
CONTRACT OF EMPLOYMENT

Between INSERT NAME and INSERT NAME meeting the requirements of section 1 of the Employment Rights Act 1996 (as amended).

This Agreement is made between INSERT NAME (“your Employer”) and you. It supersedes any earlier written or oral arrangement between you and your Employer.

The headings in this Agreement are for convenience only and shall not affect its interpretation.

1
JOB TITLE, DUTIES AND PLACE OF WORK

1.1 Your Employer will employ you as a Nanny. You will be required to undertake such duties and responsibilities as may be determined by your Employer from time to time.  Your Employer reserves the right to vary your duties and responsibilities at any time and from time to time according to the needs of the family as described in your Job Description, provided that any new additional duties and responsibilities will be within the scope of the role of a children’s Nanny.  Your first and most regular duties will involve:

1. Caring for INSERT NAME and any further children the family may have or adopt.

2. Nursery duties to help INSERT NAME development as stated in the Job Description and any further children the family may have or adopt.

1.2 Your normal place of work will be INSERT ADDRESS. If necessary, you will work at and, if requested, change your normal place of work to any other location, which your Employer may move to within a 10-mile radius of INSERT ADDRESS
1.3
You must never delegate your duties and responsibilities to anyone else without the Employer’s prior knowledge and agreement.
2
START OF EMPLOYMENT AND SPECIAL CONDITIONS
2.1 Your registered employment with Mrs Hall will start on INSERT START DATE
2.2
You will ensure that you are registered and remain registered on the OFSTED Childcare Register and with any childcare voucher scheme as defined by your Employer. A proportion of your salary may be paid by the Employer via a childcare voucher scheme. Your registration will be paid for by your Employer however if the contract is terminated within 6 months of your start date for any reason other than redundancy the cost will be recoverable from your final pay.

3
PROBATIONARY PERIOD

3.1
The first 3 months of your employment will be a probationary period during which time your performance and conduct will be monitored and appraised. At the end of that period, your employment will be reviewed and may be terminated if you are found for any reason whatsoever to be incapable of carrying out or otherwise unsuitable for, your job. Your Employer may extend your probationary period by written notice, but your total period of probation will not exceed 6 months.  

3.2
Your Employer reserves the right to dispense with the official warnings provided for in your Employer’s disciplinary procedure set out in 16.2 during the initial or any extended probationary period.

4
NOTICE

4.1
Your employment is not for a fixed term and there is no anticipated duration for your employment but it may be terminated by notice. During any probationary period, your employment may be ended either by you giving your Employer or by your Employer giving you two week’s written notice. 

4.2
After the successful completion of any probationary period, your employment may be ended by you giving your Employer one month’s written notice. Your Employer will give you one month’s written notice and after 4 years service a further one week’s notice for each additional complete year of service up to a maximum of 12 week’s notice. 
4.3
Your Employer will not be obliged to provide you with work at any time after notice of termination shall have been given by either party and your Employer may, in his or her absolute discretion, pay your salary entitlement in lieu of all or any part of the unexpired period of notice (subject to any necessary deduction at source of income tax and applicable national insurance contributions).

4.4
If you leave without giving the proper period of notice or leave during your notice period without permission, your Employer shall be entitled as a result of your agreement to the terms of this contract to deduct a day’s pay for each day not worked during the notice period, provided always that your Employer will not deduct a sum in excess of the actual loss suffered by it as a result of your leaving without notice and any sum so deducted will be in full and final settlement of the Employer’s claim for your breach of contract.  This deduction may be made from any final payment of salary, which your Employer may be due to make to you.  The amount to be deducted is a genuine attempt by your Employer to assess a loss as a result of your leaving without notice.  It is not intended to act as a penalty upon termination.

5
HOURS OF WORK AND OVERTIME

5.1
Your Employer’s normal days/hours of work are INSERT WORKING DAYS AND HOURS. These days will be your normal days of work unless otherwise stated by your Employer.  You may be required to work such additional or lesser hours as are reasonably necessary for the proper performance of your duties and the meeting of the needs of the family. Extra payment will be made for any additional hours worked and a pro rata deduction will be made from your pay for any hours not worked. 

5.2
Your Employer has the right to vary your working hours and days and resultant pay in accordance with the needs of the family.
6
SALARY

6.1
 Your salary will be £INSERT AMOUNT per annum gross payable in equal monthly installments in arrears on or before the 1st business day of each month.  Working additional days or hours will be paid in addition in line with your usual hourly rate currently INSERT per hour gross. 
6.2
In addition to your remuneration, you will be reimbursed all reasonable expenses, properly, wholly and exclusively incurred by you and authorized by your Employer in the discharge of your duties under this contract upon production of receipts or other evidence for them as your Employer may reasonably require. 

7
REVIEW OF PERFORMANCE

7.1
A performance review will be carried out in relation to you at the end of the probationary period and upon satisfactory completion your salary will be increased to £INSERT AMOUNT per annum gross. The timing of that review will vary depending upon your job and, in any event, is at the discretion of your Employer. Subsequent reviews will take place annually in September and any increase in your salary will be at your Employer's discretion (without obligation).  Details of any review procedures relating to you will be given to you and you are required to comply with them at the time of any review of you in order to assist in making the process worthwhile.

