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Lightwave Community CIO (“Lightwave”)


STATEMENT OF MAIN TERMS AND CONDITIONS OF EMPLOYMENT


EMPLOYEE’S DETAILS

Employee’s name: 

Employee’s home address: 

Employee’s job title: 

JOB TITLE 

_____________________________________________________________________

DATE OF COMMENCEMENT EMPLOYMENT

The date on which your employment with Lightwave commenced is 

Your employment with any previous employer does not count as part of your continuous period of employment.	

START DATE IN THIS ROLE

The date on which you commenced in this role was 

SALARY 

Your salary is __________________

WORKING HOURS

35 hours per week , worked over 5 days.  


MAIN PLACE OF WORK

Your main place of work will be ___________________________________________

NOTICE PERIOD

1 month by either party after the end of the probationary period (see paragraph 9 below).

PROBATIONARY PERIOD 

Your employment is subject to the satisfactory completion of the first three months of service, together with the receipt of any appropriate references, Disclosure and Barring Service checks.  During this time, either you or Lightwave may terminate employment giving two weeks’ notice in writing. 

Lightwave reserves the right to extend the probationary period up to a further six months if there are some concerns and if this is the case, the reasons would be fully explained to you at the time and confirmed in writing.

Once you have successfully completed your probationary period, we will write to you to confirm your permanent appointment. Until you have received such a letter you remain in your probationary period.

[For temporary posts this clause may be revised to shorten the period, or removed entirely]

JOB ROLE

Your Job Description outlines your Job Role which will be reviewed annually in line with Lightwave’s Appraisal Scheme.

Normal office hours are based on a seven hour working day between 9.00 a.m. and 5.00 p.m.  You are entitled to one hour's unpaid lunch break per day.

In order to help in the efficiency and smooth running of Lightwave, you may be required to help in other departments, carrying out other work and other duties that are deemed reasonable, providing support in areas that were generally within your own work scope or level of ability, as the workload so requires.  Flexibility is essential and your co-operation in this matter is appreciated.

During your employment you are expected to observe and comply with all reasonable directions of management.

To ensure the best service to the needs of Lightwave, your place of work may be moved within a reasonable travelling distance of your current base. Such a change would not be made without full discussion and agreement with you.

From time to time, you may be required to work different hours to meet the organisational needs of Lightwave and to enable you to perform your duties.  This would be subject to discussion, and you would be expected to co-operate and not to unreasonably withhold your consent to any changes.

It may be necessary to change your working hours, on either a temporary or permanent basis, in order to meet the operational needs of the organisation. As much notice as possible will be given to you regarding any changes in working hours, and you are asked to fully co-operate with regard to temporary changes. Although permanent changes to working hours would only be introduced after full consultation, you would be expected to co-operate and not to unreasonably withhold your consent to any changes.

You shall not work for anyone else while you are employed by Lightwave without the prior written consent of the Lightwave treasurer.

Any disagreement about your employment arrangements can be addressed through Lightwave grievance procedure (Section 19 below)


TRAINING AND DEVELOPMENT

Lightwave recognises the need for all employees to be adequately trained in order to perform their jobs effectively. Your training and development will commence during your probationary period and thereafter will continue on an ongoing basis.  All staff are encouraged to undertake continuing professional development including development reviews and appropriate training.

Mandatory training will include Safeguarding and Health and Safety, please refer to the Safeguarding and Health and Safety Policies for more detail.

PAY

Your earnings are payable monthly, on or before the last working day of each month by direct credit transfer to your bank account. 

Your salary will be reviewed annually and may increase from time to time at Lightwave’s discretion however such a review cannot guarantee any pay increases.  There will be no review of the salary after notice has been given by either party to terminate your employment. 

Lightwave is entitled at any time during, or upon termination of your employment, to deduct from your pay (and/or any other sums that may be payable to you), any monies owed to Lightwave by you including but not limited to any overpayment of pay, excess holiday, outstanding loans, the value of any unreturned Employer property or advances.	

It is your duty to check your payslip and inform your line manager immediately should there be inaccuracies (over or under payment).  Lightwave reserves the right to rectify any inaccuracy once it is recognised a mistake has been made.  Any adjustments will be discussed with you in advance.

TIME OFF IN LIEU (TOIL)

Lightwave does not pay overtime, it does however operate a system of Time off in Lieu (TOIL).  

On occasions, some authorised evening and occasional Saturday and Sunday working may be necessary for which time off in lieu will be granted subject to prior authorisation.

HOLIDAYS AND HOLIDAY PAY	

The holiday year is from 1st January to 31st December each year.	

