




COISTE GAIRMOIDEACHAIS CHATHAIR CHORCAI

City of Cork Vocational Education Committee


STATEMENT OF TERMS AND CONDITIONS OF EMPLOYMENT

FIXED TERM CONTRACT
Full Name of Staff Member:



<insert name>



Address:






<Insert address>
POSITION

You shall be employed as:
CO-ORDINATOR

MUSIC GENERATION CORK CITY
Your functions will include:
Duties as assigned by the CEO or Deputed Officer. (Duties as at – Appendix 1)

Your immediate supervisor is:                                       Denis Barrett, Community Education Facilitator and Music Generation Cork City Steering Group 
This is a Fixed Term Contract of Definite Duration for a three year period commencing from date of taking up duty <Insert commencement date>. The contract is offered to you on the basis of the continuation of the Music Generation project and the continued availability of funding for the Music Generation project.  This contract is without precedent and will end on <insert date>, at which point your employment will cease.  In such circumstances the Unfair Dismissals Act 1977 shall not apply.  You will not receive a Contract of Indefinite Duration as this contract is based on reaching a specific date and the continuation of the project and funding.  

The terms and conditions of your employment with the City of Cork Vocational Education Committee (hereinafter called the Committee) for the duration of your contract are as follows:

COMMENCEMENT
Your employment shall commence on <Insert start date> and end on <insert end date>.

HOURS OF WORK
Your normal hours of work will be 35 hours per week.  Attendance outside normal office hours will be required and flexibility will be required. Daily/weekly attendance will be recorded in accordance with the Organisation of Working Time Act 1997 and best practice within City of Cork VEC.  You may be required to operate an electronic time and attendance system.
PLACE OF WORK
You will be assigned a headquarters at the discretion of the Chief Executive Officer or his/her Delegated Officer to meet the needs of the programme and may be asked to work at, and from, other locations throughout the Committee’s area from time to time.  You will be advised of your initial headquarters prior to taking up duty. 
REMUNERATION
Your remuneration will be €40,000 per annum.    Payment will be by credit transfer payable fortnightly.
HOLIDAYS AND HOLIDAY PAY
Entitlement
You will be entitled to 23 days annual leave per annum excluding Public Holidays and short breaks at Christmas and Easter.   Holiday entitlements will be granted in accordance with the Organisation of Working Time Act 1997 and any other relevant regulations as may be issued by the Department of Education from time to time.  Holiday periods should be notified and approved in advance by Denis Barrett, Community Education Facilitator or Deputed Officer.
The annual leave year is from 01 September to 31 August each year.
Holiday Pay

This will be based on your current normal weekly rate of remuneration.

Public Holidays
Your entitlement to leave for Public Holidays shall be in accordance with the terms of the Organisation of Working Time Act 1997.

When a termination of this contract occurs and the paid holidays already taken exceed the paid holiday entitlement on the date of termination, the Committee will deduct the excess holiday pay from any termination pay.
SICK PAY SCHEME
This post is not covered by any Sick Pay Scheme.  No absence on uncertified leave may exceed a continuous period of 3 days.  Payments under the Social Welfare Act may apply.
Absence
In the event of absence from work you are required to contact the Office as soon as possible on the first day of absence.  The Committee reserves the right to have you examined by its own Medical Practitioner.

Long Term Illness
Where you are absent on long term illness, the Committee reserves the right to have a Medical Report presented to it, indicating where possible a return-to-work date. The Committee will normally request such a Medical Report after an absence of three consecutive months.  Frequent short-term absences may also give rise to the Committee seeking confirmation that you are medically fit to continue your duties.  In exceptional circumstances the Committee reserves the right to terminate this contract where there is no reasonable return-to-work date.

PENSION SCHEME
The superannuation scheme as pertains to the Department of Education & Skills currently does not apply. Should the scheme apply in the future you will be required to make contributions in accordance with the Superannuation Acts in force.  

Should you wish to make contributions to a Personal Retirement Savings Account Scheme (PRSA), City of Cork VEC will make any deductions that you authorise, to any provider you wish to nominate.

RETIREMENT AGE

It is the policy of the City of Cork VEC that the maximum retirement age for all staff employed prior to 1st April 2004 is 65. All such staff will have the 31st August following their 65th birthday as their retirement date.

