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Section 1 Statement


[EMPLOYEE'S NAME AND ADDRESS]
[DATE]
Dear [EMPLOYEE'S NAME]
Statement of terms of employment
This letter is a statement of the terms of your employment as required by section 1 of the Employment Rights Act 1996.
1 [bookmark: _Ref_a1005741]Start of Your Employment
1.1 [bookmark: _Ref_a695897]Your employer is [EMPLOYER'S NAME] (Company or we).
1.2 [bookmark: _Ref_a475635]Your employment with us [commences OR commenced] on [DATE].
1.3 [bookmark: _Ref_a870844][No employment with a previous employer counts towards your period of continuous employment with us.
OR
Your employment with [NAME] which commenced on [DATE] counts towards your period of continuous employment with us].
1.4 [bookmark: _Ref_a868512]No probationary period applies to your employment.
2 [bookmark: _Ref_a539478]Job Title and Reporting Line
You are employed as [JOB TITLE] and report to [POSITION], or to an alternative person as nominated by [POSITION] from time to time.
3 [bookmark: _Ref_a531165]Place of Work
3.1 [bookmark: _Ref_a688724]Your normal place of work is [LOCATION] or such other place within [REASONABLE AREA] as we may reasonably determine.
3.2 [bookmark: _Ref_a322850]You will not be required to work outside the UK [for more than one month].
4 [bookmark: _Ref_a593920]Pay
[bookmark: _Ref_a309118][Your [basic] salary is £[AMOUNT] per year which shall accrue [from day to day at a rate of 1/365 OR Monday to Friday at a rate of 1/260] of your annual salary. This daily rate shall be used if we have to calculate a day's pay, for example, if you take any unpaid leave, which is not subject to any specific method of calculation set out elsewhere in this contract. Your salary shall be payable [monthly] in arrears [on or about the [DATE] of each month] directly into your bank or building society account. [This meets the national minimum wage requirements].
OR
You will be paid £[AMOUNT] an hour. You will only be paid for the hours that you work. You will be paid [monthly] in arrears [on or about the [DATE] of each month] directly into your bank or building society account for the hours worked the previous [month]. [This meets the national minimum wage requirements.]]
5 [bookmark: _Ref_a119385]Benefits
5.1 [bookmark: _Ref_a979649]You may be provided with the following benefits during your employment, subject to any rules applicable to the relevant benefit:
5.1.1 [bookmark: _Ref_a830128][BENEFIT];
5.1.2 [bookmark: _Ref_a801262][BENEFIT];
5.1.3 [bookmark: _Ref_a373932][BENEFIT]].
OR
We operate a flexible benefits system in accordance with rules in place from time to time where you can choose a number of benefits up to a particular value[ which is currently £[AMOUNT]]. We set out the various benefits from which you can choose [below: [LIST BENEFITS] OR at Schedule 1 attached to this letter]].
OR
You are not entitled to any benefits during your employment].
5.2 [bookmark: _Ref_a983822][Further details of these benefits are available from [POSITION OR the intranet OR the Staff Handbook].]
5.3 [bookmark: _Ref_a142386][We may replace or withdraw such benefits, or amend the terms of such benefits, at any time on reasonable notice to you.]
6 [bookmark: _Ref_a260486]Hours of Work
Your normal hours of work are between [TIME] and [TIME] [Mondays] to [Fridays] inclusive, with a lunch break of [one hour] and these hours and days are not variable. However, you may be required to work additional hours[, without extra remuneration,] as may be necessary for [[INSERT REASON] OR the proper performance of your duties or to meet the needs of the Company] and these hours are variable. [If you are required to work additional hours, we expect that such additional hours will be [infrequent and] [before or after your usual working hours OR at any time] on [your normal working days of [Monday] to [Friday] OR [Monday] to [Sunday]]].
7 [bookmark: _Ref_a726460]Training
7.1 [bookmark: _Ref_a162781][During your employment:
7.1.1 [bookmark: _Ref_a418681]you must complete [SPECIFY TRAINING] which will be paid for by the Company. [Further details of this training are set out in Schedule 2 attached to this letter.]]
7.1.2 [bookmark: _Ref_a212365]you must complete [SPECIFY TRAINING] at your own expense [and outside your working hours]. [Further details of this training are set out in Schedule 2 attached to this letter.]]
