
EMPLOYMENT CONTRACT


This Agreement is made as of [insert date] between the Parties:

a) [insert name], whose registered office is at [insert address] (“the Company”), and

b) [insert name] of [insert address] (“the Employee / You / Your”).	

The Employee’s employment will be subject to the main terms and conditions of employment contained in this Employment Contract and should be read in conjunction with the Employee’s Offer Letter. Details of the Company’s [contractual / non-contractual] policies and procedures are contained in the relevant sections of the Employee Handbook, which may be amended from time to time.  If the contents of the Employee Handbook are in conflict with this Employment Contract, the contents of this Employment Contract will take precedence.  

The Company reserves the right to make reasonable changes to any of the Employee’s terms and conditions of employment by providing the Employee with at least four weeks’ notice in writing.  Such changes will be deemed to be accepted unless the Employee notifies the Company of any objection in writing before the expiry of the notice period.

1. LOCATION

Your normal place of work will be [insert address].    

You may be required to:

· Travel on Company business anywhere in UK from time to time for the proper performance of your duties;
· Work at any other establishment or place of business of the Company, according to the needs of the business (including client premises, if required).

There [is a / is no] requirement for you to work outside the UK for over a month.

2. COMMENCEMENT DATE & CONTINUITY OF EMPLOYMENT

Your employment with the Company [will commence OR commenced] on [insert date].  

[Unless otherwise stated by the Company in writing, no previous employment with the Company will count as part of your continuous period of employment. Your employment will be deemed to have commenced on the date shown above.]  
OR  
[Your period of continuous employment is deemed to have commenced on [insert date].

3. JOB TITLE

You will be employed as [insert job title].  

The Company’s policy is that each of its employees must be flexible and willing to do any job (regardless of job description) that needs to be done and that the Employee is capable of performing without risk to their own health and safety and the health and safety of others.  In line with this policy, you will be required to undertake duties in addition to your normal duties as the need arises.

4. SALARY, INTERVAL & METHOD OF PAYMENT

Your basic salary [at commencement of employment] is [insert amount £XX,XXX.XX] per annum, payable in twelve equal monthly payments by credit transfer on the [24th] day of each month (or the nearest working day) into a bank or building society account nominated by you. Payment is for the calendar month.   

You will be provided with an itemised pay statement on a monthly basis detailing your gross salary and all deductions. Your payslip will be issued to you [by hand / by email and will be password protected].  You are responsible for ensuring that you do not leave your payslip where third parties can access it.

Your salary will be reviewed [upon successful completion of your probationary period OR annually on XX date] and may or may not be increased at the sole discretion of the Company.

5. HOURS OF WORK

Your normal working hours are [insert amount] per week and will be [start time] to [end time], [insert working days and any lunch breaks e.g. Monday to Friday, during which one-hour unpaid break may be taken for lunch. For any day that you work more than 6 consecutive hours, you are required to take a one-hour unpaid break for lunch.]   

You may be required to work hours in addition to your normal working hours per week as may from time to time become necessary in order to perform your duties to the satisfaction of the Company.  Paid overtime will only be made when approved in advance by a Director of the Company.

The Company reserves the right to change your normal working hours according to the needs of its business from time to time.  You will be given not less than four weeks’ written notice of any change to your normal working hours that may be given by way of an individual notice or general notice to all employees.  Such a change will be deemed to have been accepted unless you notify the Company in writing of any objection before the expiry of the notice period.

In accordance with the Working Time Regulations 1998, employees of the Company are not required to work more than 48 hours per week. This is averaged over a 17-week period. This means that an employee might work more than 48 hours in one week, and less in another during a 17-week period – as long as the average is not more than 48 hours.

6.	PROBATIONARY PERIOD

The first [3] months of your employment will be a period of probation.  During this probationary period the Company will review and monitor your conduct, performance and standards of work.  At the end of the probationary period your performance will be reviewed and, if found satisfactory, your permanent appointment will be confirmed. 

