i
vii

CONTRACT OF EMPLOYMENT

Part I of this statement sets out particulars of the terms and conditions in which 

I, 

Of, 

Am employing you, 

Of, 

Part II of this statement sets out information on disciplinary rules, what to do if you are unhappy about a disciplinary decision or wish to take up a grievance, and the subsequent steps to be followed in the disciplinary and grievance procedures.

Your employment with me began on 

Your employment with your previous employer does not count as part of your continuous period of employment.

Part I

1 Job Title and Place of Work

1.1 You are employed as a Personal Assistant 

1.2  Your usual place of work will be at my home (address  as above) or at my workplace. The specific duties and responsibilities of the post are: to support the employer with personal care, social and leisure activities, and household or domestic tasks.

1.3   Full details are set out in the attached job description.

1.4 It is important that employees wear clothing and footwear appropriate to the tasks involved i.e. flat shoes and clothing which permits freedom of movement.

2      Probationary Period

Probationary Period

2.1  There will be a probationary or trial period of 12 weeks.  At the end of this period the employer and employee will meet to review the position.  If both are happy with the situation, the contract will be confirmed and the notice period at 8.1 applies.

2.2   In the event of difficulties, the probationary period can be extended or the contract ended.  During the probationary period, employment can be ended by either side by one week's notice and the employer may at his/her discretion make payment instead of requiring the employee to work any period of notice.

3        Hours of Work
3.1     The basic number of hours each week will be        


Furthermore, the employee will be expected to work additional hours at the employer's request.  The employer will always try to give adequate notice of any request for additional extended hours. 

4
    Rates of Pay
4.1     Rate of pay will be                        . This is a flat rate of pay that takes account of unsocial hours and weekend working and will not vary. Extra hours are paid at the flat rate of pay. Overtime rates are not paid.


    Payments will be made monthly in arrears.

4.2
    The employee will complete a monthly time sheet of the hours worked in any month, not later than the last day of the month so as to enable the employer to agree hours for payment purposes.  Payment will be delayed if the employee is late in submitting his/her calculation of hours.

4.3
    Monies in respect of annual leave taken which, by virtue of the termination of the contract during any annual leave period, are calculated as being beyond the employee’s entitlement for that period maybe deducted from the wages or salary due.

5
      Lateness
5.1

It is necessary for the employee to phone and advise as early as possible should lateness of more than 10 minutes be anticipated. 

6

Holiday Entitlement
6.1

The employee’s annual leave entitlement is for 5.6 weeks paid holiday per year (pro rata), a week being the equivalent of the number of hours/days usually worked per week. Two weeks leave or unpaid leave to be taken when I am on holiday, and the remaining to suit the employee. 

6.2

The annual leave period is from the 1st of April to the 31st of March.  If the employee starts work after the beginning or finishes work before the end of the annual leave period, the employee’s annual leave entitlement will be 1/12th of the annual entitlement for each whole month worked.

6.3

Bank holidays will be booked off as leave or they will be treated as working days and paid at the flat rate of pay. Therefore key holiday periods will be worked according to the rota except by prior arrangement. Any unpaid special leave will be agreed at the employer’s discretion.

6.4

The employee must give 4 weeks minimum notice in respect of holidays, otherwise they will not be authorised.

6.5

From time to time the employer may need to go into hospital or for some other reason may not require the employee's services.  In such circumstances the employer may request that the employee take holiday or, if all holiday entitlement has already been taken or prearranged, be paid a retainer for 2/3 of full pay to 4 weeks and then 1/2 pay for 4 weeks.  The situation will then be reviewed.

6.6

If the employer wishes to take the employee on holiday with him/her to provide assistance, this will be individually negotiated.

7      Sickness 

7.1  If the employee is unable to come to work because of            illness, or for any other reason unable to work, it is expected that employees will first try to arrange cover between them.


     The only payment for sick leave will be Statutory Sick Pay, in accordance with the regulations, which will be paid, provided the employee follows these procedures:



a
Inform the employer at least 2 hours, or at the earliest opportunity, before the employee knows they have to be at work.



b
If the employee is off sick for more than three days, fill in a form SC2 (Employee’s Statement of Sickness).



c
The employee may be asked for a Medical Certificate if the employee is off sick for more than seven days.

8 Notice Period

8.1 The employee will be required to give the employer the  equivalent of 4 working weeks notice.  The employer will give the employee notice of 4 working weeks or the statutory minimum (whichever is greater). The employer may at his/her discretion make payment instead of requiring the employee to work any notice period.

8.2     In view of the nature of the work i.e. provision of personal care, the contract may be terminated if there were to be a significant change in personal care requirements.

