MC 5.2.92. agreed amendments to clauses on maternity rights and pension scheme;  MC  4.3.92 agreed amendment to clause on paternity leave.

SOLON WANDSWORTH HOUSING ASSOCIATION LTDPRIVATE 

15 Abbeville Road, London SW4 9LA

WRITTEN STATEMENT OF PRIVATE 
CONTRACT OF EMPLOYMENTtc  \l 2 "CONTRACT OF EMPLOYMENT"
This statement sets out the main terms and conditions on which Solon Wandsworth Housing Association Ltd (Solon) is employing «Name» in accordance with the Employment Rights Act 1996.

You are employed as a «Job_Title» at the above address and you have been given the job description setting out your main responsibilities.

No employment with a previous employer counts as part of your period of continuous employment with Solon.

Your period of continuous employment with Solon began on «Contemp».

A
PAY

Your current annual salary is £  .   The increase due on 1st April 2002 has not yet been agreed.


Salaries are payable monthly in arrears by direct bank transfer on 25th of the month or the preceding working day if the 25th does not fall on a working day.


You can receive an advance of the salary due to you at the time of the advance, with a maximum limit on advances of one third of your net salary.


Salaries are subject to annual review effective on 1st April.


Applications for paid overtime must be made to the Management Committee in advance and will only be granted in exceptional circumstances.

B
HOURS

Your basic working week is 35 hours, excluding lunch breaks. 

Flexitime may be worked around core hours of 10am - 12pm and 2pm - 4pm.


You are entitled to time off in lieu where attendance is required for certain jobs such as evening meetings and visits, having taken staffing and working requirements into consideration.   Time off in lieu may only be taken in accordance with the agreed policy and procedure.


Working at home must be agreed in accordance with procedure laid down in the Policy and Procedures Guide.

C
HOLIDAYS


The annual paid holiday allowance is 30 working days, calculated from 1st April each year.    The allowance will be calculated on a percentage basis for workers who start or finish work during the year.  


The annual paid holiday is in addition to all public and statutory holidays.


The policy and procedure for holidays gives full details regarding entitlements. 


Paid leave for compassionate and special reasons may be given at the discretion of the Workers Meeting and will be reported to the Management Committee.

D
SICKNESS PAY

If you are absent from work through sickness you are entitled to receive, during the first year of employment, up to two months on full pay and after one years employment up to six months on full pay and six months on half pay in any 18 month period.   This payment will include any Statutory Sick Pay due to you. 


You must inform Solon as soon as possible of absence due to sickness and for a sickness period of more than seven consecutive days a doctors certificate is required.


Solon will pay up to 10 days in any one year for uncertificated sick leave, i.e. periods of three days or less at any one time, provided you inform your Section as soon as possible.  If you exceed the 10 days limit you will lose pay.


Arrangements for workers absent through sickness for longer than the period of entitlement to sick pay and special arrangements (for example, for workers who do not qualify for sickness pay) are subject to recommendation from the Workers Meeting to the Management Committee.


Further details regarding Statutory Sick Pay and benefit rates are available from the Finance Section.

E
PATERNITY LEAVE

Male workers are entitled to 3 weeks paid paternity leave where they have worked for one year continuously for Solon prior to the birth.  This leave is to be taken within 3 months of the birth of the baby.

F
DISCIPLINARY AND GRIEVANCE POLICIES  AND PROCEDURES
Copies of the policies and procedures with respect to grievance and discipline are in the Policy and Procedures Guide.

G
EQUAL OPPORTUNITIES

It is a condition of service that all employees adhere to Solon’s Equal Opportunities Policy and failure to do so will be a dealt with by disciplinary action.

H
PROBATIONARY PERIOD

New workers serve a six months probationary period, to be calculated from the date permanent  employment begins.  

I
NOTICE PERIODS


The period of notice required to terminate this contract  will be one month on each side subject to the statutory minimum period of notice set out in the Employment Rights Act 1996.  Workers are, however, expected to give the maximum notice possible in order to facilitate handover of work.

J
PENSION SCHEME

You are entitled to join Solon’s Pension Scheme as soon as you become an employee at Solon.  The Scheme is the Social Housing Pension Scheme administered by the Pensions Trust and is contracted out of the State Earnings Related Pension Scheme (SERPS).   Details of the scheme are available from the Personnel Worker.

K
ACCIDENT INSURANCE

Solon takes out 24 hour insurance cover on its staff.  Compensation received by Solon in respect of payment to the employee will be given to the employee, subject to the conditions of the insurance policy.

L
TRADE UNIONS

You have the right to join a trade union.
The Management Committee has an agreement with ACTS.

M
EXPENSES AND ENTITLEMENTS

You are entitled to reimbursement of legitimate expenses incurred on Solon's business as detailed in the Policy and Procedures Guide.

N
REDUNDANCY

The Management Committee undertakes to:


(a)
make all possible efforts to obtain and maintain secure funding and employment of its employees; and


(b)
in the event of redundancies being threatened, to implement all possible means of avoiding redundancies without diminishing the pay or worsening the working conditions of employees;  and


(c)
if redundancies are unavoidable, to use all available assets of the Association and, if necessary, to raise extra funds in order to pay for its employees enhanced redundancy pay.


The Management Committee undertakes to give employees two months' notice of redundancy and to make an enhanced redundancy payment of four months salary to employees made redundant, irrespective of age or length of service.


In addition you may be entitled to statutory redundancy pay.

O
MISCELLANEOUS

You are required to implement policies and procedures which are from time to time adopted by the Management Committee for the good administration of the Solon’s affairs.


You are required to act in accordance with Solon’s 'Declaration of Interest, Gifts and Use of Services' Policy as laid down in the Policy and Procedures Guide.


You are entitled to education and training with the support of Solon (see Policy & Procedures Guide for details).

P
CHANGES IN TERMS OF EMPLOYMENT

Any proposals you have to change the terms of your employment (e.g. from full‑time to part‑time) will be considered in the light of staffing and the effect on work programmes, and will be subject to recommendation to the Management Committee.


Full details of your terms and conditions of employment are laid down in the Employment section of the Policy and Procedures Guide.  Any proposed additions, deletions or amendments to this section will be subject to negotiation with the Trade Union by Management Committee.

Q
PUBLIC DUTIES

Workers who are involved in public duties as defined in the Employment Rights Act 1996 are eligible to 20 days off a year to perform their public duties.

R
Procedures referred to in: 



B: Working at Home



G: Discipline & Grievances 



N: Expenses & Entitlements



P: Training


of the Policy & Procedures Guide form part of the Contract of Employment and any changes to these procedures shall be negotiated as under clause 6 of the Memorandum of Agreement with ACTS.

I accept the above  Statement of Main Terms and Conditions of my  Employment.

.............................................……………………………… (signature)

 .................……………………………………………..….. (date)

1
1

