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UKIE CONTRACT TEMPLATE 

EMPLOYMENT AGREEMENT
IMPORTANT NOTES – PLEASE READ BEFORE USING THIS DOCUMENT
1. This document has been prepared by Ukie Associate Member, Harbottle & Lewis. It is a basic employment agreement intended to be used as a starting point for UK-based businesses wishing to employ full-time, UK-based, junior-level employees only, i.e. those working 5-days per week, for a full working day from 9am to 5.30 pm. This document is therefore not suitable for freelancers, consultants or workers, or any part-time or casual employment, and it would not be suitable for senior personnel such as directors or executives. It is unsuitable for overseas employees or employers or fixed-term employees.

2. This document sets out the particulars required by the  Employment Rights Act 1996. It also incorporates a number of additional provisions which have been drafted with the protection of the employer in mind, such as enhanced intellectual property and confidential information provisions.
3. This document does not provide a complete legal solution or an exhaustive list of provisions. Therefore, it is recommended that you consider obtaining legal advice if additional protections are needed or when more tailored drafting or specific scenarios are planned.  

4. You should refer to the notes throughout this document and delete / amend clauses for the particular circumstances. Please ensure that you read all of the supplementary footnotes when using this document. You will need to remove the footnotes and references before issuing the agreement.
5. This document has been prepared in light of applicable English law as at March 2020 and will not reflect any subsequent changes to the law after that date. 

6. This document is intended to be used as a simple starting-point for a first draft of the document and does not constitute legal advice from Harbottle & Lewis LLP.  You should seek legal advice if you intend to make any changes to the document. Please contact Yvonne Gallagher (yvonne.gallagher@harbottle.com) if you wish to discuss any aspect of the document.
7. The following page contains additional Clauses that you may wish to consider including in the agreement and employment policies that you may wish to adopt.
1. Additional Clauses
· Bonus  
· Commission 

· Paid overtime

· Provisions for part-time working, casual working, term-time working or any other form of atypical working (and adjusted holiday pay provisions)
· Fixed-term employment
· Disciplinary and grievance procedure wording (NOTE: This must be included if no self-standing disciplinary and grievance procedures exist)

· Fiduciary duties

· Overseas working for more than 1 month

· Christmas shutdown
· Director Clause
· Enhanced sick pay scheme

· Detailed pension scheme wording

· Employee benefits, including life assurance, health insurance, private medical insurance, car allowance/company car, relocation expenses etc.
· Email/internet use contractual provisions and restrictions
· LinkedIn contacts ownership

· Provisions protecting any group companies (i.e. holding companies or subsidiaries) or other associated companies (e.g. investors)
· Post-termination restrictive covenants

· Outside interests Clause
· Change of control Clause
· Repayment of training costs Clause
· Confidentiality obligations (longer form)

· Monitoring of communications 
2. Recommended employment and/or HR policies:
· Disciplinary Procedure

· Grievance Procedure

· Maternity Leave /Paternity Leave Policy 

· Parental Leave Policy

· Flexible Working and Time Off for Dependents

· Health and Safety Policy 

· Anti-Harassment Policy 

· Equal Opportunities Policy 

· Whistleblowing Policy 

· Expenses Policy

· Email/Internet/Communications/telephone use 

· Data Protection Policy 
· Dress code

· Anti-Corruption and Bribery
· Staff Handbook (which may include all or some of the above policies)
	Dated



20[(]

	Contract of Employment 

1. [INSERT NAME OF COMPANY] 


2. [INSERT NAME OF EMPLOYEE]


	
	


THIS EMPLOYMENT AGREEMENT made on



20[(] 
BETWEEN
(1)
[INSERT NAME OF COMPANY], a company incorporated in England and Wales (company number: [INSERT NUMBER]) of [INSERT ADDRESS] (Company); and

(2)
[INSERT NAME OF EMPLOYEE] of [INSERT ADDRESS] (you and your).

