
[image: image1.jpg]empire HRE




To be used when:

· Regular, fixed hours of work

· Employee must work, Club must offer work

· Normally the primary source of employment for employee

· Attracts full scope of employment rights

The type of contract issued will affect employment rights.  Issuing the wrong type of contract can lead to a tribunal claim.  Please seek professional legal/HR advice from Empire HR Ltd if you are not sure which contract to issue.  Empire HR Ltd accepts no responsibility if an incorrect form of contract is used by a Club without the Club first having taken advice from Empire HR Ltd.

CLUB NAME

Contract of Employment

Dated: [DATE]
This Contract of Employment sets out the main terms and conditions of employment between NAME Club (‘the Club’) and NAME (‘the employee’).

Any changes or amendments to these terms will be confirmed in writing within one month of them occurring.

Start Date 

Your employment with the Club began on DATE.  No employment with any previous Employer counts towards your period of continuous employment.

Position & Duties

You are employed as a Green keeper. Your principal duties are as set out in the Job Description, which accompanies this contract.  

The Club reserves the right to require you to perform other duties from time to time, and it is a condition of your employment that you are prepared to do this.

Probationary Period 

Your first three months of employment with the Club are considered a probationary period.  The Club reserves the right to extend your probationary period or to terminate your employment during or on conclusion of the probationary period for any lawful reason, in accordance with the notice provisions as detailed in this contract.  

Pay

Your pay will be AMOUNT per annum/hour.  You will be paid monthly in arrears on the DATE of the month by BACS.  The Club will review your pay annually on DATE without commitment to increase.

The Club will reimburse you for all expenses wholly, properly and necessarily incurred by you in the performance of your duties, upon production of all relevant receipts.

Hours
Your normal working hours are from _________ a.m. until ________ p.m. Monday to Friday/Saturday, with one hour for lunch (unpaid).  

[It is a condition of your employment that you work additional hours either as and when requested to do so by the Company or where necessary to fulfill the requirements of your position.]

OR

[In addition to these hours, you will be required to work a reasonable amount of overtime when necessary.]
 [No additional payment is made for such additional hours worked; and nor may you take time off in lieu.]
[You will be paid for such additional hours at the rate of 1.5 times your normal hourly rate.  No time off in lieu of additional hours worked is permitted.]  [To ascertain your hourly overtime rate of pay normal annual salary should be divided by e.g. 2080 (52 weeks of 40 hours)].

You shall not be required to work in excess of the 48-hour limit on average weekly working time, provided by the Working Time Regulations 1998, unless you have signed a separate opt-out, agreeing that this limit should not apply. 

Place of Work
Your normal place of work is ADDRESS.  However, it is a condition of your employment that you be prepared to work on a temporary or permanent basis at any of the Club’s current or future premises within reasonable commuting distance of your normal place of work.

You will also travel to such places as the Club requires you to do in the performance of your duties.  

Holidays 
1. The annual leave year runs from DATE to DATE.

2. Your holiday entitlement is 28 days per complete leave year.

3. FOR PART-TIMERS Your holiday entitlement is calculated on a pro rata basis in accordance with the entitlement full-time employees of 28 days per the complete holiday year. 
4. For the avoidance of doubt your holiday entitlement includes all public/local holidays and statutory holidays (including any additional leave) required under the Working Time Regulations 1998.  

5. During the first year of employment your holiday entitlement accrues monthly in advance, at the rate of one-twelfth of the annual entitlement each month.   You will only be able to take days leave equivalent to the number of days accrued.  

6. ?? days of your annual leave are fixed on public or local holidays throughout the year.   You will be advised on commencement of the annual leave year of the fixed public/local holidays throughout the year. 

7. You may be required to work on any or indeed all public or local holidays.  In this case, you will be entitled to time off in lieu.

8. All holidays must have prior approval and authorisation.  Requests for holidays should be submitted at least 4 weeks prior to the start of the required holiday period.  The Club will respond as soon as possible to your request for holiday.  No responsibility will be accepted for monies lost as a consequence of your failure to comply with this procedure.

9. The Club will endeavour to meet your wishes about holidays subject to the overall operating needs of the business. However, where too many employees require the same holiday period, holidays will be granted on the basis of first request, first granted.

10. You may not take more than 10 working days as holiday at any one time unless the Club agrees otherwise.

11. Unused holidays cannot be carried forward from one year to the next. No payments in lieu will be made for any outstanding holiday entitlement, except where the employment relationship is terminated.

