STANDARD STATEMENT OF EMPLOYMENT 

LANGUAGE ASSISTANTS
Instruction for schools 

This form must be completed by the school for each language assistant employed. It should be issued to the assistant as soon as possible along with their offer of employment. Two copies should be issued and signed by both parties with each party retaining one copy for their records. Please ensure that the assistant fully understands all aspects of this statement before signing it.

Please read carefully and amend/delete relevant sections as appropriate

This letter is a statement of the terms of your employment as a language assistant. The Language Assistants Programme is administered by the British Council.
1 Duration of employment
1.1 You, (full name of assistant), are contracted to begin a fixed term of employment with (name of school) on (date).

1.2 Your employment will continue, subject to the remaining terms of this agreement, until it is terminated on (date) without the need for notice.
1.3 No previous period of employment with another employer counts as part of your period of continuous employment with us.
2 Job title

2.1 You are employed as a language assistant and shall report to (name of direct supervisor).
3 Place of work

3.1 Your normal place of work is:

(full address of school)
3.2 You will also be required to work at:

(name and full addresses of all other schools in which the assistant will be required to work)

3.3 You will not be required to work outside of the UK. 

4 Salary
The current rates for 2014–2015 are available on the website.
Note: The official period of appointment for Chinese language assistants is 15-September to 26 June.
	UK wide CLAs 
	For the minimum 12 hour contrat the payment for the contract period:

12 hours x £6.31 National Minimum Wage (NMW)* x 41 weeks = £3,104.52 
Please note Hanban will pay a subsidy of $1000 per month to all CLAs.

*NMW payments will need adjusting in accordance with any government increases during the contract period.

	Period of appointment 
	15 September – 26 June 


4.1 Your gross basic salary for the full period of your employment is £ (amount) which shall be payable monthly in arrears on or about the (date) of each month directly into your bank or building society account, which you will be required to provide. Your salary is broken down as follows:
Delete as appropriate

For hourly rates of pay, please see our website 
http://www.britishcouncil.org/language-assistants/employ/costs
4.2 You will receive a written monthly statement that will show your gross pay, your net pay and details of any deductions. Normally the only deductions will be for National Insurance, unless you are also liable to pay income tax. 
5 Hours of work

5.1 You will be required to work (number) hours a week, as follows:

(name of school)
(number) hours per week

(name of school)
(number) hours per week
5.2 Your timetable will not exceed 12 hours per week unless this has been agreed in advance between you and the school. Any overtime pay will be on a pro-rata basis in accordance with the hourly rates specified in Clause 4.1.
6 Assistant’s responsibilities

6.1 You must adhere at all times to the principles of the Language Assistants Code of Conduct as attached in Appendix 1 of this Agreement.
6.2 You must comply with all school policies of which you are notified, including but not restricted to policies relating to the environment, health and safety, child protection, dress code, internet usage, social-media usage and reporting absences from work.
7 Holidays

7.1 You are entitled to the same school and public holidays as other staff members. Your salary shall include payment for school holidays occurring during your period of employment but excluding the summer holiday period. In the event of early termination of your employment you will only be entitled to holiday or pay that you have already earned.
8 Sickness

8.1 If you are absent due to sickness or incapacity, then you or someone acting on your behalf must notify your head teacher/supervisor on the first day of your absence from the school at the earliest possible opportunity, giving your reason for absence, first day of illness (including Saturday and Sunday) and the estimated duration of your absence. You shall then comply with any instructions provided by us in relation to medical certification.
8.2 When absent due to sickness or incapacity you will be entitled to receive Statutory Sick Pay in accordance with current regulations issued by the Department of Work and Pensions.
9 Termination and notice period

9.1 Either party can terminate your employment by providing one month’s written notice to the other.
9.2 Nothing in these terms and conditions prevents the school from terminating your employment immediately, without notice or payment in lieu, in the event of gross misconduct or if you commit a serious breach of your obligations as an employee.