IT IS AGREED as follows:
1. Commencement of Employment, Term and Probationary Period
1.1 Your employment with Company [will commence] OR [commenced] on [INSERT START DATE] and shall continue subject to termination under Clause 9. No employment with any previous employer counts as part of your period of continuous employment with Company.

1.2 Your continued employment is subject to satisfactory completion of a probationary period during which Company will assess and review your performance.  The first 3 months of your employment will be a probationary period although this may be extended by Company for such period as Company considers necessary.  At any time during or at the end of your probationary period your employment may be terminated by Company by serving 1 week’s prior written notice.
2. Duties and Capacity

2.1 Your job title is [INSERT TITLE].

2.2 Your normal work duties are as detailed in the job description attached in Schedule 1 to this Agreement. You may be required to undertake other duties from time to time as Company may reasonably require.  

2.3 Until otherwise notified by us, you are required to report to [INSERT NAME/JOB TITLE].

2.4 You agree to faithfully and diligently perform your duties, to act at all times in the best interests of Company and to promote the interests of Company, which includes immediately reporting to Company any wrongdoing which you become aware of concerning any employee, worker or contractor of Company. 
2.5 You are required to comply at all times with Company’s rules, policies and procedures in force from time to time including any email, internet or telephone policy and any anti-corruption and bribery policy and related procedures. 

2.6 You must not be engaged by, employed by or interested in any other business while you are employed by Company unless you have obtained prior written consent from Company. 
2.7 You warrant that you are entitled to work in the United Kingdom (UK) in the position of  [INSERT JOB TITLE] and will notify Company immediately if you cease to be so entitled at any time during your employment with us. You will as and when requested provide original documents to us evidencing your ability to work in the position of  [INSERT JOB TITLE] in the UK.

3. Salary

3.1 You will be paid a salary at the rate of £[INSERT GROSS YEARLY SALARY] per annum, less deductions for taxes and national insurance. 
3.2 Your salary will accrue from day to day and shall be paid in arrears by transfer to your bank or building society account. Your salary is payable by [monthly instalments] on or around the [last] day of each [month].

3.3 Your salary may be reviewed and increased without affecting the other terms of your employment.  You will be notified in writing of any change to the rate of your salary.  There is no obligation on Company to increase your salary. 

3.4 We will be entitled at any time during your employment and on or following termination to deduct from your salary any monies due from you to us including (without limitation) any outstanding loans, advances, excess holiday pay or overpayment of salary, benefits and/or expenses.
4. Hours of Work

4.1 Your normal hours of work are on Monday to Friday between the hours of [INSERT TIME]am to [INSERT TIME]pm, with a lunch break of one hour.
4.2 It is anticipated that you will be able to carry out your duties within your normal working hours. [However, to the extent that you carry out any overtime work, payment of additional remuneration will be subject to prior written agreement with Company] OR [you will not receive additional remuneration for hours worked in excess of your usual contracted hours]. 
4.3 Pursuant to the terms of Regulation 5(1) of the Working Time Regulations 1998, as amended (the “Regulations”) you agree that the maximum average working time of 48 hours for each 7 day period which is contained in Regulation 4(1) of the Regulations shall not apply in relation to your employment with the Company under the terms of this Agreement.

4.4 You may terminate your agreement to opt-out of Regulation 4(1) of the Regulations pursuant to Clause 4.4 above at any time by giving 3 months’ written notice to the Company of termination.  Upon such termination the other terms of your employment under this Agreement will remain in force and will not be affected.
5. Place of Work

Your normal place of work will be [INSERT ADDRESS] or such other place as Company may notify to you. If you are required to work outside the UK for a consecutive period of more than one month, the Company will provide you with the prescribed information. 
6. Holidays
6.1 You will be entitled to [20
] days’ holiday during each holiday year.  You are also entitled to take all Bank and Public Holidays normally observed in England and Wales.
6.2 During holidays you will be entitled to your normal rate of pay.

