(Name of Organisation)
CONTRACT OF EMPLOYMENT

This contract sets out the main terms and conditions under which you are employed 

by (Name of Organisation) and includes all particulars required by the Employment Rights Act 1996 and takes into account benefits conferred by the Employment Relations Act 1999.

The Employer: (Name of Organisation)
The Employee …………………………………………………………………………………….
1.  
Job title:  ……………………………………………………….…………………………………………….

A job description is available but does not form part of the contract.  You are expected to work flexibly and efficiently, to maintain the highest standards and to promote and implement (Name of Organisation) policies and procedures.

2.  
Date of commencement of employment: 

……………………………………………………….…………………………………………….

3.  
This employment is not continuous with any previous employment. 

This post is subject to 3 months probationary period.

4.  
Starting salary: ……. …………………………………………………..

5.  
Pension: 

Name of Organisation) will contribute 5% of gross salary to an approved pension scheme if the employee makes, as a minimum, a similar contribution.  In circumstances where the employee would experience hardship or disadvantage by making a contribution, the requirement for the employee to contribute will be waived.  Where the employee does not want the employer’s 5% contribution to go to a pension, it may be paid as an addition to salary in which case it will be subject to tax and national insurance.

6.  
Travelling expenses will be paid in accordance with the NJC Casual User Rates and subsistence will be agreed on a case by case basis through discussion with your line manager.

7.  
Place of work:    

8.  
Hours of work: 

A 37 hour working week is generally required from all full-time staff (this does not include time taken for meals).  On occasions when you work in excess of your contracted hours, time off in lieu will be granted.  Such time off should be taken as soon as reasonably possible in consultation with your line manager

9.  
Annual Holidays and Holiday Pay:


The normal annual holiday with pay is 20 working days in each leave year (1stApril – 31st March) pro rata, and should normally be taken within that year.  Leave may be carried over to the following year with the agreement of the line manager.


Employees joining after the 1st April will be granted leave in proportion to the weeks 


worked in their first leave year.  Part-time employees are entitled to paid days’ leave 

     
in proportion to hours worked against full-time hours.  


In addition to annual holidays, all employees will be granted leave on authorised   


public holidays, 8 days in total (pro-rata for part-time staff).  Employees may agree with the line manager not to take these days as leave at these times and add them to their normal leave entitlement.

     At the end of your employment you will at (Name of Organisation) discretion either be paid for accrued leave not taken or be obliged by (Name of Organisation) to take the remaining leave.  A deduction will be made from your final pay for leave taken in excess of your accrued entitlement.

10.  Absence due to illness and sick pay:

You must report sickness or injury to (Name of Organisation) as soon as possible on the first day of absence with an indication of the likely period of absence.

       If absent for more than 3 days, you should obtain a form of self-certification,

       complete and send it without delay to the office.  If absent for more than 6 days   

       (excluding Sundays) you should obtain a signed and completed National Insurance 

       Medical Statement from your doctor, and send it without delay to the office.

       Your entitlement to sickness allowance subject to the general condition is:

· during first year of service no paid leave is applicable, the employee is advised to seek statutory sick pay;

· during second year of service one week’s half pay;

· during third year of service one week’s full pay;

· during fourth and fifth year’s service one week’s full pay and one week’s half pay;

· after five years or more service two weeks’ full pay;


  in the case of “full pay” periods you must refund to (Name of Organisation) any      

        State sickness or invalidity benefits to which you are entitled.

 You should seek (Name of Organisation) assistance concerning your qualifying  

        days in respect of statutory sick pay according to the procedures which you must  

        comply with in order to exercise your legal rights in relation to the current 
        employment law.

11.  Maternity Entitlement:

       If you become pregnant, you may be eligible to receive maternity pay and have 

       the right to return to work after you have had your baby.  You should seek (Name of  

       Organisation assistance concerning the procedures which you must comply with in  

       order to exercise your legal rights in relation to the current employment law.

12.  Partner/Adoption Leave:

       If you act as co-parent or are adopting a child, you are entitled to take leave with or 

       without pay in relation to the current employment law.  
       You should seek (Name of Organisation) assistance concerning the procedures  

       which you must comply with in order to exercise your legal rights in relation to the 
       current employment law. An employee will remain employed while on parental leave 
       and is entitled to return to the same job.
13.  Dependants’ Leave:

 As an employee you are allowed time off, paid or unpaid leave to be agreed by the management where appropriate, to deal with an emergency involving a dependant. A dependant could be a spouse, partner, child, grandchild, parent, or someone who depends on you for care.

