INSERT COMPANY NAME AND/OR LOGO HERE

WRITTEN STATEMENT OF THE MAIN TERMS AND
CONDITIONS OF YOUR EMPLOYMENT

NAME: INSERT FULL NAME

DATE ISSUED: INSERT DATE

This document sets out the terms and conditions of your employment which are required to be given to you
under the Employment Rights Act 1996.
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Employer (“The Compan
Employee

Job Title

Job Duties
You will carry out al onably requested by the e

Place of Work
Your normal

Date of Commencement
Your period of conti

Original Date of Commen
You will be treated

Probationary Period
Your employment
YOUR EMPLOYM
ONE WEEKS NOTI

ect to a probationary period.
ATIONARY PERIOD WITH
IN LIEU.

Hours of Work
Your normal hours

Breaks
The hours that you

Rate of Pay
You will be paid at

Pay Reviews:
Pay reviews take pl

Pay Deductions:
The company rese
Loans made to you
e Any money
e ligenceorb
In any --- deduction

nts

Overtime
You are expected

Collective Agreement
DELETE OR INSE
YOUR TERMS AN
OR

S IN PLACE RELATED TO

Company Car/Use of Co
You may be requir
the Company that

u must confirm in writing to
iness use.

You will be notified
car at any time gi
allowance or, if this

o us withdraw the Company
and replace it with a car
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Data Protection

Disciplinary Procedure

Permanent Contract of Employment

You must take go
recommendations.

as per the manufacturer’s

You must drive sa
alcohol. The use of
You must acquaint

r the influence of drugs or
ed

You must return th f

The Data Protecti
They must be ope
information. The A
charge you the cur
not be allowed to al
discuss items on y
You acknowledge

use personal information.
es when handling personal
ation i. The company may
ata Protection Act. You will
er, you do have the right to

is

You are expected t
out. You are also e
conduct as specifi
Procedures in the
EMPLOYEE CAN
of employment.
If you are:. These p

ve been employed to carry
mekeeping, attendance and
event tils see Disciplinary
SOURCE WHERE THE
f your terms and conditions

ons of employment.

Suspension
Suspension is not

It may be necessar
There is evidence t
your salary and co

pension and you will receive
n.

expected to observ
company, employe
disciplinary rules.
You are expected t
In the

nd ethical way towards the
comply with all company
linary action.

Counselling
In the event of a mi

The objective of th
and to a

session with your manager.
erformance and/or conduct

Verbal Warning
the timescale for im
will remain in your f

hat date. A verbal warning

First Written Warni
In the event that y
verb

quired standard following a

Final Written Warni
commit a first offen
be notified in writi

nal written warning. You will
required, the timescale for



improvement and t
in your file for INSE

| written warning will remain

Dismissal
You will not usual
misconduct.
Procedure
e At any stage of

employee or t

identification
e allow a period o

less is it an act of gross

represented by a company
icial must show proof of

Gross Misconduct
Gross misconduct
conduct of the com
Listed below are
disciplinary offence
the case evidence.

u that is detrimental to the

und guilty of the following
g dismissal depending upon

The list is not exha
e Physical assaul
e Failur responsi
feels neformati
restricted to, on
or confirmation
e Plotting, attem
unauthorisedy.
e Sending abusiv
mail within the
e Accessing or d
email or text kn
e Giving misleadi
e Breach of heal
safety or failing
customer, to ¢
customers, its s
o Wilful disobedi
normally within
e Breach of Licen
o Negligence inr
equipment, pro
has been entru

right to take any action if it
company, including but not
ertime or expenses claims,

stroying, or in any other

ons of any kind including e-
r media.

terial from the Internet or by

endanger the health and
ered by the company, or a
dit upon, the company, its

equest or to perform a duty

unt for, money, keys, stock,
ay be responsible, or which

Serious Misconduc
Where you are fou
level of warning d
these offences. F
employee may be
e Personal use of
o Failure to keep
o Interfere
o Failure to use
storing or acc
responsible, or
e Misuse of cd co
e Unauthorised u

s the penalty can be at any
t an option to consider for
f employment in which an

and/or handling recording,
ich the employee may be
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e Smoking, other
e Smoking in any
e Failure to carry

or the premises at risk.