12. If you leave employment you will be paid in lieu for any annual leave earned but not taken in that year.  However, if you have taken more annual holiday entitlement than you have accrued during the holiday year, the balance will be deducted from any outstanding pay.  Payment for holidays in these circumstances will be made on a pro-rata basis to your service in the current holiday year.

13. The Club reserves the right to require that any outstanding holiday entitlement is taken during any period of notice, whether given by you or the Club.

14. Where termination of your employment is due to gross misconduct or where the full contractual notice period is not given and worked, unused holiday pay will not be paid, apart from any payment required under the Working Time Regulations 1998.

Sickness Absence & Pay

The procedure you must follow in the event of periods of absence from work due to sickness is set out in the Employee Handbook. 

Payment for periods of absence due to authorised sickness will be made in accordance with the current Statutory Sick Pay Scheme.  The qualifying days for Statutory Sick Pay purposes are your normal working days.

The Club reserves the right to require you to undertake a medical examination by a GP and/or Specialist appointed by the Club.

If you are absent due to sickness during the course of disciplinary proceedings or during investigations into alleged breaches of rules, procedures or contractual obligations, you will not be entitled to sickness payment from the Club (other than SSP).

The Club reserves the right to terminate the contract of any employee absent through sickness or injury at any time.  The right to terminate will not be affected by the fact that sick pay has been paid or is in the course of payment.  There is no requirement that sick pay must have been exhausted before management may take a decision to dismiss.  Any entitlement to sick pay will cease upon termination of employment for whatever reason.

Substance Abuse
It is the policy of the Club to ensure and maintain a safe and healthy working environment for all.  To this end, the Club prohibits possession, use or sale of alcohol or illegal drugs “prohibited substances” in the workplace and requires employees and contractors to be free from such prohibitive substances and their effects upon entering Club premises.  

The use of prohibited substances, whether or not during normal working hours, can result in the inability to perform work satisfactorily or safely.  Therefore, the Club reserves the right to conduct tests (including “with cause” or “on suspicion” OR “random”) to determine whether any employee is under the influence of prohibited substances.  Your acceptance of this contract indicates your agreement to said test(s) being undertaken.  These tests will be performed by suitably qualified persons.  Positive results from or refusal to cooperate with any such tests will result in disciplinary action up to and including summary dismissal. 

Pension
The Club does not operate an occupational pension scheme and there is no contracting-out certificate in force in respect of your employment.  However, a Stakeholders Pension Scheme is available to all employees.  Details of the Scheme can be obtained from your Manager/Supervisor.

[OTHER OPTIONS AVAILABLE e.g. group personal pension etc]
Outside Business Interests
You are expected to devote your whole time and attention to the best interests of the Club during your working hours. You must not carry out any work (whether paid or unpaid) which may be in competition with the Club, whether such work is undertaken in or out of normal working hours.

Email and Internet 

The Club reserves the right to access and monitor all messages created, sent, received or stored on the Club’s systems.  These messages are not the private property of employees and as such there should be no expectation of privacy in any circumstances.  The contents of email messages may be disclosed to other employees and to third parties without your further permission and at the discretion of the Club. Emails and the internet should not be used to create, send receive or store any material which is offensive, discriminatory, disruptive or infringes copyright.  Access to the Network is provided for legitimate business purposes on behalf of the Club only.  Occasional personal use must not, in the Club's sole judgement, exceed a reasonable level or disrupt normal work activities. 

Data Protection 

You hereby agree that the Club is permitted to hold personal information about yourself as part of its personnel and other business records and the Club may process such information in the course of the Club’s business.  You also agree that the Club may disclose such information to third parties in the event that such disclosure is, in the Club’s view, required for the proper conduct of the Club’s business or that of any subsidiary, associated or holding companies of the Club.  This clause applies to information held, processed or disclosed in any medium.

Search & Security 
The Club retains the right to search bags, lockers, outer clothing, etc., if there are reasonable grounds to suspect the employee may be in possession of Club or other individual’s property or if the Club suspects that the employee has breached the Substance Abuse Policy and is in possession of alcohol or illegal drugs “prohibited substances” in the workplace.  You will be entitled to have a work colleague present at any such search, if requested.  Any employee who unreasonably withholds their consent to a search may be the subject of disciplinary proceedings.

Grievance Procedure
If you wish to raise any formal grievance relating to your employment, you should do so with your Line Manager.  All formal grievances must be raised in writing.

