
Terms of Engagement
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      Lankelly Chase
      First Floor │Greenworks
      Dog and Duck Yard
      Princeton Street
      London │WC1R 4BH

[Their name
Their address
Their postcode ]

    [ Date xxx]
 


Dear [their name]

Thank you for agreeing to work with Lankelly Chase.

I’m writing to confirm that we would like to contract you as to support us with this project. 

	You
	[Their name]

	Lankelly Chase contact
	[Lankelly Chase contact name]

	Work
	[Note to LankellyChase team: This template is not for use where:
· Personal data will be shared with the contractor;
· The contractor will use a service company;
· The contractor will create content or deliverables which we want to own or be able to use without their involvement;
· The fees or the risks to us are material, and we might want to cover allocation of risk.]
[Summary and scope of work:
· Xxx
· Xxx]

	Allocation
	[Number of days] per month

	Rate
	[Rate in GBP] per day [including / excluding VAT]

	Expenses
	[Option A: The allocation of days does not include travel costs or other expenses which should be claimed separately.]
[Option B: This rate of pay is to include all travel costs and other expenses incurred for this project.]


	Agreed Timeframe
	[Duration of agreement in months/years]



On the next page we have set out the terms of the arrangement. We aim to ensure that our terms are equitable and accessible, so please let me know if it would be helpful to discuss any of the terms. If you are happy to accept these please do sign and send them back to us. We will also send you a signed copy for your records. 

Best wishes, and we’re really pleased to be working with you.

All best,


[Your Name
Job Title]

Lankelly Chase
[image: ]Scope of support: Lankelly Chase would like to engage you to provide consultancy services to support as detailed in our confirmation letter. The timeframe for this support is as set out in the confirmation letter, unless extended or ended sooner in accordance with these terms.

You agree to provide support in line with the allocation set out in the confirmation letter each month unless we agree otherwise (or where you are reasonably prevented from doing so). We will review the allocation at regular intervals to ensure the arrangement is working for us both. 

Agreed standards: In providing your consultancy services, we defer to your expertise and experience. However, we ask that you agree to act in the best interests of Lankelly Chase, to follow our reasonable requests (or to let us know where you consider these to be misguided), and to engage with our reasonable questions so that we understand your approach. 

Your status: You are an independent contractor and not an employee and shall not hold yourself out as being an employee, worker or agent of ours. You are responsible for payment of your own taxes. 

Payment of invoices: We will pay you monthly within [30 days] of your submission of confirmation of days worked that month. Any costs or work that exceeds the amounts in the confirmation letter need to be agreed in advance with your Lankelly Chase contact.	Comment by Bates Wells: Note to Lankelly Chase: this is a suggestion and can be updated to reflect your usual payment terms. 

Data and information: Access to any Lankelly Chase data must be used in line with our data protection policy, be used only for the specific purpose and duration of the contracted work, and any data held must be deleted at the end of the contract. Please respect our confidentiality where appropriate. 

Ending this arrangement: We may both end this arrangement immediately in the event of any serious breach of these terms. Otherwise, either of us may end this arrangement on [one] months’ written notice.  

If you are happy with the arrangement above, please sign and scan / post this engagement letter back to us. We will send back a signed copy for your records.




	………………………………..
Their name
Their organisation
	………………………………..
Your name
Lankelly Chase




                                   lankellychase.org.uk │020 3747 9930

                                   The LankellyChase Foundation 
                                   Is a registered charity Limited by              
                                   Guarantee number 5309739 and 
                                   Registered charity number 1107583
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           Lankelly   Chase          First   Floor   │Greenworks          Dog   and   Duck   Yard          Princeton   Street          London   │ WC1R   4BH     [ Their   name   Their   address   Their   postcode   ]           [   Date   xxx ]           Dear   [their   name]     Thank   you   for   agreeing   to   work   with   Lankelly   Chase.     I ’m   writing   to   confirm   that   we   would   like   to   contract   you   as   to   support   us   with   this   project.      

You  [Their   name]  

Lankelly   Chase   c ontact  [Lankelly   Chase   contact   name]  

Work  [ Note   to   LankellyChase   team:   This   template   is   not   for   use   where:   -   Personal   data   will   be   shared   with   the   contractor;   -   The   contractor   will   use   a   service   company;   -   The   contractor   will   create   content   or   deliverables   which   we   want   to   own   or   be   able   to   use   without   their   involvement ;   -   The   fees   or   the   risks   to   us   are   material,   and   we   might   want   to   cover   allocation   of   risk.]   [ Summary   and   scope   of   work:   -   Xxx   -   Xxx ]  

Allocation  [Number   of   days]   per   month  

Rate  [Rate   in   GBP]   per   day   [including   /   excluding   VAT]  

Expenses  [Option   A:   The   allocation   of   days   does   not   include   travel   costs   or   other   expenses   which   should   be   claimed   separately.]   [Option   B:   This   rate   of   pay   is   to   include   all   travel   costs   and   other   expenses   incurred   for   this   project.]    

Agreed   Timeframe  [Duration   of   agreement   in   months/years]  

  On   the   next   page   we   have   set   out   the   terms   of   the   arrangement.   We   aim   to   ensure   that   our   terms   are   equitable   and   accessible,   so   please   let   me   know   if   it   would   be   helpful   to   discuss   any   of   the   terms.   If   you   are   happy   to   accept   these   please   do   sign   and   send   them   back   to   us .   We   will   also   send   you   a   signed   copy   for   your   records.       Best   wishes,   and   we’re   really   pleased   to   be   working   with   you.     All   best,       [ Your   Name   Job   Title ]     Lankelly   Chase  

