
Please note, Snap Care provide this contract for your information only. We recommend that details such as holiday entitlement are checked with a payroll company. We have endeavoured to include the correct information, however Snap Care are not responsible for any errors or omissions. Sections edited or requiring information to be added have been highlighted. Contracts should be signed on or before the first day of employment. We recommend allocating time to go through the contract together. This section to be deleted and all highlighting removed, once complete.
CONTRACT OF EMPLOYMENT
This Contract of Employment is made on *****DATE** between:

(1)
*** (“the Employer”)

(2)
*** (“the Employee”)
This contract sets out your terms of employment with the Employer and meets the requirements of section 1 of the Employment Rights Act 1996 (as amended).
1. Start of Employment and Continuous employment
1.1. The Employee commenced employment with the Employer on ****** which shall be the date of commencement of the Employee's period of continuous employment. 
1.2. No period of employment with a previous Employer counts towards the Employee's continuous employment with the Employer.
2. Probationary Period

2.1. The first 1 month of the Employee’s employment shall be a probationary period and employment may be terminated during this period at any time on one week’s prior notice.   

3. Job title and duties
3.1. The Employer shall employ the Employee in the capacity of ***Job Title*** to care and have sole charge of ****. The main duties of employment are set out in Appendix 1 – Job Description. 
3.2. In addition to these duties that this job normally entails, the Employee may from time to time be required to undertake additional or other duties as necessary to meet the needs of the Employer.
3.3. The Employee must never delegate care, duties or responsibilities to anyone else, without prior consent from the Employer.
4. Place of work

4.1. The normal place of work shall be ***Address***, although from time to time and at the absolute discretion of the Employer, the Employee may be required on reasonable prior notice to work at such other location on a temporary or permanent basis which the Employer may require for the proper performance and exercise of your duties.

4.2. [OPTIONAL] The Employee may be required to travel internationally. If this is part of the position, or likely to be part of the position, the broad details as known, should be details added here.
4.3. If the employee is required to travel internationally with the family, the employer is liable for all additional costs including travel, travel insurance, accommodation, visas and medical insurance.

4.4. If the employee is required to travel internationally, reasonable notice must be given to the employee. 

4.5. Any changes to the job description, wages and / or hours of work should be detailed here. While working abroad the employee will… 
5. Remuneration
5.1. The Employer shall pay the Employee by way of bank transfer at the gross rate of £***, per hour / per annum, payable by equal monthly installments in arrears on the [insert day/last working day] of each calendar month. The Employer shall account for your Income Tax at the basic rate, Employee’s National Insurance Contributions and Employer’s National Insurance Contributions and shall provide you with evidence of such payment upon reasonable request.

