


STATEMENT OF TERMS AND CONDITIONS OF EMPLOYMENT (the ‘Statement’) 

dated the ____________ day of _______ 20__



BETWEEN:

EMPLOYER: 	__________________________________ (the “Employer”)

AND

EMPLOYEE:  	__________________________________(the “Employee”)


In accordance with the Employment Rights Act 1996, this Statement, together with any expressly contractual documents identified in it, forms your Contract of Employment and sets out particulars of the main terms on which the Employer employs the Employee. The Employee Handbook contains the Employer’s policies, procedures, rules and working practices. Unless a particular provision is expressly stated to be contractual, the Employee Handbook does not form part of this Contract and may be reasonably amended from time to time.

Job title	

You are employed as [insert job role] and your duties will be as advised by [insert name/role]. Your duties may be modified from time to time to suit the needs of the business.
The Employee agrees to be employed on the terms and conditions set out in this Statement. The Employee agrees to be subject to the general supervision of and act pursuant to the orders, advice and direction of the Employer.
The Employee will perform any and all duties as requested by the Employer that are reasonable and customarily performed by a person holding a similar position in the industry or business of the Employer.
The Employer may make changes to the job title or duties of the Employee where the changes would be considered reasonable for a similar position in the industry or business of the Employer. 
The Employee agrees to comply with the Employer's lawful rules, policies, procedures and working practices, including those concerning work schedules, annual leave and sickness absence, as they may from time to time be reasonably adopted or modified. Unless expressly stated otherwise, such policies and procedures do not form part of this Contract.

The Employee warrants that they have a legal right to work in the UK in line with the requirements as set out in the government's guidance.    

Commencement of employment
	
[Select from the paragraphs below and delete as applicable]

Your employment [delete as appropriate – began/begins] on [insert date]. No previous employment counts as part of your period of continuous employment.

[OR]

Your employment [delete as appropriate – began/begins] on [insert date]. Your previous employment with [insert Employer name] counts as part of your period of continuous employment, which therefore began on [insert date].


Probationary period 

You will be subject to an initial probationary period of six (6) months commencing on your first day of employment.

During this period, your performance, attendance, conduct, capability and overall suitability for the role will be assessed.

The Employer reserves the right to extend the probationary period by up to a further three (3) months where:

· performance or conduct has not yet reached the required standard;
· attendance has been unsatisfactory; or
· additional time is reasonably required to assess suitability for the role.

Any extension of probation will be confirmed to you in writing, including the reasons for the extension and the objectives to be met.

During probation (including any extension), the Employer may terminate employment with the notice set out in this contract under Termination of Employment. The Employer may also terminate employment without following the full disciplinary or capability procedures that apply after successful completion of probation.

Successful completion of probation will be confirmed to you in writing.

Place of work

[bookmark: PlaceOfWork_Fixed]You will normally be required to work at/from [insert details]. 

[Optional] The performance of your role requires an element of travel [delete as appropriate – within a [insert details] mile radius of this address/throughout the United Kingdom].

You will not be required to work outside the United Kingdom.

Training entitlements 
[bookmark: _Hlk128210179]
You may be entitled to take part in various training courses which the Employer may provide, or may arrange provision of via an external provider, from time to time. More information on the types of training available are available from your Employer. 

Hours of work

Your normal hours of work are [insert time] to [insert time] on [insert days]. Your normal contracted hours are [insert number] hours per week. You may be required to work reasonable additional hours as necessitated by the needs of the business.

[OR]

Fixed days and times of work

Your normal days and hours of work are:

Monday	……………am to ……………pm
Tuesday	……………am to ……………pm
Wednesday	……………am to ……………pm
Thursday	……………am to ……………pm
Friday		……………am to ……………pm
Saturday	……………am to ……………pm
Sunday	……………am to ……………pm

Overtime

You may be required to work overtime or additional hours when authorised and as necessitated by the needs of the business. Overtime is paid at your standard rate. 

