PRIVATE AND CONFIDENTIAL

Statement of Terms and Conditions of Employment 

	(‘the Company’) 



	Whose registered office is situated at: 



	agree to employ you: 



	As:


	At: 


	from: 

	Continuous employment for the purposes of employment legislation commenced on: 




%document%

This is a contract of employment by agreement between the parties and satisfies the requirement for written particulars of employment as set out in the Employment Rights Act 1996.

1.
Working Time 

1.1
Hours of Work


Your normal working hours will be 08:00am to 16:30pm Monday to Thursday (8 hours per day) and Friday 08:00am to 15:30pm (7 hours), resulting in a 39 hours working week. During the working day you are entitled to a 30 minutes break for lunch which is unpaid and a 10 minute paid morning tea break. 
1.2
Punctuality and Time Off Site 
1.2.1
If you are late on any occasion you must notify Name of the reason for your lateness and your expected arrival time by phone at the earliest possible opportunity. Employees who are repeatedly late may be subject to disciplinary action. The Company reserves the right to deduct wage payments for any period of working time missed due to lateness. 
1.2.2
Any time off site for medical appointments or personal matters must be authorised in advance by Name and recorded on your timesheet as time off site for which you will not receive a wage payment.

2.
Remuneration 

2.1
Wages

At the date of issue of this statement, your hourly rate of pay is £XX per hour. Your wages are paid weekly, in arrears, by credit transfer to your bank account every Friday.

2.1.1 
Timesheets and job lines provided must be completed and communicated to the Office by no later than Day of Week of each week. Failure to submit time sheets may result in a delay in wage payment. The Company strictly forbids you from falsifying timesheets, completing a timesheet on behalf of another Employee or allowing another Employee to complete your timesheet on your behalf. Such behaviour may be regarded by the Company as an act of gross misconduct for which you could be subject to disciplinary action in accordance with the relevant procedures (paragraph 13).  
2.2 Overtime 

2.2.1
You may be required, upon reasonable notice, to work reasonable periods of overtime from time to time in accordance with the needs of the Company. 

2.2.2
Overtime premium rates will only be paid upon completion of normal weekly working hours outlined in paragraph 1.1 (39 hours per week). Overtime rates shall be calculated as follows unless otherwise agreed;
· Monday to Friday – the first four hours after the completion of normal working hours shall be paid at the rate of time and a half, thereafter double time. 

· Saturday – the first four hours shall be paid at the rate of time and a half, thereafter double time. 

· Sunday – all hours at the rate of double time.  
3.
Sickness and Absence 

3.1
If you are unable to attend work because of sickness or any other reason you must personally inform NAME by phone by no later than 08:00am on first day of absence and at agreed intervals thereafter. For the avoidance of doubt, text messages, emails and social media posts are not considered appropriate methods through which to report absence.  
3.2
If your absence is less than eight consecutive days, you must on your return to work complete a Certificate of Absence Form (‘Self Certificate’).

3.3
If your absence is for eight consecutive days or more, a Doctor’s certificate or ‘Fit Note’ must be sent to NAME to cover the period until you return to work.
3.4
The Company may require a Doctor’s certificate or ‘Fit Note’ for all periods of absence and may withhold Sick Pay if it is considered that there is any abuse of misinterpretation or if the absence procedure is not followed.

3.5
In the event of long-term or repeated absence which adversely affects the operation of the Company or your ability to perform your duties, the Company reserves the right to terminate your employment by reason of capability, taking into consideration length of service and other factors considered by the Company to be relevant. 

4.
Statutory Sick Pay

4.1
Provided that you have complied with the procedure detailed in paragraph 3 above, and the Company is satisfied that your absence is due to genuine incapacity for work, Statutory Sick Pay to which you are entitled will be paid. 

4.2
It is your responsibility to make the necessary claims for any available sickness benefit to the Department for Work and Pensions for any period when you are absent due to ill health and you are not entitled to Statutory Sick Pay.

