These template documents have been produced by Sport Wales and will need editing before use. 

Guidance notes to help you do so are set out throughout the documents and square brackets in the body of the document indicate areas that require editorial attention.  
All documents contain a footer, showing the last time it was updated, and whilst Sport Wales endeavours to ensure the information contained is up to date and correct, they make no representations of any kind, express or implied, about the completeness, accuracy and suitability of the documents provided. Any reliance you place on such information is therefore strictly at your own risk.  In no event will Sport Wales be liable for any indirect or consequential loss or damage, arising out of, or in connection with, the use of these templates.  
If you have any doubts about the editing or use of these templates, please seek professional legal advice.
· Set your logo in the Header 

· Use the select all then replace all to amend the document for the Name of NGB
· Check that your NGB has the policies and procedures mentioned in the template, if not then either delete the reference or check out other templates on the WSA site to enable drafting the appropriate document 

[NAME OF NATIONAL GOVERNING BODY]

CONTRACT OF EMPLOYMENT FOR CASUAL EMPLOYEES
NAME: 

[NAME OF INDIVIDUAL]
DATE:

[DATE OF CONTRACT]

This statement summarises your main conditions of service as they presently apply.  Any significant changes to your conditions of employment will be notified to you by your line manager and/or by revision of the Staff Handbook.

Date of Commencement
This Agreement will come into effect on [DATE] (this may vary from your first actual day of work)
No period with any previous employer will count as part of your period of continuous employment with [Name of NGB] for the purposes of the Employment Rights Act 1996. This agreement supersedes any previous agreement.
CONTRACTUAL TERMS AND CONDITIONS

1. Job title and duties

1.1 Your job title is ---------------------------------.  It is expected that if necessary you will be willing to undertake other work which you are capable of and for which you have trained or will receive training from [Name of NGB]. 

1.2 Your line manager will be ------------------------- [job title].
2. Place of work
Your normal place of work is -------------------.
3. Remuneration
You will be paid according to the number of hours worked a month in arrears. Your hourly rate of pay is ------------------------.  Pay date is the 25th of each month, or the nearest date possible if it happens to fall on a weekend.
4. Expenses
If you incur travelling expenses (other than travel to and from work), accommodation or other expenses in the course of carrying out your duties, you will be reimbursed for these by [Name of NGB] on production of appropriate vouchers or receipts in accordance with [Name of NGB]’s current policy on expenses, a copy of which is available in the Staff Handbook.
5. Hours of work
Due to the casual nature of your appointment, you do not have normal hours of working. Your hours of work will vary according to demands of the business.  [Name of NGB] reserves absolute discretion as to the occasions in which you might be asked to work. It is a condition of your employment that you will work flexibly in accordance with the working arrangements we operate.  Accordingly you acknowledge that there may be periods when no work is available and that [Name of NGB] has no obligation to provide you with any work or to provide a minimum number of hours in any day or week.  
6. Holidays and holiday pay
In accordance with the Working Time Regulations you are entitled to receive 28 days per year (which will include any public/statutory holidays).  Your holiday entitlement will be calculated on a pro rata'd basis according to the number of hours worked by you.  Every month your Line Manager will review the number of hours worked by you during the month and will calculate your holiday accrual accordingly, for which you will be paid.
7. Sickness and sick pay

7.1 If you are due to attend work on a particular day and are unable to do so because of illness or injury (or for any other reason) you must let your Line Manager or as soon as possible.  

7.2 Failure to comply with the above procedures may disqualify you from receiving Statutory Sick Pay (“SSP”).

7.3 Subject to certain limits and conditions you may be entitled to receive SSP in respect of absences due to sickness or injury at the appropriate rate which is less than your normal rate of pay.
7.4 Your “qualifying days” for SSP purposes are those days of the week on which you are due to work in accordance with this contract of employment.
8. Pension 
If eligible, you will be entitled to membership of the Employer's pension scheme, subject to the rules of that scheme, as amended from time to time.  Following the Employer’s staging date of [Date], if eligible, you will be auto-enrolled into the scheme. A copy of the scheme rules is available from [Name].   

9. Confidentiality

9.1 In the ordinary course of your employment you will be exposed to information about the business of Sport Wales and the suppliers and beneficiaries of [Name of NGB] which is confidential or is commercially or personally sensitive and which may not be readily available to the general public or liable to cause significant harm to [Name of NGB].

9.2 You must not whether during or after your employment, except as authorised or required by your duties as an employee of [Name of NGB], reveal to any person, firm, company or organisation or otherwise make use of any of the confidential information (other than that within the public domain) concerning the organisation, business, finances, transactions or affairs of [Name of NGB]  or personal or sensitive information about any pupils or customers whom you instruct, which may come to your knowledge during your employment.  Nothing in this clause will prevent you from disclosing information to comply with a Court Order or to perform any statutory obligation on you to do so.

