6a: Standard Employment Contract: Last updated: Jan 2009 [Yellow highlighted words require specific wording].

[FULL NAME OF TRUST]
 EMPLOYMENT CONTRACT

Date:

Parties:

	(1)
	[Full name of Trust]
	(“Trust”)

	
	Company No: [insert number]
Registered Office: [Insert address]
	

	
	
	

	(2)
	
	(“Employee”)

	
	
	


The Trust hereby offers you, the Employee, employment with the Trust and, pursuant to the Employee Rights Act 1996 as amended from time to time, sets out your terms and conditions of employment as follows.  Additional rules and more detailed procedures applicable to your employment are set out in the Staff Handbook, which is available from the Trust.
To accept this offer, please sign below and return one copy of this contract to the Secretary at the Registered Office.

AS WITNESS the hands of the parties hereto:

	Signed by
	

	[Chairman of Trustees]
	……………………………………..

	For and behalf of [Full trust name] 
	[Chairman]

	
	

	Signed by

	

	
	……………………………………..

	(The Employee)
	


Terms and Conditions of Employment

1
Commencement of Employment


This contract [and your period of continuous employment] commence[s] on [date].
[Alternate: Your period of continuous employment commenced on [date] for statutory purposes.]
2
Job Title


Your job title is [*******].

3
Duties 


Your normal duties are: -

(a)
[Insert a short description and/or reference to a job description.]
(b)
You will also undertake such other duties as may from time to time be agreed with, or reasonably requested by, the [Chief Executive or Chairman of the Board].
4
Reporting

For reporting purposes your manager is [name and title].
Alternate: You will report to the Chairman of the Board.
5
Salary


Your salary will be at the rate or rates set out in the Schedule hereto, or such higher rates as The Trust may determine and set out in a revised Schedule from time to time.


Your salary will be paid monthly in arrears by cheque or bank transfer on or before the last weekday of each calendar month.

6
Hours of Work


(a)
Your normal hours of work are nominally [8] hours per contracted day. The normal business hours of the Trust are from [9.00 am to 5.30 pm] from Monday to Friday, including a [30 minute] lunch break. 
(b)
The nature of the Trust and the employment lend themselves generally to flexible working arrangements. There is accordingly a presumption of flexible hours to meet domestic and personal commitments, provided always that you work such hours as may reasonably be required to meet the requirements of the Trust and for the proper performance of your duties.  


(c)
There are no overtime payments and any additional hours worked should be taken as time off in lieu (TOIL) within your flexible working arrangements. TOIL not taken within each calendar year will be lost and cannot be carried forward without the approval of your Manager.  Payment will not be made in lieu of TOIL outstanding at year-end.


(d)
You are required to maintain monthly timesheets of your working hours with the Trust in accordance with the specimen Timesheet set out in the Staff Handbook, and to submit them within a reasonable period after month-end to enable claims or invoices to be made in a timely fashion.
7
Place of Work

[Your home] will be your place of work.

8
Holidays

   
(a)
Unless otherwise set out in the Schedule, you will be entitled to [33 days paid holiday made up of 25 days annual holidays plus 8 public holidays per annum based on a 5-day working week]. Holidays will be accrued on a pro rata basis, and to be taken at such time or times convenient to you as agreed with the Trust. Holidays for part-time working will be on a pro rata basis of the total of 33 days rounded up to the nearest half-day.

(b)
Annual holidays not taken in the calendar year of entitlement will be lost and cannot be carried forward without the approval of your Manager.  Payment will not be made in lieu of holidays outstanding at year-end.

9
Sickness

(a)
If you are absent from work on account of sickness or injury, you (or someone on your behalf if you are incapacitated) must report this to the Trust as soon as practicable.


(b)
For any absence for sickness or injury you will be required to fill out a self - certification form upon returning to work, as set out in the Staff Handbook.  You must provide the Trust with a Medical Certificate, by the 8th day of sickness or injury, if your absence exceeds, or is likely to exceed, 7 days (including weekends).  Thereafter Medical Certificates must be provided to the Trust to cover any continued absence. 

(c)
The Trust reserves the right to refer you for further medical examination by your own doctor or a medical practitioner or consultant nominated by the Trust, in which cases you must authorise your own doctor to disclose any material facts to the nominated medical practitioner or consultant (on a medical-in-confidence basis) and for the medical examiner to report thereon to the Trust.

(d)
If you are absent from work due to sickness or injury, you will be paid amounts from the Trust in each calendar year which, when aggregated with Statutory Sick Pay and/or other National Health Service benefits recoverable, will be equal to: -



(i)
During the first 3 months of such absence - normal net pay; and


(ii)
During the next 3 months of such absence - half normal net pay.
[Alternate: (d)
Your entitlement to sick pay will be in accordance with the appropriate rate of Statutory Sick Pay (SSP). For absence because of industrial injury you will be able to claim the relevant industrial injury benefit.]
(e)
However if the Trust does decide, in its absolute discretion, to make further payments to you (in whatever amount the Trust may decide), any such further payments may be varied or discontinued at any time. 