5.
Medical Examination 
The Company reserves the right to require you to attend a medical examination with a Doctor nominated by the Company, in order to determine your fitness for work on general or specific duties and you agree to allow the Company to have access to your medical records. 

6. 
Drugs and Alcohol

You are not permitted to be under the influence of alcohol or other stimulants or illicit drugs during working hours. You are also not permitted to possess, consume, store, sell or purchase alcohol, stimulants or illicit drugs on Company property including Company vehicles and sites on which the Company is operating. 

A failure to adhere to the Company’s position in relation to alcohol and drug abuse will be regarded by the Company as an act of gross misconduct and may therefore result in disciplinary action being taken against you in accordance with the relevant procedures (paragraph 13).  

The Company reserves the right to conduct both random and reasonable suspicion (‘for cause’) tests to ensure compliance with the Company’s stance in relation to drugs and alcohol misuse. If you refuse to participate in the testing procedures your refusal will normally be treated as gross misconduct and action will be taken against you in accordance with the Company’s disciplinary procedure (paragraph 13).      

If you are taking proscribed medication which may affect your working activities then you are obliged to inform management in the first instance before commencing work on site in order that the Company can properly assess your fitness for work.     

7.
Health and Safety

The Company will take all reasonable measures to protect your health, safety, welfare and wellbeing while at work. In order to achieve this objective, and to adhere to prevailing legislation pertaining to health and safety matters, the Company operates a Health and Safety Policy and you are required to familiarise yourself with this document which can be obtained on request from Name / the office.

You have a legal duty to take care for your own health and safety and that of your colleagues while at work by acting at all times in a responsible manner and abiding by the Company’s Health and Safety Policy. The Company expects you to immediately report to management any safety concerns, faults or defects which generate any hazard to anybody affected by the Company’s activities. All accidents and unsafe situations must also be reported immediately and recorded in the relevant Accident Book.
Personal Protective Equipment (PPE) including hard hats, high visibility vests and protective footwear must be worn at all times whilst on site. A permit to work system, method statement or direct managerial instruction may apply to your work activities and stipulate that other forms of PPE such as gloves, ear defenders or safety glasses must be worn and you agree to adhere to these additional requirements. Failure to where the appropriate PPE at the appropriate time may result in the Company pursuing formal disciplinary action in accordance with paragraph 13 (‘Disciplinary Procedure’). 

You must maintain a high level of personal hygiene, attending work in a clean and presentable manner.  You will be issued with Company workwear and are expected to regularly wash your uniforms in order that you can remain suitably attired during working hours in a clean, fresh outfit each day. 
Smoking and vaping are prohibited during working time and in accordance with statutory regulations, you should not smoke or vape within any enclosed spaces during break times. For the avoidance of doubt, smoking and vaping are also prohibited when travelling in Company vehicles.  

8.
Accident and Death Benefit 

The Company will provide you with insurance cover for Accident and Death Benefit through B&CE Holdings Ltd. Death benefit is currently £40,000 and doubles to £80,000 if the death occurs as a result of an accident at work or travelling to and from work. Accident benefit is offered in accordance with the provider’s published scale if an injury is sustained as a result of an accident at work or travelling to and from work. Full terms and conditions relating to the Accident and Death Benefit offered by the Company are available from the office.    

9.
Annual Leave and Holiday Pay
9.1
The Company’s holiday year operates from the second Monday back after the winter break until the consecutive day the following year. In normal circumstances, you will not be permitted to carry forward unused holiday allowance from one holiday year to the next and you will not be entitled to receive payment in respect of unused holidays at the conclusion of each holiday year.
9.2
For a normal working week of 5 days your annual holiday entitlement will be as below and pro rata for other working patterns. 

Annual holiday entitlement is 22 days per annum, in addition to 8 days public holidays, giving a total of 30 days leave each holiday year. As a result, you will accrue holidays at the rate of 0.577 days holiday for every completed week of employment with the Company. 
9.3
On termination of employment, holiday pay will be paid for any outstanding holiday entitlement. However, if you have taken more than your pro rata holiday entitlement at the point of your departure, you will be required to repay including, by way of deduction from any monies payable to you, any pay received in respect of holiday taken in excess of your pro rata entitlement. The Company also reserves the right to require you to take outstanding holidays during your notice period and may also require you to take additional “special leave” during your notice period.  