If during or at the end of your probationary period the Company considers your performance or conduct has been less than satisfactory, or doubts your suitability for the job, the Company may, at its sole discretion, choose either to terminate your employment (with notice) or to extend your probationary period. The full disciplinary and grievance procedures will not apply during the probationary period.

7.	ANNUAL HOLIDAY ENTITLEMENT & PAY 

The Company’s holiday year runs from [1 January to 31 December]. You are entitled to [XX] days’ paid holiday for your part-time hours in a full holiday year.  Holiday pay is based on your normal basic rate of pay.  

All holiday entitlement must be taken in the year in which it accrues or it will be forfeited.  In exceptional circumstances, the Company may authorise up to [XX] days’ holiday to be carried forward to the next holiday year at its sole discretion. In some limited circumstances, such as long-term absence, holiday may be carried forward from one holiday year to the next.  For further details please refer to the Employee Handbook and seek guidance from [HR / a Director].

In any incomplete year your holiday entitlement will be pro-rated depending on your date of joining / leaving the Company, the number of completed months of service in the year and rounded up to the nearest whole day. OR 

In any incomplete year, your holiday entitlement will be pro-rated depending on your date of joining / leaving the Company. For the purposes of calculating pro-rated holiday entitlement, holiday shall be calculated at a rate of [XX] days per calendar month. Any holiday owed by the Company will be paid at the rate of one day’s pay. For the avoidance of doubt, one day’s pay equals the Employee’s annual salary at the date of termination of employment divided by [XX].

Holiday will accrue from your first date of employment.

The Company, at its sole discretion, reserves the right to require you to take all or part of your outstanding holiday entitlement before your date of termination of employment.

Payment in lieu will be made for any outstanding unused holiday entitlement at the date of termination of employment, with your final salary payment.  

If, at the time of leaving, you have taken holidays in excess of your pro-rata entitlement, the Company reserves the right to recover any monies due to the Company from your final salary.

Whilst the Company will endeavour to be flexible in regard to the taking of holidays, the dates upon which your holidays may be taken will remain at the discretion of the Company and subject to management approval.

Further rules regarding holidays are contained in the Company’s Employee Handbook, as may be issued from time to time.

8.	UK PUBLIC / STATUTORY HOLIDAY ENTITLEMENT & PAY

You are entitled to receive [insert pro-rata amount of 8 days e.g. if an employee works 3 days per week they should receive 3/5th of the annual entitlement i.e. 4.8 (round up to 5) days’] paid leave for UK public / statutory holidays per annum in a full holiday year.  Dates of UK public holidays will be provided to you on an annual basis. Public holiday pay is based on your normal basic rate of pay.  

9.	OTHER BENEFITS & PAID LEAVE

[If not detailed in the Offer Letter, provide details of any other contractual benefits here e.g. Death in Service insurance, Private Medical Scheme, Income Protection Insurance etc. and any eligibility criteria e.g. if the benefit starts at commencement of employment or after successful completion of the employee’s probationary period or after a specified period of time e.g. after 1 or 2 years’ continuous service.]

Details of other paid leave entitlements are contained in the Company’s Employee Handbook, as issued from time to time. OR You are not eligible to receive any other paid leave.

10.	TRAINING

You will be provided with on-the-job training in respect of your job role and your training needs will be assessed upon commencement of employment.

11.	NOTICE PERIOD TO TERMINATE EMPLOYMENT

Unless otherwise stated, either party may terminate employment by giving notice, in writing, as follows:
	
Period of Continuous Employment:		Notice Required by Company:
Less than 2 years:				1 week
2 years or more but less than 12 years: 		1 week for each complete year of continuous service
12 years or more:				12 weeks

	Period of Continuous Employment:		Notice Required by Employee:
1 month or more:				1 week

[OR
Unless otherwise stated, either party may terminate employment by giving 1 week’s notice in writing during the Employee’s probationary period, or 3 months’ notice in writing following the successful completion of the Employee’s probationary period.] 

