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CITY
LONDON
Summary of Terms and Conditions of Employment

This summary is given as a guide and is not intended to form part of an individual's
contract of employment.

Contract
The position is offered on a permanent basis.
Hours of Work

35 hours per week. Hybrid working pattern is available. The post holder shall be
expected to work the hours necessary to carry out the duties of the position.

Frequency and Method of Payment

This is a monthly paid appointment and salaries are credited to a Bank or Building
Society Account on the 11th of each month.

Annual Leave

There is an entitlement of 28 days annual holiday plus Bank Holidays. There are
subsequent increases to entitlement to annual holiday according to length of service.

Sickness Absence and Pay

The City of London Corporation has a comprehensive Occupational Sick Pay scheme,
details of which can be found in the Employee Handbook which will be made available
to you upon commencement.

Pension

You will automatically be admitted to the City of London Corporation’s Pension
Scheme. Employees contribute between 5.5% and 12.5% of their pensionable pay to
the scheme, depending on salary.

If you do not wish to join the Scheme you must make a formal declaration stating, you
wish to opt out. You may contact the Pensions Office directly should you have any
gueries relating to the Local Government Pension scheme and your entitlements
under this scheme.



Continuous Service

If you join the City of London Corporation without a break in service (subject to certain
exceptions) from another body covered by the Redundancy Payments (Local
Government) (Modification) Order 1999, your service with that institution will count for
the purpose of continuous service. The amount of continuous service which you have
will affect your entitlement to certain contractual benefits, for example, annual leave,
sick leave, and maternity leave. A full explanation of Continuous Service is contained
within the Employee Handbook.

Probationary Period

You will be employed initially on a six month probationary period. Should either party
wish to terminate the employment during this period, then one week’s notice will be
required on either side, except for summary termination for gross misconduct.

Notice Period
Three months by either party after satisfactory completion of probationary period.
Learning and Employee Development

The City of London provides for financial support and time off for staff to study for
appropriate qualifications which relate to their duties or undertaking professional skills
update training. There is also an in-house programme covering more general training
needs.

Employee Volunteering Programme

Through its partnership and regeneration work, the City of London aims to contribute
to the social and economic regeneration of the seven boroughs bordering the city:
Camden, Hackney, Islington, Lambeth, Tower Hamlets, and Westminster. These
boroughs contain some of the most deprived neighbourhoods in the country.

The Employee Volunteering Programme, established in 2002 allows staff to volunteer
their time, skills, knowledge, and expertise to benefit residents whilst developing their
own professional skills. All staff are given the opportunity, subject to line management
agreement, to take 2 days of volunteering leave per year to enable them to do this.



