(EMPLOYER) 
Terms of Appointment for (Employee)
The following terms are issued in accordance with Article 33 of the Employment Rights (Northern Ireland) Order 1996 and is your principal statement of employment.

1. Name

2. Job Title
3. Continuous Service Date

4.
Location:

Your normal place of work is 

4. References:

Your appointment is subject to the receipt of satisfactory references.

5. Probationary Period:

Your appointment is subject to a probationary period of six months.  On the successful completion of this period your employment will be confirmed.  Your probationary period may be extended at the decision of (EMPLOYER.)
6. Remuneration:

a. Your salary on commencement is at the rate of £
b. Your salary will be paid to you by cheque on the     th of each month or 

such earlier date as may be announced from time to time.

b. (EMPLOYER)   reserves the right to retrieve any monies owed 

to the (EMPLOYER) on ending of your employment.  Any overpayment of 

salary or unpaid loan or monies owing for any other reason including 

damage to (employer’s)  property, will be deducted from final salary.  If final salary payment does not cover monies owed, you will be expected to reimburse (EMPLOYER)  from any sources.  Similarly monies owed to (EMPLOYER)  can be deducted from salary while you are still in the employment of  (EMPLOYER.)
c. Staff may be required to work additional hours on particular occasions.  

Time off in lieu will be awarded for the additional time worked.  This 

time off must be recorded on the applicable weekly time sheets and the 

Line Manager must agree to time off to ensure adequate cover can be 

arranged.

9. Hours:

Your normal hours of work are 35 hours exclusive of lunch breaks per week.  However, you are expected to work any additional hours that are necessary for the efficient conduct of your duties.

Your manager will advise you of your working pattern.  (EMPLOYER)  reserves the right to vary your starting and finishing times according to the needs of the (EMPLOYER.)
10. Duties:

Although you are engaged as
(job title) if work normally carried out in that post is not available or for other reasons you are not able to do that job, you may be required to do other work for which you are capable or qualified.

11. Annual Leave and Holiday Pay:

a.
Your annual leave entitlement is 25 days pro rata in the first full year of employment (exclusive of public holidays.)  Annual leave may only be taken as agreed by your manager and in accordance with the needs of (EMPLOYER) 
b. In addition (EMPLOYER)  recognises all national or alternative local public holidays subject to special arrangements made by the Director.  Should you be required to work on such a day, time off in lieu will be granted.

c. You will be paid your normal basic salary whilst on annual leave or on public holidays.

d. Accrued annual leave entitlement over and above the statutory minimum will not be paid in respect of staff who do not fulfil their notice period or in the case of summary termination of your employment.

e. (EMPLOYER)  annual leave year runs from 1 January to 31 December.

f. Paid holiday already received will be deducted from the accrued entitlement in respect of staff leaving.  You will be entitled to annual leave on a pro-rata basis in the year of commencement/departure, rounded up to the nearest half day and based on the number of completed weeks in employment during that year.

g. Part time employees are entitled to annual leave on a pro rata basis.

12. Sickness Absence:

You may be eligible for sick pay in accordance with (EMPLOYER’s) Sickness and Absence Scheme, details of which are located in your staff handbook.  Occupational Sick Pay is granted at the discretion of the Director.

Working whilst in receipt of sick pay is prohibited.

13. Pension:

(EMPLOYER)   participates in a final salary-related pension scheme operated by the Pensions Trust for Charities and Voluntary Organisations.  The Scheme is known as the Northern Ireland Charities Pension Scheme and it aims to provide life cover and retirement benefits on top of the State Retirement Pension and State Earnings-Related Pension (if applicable.)

Employees electing to join (EMPLOYER’s) scheme will pay contributions, the rate of which are related to age upon joining.  Employees’ contributions are complemented by flat rate employer’s contributions.

(EMPLOYER’s) scheme is not contracted out of the State Earnings Related Pension Scheme (SERPS.)  Employees wishing to contract out should make their own arrangements.

14. Retirement:

Normal retirement age is 65 or such lower common retirement age as may be introduced from time to time.  Employment may not be continued beyond that age except in very special circumstances.

15. Health & Safety:

Under the Health and Safety at Work (NI) Order 1978 you have a responsibility not to endanger your own health or safety at work nor to endanger, in this respect, other employees, visitors or anyone else on (EMPLOYER’s) premises.  If you notice anything on any of the (EMPLOYER’s)  premises which could constitute a danger to health and safety, you must report it immediately to your manager.

If your health is having an adverse effect on your work or your relations with other members of staff or is in any other way a reasonable cause for management concern, (EMPLOYER)   may require you to undergo a medical examination by a medical practitioner of its choosing.

A copy of (EMPLOYER’s) Health and Safety Policy and Procedure

16. Notice:

Should you wish to resign from (EMPLOYER)   you must give the following period of notice in writing to your manager:

Period of continuous service:


Notice entitlement

Less than 6 months




1 week

6 months or more




1 month

The length of notice you are entitled to receive is as follows:

Less than 6 months




1 week

6 months but less than 5 years


1 month

5 years but less than 12 years
1 week for each year of service

12 years or more
1 week for each year of service up to a maximum of 12 weeks notice

Your employment may be summarily terminated under the (EMPLOYER’s) Disciplinary Procedure, should gross misconduct or gross negligence occur.

During your probationary period, your employment may be terminated by one week’s notice on either side if it is clear that you are not reaching the required standard or are in some other way unsuited to the post in which you are employed.

17.
(EMPLOYER’s) Rules and Regulations:

You must be familiar with and abide by the (EMPLOYER)   Rules, regulations, policies and procedures as located in your staff handbook (as amended from time to time) relating to your employment.  Failure to do so may result in disciplinary action being taken against you.

1. Confidential Information:

Unless authorised by a member of management, you must not on any account disclose information you acquire about the affairs of (EMPLOYER)   to any unauthorised member of staff or to anyone outside the employment of (EMPLOYER.)  Any breach of this rule may result in summary termination of your employment.

You may not at any time during your employment, remove or copy any material that is on loan to or is the property of (EMPLOYER.) 
During and on leaving the employment of (EMPLOYER)   you may not remove any computerised or written information pertaining to the business of (EMPLOYER)  or copies thereof, or any other article which is the property of (EMPLOYER)   without the express permission of a member of senior management.

2. Disciplinary and Grievance Procedures:

A copy of the Disciplinary Procedure is located in your Staff Handbook.  If you have a grievance about your employment, you should normally raise the matter in the first instance with your line manager.

3. Computer Misuse:

You must not on any account, unless previously authorised by a member of management, gain unauthorised access to computer data, programes or systems or in any way interfere with computer data programs or systems.  Failure to observe this rule may result in disciplinary action being taken against you.  (EMPLOYER)   reserves the right to refer any allegations of computer misuse to the police for criminal investigations.

4. Equal Opportunites:

You must be familiar with and abide by the (EMPLOYER)   Equal Opportunities Policy as located in your staff handbook.

5. Variation to Working Arrangements:

Your appointment is subject to the terms outlined in this document and other policies and procedures relating to your post and shall be subject to such changes as may hereafter be made.  Any changes will be notified to you either by direct correspondence or posting on notice boards.

Signed on behalf of (EMPLOYER)  
……………………………………………..

Date……………………………

DIRECTOR.

I hereby agree to be employed by (EMPLOYER)   on the terms and conditions as set out above.

……………………………………………..

Date……………………………..

EMPLOYEE.

