
TERMS AND CONDITIONS OF EMPLOYMENT

EMPLOYER:
[                     ] of  [                            ] (“the Company”)

EMPLOYEE:
                               of                   



(“you”)
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seq level7 \h \r0 COMMENCEMENT
Your employment [and your period of continuous employment] with the Company will commence [commenced] on [     

 FORMTEXT 
     

 FORMTEXT 
     ].  

2 JOB TITLE AND DUTIES
2.1 Your job title is [                                               ].

2.2 In addition to your normal duties, you may from time to time be required by the Company to undertake such other duties as the Company may reasonably assign to you. You shall at all times and in all respects conform to and comply with the reasonable directions of the Company.

3 PAY 
3.1 Your basic annual salary will be £[     ] per annum which will be paid monthly in arrears on or before the last day of each month.  

3.2 The Company will pay all wages by inter-bank transfer or at its discretion by cheque.

3.3 [In accordance with its obligations under the Welfare Reform Pensions Act 1999, the Company provides access to a stakeholder pension (“the Scheme”) subject to the rules of that scheme which are available from the Company on request].  

3.4 [The Company does not make contributions to the Scheme on your behalf but will process any contributions that you wish to make from your basic salary.] 

3.5 There [is][is not] a contracting out certificate issued under the Social Security Pensions Act 1975 in force in respect of your employment.

4 PLACE OF WORK
Your normal place of work will be at the Company’s premises in [            ] or otherwise as the Company may reasonably direct from time to time. 

5 HOURS OF WORK AND DUTIES
5.1 Your normal working week is a [five-day week, Monday to Friday and [      ] hours a week] [excluding][including] lunch breaks.  

5.2 Your standard daily hours of work will be [     ] including a daily one hour break for lunch.  Lunch breaks are to be taken between the hours of [        ] and [     ] or as otherwise agreed with your Manager and should be taken to co-ordinate with other members of staff to ensure that appropriate cover is maintained at all times.  

6 HOLIDAY ENTITLEMENT
6.1 The Company’s holiday year runs from [January to December].

6.2 In each holiday year your holiday entitlement will be [ ] days holiday [exclusive][inclusive] of all normal bank holidays in England and Wales. Holiday entitlement in your first year of continuous employment will accrue equally month by month.  

6.3 On termination of your employment you will be paid in lieu of holidays accrued in the current holiday year but not taken. 

6.4 If, at the effective date of termination of your employment, you have taken more than your annual holiday entitlement assuming a pro rata accrual on a monthly basis during the holiday year, the Company may recover any excess payment. 

7 NOTIFICATION OF SICKNESS OR OTHER ABSENCE
7.1 If you are unable to attend work for any reason and your absence has not previously been authorised you must inform your Manager of the fact of your absence and the full reasons for it by [            ] on each working day of absence until you have provided the Company with a medical certificate.

7.2 If you are absent for less than [seven] days, immediately following your return to work you are required to complete a self-certification form stating the dates of and the reason for your absence, including details of sickness on non-working days. This information is required by the Company for calculating statutory sick pay entitlement. Self-certification forms will be retained with the Company’s records. 

7.3 If you are absent from work due to sickness or injury for more than [seven] days you must provide the Company with a medical certificate by the eighth day of sickness or injury and for each subsequent day of absence. 

8 Sick pay
If you are absent from work due to sickness or injury you will be paid statutory sick pay in accordance with the relevant statutory provisions and subject to your eligibility to the same.  For statutory sick pay purposes your qualifying days are Monday to Friday inclusive. 

9 Notice of termination
9.1 If you wish to terminate your employment you should give the Company one month’s notice in writing.

9.2 The Company may terminate your employment by giving one week’s written notice for each complete year of service up to a maximum of 12 weeks’ written notice.

10 DISCIPLINARY PROCEDURE
This procedure does not form part of your terms and conditions of employment but the following statutory procedure will be followed in accordance with the Employment Act 2002 and the Employment Act 2002 (Dispute Resolution) Regulations 2004.

10.1 The Company will set out in writing and give to you details of your alleged misconduct, or other circumstances that have led to the consideration of disciplinary action against you.

10.2 The Company will invite you to a meeting to discuss the matters stated in the statement, at which you may be accompanied by a work colleague or an appropriate Trade Union Official. You will be given the opportunity to state your case or version of events.

10.3 After the meeting the Company will inform you of the decision and notify you of your right to appeal against the decision.

10.4 If a complaint of misconduct is made against you, the Company may suspend you on full pay for as long as may be necessary to carry out a proper investigation and hold a disciplinary hearing.  The decision to suspend you will be confirmed in writing.

10.5 You must inform the Company if you wish to appeal.

10.6 If there is an appeal the Company will arrange a second meeting at which you may be accompanied by a work colleague or an appropriate Trade Union official.

10.7 After the appeal the Company will notify you in writing of the final decision.

11 GRIEVANCE PROCEDURE

This procedure does not form part of your terms and conditions of employment but the following statutory procedure will be followed in accordance with the Employment Act 2002 and the Employment Act 2002 (Dispute Resolution) Regulations 2004.


11.1 You must set out your grievance in writing and give it to the Company.

11.2 The Company will invite you to a meeting to discuss the grievance, at which you may be accompanied by a work colleague or an appropriate Trade Union Official.

11.3 At the meeting you will be given the opportunity to state your case.

11.4 After the meeting, the Company will inform you of the response to the grievance and notify you of your right of appeal against the decision.

11.5 You must inform the Company if you wish to appeal.  

11.6 If you wish to appeal the Company will arrange a second meeting at which you may be accompanied by a work colleague or appropriate trade union official.  

11.7 After the meeting the Company will inform you in writing of the final decision.

12 COLLECTIVE AGREEMENTS

There are [no] collective agreements affecting your terms and conditions of employment.

SIGNED:

On behalf of [                    ] 

SIGNED:

[     ]

DATED:
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