LWA – LIVING WITHOUT ABUSE
Post of Administrator
Outline of Terms and Conditions of Service 
1.
Accountability:

Accountability is to the Chief Executive Officer, and ultimately to the Directors of the organization.
2.
Supervision:

This will be given regularly by the line manager.

3.
Notice:

Appointments may be terminated by four weeks’ notice by the employee or the employer.  This period of notice will be in addition to any period of outstanding leave.

4.
Duration of post and working hours:  

The working week is 20 hours per week; split four hours per day Monday to Friday, covering afternoons (exact hours to be confirmed).  
5.
Location:

Our service covers Leicestershire, and this role will be based at our Loughborough office. Locations may change over time in line with the needs of the organisation. 

6.
Salary:

The salary is £12.40 per hour.  
7.
Probationary period:
Your employment with LWA is subject to a probation period of 6 months, during which time your suitability for the position for which you are employed will be assessed.  The company reserves the right to extend this period if deemed necessary.

8.
Holidays:

Holiday entitlement for a 20 hour post is 152 hours per annum. This includes annual leave, public holidays and concessionary days (pro rata to the period employed in every such year in which your service is for less than the holiday year). You may take religious rather than public holidays if you wish.

All leave dates must be agreed with your line manager.  The holiday year runs from 1st April to 31st March.  Any request for holiday to be carried over will be at the discretion of the Directors.

At the end of your employment, you will, at the discretion of the Directors, either be paid for accrued leave not taken, or obliged by the Directors to take the remaining leave.

9.
Sickness:

Full salary during sickness is payable after six months’ service, for a total of eight working weeks in any twelve-month period. The worker must comply with the sickness notification procedure of the organization.

10.
Compassionate Leave:

Up to five working days paid compassionate leave in any twelve-month period may be taken, subject to the approval of the line-manager.  Further compassionate leave, usually unpaid, would be subject to approval by the Directors.
11.
Training:

The post-holder will be expected to attend relevant training provided for LWA staff, and other courses and conferences relevant to the post.
If you terminate your employment, the cost of any training completed in the last twelve months of employment (and funded by the employer) will be recoverable from the final salary. 

12.
Expenses:

Travel and other outlay will be paid subject to the prior approval of the line manager.  No payment will generally be made for travel between home and the working base.  
13.
Pension:

LWA will provide a Workplace Pension Scheme in accordance with the relevant regulations.
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