Where the statutory minimum notice period is higher for either party due to the employee’s length of service, the statutory minimum notice period will apply.

	Subsequent promotion, change of job title or duties may result in a revision of the period of notice required to terminate the Employee’s contract of employment by either party.

For the purpose of clarity, notice of termination of employment by either the Employee or the Company will run from the date it is given by the Employee or the Company.  

The Company reserves the right, at its absolute discretion, to make a payment in lieu of the appropriate period of notice.  In such a situation your employment will terminate on the termination date given and you will receive the amount of monies that relate to the appropriate period of notice as one final payment from the Company.  The provision of all benefits will cease on your termination date.

In the event of your gross misconduct, the Company reserves the right to terminate your employment immediately without giving a period of notice or payment in lieu of notice (summary dismissal). Further details regarding gross misconduct are contained within the Company’s Disciplinary Policy, details of which can be found in the Company’s Employee Handbook, as issued from time to time.

In the event that you leave the Company without giving notice pursuant to this Clause (either by failing to give any notice whatsoever, or by working a reduced notice period only) without obtaining the Company’s prior written consent, the Company reserves the right to deduct one day’s pay from your final salary for each day not worked during your notice period.

If, by mutual consent, both you and the Company agree that no notice period or a reduced notice period is to be worked, then provided you request in writing your wish to leave without working your full notice period and the Company confirms its consent in writing, you may leave the Company without working your notice period.  Neither party will be subject to any further liability, nor will the Company be obliged to pay you in lieu of notice under this Clause.

12.	GARDEN LEAVE

If either you or the Company serves notice on the other to terminate employment, the Company has a right to require you to carry out alternative duties or place you on ‘garden leave’ during all or part of any remaining period of employment.   

If you are placed on garden leave, the Company will pay your full existing salary and benefits for the garden leave period.   

During any period of garden leave you will not be permitted to attend your place of work or any other premises of the Company; you may be asked to resign immediately from any offices you hold in the Company; you may not be required to carry out duties during the remaining period of your employment; you must return to the Company all documents and other materials (including copies) belonging to the Company containing Confidential Information; you may be required to take any outstanding holiday entitlement; and you may not contact or attempt to contact any client, customer, supplier, agent, professional advisor, broker, banker of the Company, or any employee of the Company, without the prior written consent of a Director of the Company.  

During any period of garden leave you may also not work for any other company or organisation or on your own behalf without the prior written consent of a Director of the Company.  

13.	MATTERS ARISING UPON TERMINATION OF EMPLOYMENT
	
Upon termination of employment, you will promptly return to the Company any Company property or any property belonging to any third party held by you on behalf of the Company (or associated company), including equipment, documents / papers (held in paper or electronic form), laptop computer and accessories, pagers / mobile telephones and accessories, keys and alarm fobs for Company premises, Corporate credit / charge cards, disks, computer programs and copies of the same.

If you do not return the Company property, the Company shall have the right to sue for restitution and claim damages if damage has arisen from the absence or the delay of the return.

14.	YOUR DUTY TO THE COMPANY

	Throughout the course of your employment with the Company you shall:

· Undertake such duties and exercise such powers in relation to the Company and its business as may from time to time be assigned to or vested in you;	
· In the discharge of such duties and in the exercise of such powers observe and comply with all resolutions, regulations and directions from time to time made or given by the Company;
· Abide by any relevant Company policies;
· Devote substantially the whole of your time and attention during business hours to the discharge of your duties; and
· Perform such services for the Company and any associated company and (without further remuneration unless otherwise agreed) accept such offices as the Company may from time to time reasonably require.

15.	COPYRIGHT

You shall promptly disclose to the Company all copyright works and/or designs originated, conceived, written or made by you or with others during the period of your employment with the Company.  

