae’: Mrs 
Employer Signature:                              ………………………………………………
Date:                                                        ………………………………..
Please note that the management of School Name may need to alter these terms and conditions when circumstances require it.  When possible, all changes will ideally be with the mutual agreement of staff.  However, where unilateral management changes are made, you will be given notice equal to that of your statutory notice entitlement. 




NB - For your information the (School Name) is unable to comply with the sections marked with an * due to insufficient funds.

This document is a contract to engage the services of Teacher’s Name as a (language) teacher/tutor for the period in the contract.

It is not a legal contract of Employment. 

Teacher’s name has no legal rights under Employment legislation. Any such rights are within normal contract law. 

Teacher’s name is responsible for declaring his earnings for UK tax and National Insurance (NI) purposes should that be required by law. 

School Name has no rights or responsibilities to deduct tax or NI in respect of Teacher’s name engagement. 

� EMBED PBrush  ���
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