
CONTRACT OF EMPLOYMENT

DATED:                                                                                                                     20[   ]

BETWEEN:						

(1)	[                                                ](registered number [                 ]) whos  registered office is at [                                         ] (herein “We”, “Us” or “the Company”); and 

(2)	[Employee’s name] of [___________________________] (herein “You”).

IT IS AGREED AS FOLLOWS:

[bookmark: _Toc107905711]Commencement of Employment
Your employment commenced on [________].    No employment with any previous employer counts as part of your period of continuous service with us. 
The first three months of your employment shall be a probationary period during or at the end of which your employment may be terminated on one week’s notice.  The Company reserves the right to extend the probationary period during which your employment may be terminated on one week’s notice and the probationary period will continue until you have been notified that it has been satisfactorily completed.  	Comment by Claire Lees: The probation period can vary, but can’t exceed 6 months as that is when unfair dismissal rights come in. So I recommend 3 months, with the option to extend up to 6 months if necessary (remember to count notice in this period).
[bookmark: _Toc107905712]Job Title and Duties
Your job title is [             ].  The Company reserves the right to vary the scope and nature of your normal duties to take into account changes in the Company's work patterns and practices and the requirements of its customers.
[bookmark: _Toc107905713]Hours of Work
Your normal hours of work are [           ] to [                   ] [Monday] to [Friday], with a daily lunch break of [45] minutes.
The Company reserves the right to change your normal hours of work and days of work where reasonably required by the needs of the Company’s business.
You shall work such hours outside normal hours of employment as the Company considers necessary to meet the needs of its business [without additional remuneration][with pay in accordance with clause 4.2].  Where practicable, the Company will endeavour to give you reasonable notice of any requirements to work overtime, but reserves the right to require you to work overtime at short notice in cases where this is required.
[bookmark: _Toc107905714]Remuneration
Your remuneration shall be a fixed wage of £[          ] per week, payable in [weekly][monthly] instalments by credit transfer (in arrears) to your nominated bank or building society account in Great Britain [on or about the last working day] of each [weekly][monthly] pay period.   
[bookmark: _Ref64784699][bookmark: _Ref404172196] [You will be entitled to paid overtime for the hours you work by agreement with us in addition to your basic [    ] normal working hours. Overtime rates are as follows: -	Comment by Claire Lees: Only include this overtime clause if you want to pay higher overtime rates. You don’t have to pay higher rates for overtime). If you don’t want to, change this clause to the following instead “Any authorised overtime worked by the Employee will be paid at the Employee’s normal basic hourly rate. The Employer does not operate enhanced overtime rates, and no additional premium will be paid for overtime hours worked.”
Weekdays: 			[time and a quarter]
Saturdays:			[time and a half]
Sundays/Bank Holidays:	[double time].]
For the purposes of the Employment Rights Act 1996, the Company reserves the right at any time during employment, or in the event of termination, to deduct from your wages any overpayment made and/or monies owed to the Company by you, including but not limited to any excess holiday, outstanding loans, advances, relocation expenses, fines and the cost of repairing any damage or loss to the Company’s or a third party’s property caused by you. You consent to the Company deducting these sums from your wages.  Such sums shall also be recoverable as a debt by the Company, together with all costs (including legal costs) incurred by the Company in recovering the sums owed.
[bookmark: _Toc107905715]Pension	Comment by Claire Lees: Minimum legal requirement
If an employee is eligible for automatic enrolment, the employer must:
Provide a qualifying workplace pension scheme.
Automatically enrol eligible employees.
Pay a minimum employer contribution of 3% of qualifying earnings.
Ensure a total minimum contribution of 8% of qualifying earnings is paid into the pension (typically 3% employer and 5% employee, including tax relief). 

Who must be auto-enrolled?
Generally, workers who:
Are aged between 22 and State Pension Age;
Earn at least £10,000 per year; and
Work in the UK
must be automatically enrolled.