[Alternate: 9 Sickness: During absence for illness (which includes injury or other disability) you will be entitled to receive a sick pay allowance in accordance with, and subject to, the provisions set out in the Staff Handbook.]
10
Pensions and Life Assurance

(a)
There is an affinity group stakeholder pension scheme (“The Rivers Trusts Pension Scheme”) with Friends Provident applicable to your employment, whereby the Trust agrees to contribute 6% of your salary to the scheme, subject to you contributing 4% of your salary. Details of the scheme are available upon request.

[Alternate: (a)
 The Trust does not provide any pension arrangements for employees.]

(b)
The Trust does not hold a current contracting out certificate issued under the Pension Schemes Act 1993 in respect of your employment.


(c)
There is also a non-contributory life assurance scheme (“Rivers Trusts Life Assurance Scheme” applicable to your employment, whereby, subject to acceptance by the life assurance provider, life cover equal to three times annual salary is provided to employees who are members of The Rivers Trusts Pension Scheme. Details of the scheme are available upon request.

[Alternate (c)
The Trust does not provide any life assurance policy cover for employees.]
11
Disciplinary, Capability and Grievance Procedures

(a)
It is a term of your employment that your conduct and behaviour will be at all times mannerly, and that your duties will be dispatched in an efficient and responsible manner.

(b)
If your work, attendance or behaviour is not satisfactory, the Trust will give you a verbal warning regarding the nature of the inadequacy.  If there is no improvement, the matter will be discussed with you again.  At the same time a formal warning, and a specific period of time to effect an improvement, will be given to you and a written note of these circumstances will be made.


(c)
If you still fail to reach the standards required by the Board, you will be given a final warning in writing by the Trust.  Should your conduct give rise to further justified complaint the Trust shall be entitled to terminate your employment forthwith.

(d)
If a serious offence is alleged against you, an investigation will be conducted as quickly as practicable by a Board Committee convened for such purpose and you will be given the opportunity to put your case either alone or with a person of your choice.  As soon as practicable after the conclusion of the investigation you will be informed in writing of the action which the Trust has decided to take, but if you have been found to have committed a serious offence you will be liable to be dismissed instantly.


(e)
If you are dissatisfied with any disciplinary action taken against you, you may appeal in writing to the Chairman of the Board, whose decision shall be final and binding upon you. 

(f)
If you have any grievance, dispute, query or concern arising from the interpretation or operation of the terms and conditions of your employment, or from any other cause, you should refer orally or in writing to the Chairman of the Board, by whom you will be given a full and fair hearing.  If you are dissatisfied with the decision given thereby, you may refer the matter to a Board Committee convened for that purpose, whose decision shall be final and binding upon you. 


(g)
The disciplinary, capability and grievance procedures of the Trust as set out in the Staff Handbook shall apply only to the extent that they are not inconsistent herewith.

12
Notice


(a)
Subject to statutory notice periods, the period of notice to be given by the Trust or by you to terminate your employment is [three calendar months.]

(b)
The Trust reserves the right to pay salary at the then current rate in lieu of notice.


(c)
Nothing in these terms and conditions shall prevent the Trust from terminating your employment without notice or salary in lieu of notice where you have committed an act of gross misconduct.

13
Private Car and Car Use


(a)
You are expected to have a private vehicle generally available for use in the Trust’s business. You will be entitled to a mileage allowance for all journeys undertaken in your private vehicle on the Trust’s business at the Approved Mileage Allowance Payment rate(s) set out by Her Majesty’s Revenue and Customs. Details are set out in the Expenses Procedure in the Staff Handbook.


(b)
You are responsible for ensuring that your vehicle is adequately insured for business use.


(c)
It is a condition of your employment that you have and keep a current driving licence.  If you are disqualified from driving for any period the Trust reserves the right to dismiss you without notice or payment in lieu.  You must promptly notify the Trust of any accidents in which you are involved whilst driving on the Trust business, any charges of driving offences brought against you, any convictions and of any punishment imposed (other than related to parking tickets or fixed penalty points not causing immediate disqualification).


(d)
Where practicable, for longer journeys you should use public transport or hire a car.

14
Telephone and Internet


The Trust will reimburse the cost of telephone or fax or (dial up) electronic mail/internet calls (plus VAT thereon) made on behalf of the Trust, but not the telephone line rental, apparatus or internet etc. service charges, unless exclusively for the purposes of the Trust’s business.  Details are set out in the Expenses Procedure in the Staff Handbook.

15
Expenses


The Trust will reimburse to you all expenses properly incurred by you in the performance of your duties (basically expenses you would not otherwise have incurred).  Receipts for all payments should be obtained and submitted with the claim for reimbursement wherever practicable.   Details of the Expenses Procedure are set out in the Staff Handbook.

