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Statement of Main Terms of Employment for:
Employee Name:
Position:
Statement of Main Terms of Employment

This Statement dated ................................... sets out the particulars of main terms of employment under which INSERT NAME AND ADDRESS employs ..................................................................

There are no collective agreements affecting your terms and conditions of employment.

Any changes or amendments to these terms will be confirmed in writing within one month of them occurring.

****Commencement Date – Existing Staff

Your period of continuous employment began on ....................................  
****Commencement Date – New Staff
Your period of continuous employment began on ....................................  You are employed on a probationary period of 24 weeks during which time your performance will be assessed.  The Company reserves the right to extend this probationary period by a further 3 months where it is deemed necessary.   Your employment may be terminated by either party at any time during this period by giving the notice detailed in the Notice section subject always to the Statutory Dismissal Procedure.
(****Delete where applicable)
Job Title

You are employed as: .........................................................

The Company reserves the right to require you to perform other duties and work in other departments from time to time, and it is a condition of your employment that you are prepared to do this.

Place of Work

Your normal place of work is ................................................................................................................., but you may be required to work at any of the Company’s other locations as the Company may from time to time require.

You will not be required to work outside the United Kingdom.
Pay

Your wage will be paid at the rate of £.................. per hour, payable weekly in arrears by credit transfer as detailed on your pay statement.
The Company has the right to deduct from your pay any sum which you owe to the Company including, without limitation, any overpayment of pay or expenses, loans made to you by the Company, the cost of uniforms and locker keys if not returned upon termination of your employment or any other item identified in this Statement and/or the Employee Manual as being repayable by you to the Company.

Recovery of Shortages

Any cash, stock or accounting errors, (which includes cheque, credit card, pay point & lottery transactions) resulting in a loss to the Company, that are your direct responsibility, may result in deductions from your net pay to recover the loss.

In compliance with the Employment Rights (N.I.) order 1996, these will be limited to not more than 10% of your weekly gross pay each week until the loss has been recovered.    At termination, any balance remaining will be deducted, in full, from any final payments due to you.

(Delete if not applicable)

Hours of Work

Your normal hours of work are as per the rota, which will be notified to you on a weekly basis, and will involve day, night and weekend working.

In addition to these hours, you will be required to work a reasonable amount of additional hours when necessary. You are entitled to payment for additional hours at your normal rate of pay.

Every attempt will be made to ensure your continuing employment in the event that the Company is faced with a shortage of work or is unable to provide you with work for any other reason. This could include temporarily placing you on short-time working or laying you off from work; in these circumstances you will be paid for those hours worked, or in accordance with the statutory guarantee pay provisions.

Holiday Entitlement

Your annual holiday entitlement is pro-rata that for full-time employees of 28 days which includes public/bank holidays in the complete holiday year which runs from the 1st January to the 31st December.
Your holiday pay will be based on your average earnings over the previous 12 weeks.

During your first year of continuous service you will accrue annual holidays on the basis of 1/12th of the annual entitlement for each complete month of service in the holiday year.   Where holidays are fixed by the Company and you have not accrued them you will not receive payment for this leave

Given the nature of the business, it will often be necessary for you to work on bank/public holidays, and you will receive time off in lieu for those hours worked.

All annual holidays must have prior approval and authorisation.  The Company will respond as soon as possible to your request for holiday.  No responsibility will be accepted for monies lost as a consequence of your failure to follow this procedure.

Should you fall sick prior to or during pre-booked annual holidays there is no entitlement to take those holidays on another occasion unless specific permission is obtained.

Female employees accrue holiday entitlement during the 26 week Ordinary Maternity Leave period and the 26 week Additional Maternity Leave period.  

Where termination of your employment is due to gross misconduct or where the full contractual notice period is not served and worked, unused holiday pay will not be paid, apart from any payment required to meet the statutory minimum holiday obligations.

Upon termination of your employment, payment will normally be made for all unused accrued holiday entitlement.  If you have taken more annual holiday entitlement than you have accrued during the holiday year, the balance will be deducted from any outstanding pay.  Your entitlement to holiday in these circumstances will accrue on a pro-rata basis to your service in the current holiday year.

Conditions relating to the taking of annual holidays are shown in the Employee Manual to which you should refer.

The Company reserve the right, with reasonable notice, to fix holidays in accordance with the needs of the business.

Sick Pay

The procedure you must follow in the event of periods of absence from work due to sickness is set out in the Employee Manual.

