EMPLOYMENT CONTRACT

	THIS AGREEMENT IS MADE on __________________________


	BETWEEN
	
	(1)
	





(Employer Name)
 (Employer Address)


	
	and
	(2)
	





(Employee Name)

(Address) (the “Employee”)


This document sets out the terms and conditions of employment which are required to be given to the Employee under Section 1 Employment Rights Act 1996 and which apply at the date hereof. Note the term “Company” relates to the business in which the Employer is trading whether as a sole trader, partnership or Limited company.
1. COMMENCEMENT AND JOB TITLE 

The Employer agrees to employ the Employee from_______________________(Date) on a position of a shop assistant. No employment with a previous employer will be counted as part of the Employee’s period of continuous employment. 
2. WAGES/SALARY
The Employer shall pay the Employee a Standard rate of £____________per ________  payable by Cash, Cheque or Bank Transfer at weekly or monthly intervals on a date agreed by the employee & employer. The Company shall review the Employee’s hourly rate at such intervals as it shall at its sole discretion decide.

Discretionary Bonus

The employer may pay the employee an additional rate of _____________ per month depending on the performance of the employee within the month. This additional payment is completely at the discretion of management and is not based on the hours of employment.

3.
HOURS OF EMPLOYMENT

Normal working hours will be between _____am and ______pm (exact times and days will be determined on a weekly basis by agreement between the employee and employer).

Any overtime will be paid at the employees normal rate of £_____ per hour.

If the employee is likely to be late on any day, the employee must contact the office to inform of the possible late attendance. Any time lost at the beginning of the day must be made up the time must be made up at the end of the day.
Failure to inform the office of possible lateness or failure to make up hours at the end of the day is likely to lead to disciplinary action.

The Employee may take up to 30 minutes for lunch at times agreed in advance by the employer and employee. The Employee may from time to time be required to work such additional hours as is reasonable to meet the requirements of the Employer’s business at the standard rate per hour.

3B
PROBATIONARY PERIOD

The employee will be employed on a probationary period of six months from the date of this agreement. The employer may end employment at his/her discretion within this time frame.
4.
HOLIDAYS

The Employee shall be entitled to the Statutory Holiday allowance (Pro Rata) per calendar year at full pay. Holidays must be taken at times convenient to the Employer and 1 weeks notice of intention to take holiday must be given to the Employee’s supervisor. No more than 2 weeks’ holiday must be taken at any one time unless permission is given by the Employee’s supervisor.

The Employee shall be entitled to payment in lieu of holiday accrued due but untaken at the date of termination of his or her employment. If at the date of termination the Employee has taken holiday in excess of his or her accrued entitlement a corresponding deduction will be made from his or her final payment.

5. SICKNESS

5.1 If the Employee is absent from work on account of sickness or injury, he or she or someone on his or her behalf should inform the Employer of the reason for the absence as soon as possible but no later than 10am on the working day on which absence first occurs.

5.2 The Company reserves the right to ask the Employee at any stage of absence to produce a medical certificate and/or to undergo a medical examination.

5.3 The Employee shall not be paid any remuneration for the first 3 days of sickness. Thereafter the Employee will receive Statutory Sick Pay for the legal minimum length of time provided that the Employee provides the Employer with a medical certificate in the case of absence of more than 3 consecutive days. Entitlement to payment is subject to notification of absence and production of medical certificates as required above.

6. COLLECTIVE AGREEMENTS


There are no collective agreements in force directly relating to the terms of your employment.

7. PENSION

The Employer offers a pension scheme in accordance with current legislation. 
8. TERMINATION

The Employer may terminate this Agreement by giving written notice to the Employee as follows:

(a) 1 weeks notice in the first 12 months of continuous employment

(b) One week’s notice after the first 12 months of continuous employment.
The Employer may terminate this Agreement without notice or payment in lieu of notice in the case of serious or persistent misconduct such as to cause a major breach of the Employer’s disciplinary rules.


The Employee may terminate this Agreement by two weeks written notice to the Employer.

After notice of termination has been given by either party, the Employer may in its absolute discretion give the Employee payments in lieu of all or any part of any notice; or, provided the Employee continues to be paid and to enjoy his or her full contractual benefits under the terms of this Agreement, the Employer may in its absolute discretion for all or part of the notice period exclude the Employee from the premises of the Employer and require that he or she carries out duties other than those specified in his or her job description or require that he or she carries out no duties at all until the termination of his or her employment

9. CONFIDENTIALITY

The Employee is aware that during his or her employment he or she may be party to confidential information concerning the Employer and the Employer’s business. The Employee shall not during the term of his or her employment disclose or allow the disclosure of any confidential information (except in the proper course of his or her employment).

After the termination of this Agreement the Employee shall not disclose or use any of the Employer’s trade secrets or any other information which is of a sufficiently high degree of confidentiality to amount to a trade secret. The Employer shall be entitled to apply for an injunction to prevent such disclosure or use and to seek any other remedy including without limitation the recovery of damages in the case of such disclosure or use.

The obligation of confidentiality both during and after the termination of this Agreement shall not apply to any information which the Employee is enabled to disclose under the Public Interest Disclosure Act 1998 provided the Employee has first fully complied with the Employer’s procedures relating to such external disclosures.

