Insert name of employing organisation as heading
This document sets out the main particulars of the terms and conditions of your employment.

Parties to the Contract

This is the contract of employment between …………………….. (‘the employer’) and  ………………. (‘the employee’).

The employer is a ………………….insert legal status – e.g. registered charity and / or company limited by guarantee
Job Title

The employee is employed as ………………
The main duties of the ………………….. are set out in the job description which is attached and forms part of the contract of employment.  From time to time the employee may be required to undertake such other duties as the employer may reasonably require.

Place of Work

The employee’s main place of work will be ……………………insert office base / place of work.  From time to time the employee may be required to work at other sites. 

Continuous Employment

The employee’s first day of employment with the employer is ……………………
Rate of Remuneration

The starting salary for the post will be on NJC Spinal Column Point XX, currently amount (insert ‘pro rata’ if applies)  A cost of living rise, in line with the settlement agreed nationally, will apply from the 1st April each year.  Scale uplift, where applicable, will be paid annually on the anniversary of the employees start date until any ceiling is reached.
Payment will be made monthly in arrears on the XX day of the month.  Payment will be made by ………… directly into your bank account.

Terminating this Contract

During the first three (3) months of employment the employee will be required to give and entitled to receive one (1) week’s notice in writing.

After three (3) months of employment the employee will be required to give and entitled to receive one (1) month’s notice in writing.

The employer reserves the right to pay salary in lieu of notice.

Hours of Work

The normal hours of work will be XX in words (XX) hours per week.  This is not inclusive of a minimum half-hour lunch break per day.

Trade Union

The employer does not at present recognise any union as having negotiating rights.  However all employees are entitled to join the trade union of their choice.

Grievance Procedure

If the employee has a grievance and it concerns another member of staff, the employee should talk to them first to try to sort out any problems informally.

A copy of the employer’s grievance policy is available insert where can be found.  All employees should read the policy and raise any questions they have about it with the Chairman of trustees or Line Manager.

Disciplinary Procedure

A copy of the employer’s disciplinary policy is available insert where can be found.  All employees should read the policy and raise any questions they have about it with the Chairman of trustees or Line Manager.

Pensions
The organisation operates a Stakeholder Pension scheme, details of which are available from the Treasurer.  
Alternatively, the organisation does not at present offer a pension scheme.
Sick Absence and Sick Pay
Notification of absence from work owing to illness or any other cause should be made on the first qualifying day of the spell of sickness direct to the delegated Line Manager.   For absences of more than 8 calendar days, a doctor’s statement should be obtained and sent without delay to the Manager.

In any consecutive 12-month period you are allowed:

During the

4 weeks’ full pay (less any SSP or NI Benefits) and (after completing 

1st year of service

6 months’ service) 8 weeks half pay.

During the
8 weeks’ full pay (less any SSP or NI Benefits) and 8 weeks’ half pay. 

2nd year of service


During the

16 weeks’ full pay (less any SSP or NI Benefits) and 16 weeks’ half pay. 

3rd year of service

During the

20 weeks’ full pay (less any SSP or NI Benefits) and 20 weeks’ half pay. 

4th and 5th year of service

After the


24 weeks’ full pay (less any SSP or NI Benefits) and 24 weeks’ half pay. 

5th year of service

Any previous period of sickness absence for which benefit was payable in the 12 months preceding the first day of a new period of absence will be counted against the above limits.

When sickness for which pay is allowable under these provisions occurs during annual holidays, you will be credited with the equivalent number of days holiday to be taken at a later date.

When sick leave results from an accident or incident where damages may be recoverable from a third party an employee must undertake in writing to repay ASG any damages award actually received covering loss of earnings.

Holidays - Notification
All requests for annual leave must be authorised by the employee’s Line Manager at least seven (7) days in advance and fourteen (14) days in advance where two (2) weeks or more are to be taken at any time.

Any employee wishing to take more than three (3) weeks leave at any one time, must have the permission of the Chief Officer at least four (4) weeks in advance.

A copy of the employer’s annual leave policy is available insert where can be found.  All employees should read the policy and raise any questions they have about it with the Chairman of trustees or Line Manager.

Holidays – Leave Entitlement
All staff will be entitled to XX days (pro rata?) paid leave annually, plus statutory bank holidays.  The leave year will run from April to March, up to one weeks holiday entitlement may be carried over with the Line Managers agreement.

During the first three (3) months of employment, leave may only be taken as it accrues.  
On termination of employment, staff will be expected to take any accrued leave outstanding.

Maternity Leave and Paternity Leave
Employees will be entitled to maternity or paternity leave and pay in line with the statutory provision.

Other Leave
Other paid or unpaid leave may be granted at the discretion of the Management Committee for personal or compassionate reasons.

Part Time Staff
All staff working part-time will be entitled to the benefit of all the terms of this contract, pro rata.

Equal Opportunities
In recruitment of staff, the terms and conditions of employment that the employer offers and provision for promotion or training, no employee or potential employee shall receive less favourable treatment or consideration on the grounds of race, colour, religion, nationality, ethnic origins, age, sexual orientation, disability or marital status or will be disadvantaged by any condition of employment that cannot be justified as necessary on operational grounds.

We have a full Equal Opportunities Policy which is available insert where can be found.  Employees are required to comply with the policy in contact with the employer, their colleagues, clients and members of the public.

Health and Safety
A copy of the employer’s Health and Safety Policy is available insert where can be found.  All employees should read the policy and raise any questions they have about it with the Line Manager.

Probationary Period
Confirmation of employment is subject to completion of a satisfactory probationary period.  Performance will be continually monitored with a review at three (3) months.  If the employer is satisfied with performance at the end of the probationary period, employment will be confirmed in writing.

If the employer is not satisfied, the probationary period may be extended for a further one (1) month period (or periods) or the employment may be terminated.

Variation of Contract

Any proposed variation to this contract will be notified to the employee and a period of consultation entered into with the aim of reaching an agreement.  The employer reserves the right at the end of the period of consultation to vary the contract of employment if there is a business or substantial reason.

Signed on behalf of the employer:

Name:
Job Title:
Date:
Employee:  I agree to the above terms and conditions:

Name:
Date: 
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