CONTRACT OF EMPLOYMENT 
Between West Horsley Parish Council
and
Joanna Cadman
Statement of Written Particulars

Contract of Employment dated 11th January 2021 between: West Horsley Parish Council (“the Organisation”) and Joanna Cadman of Rumbeams Cottage, Ewhurst Green, Nr Cranleigh, Surrey GU6 7RR  (“You”).

This document sets out the terms and conditions of your employment as Locum Clerk, including the particulars of employment that the Organisation is required to detail by the Employment Rights Act 1996.

1. Period of Employment

Your employment with West Horsley Parish Council commences on the 11th January  2021 (subject to ratification at the full Council meeting on the 19th January) and terminates when a new Clerk takes office and after a suitable handover period has been agreed and executed. No previous employment counts toward your period of continuous employment with the Organisation.

Either the Organisation or you may terminate your employment at any time by giving the notice specified in Section 9 of this Contract.

2. Job Title

Your job title is Locum Clerk and Responsible Financial Officer

3. Normal Place of Work

Your normal place of work is Rumbeams Cottage, Ewhurst Green, GU6 7RR.

4. Reporting Arrangements

On a day to day basis your point of contact is the Chairman of West Horsley Parish Council.

5. Hours of work

You are employed to work part time.

Your normal hours of work are 15 hours per week to be worked as necessary in order to fulfil the requirements of the post.  Additional hours may be worked as required, with the prior agreement of the Chairman.

Your working hours will include evening working.


6. Remuneration

With effect from the commencement of your employment your salary will be £25.00 per hour. Your salary is payable monthly in arrears. 

All payments of Salary are subject to deductions for income tax and national insurance contributions and other authorised deductions or deductions required by law.
 
You authorise the Employer at any time during your employment and/or on its termination to deduct any sums owed by you to the Employer at any time (to include, without limitation, salary, repayment of pay for holiday taken in excess of your accrued entitlement) from your Salary and/or from any other sums due to you under this contract (to include, without limitation, any payment in lieu of notice, holiday pay or sick pay).

7. Sickness absence and pay

If you are absent from work due to sickness, or injury, you are required to notify the Organisation as soon as possible of your absence and the reasons for it. You should do this personally at the earliest opportunity to your Chairman and wherever possible within 30 minutes of your normal starting time on the first day of your absence.

8. Collective agreements

There are no collective agreements with trade unions or other employee groups affecting this employment.

9. Termination of employment

Your employment with the Organisation may be terminated in the circumstances detailed below:
a. by you giving us not less than four weeks’ notice in writing
b. by the Organisation giving you statutory notice. Currently the statutory notice period is: 
· One week if your period of continuous employment is longer than one month but shorter than two years.
c. summarily by the Organisation without notice or payment in lieu of notice if you are guilty of any serious breach of your contract of employment, you are grossly negligent; demonstrate serious deficiencies in performance or if you commit an act of gross misconduct.

On termination of employment for whatever reason you must return all Organisation property, including but not confined to, documents (in hard copy or machine readable form), computers and other office equipment, keys, security passwords, bank books.

The Organisation retains the right to deduct the cost of any equipment or property that is not returned, or is returned in a damaged condition due to your actions, from your final pay.

Where you have entered into a separate deduction agreement with the Organisation, any outstanding costs detailed in the agreement will be deducted from your final pay.

10. Health and safety

The Organisational requires you to comply with your obligations under the Health and Safety at Work Act 1974, other relevant legislation and the Organisation’s policies relating to Health & Safety. You must report to your manager any unsafe working conditions, practices, equipment or machinery and all accidents, dangerous occurrences and near misses at work regardless of whether injury occurs to any person or damage is caused to property.

11. Disciplinary procedure

The Organisation expressly reserves the right to suspend you from employment pending investigation of any disciplinary or related matters. During any such period of suspension you will be paid your full basic salary.  

If you are dissatisfied with any disciplinary or dismissal decision which affects you, you should apply in the first instance to the Chairman in writing. 

Grievance procedure

If you are dissatisfied with any aspect of your employment the matter should be raised in the first instance with the Chairman, either orally or in writing. 

The grievance procedure is not contractual and does not form part of this Agreement and may be changed from time to time at the discretion of the Organisation.

12. Changes to Terms and Conditions of Employment

The Organisation reserves the right to make reasonable amendments to your contract of particulars of employment.  

In addition to the terms of this Agreement you are required to comply with the notices, instructions and other directions which the Organisation may issue from time to time. 

13. Confidential Information and Publicity

You are obliged at all times to protect commercial information belonging to the Organisation, its customers and contractors. You must not disclose Organisational information without prior authorisation. These obligations continue after you leave the Organisation.

You should not communicate Organisational information to any member of the press or the media without prior permission from the Chairman, unless to do so is within the scope of your responsibilities.

14. Computer Equipment and Data Protection

You must observe all legal requirements and Organisational rules regarding the use of computer equipment and data protection. Computer software must not be used for work unless it is properly licensed and is used only in accordance with the license. 

In accordance with the Data Protection Act, 1998, the Organisation will hold and process information it collects relating to you in the course of your employment for administration, statistical analysis and record keeping purposes. This may include information relating to your physical or mental health. Your information will be treated confidentially and will only be available to authorised persons. 

15. Entitlement to work in the UK

Your employment is conditional on you being legally entitled to live and work in the UK. If your status changes and you are no longer entitled to live or work in the UK, your employment will be terminated without notice or payment in lieu of notice.

16. Miscellaneous

Any reference to a statutory provision shall be deemed to include a reference to any statutory modification or re-enactment of it.

This Agreement is governed by English law.  

The section headings and clause headings do not form any part of this Agreement and shall not be taken into account in its construction or interpretation.

Any delay by the Organisation in exercising any of its rights under this Agreement shall not constitute a waiver thereof.

This Agreement supersedes any previous correspondence and any prior agreement between yourself and the Organisation and forms the sole basis of any contractual relations between yourself and the Organisation except rights and obligations implied by law.

If any provision of this Agreement is found by a Court or other competent authority to be void or unenforceable, such provisions will be deemed to be deleted from the contract and the remaining provisions shall continue in full force and effect.

The foregoing particulars are agreed as accurately representing terms of the contract of employment as at 11th January 2021.

	Signed for the Organisation
	Signed by

	
Name........................................……………….
	
Name........................................………………

	
Title……………………………………………………………. 
	
Address........................................…………..

	
Date……………………………………………………………
	
…………………………………………………………………..

	
	
Date…………………………………………………………..
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