

Written Statement of Employment Particulars

which, with the Staff Handbook, constitutes your  

written Contract of Employment

Personal Details:

Full Legal Name:   




Usual name:



Address:


Date of birth :                                                  National Insurance No:


1. Commencement of Employment and Continuous Employment
Your employment with this company is subject at all times to your continued entitlement to work in the UK. You must inform us immediately of any change in the basis of your entitlement to work in the UK. 


This contract with the company begins on:  


Your continuous employment date is:   

2.  Job Title

You are employed as a:   

You may be asked to do other reasonable tasks, as required.


3.  Job Location: 

Occasionally you may be asked, with your consent, to work temporarily in another location, either inside or outside the UK.

4.  Pay        




 Your rate of pay is:   




per year gross

· Sundays and Bank Holidays are paid at your usual rate of pay.  
· You are paid by BACS directly into your bank account at fortnightly intervals, one week in arrears. Tax and National Insurance will be deducted if they are due.

5.  Hours of work

· Your hours of work are consistent with the requirements of your job. They will not be less than 35 hours pw.  In accordance with the working time regulations, you should not work more than 48 hours a week on a regular basis.






· Your days and times of work will be variable, as required, usually over no more than 5 consecutive days. You may be required to work at weekends and Bank Holidays according to the needs of the job.

· During an 8-hour day, a 1-hour unpaid meal break will be provided. If you work for more than 4 consecutive hours in a day, at least a 20 minute break will be provided during your work time; any additional break time will be at the discretion of the manager/team leader.

Overtime:  

You will not be entitled to overtime.

6.  Trial period

· There is a trial period 12 weeks. If either party wants to terminate the employment during the trial period, there is two week’s notice on either side. 
· The trial period can only be extended in exceptional circumstances. 
· The Disciplinary Procedure does not apply during the trial period.

· If, at the end of the trial period, conduct and performance have been satisfactory, employment will be confirmed as either permanent or, for fixed-term contracts, as running until the end date specified in Section 10:  ‘Length of contract’. 


Your trial period is due 

to end on:  


7.  Holidays

Your holiday entitlement is: 

Xmas Day

· The whole business is shut on Xmas Day. 

· For all employees, Xmas day must therefore either be a rota’d day off (in which case your holiday balance will not reduce) or be a paid holiday (in which case your holiday balance will reduce). 

· Since full timers at Uddiyana work a standard five day week, if Xmas day falls on a weekday you must take that day as a paid holiday, ie. you will work a four day week and your holiday balance will reduce by one day.
Bank Holidays

· Bank Holiday entitlement is included in your 31 days holiday per year (pro rata), averaged over the year. It therefore accrues for all salaried staff, regardless of whether you work the Bank Holiday or not. 

· You may ask to take the Bank Holiday off in the same way that you request other holiday. If that is agreed, you will have taken one of your 31 days holiday and your holiday balance will reduce. If you work the Bank Holiday your holiday balance will stay the same.
Timing of holidays

· The timing of holidays should be agreed in advance with your manager. 

· You must give notice of twice the leave period you are applying for (eg. if you are asking for one week’s leave, you need to give at least two weeks notice.) 

· Your manager will take your needs into account but under certain business circumstances we reserve the right to refuse individual requests. 

· Different teams in the business have different times of the year when it is not usually possible to take holiday. Your manager will tell you about these periods. 

· Any continuous break over and above two weeks may only be taken with the agreement of the senior manager.

Holiday year

· Your holiday year runs from April to March, specifically, from week 1 to week 52 (inclusive) of the payroll year. You must take your accrued holiday for the year within this period. 
· Any accrued holiday not taken by the end of the holiday year will automatically be carried over into the next holiday year, but has to be taken by the end of June (week 12) at which time it will lapse.
· Holidays should be taken as time off with holiday pay, rather than as extra income in a working week.

Holiday accrual

· During your first year of employment leave must be accrued before it is taken (unless, exceptionally, with the prior agreement of your manager). 

· In your second and subsequent years of employment you may, with the prior agreement of your manager, take leave before it has been accrued. In this case we will use the procedure below to calculate your holiday pay, except that we will use your contractual hours as the average weekly hours. 

