CONTRACT OF EMPLOYMENT

SAMPLE WRITTEN STATEMENT FOR EMPLOYEES 

In accordance with the requirements of the Employment Rights Act 1996, (as amended by subsequent Statutes), this statement describes the main terms and conditions of your employment with:

(Name of Employer)
1.
Employee
Name   


Address   


2.
Date of commencement of employment
Your employment with the practice of :

_______________________________  began on  ___________________ 20 


Previous employment with this or any other practice does/does not count as part of your period of employment.

3.
Probationary period
The first ________  months of your employment will be probationary. 

4.
Job title
You are employed as   


Your work will include   


You may be required to carry out any other duties considered to be within your skill and competence to assist the smooth running of the practice and facilitate the treatment of patients, when it is considered necessary/appropriate by management.

5.
Place of work
Your normal place of work will be   


You may be required to work at other practice locations according to the needs of the practice.

6.
References
Engagement is subject to satisfactory references (where these are requested).

7.
Pay

Your pay/salary is at the rate of _________ per week of _____ days.  Payments for individual days are one fifth of the above rate and pro rata for any part thereof.  This also applies to any days agreed as holidays.

Your salary will be paid weekly/monthly in arrears in cash/by cheque on the ______ day of each week/month.  

Your pay advice will show your basic rate of pay, any statutory or voluntary deductions and the amount of net pay.  If you have any specific queries about your pay these should be raised with:

8. 
Lay off guaranteed pay
Employees may be laid off because of work shortage caused by:

1) the dentist being ill

2) insufficient patients.

Employees temporarily laid off will be entitled to receive a guaranteed payment based on a normal working day, Rate and length of statutory lay-off pay. You're entitled to guarantee pay during lay off or short-time working. The maximum you can get is £28.00 (£29.00 from 6 April 2019 ) a day for five days in any three month period - so a maximum of £140.00 (£145.00 from 6 April).  Employees must have completed one month's continuous service in order to qualify for lay off pay.

A guaranteed payment will not be paid if the lay off is due to an internal dispute where an employee has refused suitable alternative work.

9.
Hours of work
Your basic hours of work (exclusive of lunch breaks) are _______________ hours per week.

Your normal hours of work are:

Monday
from  
  to  


Tuesday 
from  
  to  


Wednesday
from  
  to  


Thursday
from  
  to  


Friday
from  
  to  


Saturday
from  
  to  


You are allowed _____ for lunch, to be taken between _____ pm  and _____ pm.  This is unpaid.

Day to day arrangements will be agreed with: _____________________________________ in accordance with operational requirements. 

10.
Time keeping
All employees are required to show a responsible attitude towards time keeping.  Persistent lateness  will  render  the  employee  liable  to  disciplinary  action, which could lead to dismissal.

11.
Overtime
On occasion it may be necessary for the practice to request that you work additional hours in the course of your duties.  Where the practice requires your services outside normal hours on Monday to Saturdays you will be granted the equivalent time off, by arrangement, at normal pay rates.  All work outside normal hours on Sunday or public holidays will be paid at double time rate (_______  per hour).

12.
Holidays
Option one – employees paid a flat salary whose entitlement excludes public holidays
Your holiday year dates from the commencement of employment*/from__________________*. You will be entitled to four weeks’ paid holiday, excluding public holidays. (After  _____  years’ service, you will be entitled to  _______  weeks’ paid holiday – this is optional).

Option two – employees paid a flat rate salary whose entitlement includes public holidays
Your holiday year dates from the commencement of employment*/from  __________________*.

You will be entitled to four weeks’ paid holiday including public holidays.  (After  _____  years’ service, you will be entitled to  _______  weeks’ paid holiday – this is optional).

*delete as appropriate

The rest of the clause to be used for both options:

The date of your holiday must be agreed with the practice  _______  weeks beforehand.  Holiday pay will be calculated from your basic pay. Holiday entitlements cannot be carried over to the following year unless written permission has been obtained. 

Where employment is terminated or if after three months’ service you choose to leave the practice, a payment will be made on a pro-rata basis in respect of any accrued holiday entitlement that has arisen but not been taken on the date of termination.

A deduction will be made from your final pay on a pro-rata basis for any holiday taken in excess of your entitlement, at the date of termination.

13.
Sickness/injury absence and pay
The rules and procedures relating to unavoidable absence due to sickness or injury, including eligibility for sickness pay, are set out in Appendix 1.  You will be entitled to sickness pay, as shown in Appendix 1, providing you follow the notification and certification procedure specified in the rules.

