Employment

<<Date>>

This document contains the mai
service with the Company.

f employment which govern your
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TERMS AND CONDITIONS

3.3 The first <<numbe
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General

The following statement is
<<England and Wales>> u
at <<Address>> (hereinaft
to provide its employees
their employment as requi
compliant with the Emg
Regulations 2007 as amen

mpany>> a company registered in
<< >> whose registered office is
mpany”) pursuant to its obligation
the main terms and conditions of
employment Rights Act 1996 and
d Working Time (Amendment)
relevant time.

Employee Name, Addres;

You <<Name of Employeq
employed by the Compan
of duties and responsibiliti

reinafter referred to as “you”) are
description and/or brief summary

Date of Commencement PNt

3.1 Your period of
<<Date>>.

with the Employer begins on

3.2

ployment will be a probationary
e assessed. During this period, the
bd in addition to your performance
hry period both the homeworking
il be reviewed and, if found
ts and your appointment will be
be extended at the Company’s
he full disciplinary and grievance

period during which
homeworking arran
and conduct. At t
arrangements and
satisfactory, the hg
confirmed. The pr
discretion. During t
procedure will not a

Place of work

4.1 Your normal place (¢ e Address>>.

s office at <<address>> from time
tend meetings, briefings, training
e reasonably necessary for the
pbmpany will conduct a health and
s>> pefore you start work there
sure that it is a safe working

4.2 You will be required
to time as the bus
courses and mark
proper performance
safety risk assess

environment.
4.3



5.1
5.2
5.3

6. Hours of work

6.1 Your daily work sc
day (averaged ove
period.

6.2 You must ensure t

work on weekdays B>,

6.3 In certain circumsta
order to ensure t
employment are prg

6.4

7. Remuneration and Benef

7.1 You will be paid <<
society account no

hour worked, norma lay >> of each month.

7.2 Your salary will be tirely at our discretion.
7.3 The Company is au

7.4

ms due to it from your salary.

7.5

7.6

8. Right to Enter

You consent to <<name

others at all reasonable ti ress>> to:

8.1 install, inspect, repl
and Equipment by
with the Company;

8.2 carry out risk asse
your workstation b
with the Company;

8.3 recover the Comp

immediately after t bloyment with the Company.
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H an average of << >> hours per
two thirty minute breaks over that

ntact you at your normal place of

y to adjust or exceed the hours in
ordance with the terms of the

redit transfer to a bank or building
5 at the rate of £<<  >> gross per

with or without workmen and/or

H service the Company’s property
j the course of your employment

y’'s property and Equipment and
g the course of your employment

uipment by arrangement on or



9. Equipment and Insurancs
9.1 The Company will p

9.2 You must not allo
employed by the Cq

9.3 The Company will i
responsible for any
wear and tear.

9.4 [The Company] [Ya
and comprehensive
and Equipment, to
reserves the right tq
additional insurancq

9.5 You will not do, ca
policy of insurance
<<Home Address>

10. Expenses

11. Holidays

11.1 You are entitled to
entitlement of 20 d
added. This does n
employer’s discretis
bank and public hol

11.2 The holiday year co

11.3 If your employment

your holiday entitle Drdingly.
11.4 If, on termination of

11.4.1 you have e
will deduct 3
prorated bn  the  basis
calculation>

liday entitlement
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be equipment>> (“Equipment”).

ily or third parties who are not
the company’s Equipment.

ain the Equipment but you will be
nt that is not the result of ordinary

providing and maintaining a valid
h covers the Company’s property
ess>> at all times. [The Company
blicy and to require you to take out
pany deems it appropriate.]

omission which will invalidate the
5 property and Equipment kept at

bs the statutory minimum holiday
blic and bank holidays have been
plidays, which may be given at the
omplete calendar year, including

| finishes on << >> each year.

part way through the holiday year,

oliday entitlement, the Company
s holiday taken in excess of your

Company to make a deduction

bwing, the Company may, at its
oliday during your notice period or



12.

13.

14.
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115

11.6

11.7

Holidays must be takg
approval of proposed
will not be allowed to
Company’s discretion.
has been formally agrd

p the Company. You must obtain
b from  <<specify job title>>. You
eks at any one time, save at the
ays until your request for approval

All holiday must be {
circumstances you m
entitlement to the nex
may not be carried for

ich it is accrued. In exceptional
<< 5 >> days untaken holiday
es for one year only, and holiday
iday year.