10. [Name of NGB]  property 
On request and in any event on termination of your employment for any reason you are required to return to [Name of NGB] all [Name of NGB] property including any uniform,  security pass, keys, computer hard and software including discs and all documents in whatever form together with all copies which are in your possession or under your control.  The ownership of all such property and documents will at all times remain vested in [Name of NGB].
11. Activities during your employment
You should not take part in any activities or enter into any employment with a third party or undertake self-employed work which adversely affects the performance of your duties with [Name of NGB].  If you are unsure of your position you should contact [Name] for guidance.  
12. Casual Agreement

Due to the casual nature of your employment, there may be occasions where no work is available or provided for long periods of time.  In the circumstances, if you are not provided with work for three months, you will be removed from the list of casual employees and your employment will terminate.  If you do not intend to accept any casual work from [Name of NGB] you should notify your Line Manager in writing (with at least one week’s notice) and you will be removed from the list of casual employees.
13. Probation
You will be on probation for the first three months following your initial appointment. In this time you will be monitored and a failure to meet the required standard will result in a termination of your employment and one week’s notice. 

14. Deductions
You hereby authorise [Name of NGB] to deduct from your pay (including holiday pay, sick pay, bonus or commission and pay in lieu of notice) any amounts which are owed by you to [Name of NGB]).
15. Uniform remove clause if not applicable 
Where applicable, staff must wear the appropriate uniform that has been provided.
16. Rules, policies and procedures
You must comply at all times with [Name of NGB]’s rules policies and procedures as amended from time to time including but not limited to equal opportunities, harassment and health and safety.  For the avoidance of doubt such rules, policies and procedures are not incorporated by reference into this contract of employment and they can be changed, replaced or withdrawn at any time at the discretion of [Name of NGB].
17. Health and Safety Policy
All staff must sign to say that they have read and understood [Name of NGB] policy on Health and Safety. You will be working in a safety critical environment and you must take all reasonable steps to positively encourage and maintain a risk free environment and ensure that all health and safety obligations are fulfilled.  Failure to do so will amount to serious misconduct which may lead to your employment being terminated without notice.
18. Anti-bullying and Anti-harassment Policy
[Name of NGB] has a policy to prevent bullying and harassment details of which are available in the Staff Handbook or from [Name].  This may be amended from time to time.  Failure to comply with your obligations thereunder will be treated as gross misconduct.

19. Equal Opportunities
[Name of NGB] operates a policy of equal opportunities, details of which are provided in the Staff Handbook (and may be amended from time to time).  Breach of the policy will lead to disciplinary proceedings which may involve dismissal.

20. Computer and E-mail Policy
[Name of NGB] takes very seriously the abuse of computers and e-mail. All staff who have access to a VDU must sign to say that they have read and understood [Name of NGB]’s Computer and E-mail policy (which may be amended from time to time).  Failure to comply with the policy may result in disciplinary action and in cases of gross misconduct dismissal.
21. Disclosure and Barring Screening 
Staff who work with children or vulnerable adults may be subject to a disclosure from the Disclosure and Barring Service (previously the Criminal Records Bureau) dependant on the frequency and nature of their work. Failure to inform [Name of NGB] of any criminal records incurred prior to or after appointment may result in disciplinary action and possibly dismissal.  This is without prejudice to your rights under the Rehabilitation of Offenders Act 1974.
22. Driving 
All staff who may drive any vehicle owned by [Name of NGB] must provide a copy of their driving licence.  Failure to inform [Name of NGB] of penalties and bans may result in a disciplinary action and possibly dismissal where driving is a requirement of the job.  [Name of NGB] reserves the right to terminate your employment without notice where you become disqualified from driving for whatever reason and where this is an important part of the job.

23. Data Protection

23.1 [Name of NGB] holds information relating to you which is subject to the Data Protection Act 1998.  By signing this Contract you consent to [Name of NGB] processing, both manually and by electronic means, your personal and sensitive personal data for the purposes of the administration and management of your employment and/or [Name of NGB]’s business.
“Processing” includes obtaining, recording, holding or disclosing information or data and carrying out operations on the information or data.
“Sensitive personal data” includes information held by [Name of NGB] as to your physical or mental health, the commission or alleged commission of any offence by you and any proceedings for such an offence (including the outcome or sentence in such proceedings).  Some examples of items of sensitive personal data are SSP self-certification forms and medical reports.
If you would like to know more about the typical purposes for which we may process personal/sensitive personal data relating to you please contact the Data Protection Officer [Name].

23.2 [Name of NGB] will treat all personal/sensitive personal data as confidential and will not use or process it other than for legitimate purposes. [Name of NGB] will ensure that the information is accurate, kept up to date and not kept for longer than is necessary.  Measures will also be taken to safeguard against unauthorised or unlawful processing and accidental loss or destruction or damage to the data.

23.3 Subject to certain exceptions you are entitled to have access to your personal/sensitive personal data held by [Name of NGB].  [Name of NGB] may charge you a fee (subject to the statutory maximum) for supplying you with that data.

24. Disciplinary and grievance procedures

[Name of NGB] disciplinary and grievance rules are set out in the Staff Handbook.  They may be changed from time to time.

25. Collective agreement
There are no collective agreements applicable to your employment.
This contract supersedes any previous agreement.
…………………………………. 
Dated:…………………………….                
Signed on behalf of [Name of NGB]
I understand and agree to the terms and conditions of my Contract of Employment as set out above.  I consent to your processing personal data (including sensitive data) as set out in paragraph 23.

..................................…………
Dated: ………………………………

Employee’s signature
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