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	1. Hours of Work 
	Outline of Terms and Conditions of Employment

Project

Based 

Staff 

(including contracted hours at PST)


	Full time hours are based on 37 hours per week; which equates to 1929.29 hours per annum. Specific working hours may vary between projects. Therefore, you may be required to work unsocial working hours on a rota basis which may include early and late shifts, weekends, bank holidays, waking nights, sleeping-in duties or a combination of the above.  
	

	2. Pay
	

	The rate of remuneration is based the Project Based Scales relevant to the post.

Payments will be made monthly in arrears on or around the 15th of each month.  
	

	3. Probationary Period
	

	There is a probation period of 6 months for new employees. The organisation reserves the right to extend this period as appropriate. The probation period will come to an end when confirmed via email from your Line Manager.
	

	4. Travel Allowances
	

	All business mileage to be paid at 45p per mile, decreasing after 10,000 miles to 25p per mile.  Bus passes/tickets/motorbike mileage may also be 

Reimbursed if appropriate.  Training mileage (dependent on engine size) will be paid.


	

	5. Annual Leave and other leave
	

	28.5 days rising to 30.5 days after 5 years, plus 8 bank holidays (pro-rata for part-time).

Up to 5 days domestic leave for crises / emergencies /bereavements (pro-rata for p/t).
	


6. Sickness Benefits

	Length of Service at start of absence
	No. of months full pay
	No. of months half pay

	Within Probationary Period - 1 year
	0
	0

	Completion of 1 year service
	1
	1

	Within 2nd year of service
	2
	2

	During 3rd, 4th & 5th years of service
	3
	3

	After completing 5 years of service
	6
	6

	7. Sleep In Payment

	Currently £35.62

	8. Unsocial Hours Payment / Enhancements

	Nights between 10 pm and 7 am = time + 33%

Xmas Day 10pm 24th Dec to 7 am 26th Dec and New Years Day 10 pm31st Dec to 10pm 1st Jan = Double time

	9. Maternity/Adoption/Paternity Leave

	Maternity leave allows for absence up to a period of 52 weeks maternity leave regardless of length of service.  A pregnant employee may also be entitled to Maternity Allowance, or to Statutory Maternity Pay and also to additional Occupational Maternity Pay, depending on her length of service.

Employees are entitled to two weeks Statutory Paternity Leave and Paternity Pay, subject to certain conditions.  


	10
Benefits

	Eligible jobholder’s will be auto enrolled into the Association's Pension Scheme.

Health Shield Healthcare Cash Plan

NCHA Benefits – Shopping Discounts, Gym Membership, Childcare Vouchers, Cycle to Work

Travel Allowance (if applicable)



	Vetting

	Employment is subject to the receipt of references, a Disclosure & Barring Service check and an Occupational Health assessment which are satisfactory to NCHA. 

 


	11     Other Terms & Conditions

	The Association recognises the right for all staff to join a Trade Union and staff are covered by a joint union recognition agreement with UNISON and UNITE THE UNION.  The Joint Union and Negotiation Group (JUNG) meets regularly to discuss matters relating to terms and conditions of service, which are governed by, and may be affected by, this collective agreement.   

There are written Grievance, Disciplinary and Dismissal procedures, a Code of Conduct and an Expected Standards of Behaviour policy.  The Financial Regulations detail the restrictions placed on employees relating to conflict of interest and purchase of goods and services.

This is only a summary of the Terms and Conditions of Service included in the Project Staff Handbook to which reference should be made for full details of policies and procedures.   

Further information may be obtained from the HR Department (Tel:  0345 650 1205).
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