You hereby assign to the Company by way of future assignment all copyright, design right and other proprietary rights for the full terms thereof throughout the World in respect of all copyright works and/or designs originated, conceived, written or made by you during the period of your employment with the Company. 

16.	DUTY OF CONFIDENTIALITY / DISCLOSURE OF INFORMATION

You acknowledge that during the course of your employment, you will have access to and are likely to obtain (including but not limited to) client or trade secrets and confidential information relating to the organisation, business, finances, clients, customers, products, services, dealings and affairs or any other non-publicly available information of the Company - “Confidential Information”.  

You agree that you will not, either during or after your employment, divulge or disclose to any person, firm or organisation, any Confidential Information that may come into your knowledge during your employment. You further agree to use your best endeavours to prevent the unauthorised use or disclosure of such Confidential Information.  

You must not, except as authorised or required by law or your duties, reveal any Confidential Information relating to the Company.

This obligation will continue after the termination of your employment unless and until any such information enters the public domain other than through any breach of this provision by you.  If you are in any doubt as to whether information is confidential or not, you should contact a Director of the Company to seek clarification.

This clause stands alone and will not be affected by any annulment of this contract or any part thereof.  

Further details regarding Confidentiality are contained in the Company’s Employee Handbook.

17.	PERSONAL BUSINESS INTERESTS

During the continuance of your employment you will not, without first obtaining written consent from a Director of the Company, be engaged / employed or hold any material interest (whether directly or indirectly) in any capacity (whether paid, unpaid, secondary or otherwise) in any other trade, business or occupation (whether this shall be in competition with the Company or not).  Such consent will not be unreasonably withheld.

18.	DISCIPLINARY RULES AND PROCEDURE

The Company expects you to conform to its standards of conduct and performance.  

The Company operates a non-contractual Disciplinary Policy and Procedure with an appeals process.  Further details are contained within the Company’s Employee Handbook, as issued from time to time.
	
19.	GRIEVANCE PROCEDURE

	If you have a grievance relating to your employment you should, in the first instance, raise it informally with your Manager.  

	The Company operates a non-contractual Grievance Policy and Procedure with an appeals process.  Further details are contained within the Company’s Employee Handbook, as issued from time to time.

20.	TERMS RELATING TO INCAPACITY FOR WORK DUE TO SICKNESS OR INJURY

You must notify your Manager as soon as possible and within thirty minutes of the start of your scheduled working day if you are unable through sickness or injury to attend work.

[Your entitlement to payment during sickness absence is limited to your entitlement to UK Statutory Sick Pay. Any Company sick pay you receive over and above any Statutory Sick Pay is entirely at the discretion of the Company and will be deemed to include any Statutory Sick Pay due to you in respect of your sickness or injury.]  OR 

[include details of the Company sick pay provided e.g. You are eligible to receive Company sick pay of up to 4 weeks’ full pay in a rolling 12-month period provided that you comply with the Company’s notification procedures.  Any Company sick pay you receive will be deemed to include any Statutory Sick Pay due to you in respect of your sickness or injury.]  

Further details of the Company’s Absence Policy and Procedures are contained in the Company’s Employee Handbook as may be issued from time to time.

21.	SMOKING POLICY

The Company operates a no smoking policy, this includes e-cigarettes and vaping.

22.	PENSION SCHEME     

The Company will comply with any duties it may have in respect of the Employee under part 1 of the Pensions Act 2008. The Company is currently using the [insert details e.g. Aviva / NEST] pension scheme in respect of its duties under part 1 of the Pensions Act 2008. Membership of the scheme is strictly subject to the rules of the scheme as amended from time to time. The Company reserves the right to vary or discontinue any scheme in place from time to time. The Company shall be entitled to deduct from your salary any amounts payable by the Employee as member contributions to such pension scheme as the Company is using from time to time. 

Details of the Company’s pension scheme will be supplied to employees in writing at commencement of employment and as changes occur (whether regulatory or otherwise).