7.1.3 [bookmark: _Ref_a793586]you are entitled to take part in various training courses which we may provide from time to time in-house. Specific details of what courses might be available [are set out in Schedule 2 attached to this letter OR can be found on the [intranet] OR will be provided to you within two months of the start date of your employment]. You should speak to your manager in the first instance if you would like to take a course].
OR
No training will be provided to you during your employment].
8 [bookmark: _Ref_a476933]Holidays
8.1 [bookmark: _Ref_a657172]The Company's holiday year runs between [DATE] and [DATE]. If your employment starts or finishes part way through the holiday year, your holiday entitlement during that year shall be calculated on a pro-rata basis [rounded up to the nearest [whole OR half] day].
8.2 [bookmark: _Ref_a133861]You are entitled to [NUMBER] [days' OR hours'] paid holiday during each holiday year or the pro rata equivalent if you work part time. [This includes OR In addition you are entitled to take] [the usual] public holidays [in England and Wales] [or a day in lieu where we require you to work on a public holiday].
8.3 [bookmark: _Ref_a233663]Holiday dates must be agreed by [POSITION] in writing in advance. We may require you to take (or not to take) holiday on particular dates, including during your notice period.
8.4 [bookmark: _Ref_a677531]You cannot carry forward untaken holiday from one holiday year to the following holiday year [except as set out in our holidays policy which is available [on the intranet OR from [POSITION]] OR unless you have been prevented from taking it in the relevant holiday year by one of the following: a period of sickness absence or statutory maternity, paternity, adoption, shared parental, parental or parental bereavement leave. In cases of sickness absence, carry-over is limited to four weeks' holiday per year less any leave taken during the leave year that has just ended. [Any such carried over holiday which is not taken within eighteen months of the end of the relevant holiday year will be lost].
8.5 [bookmark: _Ref_a187859]Annual salary:
We shall not pay you in lieu of untaken holiday except on termination of employment. The amount of such payment in lieu shall be [1/260th of your [full-time equivalent] salary for each untaken day of your entitlement OR according to the formula in regulation 14 of the Working Time Regulations 1998 OR as set out in our holidays policy which is available [on the intranet OR from [POSITION]]].
OR
Hourly paid:
We shall not pay you in lieu of untaken holiday except on termination of employment. The amount of such payment in lieu shall be one [day's OR hour's] pay for each accrued but untaken hour of your holiday entitlement.
8.6 [bookmark: _Ref_a536757]If you have taken more holiday than your accrued entitlement at the date your employment terminates, we shall be entitled to deduct from any payment due to you the excess holiday pay calculated on the basis set out in clause 8.5.
9 [bookmark: _Ref_a695425]Incapacity
9.1 [bookmark: _Ref_a622368]If you are absent from work due to incapacity you must notify [POSITION] of the reason for your absence as soon as possible but no later than [TIME] on the first day of absence.
9.2 [bookmark: _Ref_a847548]In all cases of absence, a self-certification form, which is available [on the Company's intranet OR from [POSITION]], must be completed on your return to work and supplied to [POSITION]. For any period of incapacity which lasts for seven consecutive days or more a doctor's certificate stating the reason for absence must be obtained and supplied to [POSITION]. Further certificates must be obtained if the absence continues for longer than the period of the original certificate.
9.3 [bookmark: _Ref_a578623]If you are absent from work for four or more days by reason of incapacity and you satisfy the relevant requirements, you will be entitled to statutory sick pay. Your qualifying days for statutory sick pay purposes are [Monday] to [Friday].
9.4 [bookmark: _Ref_a282611][During any period of absence due to incapacity, the level of contributions in respect of your membership of the pension scheme referred to in clause 13 may continue, subject to the relevant pension scheme rules in force at the time of your absence.]