9
Confidentiality and Security
9.1
The employee must respect the privacy of the employer (and his/her family).  Many problems can arise if information is given to others.  The employee must maintain a professional approach at all times, keep information gained in the course of the his/her employment confidential and, specifically, should not discuss the employer's household and domestic circumstances with others, save with the employer's specific permission. If the employee does breach the employer’s confidentiality this will be dealt with as a disciplinary issue. 

10

Pensions
10.1

There is no pension scheme attached to this job.

11

 Insurance
11.1 The employer shall obtain Public and Employers Liability Insurance.

11.2 If possessions are damaged by an employee because they have not followed instructions and the item is not covered by insurance the employer shall expect them to contribute towards half the full cost of the replacement.

12
     Maternity Leave

           Please refer to statutory minimums.

13       Paternity Leave

           Please refer to statutory minimums.

14 Adoption Leave/Pay

           Please refer to statutory minimums.

15 Parental Leave

           Please refer to statutory minimums

Part II

Disciplinary Procedure


	1. Purpose of the procedure
The employer’s aim is to encourage improvement in individual conduct and performance. This procedure sets out the action which will be taken when employer rules are breached.
	

	2. Principles
If you are subject to disciplinary action:

• 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;

• at every stage you will be advised of the nature of the complaint and be given the opportunity to state your case. You have the right to be accompanied.

• you will not be dismissed for a first breach of discipline except in the case of gross misconduct, when the penalty will normally be dismissal without notice and without pay in lieu of notice;

• you have a right to appeal against any disciplinary action taken against you;

• the procedure may be implemented at any stage if your alleged misconduct warrants such action.

• If you request you have the right to be accompanied .
	

	3. Informal discussions
Before taking formal disciplinary action, your employer will make every effort to resolve the matter by informal discussions with you. Only where this fails to bring about the desired improvement should the formal disciplinary procedure be implemented.


	

	4. First warning
If conduct or performance is unsatisfactory, the employee will be given a written warning or performance note. Such warnings will be recorded, but disregarded after a period of satisfactory service. The employee will also be informed that a final written warning may be considered if there is no sustained satisfactory improvement or change. (Where the first offence is sufficiently serious, for example because it is having, or is likely to have, a serious harmful effect on the employer, it may be justifiable to move directly to a final written warning.)


	

	5. Final written warning
If the offence is serious, or there is no improvement in standards, or if a further offence of a similar kind occurs, a final written warning will be given which will include the reason for the warning and a note that if no improvement results within the stated period, action at Stage 3 will be taken.


	

	If the conduct or performance has failed to improve, the employee may suffer disciplinary action or dismissal.


	

	6. Statutory discipline and dismissal procedure
If an employee faces dismissal – or action short of dismissal – the minimum statutory procedure will be followed. This involves:

• step one: a written note to the employee setting out the allegation and the basis for it 


• step two: a meeting to consider and discuss the allegation


• step three: a right of appeal including an appeal meeting

The employee will be reminded of their right to be accompanied.
	

	7. 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 dismissal without notice or payment in lieu of notice:

– theft, damage to property, fraud, incapacity for work due to being under the influence of alcohol or illegal drugs, physical violence, bullying, harassment and gross insubordination, undermining the employer’s independence.

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

	8. Appeals
If you wish to appeal against any disciplinary decision, you must appeal, in writing within five working days of the decision being communicated to you to the employer. The employer will hear the appeal and decide the case as impartially as possible in the circumstances.

Grievance Policy

1. Introduction
The employer will try to ensure that employees with a grievance relating to their employment can use a procedure which can help to resolve grievances as quickly and as fairly as possible.

2. Informal discussions
If you have a grievance about your employment you should discuss it informally with your employer.

3. Stage 1
If you feel that the matter has not been resolved through informal discussions, you should put your grievance in writing to your employer. The employer must give a response within five working days in an endeavour to resolve the matter.

4. Stage 2
If the matter is not resolved to your satisfaction, you should put your grievance in writing to your employer who will then arrange a meeting to discuss the matter. The employer will give his/her decision within seven working days of the grievance being received. 

5. Stage 3 

If the matter is still not resolved to your satisfaction the employee has the right to appeal. A meeting will be held at which the employee has the right to be accompanied. After the meeting the employee will be informed of the employer’s decision, which will be final. 

	


I have read the above statement of conditions of employment. I understand the conditions and agree to abide by them. The employer reserves the right to make reasonable changes to the Contract of Employment.

Signature of Employee . . . . . . . . . . .  . . . . . . . . . . . Date . . . . . . . . . . . . . . . 

Signature of Employer . . . . . . . . . . . . . . . . . . . . . . . Date . . . . . . . . . . . . . . .
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