[bookmark: _Hlk128210368]Break entitlement

[Select from the paragraphs below and delete as applicable]

You will receive a 20-minute unpaid break if your working hours in any day are more than six.

[OR]

You are entitled to an unpaid break lasting [insert number] minutes each day.

Remuneration

Your salary is currently £[insert amount] per [delete as appropriate – hour/week/month/year] to be paid [delete as appropriate – weekly/fortnightly/monthly] on the [insert day] of each [delete as appropriate – week/month] by [delete as appropriate - cash/cheque/credit transfer], [delete as appropriate - in arrears/part in arrears and part in advance].

[Optional] Any changes to your pay as a result of a review will be advised to you in writing. You should not expect an annual increase to your pay. 
You understand and agree that any additional remuneration paid in the form of bonuses or other similar incentive remuneration will rest in the sole discretion of the employer. The discretionary nature of any bonus paid means the Employer reserves the right not to pay a payment, or to vary the amounts due. The terms of a bonus may be revised or withdrawn, at any time without compensation.
[bookmark: _Hlk128210398]The Employer will reimburse reasonable, authorised business expenses incurred by the Employee in connection with their duties, in accordance with the Employer's current expenses policy. The Employee must obtain any required approval and provide acceptable receipts or other supporting documentation. Ordinary commuting costs are not reimbursable unless the Employer expressly agrees otherwise.

Holidays

Your holiday year begins on [insert date] and ends on [insert date] each year. Your statutory paid annual leave entitlement is 5.6 weeks and is inclusive of any public or bank holidays. Any additional contractual holiday entitlement will be confirmed separately in writing.

[Include where applicable] For part-time employees working regular hours, entitlement is calculated on a pro-rata basis.

In your first holiday year, statutory entitlement will be proportionate to the amount of the holiday year remaining and, for a regular-hours employee, may accrue at one twelfth of the annual entitlement on the first day of each month in accordance with the statutory rules.

Because of the nature of our business, you may be required to work on a public or bank holiday where it falls within your normal working days and the Employer requires you to do so.

If you work on a public or bank holiday that would otherwise have been treated as annual leave, the equivalent leave entitlement will remain available to take at another time agreed in advance with the Employer. No enhanced rate of pay applies unless the Employer has expressly agreed otherwise in writing.

[Optional] Once you have reached [insert length of time] continuous service with the Employer, your annual leave entitlement will increase by [insert number] extra days’ annual leave for every [delete as appropriate – complete years’ service/holiday year], up to a maximum of [insert number] extra days’ leave after [insert number] [delete as appropriate – complete years’ service/holiday years].

[Select from the paragraphs below and delete as applicable]

For periods of annual leave, you will receive your normal rate of pay.

In the event of termination of employment your entitlement to accrued annual leave will be calculated and any annual leave accrued but not taken will be paid for.

However, in the event of you having taken any holidays in the current holiday year, which have not been accrued pro-rata, then the appropriate payments will be deducted from your final pay.

It is our policy to encourage you to take all of your holiday entitlement in the current holiday year. Carry-over is not permitted except where required by law or agreed in writing.

[Optional] The Employer may consider permitting untaken leave to be carried over from one leave year into the next. This will only be considered in exceptional circumstances, at the sole discretion of the Employer, and only when you have taken all of your statutory minimum entitlement in that holiday year.

The Employer operates a holiday booking procedure and all requests for holiday should be made using this procedure. Holiday requests must be authorised by management, therefore it is not advisable to make any firm arrangements eg flights/hotels before authorisation is obtained. 

You may not normally take more than two working weeks consecutively. In exceptional circumstances you may be permitted to take annual holiday in excess of two weeks at the sole discretion of management.

You should give at least [insert details] notice of your intention to take holidays of a week or more and [insert details] notice is required for odd single days. Holiday dates will normally be allocated on a "first come - first served" basis whilst ensuring that operational efficiency and appropriate staffing levels are maintained throughout the year.

You may be required to reserve sufficient holiday entitlement to take at a time set by the Employer. We will endeavour to give you as much notice of this as possible and also of any subsequent amendment to the requirement to take leave on certain dates. 

