Pay 3                                  Payroll Bureau Procedures Sheet

                                              CONTRACT OF EMPLOYMENT

Contract of employment between … (EMPLOYER)

 And

NAME:

ADDRESS:

You are employed as ……………………………….at the above address

Your hours of work are …………am to……………PM Monday - Friday  = ……hrs

Rate of pay  £…………….p per hour payable weekly/monthly

Overtime must be authorised by the management and will be paid at a rate of £…………p per hour after completion of normal working hours.

ANNUAL HOLIDAYS

you are entitled to 5.6 weeks annual leave* 28 days
Our holiday year starts from 1st January and ends 31st December

Employment starting or ending between these dates will be apportioned accordingly

You must agree the dates of your holiday with your Department Head for a mutually convenient time. 

PUBLIC HOLIDAYS

Bank Holidays and Public Holidays are included as part of your annual entitlement*

If you leave the employment of the Company, holiday entitlement will be pro-rata to the date of termination and you will normally be expected to take them before you leave. 

SICKNESS

Employees becoming ill will notify their Department head or Management before 10-00am on the first day of sickness. (By phone or fax).

After 3 days of continuous sickness a Medical Certificate will be required and must be produced to the company at the earliest convenience.

Statutory Sick Pay will be paid according to government legislation and only with a valid medical certificate.
No salary will be paid for any unauthorised absence.

All other absences must be notified and authorised.

MATERNITY

All female employees are entitled to maternity leave.

All other aspects of Maternity leave and Pay will be as Government Legislation.

(A copy of which is in the personnel office)

PENSIONS  April 2001 Stake Holder Pensions come into Force.

TERMINATION OF EMPLOYMENT

The company or the employee will give termination of employment in writing 

FOR ACTS OF MISCONDUCT, EMPLOYMENT WILL BE TERMINATED WITHOUT NOTICE.

HEALTH & SAFETY

All employees must strictly observe the Company’s Health & Safety policy

GRIEVANCES

All grievances must be notified to your Department Head or one of the Directors to resolve the matter as quickly as possible.

CONFIDENTIALITY

The company regards as confidential all information concerning the products, customers, suppliers, directors, staff and the company. It is a serious breach of your contract to make use of any information for your own purposes or to disclose this information to anyone else other than in the duties of your employment. Such a breach could lead to your immediate dismissal.

CONDUCT

You are employed in an Industry where your employer’s success depends on the maintenance of the confidence and trust of its customers. You are one of a very important link between employer and customer, your manner, behaviour and appearance are very important. Inefficiency, discourtesy and personal untidiness are unbecoming therefore all employees must maintain high standards in all aspects of their duties and appearance.

Failure to comply may result in disciplinary action being taken. 

 have read the above and agree to this contract            (signature of employee)

Date:

For and on behalf of the company…(signature of employer)

Date… 

