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Making a success of Employer Engagement




Employment Contract

THIS CONTRACT OF EMPLOYMENT is made on the 7th February 2008             


BETWEEN:

A. Engage Employment Solutions Ltd, Company Number 636134, whose registered office is at c/o T R Freeman & Co. F3, 8 Vernon Terrace, Brighton, BN1 3JG (“the Company”); and 
B. Karen Barford, of 44 Oaklands Avenue,Saltdean,Brighton,BN2 8LQ (“you”)
1. Commencement of Employment

Your employment with the Company commences on 7 February 2008.  No previous employment counts as part of your continuous period of employment.

2. Job Title and Duties

2. Your job title is Employer Engagement Consultant.
2. Your duties are set out in the attached job description.(This is to come once we have worked out your specific duties)
2. In addition to your normal duties, you may be required to undertake other reasonable duties from time to time.

3. Place of Work

You will be based either at your home or at Brighton and Hove City Council, 4th Floor, Kings House Grand Avenue, Hove, as required. Or at such other place in the United Kingdom as the company may from time to time reasonably require.

4. Salary

4. Your basic salary is £27 000 a year, which will be subject to statutory deductions of tax and National Insurance Payments.
4. Any contracts won by you on behalf of the Company will secure an additional bonus of 25% of net profits accruing to that contract within the period that you remain in the employ of the Company; these monies will be subject to statutory deductions.
4. Your salary will be paid in equal monthly installments by credit transfer on or about the last day of each month.

4. The Company’s practice is to review salaries in February each year.  A review does not imply an increase.
4. Any expenses related to your employment with the Company will be reimbursed accordingly; you will need to complete a claim form detailing the expense and it’s relation to your work.
5. Normal Hours of Work

5. Your normal working week will be 37 hours between Monday to Friday inclusive. You will be entitled to a daily lunch break of one hour. You are also required to work such additional hours as may be necessary for the proper performance of your duties; this will be capped at 5 hours per week and will only apply in times of emergency. 

5. The Company does not normally pay overtime but does operate a flexi-time system; employees cannot accrue more than 5 days of flexi-time per three months.
5. Your average working time should not exceed 48 (forty-eight) hours for each 7 (seven) day period in any 17 (seventeen) week (or other reference) period unless you have agreed, in a separate agreement, to opt out of this limit.

6. Company Holiday Entitlement
6. The holiday year runs from 1st January to the 31st December.  Your holiday dates must be taken during the holiday year and booked in advance in accordance with the Company's holiday procedure.
6. You are entitled to 25 (twenty - five) days' holiday with pay in each holiday year in addition to bank and public holidays.  
6. Your entitlement to holiday accrues pro rata throughout each holiday year.  You will be deemed to have taken statutory holiday first of all.  
6. Any entitlement to holiday remaining at the end of any holiday year excluding your statutory entitlement shall lapse and no payment in lieu will be made for accrued untaken holiday unless specifically approved by the Managing Director.

6. If you have taken holiday in excess of your entitlement on termination of employment you will be required to give account for it and the Company will make a deduction from your final salary payment.  If you have accrued holiday owing to you, the Company may at its discretion require you to take the outstanding holiday during any notice period or make a payment in lieu thereof.  

6. If your employment is terminated without notice, you will not be entitled to holiday pay for holiday that would have accrued during the notice period, had you continued to be employed throughout that time.

6. The Company reserves the right to require you to take holiday at its request and if it does so it will give you a minimum of 4 (four) weeks' notice for holiday of 5 (five) days or more.  

6. The Company may also refuse to allow you to take holiday in circumstances where it would have a detrimental impact on the business.  In extreme circumstances the Company reserves the right  to refuse holiday up to and including seven days before the date before the holiday is due to be taken.

7. Sickness or Other Absence

7. If you are unable to attend work for any reason and your absence has not previously been authorised by the Company you must inform the Company on the first day of absence and the full reasons for it at the earliest opportunity; The Company should be advised of any periods of continued absence as soon as this becomes apparent. 
7. If you are absent from work due to sickness or injury for more than 7 (seven) days (including weekends) you must provide the Company with a medical certificate by the eighth day of sickness or injury.  Thereafter medical certificates must be provided to the Company to cover any continued absence.  

7. Following your return to work after a period of absence you are required to complete a self-certification form.
7. The Company may require you to be examined by a medical adviser nominated by the Company and you agree to provide such formal consent as may be necessary for the result of such examinations to be disclosed to the Company.

