
Edmund Hunt
Gamekeepers Cottage

Cotesbach 
LE17 4HX

19th July 2019
Dear Patricia
Cotesbach Parish Council

Appointment of Clerk to the Council
Following your final interview on 8th July and our subsequent telephone conversation, I am pleased to write to confirm the offer of employment in the above post on the terms discussed and subject to the conditions set out below.

The terms and conditions of employment are generally in accordance with the National Joint Council Scheme of Conditions of Service and the provisions of the National Association of Local Councils and the Society of Local Council Clerks Conditions of Service for Clerks of Local Councils or as amended by the Council..

The key personal terms of employment are:- 

	Job title:
	Clerk to the Council

	Salary range:
	£10-£13 per hour

	Salary on appointment:
	£11.50


	Working week:
	The normal full time working week is 3 hours per week plus negotiated study/training time as appropriate. Days of work are Monday to Friday.

	Holidays:
	1½ working days (pro-rata based on 37 hours per week) in addition to normal bank and public holidays. 


	Pay method:

	Salary is paid on the 25th of the month, directly by credit transfer to a bank or building society.


	Expenses:
	Reasonable subsistence for conference or training attendance in accordance with National Joint Council Scheme of Conditions of Service.



	Pension:
	You have an option to become a member of the Local Government Pension Scheme if this is appropriate, which operates a contributory pension scheme and which you are entitled to join. The rate of contribution for the LGPS is based on full time pensionable pay within the range of xxxxxxxxxxxxxxxxxx.


	
	

	Probationary period:


	3 months

	Notice period:
	After completion of the probationary period, 3 months on either side in writing.

	Commencement date:
	30th September


The full terms and conditions of employment will be set out in the Statement of Main Terms and Conditions of Employment which will be issued in due course.

The offer of employment is conditional upon receipt of:-

· satisfactory references (for which application has been made);

· the documents confirming your right to work in the UK to meet our legal obligations in this regard e.g. your passport, birth certificate, utility bills etc.

They must be the original documents, not photocopies, and if any of the above is not produced or satisfactory the employment offer will be withdrawn or the employment terminated with immediate effect.

You will also be required before commencing employment to provide details of your bank or building society.

As stated above you will be required to serve a probationary period of three months counting from the date when you start work. The main purpose of the probationary period is to give you an opportunity to establish your suitability for the job and confirmation in the post is subject to the satisfactory completion of the probationary period.

I hope that all the above is clear and you indicated when we spoke that you will be accepting this offer of employment. I would be pleased if you would confirm your acceptance by signing the copy of this letter enclosed. 

I look forward to hearing from you but if you have any queries or wish to discuss the offer further please do not hesitate to contact me.

Yours sincerely

Edmund Hunt
Chairman
On behalf of Cotesbach Parish Council

Acceptance

I acknowledge receipt of a copy of this offer of employment and the conditions attached have had the opportunity to discuss or question it with Cotesbach Parish Council.

I accept the offer of employment on the terms and conditions set out above.

I confirm that I am not prevented by previous employment terms and conditions, or in any other way, from entering into employment with the Council or performing any of the duties of the post.

I confirm that I will commence employment on _____________________.

Signed _________________________          Date     _________________
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