You may be required to take all or part of any outstanding holiday entitlement at any time as directed by the Employer. 

Family-related and other statutory leave

You may be eligible for statutory family-related and other leave and pay, subject to the applicable eligibility, evidence and notice requirements. Eligibility for leave and eligibility for statutory pay are not always the same. Statutory entitlements may include:

· statutory maternity leave 
· statutory paternity leave
· statutory adoption leave 
· shared parental leave 
· parental bereavement leave 
unpaid parental leave
neonatal care leave

Further information about statutory leave procedures is set out in the Employee Handbook or is available from [insert name/job title]. The Employee Handbook is non-contractual unless a particular provision is expressly stated to be contractual.

Sickness absence - reporting requirements

If you are unable to attend work due to sickness or injury, you must personally notify the Employer by telephone on the first day of absence at the earliest possible opportunity and no later than 7.30am, unless there are exceptional circumstances which prevent you from doing so.

Notification must be made to [insert name/job title]. Text messages, emails or messages passed via colleagues are not acceptable unless expressly authorised.

You must provide:

· the reason for absence;
· the expected duration of the absence; and
· regular updates as reasonably requested by the Employer.

If you are absent for more than seven (7) consecutive calendar days, you must provide a fit note from your GP or other authorised medical professional. Further fit notes must be provided to cover the entire period of absence.

Failure to comply with the sickness reporting and certification requirements may be treated as a conduct or attendance matter. Any effect on Statutory Sick Pay will be determined only in accordance with the statutory SSP rules in force at the time.

The Employer reserves the right to make reasonable contact with you during periods of sickness absence and to require attendance at sickness review meetings.

Sickness absence management

The Employer actively manages sickness absence to ensure the effective operation of the business.

This may include, but is not limited to:

· return-to-work meetings following any period of sickness absence;
· formal sickness review meetings;
· setting attendance improvement targets;
· medical referrals or requests for medical information (with your consent);
· adjustments where reasonable and appropriate.

Repeated short-term absences, patterns of absence, or unacceptable levels of sickness absence may result in formal action being taken, up to and including dismissal, in line with the Employer’s absence management and disciplinary procedures.

Sick pay and SSP

You will be entitled to Statutory Sick Pay (SSP) in accordance with the statutory rules in force at the time of absence. The Employer does not operate a contractual sick pay scheme unless confirmed separately in writing.

From 6 April 2026, SSP is payable to eligible employees regardless of earnings and from the first full day of sickness absence. The applicable rate and calculation will be the statutory rate/formula in force at the time.

You must comply with the sickness notification and evidence requirements in this Contract. Failure to do so may be managed under the Employer’s attendance or disciplinary procedures and may affect SSP only where the statutory rules permit.

· 
· 

No contractual sick pay is payable in excess of SSP unless the Employer has expressly agreed otherwise in writing.

Where the Employer reasonably believes an absence or claim may not be genuine, it may investigate the circumstances and take appropriate action in accordance with the law and the Employer’s procedures. SSP will not be withheld or recovered except where permitted by the statutory rules.

Long term sickness absence

For the purposes of this contract, long-term sickness absence is defined as a continuous period of sickness absence lasting four (4) weeks or more.

Where an employee is absent due to long-term sickness, the Employer will take reasonable steps to:

· obtain medical advice regarding the employee’s condition and likely timescale for return to work (including via occupational health, with the employee’s consent);
· maintain reasonable contact with the employee during the period of absence; and
· consider whether any reasonable adjustments could facilitate a return to work.

The employee is required to:

· maintain regular contact with the Employer as reasonably requested;
· provide up-to-date fit notes covering the entire period of absence; and
· co-operate with any medical referrals or requests for information, subject to their legal rights.

Where medical evidence indicates that the employee is unlikely to return to work within a reasonable timescale, or that they are unable to perform the duties of their role on a sustained basis, the Employer may consider alternative options, including:

· a phased return to work;
· temporary or permanent adjustments to duties or hours;
· redeployment to a suitable alternative role (if available).