It is the Company's intention to consider all grievances as soon as possible, and where appropriate a meeting will be held within a reasonable period of you raising the grievance.  The meeting will enable you to give full details.  If you are dissatisfied with any decision taken, you should raise this with the next level of management, where appropriate.  

It may not be appropriate to take up your grievance with your immediate Manager if your grievance is about that person.  In this case you should raise it with a more senior member of management, or, if not possible, another member of management at the same level.

Further details of the Grievance Procedure are set out in the Employee Handbook.

Disciplinary Procedure

A copy of the Club Disciplinary Procedure can be found in the Employee Handbook and you are asked to read it carefully.  However, you do not have a contractual right to the benefit of this disciplinary procedure and the Club reserves the right to change this procedure from time to time without prior notice.

If you are dissatisfied with any disciplinary decision taken against you, you should raise this with the next level of management, where appropriate.  Further details of the Appeal Procedure are set out in the Employee Handbook.

The Club has the contractual right to temporarily suspend you from work on full pay, in circumstances which the Club considers to be particularly serious or where further investigation or consideration appears to the Club to be desirable.

Deductions From Wages    

The Club has the right to deduct from your pay any sum which you owe to the Club including, without limitation, any overpayment of pay or expenses, loans made to you by the Club, or any other item identified in this contract and/or the Employee Handbook as being repayable by you to the Club.  For example, this will cover deductions from wages of overpayments, expenses, loans, damage caused by you and any other money due from you to the Club.

Where it is intended to make any such deduction, you will be notified of the total amount owed and of the rate at which and the means by which the Club intends to recover the sum. 

Confidentiality 

You shall not at any time during your employment (except so far as is necessary and is proper in the course of your employment) or at any time after termination of your employment disclose to any person any information as to the practice, business dealings or affairs of the Club or any of the Club’s Customers or Clients or as to any other matters which may come to your knowledge by reason of your employment.  

Any documents, electronic files etc which belong to the Club or which contain any confidential information must not be removed from the Club at any time without proper authorisation, and must be returned to the Club upon request and, in any event, upon the termination of your employment.

Notice of Termination
In cases of termination by the Club, you are entitled to receive one week’s notice of termination during the first year of continuous service increasing by one week for each year of continuous service up to a maximum of 12 weeks.

Should you decide to leave the Club, you are required to give one weeks’ notice to the Club during the first year of continuous service increasing by one week for each year of continuous service up to a maximum of 4 weeks.                  


The Club reserves the right to terminate your employment without notice in the event of gross misconduct or breach of contract.

The Club reserves the right to require you not to carry out your duties or attend your place of work during your notice period.

The Club may at its entire discretion make a payment to you in lieu of notice instead of requiring you to work out the whole or part of any notice period.

If you decide to terminate your employment, your resignation must be in writing; the Club will then reply in writing indicating acceptance of your resignation.

Retirement
The normal retirement age of the Club is 65.  The Club will contact you between 6 and 12 months prior to your retirement date to discuss  options available to you.  

Layoffs and Short-Time Working 

The Club reserves the right to lay you off or require you to work short-time without your normal remuneration on a temporary basis if this is considered necessary.  You will be given as much notice as is reasonably practicable given the particular circumstances necessitating the lay off.  Where applicable, guarantee payments will be made in accordance with statutory provisions. 

Employee Handbook

A copy of the Employee Handbook can be obtained from NAME.  You should be aware that the Handbook does not form part of this contract of employment (with the exception of Section Two, outlining terms and conditions) The Club reserves the right (to be exercised reasonably) to amend the contents of the Employee Handbook.

Collective Agreement
There are no collective agreements affecting your terms and conditions of employment.

Previous Agreements
This Agreement, which is effective from the date of signature, supersedes all other agreements whether in writing or otherwise. 

Applicable Law

This contract of employment shall be governed by and construed in accordance with the law of Scotland.

Acceptance
You are asked to acknowledge receipt of this Contract of Employment which details your terms and conditions of employment.  This should be done by signing both copies of the contract and returning one copy, within 7 days from the date detailed at the head of this contract.

I acknowledge receipt of this Contract of Employment and have read a copy of the Employee Handbook. I can confirm I have read, understood and accept this Contract and the Club procedures contained within the Handbook relating to my employment.

I understand that a permanent copy of the Employee Handbook is kept in the NAME.

Signature________________________________________________ Date______________________

(Employee)

Signature________________________________________________ Date______________________

(Employer)

June 2010 
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