9.4
If the location/site where your work shuts down for a period the Company reserves the right to require you to use your annual holiday entitlement (or any remaining part thereof) during such a period. There will typically be a shutdown of 10 days across the Christmas holiday period, 5 days at Easter, the first Monday in May (May day public holiday), the summer fair (11 days) and autumn long weekend (2 days) and allowances should be made for such shutdowns when scheduling your annual leave. In addition, the Company may require you to take annual leave on certain occasions and in such circumstances you will be given twice as much notice as the period of annual leave that you are expected to take. 
9.5
Out with the formal shutdown itemised in paragraph 6.4 above, you will be expected to agree dates to fulfil the remaining element of your annual leave allowance by formally requesting periods of holiday at least two weeks in advance of the dates on which you wish to take leave by submitting a Holiday Request Form to Name. The Company reserves the right to decline requests for annual leave in circumstances whereby such leave can not be accommodated or is deemed to be unsuitable due to workload pressures or labour availability.     
9.6
During periods of long term incapacity for work you will accrue holiday entitlements for a maximum period of 18 months. Following an initial period of 18 months absence, you will only recommence accrual of annual leave entitlements upon your return to work.

10. 
Pension 

The Company will adhere to all of the provisions pertaining to ‘automatic enrolment’ legislation contained within the Pensions Act 2011 through the operation of a workplace pension scheme in conjunction with The People’s Pension operated through B&CE of Manor Royal, Crawley, West Sussex, RH10 9QP. 
11. 
Probationary Period 

You are required to complete a 3 month probationary period which will commence at the outset of the employment relationship. Your performance and conduct will be monitored throughout the probationary period and your position with the Company will only become permanent upon satisfactory completion of probation. During the probationary period your employment may be terminated if either party submits written notice in accordance with paragraph 12 (‘Termination’). The Company reserves the right to extend the probationary period where appropriate.   

12.
Termination 

12.1
Notice of Termination to be given by the Company to you;

· Less than one month’s service – 1 day

· After one month but less than two years service – 1 week 

· 2 years service or more – 1 week for each completed year of service up to a maximum

of 12 weeks after 12 years service.

In cases of gross misconduct, the Company reserves the right to dismiss you summarily without notice. 

12.2 
Notice of Termination to be given by you to the Company; 

· Less than one month’s service - 1 day

· After one month’s service but less than 2 years service – 1 week

· 2 years service or more - 2 weeks

12.3
If you have given or received notice of termination, you must, unless otherwise instructed, continue to perform your duties up to the time of your departure for the Company. 

12.4
For the avoidance of doubt there is no automatic right to make and no entitlement to receive a payment in lieu of notice.

12.5
On termination of your employment, you must return to the Company through your immediate Line Manager, all uniforms/clothing, keys, tools, equipment, phones, laptops, vehicles and copies of any Company documentation or property which may have been allocated to you. 

12.6
The Company may deduct from any monies otherwise payable to you on termination a sum equivalent to any monies owed by you to the Company and you agree to such deduction.

13.
Disciplinary Procedure 
Should you fail to meet the required standards of conduct or performance; the following levels of disciplinary sanction will normally be applicable. The formal levels will of course be subject to sufficient investigation and an appropriate hearing in line with statutory provision.

Informal Level

At the absolute discretion of the Company, where appropriate you will be counselled as to your standard of conduct or performance. This is an informal warning which will be noted on your file but does not form part of any formal disciplinary procedure. 

At this level you are not entitled to be accompanied by a fellow employee or Trade Union official. The purpose of counselling is to encourage you to achieve the required standards of conduct or performance by taking constructive and positive steps to achieve early corrective action. 

Not every case will be appropriate for counselling and the Company has the absolute discretion to move straight to the formal stage of the disciplinary procedure.

