	Terms and Conditions of Employment

	Name of Employer


	

	Address 


	

	Name of Employee


	

	Date Employment commenced 


	

	Job Title 


	Personal Assistant

	

	Place of work*


	The usual place of work is -
*When requested, you will work away from the usual place of work, either accompanying me or independently

	

	1. Pay 


	The current rate of pay is £……… per hour.  Payment will be made monthly by bank transfer.  Where applicable, tax and National Insurance contributions will be deducted, in line with regulations.

	2. Probation


	There is a three months probationary period.  During this time, the contract can be ended by either of us by giving the other one weeks' notice.

	3. Working hours


	Hours of work will be agreed by negotiation.  Working hours and days to be worked may vary.  Flexibility is a fundamental part of your role and I may, from time to time, ask you to work additional hours.

	4. Providing cover
	I may, from time to time, need you to work additional days/ times to cover holiday or sickness.  This will be by negotiation.

	5. Sickness


	If you are unable to come to work because of illness, you must let me know as soon as possible so that other arrangements can be made.  The only payment for sick leave will be **Statutory Sick Pay according to the regulations, which will be paid, provided you follow these procedures: 

· Inform me as soon as you know you will not be able to come to work, and in any event, at least 1 hour before you are due to work
· If you are off sick for more than 3 days, you must complete a form SC2 (employee's statement of sickness)
· You will be required to provide a Medical Certificate if you are absent through sickness for more than 7 days
· For the purposes of the Statutory Sick Pay scheme, the agreed qualifying days are Monday to Friday
**You are not entitled to Statutory Sick Pay if you are aged 65 or over.

	6. Holiday Pay 


	You are entitled to .........paid leave per year (pro rata for part time hours). The holiday year runs from 1st April to 31st March.  Bank holidays and public holidays are treated as normal working days.  Holidays must be taken at a time convenient to me as your employer and must be agreed by me.

	7. Pension


	There is no pension provision for this post.

	8. Termination of Contract


	You must give four weeks notice of your intention to leave.  Should I wish to terminate this contract for any reason except gross misconduct, I will give you one week's notice for each year you have worked for me, up to a maximum of 12 weeks.  In the case of gross misconduct, dismissal will be instant.

In the event that circumstances lead to my no longer requiring personal assistants, I reserve the right to terminate your employment with me.

	9. Confidentiality 


	You must respect my privacy (and that of my family) and maintain a professional approach at all times.  You should keep any information gained in the course of your employment strictly confidential and not discuss or refer to my affairs with any other persons or third party.

	10. Grievance


	Any grievance should be raised with me immediately.  I will make time to discuss it with you as soon as possible.

	11.Disciplinary Procedure 


	The disciplinary rules applicable to your employment are set out in the attached.

	I acknowledge that I have received a copy of my terms and conditions of employment as required by the Employment Rights Act 1996.  I confirm my agreement to them and confirm that these constitute my contract of employment. I understand the conditions and agree to abide by them.

Signature ....................................(……….)  Date ………………..
Signature ....................................(………)  Date ……………..



DISCIPLINARY PROCEDURE: INFORMATION FOR EMPLOYEES

What is the disciplinary procedure?
This procedure aims to make sure a reasonable standard of behaviour is maintained and to make sure that improvements are made when necessary.  The procedure sets out the action that will be taken when disciplinary or house rules are broken.  Although you will be working in my home, a professional relationship will be maintained between us and you will be treated fairly at all times.

Minor problems will be dealt with informally and, where possible, this will be the first step before the disciplinary procedure begins.The formal procedures described below will only be used when informal methods have proved to be ineffective or have been ignored, or where the matter is serious and requires immediate action.

Stage 1

I, as the employer, will set out in writing your alleged conduct or characteristics, or other circumstance, which has led to my contemplating dismissing or taking disciplinary action against you.

You will be sent a copy of the statement and be invited to attend a meeting to discuss the matter.

Stage 2

The meeting will take place before action is taken, except in the case of suspension.  You must take reasonable steps to attend the meeting.  You may be accompanied by a work colleague, or other person of your choice.

After the meeting, you will be informed of my decision, stating the stage of any disciplinary action to be taken (dependent upon the seriousness of the matter).You will be notified of your right to appeal against the decision if you are not satisfied with it.

Stage 3

If you wish to appeal, you must do so in writing within 5 working days of the notification of the decision.  You must take all reasonable steps to attend the appeal meeting.  You may be accompanied by a colleague or other person of your choice.
The appeal meeting does not have to take place before any disciplinary action or dismissal takes effect.
After the appeal meeting, you will be informed of my final decision.

I will attempt to ensure that each stage of the procedure is carried out without unreasonable delay and that the timing and location of the meeting is reasonable.

Action under the disciplinary procedure

Warnings

Formal warnings will be given if it is considered that disciplinary action is necessary.  A warning will be issued in the following stages:

Stage 1 – First Warning

If conduct or performance is unsatisfactory, you will be given either an oral warning (for minor infringements), or a written warning if more serious.  Such warnings will be recorded, but disregarded after six months of satisfactory service.

Stage 2 – Final Formal Warning

If the offence is serious, or there is no improvement in the standards, or if a further offence occurs, a final written warning will be given which will include the reason for the warning and note that states, if no improvement results within one month, action at Stage 3 will be taken.  Final written warnings will be recorded, but disregarded after 12 months of satisfactory service.

Stage 3 – Dismissal

If conduct or performance has failed to improve, dismissal will normally result.

Where there are ongoing complaints or insufficient improvement, warnings will generally progress through the above three stages.  However, if a disciplinary matter occurs which is considered to be sufficiently serious, I reserve the right to apply any warning stage which I consider to be most appropriate in the circumstances.

In each case the warning will state:

· The stage of the warning

· The precise nature of the complaint(s)

· The improvement required from you and the time in which the improvementmust be made.

· The likely consequences of further instances of unsatisfactory performanceor conduct.
Gross Misconduct

If, after investigation, it is confirmed that a worker has committed an offence of the following nature, the normal consequence will be dismissal without notice or payment in lieu of notice:

· Theft

· Damage to property

· Fraud

· Incapacity to work due to being under the influence of illegal drugs or alcohol

· Physical or sexual assault or harassment (either whilst at work or outside working hours)

· Verbal abuse (whether to the employer or a third party)

· Gross insubordination (which will include any conduct that tends to undermine the employer’s independence or self- determination)

· Breach of confidentiality 

· Deliberately or knowingly endangering the employer’s safety

· Persistent, unreasonable lateness

(This list is not exhaustive and is not limited to the behaviours listed above).

Whilst the alleged gross misconduct is being investigated, a worker may be suspended, during which time the normal rate of pay will be paid.

Appeals

If you wish to appeal against any disciplinary decision, you must do so within 5 working days.  I will hear the appeal and decide the case as impartially as possible.  At the appeal, any disciplinary penalty imposed will be reviewed but cannot be increased.
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