5.2. [OPTIONAL][Salary will be reviewed annually on or around [insert date (month)] in each year. There is no obligation on the Employer to increase the level of your basic salary at a review. Any increase awarded in one year will not create any right or entitlement or set any precedent in relation to subsequent years.  Any revision to your salary will take effect from [date/period].]
5.3. The Employee by signing this contract authorises the Employer at any time during the course employment or in any event on the termination of employment, howsoever arising, to deduct from the Employees salary payment and any sums reimbursable to you by the Employer including but not limited to any outstanding loans, advances, payments for excess holiday and overpayment of wages and you expressly consent to any such deductions pursuant to Part II of the Employment Rights Act 1996.
6. Accommodation
6.1. The employer will provide the following accommodation for the employee:     ***Describe accommodation*** The Employer shall reimburse any reasonable extra travel expenses incurred as a result of the Employee working at another location.
6.2. The accommodation is provided for the duration of the employment only.
6.3. Guests may only stay overnight in the accommodation if the employer has given prior and explicit permission on each occasion OR Guests are not permitted to stay in the accommodation provided.
6.4. The employer agrees to provide the accommodation in good order and the employee     agrees to maintain that good order. The employee will notify the employer of any maintenance required in the accommodation. The employee may not alter, decorate or in any other way change the accommodation without prior and explicit permission.
6.5. The employer agrees that the accommodation provided during the period of employment is the employee’s personal space and privacy will be respected.
6.6. The employer may need to access the accommodation from time to time and will give adequate notice to the employee before doing so. The employee will accommodate all reasonable requests for such access.
6.7. The employee is allowed use of the following parts of the house during their working and / or free time: ***State Locations*** OR The employee will not have access to the following locations in the house, during their working and / or free time:  ***State Locations***. 
7. Expenses
7.1. The Employee will be reimbursed all reasonable expenses properly and exclusively incurred in the performance of his/her duties, provided that prior consent is obtained for any expenditure over [£………].
7.2. The Employer shall reimburse any reasonable extra travel expenses incurred as a result of the Employee working at another location.
7.3. [OPTIONAL][If the Employee is asked to use their own car during working hours for work purposes or at the Employer’s request, this will be reimbursed at the rate of 45 pence per mile. The Employee must ensure the car is taxed and fully insured on a comprehensive basis.  The insurance cover should provide for business use when used by the Employee and procure that the conditions of the insurance policy are observed and that such policy is not rendered void or voidable.  In addition, the Employee must ensure the car is properly serviced and that any mechanical fault is promptly repaired.  The Employer will provide a fitted seat for use by the children when they are in the car.  This must be fitted and maintained in accordance with manufacturer’s instructions].
(And/or) 
7.4. [OPTIONAL][There may be occasions where a car is made available to the Employee for on duty working only. It cannot be used outside of normal working hours or for personal use. In these circumstances the Employer undertakes to ensure that the Employee is fully insured to drive the car and will pay all expenses connected thereto, including petrol costs whilst you are discharging your duties, except parking fines, speeding fines or fines for clamps/towing away. The Employee must at all times take good care of the car.  In addition, if the Employee has an accident where it is not possible to claim against a third party, they will be required to pay the excess due for any claim and the Employer shall be entitled as a result of your agreement to the terms of this contract to deduct such sum from any payment of salary made payable.] OR:
7.5. A car is provided for use both work and reasonable personal use. The Employer undertakes to ensure that the Employee is fully insured to drive the car and will pay all expenses connected thereto, including petrol costs whilst you are discharging your duties, except parking fines, speeding fines or fines for clamps/towing away. The employee will pay for petrol used when using the car for personal use. The Employee must at all times take good care of the car.  In addition, if the Employee has an accident where it is not possible to claim against a third party, they will be required to pay the excess due for any claim and the Employer shall be entitled as a result of your agreement to the terms of this contract to deduct such sum from any payment of salary made payable
8. Hours of work
8.1. The Employees’ normal hours of employment will be ***Hours and days of work***
8.2. The Employee may be required to work such hours outside normal hours of employment as the Employer considers necessary to meet the needs and requirements of the Employer and the Employee shall be paid for such further hours at the rate of £ Gross rate per hour.
9. Holidays
9.1. The Employers’ holiday year runs from ****Start date or date for holiday year****. 

9.2. The Employee is entitled to statutory holiday entitlement, currently 28 days including public and statutory holidays per annum. 
9.3. For part time/temporary positions, holiday is pro rata.
9.4. Holidays will ideally be taken at times convenient to the Employer, however where this is not possible the employer will choose 50% and the employee will choose 50%. Sufficient notice not less than 4 weeks of intention to take holiday must be given. No more than 10 days' holiday may be taken at any one time unless permission is given by the Employer.
9.5. If the employer is away on holiday outside of the agreed holiday periods (or for any other reason is not present) and does not require the services of the employee (and the employee is available to work) the full remuneration should be paid. 
9.6. The Employer may require the Employee to take outstanding entitlement during any period of notice.
10. Sickness