6.3 Company’s holiday year runs from [1 January] to [31 December
]. If your employment starts or finishes part way through the holiday year, your holiday entitlement during that year will be calculated on a pro-rata basis, rounded up to the nearest half day. 

6.4 You must give at least 2 weeks’ notice of proposed holiday dates and these must then be agreed with Company.
6.5 If for any reason you do not take all your holiday in a holiday year,  you will not be entitled to carry forward untaken holiday entitlement to a subsequent holiday year unless a period of statutory maternity, paternity or adoption leave has prevented you from taking it in the relevant year. You will be deemed to have taken statutory holiday first.

6.6 You will not be paid in lieu of untaken holiday other than on termination of employment, if you have accrued but untaken holiday entitlement. The amount of such payment in lieu will be 1/260 of your basic salary for each untaken day of entitlement under Clause 6.1 for the holiday year in which employment terminates. However Company may, at its discretion, require you to take such outstanding holiday during any notice period.  

6.7 If you have taken more holiday than your accrued entitlement at the date of termination of your employment, Company will be entitled to deduct the appropriate amount from any payments due to you (which deduction will be on the basis that each day of paid holiday is equal to 1/260 of your salary).

7. Notification of Absence and Sick Pay

7.1 You will let us know as soon as possible on the first morning of absence if you are unable for any reason to come to work, and you must keep us updated throughout any period of absence.

7.2 In respect of absence lasting 7 calendar days or fewer (including Saturday and Sunday) you are not required to produce a medical certificate unless you are specifically requested to do so.  You must, however, complete a self-certification form immediately after you return to work after any absence of more than 1 working day.

7.3 In respect of absence lasting 8 calendar days or more (including Saturday and Sunday) you must provide us with a medical certificate from your GP as to the reason for your absence through illness or injury.  Further medical certificates must be provided for if your absence continues for longer than the period of the original certificate. 

7.4 If you are absent from work due to sickness or injury and comply with the requirements of this Clause regarding notification of absence you will be paid Statutory Sick Pay (SSP) (if eligible). Your qualifying days for SSP purposes are Monday to Friday.
7.5 You consent to a medical examination (at Company’s expense) by a registered medical practitioner nominated by Company should Company so require. You agree that any report produced in connection with such examination may be disclosed to Company and that Company may discuss the contents with the medical practitioner, and you will give any such authorities as are required for this. We reserve the right to immediately cease to make any payments otherwise due to you under Clause 7 if you fail to attend any such examination without reasonable cause or if Company is advised that you are fit to return to work and you do not do so immediately. 
7.6 If you have been absent due to sickness for more than a continuous period of 10 days and wish to return to work, Company will be entitled to require that you remain absent on sick leave until such time as the nominated medical practitioner has reported that you are fit to return to work.

8. Pension

We will comply with our pension duties in accordance with Part 1 of the Pensions Act 2008. This means that, subject to the eligibility rules of auto-enrolment, you will be automatically enrolled into the [insert name of pension plan], which is a defined contribution pension scheme, administered for the Company by [insert name of pension company]. Both you and we (the Company) will make contributions to the scheme based on a percentage of your salary. You may opt-out of the scheme by contacting [insert name of pension company] either by telephone or via their website. Details of the scheme will be provided to you once you have been enrolled. 
9. Other Benefits

9.1 You may be eligible to participate in schemes providing the following benefits subject to the terms and conditions of such schemes from time to time in force.  Notwithstanding any provision of this agreement or any other document provided to you in connection with your employment, the provisions of the relevant scheme will prevail. Details of the schemes are available from  [name/position/department]]:

9.1.1 [Private medical insurance;]

9.1.2 [Death in service insurance; and] 

9.1.3 [Permanent health insurance.]

9.2 We reserve the right to terminate without replacement or substitute such schemes or amend the scale of benefits of such schemes, including the level of benefits.