Formal Level 

Disciplinary Hearing 
The formal disciplinary sanctions outlined below can not be awarded to you without the Company having firstly scheduled a disciplinary hearing to discuss the allegations made against you. You will be provided with at least 48 hours written notice in advance of any disciplinary hearing taking place.   
Accompaniment 

At each and any formal disciplinary hearing you have the right to be accompanied by a companion who is permitted to be a fellow employee of your own choice or a recognised official of a Trade Union. The Company reserves the right to appoint an independent investigating officer, hearing officer of appeal officer from the Scottish Building Federation of which the Company is a Member.  
Formal Disciplinary Sanctions
Verbal Warning
Should your conduct or performance not meet the required standard you will receive a verbal warning by your Line Manager. You will be advised of the reason for the warning, the improvement required and the timescale for improvement.
Written Warning

Should you not respond satisfactorily to a verbal warning, or should a further offence or a more serious first offence occur, you will receive a written warning. You will be advised in writing of the reason for the warning, the improvement required and the timescale for improvement.

Final Written Warning

Should you not respond satisfactorily to a written warning, or should a further offence occur or should a very serious first offence occur, you will receive a final written warning.  You will be advised in writing of the reason for the warning, the improvements required and the timescale for improvement.

Dismissal 

Should you not respond satisfactorily to a final written warning or should a further offence occur the Company will be entitled to terminate your employment.

Alternative Action Short of Dismissal

The Company shall be entitled at its sole discretion to demote you or transfer you from your present position or location, as an alternative to dismissal. Should this action be considered by the Company, however not be accepted by you, then you will be dismissed. Should you accept the demotion or transfer on offer, a final written warning would also be issues in light of the prevailing circumstances. 

General

A verbal warning will normally lapse after six months from the date it was issued.  A written warning will normally lapse after twelve months from the date of issue but will remain on your file. 

The above procedure may be commenced at any stage dependent upon the seriousness and nature of the alleged misconduct.  

Appeal

(a) 
At any stage of the above procedure you have the right to appeal in writing stating the grounds for appeal within 7 days to the line manager of the person giving the warning. 

(b)
The Appeal process will commence with the appropriate manager within 7 days of receipt of the letter. Any decision of the Appeal Hearing will be the final stage of the Company’s procedure.  
Gross Misconduct
Gross misconduct is any deliberate act, or negligent failure to act by you that is detrimental to the good conduct of the Company’s business. 

In order to allow a full investigation to take place you will normally be suspended from work on basic pay. It is emphasised that suspension in and of itself does not constitute a formal disciplinary sanction.  

Summary dismissal without notice will be the normal penalty for acts of gross misconduct. 

The right of appeal against a penalty for gross misconduct is the same as outlined above. 

Listed below are examples of Gross Misconduct.  This list is not exhaustive:

· Theft, unauthorised removal of materials or equipment, fraud, deliberate falsification of Company records (including attendance records and timesheets)
· Breach of the Company’s position relating to the misuse of drugs and alcohol
· Fighting, assault or aggressive, threatening and intimidating behaviour 
· A serious act of insubordination or refusal to comply with a reasonable managerial request
· Deliberate and malicious damage to the property of the Company, clients or work colleagues
· Rude or abusive behaviour to customers, guests, fellow workers or manager
· Gross negligence which causes or might cause unacceptable loss, damage or injury

· Placing Company/Client assets at risk

· Any actions constituting a criminal offence which make you unsuitable for employment or has the potential to bring the Company into disrepute 
· Harassment or discrimination relating to any of the Protected Characteristics detailed within the Equality Act 2010, including harassment or discrimination of a sexual, racial, disability related or religious nature 
· Serious infringement or disregard of the Company’s Health and Safety policy or statutory health and safety regulations

· Failure to comply with statutory requirements

· Bringing the Company into disrepute
· Misuse of Company property including Company vehicles
· Engaging in outside interests without the prior written permission of the Company
· Disregard or breach of the Data Protection legislation 

14.
Grievance Procedure 

The object of the grievance procedure is to enable employees who consider they have a grievance or complaint arising from their employment with the Company to have it dealt with at the nearest appropriate level within as short a time as possible. Anyone wishing to use this procedure can do so freely and without prejudice to their position in the Company. 

