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ON COMPANY LETTERHEAD

Section 1 Statement of Terms and Conditions
Name of Employer
…………………………………………………………. (“the Company”)
Name of Employee
………………………………………………………….

Dear …………………..

This letter is a statement of your terms and conditions as required by Section 1 of the Employment Rights Act 1996.

1. Your employer is  [INSERT NAME OF EMPLOYER].

2. Your employment with the Company began on [INSERT DATE]. Your continuous employment for the purposes of your statutory employment rights also began on [INSERT DATE]. [Either No employment with any previous employer will count as part of your continuous employment with the Company or your period of employment with [INSERT NAME] counts towards your continuous employment]* 

Optional clauses

Your employment is temporary and is not expected to be permanent.

You are employed on a fixed term contract which will expire on [INSERT DATE]
3. You are employed as [INSERT JOB TITLE] and report to [INSERT NAME] 

4. Your normal place of work is [INSERT ADDRESS] or such other locations as the Company may reasonably require.  [Either You will not be required to work outside of the UK for a continuous period of more than one month OR you will be required to work at [STATE LOCATION OUTSIDE OF THE UK] for a period [INSERT DETAILS ANY ADDITIONAL REMUNERATION OR BENEFITS]. The following [INSERT TERMS AND CONDITIONS] will apply on your return to the UK.]

5. You will paid [AMOUNT] per week/month/annum*. Payment will be made at weekly/monthly* intervals [one week/monthly in arrears]* on or around [DATE] per month.  Payments are made by cheque/bank transfer* [ If you are required to work overtime, overtime will be paid as follows [INSERT OVERTIME RATES]*
6. You are entitled to [INSERT DETAILS OF OTHER BENEFITS]

7. Your normal working hours are from [TIME] to [TIME] on the following days[INSERT]. You are entitled to [INSERT LENGTH OF BREAKS AND WHETHER PAID OR UNPAID]. [Either The Company may require you to work such additional hours as are necessary for the proper performance of your duties without additional pay OR you may be required to work overtime in accordance with the following provisions [DETAIL]. ]

8. You are entitled to [INSERT NUMBER] day’s holiday per holiday year.  In the current holiday year you are entitled to [INSERT NUMBER] day’s holiday. [Either This includes OR in addition you are entitled to take   8/all * public holidays in England and Wales [unless you are required to work them, in which case you will be provided with a day in lieu]*  The holiday year runs from [DATE] to [DATE].  

Holidays must be taken in accordance with the Company’s rules. The main rules are as follows [INSERT].
If you have taken more holiday than you are entitled to on termination of your employment, we shall be entitled to deduct from your final salary any over payment of holiday based on [INSERT METHOD OF CALCULATING HOLIDAY PAY]
9. The terms relating to absence due to sickness or injury and the amount of pay are set out in the Company handbook.  However, if you are absent for any reason you must notify [NAME] of the reason for your absence prior to your normal starting time.
10. [During the first month’s employment the notice required to be given by either you or the Company to terminate your employment is [INSERT] ]* Once you have completed a month’s employment, should you wish to resign you are required to give the Company [INSERT PERIOD ONE WEEK OR MORE] notice in writing and the Company is required to give you [INSERT PERIOD OF ONE WEEK OR MORE] written notice to terminate your employment. [After two year’s continuous employment the Company must give you one week’s notice for each year of continuous employment up to a maximum of 12 week’s notice.]**  The Company has the right to terminate your employment without notice and without pay in lieu of notice in the event of gross misconduct or some other fundamental breach of your contract of employment. 
11. [The Company does not operate a pension scheme applicable to your employment. However we shall provide access to a stakeholder scheme, details of which can be obtained from [INSERT NAME].] OR [The Company operates a pension scheme applicable to your employment. Full details of the scheme, including eligibility can be obtained from [INSERT NAME]. ] A contracting out certificate is/is not in force in relation to your employment. 

12. [The terms of your employment are in accordance with the collective agreements from time to time in force and made between the Company and [INSERT NAME OF UNION/S].  You are referred in particular to the following agreements which contain provisions currently affecting your terms and conditions[INSERT DETAILS].] OR [There are no collective agreements affecting your employment].
13. You are referred to the disciplinary procedures that apply to your employment and which are contained in the Company handbook. These procedures do not form part of your contract of employment.   If you are dissatisfied with any disciplinary decision, you can apply in writing to [INSERT NAME] in accordance with our disciplinary procedure.
14. If you wish to raise a grievance, then you should set this out in writing to [INSERT NAME] in accordance with the grievance procedure.  The grievance procedure is contained in the Company handbook. 

Please indicate acceptance of these terms by signing and returning to us the attached copy of this letter.

Yours sincerely

[NAME]

[POSITION]

I agree to the above terms

Signed
……………………………………………………….

Dated
……………………………………………………….

*Delete as appropriate

** Delete if the contractual notice will exceed this

