

CONTRACT OF EMPLOYMENT STATEMENT

PARTICULARS OF MAIN TERMS OF EMPLOYMENT

This statement dated _________________ sets out certain particulars of the terms and conditions which, in conjunction with the rules and procedures, working arrangements and any other procedures, form part of the Contract of Employment on which __________________________________________________________ employs _______________________________________________________________________________

1. Commencement of Employment

Your employment began on the ___________, employment with any previous employer does not count as part of your continuous period of employment.

2. Appointment

You are employed as _____________________________________________

You are based at _________________________________________________

After discussion the company may request you to work at other locations on either a temporary or permanent basis. It is a condition of your employment that, when made such a request is complied with. The company reserves the right to require you to perform other duties from time to time. It is a condition of employment that you are prepared to undertake duties other than those for which you have been specifically engaged, but commensurate with your current position.

3. Pay

Your salary will be paid in arrears at monthly intervals by bank credit transfer. Details of your salary have been notified to you. Any subsequent changes or amendments to this will be confirmed in writing within one month of them occurring.

4. Hours of Work

Your normal hours of work are ______  hours per week, which you must complete at the specified times to fulfil the requirements of your position to the satisfaction of the company. This excludes the ______  lunch break Monday to Friday. You are entitled to two 15 minutes breaks, one in the morning and one in the afternoon.

5. Holidays

You are entitled to _______ days paid holidays per year (pro-rata for part time employees) plus Bank Holidays. Arrangements for holidays have to be authorised before taken.

6. Sick Pay, Maternity/Paternity Leave

Payment for authorised periods of absence due to sickness will be made in accordance with current Statutory Sick Pay Scheme. Any payments in excess of the statutory minimum in force will be made at the discretion of the management. Maternity and Paternity leave will be granted inline with current legislation.

7. Pension

The company does not operate a company pension scheme. However, the company will assist employees in the administration of a Stakeholder Pension Scheme. Details are available upon request.

8. Notice

During your probation period i.e. the first six months, you are required to give two weeks notice to terminate your employment. After six months service you are required to give one months notice of termination of employment. After two years service you are required to give two months notice of termination of employment. You are entitled to receive reciprocal periods of notice of termination from the company. The company reserves the right to make payments in lieu of notice at its discretion.

9. Company Rules

The company rules, which form part of your conditions of employment, must be adhered. It is your responsibility to formularise yourself with the latest versions of the Equal Opportunities Policy, Sickness Procedures, Holiday Procedures, Disciplinary Procedures and the Grievance Procedures, which are held in admin.

10. Disciplinary & Grievance Procedures

If you are dissatisfied with any disciplinary decision taken against you, you should raise this in accordance with the Appeals Procedure. If you wish to raise any grievance relating to your employment, you should do so in accordance with the Grievance Procedures in writing.

Acceptance

In signing this document I accept the terms and conditions of my employment as set out above and with the written policies from time to time in force.

Name………………………………………Name…………………………………

Signed……………………………………..Signed………………………………..

(For and on behalf of _________________(Employee)

Date………………………………………..Date………………………………….
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