Payments for periods of absence due to sickness will be made in accordance with the current Statutory Sick Pay Scheme where applicable.

Pension

The Company does not operate a private Pension Scheme and there is no contracting out certificate in force in respect of your employment. You are therefore contracted into the State Second Pension (S2P) (previously known as SERPS) unless you have made your own personal pension arrangements.

However, the Company will offer you access to a Stakeholder Pension provider to enable you to consider your own personal pension arrangements.

Notice

After 1 month’s service you are required to give the Company 2 weeks' notice to terminate your employment.

You are entitled to receive the following periods of notice from the Company:

Over 1 month but under 3 years' continuous service - 2 weeks.

Over 3 years' continuous service - 1 week for each complete year of service to a maximum of 12 weeks after 12 years.

By mutual agreement, these notice periods may be waived.

The Company has the right to terminate your employment without notice or payment in lieu of notice in the event that you commit a fundamental breach of contract.

The Company reserves the right to require you not to carry out your duties or attend your place of work during the period of notice.

At the absolute discretion of the Company, payment in lieu of working notice may be made.

Disciplinary Procedure

The Company's Rules and Disciplinary Procedures are shown in the Employee Manual.  It is your responsibility to familiarise yourself with these rules and procedures.

During the first 12 months of your continuous service, the Company may terminate your employment without recourse, either in full or part, to the Disciplinary or Appeal Procedures.

Appeal Procedure

If you are dissatisfied with any disciplinary decision or any decision to dismiss you, you should raise this with the General  Manager in accordance with the Appeal Procedure shown in the Employee Manual.

Grievance Procedure

It is hoped that most grievances can be settled informally.

In the event that a grievance cannot be settled informally then you should submit your grievance in writing to your immediate Supervisor/Manager in accordance with the Grievance Procedure shown in the Employee Manual.

Other Employment

You are required to devote the whole of your time, attention and abilities during your hours of work to your duties with the Company and may not undertake any other work during this time.

You may not without the prior consent of the Company (which will not be unreasonably withheld) engage in any business or employment which is similar to or competitive with the business of the Company, or which could be considered to impair your ability to act at all times in the best interests of the Company, outside your hours of work for the Company.

If you do engage in any other employment, you must notify the Company in writing of hours worked elsewhere to enable the Company to comply with its statutory obligations.
Confidentiality

You must not disclose any secrets or other information of a confidential nature relating to the Company or its business, or in respect of any obligation of confidence which the Company owes to any third party, during or after your employment except in the proper course of your employment or as required by law.

Any documents or tangible items which belong to the Company or which contain any confidential information must not be removed from the Company's premises at any time without proper authorisation, and must be returned to the Company upon request and, in any event, upon the termination of your employment.

If requested by the Company, all confidential information, other documents and tangible items which contain or refer to any confidential information, and which are in your possession or under your control, must be deleted or destroyed.

Statements to the Media

Any statements to reporters from newspapers, radio, television, etc. in relation to our business will be given only by the Director/Manager/PR Department.
Exclusion of Third Party Rights

This Statement does not create any right enforceable by any person not a party to it.

Data Protection

The Company will keep personal information on you and provide such information only on a need to know basis as and when required. You have the right to inspect such information and, if necessary, to require corrections should such records be faulty. By accepting a job offer, you expressly agree to the Company retaining such information which can include sickness and health records, ethnic origin, membership of a trade union and disciplinary matters, if any.

Monitoring of Personal Communications

You should be aware that the Company may monitor, intercept or record all communications received or made via the Company's telephone system or any other system including e-mail and internet usage. You should not use the Company's telephone or e-mail system for personal use without permission; full guidance is given in the Employee Manual as to what is acceptable. If you wish to make a call that can not be monitored you should discuss this with management. Monitoring may be conducted by any member of management but will be for work-related purposes only.
You should discourage your friends and relatives from either calling on you in person or by telephone except in an emergency.
Declaration I acknowledge receipt of this Statement and confirm that I have read the Statement and the Employee Manual which set out the principal rules, policies and procedures relating to my employment.

For the purpose of the application of statutory holiday entitlement under the Working Time Regulations, I agree that the holiday section of this Statement will be held to be a "relevant agreement".

I understand that the Employee Manual is issued to me and that it is my responsibility to read it in it’s entirety.

Signed by the employee 


Date 


Signed on behalf of the Company 


Date 
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