AND /  OR 

[provide details of any additional Company pension contributions above the statutory amount and the eligibility criteria e.g. You will be eligible to additional Company pension contributions (above the statutory minimum) upon the successful completion of your probationary period. You will contribute XX% of your basic salary each month into the pension scheme via a payroll deduction and the Company will also contribute XX% of your basic salary into the pension scheme each month. Entrance to the pension scheme is subject to the scheme rules.  Further details can be obtained from the HR Department.] 

23.	RETIREMENT

The Company does not operate a mandatory retirement age.

24.	PARTICULARS OF COLLECTIVE AGREEMENTS

There [are OR are no] collective agreements in place that will affect the terms and conditions of your employment.

25.	DATA PROTECTION

In respect of your employment, the Company will hold and process, both electronically and manually, the personal and sensitive data it collects in relation to you and your employment in accordance with relevant data protection legislation, for the purpose of the Company’s management and administration of its employees and its business; and for compliance with applicable procedures, laws and regulations; and to the lawful transfer, storage and processing by the Company or its agents of such data. The Company will issue employees with an Employee Privacy Notice at the commencement of employment (and from time to time as required throughout the period of employment) detailing how personal and sensitive data will be collected and processed. 

You are required to comply at all times with the Company’s Data Protection Policy and all other data protection related policies which will be provided to you.

26.	RESTRICTIVE COVENANTS [note: only include for applicable roles -  if removed, renumber the remaining contract clauses]

Immediately following the termination of your employment with the Company (whosoever terminates the contract) you will not, for a period of 6 months take any actions (directly or through a third party) which relate to your employment with the Company (or associated company).  Specific examples of such restrictions are:

· Inciting, soliciting or enticing away any employee of the Company;
· Carrying out any act which might incite, solicit or entice away any employee of the Company;
· Canvassing, soliciting or endeavouring to entice away any person, client or customer who has had dealings with the Company within 6 months of the date of your termination of employment;
· Attempting to discourage any person, firm or organisation from having dealings with the Company;
· Taking action which might damage the activities of the Company.

All of these restrictions shall be a separate and independent covenant.

27.	OTHER POLICIES

You are required to comply with any other policies that the Company may issue from time to time.  Details of these will be communicated by the Company and can be found in the Company’s Employee Handbook, as issued from time to time.

28.	INTERPRETATION & GOVERNING LAW

This contract and the terms and conditions of your employment with the Company shall be governed by and construed in accordance with the laws of England and Wales and the exclusive jurisdiction of the English courts.

EMPLOYEE ACCEPTANCE:

I have read, understood and accept the contents of the appointment Offer Letter and this Employment Contract which includes the main terms and conditions of my employment, and undertake to comply with the provisions thereof.  I further undertake to comply with the provisions of the Company’s Employee Handbook in force for the time being, or as may be issued to me from time to time.  

I acknowledge and accept that the strict observance of security in respect of all Confidential Information is a condition of my employment and that any breach of this condition will be considered as grounds for disciplinary action.

By accepting this offer of employment, I confirm that:

· I am not in breach of any terms either express or implied of any other agreement or obligations whether to a previous employer or otherwise;
· I do not have any agreements (whether verbal or written), restrictions or obligations with my previous employer which have not been lawfully terminated that will interfere with or restrict my ability to carry out my duties for the Company;
· I do not have any unspent criminal convictions as defined by the Rehabilitation of Offenders Act 1974 which I have not disclosed to the Company;
· I am not subject to any immigration or work permit restrictions which preclude me from undertaking employment in the UK which are not already known to the Company. 

Employee acceptance: 

Full Name (printed):	__________________________________________
		
Signature:		___________________________________________		

Date:  			____________________

Signed for on behalf of [insert company name] by:

Full Name (printed):	__________________________________________
		
Signature:		__________________________________________

Position / Job Title:	___________________________________________		

Date: 			_____________________
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