Staff employed on or after 1st April 2004 will have a minimum retirement age of 65. All such staff will have the 31st August following their 65th birthday as their retirement date. Staff wishing to have an extension may apply on an annual basis for this extension to a maximum retirement age of 70 years. All such applications must be made by 30th April each year to the CEO through the HR Department,

applications received after that date will not be accommodated as arrangements in respect of pension entitlements will be processed.
EQUALITY

CCVEC is committed to a policy of Equality of Opportunity in its employment practices. The Committee is also committed to the maintenance of a working environment free of all forms of discrimination, harassment including sexual harassment and bullying on the grounds of gender, marital status, family status, age, religion, race, disability, sexual orientation and membership of the Traveller Community.

CHILD WELFARE/REFERENCE CHECKS

It is a fundamental term of your employment that you agree that you have made full, truthful, accurate and appropriate disclosure in reply to questions asked or information sought relating to any child welfare issues.  

Your appointment/reappointment is conditional upon satisfactory reference checks/Garda vetting. If such references are not furnished or are found to be unsatisfactory CCVEC reserves the right to terminate your employment with one week’s notice in writing. The Committee reserves the right to re-vet and you must be able to continue to satisfy this condition throughout your employment.

ETHICS

You are expected to adhere to codes of practice and ethical manners as laid out in legislative enactments and other regulations with relevance to the duties for which you are employed.

PERSONAL DATA

As part of your terms and conditions of employment, you give CVEC permission to collect, retain and process information about you in accordance with the Data Protection Act 1998 & 2003 and any other legislation which may be applicable to the obtaining, holding and processing of such information.  Such information may be used by CCVEC in the compilation of reports as required by Department of Education & Science and other Statutory Agencies.  The information that we hold may be checked with you from time to time to ensure that it remains up-to-date. Should your personal circumstances change, you should notify the HR Department immediately.

EXTERN WORK
The employer must be notified of all external work. Any external work engaged in by the appointee must not be such as to interfere with the fulfilling of the appointee’s duties and responsibilities to the school.    

The contract may also be terminated in the event that the teacher’s work, when calculated in the aggregate, exceeds the limit of 48 hours for the previous relevant period as set out in Section 15 of the Organisation of Working Time Act, 1997.  Any such decision to terminate the contract will be taken in accordance with appropriate procedures.

LAY-OFF AND/OR SHORT-TIME
-
The employer reserves the right to lay you off from work or reduce your working hours, where through circumstances beyond its control it is unable to maintain you in employment. 

-
You will receive as much notice as is reasonably possible prior to such lay-off or short-time.

-
You will not be paid during the lay-off period.

-
You will be paid only in respect of hours actually worked during period of short time.

GRIEVANCE AND DISCIPLINARY PROCEDURE
In the interest of fairness and justice, and to ensure the proper conduct of business, certain provisions to deal with matters of grievance and discipline are necessary.  The Grievance and Disciplinary policies are attached at Appendix II and III. 
NOTICE
In the event of termination of your employment, you are required to give the Committee and the Committee undertakes to give you one months notice.  However, both parties are free to waive their right to notice and/or accept pay in lieu of notice, if agreed between them.

Nothing in this agreement shall prevent the giving of a lesser period of notice by either party where it is mutually agreed.

DECLARATION

I accept and agree to all the above terms and conditions of my employment.
SIGNED____________________________               ________________________



(Appointee)




(For the Committee)

DATE    ____________________________               ________________________

APPENDIX I
Role Description – Co-ordinator, Music Generation Project 
The role of the Co-ordinator includes the following and any other duties as may be deemed appropriate to the post from time to time:

Management & Co-ordination 

· Establish and co-ordinate the delivery of a strategic plan of Music Generation Cork City.
· Budget management. 

· Staff management. 

· Programme management. 

· Marketing / PR management.

· Responsibility for Evaluation and Quality Assurance.

· Administration. 

Partnership 

· Has the ability to network, build and develop partnerships with agencies, organisations, groups and individuals within the public, private, community and voluntary sectors.

· Access additional sources of funding.

Project Development 

·  Develop the breadth and scope of the Music Generation Cork City in

      response to local needs. 

·  Establish programming links with education / arts / music / music education

organisations locally, regionally and nationally. 

·  Develop and maintain on going evaluation and quality assurance.

·  Work with vocal and instrumental tutors in the design and development of programming and in promoting further professional development of tuition  staff.

Participation in the National Programme 

· Work with Music Generation in establishing, developing and evaluating the services of Music Generation Cork City. 

· Participate in the Music Generation National Network. 

· Work with Music Generation on public awareness and advocacy initiatives. 

Music Generation Cork City
· Report on a regular basis to the Chief Executive Officer of City of Cork VEC and provide quarterly updates to the Music Generation Cork City Steering Committee. 

· Convene meetings, prepare agendas, write and circulate minutes and prepare reports. 


