Additional Details You May Wish to Include in the Written Statement

To be used in conjunction with the ACAS template at https://www.acas.org.uk/templates-for-written-statements/written-statement-employee-template

1. Employment Details
You are accountable to [Manager’s job title].

[This is a fixed-term contract for a period of [number] months [years].  Notice is hereby given that this contract will terminate on [date] and no further notice will be given. The reason for this being a fixed-term contract is INSERT REASON].

Your usual place of work is [place].
However, the right is reserved to change the location of this work base within a reasonable distance. You will be given a month’s notice of this change where it is possible to do so.

You will be paid monthly, in arrears, by credit transfer into your bank or building society account. Payment will normally be made on the [day of month] day of each month (or the nearest working day).

You may be required to work outside your normal working hours from time to time, including in the evenings and at weekends.  The employer will give you as much notice as is reasonably possible.  You will normally be given time off in lieu, with the prior agreement of your manager in respect of such additional hours worked.


2. Holiday Entitlement
You are entitled to [20] days holiday per year [pro rata].

In addition, you are entitled to public holidays [calculated on a pro-rata basis].

The holiday year runs from [1st January to 31st December]. 

Where you are employed for part of a holiday year only - either on commencement or termination of your employment - you will be entitled to paid holiday pro rata to the number of complete calendar months worked by you in the relevant holiday year, subject to the total being no less than the statutory minimum. On the termination of your employment, where you have taken more or less than your holiday entitlement an adjustment based on your normal rate of pay will be made to your final pay. The adjustment will be either by way of an additional payment where you have taken less than your entitlement or a deduction if you have taken more than your entitlement.

[Part-time employees receive their holiday entitlement on a pro rata basis.]


3. Sickness Absence
You are usually entitled to contractual sick pay at your normal salary for a period of time as follows:

[(If you have more than one year’s service,) you are entitled to receive your normal salary for four weeks in any 12-month period.]

Such payments will include any statutory sick pay you may be entitled to.  

Thereafter, you may be entitled to statutory sick pay.

Payment of sick pay is conditional upon full compliance with the above procedures. Non-compliance with these rules may lead to the withdrawal of sick pay and may constitute a serious disciplinary offence. 

Holiday entitlement continues to accrue during any sickness absence.

In cases of prolonged or intermittent sickness, the PCC reserves the right to take independent medical advice and to require you to be examined by an independent medical practitioner of the employer’s choice at any time (whether or not you are absent by reason of sickness or injury) and, where you agree, the doctor carrying out the examination may disclose to you and discuss with the employer the results of the examination.  

4. Absence due to Injury

In the unfortunate event that you shall be incapable of attending to your duties by reason of injury sustained wholly or in part as a result of actionable negligence, nuisance or breach of statutory duty on the part of a third party, all payments made to you by the PCC under the sickness absence clause, shall to the extent that compensation is recoverable from the third party, constitute loans by the PCC to yourself which shall be repaid when and to the extent that you recover compensation for loss of earnings from the third party by action or otherwise.

5. Pension
[There is no pension provision associated with this contract due to the temporary nature of the employment].*

The PCC is required to enrol you into its contributory workplace pension if you are an eligible employee -this is called automatic enrolment. The current rules say you will be eligible if you are:
· not already in a workplace pension
· aged 22 or over
· under State Pension age
· earning more than £10,000 a year
· working in the UK

You can opt out of the workplace scheme but the PCC will make a contribution into the scheme as well as you. Also, you will get tax relief on the contributions you make into the scheme.

Other employees have a right to join a pension scheme, and for those who are categorized by the Government as “Entitled Workers”, the PCC will also make a contribution.

Further details can be obtained from [insert name or job title].*NOTE: this can be used for appointments of less than three months but see https://www.thepensionsregulator.gov.uk/en/employers/new-employers/im-an-employer-who-has-to-provide-a-pension/work-out-who-to-put-into-a-pension/employing-seasonal-or-temporary-staff






6. Data Protection
The PCC and its agents hold information relating to you which is subject to the Data Protection Act 2018 and the General Data Protection Regulation.  They will process, both manually and by electronic means, your personal and sensitive personal data for the purposes of the administration and management of your employment and/or the PCC’s business.

[bookmark: _Hlk13667677]You shall make yourself aware of the PCC’s policies on data protection with regard to data processing undertaken by you in the course of your duties and act in accordance with those policies at all times. Failure to do so may result in disciplinary action being taken against you, up to and including dismissal.

The PCC’s Privacy Notice can be found [HERE].


7. Deductions from Pay
You hereby authorise the PCC and its agents to deduct from your pay (including holiday pay, sick pay and pay in lieu of notice) any amounts which are owed by you to the PCC.  


8. Return of property on Leaving
On request, and in any event on termination of your employment for any reason, you are required to return to the PCC any property, including any keys, computer hard and software including discs and all documents in whatever form together with all copies (irrespective of by whom and in what circumstances such copies were made) which are in your possession or under your control.


9. Garden Leave
The PCC reserves the right to place any Employee on Garden Leave with pay for a reasonable period of time whilst suspended from duty in order that an investigation takes place, or alternatively during a notice period. During this time the PCC may require the Employee to stay away from their place of work and to refrain from some or all of their duties or other employment.


10. Rules, Policies and Procedures
You must comply at all times with the PCC’s rules policies and procedures as amended from time to time.


Additional Statement to accompany Contract of Employment | May 2024 | V1.0	2 | Page