16 
Other Employment


(a)
You must devote the whole of your time, attention and abilities during your hours of work for the Trust to the business of the Trust and shall use your best endeavours to promote the interests and welfare thereof.  Except with the approval of the Trust, you may not, whether directly or indirectly, undertake any other duties, of whatever kind, during your hours of work for the Trust.


(b)
Outside of your hours of work for the Trust, you may not without the consent of the Trust (which will not be unreasonably withheld) engage, whether directly or indirectly, in any business or employment that conflicts with or is in competition with the business of the Trust or that could reasonably be considered to impair your ability to act at all times in the interests of the Trust.
17
Confidentiality


(a)
You must not disclose any information of a confidential nature relating to the Trust or in respect of which the Trust owes an obligation of confidence to any third party during or after your employment except in the proper performance of your duties or as required by law.


(b)
You must return to the Trust upon request and, in any event upon the termination of your employment, all documents and tangible items which belong to the Trust or which contain or refer to any confidential information and which are in your possession or under your control.


(c)
You must, if requested by the Trust, delete all information held in computer retrievable form which contains or refers to any confidential information and which is in your possession or under your control.

18
Intellectual Property


If at any time during the course of your employment you devise any new know-how, method, process or product or improvement thereto, you must disclose the same to the Trust. The Trust shall have the right to apply for intellectual property rights of whatever nature in any country it may desire and you, at the Trust’s request and cost, will do all things necessary to enable such application(s) to be made.  

19 
Health and Safety


(a)
The Trust will take all reasonably practicable steps to ensure your health and safety and welfare while at work.  If you have or receive any health and safety concerns during your employment, you should resolve them or refer them for resolution as soon as practicable to your manager and/or the Board, as appropriate.  If you have reasonable cause to believe that either you or others are exposed to a health and safety risk you should stop the activity or cause it to be stopped and re-assess the situation. The activity must not proceed until reasonable safety measures have been implemented and/or you are satisfied that it is reasonably safe to do so.  It is your legal duty to take care of your own health and safety, that of your colleagues and others working near you.


(b)
If you suffer an injury at or during the course of your employment with the Trust, you must report it to the Trust’s Registered Office so that it can be recorded in the Accident Book.


(c)
The Trust’s health and safety policy, guidelines and organisational chart are set out in the Staff Handbook.

20
Computer Programs/Internet Use


(a)
Any computer provided to you by the Trust shall be used for its sole benefit and no unlicensed or non-authorised programs shall be installed thereon without the consent of the Trust.

(b)
 [Unless automatically backed up on a central server basis] you must routinely back up data held on any computer used for the Trust’s business on at least a 2-weekly basis. 
(c)
 You must take all reasonable care to avoid computer viruses, which shall include maintaining and keeping updated any anti-virus software and not networking your computer with any unauthorised computer system. 


(d)
You must not download or store from the Internet or elsewhere any material of a pornographic or otherwise illegal nature, and where the Trust has reasonable cause to believe that illegal material has been downloaded or stored on the Trust’s computer equipment, you hereby irrevocably agree that the Trust has the right without notice to access the said computer. 


(e)
You may store personal data on any computer provided by the Trust, provided that it does not materially slow up the computer system or cause additional disk storage to be required.  However, the Trust’s computer equipment shall not be used to produce or forward junk Email, and any such material shall be deleted as soon as practicable.  Further details are set out in the Trust’s IT Policy in the Staff Handbook.

 21
Authorised deductions


As a term of your employment, (in addition to statutory deductions) the Trust has the right to make deductions from your salary (or expenses) because of:


(a)
Reimbursement of any advance or loan made to you.


(b)
Any overpayment of salary or other expenses in excess of your contractual entitlement.


(c)
In the event of termination of your employment, any paid holiday taken in excess of your accrued pro rate entitlement.

22
Collective Agreements

There are no collective agreements relating to this employment.

23
Employment outside of the UK

There is no requirement (other than a business trip) to work outside of the UK.


24
Notices and Changes of Terms and Conditions


(a)
Unless otherwise stated, all notices hereunder shall be in writing to the recipient at the relevant address given above or an alternative address provided for service.

(b)
The Trust reserves the right to make minor changes to your terms and conditions of employment and will notify you thereof within 1 month after any such change has taken effect.  Unless you notify the Trust of any objection within 1 month of receipt of the notice of such change, you will be deemed to have accepted it.


(c)
Any substantive changes will be after consultation and agreement with you. 

[NAME OF TRUST] 

EMPLOYMENT CONTRACT SCHEDULE

	Employee:
	

	Salary:
	

	Contracted days per week:
	

	Pension Contribution:
	6% (subject to 4% Employee Contribution)

	Holiday entitlement:
	

	Date of (Main) Contract:
	

	Applicable Date(s) of this Schedule:
	


The parties hereby agree that the details above shall apply to this Employment Contract from the Applicable Date(s) above given.

	Signed by


	

	
	……………………………………..

	For and behalf of  Name of Trust
	[Title of Signatory]

	
	

	Signed by


	

	
	……………………………………..

	(The Employee)
	