· If you are sick long term, holiday entitlement will continue to accrue while you are employed by the company. At the start of a new holiday year in April (week 1) if you are still off sick and not receiving any pay (ie your entitlement to SSP and OSP is exhausted), no payment will be made unless you return to work.  And holiday entitlement will lapse at the end of June (week 12).
Holiday calculation

Your manager receives a report that details the number of holiday hours accrued. Bank Holiday entitlements are included in total holiday hours accrued.  The holiday balance is calculated using the following formula:

· hours worked x  _31_ (days holiday pa)     = holiday hours accrued 

                                           261   (working days pa)

· holiday hours accrued  – holiday taken = holiday balance

Holidays and leaving

· If, when you leave our employment, you have taken less leave than is due for the proportion of the leave year that you have worked, the balance will be included in your last week’s pay (less any tax and NI due).

· If when you leave our employment, you have taken more leave than is due, the excess will be deducted from your final pay.

8.  Absence, sickness and sick pay
· Details of authorised and unauthorised absence can be found in the Staff Handbook under ‘Company Rules’. See also ‘Sickness and Absence Procedures’ in the Staff Handbook. 

· If for any reason you cannot come to work, you should telephone as soon as possible, but no later than one hour after the start time of your work. You should speak in person to your manager, stating the reason for your absence and your likely time of return.
Sick pay has two elements:

· Statutory Sick Pay. The company is legally required to pay Statutory Sick Pay to all employees who pay regular National Insurance contributions, subject to certain rules. SSP will only be authorized if the rules of notification of absence and evidence of incapacity are met.

· Occupational Sick Pay is not a legal requirement but is a contractual benefit offered by the company. Entitlement is based on your length of service at a rate equivalent to your normal pay and includes any Statutory Sick Pay due. 

Occupational Sick Pay will be paid up to the following annual limits.
	Length of service 
	Entitlement to Occupational Sick Pay

	Under 3 months
	Nil

	3 months to 1 year
	2 weeks

	1 – 3 years
	4 weeks

	3 years plus
	6 weeks


If you are sick long term then we may ask your permission to get a medical report from your GP, consultant or an occupational doctor.  This is needed to make a decision about how to support you and your team in the case of long-term sickness.
9. Pension scheme
The Company operates a pension scheme. Particulars of terms and conditions relating to the pension scheme can be found in the Staff Handbook. A pensions contracting-out certificate is not in force for your employment with us.

10.  Length of contract
Delete A or B as necessary

A: Your employment is permanent, subject to notice and to general rights under the law.

OR


B: Your employment contract is for 

     a fixed term and expires on :

11.  Notice

· See Section 6. ‘Trial Period’ for details of notice in that period.

· After the trial period, the company and you will both be required to give four week’s notice, (or, from the company, payment in lieu of notice), up to the end of the second year of employment. 

· From the beginning of your third year of employment, the company and you will both be required to give one additional week’s notice for each further year of continuous employment, up to a maximum of twelve weeks’ notice. 

12.  Company Rules and Disciplinary Procedure
The Company Rules and Disciplinary Procedure are set out in the Staff Handbook.

They are designed to meet the statutory requirements that came into force in October 2004 and to follow good practice.

If you want to appeal against any disciplinary decision you need to approach: 


(2nd level manager):  

13.  Grievance Procedure
The Grievance Procedure is set out in the Staff Handbook. It is designed to meet the statutory requirements that came into force in October 2004 and to follow good practice.

If you have a grievance about your employment you need to approach:


(Immediate manager):  

If you want to appeal against a grievance meeting’s decision you need to approach:


(2nd level manager):

14.  Trade Union Representation.
There are no collective agreements with Trade Unions that affect the terms and conditions of your employment.

15.  I acknowledge receipt of the written statement of employment particulars/written contract

Signed:


Date: 


Signed by

Personnel:  


Date:

Bank Details:



Name of bank/building society:  


Account holder’s name:



Sort Code: 


Account number: 


Building Society roll number:

Emergency contact:
If you wish, you may use the space below to tell us who you would like to be contacted in the event of any emergency:


Name









Relationship to you


Address  

For Office Use only

Is this their main work?     
  

         Yes:
 
              No:
 

 

(Please check P&P manual for definition)


Have they enclosed a P45 from the current    
         Yes:

              No:

or previous tax year?

If no, you need to get them to fill in and enclose a P46.


Entitlement to work in the UK checked?                       Yes:
 
             No:


Home Office Registration applied for?                                           Yes:
 
           No:


Employee No.























� MERGEFIELD Order_name �











� MERGEFIELD Telephone_Number__Home �



























































� MERGEFIELD Payment_Rates �











  


31 days per year (pro rata), including Bank Holidays.




















































































































  


Post Code : 


Phone������������� :   
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