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Contract of Employment Guidelines
The Contract of Employment is a relationship agreement between the employer and employee. 

To be legally valid, most employment contracts do not need to be in writing, however, this is strongly recommended to ensure that both parties are clear of their duties and expectations. This should reduce the likelihood of a disagreement at a later date. 
The Employment Rights Act 1996 does require employers to provide most employees with a written statement of the main terms and conditions of employment within two calendar months of starting work.

The courts can enforce rights and duties as soon as an employment contract is made. The contract (written or unwritten) comes into force as soon as an offer of employment has been accepted. 
There are two types of terms that can make up an employment contract: 

· Express - explicitly agreed in writing 
· Implied - presumed, but unexpressed, intention of the employer e.g. through custom and practice over time
The written Statement of Terms and Conditions of Employment must include the following items (it must be stated where there are no details available for specific items e.g. there is no pension entitlement):

· Employer’s name

· Employee’s name

· Date of commencement of employment

· Period of employment e.g. permanent, fixed term for 6 months ending on DATE
· Entitlement of notice of termination for employer and employee, including during probationary period, if required
· Place of work, stating employer’s address - indicate if expected to work in more than one location
· Job title and/or brief job description
· Salary

· How and when the salary will be paid

· Hours of work

· Holiday entitlement

· Sick leave, including sick pay entitlement
· Pension scheme
· Details of any collective agreements made which directly affect your terms and conditions of employment, stating by whom they were made if not by the employer
· Details of disciplinary and grievance procedures, and stating whether or not a pensions contracting-out certificate is in force for your employment 
Please Note. There are additional requirements if individuals are employed in the UK but expected to work abroad for the same employer for a period of more than one month. 
For more information, please see the ACAS website at www.acas.org.uk or contact an employment law solicitor. 
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