10 [bookmark: _Ref_a160980]Other Paid Leave
10.1 [bookmark: _Ref_a640580]You may be eligible to take the following types of paid leave, subject to any statutory eligibility requirements or conditions and the Company's rules applicable to each type of leave in force from time to time:
10.1.1 [bookmark: _Ref_a811474]statutory maternity leave [and you may be eligible to receive Company maternity pay subject to the rules set out in the Company's maternity policy from time to time];
10.1.2 [bookmark: _Ref_a375575]statutory paternity leave [and you may be eligible to receive Company paternity pay subject to the rules set out in the Company's paternity policy from time to time];
10.1.3 [bookmark: _Ref_a249337]statutory adoption leave [and you may be eligible to receive Company adoption pay subject to the rules set out in the Company's adoption policy from time to time];
10.1.4 [bookmark: _Ref_a553192]shared parental leave [and you may be eligible to receive Company shared parental pay subject to the rules set out in the Company's shared parental leave policy from time to time]; [and]
10.1.5 [bookmark: _Ref_a652427]parental bereavement leave [and you may be eligible to receive Company parental bereavement pay subject to the rules set out in the Company's parental bereavement leave policy from time to time][.][; and]
10.1.6 [bookmark: _Ref_a684051][OTHER TYPE OF PAID LEAVE].
10.2 [bookmark: _Ref_a977549]Further details of such leave [and your pay during such leave] are available [from [POSITION] OR the intranet OR the Staff Handbook].
10.3 [bookmark: _Ref_a378991]We may replace, amend or withdraw the Company's policy on any of the above types of leave at any time.
11 [bookmark: _Ref_a504789]Termination and Notice Period
11.1 [bookmark: _Ref_a241223]Either of us can terminate your employment in the first two years of continuous employment by giving one week's notice in writing. After that time, either of us can terminate your employment by giving written notice of one week for each complete year of continuous employment, up to a maximum of 12 weeks' notice after 12 years or more.
11.2 [bookmark: _Ref_a904167][We may at our discretion terminate your employment without notice and make a payment of basic pay in lieu of notice.]
11.3 [bookmark: _Ref_a800333]We shall be entitled to dismiss you at any time without notice or payment in lieu of notice in the event of gross misconduct or if you commit a serious breach of your obligations as an employee or if you cease to be entitled to work in the UK.
12 [bookmark: _Ref_a134081]Disciplinary and Grievance Procedures
12.1 [bookmark: _Ref_a717150]Your attention is drawn to the disciplinary rules and procedure, and grievance procedure, applicable to your employment, copies of which are [contained in the Staff Handbook OR available from [POSITION]]. These rules and procedures do not form part of your contract of employment.
12.2 [bookmark: _Ref_a625392]If you wish to appeal against a disciplinary decision you may apply in writing to [POSITION] in accordance with our disciplinary procedure.
12.3 [bookmark: _Ref_a698747]If you wish to raise a grievance you may apply in writing to [POSITION] in accordance with our grievance procedure.
13 [bookmark: _Ref_a707826]Pensions
[bookmark: _Ref_a585000][You are eligible to be enrolled into the [NAME] pension scheme. Further details of the pension scheme are available from [[POSITION] OR the intranet OR the Staff Handbook].
OR
You are not eligible to be enrolled in a pension scheme].
14 [bookmark: _Ref_a210689]Collective Agreements
[There is no collective agreement which directly affects your employment.
OR
Your employment is governed by the collective agreement between the Company and [NAME OF TRADE UNION], which is incorporated into your contract and may be amended from time to time. A copy [has been given to you OR is available from [POSITION]]].
[bookmark: _Ref_a678505]Please indicate your acceptance of these terms by signing and returning to us the attached copy of this letter.
Yours sincerely,


	.....................................

	For and on behalf of [EMPLOYER]

	

	

	I agree to the above terms

	

	

	......................................

	[EMPLOYEE]
…………………………….
Date



[bookmark: _Ref_a352371] - [BENEFITS
[INSERT DETAILS]]
[bookmark: _Ref_a321349] - [TRAINING
[INSERT DETAILS]]
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