Contract of Employment





Name of employee: 





Name and Address of Employer: 





Date of Commencement of Continuous Employment: 





Job title:





�
Duties. Your basic duties are listed in the job description. You are also expected to participate in the management of the co-operative and carry out other duties as directed by the co-operative. You are expected to work flexibly and efficiently, to maintain high professional standards and to promote and implement the objects of the co-operative.





Appraisal. You will be required to participate in a scheme approved by the co-operative after full consultation with the recognised unions.





Pay. The rate of pay is ??? per hour subject to deductions for tax and national insurance. Payment is normally made by direct funds transfer weekly in arrears. Your salary and salary progression will be determined in accordance with the salary scales published by the co-operative.





Hours of work. ??? hours per week. These may be worked at any time, subject to the direction of the co-operative. These hours should include attendance at all co-operative meetings. Timesheets must be provided as evidence of hours worked. You may be required to work evenings and weekends. In this contract, ‘full time’ means an average of 37.5 hours per week, and ‘part time’ means any amount less than this. With the agreement of the co-operative, you may work additional hours under this contract on the understanding that pay for those hours (and any associated holiday) shall be recorded as a debt to be paid at the discretion of the co-operative, or can be taken as time off in lieu. Your average working week over a period of 17 weeks shall in any case not exceed 48 hours. 





Place of work. Your principal place of work will initially be the co-operative’s premises at ???. However, you may be required to work either on a temporary or indefinite basis at other premises. Where a change in premises involves additional agreed expenses these will be met.





Expenses. Expenses which you incur in the proper performance of your duties will be reimbursed by the co-operative providing they have been approved by the co-operative, and subject to appropriate evidence being provided.





Training. The co-operative may pay for its members to enrol on training courses. If the member leaves the co-op within one year of such costs being incurred, they will refund two-thirds of the cost; one third if they leave within two years.





Paid Holiday entitlement. Paid holiday of four weeks per annum, plus 8 public holidays (pro-rata for part-time employees). The timing of all holiday is subject to the agreement of the co-operative if less than three months written notice is provided. 





Illness and sick pay.  Each employee is entitled to full pay (including any Statutory Sick Pay or other benefits) during a period of illness, up to a maximum of 4 weeks per annum. This will be followed by a period of half pay (including Statutory Sick Pay) for a further 4 weeks and by Statutory Sick Pay thereafter in accordance with Statutory Sick Pay provisions.  A medical certificate must be produced for periods of sickness longer than seven consecutive days.





Parental leave and pay.  Employees are entitled to maternity, paternity and parental leave in accordance with the statutory provisions. Male employees who have completed more than two years’ service are entitled to 4 weeks paid paternity leave at the time of the birth of a dependant child. Four weeks notice must be given of the period to be taken, though the co-operative will endeavour to accommodate unforeseeable developments. 





Leave to care for dependants. The co-operative is committed to attempting to accommodate requests for flexible working hours, and reasonable leave of absence in the event of illness of their dependants, for employees caring for children, disabled partners, elderly parents and other dependants. 





Compassionate Leave. In the event of serious personal crisis, such as the death of a close relative or friend, employees are entitled to up to five days paid compassionate leave per annum, and further unpaid leave subject to agreement by the co-operative.





Pension provision. The co-operative has less than 5 employees at present and so is not required to provide access to a stakeholder pension scheme. The co-operative does not provide an occupational pension scheme.





Disciplinary procedure. Complaints about employee conduct will be dealt with according to the attached disciplinary procedure.





Grievance procedure. The attached grievance procedure is to be followed if any employee feels a grievance against any other employee, elected officers of the co-operative or decisions of the co-operative as a whole.





Policy. You are required to conform to all policies adopted by the co-operative, including equal opportunities, health and safety, data protection, confidentiality and ethical sourcing. 





Mutual aid scheme. The co-operative aims to operate a mutual aid scheme whereby a new common ownership co-operative set up or joined by a current or former member of the co-operative may be entitled to financial support from the co-operative. The terms are set out in the attached mutual aid policy.





Notice of leaving. Except in the case of summary dismissal for gross misconduct, the following notice provisions apply for employees who are members of the co-operative. Given by the co-operative as employer: four weeks for employees with up to two years’ service, then one additional week for every year of completed continuous service for employees with more than two years’ service, up to a maximum of twelve weeks. Given by the employee: two months. In both cases notice must be in writing. In the event that your employment is terminated by reason of redundancy, employees with three months service or more will be entitled to three months’ notice. In the case of redundancy of employees with less than three months service, the co-operative will give a minimum of four weeks notice. 





Trade Union Membership. You have the right to belong to a trade union of your choice. 


�



Signed (the employee):								Date: 











Signed on behalf of the co-operative:						Date:





