Dated:
 <insert date>
<insert company name >
CONTRACT OF EMPLOYMENT
Between

<insert company name and address> (hereinafter referred to as (“the Employer” or “the Company” or “the Organisation”)
and

<insert employee name and address> hereinafter referred to as (“the Employee”)
(1) Background
Your employment with the Employer is governed by the terms and conditions contained within this Agreement including any appendices, which is effective from the date of signature, and which supersedes all other Agreements whether in writing or otherwise. These terms and conditions are issued by The Company pursuant to its obligation to provide the employees with a written statement of the main terms and conditions of their employment as required under s1 of The Employment Rights Act (1996) and as amended by The Employment Rights (Employment Particulars and paid Annual Leave) (Amendment) Regulations 2018. This Agreement incorporates any provisions contained in the letter from the Employer offering you employment, and, if applicable, the Employer’s staff handbook.
In the event that there is any conflict between the terms of this Agreement and the provisions of the Employer’s staff handbook, the terms of this Agreement shall prevail. The Employer reserves the right (to be exercised reasonably) to amend the terms of this Agreement or the contents of the staff handbook. This contract constitutes the entire agreement and understanding between you and the company. This Agreement shall supersede any prior promises, agreements, representations, undertakings, or implications whether made orally or in writing between you and us relating to your employment with the company.
(2) Job Title
You will be employed by the Employer as a <insert job title>.
(3) Commencement of employment and right to work in the UK
This period of employment begins on <insert start date> and no employment with a previous Employer OR this employer counts towards your period of continuous employment.

Your employment is conditional on your having the right to work in the UK. You 
must provide evidence of your right to work in this role prior to starting it.

(4) Probationary Period

The first <insert number of months> months of your employment will be a probationary period during which your suitability for the job role will be assessed. The probationary period may be extended at the Company’s discretion. During the probationary period, the full disciplinary and grievance procedure will not apply: This means your employment may be terminated with no formal meeting.

(5) Duties
You are employed as a <insert job title>. In addition to your normal duties, you may be required to perform any duties which fall outside your job- title but which are commonly performed on the Employer’s premises.  You are required to undertake to work to the best of your ability and to use your best endeavours to promote, develop and extend the Employer’s business and interests.

The Employer requires the highest standards from you in your performance at work and your general conduct.
(6) Flexible Working Arrangements
Your normal place of work shall be: <insert address of normal place of work>




OR
Your normal place of work shall be :<insert address of normal place of work> but you will/may also be required to work at: <insert addresses or addresses of additional sites your employee will/may have to work at>
(7) Hours
Unless previously agreed by <insert the name of the person with authority or insert your manager or a director>, normal working hours are from <insert working hours> to <insert working hours e.g., 0800 to 1700> (<insert normal working hours>) hours over the following days: <insert working days e.g., Monday to Friday> including a <insert lunch break e.g., 30 minutes > lunch break. This lunch break will be <insert paid or unpaid>.
You will not get any additional breaks.



OR
You will also get additional breaks outlined below: 

<Insert details of breaks and whether paid or unpaid e.g., one morning break of 15 minutes and one afternoon break: these will be unpaid/paid etc.>

 You are, however, expected to work for such additional hours as the needs and the requirements   

 of the Employer dictate.

(8) Salary/Wages/Overtime/Deductions from wages/salary
Your salary/wage will be paid <insert whether weekly or monthly> in <insert whether arrears, in advance or advance/arrears> at the rate of £<insert rate> per <insert schedule e.g., weekly, monthly, year> by <insert how paid e.g., BACS/cheque> normally paid on <insert when paid e.g., last day in month>
         At the Company’s discretion, your salary will be reviewed annually .You should be aware that a  

         salary review will not necessarily result in a salary/wage increase.  There will be no review of your 
         salary/wage after notice has been given by either party to terminate your employment.
         You will be provided with additional benefits, and these are outlined in Schedule 1

Overtime

You will not be entitled to overtime payments for hours worked outside your normal hours stated above







OR

Overtime will be given if authorized by management and providing that normal hours have been 

worked in the week to which the overtime is completed in the following way:
<insert how overtime is calculated and paid e.g., Monday to Friday, time and a half paid in the month following the approved overtime>. 






OR
It is a condition of your contract of employment that you work a reasonable amount of overtime. This will include working weekends at the discretion of the Company. The Company will strive to give as much notice as possible, but you will be expected to be flexible in this respect to ensure customer and company expectations are met.
Overtime will be given if authorized by management and providing that normal hours have been worked in the week to which the overtime is completed in the following way:

<insert how overtime is calculated and paid e.g., Monday to Friday, time and a half paid in the month following the approved overtime>. 
Deductions from wages/salary

For the purposes of the Employment Rights Act 1996 you authorise the Employer to deduct from your salary any sums due to the Employer including, without limitation, any over payment advances or loans made to you by the Employer, and reimbursement of any training fees or expenses incurred in the last 12 months of your employment by the Employer (this may be subject to the completion of a training agreement) and any losses suffered by the Employer as a result of negligence or breach of duty by you including breaches under the Company’s policies, details are available in the staff handbook (if applicable) or from <insert name>. The Employer will also make deductions to wages/salary in relation to personal use of company mobile phones and also in relation to non-company purchases on the company credit card.

(9) Pension

 There are no pension arrangements applicable to your employment.

OR 

The designated pension scheme is <inset pension scheme name>. Details are available from <insert name or job role e.g., your manager>. The Company will make a contribution of <insert %> of your salary/wage. You may contribute up to <insert %> of your salary/wage.
OR
If you are eligible, the Company will auto-enrol you into a pension scheme, in accordance with the Company’s pension auto-enrolment obligations.

Full details of the scheme will be provided when you are enrolled, including the minimum contribution level that you will be required to make and your right to opt out if you do not want to join the scheme. While participating in the scheme, you agree to worker pension contributions being deducted from your salary.

The scheme is subject to its rules as may be amended from time to time, and the Company may replace the scheme with another pension scheme at any time.
(10) Sickness and Sick Pay

In the event of your absence for any reason you or someone on your behalf should contact <insert name of person to contact> at the earliest opportunity on the first day of the absence to inform him/her of the reason for absence.  You must inform the Company as soon as possible of any change in the date of your expected return to work.

A self-certification form should be completed for absences of up to seven days. The form can be supplied to you.

For periods of sickness of more than seven consecutive days, including weekends, you will be required to obtain a Statement of Fitness for Work (‘Fit Note’) / Medical Certificate and send this to <insert name of person>. A new Fit Note / Medical Certificate should be sent periodically as required by the Company.
The Company has the right to monitor and record absence levels and reasons for absences. Such information will be kept confidential.

The Company may require you to undergo a medical examination by a medical practitioner nominated by us at any stage of your employment, and you agree to authorise such medical practitioner to prepare a medical report detailing the results of the examination, which you agree may be disclosed to the Company. The Company will bear the cost of such medical examination. Such an examination will only be requested by the Company where it is reasonable to do so.

EITHER - When there is no contractual right to sick pay; employee will only receive SSP use this clause:-
If You are absent for four or more days by reason of sickness or incapacity, you are entitled to Statutory Sick Pay (SSP), provided that you have met the requirements above. For the purposes of the SSP scheme the ‘qualifying days’ are <state days e.g. Monday to Friday> There is no contractual right to payment in respect of periods of absence due to sickness or incapacity. Any such payments are at the discretion of the Company.

OR When the company operates a company sick pay scheme, use this clause:-

If you are absent through sickness or incapacity, and you have complied with the requirements above, you will be paid company sick pay, for up to a maximum of <insert number of days> days in any calendar year. Company sick pay is equal to normal basic salary. Thereafter you will receive Statutory Sick Pay in accordance with the law.

(11) Holidays

You are entitled to <insert number of days minimum 28 including bank holidays> days’ holiday in each complete calendar year, including normal bank and public holidays
The holiday year commences on <insert start date of holiday year> and finishes on <insert end date 
of holiday year> each year.

If your employment commences or finishes part way through the holiday year, your holiday 
entitlement will be prorated accordingly.

If, on termination of employment: - 

· you have exceeded your prorated holiday entitlement; the Company will deduct a payment in lieu of days holiday taken in excess of your prorated holiday entitlement, and you authorise the Company to make a deduction from the payment of any final salary. 

· you have holiday entitlement still owing, the Company may, at its discretion, require you to take your holiday during your notice period or make a payment in lieu of untaken holiday entitlement

  Holidays must be taken at times convenient to the Company. You must obtain approval of proposed
  holiday dates in advance from <insert name of person>. You will not be allowed to take more than 

  two weeks at any one time, save at the Company’s discretion. You must not book holidays until 
 your request for approval has been formally agreed.

 All holidays must be taken in the year in which it is accrued. Under normal circumstances the   

 Company operates a “use them or lose them policy” which means you will not be allowed to carry-
 forward holidays to the next holiday year unless formally agreed with management. If agreed with 
 management or as the law allows, you may carry forward untaken holidays to the next holiday year    

 but the calculation for holidays being carried over will be based upon the minimum statutory  

 holidays.
(12) Other paid leave

Any maternity, paternity, adoption, shared parental or parental 
bereavement leave will be paid at: <insert  e.g. the statutory rate OR your normal rate of pay>. 


If you are entitled to other paid leave, details of this will be listed below. If there is no entitlement to other paid leave; it will state “no additional paid leave will be provided”. 
<insert details of additional paid leave or state no additional paid leave will be provided>

(13) Notice, return of company property, and retirement

a)
You may terminate your employment by giving the Employer <insert number of weeks’ notice> weeks’ notice in writing and the Employer may terminate your employment by giving you:
· No notice during the first month

· not less than one weeks’ notice following completion of one month then up to the first two years of employment;

· not less than a further one weeks’ notice for each full year of continuous employment after the first two years until the 12th year of continuous improvements;

· not less than 12 weeks’ notice after 12 years of continuous employment.
        If either party shall have given notice to the other, the Employer may, at its sole discretion,  

        summarily terminate this Agreement by paying you an amount equivalent to your basic salary (less 
        any alternative income you receive through alternative employment gained during that period) for 
        the period between that date and the date in which your notice period would otherwise have 
        expired. Where you have received pay in lieu of notice (PILON), you will not be entitled to any 
        additional compensation in respect of any holiday which would otherwise have accrued during the 
        notice period. For clarity; in such circumstances your leave date and PILON will be on the date the 
        notice is served.

       Terminating employment without giving notice.

        If you terminate your employment without giving or working the required period of  

        notice, as indicated above, you will have an amount equal to any additional cost of covering 

        your duties during the notice period not worked deducted from any termination pay due to                   

        you. This is an express written term of your contract of employment. You will also forfeit any   

        contractual accrued holiday pay and any holidays carried over from previous year(s) due to          
        you over and above your statutory holiday pay: So, for clarity purposes, if you do not serve and/or    

        work your required notice period you will only be paid your statutory holidays accrued but not 
        taken for the holiday year in which you leave employment. The Company reserves the right to 
        insist you take holidays during any notice period if you have accrued sufficient days but have not 
        taken them.

        Company Property

        On the termination of your employment, you must immediately return to the Company in    

        accordance with its instructions all equipment, correspondence, records, specifications, software, 
        models, notes, reports, and other documents (and any copies thereof) and any other property 
        belonging to the Company or its associated Companies (including but not limited to the company 
        vehicles, keys, credit cards and passes) which are in your possession or under your control. You 
        will, if so required by the Company, confirm in writing that you have complied with your 
        obligations under this Clause. Failure to return company property may result in a delay in final 
        payments and, if applicable, the company reserve the right to make deductions from final monies 
        owing to cover the cost and/or any losses associated with the failure to return company property.

          Retirement 
The Company does not operate a normal retirement age and so you will not be compulsorily retired on reaching a particular age.  However, you can choose to retire voluntarily at any time, provided you give the Company the required period of notice of termination of your employment.

(14) Disciplinary/Grievance Procedure
a)
The disciplinary rules applicable to your employment are available from <insert name of person or job role e.g., your manager>.  This policy does not form part of your terms and conditions of employment. 
b)
The formal grievance procedure policy is available on request from <insert name of person or job role e.g., your manager>. This policy does not form part of your terms and conditions of employment. 
(15) Training

You will be required to complete the following training in respect of: <insert details of mandatory training e.g. health and safety>
You may be required to complete additional training at the Company’s discretion and will be paid at your normal rate of pay for any compulsory training.
You will be required to complete the following training, but the employer will not bear the cost: <insert details of training which the employee will be required to undertake but the employer will NOT bear the cost>
(16) Collective Agreements
There are no collective agreements relevant to your employment.

OR
The following collective agreements shall apply to your employment: <insert details of collective agreements>.
(17) Data Protection
During the course of your employment, you may find yourself in possession of confidential, sensitive or personal information either in relation to the company, its customers or employees. It is a condition of your employment and a requirement of the General Data Protection Regulation that you have a duty of confidentiality and a requirement to safeguard such information. You must not discuss or make available any such information whatsoever to any outside individual or organisation including the media. Any breach of this requirement will be considered as gross misconduct and could lead to disciplinary action including dismissal.

This clause seeks to get the employee’s consent to their personal data being processed. However, it is not intended to be a substitute for a comprehensive data protection policy and effective data protection processes. Any data protection policy issued is non-contractual.

(18) Other Employment/External Activities.
Should an employee wish to undertake any other commercial activities (whether paid or unpaid), such an arrangement must not be made without the express permission of a director.  The Director will consider each request to ensure that no conflict of interest exists.  Should the Director consider that a conflict exists then permission will not be given.

The continuous employment within the Company is subject to no existing conflict.  The decision as to whether a conflict exists shall rest with the Director and this decision is final.  Should an employee commence employment without seeking permission and it is decided that a conflict exists; the Employee will be required to decease such work immediately.  If permission is given, it will be subject to an ongoing review and if at any point a conflict is deemed to exist, permission will be withdrawn.

(19) Confidentiality 


You shall neither during your employment (except in the proper performance of your duties) nor at any time (without limit) after the termination thereof, directly or indirectly, use for your own purposes or those of any other person, company, business entity or other organisation, or disclose to any person, company, business entity or other organisation, any trade secrets or confidential business information relating or belonging to the Company or its associated companies, including but not limited to any such information relating to customers, customer lists or requirements, price lists or pricing structures , marketing and sales information, business plans or dealings, employees or officers, financial information and plans, designs, formulae, specific technical information, research activities, any document marked “Confidential”, or any information which you have been told is confidential or which you might reasonably expect the Company would regard as confidential, or any information which has been given to the Company or any associated company in confidence by customers, suppliers or other persons. 


You shall not at any time during your employment with the Company make any notes or memoranda relating to any matter within the scope of the Company’s business, dealings, or affairs otherwise than for the benefit of the Company.


The obligations contained in this Clause shall cease to apply to any information or knowledge which may subsequently come into the public domain after the termination of your employment, other than by way of unauthorised disclosure
(20) Restrictive Covenants 

You shall observe the restrictions set out in the Schedule 2, which include restrictions


applicable during employment and post-termination restrictions. 

In the event that you receive an offer of employment from any person, company, business entity or other organisation, either during your employment with the Company, or during the continuance in force of any of the restrictions set out in the Schedule, you will immediately provide to such person, company, business entity or other organisation a full and accurate signed copy of the Schedule 2

(21) Temporary Lay-Off

In the event of the Company being unable, either through lack of demand, failure to supply or any other occurrence which prevents it trading normally, to temporarily provide work for any of its employees, it has the right to lay off such workers without normal pay. In such a situation every effort will be made to find alternative employment and minimum statutory guarantee payments (subject to law at the time) will be made.
(22) Severability

The various provisions of this Agreement are severable, and if any provision or identifiable part thereof is held to be invalid or unenforceable by any court of competent jurisdiction then such invalidity or unenforceability shall not affect the validity or enforceability of the remaining provisions or identifiable parts.

(23) Law
This Agreement shall be governed and interpreted by English law and the parties submit to the jurisdiction of the courts of England and Wales.  Any future amendments to the law affecting this Agreement will be implied into this Agreement and form part of the Agreement.
(24) Variation of Terms
The Company may amend, vary, or terminate the terms and conditions in this document and any such change will be notified to you personally in writing or, when generally applied, by notice.
SIGNATURE
Please sign and return copy of this Contract to indicate your acceptance of its terms including the attached additional schedule 1 outlining additional benefits and schedule 2 outlining the restrictive covenants to which you understand and have agreed to. If you have any questions about the meaning of any clause, please contact <insert name or job role e.g., your manager>.

For and on behalf of the Employer:

Signed:

…………………………………………………...………


Print Name:  
 ………………………………………………………….

On behalf of:
<insert company name>
Date:


 ………….……………………….………………………

Employee:  
Signed:

…………………………………………………...………




<insert employee name>

Date:


 ………….……………………….………………………

SCHEDULE 1

Additional Benefits

The following schedule sets out the additional benefits that your employment entitles you to. If details 
are provided on a separate document or documents, this will be referenced where applicable. The 
provisions in the Terms and Conditions of Employment regarding severability shall apply equally to this 
Schedule 1.
If you are unsure about any details contained within this schedule, please speak to <insert name>

<here you should list all additional benefits which you provide in as much detail as possible

Examples may be: Private health insurance, company car/car allowance, death in service, bonuses, commission etc.

NB: You should provide as much information as you can, and it should reflect what you have agreed with the employee. If any of the additional benefits are subject to review on a timescale, you should provide those details too
You should also state from WHEN the benefits are paid so, if it is from day one state that; if it is following successful completion of the probationary period, state that etc.>

SCHEDULE 2

Pre-termination and Post-termination Restrictions
1. The words and expressions referred to in this Schedule 2 shall have the meanings set out below:

	"Customer"
	Means any person, firm, or company to whom the Company has supplied goods or services;

	“Prospective Customer”
	means any person, firm, or company to whom the Company has made a specific offer in writing to supply goods or services, or to whom the Company has provided details of particular terms on which it would or might be willing to supply such goods or services, or with whom the Company has had negotiations or a course of discussions regarding the possible supply of goods or services;

	"Employee "

	means any person employed by the Company or any Associated Company at the Termination Date, with whom you have had substantial personal contact, and  

(i) who has had material contact with Customers or suppliers of the Company; or

(ii) who possessed confidential information relating to the Company or any Associated Company; or

(iii) whose duties included research into or development of any product or services or the provision of any technical or product support; or
(iv) who was a member of the management team of the Company or any Associate Company.

	“Associated Company”
“Termination Date”                    

“Compete”    
                
	includes any firm, company, corporation, or other   organisation which:


(i) is directly or indirectly controlled by the Company; or

(ii) directly or indirectly controls the Company; or

(iii) is directly or indirectly controlled by a third party who also directly or indirectly controls the Company; or

(iv) is the successor in title or assign of the firms, companies, corporations, or other organisations referred to above

means the date when your employment   

ends either through termination by the Employer or resignation by the employee
means that you shall not own, manage, operate,

consult for or be employed in a business

substantially similar to, or competitive with, the

business of the Company. 




Non-competition

During the period of your employment and for a period of <insert period of time e.g., 6 months> following the Termination Date, you agree not to compete, directly or indirectly, with the business of the Company and its Associated Companies, notwithstanding the cause or reason for termination. 

This restriction shall extend for a radius of <insert mileage e.g., 5 miles> from the present location of the Company. 

Non-solicitation of Customers

During the period of your employment and for a period of <insert period of time e.g., 6 months> following the Termination Date, you agree that you shall not directly or indirectly, solicit, assist in soliciting, accept, or facilitate the acceptance of, or deal with, the business of any Customer or Prospective Customer with whom you had personal contact or dealings during your period of employment. 

Non-solicitation of Employees

During the period of your employment and for a period of <insert duration e.g. six months> following the Termination Date, you agree that you shall not, directly or indirectly, attempt to induce any Employee to leave the employment of the Company or to cease to provide his services to the Company; or employ or obtain the services of any person who within <insert period of time e.g. 6 months> prior to the Termination Date was an officer, employee or consultant of the Company.

Undertaking

You agree that in the event of receiving from any person, firm or company, an offer of employment, either during your employment with the Company or during the continuance in force of any of the restrictions set out above, you will immediately provide to such person, firm or company, a full and accurate signed copy of this Schedule 2

Severability

The provisions in the Terms and Conditions of Employment regarding severability shall apply equally to this Schedule 2
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