The employee is entitled to take reasonable time off (i.e. a half day or full day) and this will vary depending on the emergency. 

You should seek (Name of Organisation) assistance concerning the procedures  

       which you must comply with in order to exercise your legal rights in relation to the  

       current employment law.

Employees who need to take time off for dependants should advise the management, where appropriate, as soon as reasonably practicable giving the reason for their absence and how long they expect to be away from work.  This provision is designed to create more flexibility for employees with dependants, so that they can respond to genuine emergencies by taking a reasonable amount of time off work.  In many cases, one or two days off work is considered to be a reasonable amount of time to deal with unforeseen matters.  As this is to deal with certain unexpected or sudden emergencies, it is possible that the time off will be granted retrospectively.


Each request for dependants’ leave will be considered on its merits without recourse 

       to any precedent and leave may be granted with or without pay, or on reduced pay.  

Requests for dependants’ leave should be made to the management as appropriate, preferably via the line manager.

14.  Compassionate Leave:
       (Name of Organisation) will give sympathetic consideration to any requests for  

       absence from work on compassionate grounds, hardship or difficulty.  Such  

       difficulties might include bereavement, or severe illness of a close or dependant  

       relative.  Each request for compassionate leave will be considered on its merits 
       without recourse to any precedent and leave may be granted with or without pay, or 
       on reduced pay.  Requests for special leave should be made to the management as   

       appropriate, preferably via the line manager.

15.  Deductions:

 
(Name of Organisation) may deduct from your salary or other sums due to you an  

  amount to client, customer, visitor or other employee during the course of your  

  employment caused through your carelessness, negligence, recklessness or any 
  dishonesty on your part.

      
(Name of Organisation) may also deduct from salary or other sums due to you a 
       day or part day’s pay for each day or part day of unauthorised absence.  
       Unauthorised absence is failing to appear for work at the appropriate time unless 
       absence is due to genuine sickness or injury which has been notified to the 
       employer in accordance with this contract, or leave for which prior permission has 
       been granted, or genuine reasons outside your control which are acceptable to the 
       employer.

      
(Name of Organisation) may also deduct the amount of any accidental 
       overpayment to you, and/or the amount of any loan made to you for any purpose.

      
The employer will notify you in writing of the details of any such deduction and will

      
provide you with copies of any supporting documents reasonably requested in

      
accordance with the deduction.

16.  Termination of Employment:

       Except for dismissal for gross misconduct, the minimum notice of termination you 

       are entitled to is 4 weeks’ notice during the first 10 years of service and an    

       additional week for each subsequent complete year up to 14 weeks.  Notice will be 
       in writing.

       An employee is required to give at least 4 weeks’ notice of intention to terminate 

       employment in writing.  For some staff a longer period may be specified in the letter 

       of appointment.  (Name of Organisation) reserves the right to make a payment in 
       lieu of notice should it so wish.  In the case of gross misconduct, you may be 
       dismissed without notice and without pay in lieu of notice.  

17.
Suspension:

You may be suspended from work during disciplinary proceedings.  Suspension will be on full pay unless the allegation is of gross misconduct, when you may be suspended on reduced pay or without pay.

18.  Redundancy:

       Before any redundancy is agreed, there will be consultation with staff who might

       be affected.  In the event of you being made redundant, you will be entitled to

       such redundancy payment as the relevant statute in force at the time requires.

       You will also be entitled to reasonable time off for training or to look for work.

19.  Trade Union: you may join the Trade Union of your choice.

20.  Time Off For Public Duties:  you have a statutory right to time off work for certain

       public duties. 

21.  The Disciplinary and Grievance Procedures are attached to this contract but do

       not form part of it.

22.  Confidentiality:  you must not disclose any confidential information arising out of

       your employment at any time, unless such disclosure is authorised by (Name of 
       Organisation).

23.  Health and Safety: every employee must comply with Name of Organisation) 
       health and safety policy and procedures.

24.  Equal opportunities:  every employee must act at all times in accordance with

       equal opportunities legislation and (Name of Organisation) equal opportunities 
       policy.

Signature:  …………………………………………………………………..

Name …………………………………….

For and on behalf of (Name of Organisation)                        Date ………………..

I have read, understood and accept the above terms and conditions of employment.

Signed: ………………………………………… (employee)

Name ……………………………………………

Date ………………………………………………
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