The full time annual entitlement is 5 working weeks with pay per year. If you work five days a week this equates to 25 days leave, if you work part time this will be a pro rata amount. 

In addition to the above, you will also receive pay on or in respect of each of the eight Public Holidays as listed below:

	New Year’s Day
	Spring Bank Holiday

	Good Friday
	Late Summer Holiday

	Easter Monday
	Christmas Day

	May Day
	Boxing Day



Additionally, Lightwave reserves the right to provide discretionary days over key Christian religious festivals.  The dates will be communicated in advance and are on fixed dates which cannot be taken in lieu and do not form part of your normal holiday entitlement or accrual.

If you join or leave Lightwave during the year, you will be entitled to a proportion of your full entitlement of paid holiday calculated on a pro-rata basis per completed week of service.	

You will receive normal pay whilst taking your holiday entitlement.	

Should you leave Lightwave for whatever reason, and holidays taken exceed entitlements then you accept, as part of these Conditions of Employment, that Lightwave has the right to deduct payments made in excess from any monies owing to you at the time of leaving.	

Should you be absent for more than 4 weeks for any reason, Lightwave reserves the right to suspend accrual of any holiday in excess of the minimum four weeks conferred by the Working Time Regulations (this clause will not apply to any Maternity or Shared Parental Leave period).

During your notice period, Lightwave reserves the right to decide on the dates on which some or all of your outstanding holiday entitlement may be taken.

Where termination of your employment is due to gross misconduct, or where the full contractual notice period is not served and worked, unused holiday pay will not be paid, apart from any payment required to meet the statutory minimum holiday obligations.

If you become ill immediately before, during or immediately after a period of annual leave you will not normally receive Lightwave Sick Pay for the time booked as holiday, unless authorised during your holiday. 

In most cases you will be able to ask to take holiday on dates to suit your own purposes, subject to normal authorisation process. All requests must be made to your line manager or a system they nominate (such as ChurchSuite).  However, management reserves the right, in certain circumstances, to tell you when you will need to take some holiday subject to the Working Time Regulations on notification.  This would normally happen as a result of there being genuine operational reasons or to ensure that there is a fair allocation of unused holidays. 

You are not permitted to take more than ten consecutive days’ holiday without the prior written consent from your line manager.

You may carry forward up to one week’s holiday from one holiday year to the next with your line manager’s prior written approval. If approved this must be taken by the end of March.  If you fail to obtain approval to carry forward holiday outstanding at the end of the leave year or you have more than one week outstanding, you will forfeit your entitlement to that holiday if not taken by the end of the relevant leave year.

ABSENCE

If you are late for work, or absent (for whatever reason), you must telephone your line Manager as soon as possible on the first day of absence to inform him or her of the reason and likely duration of your absence.  In the absence of your line manager you must contact the Lightwave treasurer. Only in exceptional circumstances will we accept a call from someone else on your behalf.

Whilst you are absent, you should maintain regular contact with your line manager. In some cases, your line manager may also wish to contact you about work, although wherever possible, this will be avoided.

Absence that has not been notified to us will be treated as unauthorised absence. You will not receive payment for days on which you are absent from work without authorisation and may be subject to disciplinary action in accordance with our Disciplinary Procedure.

SICK PAY

Self-certification
If you are absent from work due to sickness or injury for seven days or less you must inform your line manager who will inform the Lightwave Treasurer who will record this. You must on return take part in a return to work conversation with your line manager who will complete a Return to Work form.

In addition 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’) / Medical Certificate and send this to your line manager who will forward to the Lightwave treasurer who will keep all records. A new Fit Note / Medical Certificate should be sent periodically as required by Lightwave.

Qualifying Days
Statutory Sick Pay (SSP) will be administered in accordance with the relevant legislation in force at that time. Qualifying days for the purpose of SSP scheme will be those days during each week of absence on which you would have reported and been available for work if you had not been sick.  Only complete days of sickness count for the purposes of assessing your entitlement to SSP.  

SSP is not payable for the first three qualifying days; however you may be entitled to Lightwave organisation sick pay (see below).

Lightwave Company Sick Pay 
In addition to the Statutory Sick Pay Scheme the Employer operates a Lightwave Sick Pay Scheme for employees, details of which are as follows:


	Length of Service
	Sick pay entitlement

	During probationary period
	one week at full week’s pay

	After the completion of probationary period but less one-year continuous service
	one month at full pay and 
one month at half pay

	After one year but less than two years’ continuous service
	two months at full pay and 
two months at half pay

	After two years’ continuous service
	three months at full pay and 
three months at half pay





The Lightwave Sick Pay Scheme is designed to ensure that employees who are genuinely ill do not lose out financially for some or all of their sickness absence. To qualify for the Scheme, you must be aware of the rules outlined below. 

