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Template contract of employment

This document is intended to be a guide for further information

please seek advice from a legal professional or you can visit ACAS

at www.acas.org.uk or call their national helpline on 08457 474747
Dear

Please find below the details of your employment. You have been offered the position of 



Subject to reference checks. Please read the details, ask any questions that you have and then sign and date the bottom of both copies.

One copy is for you to keep.

Employment details

	Employers name/s

	


	Address that the employee will work

	


	Date that employment will start – length of contract (if temporary)

	


	Length of trial period

	


	Terms for giving notice of terminating this contract – for the Employer

	


	Terms for giving notice of terminating this contract – for the Employee

	


	Hours of work

	


	Salary/remuneration – standard rate and over time rate

	


	Salary/remuneration – intervals at which it will be paid and by what means

	


	Annual leave entitlement

	


	Sick leave and pay

	


	Pensions and benefits

	


Working outside the UK

If you intend for your employee to work for you outside of the UK for more than 1 month, include the following

	Length of time that the employee will work abroad

	


	The currency the employee will be paid in

	


	Terms relating to how the employee will return to the UK

	


Details of the practical arrangements

	Details of duties/responsibilities

	


	Paying for activities/petty cash - requirements

	


	Animals/pets

	


	Out of hours care

	


	Dealing with conflict/misunderstanding 

	


	Disciplinary procedures – the steps below are the minimum 3 steps that ACAS state must be followed. You may want to provide a more detailed procedure on an additional sheet of paper, for further information and procedures you can contact ACAS.

	Step 1. Provide a letter stating why you have decided to take disciplinary action.

Step 2. Meet with the employee, who has the right to be accompanied by a representative. First state your case, and then listen to the employee’s response. Following the meeting, inform your employee of your decision and inform your employee that s/he may appeal against your decision.

Step 3. The employee may bring an appeal against your decision in a meeting and may be accompanied. If possible, a different or more senior employer should hear the appeal. You should inform the employee of the decision of the appeal.


	Performance review – it’s advisable to review what needs to improve

and what is working well. Plan how regularly this will take place –

we recommend one month following start of employment, then at

the end of the trial period and then less regularly following this
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