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	Text for Teacher letter of appointment

	1.
	Dear  

It is with pleasure that I write to offer you an appointment as <     > at  <  > Academy,<  address  > with effect from <       >. 

Your employer will be the Woodard Academies Trust (“the Trust”), 1 The Sanctuary, Westminster, London, SW1P 1JT.  

Your place of work will be <   > , although you may be required to work at any site of this academy and at any other location as may be reasonably required by the Trust. 

You will be responsible to <    >  for the satisfactory performance of your duties. 

	2.
	Your salary will be <£   > on the Teacher <Main/Upper/Leadership> payscale per annum
[In addition you will receive a TLR payment of <£ …> in respect of your responsibilities as < ……>.]

Your contract is < % > o f a full time equivalent.

Your salary will be paid monthly in arrears by credit transfer and is subject to the standard statutory deductions.  Salaries are reviewed annually by the Board of Trustees and any increase will take effect from 1st September. 

Salaries Pay and conditions follow the provisions of the School Teacher’s Pay (STPCD) and Burgundy Book and any further benefits provided through the WAT salary policy.

	3.
	This appointment is permanent/temporary/for a fixed term ending on <date>. [The reason for the temporary nature of the contract offered is because:

Statemented child
The reason for this contract of employment is to support a statemented child.  If the child leaves the academy or if the statement is withdrawn by the local authority that issued it, then this contract will end forthwith on the happening of that event.


Temporary Cover
The reason for this contract is to cover the absence of [name of employee].  It will end forthwith when they return to work.

Funding
This post is supported by external funding.  This contract will end forthwith in the event that that funding is withdrawn.]

	4.
	Your hours of work are in accordance with the School Teacher’s Pay and Conditions Document and is <…%> of a full time equivalent.

If your work percentage is less than full time, your pattern of work will be as directed by your line manager.

	5.
	Date of continuous service  
a)	For statutory employment rights, such as unfair dismissal (but excluding redundancy payment purposes), your period of continuous service is your total period of employment with Woodard Academies Trust.  Service with any previous employer does not count.  Your start date with the Academy is:  ……………..
b) 	For contractual purposes, as defined in the conditions of service in the Burgundy Book, which includes entitlements to maternity leave, sick leave and for redundancy payment purposes, your period of continuous service will include previous continuous service with local authorities or other specified employers, as defined in, and subject to, the Redundancy Payments (Continuity of Employment in Local Government etc.) (Modification) Order 1999 (as amended).  Your continuous service date is:  ………………….

	6.
		All teachers automatically become members of the Teachers’ Pension Scheme unless they choose to opt out.  If you wish to opt out of the scheme please visit the Teachers’ Pension website on www.teacherspensions.co.uk to complete this form online. If you have previously opted out of the scheme and want to re-join please download an Election to Join form from www.teacherspensions.co.uk and send it to your academy’s payroll provider.  
For written information about the Teachers’ Pension Scheme you should refer to the Teachers’ Pension Regulations 2010, as amended.  If you require further information please contact Teachers’ Pensions, Mowden Hall, Darlington, DL3 9EE directly

	7.
	This letter of appointment constitutes a Statement of Employment Particulars, as required by the Employment Rights Act 1996 (as amended).  The Academy Teacher’s Staff Handbook will set out more detailed contractual terms and conditions applying to this post, however where they differ, those set out in this letter or any subsequent agreed amendments to this letter will apply. This letter, which constitutes a contract of employment, supersedes any previous contract you may have held with the Trust. 

	
8.
	[bookmark: OLE_LINK1]This offer of employment is subject to the receipt of:

· Two satisfactory references, one of which would normally be from your current employer.  If you are not currently working with children (but have done so in the past) a third reference may also be required from the employer by whom you were most recently employed in work with children.  We anticipate this to be the exception, rather than the rule.
· medical clearance 
· an enhanced CRB disclosure
· satisfactory evidence of the right to take up this employment in the UK. (Copies may be taken and retained of relevant documentation.)
· verification of relevant qualifications.

	9.
	Induction Arrangements (NQT’s only)

This contract is subject to satisfactory completion of an induction period of not less than three complete terms (or equivalent) in accordance with the provisions of the Education (Induction Arrangements for School Teachers) (England) Regulations 2008/12.

Failure to satisfactorily complete your induction period will lead to the termination of your employment subject to the extension and/or appeals procedures identified in the Education (Induction Arrangements for School Teachers) (England) Regulations 2008/12.  The notice required to dismiss a teacher who fails to complete their induction period satisfactorily will be one week.

	10.
	If your limited leave to remain and to work in the UK expires without its being extended then your employment with the Trust will cease with immediate effect.


	11a.
	Confirmation of this appointment is subject to satisfactory completion of a six month probationary period.


	11.
	 As an employee of Woodard Academies Trust you are required to have regard to the Christian character of the Trust and to seek to demonstrate the ethos of the Trust in behaviours and attitude.  Employees should not do anything in any way contrary to the interests of this ethos,





	12.
	The Trust expects the highest standards from its employees with regards to the handling of confidential information, data protection and health and safety at work. 

The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.
	

	13.
	In this position you will not accept or demand from any person or organisation any personal commission, gratuity, fee or other reward or benefit in return for favourable treatment or preference in conducting the Trust’s business or that of its academies. 
	

	14.
	The Trust reserves the right to deduct from your monthly salary repayments of any loan or other sums owed to the Trust by you, including any overpayments made to you in error. On termination of your employment any such monies owed by you to the Trust up to and including your last day of employment will be deducted from your final salary payment.  These deductions do not affect any deductions we may make because of:

· A legal requirement or court order
· A misconduct decision
· Any other contractual arrangement that you have authorised for paying to other organisations  e.g. Council tax
· You taking part in industrial action
	

	
15.
	For the purposes of resignations and notice periods, this contract may be terminated by either party as follows:

	Term Dates
	Period of Notice by either party

	Autumn:  1 September to 31 December inclusive
	2 months terminating at the end of the academy term

	Spring:  1 January to 30 April inclusive
	2 months terminating at the end of the academy term

	Summer:  1 May to 31 August inclusive
	3 months terminating at end of academy term



The Trust reserves the right to require you to continue to perform your duties, or indeed not to perform your duties, during your period of notice. 

If you are found guilty at a disciplinary hearing of gross misconduct, the Trust is entitled to dismiss you summarily without notice or pay in lieu of notice. 
	












	16.
	I enclose an additional copy of this letter, which you should sign and return to me indicating your acceptance of these terms. Should you have any queries in relation to the above, please do not hesitate to contact me.
Yours sincerely
	

	
17.
	Clause inserted on second copy to be returned to <      > :
I have read and accept the terms of employment set out in this letter.

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