Lightwave reserves the right to extend the Sick Pay scheme based on the nature of the illness or injury, your attendance and performance record, and length of service.  Equally Lightwave reserves the right to suspend the sick pay scheme if it is believed that you are abusing the entitlement e.g. a succession of non-related short term sickness ailments, sports injuries, failing to follow the Absence Policy or declining attempts to get you back to work earlier as part of a Return to Work programme.  

The sick pay year, for calculation purposes, starts from the first period of absence in any 52-week period and all payments will be made up from any Statutory Sick Pay entitlement or any State Sickness Benefit.

If you are absent due to sickness during the course of disciplinary proceedings or during investigations into alleged breaches of rules, procedures or contractual obligations, you will not be entitled to sickness payment from the Employer (other than SSP).

If you have been absent due to sickness and are found not to have been genuinely ill, you will be subject to action under the Disciplinary Procedure, which could include dismissal.

You will be expected to make yourself available for other duties if you are not fit for your ordinary job subject to proper consideration of your medical condition.

Prolonged or frequent absence may, after due process, result in your dismissal.

Payment for sickness absence is conditional upon all the appropriate procedures being followed as identified above and on Management being satisfied that the sickness absence is genuine. The procedures include but are not limited to notification and self-certification as outlined above, attending medicals, undertaking suitable alternative work or training, maintaining regular contact with work while off for longer periods, including any Occupational Health Assessment where this is required.

Medical History	
You acknowledge that you have truthfully disclosed to Lightwave all and any past or existing medical conditions, which may now, or at any time in the future, affect your ability to perform your duties. If it transpires that you have not disclosed any such conditions which affect your performance, you may, in appropriate circumstances, be liable to dismissal.

PENSION ARRANGEMENTS

Dependent on your age and level of earnings, you will be automatically enrolled into our contributory pension scheme following three months of employment, although you may elect, in writing, to join the scheme from the start of your employment if wish, by contacting the Lightwave treasurer or your line manager. 

If you do not meet the automatic enrolment criteria you may opt to join the Lightwave pension scheme on successful completion of your probation period.

Lightwave will make the required pension deductions directly through the payroll facility.  

Details of our pension scheme arrangements will be provided to you separately. This is subject to the terms of our scheme and the current rules in force, which may change from time to time.  Currently Lightwave will pay the equivalent of 5% of your pensionable salary and you will contribute a further 3%, making the total pension contribution rate 8%.

We will also pay an additional 1% to provide you with life cover of four times your pensionable salary.  This is subject to any age-related restrictions as stated in the rules of Scheme

If you do not wish to pay into our pension scheme, you must opt out within 4 weeks to receive a full refund of any pension deductions already made. If you do not make this timescale, then any contributions paid, will be frozen within your pension pot. 
 
You must take full personal responsibility for contacting the Pension Administrator of our scheme directly, as we cannot do this for you.  If you opt out of the pension scheme, then in accordance with legal pension provision, you will be automatically enrolled back in every three years, and on each occasion, it will be your personal responsibility to opt out if you do not wish this to happen.

EXPENSES

Expenses necessarily incurred in the course of your duties will be refunded in accordance with the Expenses Policy. 

GRIEVANCES

If you wish to raise any grievance relating to your employment, you should do so with your immediate line manager.  Further details of the Employer’s grievance procedure can be obtained from your line manager or the Lightwave treasurer

DISCIPLINARY PROCEDURES

The main disciplinary procedures of Lightwave are as detailed in the Policy which can be obtained from your line manager or the Lightwave treasurer.

CONFIDENTIALITY

You must not disclose any trade secrets or other information of a confidential nature 
relating to Lightwave or in respect of which Lightwave owes an obligation of 
confidence to any third party during or after your employment except in the proper 
course of your employment or as required by law. Confidential information shall include 
but not be limited to matters that are regarded as confidential or sensitive in nature 
by any member of the clergy or laity. 

You must not remove any documents, or tangible items which belong to Lightwave or which contain any confidential information from Lightwave’s premises at any time without proper advance authorisation.

You must return to Lightwave upon request and, in any event, upon the termination of your employment, all documents and tangible items which belong to Lightwave or which contain or refer to any confidential information and which are in your possession or under your control.

You must, if requested by Lightwave, delete all confidential information from any re-usable material and destroy all other documents and tangible items which contain or refer to any confidential information and which are in your possession or under your control.
	
