
Further information for applicants – ISA 
 
ISA aims to be transparent about terms and conditions at application stage. If you have specific questions about 
company policies and employee benefits, please telephone the Office Manager, Karen Goddard on 01799 581698. 
Any enquiries will not prejudice your application in any way. 
 
The information below is intended as a brief overview only. The details will be confirmed in the individual written 
contract for the role, to be read in conjunction with the ISA policies in the ISA staff handbook. 
 
Employee Benefits 
ANNUAL LEAVE ENTITLEMENT 
We provide a generous holiday allowance, so you can enjoy your time off. Our standard holiday allowance for full-
time roles is 25 days annually plus up to 8 bank holidays. We have three additional days of office closure between 
Christmas and New Year. 
 
Please note: Usually annual leave must be taken during school holidays, when we are much quieter. 
 
SALARY 
We believe hard work should be rewarded. We offer a competitive salary and have an annual pay review. All roles 
are placed on a salary scale, which provides a structure of performance-related increments in the first years of 
employment. 
 
PENSION SCHEME 
There is a Company Service Occupational pension scheme applicable to your employment, currently with NEST. 
The Association will make a monthly contribution*. The pension provider will issue details.  The Scheme is 
governed by Trustee Deeds and Rules which the Association reserves the right to change from time to time. The 
Association reserves the right to change the scheme provider. 
*Please contact us for further information about the company contribution rate for your role. 
 
PROBATION 
The initial contract extends for a period of up to nine months from the commencement of your employment. 
During this period, reviews of your performance and conduct will take place. Either party may terminate the 
employment, for any reason, during the first month of this period giving two weeks’ notice. Then the notice 
period increases to 1 month’s notice, until probation has been completed. Throughout the probationary period 
your employment can be terminated at any time without reference to the disciplinary procedure. 
 
NOTICE PERIOD 
Once you have completed the probationary period, the notice period applicable for your role will be as specified 
in your contract of employment. (The standard notice period for most roles is three months). 
 
WORKING HOURS 
Usual office hours are 9am – 5pm. Requests for flexible working are considered on a case-by-case basis. 
Standard, full-time hours include a one hour lunch break, to be taken at times to suit the needs of the business. 
Some roles are suitable for a termtime only contract: contact us if this is of interest to you. 
Flexibility on working hours has to be assumed to successfully carry out your role. 
 
HEALTH AND WELLBEING 
Our employee assistance programme (EAP) provides confidential support and resources on a wide variety of 
issues. It also includes access to counselling services, when necessary. 
 
ISA arranges staff socials in Christmas and summer. Fresh fruit, hot and cold drinks are provided in the office at no 
charge, along with ice lollies and other occasional treats! 
  



FLEXIBLE AND HYBRID WORKING (some, but limited) 
As a small company, we believe in the importance of collaborative working in the office to stimulate creativity and 
to build a strong and effective team. However, we recognize that flexibility can be valuable to individuals. Once 
the initial training period is complete, new employees will be eligible for the same flexibility as other colleagues. 
Currently this includes: 

• The option to work from home on up to 6 days each half term, with dates subject to approval by the line 
manager 

• The option to work slightly more flexible hours, such as 8-4 or 10-6, on an occasional basis, subject to 
approval by the line manager and business needs. 

If these benefits are particularly important to you, please contact us for details of our current policies or for a 
discussion as to whether this role matches your expectations. 
 
EXPENSES 
The company pays expenses for business mileage, second class train fares, accommodation, and meals when 
necessary and reasonable whilst on authorised business, in accordance with the guidelines on the current 
expenses form. 
This includes mileage at the current rate of 45p per mile. 
 
LIEU DAYS 
Lieu days are granted for working on Saturdays or Sundays (or other day when you are not contracted to work), 
when required by the Association in accordance with the contracted terms for the specific role. Any proposed 
weekend working must be confirmed in advance with the CEO or Office Manager, if a lieu day is to be claimed. 
 
SICK PAY 

Upon successful completion of your probation period, there is an entitlement to paid sick pay, which includes 

Statutory Sick Pay once the qualifying conditions for this have been met, that will be paid by the Association. In 

determining the entitlement to payment, any periods of paid absence occurring during the 12 months 

immediately preceding the first day of a further period of absence, will be taken into account. Thereafter, 

Statutory Sick Pay will apply accordingly, if the qualifying conditions for this have been met. Entitlements are set 

out below. Entitlements are pro-rata for part time employees.  

During the first year of service  5 days’ full pay  
After one year of service:  7 days’ full pay 
After two years’ service: 9 days’ full pay 
After three years’ service: 11 days’ full pay 
After four years’ service: 13 days’ full pay 
After five years’ service 15 days’ full pay 

 
MATERNITY LEAVE ENTITLEMENT 
The Company offers standard statutory rights for maternity leave, including maternity pay and leave as specified 
on the government website: https://www.gov.uk/maternity-pay-leave/pay 
In addition, for the first six weeks ISA tops up the 90% maternity pay to 100%. 
 
PATERNITY LEAVE ENTITLEMENT 
The Company offers standard statutory rights for paternity leave, including paternity pay and leave as specified 
on the government website: https://www.gov.uk/paternity-pay-leave 
 
DATA PROTECTION AND PRIVACY 
Data relating to applications is stored securely for six months after the closing date of the advert. You can view 
our Privacy Policy on our website. 
 
ADDITIONAL POLICIES 
The company has a comprehensive Staff Handbook with detailed written policies on a range of topics. Please 
contact us if you would like additional information on anything specific.  
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