Contract of employment

This contract, with the documents it refers to, sets out the terms of your employment. It includes the details the law says you must be given in writing on your first day.

Employer: [Company legal name], of [Company address] (we, us, our)
Employee: [Employee full name], of [Employee address] (you, your)

1. Start date. Your employment starts on [Start date]. [No previous employment counts towards your period of continuous employment. / Your employment with Previous employer from Date counts towards your period of continuous employment.] [Your employment is permanent. / This is a fixed-term contract ending on End date.]

2. Job title and duties. You are employed as [Job title], reporting to [Manager title]. Your main duties are [set out in the attached job description / as follows: ...]. We may ask you to carry out other reasonable duties.

3. Probationary period. The first [3 / 6] months are a probationary period. During it we will [review your progress with you regularly], and either of us may end your employment by giving [one week's] notice. [We may extend it by up to X months if we tell you in writing before it ends.]

4. Place of work. You will work at [Address / from home / in a hybrid arrangement, X days a week at Address]. [We will not ask you to move to another place of work without your agreement. / You may be asked to work at ...] [You will not be required to work outside the UK for more than a month. / If you are required to work outside the UK for more than a month, we will tell you in writing how long for, the currency you will be paid in, any extra pay or benefits, and the terms of your return.]

5. Hours of work. Your normal hours are [Hours] on [Days], with [an unpaid lunch break of X minutes]. [You may be asked to work on Sundays / at night / overtime, which is paid at ... / taken as time off in lieu / unpaid.] [Your hours may vary as follows: ...]

6. Pay. Your pay is £[Amount] a [year / hour], paid [monthly in arrears, on or around the Xth of each month] by bank transfer, less tax, National Insurance and other deductions required by law. [Your pay is reviewed each year. A review does not mean it will rise.]

7. Holidays. Your holiday year runs from [1 January to 31 December]. You are entitled to [X] days' paid holiday a year, [plus / including] the public holidays in [England and Wales / Scotland]. This is at least the legal minimum of 5.6 weeks, which is 28 days for someone who works 5 days a week. [Holiday must be agreed in advance with your manager.] [Up to X days can be carried over to the next holiday year.] When your employment ends, you will be paid for holiday you have built up but not taken.

8. Sickness absence and sick pay. If you cannot work because of illness, tell [your manager] by [time] on your first day of absence. For absences of more than 7 days, including days you do not normally work, you will need a fit note from a doctor. You will receive Statutory Sick Pay if you qualify for it. [You will also receive company sick pay of ...]

9. Other paid leave. You may be entitled to other paid leave, such as maternity, paternity, adoption, shared parental and parental bereavement leave, under the law and [our family leave policy, available at ...].

10. Benefits. [You are entitled to the following benefits: ... / We do not provide other benefits.]

11. Pension. If you are eligible, we will enrol you in [our workplace pension scheme], as the law requires. Details of contributions are in [the scheme documents / ...].

12. Training. [You must complete ... training, which we pay for. / We do not require you to complete any training.] [Other training we offer: ...]

13. Notice. After your probationary period, you must give us [one month's] written notice to end your employment. We must give you [one month's] written notice, or the legal minimum if it is longer: one week for each complete year you have worked for us once you have worked for us for 2 years, up to 12 weeks. [We may pay you in lieu of notice.] We may end your employment without notice for gross misconduct.

14. Disciplinary and grievance. Our disciplinary and grievance rules and procedures are in [our employee handbook / the attached policy]. If you have a grievance, raise it with [your manager] in writing.

15. Collective agreements. [No collective agreements affect your terms of employment. / Your terms are affected by the collective agreement with ...]

16. Confidentiality. During and after your employment you must not share or use our confidential information, such as client details, prices and plans, except to do your job or where the law allows.

17. Your personal data. We use your personal data as described in our [employee privacy notice].

18. Changes to this contract. We will tell you in writing about any change to these terms within one month of making it.

19. Law. This contract is governed by the law of [England and Wales / Scotland].

Signed for [Company legal name]
Signature: ______________________________    Date: ______________
Name and title: ______________________________

Signed by the employee
Signature: ______________________________    Date: ______________
Printed name: ______________________________


How to use this template
1. Fill in every highlighted part. Where a bracket offers choices, such as [full-time / part-time], keep one and delete the rest. Remove the highlighting when you are done (select all, then set the highlight color to none).
2. Delete what does not apply, such as a bonus, commission or overtime the job does not have, instead of leaving it vague.
3. Make it match the offer letter. The title, pay, start date and benefits must be the same in both.
4. Give it on the first day. The details in this contract that make up the written statement of employment particulars must be given to the employee on their first day. The pension, collective agreement, training and disciplinary and grievance details can follow within two months, but it is simplest to give everything at once.
5. Check the rules for Northern Ireland if the employee works there: its employment law is separate, and this template follows the rules for England, Scotland and Wales.
6. Have it reviewed. This template is a general starting point, not legal advice. Acas and GOV.UK explain the rules, and a solicitor or HR adviser can review your version before you rely on it.
7. Delete this page before sending. 

Free template from coavon.com/templates