TERMINATION OF EMPLOYMENT

If applicable, your continuing employment is conditional on satisfactory Disclosure and Barring Service enhanced disclosure.

If you give notice to Lightwave to terminate your employment or you are given notice by Lightwave, it may be possible, by mutual agreement, to waive part of the formal period of notice. 

Lightwave has the right to dismiss you without notice or, payment in lieu of notice in the case of gross misconduct by you or in the event of any serious breach by you of the terms of this contract.

Lightwave reserves the right to make deductions from your pay upon leaving or otherwise to reclaim any outstanding monies owed by you to Lightwave.

You agree that upon termination of your employment, you will return all Lightwave equipment issued to you in a satisfactory condition.  If this does not happen then the cost of replacement or a proportionate amount of this, as decided by Lightwave, will be deducted from any final monies owing to you or you will otherwise reimburse Lightwave.

GARDENING LEAVE

Lightwave reserves the right to require you not to carry out work during your employment i.e. gardening leave, yet you should remain available to attend the workplace if required.

During any period of gardening leave, you would continue to receive your pay and all contractual benefits.

During any gardening leave period, you would remain in employment and, as such, subject to your duties of confidentiality, good faith and fidelity which continue during that period.

You may not update any social media profile, personal or business, with your latest employment status or future intentions.

COLLECTIVE AGREEMENTS

There are no collective agreements that affect the terms and conditions of your employment.

GDPR

It is understood that Lightwave may hold personal data in relation to your employment with Lightwave.  You are entitled under statute to access information that Lightwave holds about you pursuant to your employment (whether in computerised or manual record form) subject to certain restrictions imposed by law and Lightwave.  Please read the separate Employee Privacy Notice.


PERSONAL DETAILS

You are required to inform the Lightwave treasurer of any changes to your personal circumstances, whilst in employment, such as change of address and/or telephone/mobile number, next of kin, bank or building society details, unspent criminal convictions, loss of driving licence or other relevant licences, etc.

It is expected that you have given all the correct details concerning your age, qualifications and vocational training passed. Should Lightwave discover that you have provided any false or misleading information in these or any other material respects, you may, in appropriate circumstances, be liable to dismissal by the Employer for gross misconduct.

ESSENTIAL VEHICLE USERS 

Lightwave will not bear the costs of road tax, comprehensive insurance or any maintenance repairs used whilst on Lightwave business.  You will be responsible for all maintenance and service charges relating to the vehicle and you must ensure that the car is roadworthy and fit for use at all times.

The condition of your car must be deemed suitable and reliable for conducting such business travel and must be available for your use on occasions when work-related driving is required.

You must have business cover included on your motor insurance and a copy of the insurance certificate must be provided to the Lightwave treasurer on an annual basis or when requested.  It is your responsibility to ensure that your vehicle is properly maintained and to rectify any defects immediately.

Unless you provide the relevant documentation on request that proves you can use your private vehicle for business purposes, you must refrain from doing so.  

Lightwave encourages safe and considerate work-related driving at all times and will not be responsible for payment of any speeding, congestion or parking fines relating to the vehicle.  You are required to follow the relevant rules on work-related driving and the use of mobile phones. 

AMENDMENT

Lightwave reserves the right from time to time to introduce new policies, or, review, revise, amend or replace the content of your Contract, which either reflect the changing needs of the organisation or comply with new legal requirements. 

DECLARATION

I declare that:

· I have the right to work in the UK.
· I will inform Lightwave in writing of any right to work which is time limited.
· I will inform Lightwave of any changes to my right to work in the UK or when such right is due to expire.
· I understand that should I not have the right to work in the UK, my employment may be terminated without notice.

	I accept this Statement, a copy of which has been given to me.

	I accept the terms and conditions of this employment as stated above.  I understand that the Policies and Procedures are available from the Lightwave treasurer on requires which set out the principal guidelines relating to my employment, in addition to this contract.  
	
Signed by employee:…………………………………….…………..	Date: ………………….

	Employees name:……………………………………………………..
(this is also at the top of the document so maybe don’t need it here as well?)


Signed on behalf of Lightwave Community CIO


	Signed: ………………………………………………….………………	Date: ………………

	Name:……………………………………………………………………….

	Position in Lightwave…………………………………………………..




The Lightwave Community CIO is a Charitable Incorporated Organisation registered with the Charities Commission of England and Wales, Charity No. 119324
Page 1 of 2
image1.tiff
THE CHURCH
OF ENGLAND

Diocese of St Edmundsbury
and Ipswich




image2.jpeg
% ligel-
S iwave