9.3 The provision of any such scheme does not in any way prevent us from lawfully terminating this agreement in accordance with the provisions of this agreement even if to do so would deprive you of membership of or cover under any such scheme.

9.4 We are not obliged to make payment to you under any of such schemes unless we have received full payment from the scheme providers for that purpose.

10. Lay-Off and Short Time Working
[If there is a reduction in work, we may temporarily lay you off without pay or reduce your working hours and your pay proportionately on giving one week's notice in writing. Depending on the circumstances you may have a statutory right to a guarantee payment. ]

11. Termination and Notice Period 

11.1 After successful completion of your probationary period referred to in Clause 1.2 the prior written notice required from you or Company to terminate your employment will be:

11.1.1 one week’s written notice until you have completed two years’ continuous service; and 

11.1.2 once you have completed two years’ service, one week’s notice for each completed year of service up to a maximum of twelve weeks’ notice for twelve full years’ service or more.

11.2 If you fail to give notice of termination in accordance with Clause 11.1 Company may elect by notice in writing to you not to accept such breach of this Agreement and if such election is made this Agreement will remain in full force and effect.

11.3 We will in Company’s absolute discretion have the right (but not an obligation) to give you pay in lieu of any notice of termination (whether such notice is given by us or you) (the Payment in Lieu). The Payment in Lieu will consist of basic salary only and will not include any payment in respect of holiday, benefits, or any other remuneration.  The Payment in Lieu may be made in monthly instalments at the time Company would have made payments to you had notice been given.  
11.4 Notwithstanding Clause 11.3, you will not be entitled to receive any Payment in Lieu in circumstances where Company would otherwise have been entitled to terminate your employment without notice in accordance with Clause 11.6, whether or not Company was aware of such circumstances at the time Company exercised its option to make the Payment in Lieu.  Furthermore, Company will be entitled to recover from you, and you undertake to repay, any Payment in Lieu (or any part thereof) which has already been paid to you, such payment to be recoverable by us as a debt.
11.5 During the notice period referred to in Clause 11.1 (or such lesser period as Company may notify to you) Company may require you to remain away from your place of work and not to contact any other employee, customer or supplier of Company (Garden Leave). You will be entitled to receive your contractual benefits during any such Garden Leave period. This Agreement will remain in full force and effect during such period and Company will not be obliged to provide you with any work and you may not work for any other person, firm or company without Company’s prior written consent.

11.6 Company will in any event be lawfully entitled to dismiss you at any time without notice or Payment in Lieu (Summary Dismissal) if you:

11.6.1 commit a serious or repeated breach of your obligations as an employee or are guilty of gross misconduct;
11.6.2 cease to be entitled to work in the UK;
11.6.3 commit drunkenness or disorderly conduct (including being under the influence of alcohol or illegal drugs or misusing legal drugs) whilst at work or on the business of Company;

11.6.4 conduct yourself in such a manner, during or outside work hours, which is prejudicial to Company’s interests or reputation or which adversely affects your suitability for your duties; 

11.6.5 commit dishonesty or fraud of any sort including abuse of the sickness self-certification or expense reporting procedures; 

11.6.6 are charged with any criminal offence; 

11.6.7 commit any breach of any Company policy on anti-corruption and/or bribery or related procedures; or
11.6.8 commit any breach of Clauses  16 or 17 of this Agreement. 

12. Training

You will [be entitled to] [carry out] [                          ] training. We will cover the costs of this training. [OR]  You will not be required to undertake any specific mandatory training  during the course of your employment.

13. Disciplinary and Grievance Procedures
13.1 We deal with disciplinary and grievance matters in accordance with Company’s disciplinary and grievance procedures, a copy of which is available from [INSERT NAME].  

13.2 The disciplinary and grievance procedures may be altered by Company from time to time, do not form part of this Agreement and are not contractually binding.