If, after a reasonable period of review and consultation, and having considered all reasonable adjustments, the employee remains unable to return to work or sustain satisfactory attendance, the Employer reserves the right to terminate employment on the grounds of capability due to ill health, in line with a fair process.

Termination in these circumstances will be with contractual or statutory notice (whichever is greater), unless the employee is dismissed for a reason justifying summary dismissal.

Nothing in this clause prevents the Employer from managing sickness absence during probation, or from terminating employment during probation where long-term sickness renders the employee unsuitable for the role.

Pension

The Employer operates a workplace pension scheme and will assess you for automatic enrolment in accordance with the legislation in force from time to time.

Full details of the pension scheme will be provided or made available when required. If you are automatically enrolled and wish to opt out, you must follow the opt-out process provided by the pension scheme/provider. The Employer will tell you how to do this and will comply with its automatic re-enrolment duties.

Benefits

[bookmark: _Hlk128210578][Select from the paragraphs below and delete as applicable]

In addition to any set out elsewhere in this statement, you are entitled to receive only those benefits that are currently available as required by law or as described in the [delete as appropriate – set out in the employee handbook/set out in the staff handbook/ as detailed in the attached policy].

[OR]

Aside from any set out elsewhere in this statement, of those required by law, you are not entitled to any additional benefits from the Employer. 

Confidentiality

All information that:

· is or has been acquired by you during, or in the course of your employment, or has otherwise been acquired by you in confidence
· relates particularly to our business, or that of other persons or bodies with whom we have dealings of any sort and
· has not been made public by, or with our authority

shall be confidential, and (save in the course of our business or as required by law) you shall not at any time, whether before or after the termination of your employment, disclose such information to any person without our prior written consent.

You shall make yourself aware of the Employer’s policies in relation to compliance with data protection legislation that is in force from time to time and undertake to act in accordance with these at all times, including exercising reasonable care to keep safe all documentary or other material containing confidential information. You shall inform the Employer immediately upon discovery of a data breach. You shall, at the time of termination of your employment with us, or at any other time upon demand, return to us any such material in your possession.



Collective agreements
[Select from the paragraphs below and delete as applicable]

No collective agreements directly affect your terms and conditions of employment.

[OR]

Certain conditions of your employment are governed by the collective agreement the Employer has with [insert details]. These terms are [insert details].

Changes to terms of employment

From time to time, the Employer may determine the need for changes to be made to contracts of employment. The Employer reserves the right to make reasonable amendments to your contract. You will receive confirmation in writing of any changes or amendments to the terms of your employment, usually within one month of them taking effect.

Grievance procedures

[bookmark: _Hlk128210626]The Employer’s grievance procedure provides a mechanism whereby employees may seek a resolution to a complaint they have about their employment with us. Before using the formal procedure, you should speak to your line manager on an informal basis to seek a satisfactory outcome. The formal procedure may be used if you do not feel the informal method is appropriate for your concerns, or if the informal method has not produced an outcome with which you are satisfied. In this case, you should raise the grievance in writing to the individual as detailed in the Employer’s procedure. 

Should you be dissatisfied with the outcome of the formal grievance procedure, you may appeal it in writing to the individual as detailed in the Employer’s procedure.  

Further information can be found in the [delete as appropriate – employee handbook/staff handbook/attached grievance policy and procedure/available from [insert name/job title]].

Disciplinary procedure

It is necessary to have a minimum number of rules in the interests of the whole Employer and employees must make themselves aware of the standards which apply to their conduct and performance. These rules, and accompanying disciplinary procedure, are [delete as appropriate – set out in the employee handbook/set out in the staff handbook/attached disciplinary policy and procedure/available from [insert name/job title]]. 

We retain discretion in respect of disciplinary and dismissal procedures to take account of your length of service and to vary the procedures accordingly or in circumstances otherwise set out in the document. 