10.1. In the event of absence due to sickness or injury the Employee must inform the Employer of the reason for the absence as soon as possible and must do so no later than [specify time] on the day on which the absence first occurs.
10.2. The Employer operates the Statutory Sick Pay (SSP) scheme and you are required to co-operate in the maintenance of necessary records. Any payment over and above SSP will be made at the absolute discretion of the Employer. Any additional payment is based on its own merits and shall not be considered a precedent for any further sick leave.
10.3. The Employer may require you to undergo a medical examination at its expense by a medical practitioner appointed or approved by the Employer and you authorise that medical practitioner to disclose to the Employer the result of the examination and discuss with it any matters arising from the examination which might impair the proper performance of your duties.
11. Pension
11.1      The Employer will auto-enrol you into a pension scheme, in accordance with The Pension Regulator’s Auto Enrolment obligations. Full details of the scheme will be notified to the employee by the employer. 
12. Outside Interests

12.1. For the duration of this contract (including without limitation any period of garden leave) the Employee will not undertake any other employment without the prior written permission of the Employer or engage in any outside activity, paid or unpaid, which might interfere with the effective discharge of the Employees duties or adversely affect the Employer in any way.  If such permission is given, the Employer must be advised of any additional workings hours and the Employer reserves the right to withdraw its consent at its absolute discretion. The Employer will not unreasonably refuse to consent any such request made by the Employee. 
13. Termination of employment

13.1. After the successful completion of the probationary period the employment of the Employee may be terminated:
13.1.1. by the Employee on giving the Employer not less than one months’ written notice of resignation from employment;
13.1.2. by the Employer on giving to the Employee not less than one months’ written notice of resignation from employment;
13.2. The Employer reserves the right, at its sole and absolute discretion, to pay salary (based on basic salary) in lieu of any required period of notice (whether given by the Employee or by the Employer), less any deductions the Employer is required to make by law.
14. Warranties

14.1. The Employee warrants that they are entitled to work in the United Kingdom without any additional approvals and will notify the Employer immediately if they cease to be so entitled during the Appointment.
14.2. [OPTIONAL]: The Employee warrants that he/she holds a full valid driving license and that upon request this will be produced for inspection by the Employer. The Employee must notify the Employer immediately if they are to be/or are prosecuted for any road traffic offence, his/her driving licence is endorsed, are disqualified from holding a driving license or are involved in an accident whilst driving the car.

15. Mobile phones and Internet
15.1. Mobile telephones, landline phones, tablets and other electronic devices and the use of text messages and emails should only be used in the performance of duties and should not be used for making personal calls or text messages or emails. Unauthorised use of a personal mobile phone during working hours may result in a disciplinary warning or dismissal, depending on the circumstances. Should a personal mobile phone be damaged or stolen whilst on the premises the Employer will not be held responsible for this. 
15.2. The Employee may only access e-mails and the Internet via the Employers WIFI and/or via the Employer’s computer if required for the role and with the Employer’s prior written consent. The Employee may not use e-mail or the Internet (WIFI) for personal purposes, except with the Employer’s prior written consent.  Under no circumstances is the Employee to log on to sexually explicit, illegal or inappropriate websites or download pornography or any inappropriate material.
16. Grievance procedures

16.1. The grievance procedure in relation to the Employee's employment is set out in Appendix 2. The procedure is not contractual.
17. Disciplinary procedure

17.1. The disciplinary procedures applicable to the Employee's employment are set out in Appendix 2. The disciplinary rules form part of the Employee's contract but the disciplinary procedure is not contractual. 
18. Collective agreements

18.1. There are no collective agreements which directly affect the terms and conditions of the Employee's employment
19. Restrictions and Confidentiality 