13.3 We reserve the right to suspend you on full pay and not provide you with work for the purpose of investigating any allegations of misconduct or negligence against you or any matters relating to any disciplinary or grievance situation.
14. Office Rules and Procedures

14.1 You are expected to comply with all Company rules and procedures  issued to you from time to time. Company reserves the right to modify withdraw or initiate any rules or procedures as Company deems fit. Due notice of any such changes will be given to you.
15. Company Property 

15.1 All property belonging to Company including (but not limited to) [any car, fuel card, company credit card, tablet, keys, security pass, identity badge,  mobile phone or laptop and all and/or any tangible Confidential Information] (as defined below) must be returned to us at any time on request and in any event prior to the termination of your employment (and any copies taken irretrievably deleted). 

15.2 You undertake that you will copy to Company and then irretrievably delete from the hard disk of any private computer used by you or any magnetic or optical disk or memory which is in your possession or under your control, all documents, drawings, graphics and information belonging to or obtained from or prepared for Company or any or any of its or their respective customers or clients and you will inform Company of any passwords used by you in order to access such documents, drawings, graphics and information.

16. Confidentiality 
16.1 You will not during your employment or at any time afterwards (unless authorised to do so by Company or by a Court):

16.1.1 directly or indirectly use for your benefit or the benefit of any other person;

16.1.2 disclose to any other person; or

16.1.3 through any failure to exercise all due care and diligence cause or permit any unauthorised disclosure of

any trade secrets or Confidential Information (as defined below) relating to or belonging to Company or Company’s agents, customers or prospective customers or suppliers which you obtained by virtue of your employment or in relation to which Company is bound by an obligation of confidence to a third party.

16.2 Confidential Information includes, without limitation, any information relating to [Company’s suppliers or licensors and their terms of business, details of customers or clients or licensees and their requirements, the prices charged or other terms of business with customers or clients or licensees or suppliers or licensors, any software developed or licensed by Company, any unpublished product or its content, financial information, results and forecasts, details of staff and their remuneration, ideas, business methods, financial, marketing development or manpower plans, sales agreements, computer systems and know-how or trade secrets or other matters connected with the products or services manufactured marketed provided or obtained by Company
] or any information which you are told is confidential or on a reasonable assessment would consider to be confidential or any information which has been given to Company in confidence by customers, clients, suppliers or other persons, other than information which is in the public domain other than as a result of any act or omission by you.
16.3 For the avoidance of doubt, this Clause does not preclude you from making a disclosure of Confidential Information insofar as such disclosure is protected by the Public Interest Disclosure Act 1998.

17. Intellectual Property 

17.1 You acknowledge that, because of the nature of your duties and the particular responsibilities arising from the nature of your duties, you have, and will have at all times while you are employed by Company have, a special obligation to further the interests of Company.

17.2 You acknowledge that all Employment IPRs and Employment Inventions will automatically belong to Company to the fullest extent permitted by law. To the extent that any Employment IPRs or Employment Inventions do not vest in Company automatically, you hold them on trust for Company and hereby assign the Intellectual Property Rights in them to Company absolutely with full title guarantee and with effect from their date of creation (and this assignment will operate to the extent necessary as a present assignment of future copyright and/or any other Intellectual Property Rights).

17.3 You agree:

17.3.1 to give Company full written details (including where appropriate details of how they function and may be implemented) of all Employment Inventions and all Employment IPRs promptly on their creation;

17.3.2 to keep all Records in your possession, custody or control safe and secure throughout your employment and, at Company's request and in any event on the termination of your employment, promptly to give to Company all Records in your possession, custody or control;

17.3.3 not to register or patent or attempt to register or patent any Employment IPR or any Employment Invention unless requested to do so by Company; and

17.3.4 to keep confidential each Employment Invention, Employment IPR and Record and all details of them unless Company has consented in writing to disclosure by you.

17.4 You unconditionally and irrevocably waive all your present and future moral rights which arise under the Copyright Designs and Patents Act 1988, and all similar rights in other jurisdictions relating to any copyright work which forms part of the Employment IPRs, the Employment Inventions or the Records and agree not to support, maintain or permit any claim for infringement of moral rights in any such copyright work.

