[image: image3.jpg]INVESTOR IN PEOPLE



Part 1 Schools Teaching


  
  
      Confidentiality Status - PROTECT

	[image: image1.png]2 OXFORDSHIRE
Y COUNTY COUNCIL

www.oxfordshire.gov.uk

Working for you







Private & Confidential

«Title» «Forename» «Surname»
C/O «Work_adrs_1»
«Work_adrs_4»

	Oxfordshire County Council

Customer Services 

Pay and Employment Information

Unipart House 

Garsington Road

Cowley 

Oxford

OX4 2GQ

Kevin Cooper

Pay and Employment Information Team Manager


	My Ref: PEI/FMC
	Your Ref: «Personnel_Number»
	Date: 

	This matter is being dealt with by: 
	Direct Line: 01865 797

	Email: @oxfordshire.gov.uk
	


Dear «Title» «Surname»
Appointment with Oxfordshire County Council or Governing Body.

I am writing to you to confirm the offer of an appointment with Oxfordshire County Council or, where you are employed in an Aided or Foundation School, the Governors of that School, under the School Teacher (Burgundy Book  and Pay and Conditions Document) terms and conditions and as set out below in this contract.
	Surname: «Surname»
Forenames: «Forename»
Post Title: «AutoMergeField4»
Post Number: «Post»
Start Date: «Valid_From»
If temporary, last day of service: «Valid_to»
Pay Range: «Salary_Grade»
Commencing Actual Annual Salary:  £«Actual_salary»
Allowances:
«Allowance_1» «Amount_1» «Unit_1»
«Allowance_2» «Amount_3» «Unit_3»
«Allowance_4» «Amount_4» «Unit_4»
«Allowance_5» «Amount_5» «Unit_5»
«Allowance_6» «Amount_6» «Unit_6»
«Allowance_7» «Amount_7» «Unit_7»
«Allowance_8» «Amount_8» «Unit_8»

	Title (e.g. Mr, Ms, Mrs, Miss): «Title»
School: «Personnel_area_text»
Full Time Equivalent Percentage: «Employment_percent»
Contract Type: «TempPerm»
Reason if a Temporary Contract: «TempReason»
Pay Points in Range: «Min_Spinal_Point» to «Max_Spinal_Point»
Pay Point: «Level»
Continuous Service Date: «Cont_Service»



If resident, address of accommodation to be occupied (see Part 2:17): N/A
	The following information is held on you.  If this is incorrect you must inform the Pay and Employment team:

	Date of birth: «Date_of_Birth»
	Nat. Ins. No: «ID_number»

	Ethnic origin: «Description»
	Disabled:  «Disability»

	Religion: «Religion»
	Sexual orientation: «Sexual_Orientation»


Allowances: Inland Revenue All Car Mileage Rate
If you are willing to accept this appointment on the terms stated, please sign and return a Part 1 copy of this contract. By signing, you are stating that you have read and agree to abide by the terms and conditions of employment herein and that you have received any required pension information and CRB forms which are necessary.  Please note that if you fail to return a signed copy of this contract and commence employment, there will be an implied acceptance by you of the terms and conditions of employment.  However, this route of acceptance may delay your initial salary payment. You should return this signed contract to the named person dealing with this matter at the Pay and Employment Information team, Unipart House, Garsington Road, Oxford, OX4 2GQ.

Of necessity, this is a formal letter but I should like to take this opportunity of welcoming you to this appointment. 

Yours sincerely
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Jim Leivers
Director for Children, Education and Families

Signed: ……………………………………………. Date: ……………………..
Cc; Headteacher, 
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