19.1. The Employee shall not at any time during their employment (except so far as is necessary and proper in the course of his employment) or at any time after his/her employment has terminated disclose to any person any confidential information the affairs and concerns of the Employer or their family and friends. This includes but is not limited to any photos or other details relating to the Employer, their family and/or their children. This also includes any comments, posts, photos or any other forms of publishing on any social networking sites such as Facebook, Twitter, Instagram etc. Unless prior and written permission has been obtained from the employer. 
19.2. During the Employees normal hours of work she/he may not, without the prior written consent of the Employer, devote any time to any other business or to any public or charitable duty or endeavor. The Employee shall not without prior written consent of the Employer engage in any form of business or employment other than the employment with the Employer whether inside or outside the Employee’s normal hours of work.
19.3. During the period of the Employees employment she/he will not, without the prior written consent of the Employer, undertake any work or other activity which may prejudicially affect your ability properly and efficiently to discharge his/her duties and responsibilities. The decision as to whether or not an activity would have a prejudicial effect shall be in the absolute discretion of the Employer. 
20. Contracts (Rights of Third Parties)

20.1. A person who is not a party to this Agreement has no right under the Contracts (Rights of Third Parties) Act 1999 to enforce any term of this Agreement but this does not affect any right or remedy of a third party which exists or is available apart from that Act.

21. Whole Agreement
21.1. This contract supersedes any previous oral or written agreement between the Employer and the Employee in relation to the matters dealt within it. It contains the whole agreement between the Employer and relating to the Employees employment as at the date of the contract, except for any terms implied by law that cannot be excluded by the agreement of the parties.

22. Governing Law and Jurisdiction
22.1. This contract will be governed by and interpreted in accordance with English Law. The Employer and you submit to the exclusive jurisdiction of the English Courts and Tribunals in relation to any claim or matter arising in connection with this contract. 
I hereby confirm that I have read, understood and accept the above contract of employment. I undertake to observe the terms and conditions of employment contained therein.
Signed






Signed

………………………………………


………………………………………….
[Insert Employee’s Name]



[Insert Employer’s Name]
Date: 






Date: 
Appendix 1 – Job Description (Duties and Responsibilities)
The Employee’s duties and responsibilities include, but are not limited to:
1. Add the list of duties you wish to include
Appendix 2 – Grievance Procedures and Disciplinary Rules 
Grievance Procedures

The grievance procedure aims to ensure that the Employee is able to raise any grievance that he/she has about his/her employment or his/her working environment.  All grievances will be treated seriously and the Employer will act in an honest, fair and consistent manner. 
The Employee will not be prejudiced by making a grievance and any grievance will be dealt with as soon as possible. 

At the informal stage, there is no statutory right for an employee to be accompanied by a work colleague or trade union official. The Employers’ formal grievance procedure has three clear stages as follows:-

Investigation by the Employer  

The Employee should notify the Employer in writing of the grievance and the Employer will respond in writing to the Employee as soon as possible to arrange to discuss the grievance. The Employer will carry out such reasonable investigation as is necessary for your grievance to be properly dealt with.

Grievance hearing

The Employer will hold a grievance hearing at which it will carefully consider the complaint(s) made by the Employee. The Employee will have the right to be accompanied to this meeting by a work colleague or Trade Union official. The decision of the Employer will be confirmed in writing to you. 

Appeals

The Employee will have the right to appeal if you are not satisfied with the outcome of the grievance hearing. The Employee should appeal by writing within 5 working days of being notified of the outcome. The letter should clearly state the grounds upon which the Employee is lodging to appeal.  A further hearing will then be arranged in order to consider his/her appeal.  The decision of the appeal will be notified to you in writing and their decision will be final and binding.

If the Employee has ceased to be employed by the Employer and wishes to raise a grievance, the Employee must set out the grievance in writing, stating the basis for the grievance, and send the grievance to the Employer.

Disciplinary Rules
The Employer may follow a disciplinary procedure if the Employees conduct, competence or performance is inappropriate or unacceptable.  The procedure may be implemented at any stage if your conduct warrants such action and if the Employer considers it appropriate in the circumstances. The Employee will not normally be dismissed for a first breach of the Employer’s rules, except in the case of gross misconduct.

Misconduct

· Poor time keeping.

· Unauthorised and unreasonable absence from work.

· Failure to meet the adequate standard of job performance.

· Failure to comply with procedures.

· Failure to answer a question during a properly constituted investigation.