If you are sick or injurg
to sick leave and take
to the following:

11.7.1 You must c(
possible) as

ompany will allow you to transfer
h later date. This is strictly subject

>> in person and by telephone (if
your holiday will be affected by

sickness or
11.7.2 The full per ue to sickness or injury must be
certificated ctitioner,

and

11.7.3 Within <<e.{
writing how
and the amd
notification

rn to work, you must confirm in
as affected by sickness or injury
take at another time. This written
job title>>.

Other paid leave
12.1  Any maternity, pater arental or parental bereavement
leave will be paid at: < ate/ your normal rate of pay>>.
12.2
12.3 Please see the Co r further information.
Training
13.1 You will be requird ing training in respect of: << state
e.g. health and safe
13.2  You may be requirg raining at the Company’s
discretion and will 1 e of pay for any compulsory
training.
13.3  You will not be paid ing training: <<give details>>.
Sickness
14.1 In the event that yq I any reason you or someone on

14.2

14.3

your behalf should
the first day you arg
inform the Compal
expected resumptia

e>> at the earliest opportunity on
him/her of the reason. You must
pf any change in the date of your

A self-certification
days. The form will

ed for absences of up to seven

For periods of sic ven consecutive days, including



15.

16.
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14.4

14.5

14.6

14.7

Maternity and Paternity R

The Company will comply
paternity rights and dealing
this regard are available o

Pension

btatement of Fitness for Work (‘Fit
b <<specify job title>>. A new Fit
periodically as required by the

weekends, you will
Note’) / Medical Cd
Note / Medical Ce
Company.

rd absence levels and reasons for
ntial.

The Company has the
absences. Such infor

edical examination by a medical
pur employment, and you agree to
e a medical report detailing the
ay be disclosed to the Company.
medical examination. Such an
pany where it is reasonable to do

The Company may re
practitioner nominated
authorise such medig
results of the examing
The Company will 4
examination will only &
SO.

For the avoidance of
employment under ClI
receipt of sick pay.

berves the right to terminate your
twithstanding that you may be in

ons with respect to maternity and
dants. The Company’s policies in
ob title>>.



17.

18.

19.

20.

21.
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Mobility

You may be required to tra s anywhere in the UK.

Non- Compulsory Retire

The Company does not (
compulsorily retired on rg
retire voluntarily at any ti
notice of termination of yo

ent age and so you will not be
. However, you can choose to
b Company the required period of

Grievance Procedure

The Formal Grievance Prq
This policy does not form p

equest from <<specify job title>>.
ditions of employment.

Disciplinary Procedure

20.1 The disciplinary r
attached Disciplina
your terms and con

20.2 In addition to the i
your employment
disciplinary offence
limited to:

20.2.1 Failure to at
20.2.2 Failure to be
20.2.3 Falsification
20.2.4 Misuse or d¢

employment are set out in the
This policy does not form part of

licy and Procedure the nature of
rules and associated potential
inary offences include but are not

Bs when instructed to do so;

ribed times;

y’'s property or Equipment;

20.3  You will be requir
reasonable notice
rules.

any’s office at <<Address>> on
in accordance with the attached

Termination of employmg

21.1



21.2

21.3

21.4

21.1 Your contract of emplg written notice as follows:

21.2

21.3

22. Confidentiality

22.1 You shall not divul
proper authority a
confidential informd

any person other than those with
NS, trade secrets or any other
pany which you may receive or
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obtain in the cours
shall continue to ap
cease to apply to i
domain other than t

ith the Company. This restriction
tion of your employment but shall
b which may come into the public
5 provision by you.

) all documents and information
bcure at all times e.g. by keeping
are not in use.

22.2 At home, you are
associated with the
filing cabinets and d

23. Employment Policies

icies that are from time to time in
and Safety, Fire Safety, Sickness

All staff have a duty to adhere to
force, including but not exclusive f
and Absence and Equal Opportun

24. Collective Agreements

25. Data Protection

The Company is required t
and what we do with tha
secure your personal datg
relevant data protection I
[Company's data protectio

bnal data that we collect about you
how we use, store, transfer and
shall at all times comply with all
ions imposed on you under the
e from time to time in force.

26. Changes to Terms and C nt
ms and conditions in this

and any such change
generally applied, by notice.

The Company may amend
document
will be notified to you persq

27. Governing Law and Juris|

These Terms and Conditid
accordance with the laws
shall be subject to the excl

be governed by and construed in
Any dispute relating to the same
glish and Welsh Courts.

Date:
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I acknowledge receipt and confi the above terms and conditions

constitute my contract of employ

Signed: ...
<<Name of Employee>>
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