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Viamed Limited
15 Station Road
Crosshills
Keighley
West Yorkshire
BD20 7DT
01535 634542

The parties to the contract:  

[Insert name and address of employer] 

and 

[Insert name of employee] 

Place of work:  

Your normal place of work will be the above address. 

Date employment commenced: [insert date]. 

Date on which continuous employment commenced (if different): [insert date]] 

Job title: [insert job title]. 

Normal hours of work [ see note 4 ] 

Your normal hours of work are [insert total number of hours] per week, [start hour] to [end hour]/[insert number of hours] per day [Monday] to [Friday], with [insert length of break] for lunch each day. 

Pay 

Your rate of pay will be £[insert amount] per annum. 

This is payable in [12 equal monthly] installments by [credit transfer (BACS)/cheque/cash] on the [last working day/specific day, e.g. last Thursday/date, e.g. 24th/other] of the month. 

Holiday entitlement [see note 6] 

This section sets out your entitlement to holidays, and includes your statutory rights under the Working Time Regulations 1998 (SI 1998/1833). 

The holiday year runs from [1 January] to [31 December]. 

In a full year the paid holiday entitlement is 20 days excluding public holidays. 

Employees joining the Viamed Limited accrue paid holiday entitlement at the rate of [1.66] days per month, excluding public holidays. 

You must take all your statutory holidays (i.e. 20 days including public holidays) in the holiday year. 

Holidays must be agreed with Derek Lamb as early as possible, notice periods are set out in the Company Personnel Manual -  CPM 04 Absence Holiday Entitlement.

Management will normally try to accommodate individual preferences for holiday dates but the needs of the business may have to take precedence, particularly where inadequate notice is given. 

Holiday pay  

In the year of joining the Viamed Limited, entitlement to paid holiday will be calculated at the rate of 1.66 days for every calendar month of employment. 

On termination of employment, holiday pay entitlement will be calculated to the nearest full month at 1.66 days per month. 

If an employee has already taken paid holiday to which they are not entitled on the basis of service during the holiday year, any excess holiday paid for will be deducted from the final salary. If this is insufficient to cover the full amount, the employee will be asked to make other arrangements to pay. 

Absence from work  

If you are unable to come to work for any reason, you (or someone on your behalf) must inform the office by [10.00] on the first day of absence. Failure to do so may render you subject to disciplinary action and may also bar you from occupational sick pay. 

If the reason for your absence is sickness, you must in any case notify the Viamed Limited before the end of the first working day's absence to retain any eligibility you may have for statutory sick pay (SSP). 

In notifying the Viamed Limited you should indicate the reason for your absence and its likely duration. 

Absence because of sickness  

All days of absence because of sickness must be covered by a medical certificate. 

For the first 3 days, a self-certificate will be acceptable. For illnesses of more than 3 days, a doctor's certificate must be produced on the 4th day and weekly thereafter. If your absence through illness lasts for less than a working week, you should complete a self-certificate on return to work and hand it in to Derek Lamb. 

Because of the rules relating to the payment of SSP (details below) it is important that your certificates indicate actual days of sickness even if they are sometimes days when you would not have worked, e.g. weekends and public holidays. 

Sick pay 

Most employees will be entitled to SSP in accordance with the rules laid down by law. The main qualifications are that you have done some work under this contract and that you earn the lower earnings limit (LEL) in force at the time, details of which can be obtained from [insert name/job title of person to contact as appropriate]. 

You also need to be absent on 'qualifying days', i.e. days on which you would normally be expected to work. The first three qualifying days of absence do not attract SSP. 

Pensions 

The Viamed Limited does not offer an occupational pension scheme but provides access to a stakeholder pension. Details can be obtained from Derek Lamb. 

Employees remain contracted into the state second pension (S2P). 

Collective agreements  

The Viamed Limited is not party to any collective agreement. 

Notice

If you wish to terminate your employment with the Viamed Limited, you are required to give 1 Month's notice in writing to Derek Lamb

Should the Viamed Limited wish to terminate your employment, for reasons other than gross misconduct, you will be entitled to notice as follows: 

Notice required to terminate employment  

Period of service 
Notice from Viamed Limited

During your first month: 
None 

After one month's service: 
One week 

After two years' service: 
Two weeks 

Thereafter, an extra week's notice will be given for each full year of service up to [12] weeks' notice after [12] years' service. 

Disciplinary procedure  

A copy of the Viamed Limited's disciplinary procedure (CPM 15) is attached to this contract and employees are asked to read it carefully. 