· Minor violation of safety practices.

· Improper use of household petty cash funds or property.

Gross Misconduct
The following acts are examples of gross misconduct and as such are considered so serious that the Employee may be liable to instant dismissal.

· Wilfully causing harm or injury to the children including smacking or otherwise abusing the children.

· Violent or threatening behaviour.

· Gross neglect of the children. 

· Theft or wilful damage of or negligence which leads to damage to property or goods belonging to the Employer.

· Performing an action that is liable to cause injury to the Employer or the children or damage to the Employer’s property.

· Unauthorised disclosure or use of confidential information from the Employer or about the Employer their children or their family and friends.

· Conduct likely to damage the reputation of the Employer.

· Drunkenness and unlawful drug abuse.

· Logging onto sexually explicit websites or downloading pornography from the internet.

· Fraud, dishonesty or any other offence which would be a breach of the law of the land.

· Failure to carry out a reasonable order given by the Employer during working hours or serious disregard of duties.

· Serious Disregard to the Health and Safety of the children.

The above lists are intended as a guide and are not exhaustive.

Disciplinary action 

If the Employees’ conduct, competence or performance is inappropriate or unacceptable, the Employer may attempt to resolve the matter on an informal basis, depending on the seriousness of the offence.

If, however, the matter cannot be resolved on this basis, the Employer will consider the following action:

Stage 1 – Formal Verbal Warning 

Where the disciplinary offence is minor or conduct amounts to a failure to attain satisfactory standards the employee may be issued with a formal verbal warning.  

Stage 2 – Written Warning

Where there is a disciplinary offence or a failure to perform satisfactorily which is regarded as serious or there have been persistent minor disciplinary breaches a warning in writing may be given to the employee.  

Stage 3 – Final Written Warning

Further repetition of disciplinary offences or a continued failure to perform satisfactorily may result in a further warning or, if sufficiently serious a final written warning.  The employee may receive a final written warning before any other warnings if the disciplinary offence is sufficiently serious.  
Stage 4 – Dismissal

In the event of any further misconduct or failure to achieve satisfactory standards or if the conduct is sufficiently serious, dismissal will usually be the result.  As soon as is reasonably practicable after the disciplinary hearing, the employee will be provided with written reasons for your dismissal and the date on which your employment will terminate.  The warnings will remain on the employees’ personnel file as follows:

a)
Verbal Warnings:


6 months in the absence of any other disciplinary offence

b)
First (or if it is considered appropriate to issue a second warning that is not final) written warning:-


12 months in the absence of any other disciplinary offences

c) 
These warnings will not be taken into account once they have expired unless they relate to a disciplinary matter that has become repetitive (e.g. alcohol or drug abuse or rudeness to customers or clients)

d)
Where the Employee is guilty of gross misconduct or has committed a further disciplinary offence after receiving a final written warning, the employee is liable to be dismissed without notice. In the event of such dismissal you will not receive any pay in lieu of notice.

Procedure

If the Employer is contemplating dismissal or certain disciplinary action, the Employer will apply the following procedure:

Step 1 - The Employer will set out in writing the employee’s alleged conduct or other circumstances which have lead the Employer to contemplate dismissing or taking disciplinary action and the reasons why this conduct is not acceptable.  The Employee will be sent an invitation to attend a meeting, as soon as is reasonably practicable, to discuss the matter.

Step 2 - A meeting will take place to discuss the allegations before any action is taken. The Employee will have a right to be accompanied to any hearing (including an appeal hearing) by a work colleague or Trade Union official. A decision will be given, as soon as reasonably practicable and this will be confirmed in writing. The Employee will be notified of his/her right to appeal the decision.

Step 3 - If the Employee wishes to appeal, the Employer must be informed in writing within 5 working days of receipt of the decision, setting out the grounds of your appeal. The Employee will be invited to attend a meeting to discuss your grounds of appeal. A decision will be given, as soon as reasonably practicable and confirmed in writing.  This decision will be final and there will be no right of appeal.