Workplace pensions: Joining a workplace pension - GOV.UK 
If you are eligible, the Company will automatically enrol you into a pension scheme with effect from either the date when your employment starts or, if we elect to postpone your enrolment, three months from that date.  The Company will make the contributions to the scheme required by law from time to time unless you choose to opt out.  
[bookmark: _Toc107905716]Place of Work
Your normal place of work shall be [                                                            ] but we reserve the right to require you to relocate to any other normal place of work within a radius of 7 miles of those premises.  You may be required to perform your duties wherever required by the needs of our business within the UK whether on a permanent or temporary basis.
[bookmark: _Toc107905717]Holiday entitlement
The Company’s holiday year runs from [1st January] to [31st December].   In addition to the normal eight statutory and bank holidays, you will be entitled to [20] days’ paid holiday in each holiday year (subject to reduction on a pro rata basis if you work part time).  Your holiday must be taken during the holiday year in which it accrues and your holiday dates agreed in advance. Any holiday not taken in the year in which it accrues will be lost. We reserve the right to refuse any specific holiday request.  You may not take more than [10] working days holiday at any one time.  
If you start during the holiday year, you will be entitled to holiday on a pro-rata basis.
We do not normally allow staff to carry unused holiday entitlement forward except in exceptional circumstances and do not normally make payments in lieu of untaken holiday except on termination of employment.  Any decision to allow you to carry unused holiday entitlement forward will be at the absolute discretion of the Company.
Upon the termination of your employment, you shall be entitled to pay in lieu of holiday accrued but not taken or be required to repay any pay received in excess of holiday entitlement, which may be deducted from any sums due to you.  The Company may require you (but shall not be obliged to allow you) to take any unused holiday entitlement during your notice period.
[bookmark: _Ref64792557][bookmark: _Toc107905718]Notification of Absence
In the event of your incapacity for whatever reason you or someone on your behalf should contact [                   ] on the first day of incapacity by [10.00am] to inform [him][her] of the reason for your incapacity and an estimate of your likely date of return if possible.
If the incapacity is due to sickness a self-certification form should be completed following your return to work after a period of absence due to sickness of 7 calendar days or less.  Self-certification forms will be retained in our records.
A medical certificate signed by your doctor as to the reason for the incapacity must be sent to [             ] if you are incapacitated for any period of 8 consecutive calendar days or more to cover the entire duration of your incapacity. The Company reserves the right to require you to undergo a medical examination in cases of extended absence or persistent short term absences and you hereby authorise the Company pursuant to the Access to Medical Reports Act 1988, to have unconditional access to any report or reports prepared as a result of any such examination(s) that the Company may require from time to time.
[bookmark: _Toc107905719]Sick pay
If you are incapacitated due to sickness (including mental illness or accidental injury) and you comply with the requirements in clause 8, you will be paid statutory sick pay if you are entitled to it.
All non-statutory payments paid to you during absence due to sickness or injury will be treated as a loan by us to the extent that compensation for loss of earnings is subsequently recovered by you from a third party (including private insurance) and all such payments will be repayable to us upon your receipt of the compensation from that third party.
[bookmark: _Ref64784164][bookmark: _Toc107905720]Confidentiality
You must not at any time during (except in the course of your duties) or after your employment disclose, copy, reproduce or make use of your knowledge of any confidential information of the Company. Confidential information includes (without limitation) all and any information about business plans, maturing new business opportunities, research and development projects, product formulae, processes, inventions, designs, discoveries or know-how, sales statistics, marketing surveys and plans, costs, profit or loss, prices and discount structures, trade secrets, security procedures, employee information, the names, addresses, contact details and details of the terms upon which the Company trades with customers and potential customers and suppliers and potential suppliers (whether or not recorded in writing or on computer storage disk or tape) which the Company treats as confidential.
[bookmark: _Toc107905721]Termination
Either party shall be entitled to terminate your employment by giving written notice as follows:
(after 4 weeks continuous employment) and until you shall have completed two years’ continuous employment with the Company, not less than one weeks’ notice;
upon completion of two years’ continuous employment, one week’s notice for each completed year of continuous employment up to a maximum of 12 weeks’ notice;
after 12 years of continuous employment, not more than 12 weeks’ notice.
The Company reserves the absolute discretion to make payments in lieu of notice.  Such payments shall be calculated with regard to your basic wage on the date such payment is made, and shall not include any payment in respect of any of the benefits to which you may be entitled.  
You may be dismissed without notice if you commit any act of gross misconduct. 
The Company is not under any obligation to provide you with work at any time during your employment.  Where the Company believes that there is insufficient work to offer you, the Company reserves the right to offer you short time working and lay you off work without pay or lay you off work without pay for a number of your normal working days each week or for a number of hours during a week day or days.
We expect that most employees will wish to retire at around 65 and we will discuss your plans for retirement with you as that age approaches. However, you are entitled to carry on working beyond 65 should you wish to do so.
[bookmark: _Toc107905722]Disciplinary and Grievance Procedures
The Company deals with individual grievances, dismissals and disciplinary matters in accordance with the relevant policies, which do not themselves form part of your Contract of Employment.
[bookmark: _Toc107905726]Collective Agreements
There are no collective agreements which affect the terms and conditions of your employment with the Company.
[bookmark: _Toc107905728]Variations
The Company reserves the right to make reasonable changes to your terms and conditions where such changes are reasonably required in the interests of the business of the Company or as a result of changes in prevailing legislation.
Minor changes to your terms and conditions shall be notified to you by way of general notice; more significant changes will be confirmed to you in writing. 
Trade Union Rights	Comment by Claire Lees: This is a new right from October 2026, so add this clause from this date.
The Company recognises your legal right to join, not join, or leave a trade union of your choice and to participate in lawful trade union activities. The Employer will not subject you to any detriment, disadvantage, discrimination or less favourable treatment because of your trade union membership, non-membership, or participation in lawful trade union activities. These rights are protected by law, including the Employment Rights Act 2025 and related employment legislation.

SIGNED on behalf of  
[                                 ]					……………………… 

SIGNED by [_______________]		    		………………………
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