7. You will cease to accrue holiday, subject to any entitlement under the Working Time Regulations 1998, if you have been absent from work due to sickness for 4 (four) consecutive weeks or more.

7. If you comply with the requirements in this clause you will be paid Statutory Sick Pay subject to eligibility.
7. The Company may at its absolute discretion pay company sick pay.
8. Pension

8.1
The Company operates a Stakeholder Pension Scheme, the details of which can be obtained from the designated Company officer or representative; of whom you will be notified.
9. Notice

9. The Company may terminate this Contract by giving 1 (one) week's notice, during your first month of employment.  Thereafter the Company will give you 1(one) months' notice of termination.  After 4 (four) years' service you are entitled to 1(one) extra weeks’ notice per year of service up to a maximum of 12 (twelve) weeks.
9. You are required to give the Company the same periods of notice.
9. The Company reserves the right in its discretion to pay salary in lieu of notice.

10. Termination

10. The Company reserves the right to dismiss you without notice or payment in lieu if it has reasonable grounds to believe you are guilty of gross misconduct or other substantial grounds justifying your immediate dismissal, including in extreme circumstances absence due to sickness for more than 3 weeks in total in any 12 (twelve) consecutive months.
10. Upon the termination by whatever means of this Contract you shall immediately return to the Company your documents, computer equipment, credit cards, keys and all other property belonging to or relating to the business of the Company that is in your possession.

11. Suspension

11. The Company may suspend you from your duties on full pay to allow the Company to investigate any complaint made against you in relation to your employment with the Company.

11. During any period of notice of termination the Company shall be under no obligation to assign any duties to you or to provide any work and shall be entitled to exclude you from its premises, provided that this shall not affect your entitlement to receive your normal salary and other contractual benefits save that you will cease to accrue holiday during any such period subject to any entitlement under the Working Time Regulations 1998 in the event of your employment terminating.
12. Grievance and Disciplinary and Dismissal Procedure
The grievance and disciplinary rules applicable to you are attached to this Statement; and can be found in the Company Handbook.

13. Collective Agreement

The terms of your employment are not directly affected by any collective agreement.

14. Health and Safety

The Company will take all reasonably practicable steps to ensure your health, safety and welfare whilst at work.  In return you must familiarise yourself with the Company's health and safety procedures, as laid out in the Company Handbook, and take care for your own health and safety and that of your colleagues.
The Company operates a no smoking policy within the work place.

15. Tuition Fees 

Members of staff wishing to attend evening classes and study subjects relevant to their employment may, on obtaining approval from the Managing Director, be refunded with their course and examination fees.

16. Retirement

Employees will normally be required to retire on attaining the age of 65 (sixty-five) .The Company will write to you no more than 12 months but no less than 6 months before you reach retirement age notifying you of your intended retirement age and informing you of your statutory right to request to work beyond 65.

17. Other Employment

17. You must devote the whole of your time, attention and abilities during your hours of work for the Company to do your duties for the Company.  You must not under any circumstances, whether directly or indirectly, undertake any other work of whatever kind during your hours of work for the Company.

17. You must not without the prior written consent of the Company (which will not be unreasonably withheld) engage, whether directly or indirectly, in any business or employment outside your hours of work for the Company.

18. Confidentiality

You agree to treat as secret and confidential and therefore not use or disclose any and all trade secrets or other confidential information relating to the Company or its business outside the proper course of your duties for the Company.
19. Post-employment Restrictions

19. You agree, in connection with the carrying on of the Restricted Business, that for a period of 6 (six) months after the termination of your employment, you shall not, either on your own account or on behalf of any other person, firm or company directly or indirectly solicit or canvass business from any person, firm or company who at any time during the 12 (twelve) months preceding the termination of your employment was a customer of the Company and with whom during that period you had material dealings.

19. You agree for a period of 6 (six) months following the termination of your employment that you shall not solicit, employ or cause to be employed any senior employee of the Company and with whom at any time during the period of 12 (twelve) months prior to such termination you have material dealings  

19. Each of the restrictions in this clause shall be enforceable independently of each other.

19. The Company may, at its discretion, reduce the length of any restriction by the amount of time that an employee is suspended under clause 19.

20. Deductions from Wages

You hereby authorise the Company to deduct from any salary payable to you any sums owing by you to the Company.
21. Other Employment Matters
All other employment matters are in accordance with the Company Handbook.
I have read and understood the above terms of service and any policies referred to and accept them.
Signed:
Name:

Date:


Engage Employment Solutions Ltd


Claire.mitchell@engagesolutions.org.uk

www.engagesolutions.org.uk

Company No. 6361340
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