Statement of main terms and conditions of employment

Name of 

Employer :


Name of

Employee :     
This statement sets out certain details of the terms and conditions of employment as they apply at…        START DATE          START DATE  as required by Section 1 of the Employment Rights Act 1996.

You should retain this statement, and you are asked to sign the enclosed copy to confirm that you agree that it accurately reflects the terms of your contract of employment. 

1. Beginning of employment

Your employment with the Employer began on…  START DATE
Your period of continuous employment for the purposes of your statutory employment rights also began on…              START DATE               Your employment with any previous employer does not count as part of your continuous period of employment with the Employer.

2. Job title

Your job title is… Support Worker

This title does not limit your duties, and the Employer may require you from time to time to do any work within your capacity.

3. Collective agreements

There are no collective agreements applicable to your employment.

4. Place of work

Your place of work is… In the home & In the community although your Employer may require you to work at other locations on a temporary or permanent basis.

5. Remuneration

You will be paid                 per hour.

You will be paid at 4 weekly intervals [and one week in arrears].  Payments are made in direct credit transfer.
6. Working hours

Your normal working hours are            per week.  You are entitled to a half an hour unpaid break if the working day is longer than 6 hours.
7. Holidays and holiday pay

The Employer’s holiday year runs from 1st April to 31st March. In the current holiday year you are entitled to              hours holiday with pay. Thereafter you are entitled to 5.6 weeks pro rata holiday with pay each holiday year (in accordance with statutory entitlement). (This is calculated by multiplying the number of days / hours worked per week by 20.) From the 1st April 2010 you will be entitled to          hours per year.
Paid holiday entitlement will accrue in advance from the date you commence employment.  All requests for leave should be submitted to your Employer at least 2 weeks in advance. Normally no more than 2 weeks may be taken as holiday at any one time.  2 weeks may be taken on dates agreed by your Employer.

Employees ceasing employment will be entitled to be paid for leave time they are due but have not taken.

You may be required to work on some bank holidays, your employer may offer payment at time and a half.  If a bank holiday falls on your normal working day, this can be taken as a paid bank holiday with permission from your employer.
8. Sickness absence and sick pay

The conditions of your employment relating to absence due to sickness or injury and the amount of pay that you will receive while absent are as follows. 

If you are not available to work, you must inform your employer immediately. If sick for 4 consecutive days or more, subject to you complying with the statutory requirements and the Employer’s rules in respect of notification of sickness, you may be entitled to Statutory Sick Pay (SSP), payable from the fourth day and for subsequent days of sickness absence.  For an absence of between 4 -7 days you must provide a self-certificate.  After an absence of more than 7 days, you must complete and submit a medical certificate from your doctor.  

If due, SSP will be paid only for those days normally worked.

9. Pension scheme

The Employer does not operate a pension scheme applicable to your employment.

10. Probationary period:

Your first 12 weeks of employment will be regarded as a probationary period in order to assess whether the employment is mutually satisfactory.  At the end of this period your employment will either be confirmed as permanent, the probationary period may be extended, or your employment will be terminated.

11. Notice required:

During the probationary period either party may terminate the employment by giving a minimum of 7 days notice in writing.  Following the successful completion of the probationary period the period of notice for the termination of employment by either party will be 28 days, notice in writing, then in accordance with current legislation after 2 years continuous employment.
12. Grievance and Disciplinary Procedure

The Grievance and Disciplinary procedure exists to protect both the Employer and the Employee.  It sets out a structure for dealing with complaints and grievances by either party.

This is outlined as:

What the procedure will be should the Employer have a grievance against you, as the Employee.  What the Employee should do if the Employer has a grievance.

(1)     Employee

If you have a grievance relating to your employment, you should approach your employer. The grievance may be expressed orally, but where practical in writing.  Should the grievance still remain unresolved to your satisfaction you may then contact an Independent Arbitration Service:- ACAS North East region (Cross House, Westgate Road, Newcastle upon Tyne, NE1 4XX. Tel: 0191 269 6000)

The Employers Responsibility:

Once the Employee has made the Employer aware of the grievance either orally or in writing, the Employer will have an obligation to respond within 5 working days, outlining any action required that may be taken to resolve such a grievance.  The Employee will be informed of such actions in a written statement.  Thereafter it would be reasonable to expect that any issues would be resolved within a reasonable time-scale, after which the Employee can follow the guidelines set out above, contacting an Independent Arbitration Service.

(2)     Employer

If the Employer has a grievance against the Employee, the following actions may be taken, as deemed necessary.

 Verbal Warning

 Written warning

 Suspension with or without pay

 Dismissal with or without notice
Procedure

Stage 1: Verbal warning

The employer will explain to you the reason for taking disciplinary action.

The discussion will be recorded and should include proposals for overcoming the difficulty, and giving you a reasonable time before review.

Stage 2: Written warning

Unsatisfactory progress will result in further discussion with you by your                 Employer.  This will include further proposals and a time for review, which will be followed by a letter from the Employer outlining the intention to dismiss with your services if improvements have not been achieved.

Stage 3: Final written warning

Should improvements not be achieved by the time of the review, you will be informed in writing of the intention to dismiss you.

Stage 4: Suspension/Dismissal

The Employer shall have the power to suspend you from duty and require your removal from the place of employment for misconduct.  For gross misconduct the employer shall have the power to dismiss you immediately with or without notice.

Misconduct is defined as

Bad time keeping

Absenteeism

Wilful damage or destruction of property

Refusing to carry out instructions

Commencing duties whilst under the influence of drugs or alcohol. 

Gross Misconduct is defined as:

Abuse either physical or verbal

Abuse of the Employers finances

Theft or criminal offence

Re-occurrence of commencing duties whilst under the influence of drugs or alcohol

Although definitions have been given to define Misconduct/Gross misconduct, these lists are not exhaustive, and there may be other occasions when your actions are deemed as Misconduct/Gross misconduct. 

Agreement

I herby agree to abide by the terms and conditions of this Employment Contract and other appropriate terms and conditions which may be laid down from time to time, and serve under the direction of the employer in accordance with the terms and conditions.

Signed:………………………………………. Employee

Date:……………………..

Signed:………………………………………. Employer

Date:……………………..
