APPOINTMENT OF HEAD TEACHER 

Nottinghamshire County Council

County Hall

West Bridgford

Nottingham

NG2 7QP

EMPLOYMENT RIGHTS ACT 1996

CONTRACT OF EMPLOYMENT INCLUDING WRITTEN STATEMENT OF PARTICULARS

1.
General

(a)
Name: *


(b)
Date of appointment to this post: *


(c)
Date on which statement issued: *

2.
Job Title and Place of Work

You are employed in the service of Nottinghamshire County Council and your appointment is to the post of Head Teacher at the * School which is your place of work.
A copy of your job description is enclosed.  This does not form part of your Contract of Employment.

3.
Period of Continuous Employment

(a)
Based on the information contained in your application your date of commencement of employment with Nottinghamshire County Council dates from *

This is the date on which your continuous employment began for the purpose of determining your eligibility to statutory employment rights.


(b)
Based on the information contained in your application your period of continuous service with the organisation(s) covered by the Redundancy Payments (Continuity of Employment in Local Government, etc.) (Modification) Order 1999 (and amendments) (which covers Local Authorities and related bodies) dates from *

This date will be used when calculating any redundancy payment, annual leave, sickness payments and maternity leave.


If you have received a redundancy payment in respect of previous service, the receipt of the redundancy payment breaks continuity for redundancy qualification and payment purposes.


Previous service can count towards entitlements to certain conditions of service benefits.  Details are contained in relevant sections of this statement or in documents referred to in paragraph 4.


The relevant date(s) for continuous employment will be subject to confirmation in the event of any claim being made.

4.
Terms and Conditions of Employment

During your employment with the Authority your terms and conditions of employment will be in accordance with;

(a)
The Education (Teachers) Regulations 1993 and amendments;


(b)
The School Teachers' Pay and Conditions Document;


(c)
The Conditions of Service for School Teachers in England and Wales (the Burgundy Book) as negotiated by CLEA/ST;


(d)
Any local collective agreements relevant to your employment reached between the Authority and the recognised Trade Unions;


(e)
The financial regulations for schools;


(f)
The Articles and Instruments of Government of the school.


In addition, those local agreements relevant to your employment and reached between the Authority and the recognised Trade Unions currently cover;

(a) Leave of absence


The documents above may be referred to in your place of employment.
5.
Salary
(a) Your commencing salary is £ * per annum representing point * on the leadership spine within the Individual School Range L* to L*.  Progression within the range is by successful achievement of performance targets as agreed with the Governing Body.
(b)
Your salary will be paid on a monthly basis.  The salary you receive is payment for the entire calendar month and will be made by bank credit to a bank account/building society of your choice. 


Your salary has been calculated in accordance with the School Teachers' Pay and Conditions Document.  The Governing Body will review your salary position annually for implementation on 1st September.

6.
Hours of Work

The School Teachers' Pay and Conditions Document does not specify the working time for heads, deputies and assistant head teachers.  However, you will be expected to work such hours which are reasonably necessary for the proper performance of your duties and responsibilities.

Your working days are *. (If full time put Monday-Friday. List if part time)  

The school reserves the right to alter your working pattern as necessary on reasonable notice for the proper performance of your duties. (delete if full time).

The County Council has a legal duty of care under the EU Working Time Directive to ensure that all its employees are afforded adequate daily and weekly rest.  Employees are, therefore, required to take a minimum of 11 consecutive hours break from all employments with the Authority in each 24 hours and an additional 24 hours in each working week where sufficient hours are allocated to make this necessary.

In addition, the County Council has adopted the Article relating to a maximum 48 hour working week and employees will not be allocated hours in excess of this in any one working week.  Where multiple employments are held with this Authority, hours worked in any one week will count cumulatively towards the 48 hour maximum.

In exceptional circumstances, where operational needs dictate, employees will be asked if they are prepared to work in excess of 48 hours in any one week.  Opting to exceed 48 hours will be on a purely voluntary basis with no detriment to those choosing not to.  In order to exceed 48 hours on this basis, employees are required to sign a standard pro-forma.

7.
Notice


The appointment is subject to three months' notice on either side, expiring on either the 31st day of December or the 30th day of April or four months if expiring on the 31st day of August in any year.  

The effective resignation dates are, therefore, 30th September, 31st January and 30 April respectively.

If you have been continuously employed for more than eight years you will be entitled to receive notice as specified in the Employment Rights Act 1996 i.e. one week's notice for each year of continuous employment up to a maximum of twelve weeks.


All teachers resigning their appointment will be paid salary:

(a) At the end of the Summer Term to August 31st; or in the case of a teacher resigning to take up an appointment with another Authority or a school maintained by another Authority, to the day preceding the day on which the school under the new Authority opens for the Autumn Term if this be earlier than September 1st;
(b) At the end of the Autumn Term to December 31st;

(c)
At the end of the Spring Term to April 30th; or in the case of a teacher resigning to take an appointment with another Authority or a school maintained by another Authority, to the day preceding the day on which the school under the new Authority opens for the Summer Term if this be earlier than May 1st.

Notice should be given to the Authority via the Governing Body.

8.
Pension Scheme
You will automatically be brought into the Teachers’ Pension Scheme (TPS) from your first day of employment.