10 Disciplinary and grievance procedures

10.1 Your attention is drawn to the disciplinary and grievance procedures applicable to your employment, a copy of which shall be provided to you by the school. 
10.2 If you are dissatisfied with any disciplinary decision or grievance, you should contact (name and position of designated member of staff) immediately.
11 Pensions

Delete or amend this section if assistants are not eligible for the Local Government Pension Scheme

11.1 You are eligible for membership of the Local Government Pension Scheme, and will automatically be enrolled into the scheme upon commencement of your employment. However, you have the right to opt out of the scheme.  Details of this scheme and how to opt out will be provided.

12 Collective agreements
Delete as appropriate
For England and Wales:
12.1
Terms and conditions of employment for language assistants are determined by the Department for Education and the Welsh Assembly’s Department for Children, Education, Lifelong Learning and Skills, in conjunction with the British Council.
Please indicate your acceptance of these terms and conditions by signing and returning to us two copies of this statement of employment.

Yours sincerely,

…………………….

Name:

Position:
For and on behalf of (name of school)
I agree to the above terms and conditions.

…………………….(name of assistant)
Appendix 1 – Language assistants code of conduct
Language assistants are reminded that the assistantship is a job. Colleagues in the school(s) in which you are appointed will expect you to behave in a responsible and professional manner. In cases of serious misconduct assistants can be, and have been, dismissed by their host school(s).

· You must be present to take your timetabled groups/classes but are not required to remain on school premises at other times.
· You should work under the guidance/direction of the responsible class teacher(s).
· You are obliged to work up to 12 hours per week, excluding preparation time; any hours worked over the 12-hour period are by mutual written agreement and will be paid on a pro-rata basis.
· You must ensure that you are punctual for every lesson and, if possible, arrive before the class is due to begin.
· You shall prepare thoroughly and in advance for lessons, check what is expected of you, and remember that you are an employee of the school and are being paid as such.
· If you find yourself unsupervised with a student, conduct the class with the door open so that you can be observed at all times.
· Under no circumstances should you ever have physical contact with a child/student, not even in a friendly or encouraging way.
· You should always be aware of your behaviour and relationship with the students, and check if these are appropriate in the school.
· You are encouraged and expected to use the internet for professional purposes and you can usually do so at your school. However, you should check with your mentor when you can and cannot use the internet. If you access pornographic and other unsuitable sites (even accidentally) on school computers, you could be dismissed from your assistantship.

· You should be very careful about how you use social-networking sites (such as Facebook) during your assistantship. Keep your profile private so that it can only be viewed by people you intend to view it. You should never swap personal contact details with pupils or invite them to be ‘friends’, or accept similar invitations from them, as this is regarded as inappropriate behaviour and could lead to disciplinary action.
· You should seek permission, in writing, from the headteacher for any unscheduled day of leave that is a genuine emergency, and abide by the response; it is not acceptable to leave a message with any other member of staff and assume permission is granted.
· You should speak at the earliest opportunity to your mentor or the head teacher’s secretary when incapacitated by illness and unable to take classes. You must be aware of and abide by the school’s policy on absence in the case of illness. Sick leave of a certain number of days (the number varies among schools) must normally be justified by a medical certificate from a doctor.

· You should offer to make up any and every class missed on account of personal illness or for any other reason, including exam leave.
· You are expected, while on school premises, to dress and behave in a manner acceptable to the host establishment. Clothing that is smart/casual is the norm; however, you should take your lead from what the other teachers are wearing and ask them what is appropriate for that particular school. As you are in a professional situation you should dress accordingly (e.g. no cropped tops, strapped vest tops, summer shorts) and respect the guidelines given.

· If your accommodation is on school premises, abide by the school’s regulations regarding noise, visitors and so on.
· If disciplinary rules are broken, a verbal warning will be given; if your performance does not improve, a written warning will follow, which may lead to your dismissal.

Assistants will be given the name and position of the designated member of staff whom they should contact in case of dissatisfaction with any disciplinary decision or grievance.

