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	INTRODUCTION AND EXPLANATION

The law requires employers to give all employee’s certain information in writing within the first two months of employment. Failure to comply with this requirement could lead to a reference to an Employment Tribunal and, where the employee succeeds in certain other Tribunal claims, could mean you have to make a penalty payment of 2 or 4 weeks gross pay (subject to a capped amount).

This document contains sections for each item of information that you must provide. Please amend or add to each section to ensure that the information provided is correct for your employee.

If the relevant information is included in another document then you can merely refer to this document and advise the employee where they can access the document. The document should be readily available to the employee.

If you require any assistance or advice on contracts of employment please call us on 0114 241 7092.
Disclaimer please read
EL Direct takes reasonable steps to ensure the information contained in this document is correct. 

The details / information provided in this document are intended as a guide only in relation to common situations.  All information is given in good faith and does not constitute legal advice. 
EL Direct Limited, its agents or employees cannot accept any liability for any loss or damage arising, either directly or indirectly, arising from your subsequent acts or omissions when editing, completing or using this document. 
If you have any doubts queries or concerns, you should refer to the relevant regulations and take further professional advice.

Please delete all red text prior to use



	

	Employer’s Name
	This must be the legal identity of the employer. 

· If it is a limited company or limited liability partnership then the full company or partnership name and any trading name must be given

· If it is an ordinary partnership then the names of all partners and any trading name should be given

· If it is a sole trader then the owners name and any trading name should be given



	Employee’s Name
	Give the full known name



	Job Title


	The title of the job the employee is employed to do or a brief description of their duties



	Date employment in this job began
	This is the date the employee commenced employment in their current position

DD/MM/YYYY



	Date continuous employment commenced
	This is the date the employee commenced this period of employment and will take into account employment in other positions within the business and employment with other relevant employers, i.e. with an associated company or where there has been one of more TUPE transfer

DD/MM/YYYY



	Place of work
	Give the address of the employee’s place of work, or where they will work at various locations an explanation of the geographical area in which they will work and the business address

Your place of work will be ENTER ADDRESS.

Or

You will be expected to work at various sites in the ENTER GEOPGRAPHICAL AREA. The business address is ENTER ADDRESS.



	Salary
	This should set out the scale or rate of payment or other method of calculating payment, for example commission

Your salary will be £ENTER AMOUNT per hour/week/month/year.

And / Or

Overtime will be paid at the rate of £ENTER AMOUNT per hour.
And / Or

You will be entitled to commission / bonuses according to the provisions of the company commission / bonus scheme which will be provided to you and updated from time to time.


	Interval of payment
	Please give the intervals at which payment will be made, e.g. weekly, monthly

You will be paid each week / 4 weeks / month / other on ENTER DAY/DATE.

	Hours of work
	You should give comprehensive information about the hours the employee will be expected to work and should define ‘normal’ hours of work and ‘overtime hours’ where appropriate



	Notice provisions
	The length of notice the employee is obliged to give and entitled to receive to terminate the contract of employment. Please note that there are minimum periods of notice that each party must give by law

You must give ENTER AMOUNT weeks’/months’ to terminate this employment.

We must give you ENTER AMOUNT weeks’/months’ to terminate this employment, except where we are entitled to terminate your contract without notice in consequence of your conduct.


	Holiday provisions
	You must detail any terms and conditions relating to the employee’s entitlement to holiday (including public holidays) and holiday pay. The information given must be sufficient for the employee’s entitlement to holiday, including any entitlement to accrued holiday pay on termination of employment to be calculated. Please note that all employees are entitled to a minimum amount of holiday leave each year

You are entitled to ENTER AMOUNT of holiday each year [excluding/including public holidays]

Your holiday year will run from ENTER DATE to ENTER DATE each year

Holidays must be agreed with your line manager / other person
If your employment is terminated by you or us part way through the holiday year then you will be entitled to payment in lieu of any holiday leave which you have accrued but not taken during that part holiday year up to the date of termination.

If you have taken more holiday than you have accrued during the part holiday year up to the date of termination we may deduct from any final salary payment or other moneys owing to you an amount equivalent to the holiday pay you received for that excess amount


	Sickness / injury provisions
	You should give details of any terms and conditions relating to the employee’s incapacity for work caused by illness or injury including:

· Any entitlement to statutory and / or company sick pay

· Any reporting procedures for absence from work

You will be entitled to Statutory Sick Pay in accordance with the current provisions of that scheme and assuming you have followed the company absence reporting procedures.

And/or

You will be entitled to Company Sick Pay in accordance with the company sick pay scheme, details of which are available from ENTER DETAILS. Payment of company sick pay is at the entire discretion of the company.


	Pensions

	You must give any information relating to any pension scheme which the employee may join. If you employ more than 5 people then you must offer access to a Stakeholder Pension scheme. You should also note that over the next 2 years pension auto-enrolment is being rolled out and will affect almost all employers.

The company does not offer access to a pension scheme with this employment.

Or

The company offers access to ENTER TYPE pension scheme. Further details about the scheme and eligibility criteria are available from ENTER DETAILS.



	Contracting out certificate


	You must state whether or not a contracting out certificate issued under the Pensions Scheme Act 1993 is in force. These are issued by HM Revenue and Customs

There is [not] a contracting out in force and applicable to this employment under the Pensions Scheme Act 1993.

	Fixed term provisions


	If the contract of employment is not permanent then you must detail the fixed term provisions of the employment, i.e. that it will end on a certain date, after a certain period of time or after completion of a certain task

There are no fixed term provisions applicable to this employment.

Or

This is a fixed term contract which will terminate on ENTER DETAILS OF DATE/EVENT. Nothing in this clause shall prevent you or us terminating this contract in accordance with any notice provisions applicable to this employment.


	Collective agreements
	You must give the details of any collective agreements which directly affect this employment. These are normally negotiated with trade unions or other employee representatives

	Work outside the UK


	If the employee will be required to work outside the UK for more than 1 month you must state:

· The period during which the employee will work outside the UK

· The currency in which he/she will be paid for the work carried on outside the UK

· The details of any benefits and additional remuneration due in consequence of the work carried on outside the UK

· Any terms and conditions relating to the employee’s return to the UK



	Disciplinary proceedings


	You must detail:

· Any disciplinary rules applicable to this employment

· Any procedure for taking disciplinary decisions (including dismissal) about an employee

· Specify how, and to which person(s), an employee can appeal to in respect of a disciplinary decision taken against him/her

The following disciplinary rules and procedures apply to this employment….

Or

The Company Disciplinary Policy applies to this employment. A copy of this policy is available from ENTER DETAILS.


	Raising a grievance


	Specify how, and to which person(s), an employee  can raise a grievance about any aspect of his/her employment

If you wish to raise a grievance regarding an aspect of your employment you should do so in accordance with the following procedure….

Or

The Company Grievance Policy applies to this employment and any grievance should be raised in accordance with the provisions of the policy. A copy of this policy is available from ENTER DETAILS.




Employer’s signature:
Name:

Position:

Date:

Employee’s signature:

Name:

Date:
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