Disciplinary and dismissal appeals

Should you be dissatisfied with any decision to take action against you or a decision to dismiss you, you may appeal in writing.  Further information can be found [delete as appropriate – in the employee handbook/in the staff handbook/ attached disciplinary policy and procedure/available from [insert name/job title]].



Deductions

You agree that the Employer may make deductions from wages or other sums due to you only where the deduction is required or permitted by law, authorised by this Contract, or authorised by a separate written agreement. Subject to those requirements, deductions may include:

· losses or damage caused by your deliberate act, dishonesty, wilful misconduct or negligence, where the Employer has reasonably investigated the circumstances and the deduction is lawful and reasonable
· the reasonable cost of Employer property that you fail to return, or deliberately or negligently damage beyond fair wear and tear, where a deduction is lawfully authorised
· any unauthorised personal use of mobile telephones or other Employer-paid services provided to you
· holiday pay relating to leave taken in excess of entitlement accrued at the point of termination, where a deduction is lawfully authorised
· the amount of any genuine overpayment of wages or expenses
· outstanding loan or wage advance repayments that are lawfully due
· any statutory deduction required by law or court order
· any deduction expressly authorised elsewhere in this Contract, provided it is lawful
· any deduction authorised by a separate written agreement entered into with you.

The Employer will not make an automatic deduction simply because an accident, breakage or loss has occurred. Any deduction will be made only where lawful and, where appropriate, after the circumstances have been considered. The Employer will provide details of the deduction on or with the relevant pay statement or otherwise in writing.

Short-time working and lay offs

If there is a temporary shortage of work for any reason, we will try to maintain your continuity of employment even if this necessitates placing you on short time working, or alternatively, lay off. If you are placed on short time working, your pay will be reduced according to time actually worked. If you are placed on lay off, you will receive no pay other than statutory guarantee pay in accordance with statutory provisions.

Data protection

The Employer collects and processes certain types of data about you and does so in line with data protection legislation that is in force from time to time. Please read the Employer’s Privacy Notice which is [delete as appropriate – attached to this document/on the Employer’s intranet] for more information about the types of data processed and the reasons for the processing. 

You shall make yourself aware of the Employer’s policies on data protection with regard to data processing undertaken by you in the course of your duties and act in accordance with those policies at all times. Failure to do so may result in disciplinary action being taken against you, up to and including dismissal.

Termination of employment

[bookmark: _Hlk123900356]During the probationary period, either you or the Employer may terminate your employment by giving one (1) week’s written notice.

After successful completion of your probationary period, you must give the Employer one (1) month’s written notice to terminate your employment.

The Employer will give you the following written notice to terminate your employment:

· During probationary period (including any extension): one (1) week
· After probation but with less than two years’ continuous service: one (1) week
· Two years’ continuous service or more: one (1) week for each completed year of service, up to a maximum of twelve (12) weeks

The Employer may dismiss you without notice or payment in lieu of notice in cases of gross misconduct or other circumstances justifying summary dismissal.

During any period of notice (whether given by you or the Employer), the Employer may require you to take any outstanding accrued holiday entitlement at times specified by the Employer, subject to statutory requirements.

The Employer may place you on garden leave for all or part of your notice period. During garden leave you must not attend work or contact clients (except as authorised), you must remain available to answer reasonable queries, and you will continue to receive your normal pay and benefits. You must not undertake any other paid work during garden leave without the Employer’s prior written consent.

Pay in lieu of notice

We reserve the contractual right to terminate your employment at any time with immediate effect by notifying you that we are exercising our right under this clause, and we will give Pay in Lieu of Notice (“PILON”) to you in respect of all or any of the above notice (by either party), usually within 28 days. 

This PILON will be equal to the basic salary (as at the date of termination) which you would have been entitled to receive under this agreement during the notice period referred to above (or, if notice has already been given, during the remainder of the notice period) less income tax and National Insurance contributions. 

For the avoidance of doubt, this PILON will not include any bonus or commission payments, any holiday pay or payments relating to any other benefits you may have been entitled to receive during the period for which the PILON is made. 