14.
Notification of absence
If you are unable to attend work, for any reason whatever, you must contact the practice at the earliest possible time on the first day of absence and not later than  _______  to give the reason for absence and, if possible, to say when you hope to return to work. Unauthorised absence will not be paid.

15.
Time off for domestic emergencies
The practice will provide reasonable time off to deal with family emergencies. Requests should be made to  

16.
Medical treatment
Appointments for visiting the doctor or hospital should as far as possible be made outside working hours.  Where an appointment can only be made within working hours, permission must be obtained from: 
  

17.
Jury or witness service
If you are required to attend for jury or witness service you must provide written evidence from the court and keep the management informed during the duration of your absence.  You should claim the allowance set by the court and the practice will make up the additional loss of pay resulting from such service.

18.
Maternity
An employee who is pregnant has the right to time off with pay for antenatal care.  This includes appointments with the GP or hospital and parent craft classes.  An employee who stops work to have a baby has the right to a period of maternity leave.  There are certain provisions concerning payment, time off and returning to work which the practice will discuss with you.  Further information can be obtained from  


19.
Adoption Leave

An employee who adopts a child may be entitled to adoption leave and pay.  Further information can be obtained from  

20. Paternity Leave

An employee who has a wife or partner, who gives birth to or adopts a child, may be entitled to two weeks’ paid paternity leave.  Further information can be obtained from  


21.
Parental and family leave

Employees with at least one year’s continuous service are entitled to unpaid parental leave if having or adopting a baby.  Further information is available from  


22.
Copies of the practice’s maternity and adoption policies are obtainable from  


23.
Pensions (choose option 1 or 2)
Option one:
All employees are covered by the Government pension scheme.  There is no “contracting out” certificate in force and no other pension scheme is in operation

Option two:
There is a practice stakeholder pension scheme in operation, which you may join if you wish.  Further details may be obtained from  


24.
Health and Safety
The practice policy is to provide as safe and healthy working conditions as possible and to enlist the support of employees towards achieving this end.

While overall responsibility rests with your employer, all staff have a legal duty to take reasonable care to avoid injury to themselves or others by their work activities, and not to interfere with or misuse any clothing or equipment provided to protect health or safety.  Any accident to a member of staff in the course of their activities must be entered in the accident book held in the ____________ office.  Copies of the practice's health and safety policy can be seen in the ___________ office.

25.
Trade union membership
It is recognised that eligible employees are free to join or not to join a trade union.

26.
Notice
You are entitled to receive a minimum of one week's notice of termination of employment after one month's employment, increasing to two weeks after two years' continuous service.  Thereafter you will be entitled to receive a further week's notice for each additional year's service up to a maximum of 12 weeks after 12 or more years' service.  After one month's employment you are required to give the practice  _______  week's notice.

The practice reserves the right to waive notice periods and make a payment in lieu.  If you terminate your employment without giving your contractual period of notice, the practice reserves the right to make a deduction from your final pay up to  the maximum of the amount which you would have been paid in salary during the appropriate notice period.
27.
Grievance procedure
Should you have any query, grievance or complaint regarding your employment or the terms and conditions relating to that employment, you should raise the matter initially with _____________________________________The full procedure is set out in Appendix 2.

28.
Disciplinary rules and procedures
The full disciplinary rules and are set out in Appendix 3.  

29.
Immunisation
It is a condition of your employment that you are immunised against Hepatitis B in accordance with guidelines issued by the Department of Health.  Charges, where incurred, will be met by the practice.

30.
Professional indemnity cover (for operating PCDs – hygienists and therapists only)
It is a condition of your employment that you maintain professional indemnity cover or insurance for the clinical work that you undertake and that you produce your cover certificate to the practice for inspection annually

30. 
Equal opportunities
The practice is committed to working towards equal opportunity for every employee.  Our equal opportunities policy is attached at Appendix 4 and you are required to abide by it.

31.
Changes in terms and conditions
Should there be any agreed change in your terms and conditions of employment you will be informed within one month of the change taking effect by personal written notification.  In addition, any master document relating to your terms and conditions will be updated.

Signed



on behalf of



date



I confirm that I have received the original statement of terms and conditions of employment relating to my employment with and I accept them and will be bound by them:

______________________________________________ of which this is a copy.  

Signed



Date



The Contract should include with it copies of the following as part of the document:

· EQUAL OPPORTUNITIES POLICY

· SICKNESS/INJURY ABSENCE AND PAY POLICY

· DISCIPLINARY PROCEDURE

· GRIEVANCE PROCEDURE