Grievance procedure  (CPM 23)

If you have any grievance arising from your employment, you should first raise it informally with your line manager. 

If this does not resolve the matter, you should put the matter in writing, setting out the nature of the grievance and send your written complaint to your line manager, who will hold a formal meeting with you to discuss the grievance. 

After the meeting, your line manager will inform you of the outcome. If, in your view, this still fails to address your grievance, you may appeal the decision by setting out the grounds of your dissatisfaction in writing and sending this to a more senior line manager in your department, who will hold a meeting with you to discuss the appeal. 

You have the right to be accompanied at all formal meetings by a fellow employee. 

Retirement

The normal retirement age is 65 for all employees.  

You will be reminded between six and twelve months before your 65th birthday of your upcoming retirement and that, if you wish to do so, you may ask if you can continue working. You must make such a request at least three months before your 65th birthday. 

If you do not wish to continue working after the age of 65, or the Viamed Limited is not able to agree to your request, your employment will cease, because of retirement, on the last working day of the month of your 65th birthday. 

Should you continue working for the Viamed Limited after the age of 65, the Viamed Limited may give you six months' notice to terminate your employment because of retirement at any future point.  

If your conduct or work performance give cause for concern during your extended work period, you will still be subject to the disciplinary procedure in the usual way and your employment could be terminated with the notice you are entitled to under your contract (or without notice or pay in lieu if the cause of dismissal was gross misconduct). 

Should your post be made redundant after you are 65, and there are no alternative posts available, you would be eligible for a statutory redundancy payment.  

Should you continue working after the age of 65 and then decide that you wish to leave, you must give the Viamed Limited the period of notice set out in your contract. 

Personal data  

For the purposes of administration, it is necessary for the Viamed Limited to hold and process personal data on its employees. The data will be held for the duration of your employment or for any longer period to enable the Viamed Limited to answer any question relating to you as an employee. 

Every care is taken to ensure that this personal data is held in confidence and secrecy. You have the right to inspect, review and, if necessary, update your personal details on an annual basis. Normally you will be able to inspect your file within one working day of this request. 

If your personal circumstances do change at any time you should inform Derek Lamb Managing Director accordingly. This will ensure that the information remains accurate. 

Signed on behalf of the Viamed Limited: . . . . . . . . . . . . . . . . . . . . . . . . . . . . 

Name: Derek Lamb

Job title: Managing Director

Date: 11/03/09

Signed by the employee: I agree to the terms and conditions of this contract, and acknowledge that I have received a copy. 

Employee's signature: . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Date: . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . ..

8.  Employers are not obliged to contribute to a pension scheme on behalf of their employees, nor must they have an occupational pension scheme of their own. However, if they employ five or more people and do not have a pension scheme to which all employees may have access within three months of joining, they must offer employees the opportunity to join a stakeholder pension. 

Where the employer does offer an occupational pension scheme, it should ensure that employees are made aware of the scheme and their eligibility to join it: 

"The Viamed Limited offers employees the opportunity to join its pension scheme once they have completed [three months]' service. 

"Details of the scheme will be given to employees after their first month of service or can be obtained from [insert name/job title of person to contact as appropriate]. 

"Employees who join the scheme [remain contracted into/are contracted out of] the state second pension." 

9.  The notice periods given in the above contract are the minimum periods of notice required by law. 

Many employers expect to receive and give more than the statutory minimum periods of notice, especially for clerical, administrative or management staff. Optional variations to the minimum periods might be: 

" Clerical, administrative and junior management staff. 

"During your first [three] months of service you are expected to give and will receive [one week]'s notice in writing. Thereafter you are expected to give four weeks' notice to the Viamed Limited should you wish to leave. The notice the Viamed Limited will give you, for reasons other than gross misconduct, will depend on your length of service and will be: 

Period of notice due from clerical, administrative and junior management staff  

Service  
Notice from [the Company/Organisation]  

Up to [three] months 
[One] week 

From the [fourth] month to the end of the [fourth] year of service 
[Four] weeks 

Thereafter, an extra week's notice will be given for each full year of service up to [12] [weeks]' notice after [12 years]' service.' “

" Management staff . 

"During your first [six] months of service you are expected to give and will receive [one month's] notice in writing. Thereafter you are expected to give [three months]' notice to the Viamed Limited should you wish to leave. The notice the [Company/Organisaton] will give you, for reasons other than gross misconduct, will depend on your length of service and will be: 

Period of notice due from management staff  

Service  
Notice from [the Company/Organisation]  

Up to [six] months 
[One] month 

From the [seventh] month onwards 
[Three] months" 
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