Any PILON made will be at our sole and absolute discretion.

Return of Employer property

On the termination of your employment, you must return all Employer property which is in your possession, or for which you have responsibility, by the last day of your employment. This includes, but is not limited to, the following:

· Employer documents, equipment, materials, books or other written material
· Keys
· ID/access card
· Employer credit card
· Employer car.

If Employer property is not returned, the Employer may recover its reasonable replacement cost from sums due to you only where a lawful contractual or written authority to deduct applies. Fair wear and tear and the circumstances of any loss or damage will be taken into account.

Any other deduction from final pay will be made only where required or permitted by law, authorised by this Contract, or authorised by a separate written agreement.

Governing law and jurisdiction

This contract of employment is governed by the laws of the United Kingdom. Any claim or dispute arising out of or in connection with this contract (including non‑contractual disputes or claims) shall be subject to the jurisdiction of the courts of the part of the United Kingdom in which the Employee normally works.

Restrictions during and after termination of employment

The terms outlined in the Schedule below regarding your conduct during and after the termination of employment with [insert Employer name] will have effect. You agree that these terms make up part of your contractual terms and conditions. You agree that you will provide a copy of such to any subsequent employer.

Acknowledgement

I acknowledge receipt of this Statement and confirm that I have read and understood its contents. I accept that this Statement, together with any expressly contractual documents identified in it, forms my Contract of Employment. I also acknowledge receipt of, or access to, the Employee Handbook and understand that the Handbook is generally non-contractual unless a particular provision is expressly stated to be contractual.


Signed by the employee:

Printed name: 

Date: 

Signed by: 

Printed name and position:

for and on behalf of [insert name of Employer]

Date:










Schedule: Post-termination conduct

1. Definitions

In this Schedule:

· “Restricted Client” means any client (including household clients) of the Employer for whom you provided services, attended at the property, or otherwise had material contact in the course of your duties during the six (6) months immediately before your employment ends.

· “Restricted Period” means the period of six (6) months starting on the date your employment ends.

· “Restricted Staff Member” means any employee, worker or contractor engaged by the Employer with whom you worked or had material dealings during the six (6) months immediately before your employment ends.

2. Non-solicitation and non-dealing with clients

You must not, during the Restricted Period, directly or indirectly (whether on your own behalf or on behalf of any other person or business):

· solicit any Restricted Client for the purpose of providing services which are the same as, or similar to, the services you provided for the Employer; or

· deal with any Restricted Client for the purpose of providing services which are the same as, or similar to, the services you provided for the Employer,

where that solicitation or dealing is a result of your relationship with the Restricted Client arising from your employment with the Employer.

For the avoidance of doubt, this restriction does not prevent you from working in the cleaning industry generally, provided you do not breach the restrictions in this Schedule.

3. Non-solicitation of staff

You must not, during the Restricted Period, directly or indirectly solicit or entice away (or attempt to solicit or entice away) any Restricted Staff Member to leave the Employer’s engagement.

4. Confidentiality

You must not at any time (whether during or after your employment) use or disclose to any person any trade secrets or confidential information relating to the Employer, except in the proper performance of your duties or as required by law.

Confidential information includes (without limitation) client names and contact details, client addresses, access details/entry arrangements, pricing, schedules/rotas, service specifications, supplier terms, and any business methods, documents or records belonging to the Employer.

This clause does not prevent you from making a protected disclosure under whistleblowing legislation.


5. Return of property and information

On termination of employment (or at any earlier time on request), you must promptly return to the Employer all property belonging to the Employer, including (without limitation) keys, documents, records, client lists, phones/devices, ID/access cards, and any copies (paper or electronic).

You must permanently delete any Employer information stored on any personal device or personal account, and confirm in writing if requested.

6. Reasonableness and severance

You acknowledge that the restrictions in this Schedule are reasonable and necessary to protect the Employer’s legitimate business interests.

If any restriction is found unenforceable but would be enforceable if modified, it shall apply with such modification as is necessary to make it enforceable.
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