Appeal Hearings
You have the right
to be specific aboo

against you. You should try
linary action.

The decision will b INSERT NUMBER, EG, 7
days of .......

Garden Leave
¢ You may be re

you are reques

will remain avai

will pay your sal

ice period. In the event that
ring your notice period you
otice period. The Company

Grievance Procedure
In the event of you
you have the right
writing to y

ployment with the company
ou must raise the matter in

u remain dissatisfi
management. The
including holding a
writing within INSE
This decision is fin

peal with the next level of
Il investigate the matter fully
ated to you verbally and in

You have the right
durin

r trade union representative

Health and Safety
Under the Health
Railway Premises

948, the Office Shops and
company has many legal

duties.
e Responsibili explicit and implicit statutory
health and
eing taken
e Duty notto

uirements particularly with

o Responsibili
also Dress

If you are in doubt i
with your immediat

d machinery and moving v

must discuss your queries

Holidays and Holiday Pa
Your holiday entitle
usual Statutory B
adjusted

er annum in addition to the
amount of holiday will be

The Company’s h
changed by t

END DATE and may be

If the location wher
you to take your an

reserves the right to require
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lieu of accrued but untaken
nding holidays during your

On termination of
holiday. The Comp
notice period.

Lay-Offs and Guaranteed
In the event of poo
necessary to redu
force.

whatever reason, it may be
Employment will come into

Medical Examination
The Company rese
an offer of employ
medical reports.

loyment being terminated or
xpenses incurred obtaining

Notices
Any notice given u
giving it and will be

y or on behalf of the party

Pension Scheme

Permanent Health Insura
INSERT DETAILS

Personal Accident Insur
INSERT DETAILS

Private Medical Insuranc
INSERT DETAILS

References
Your employment is subje pany.
Restrictive Clauses
In the event that your emp
e months followi

e Not to be en
competition wit

o Not represent

Each of these clau

e following restrictions

Il be when operational) in
iles.

ity.

Sickness Absence
You are required t
you are not able to

statement. In the event that
anager at the earliest o

PLOYEE HANDBOOK OR
ese procedures do not form

For further details
OTHER SOURCE
part of your terms

ence someone else may do
ey report to your manager.
om your pay and may result

n. In the event that
so on your behalf.
Failure to report yo
in disciplinary actio

see, comment an
specialists who a
Independent Occu
a Doctor who had

ur medical practitioners or
re. The Company, or the
ly for a medical report from
re without your consent.
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Sickness Pay

Termination for Medical

Termination of Employ

Variations to Terms and

Working Outside the Un

Permanent Contract of Employment

You are entitled
interview.

n representative during this

If you or any me
must notify your
against you.

S or contagious disease you
isciplinary action being taken

The sickness year

The company is r tutory Sick Pay (SSP) in add
CSP and/or SSP
provisions in the
payable to emplo
under any clause
CSP or otherwise.

d with the sickness absence
mpany may withhold SSP or
ance contributions. ployment
xhausted your entitlement to

medical reasons if it is the
result of mental or physical

The Company re
opinion that you
illness.

Employment with
company until reti
The following noti
Employer:
INSERT DETAILS

rminated either by you or the

Employee:
INSERT DETAILS

The above entitle
e Summarily dis

no entitlement
e 1 be or becom
The company res
period by paying
been entitled duri

mary dismissed there will be

ental health.
notice or on a shorter notice
fits to which you would have

The company res
intention to do so

f employment. Notice of any
rminate your employment.

In the event that y
be away for, the a
on return to work i

informed of the time you will
and the terms and conditions



Law
The law of Engla
wording of these t
be severed or the
have full force and

atement. If any provision or
nvalid or unenforceable it will
any deletions, will continue to

Queries
Any queries resu
manager.

the first instance, to your

Declaration
I confirm my ac
understand that th
... any express te
confirm that in ent
breach of any ter

ondition set out within it. |
to the date of this contract. |
r this agreement | am not in
d or implied.

Yours sincerely o
Manager’'s Name
Manager’s Sigha

Date:

I confirm my acce

Employee Name:
Employee Signat

Date:

Kindly return the
signing this final p

initialling all the pages and
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