In the first instance, if appropriate in the prevailing circumstances, grievances should be dealt with informally by your immediate superior who will attempt to deal with the matter after making such consultations as are necessary. 

If it is not dealt with to your satisfaction, or not believed to be appropriate in the circumstances to address the matter informally, you may invoke the next stage, the formal procedure. You should put your grievance fully in writing to your immediate superior. 
If the complaint or grievance relates to your immediate superior, the grievance can be raised with the next level of Management or through NAME.

You will receive a written response within seven days scheduling a grievance hearing. Every opportunity will be given for your grievance to be stated and thoroughly discussed at such a hearing. As appropriate, further investigation may take place, further grievance hearings arranged and action taken.

You will be issued with a written notice confirming the decision in relation to your grievance.  

At all stages of the grievance procedure you may be accompanied by a fellow employee or a Trade Union official of your choice.

If you remain dissatisfied with the decision, you may within seven days from receipt of the written notice request that the person who reached that decision refers the matter to a more senior appointee of the Company. In such correspondence you must clearly state you reasons for appeal. An Appeal Officer will subsequently be appointed who could be the next manager in line or an independent party identified to hear the appeal, such as a representative from the Scottish Building Federation.  
You will receive a written response within seven days scheduling a grievance appeal hearing. Every opportunity will be given for your grievance to be stated and thoroughly discussed at such an appeal hearing. As appropriate, further investigation may take place, further grievance appeal hearings arranged and action taken.

The Appeal Officer’s person’s decision is final and the grievance procedure is exhausted following this stage.

15.
Standards of Work

The Company expects the highest standards of professional behaviour in relation to all your activities undertaken on behalf of the Company. If appropriate, training will be provided but continual failure to meet these standards could result in disciplinary action.  
16.
Personal Property 
The Company does not insure your personal property including mobile phones, clothing and tools and accepts no liability for loss or damage.  You are advised to arrange your own insurance for your personal property.  

17.
 Company Property

17.1 
The Company expects you to treat all Company property, including equipment, tools and PPE in a responsible and respectful manner, ensuring that they are cleaned, protected and secured when necessary. 

17.2
Whilst the Company is responsible for maintaining Company property, including equipment, tools, plant, and vehicles, you must report any defects to such property to your Site Manager at the earliest possible opportunity and you may on occasion be asked to make a contribution towards the repair and maintenance of such Company property if it is considered appropriate in the prevailing circumstances when taking account of factors such as due care and attention and reporting.     

17.3
You are not permitted to remove Company property including stock, tools and equipment from your place of work without prior authorisation. The removal of stock, tools or equipment without prior authorisation will be treated as theft and may result in disciplinary action being taking against you which could result in your dismissal in accordance with the terms in paragraph 13.    

18.
Changes in Personal Circumstances

You must inform the Company of any change of address, mobile telephone number, email address, details of the bank or building society account into which your wages are paid, emergency contact details or any other pertinent personal circumstances.

19.
Outside Interests

You will devote your whole time, attention, skill and abilities to the Company’s interests during your working hours and at such other times as may reasonably by required by you.  
During your employment with the Company you are not permitted to directly or indirectly be involved in any other business interest, undertake any other employment or accept an additional appointment outside working hours, whether paid or unpaid, regardless of whether or not such activity competes in same or similar field of activity as the Company.  

If you wish to be engaged in any such other employment, additional appointment or have any such outside business interests, you must first seek written permission from a Director of the Company. If you engage in such activities without such permission, this could lead to disciplinary action being taken against you including dismissal.
20.
Confidentiality 

You shall not during or after your employment disclose confidential information belonging to the Company. You have a personal responsibility to protect and maintain the confidentiality of both Company and client information. You must not, except as authorised or required by law or your duties, reveal any confidential information relating to the Company. This obligation will continue after the termination of your employment unless and until any such information comes into the public domain other than through any breach of this provision by you. 