10. NON-COMPETITION

For a period of 2 years after the termination of this Agreement the Employee shall not solicit or seek business from any customers or clients of the Employer who were customers or clients of the Employer at the time during the 2 years immediately preceding the termination of this Agreement with whom the Employee had material dealings.
11. DISCIPLINE AND GRIEVANCE

The Employer’s disciplinary rules and procedures and the grievance and appeal procedure in connection with these rules are set out in the “Disciplinary Rules & Procedure guide” which is attached hereto. 

The disciplinary rules and procedures and the grievance and appeal procedures are non-contractual and do not form part of this contract.
12. NOTICES

All communications including notices required to be given under this Agreement shall be in writing and shall be given to the employee in person or sent by personal service or first class post to the parties’ respective addresses.
13. SEVERABILITY

If any provision of this Agreement should be held to be invalid it shall to that extent be severed and the remaining provisions shall continue to have full force and effect.

14. GOVERNING LAW

This Agreement shall be construed in accordance with the laws of Scotland and shall be subject to the exclusive jurisdiction of the Scottish Courts.

Please acknowledge receipt of this statement and your agreement to the terms set out in it by signing the attached copy of this letter and returning it to the Manager/Director.

The parties hereto have signed this Agreement the day and year first above written.

	SIGNED
	_______________________________
	

	
	Signed by or on behalf of 

	

	
	
	
	

	
	
	
	

	
	Dated: ________________________
	
	


	SIGNED
	_______________________________
	

	
	Signed by the Employee
	

	
	
	
	

	
	
	
	

	
	Dated: ________________________
	
	


DISCIPLINARY RULES AND PROCEDURE 

these rules & procedures do not form part of the employment contract and are therefore non-contractual
1. The Company’s aim is to encourage improvement in individual performance and conduct.  Employees are required to treat members of the public and other employees equally in accordance with the Equal Opportunities Policy. This procedure sets out the action which will be taken when disciplinary rules are breached.

2. Principles: 
(a)

The list of rules is not to be regarded as an exhaustive list.

(b)
The procedure is designed to establish the facts quickly and to deal consistently with disciplinary issues. No disciplinary action will be taken until the matter has been fully investigated.

(c)
At every stage employees will have the opportunity to state their case and be accompanied by a fellow employee of their choice at the hearings.

(d)
Only a Director has the right to suspend or dismiss. An employee may, however, be given a verbal or written warning by their immediate superior.

(e)
An employee has the right to appeal against any disciplinary decision.

3.
The Rules:


Breaches of the Company’s disciplinary rules which can lead to disciplinary action are:

•
failure to observe a reasonable order or instruction;

•
failure to observe a health and safety requirement;

•
inadequate time keeping;

•
absence from work without proper cause;

•
failure to inform employer of reason for absence within timescale set out in section 5.1 of the employment contract;

•
theft or removal of the Company’s property;
•
loss, damage to or misuse of the Company’s property through negligence or carelessness;
•
conduct detrimental to the interests of the Company;

•
incapacity for work due to being under the influence of alcohol or illegal drugs;

•
physical assault or gross insubordination;

•
Use of Company’s IT equipment for non-work related activities.

•
committing an act outside work or being convicted for a criminal offence which is liable adversely to affect the performance of the contract of employment and/or the relationship between the employee and the Company;

•
using abusive language to other staff or customers.

•
Racial, religious or any other discrimination.
•
posting any information about the company and/or any of its directors or employees on the internet or any social media platform that may, in the eyes of the director(s), reflect poorly on the companies/employees/directors image, and/or damage the companies or any employees reputation.
· Falsification of timesheet and/or expenses records

4.  
The Procedure:

(a) 
Oral warning



If conduct or performance is unsatisfactory, the employee will be given a formal oral warning, which will be recorded. The warning will be disregarded after twelve months satisfactory service.

(b)  
Final written warning:  



If conduct or performance is still unsatisfactory, or if a further offence occurs within the 12-month period, a final warning will be given making it clear that any recurrence of the offence or other misconduct within a period of twelve months will result in dismissal.

(c)  
Dismissal



If there is no satisfactory improvement or if further misconduct occurs, the employee will be dismissed. 
(d)  
Gross misconduct 



If, after investigation, it is confirmed that an employee has committed an offence of the following nature (the list is not exhaustive) the normal consequence will be immediate dismissal: 



*  theft or damage to the Company’s property including computer files, leaving company property unattended, incapacity for work due to being under the influence of alcohol or illegal drugs, physical assault and gross insubordination, falsification of time sheets or expenses records,sexual or racial harrassment, use of Company’s property for non-company activities, absence from work for a period in excess of 2 days without proper cause, failure to inform employer of reason for absence within 2 days of absence without proper cause, distruction of company property, posting of negative comments on any social media platform or on the internet.


While the alleged gross misconduct is being investigated the employee may be suspended, during which time he or she will be paid the normal hourly rate. Any decision to dismiss will be taken by the employer only after a full investigation.

(e)
Appeals 



An employee who wishes to appeal against any disciplinary decision must do so to the Director/Owner/Manager within five working days. The employer will hear the appeal and decide the case as impartially as possible. 



The parties hereto have signed this Agreement the day and year first above written.

	SIGNED
	_______________________________
	

	
	Signed by or on behalf of 


	

	
	
	
	

	
	
	
	

	
	Dated: ________________________
	
	


	SIGNED
	_______________________________
	

	
	Signed by the Employee
	

	
	
	
	

	
	
	
	

	
	Dated: ________________________
	
	