17.5 You acknowledge that, except as provided by law, no further remuneration or compensation other than that provided for in this Agreement is or may become due to you in respect of your compliance with this Clause, the Employment IPRs or the Employment Inventions.

17.6 You undertake to use your best endeavours promptly to execute all documents and do all acts both during and after your employment by Company as may, in the opinion of Company, be necessary or desirable to vest the Employment IPRs and the Employment Inventions in Company, to register them in the name of Company and/or to protect and maintain the Employment IPRs, the Employment Inventions and the Records.  Company agrees to reimburse your reasonable expenses of complying with this Clause 17.
17.7 You agree to give all necessary assistance to Company to enable it to enforce its Intellectual Property Rights against third parties, to defend claims for infringement of third party Intellectual Property Rights and to apply for and secure registration of Intellectual Property Rights, where appropriate throughout the world, and for the full term of those rights.

17.8 For the purposes of this Clause:

17.8.1 Employment Invention means any Invention which is made wholly or partially by you at any time during the course of your employment with Company (whether or not during working hours or using Company premises or resources);

17.8.2 Employment IPRs means Intellectual Property Rights created by you in the course of your employment with Company (whether or not during working hours or using Company premises or resources);

17.8.3 Intellectual Property Rights means patents, rights to Inventions, utility models, design patents, copyright and related rights, trade marks, service marks, trade names, domain names, rights in characters, rights in get-up (including in layout, displays, graphics and look and feel), rights in goodwill, rights to sue for passing off, unfair competition rights, rights in designs, rights in computer software (including in source code, object code, screen displays and user interfaces), database rights, topography rights, rights in confidential information (including in know-how and trade secrets) and any other intellectual property or analogous intangible rights, in each case whether registered or unregistered and including all applications (or rights to apply) for registered rights, and renewals, reversions, divisions, extensions or revivals  of, any such rights, and all similar or equivalent rights or forms of protection which subsist now or will subsist in the future in any part of the world, together with all rights to bring, make, oppose, defend or appeal proceedings, claims or actions and obtain relief and retain any damages recovered in respect of any infringement or other cause of action arising from or relating to any such rights throughout the world; and

17.8.4 Invention means any invention, idea, discovery, development, improvement or innovation, whether or not patentable or capable of registration, and whether or not recorded in any material form. 

17.8.5 Records means all original and copy correspondence, papers, documents, drawings, diagrams, photos, transparencies, specifications, flow charts, algorithms, models, manuals, tests, instructions, data and other records or materials which embody, record, store or relate to any of the Employment IPRs or the Employment Inventions or their process of creation, together with all preliminary work for or drafts, revisions, versions, extracts or abstracts of any of them.

18. Data Protection 

18.1 You shall comply with the Company’s policies on privacy and data protection, in force from time to time. Failure to comply with such policies may be dealt with under the Company’s disciplinary procedure and, in serious cases, may be treated as gross misconduct leading to summary dismissal.

18.2 For the purposes of:

18.2.1 the administration and management of your employment, including all remuneration and benefits associated with your employment;

18.2.2 operating the Company’s business; and

18.2.3 compliance with applicable procedures, laws and regulations

the Company and its duly authorised agents and employees will collect, store and otherwise process your personal data. This will be both electronically and manually (including without limitation information contained in email, email attachments and other forms of electronic communication). The Company is committed to processing your personal data (including sensitive data) only where it has a lawful reason to do so and where that processing will not be excessive. A more detailed explanation of this processing will be provided to you separately upon request and you should also refer to any Company Data Protection Policy from time to time in force.

19. Collective Agreement
There are [no] collective agreements in force which relate to your employment hereunder. 
20. Changes to your Terms of Employment

20.1 We reserve the right to make reasonable changes to any of your terms and conditions of employment.

20.2 You will be notified in writing of any change to the particulars of your employment at the earliest opportunity and in any event within one month of the change.