21. 
Place of Work – Mobility 
Your normal place of work is as specified on the front page of this document. In view of the nature of your employment, you are obliged to travel to work at any of the Company’s sites or working locations upon request. Flexibility is important to the Company and these arrangements will allow you to fulfil your working duties.  

22.
Mobile Phone Use and Social Media 
22.1
Non-emergency use of mobile phones for matters unrelated to work during working hours is strictly prohibited. Such behaviour will be considered by the Company to represent an act of misconduct and the Company will therefore be obliged to commence disciplinary proceedings in accordance with paragraph 13 (‘Disciplinary Procedure’).

22.2
Accessing social media during working time is also prohibited. You are not permitted to post any Company or workplace information, details, photographs or recordings on social media without the prior and express consent of the Company. Such behaviour will be considered by the Company to represent an act of misconduct or gross misconduct and the Company will therefore be obliged to commence disciplinary proceedings in accordance with paragraph 13 (‘Disciplinary Procedure’).
23.
Alterations to Terms and Conditions of Employment

The Company reserves the right to make any reasonable minor changes to the Terms and Conditions of Employment set out in this contract from time to time. 

You will be notified of minor changes of detail by way of a general notice to all employees affected by the change and any such change will take effect from the date of notice.  

Following a period of consultation, you will be given not less than one month’s written notice of any significant changes which may be given by way of an individual notice or general notice to all employees.  Such changes would be deemed to be accepted unless you notify the company of any objection in writing before the expiry of the notice period.
24.
Temporary Lay Off and Guaranteed Payments
When you have completed 4 week’s service, should the Company find itself unable to provide you with work due to inclement weather or a temporary shortage of available work of the kind that you are employed to undertake, or for any reason other than because of trade dispute with the Company, then providing you do not unreasonably refuse alternative work, you will be temporarily laid off in accordance with the provisions contained within the Employments Rights Act 1996 (s. 147 to 154). You will receive statutory guaranteed pay during the first five days in which you are temporarily laid off in any rolling 13 week period (‘guaranteed payment’). 
25.
Training

25.1
In order to achieve the standards required by the Company, you may be required to receive training or attend courses in accordance with your own or the Company’s needs. 

25.2
In consideration of the Company agreeing to meet the cost of additional training courses, you must reimburse the costs incurred by the Company if;

a) You voluntarily withdraw or terminate the course early without the Company's prior written consent;

b) You are dismissed or compulsory discharged from the course, unless the dismissal or discharge arises out of discontinuance generally of the course.

c) Your employment is terminated by the Company for any reason prior to completion of the course; or

d) You resign from your employment with the Company either prior to completion of the course or within two years after the end of the course, except that, in the latter case the amount which would otherwise be due to the Company shall be reduced by 1/24th part for each calendar month after the end of the course during which you remain employed by the Company.

26. 
References
This appointment is made subject to satisfactory references, medical report, entitlement to work in the UK documentation and the accuracy of the information provided in your application. Should any of these items be found to be unsatisfactory you will be liable to summary dismissal. 

27.
Collective Agreements

There are no collective agreements affecting the terms and conditions of your employment. 
28.
Handbook 

Additional rules, procedures and policies of the Company are contained within the Company Handbook and you are obliged to familiarise yourself with such policies and comply with their intent. The Handbook may be altered from time to time to reflect good practice and legislative changes. A copy of the Company Handbook is available on request from Name / the office. 

29.
Jurisdiction 

This contract of employment shall be governed by and construed in accordance with Scots Law and Scottish Courts.

I acknowledge that I have received a Statement of my Terms and Conditions of Employment and I have read and understand the contents and agree to abide by its terms. 

Signature of Employee: ​​​​​​​​​​​​​_______________________________
Date: ​​​​​​​​​​​​___________________________ 
Name (Print): ​​​​​​​​​​​_______________________________________
For and on behalf of the Company:

Signed: _____________________________________________  Date: ___________________________
Name (Print): ________________________________________ Position: _________________________                                                                    
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