If you do not wish to be a member of the scheme (or decide at some later date that you do not wish to be a member) you can opt out by registering for access to My Pension Online at www.teacherspensions.co.uk and completing an online form to opt out.

Please note: the earliest the opt out form can be signed and dated is from your first day of employment.

If you decide at any time to opt out of membership of the TPS you will, subject to certain conditions, automatically be re-enrolled into the scheme on what is called the “re-enrolment date”. The ‘re-enrolment date’ is three months either side of every third anniversary of the Authority’s automatic enrolment staging date, which was 1st November 2012.

You will be contacted when this happens, and you may opt out of the scheme again.
For further information on all aspects of the Teachers’ Pension Scheme please visit the website: https://www.teacherspensions.co.uk/members/resources/guides.aspx
9.
Periods of School Closure
Subject to the working time provisions of the School Teachers' Pay and Conditions Document, your holidays coincide with periods of school closure and public holidays, details of which will be notified to you by the school from time to time.  Current arrangements for directed time and school closure and in-service days will be provided by the head teacher.  You will be paid full salary during those closure periods, unless you are receiving less than full salary arising from the sick pay scheme, under the maternity pay arrangements or where an absence has been approved on a less than full salary basis.

There are no existing national or local collective agreements regarding holidays. 
10.
Sickness Absence

Details of these regulations are contained in the "Conditions of Service for School Teachers in England and Wales", a copy of which is available in your place of employment.  

If you are sick you should notify your school on your first day of illness, but in any event not later than your first working day.  If you are still ill on the fourth school day you should re-notify your school and complete a Self-Certification of Sickness Absence form and send it to your school immediately.  If you are still ill on the eighth day, a medical certificate is required.

11.
Maternity, Paternity and Adoption Provision

For details of maternity, paternity and adoption rights, please refer to the information leaflet which is available from the HR Team, County Hall, West Bridgford, Nottingham NG2 7QP.

12.
National Insurance Number
It is a condition of employment that you are required to provide your national insurance number on or before taking up employment.  You will not receive pay if you fail to provide a national insurance number when you join the Authority.  If you do not have a national insurance number you should apply in writing, or by personal attendance, to your local office of the Department for Work and Pensions, quoting your name, address, date of birth, and any previous names.

13.
Home/Contact Details
It is a Condition of Employment that you are required to confirm, on or before taking up employment, your home/contact address and telephone number and that you keep the Authority informed of all subsequent changes to your home/contact address and telephone number during your employment. 
14.      Disciplinary and Grievance Procedures
The Education (School Staffing) (England) Regulations 2003 provides that the Governing Body shall adopt disciplinary and grievance procedures, copies of which are available in the school.

If you wish to appeal against a disciplinary decision, you may apply in writing to the Chair of Governors in accordance with the school’s disciplinary procedure. 


If you wish to raise a grievance, you may apply in writing to the Chair of Governors in accordance with the school’s grievance procedure.  

15.
Training

The County Council provides training opportunities for teachers and school staff to enable all employees to continuously learn and maximise their potential at work.  Details are available on the County Council's website.


There is a statutory requirement for all school based staff to be trained in basic safeguarding on a 
regular basis and building induction.  You may also be required to complete additional training at 
the schools discretion and will be paid at your normal rate of pay for any compulsory training 
you undertake. 

* School to insert any other mandatory training required for the role, for example Induction, Health and Safety, HR Essentials, Designated Safeguarding Lead, Data Protection Officer and/or SENCo.


Delete below paragraph if not applicable.


You will not be paid for undertaking the following training: [details of any other training that the 
school requires the individual to complete that school will not bear the cost of]

16.
The Data Protection Act, the General Data Protection Regulations 2018 (GDPR) and Information Technology Security

            The use of computers and other forms of information technology is subject to legal requirements and to the policies and procedures of the school and where applicable the County Council.  Certain actions may render the individual employee or the County Council liable to criminal prosecution.  It is important that all employees are aware of their responsibilities within the Data Protection Act, the General Data Protection Regulations (GDPR) 2018 and other relevant legislation and Codes of Practice. It is important that you are familiar with the requirements on you as set out in the County Council and School Information Governance Framework. In particular you should read and understand the Schools’ Information Governance Policy, the Data Protection Rules and the Schools Acceptable Use of IT Policy. Please also refer to the Schools published Privacy Notice.  All of these documents are available in your place of employment.
17.
Other Benefits


Details of other employee benefits and optional salary sacrifice schemes are available in school. 


The Authority retains the right to remove your entitlement to access these benefits at any time with notice.

18.
Notification of Changes

From time to time, variations in your terms and conditions of employment will result from changes in legislation or from negotiations and agreements reached at national or local level with the recognised trade unions. In some instances you will receive written notification which will give full details of the revised provisions. On other occasions, the notification will be given to you through the message facility on your pay slip.
19.
Trade Union Membership
The Authority supports the system of collective bargaining. You have the right to join a trade union and to take part in its activities at appropriate times.  

The unions presently recognised by the Authority for collective bargaining for conditions of service matters on behalf of teachers in are: NAHT, NASUWT, NEU and ASCL.

A copy of this statement should be signed and returned within 10 days signifying your acceptance of the post offered.

I accept the post of Head Teacher at the * School on the terms and conditions stated.

Name (BLOCK LETTERS): _________________________________________________

Signed: ____________________________________

Date: ______________________________________