21. Miscellaneous

21.1 The headings are inserted for convenience only and shall not affect the construction of this Agreement.

21.2 The Contracts (Rights of Third Parties) Act 1999 shall not apply to this Agreement and no person other than you and Company shall have any rights under it.

21.3 This Agreement sets out the entire agreement and supersedes any previous agreement or understanding between us relating to this subject matter.

21.4 In the event of any conflict between the terms of this Agreement and the terms or provision of any policy or procedure of Company, the terms of this Agreement will prevail. 

21.5 A failure to exercise or a delay in exercising any right, remedy or power provided under this Agreement or by law shall not constitute a waiver of such right, remedy or power or a waiver of any other right, remedy or power. No single or partial exercise of any right, remedy or power shall prevent any further exercise of it or the exercise of any other right, remedy or power.

21.6 Any notice under this Agreement shall be in writing and may be delivered personally, sent by  electronic mail, or sent by recorded delivery (including UPS/Fed Ex overnight) and in the case of a notice by the Employee sent by recorded delivery, shall be addressed to the registered office for the time being of Company and in the case of a notice by Company sent by recorded delivery, shall be addressed to the Employee at the address given in this Agreement (or such other address as may be notified by the Employee hereunder) and any such notice shall be deemed to have been duly served if delivered personally, upon delivery,  if sent via electronic mail, upon receipt of confirmation of delivery, and if sent by recorded delivery, in the ordinary course of post and in proving service by recorded delivery it shall be sufficient to prove that the envelope containing the notice was properly addressed and prepaid and posted.
21.7 This Agreement may be executed in any number of counterparts, each of which, when executed and delivered shall constitute a duplicate original, but all the counterparts shall together constitute the one agreement.

21.8 This Agreement and any non-contractual obligations arising out of it shall be governed by and construed in accordance with English law and the parties to this Agreement shall submit to the exclusive jurisdiction of the English courts.  

	SIGNED for and on behalf of 
[COMPANY] by [INSERT REPRESENTATIVE NAME]
	)

)

)

)

)

)

)
	

	
	
	


	SIGNED by 
[INSERT EMPLOYEE NAME]
	)

)

)

)

)

)

)
	

	
	
	


Schedule 1
Job Description
[This should include the following matters:

· Details of the work to be carried out;

· The location(s) where the services are to be performed;

· Reporting Procedure; and

· Any milestones, financial goals, targets for completion of particular projects]
� 	Note: The contract provides for statutory sick pay only, which most employers are required to pay by statute (save in certain circumstances). It is open to employers to pay a more generous rate of contractual sick pay.


� 	Note: An employer may wish to impose post termination restrictive covenants (e.g. non-compete, non-poaching, non-solicitation of customers, suppliers or material employees), so as to seek to prevent employees from causing damage to Company or its business  for a limited period following termination. Such restrictions are most commonly found in the employment contracts of key or senior personnel, and they will only be enforceable provided that they are tailored to the specific circumstances and go no further in scope and duration than is necessary to protect the employer’s legitimate business interests; they must not constitute a restraint of trade. You should therefore seek separate legal advice.


� Working Time Regulations Opt-Out. Remove if employee’s hours are to be subject to the 48 hour per week WTR limit. 


� 	Note: 20 days, plus 8 Bank Holidays, is the statutory minimum paid holiday entitlement for a full-time employee (i.e. 5.6 weeks). Employers can, however, offer a more generous holiday entitlement. This calculation will be unsuitable for part-time employees. 


� 	Note: please confirm or amend





� If any of these benefits are offered to employees


� Optional lay-off and short-time working provision 


� 	Note: this Clause contains the minimum notice periods as required by statute from the employer. A longer or shorter notice period is possible from the employee.


� Provide details of any training that will be open to employees or which they must carry out. 


� 	Note: please consider this list carefully and delete or add any further categories of valuable or secret information
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