8
HOLIDAY

8.1
Your Employer’s holiday year is the calendar year.  Including pro rata paid holiday for all statutory and other public holidays, you will be entitled to INSERT NUMBER days holiday in each calendar year throughout which you are employed.
8.2
Your Employer will try to co-operate with your holiday plans wherever possible subject to the requirements of your Employer.  However, you must not book holidays until your request has been formally authorised in writing by your Employer.

8.3
You must use all of your holiday entitlement by 31 December in each holiday year and, unless there are exceptional circumstances, you may not carry your holiday entitlement forward into the next holiday year. Holiday entitlement not used by the correct date will usually be lost and under no circumstances will payment be made for holiday entitlement that is lost through not being exercised by the correct date.

8.4
2 weeks’ holiday may be taken at any one time. However, you will need to obtain prior agreement with your Employer to take this amount.  

8.5
In your first and last year of employment, your holiday entitlement will be that proportion of your annual holiday entitlement equivalent to the proportion of the holiday year in question during which you have been employed (to the nearest whole day and assumes that holiday entitlement accrues at an even rate from day to day).

8.6 Subject to clause 8.1, on termination of your employment, holiday pay will be given for earned and unused days of holiday entitlement in that year. If, on termination, you have taken more holiday than you have earned in that year, your Employer shall be entitled as a result of your agreement to the terms of this contract to deduct the value of the unearned holiday from any final payment of salary made to you.  Holiday pay will be at a rate derived from annual salary accruing at 0.46 weeks per month.

8.7
2 weeks’ of your holiday allowance must be taken at a time your Employer stipulates.  These dates will be stated clearly to you in advance.

8.8 Your Employer may require you to take outstanding holiday entitlement during any period of notice.

8.9
There may be occasions when your Employer does not require your services.   In these circumstances, your Employer reserves the right to lay you off and you will be paid statutory guarantee payments during the period of lay-off.

9
COMPASSIONATE LEAVE AND TIME OFF FOR FAMILY EMERGENCIES

9.1
Your Employer will consider all requests for compassionate leave and time off to deal with family emergencies.  If you need to take compassionate leave or time off to deal with a family emergency, you should raise the matter with your Employer and they will consider your request. There is no contractual entitlement to remuneration for absences relating to compassionate leave or time off to deal with family emergencies.  

10
SICK PAY

10.1
You are entitled to Statutory Sick Pay (“SSP”). Any payment over and above SSP will be made at the absolute discretion of your Employer.
11
REPORTING SICKNESS ABSENCE

11.1
On the first day of any sickness absence you must ensure that your Employer is informed by telephone of your sickness at the earliest possible opportunity and if practicable by 8.00am.  You should also give details of the nature of your illness and the day on which you expect to return to work.

11.2
Sickness absence of up to and including seven consecutive days must be fully supported by a self-certificate and thereafter by one or more doctor’s certificates. 

12
MATERNITY PAY

12.1
You are entitled to Statutory Maternity Pay (“SMP”).  Any payment over and above SMP will be made at the absolute discretion of your Employer.

13
MEDICAL EXAMINATIONS

13.1
All medical information will be kept confidential but you may be required to give your consent to any medical reports or records kept by your GP being sent to your Employer in order for your Employer to investigate your fitness for the job.

13.2
Your Employer may require you to undergo a medical examination by a medical practitioner nominated by them at any stage of your employment.  The cost of any such examination or examinations will be met by your Employer and you will co-operate in the disclosure of all results and reports to your Employer.  Your Employer will only request such an examination where reasonable to do so.

13.3
Until your Employer is satisfied with the outcome of their enquiries, your Employer reserves the right to withhold all or part of any discretionary sick pay and if the circumstances warrant it, Statutory Sick Pay (SSP).

13.4
You should report any contact with anyone suffering from an infectious or contagious disease and it will be up to your Employer to determine whether you should come to work or stay at home on sick leave.

14
PENSION

14.1
Your Employer does not operate or participate in any pension scheme applicable to your employment and no contracting-out certificate is in force in respect of this employment.

15
COLLECTIVE AGREEMENTS AND PERIODS OUT OF THE U.K.

15.1
There are no collective agreements that directly affect the terms of your employment.

15.2
You may be expected to work outside the United Kingdom for one month or less.

16
DISCIPLINARY & CAPABILITY PROCEDURE

16.1
Reasons that might give rise to the need for measures under the Disciplinary & Capability Procedure include but are not limited to the following: 

(a) Causing a disruptive influence in the household 
(b) Job incompetence 
(c) Unsatisfactory standard of dress or appearance
(d) Conduct inside or outside Normal Place of Work prejudicial to the interests or reputation of the Employer.
(e) Unreliability in time keeping or attendance
(f) Failure to comply with instructions and procedures
(g) Loss of driving licence 
(h) Breach of confidentiality clause

All parties must adhere to the following procedure in all cases of disciplinary action and dismissal, and must act reasonably throughout the procedures:

1. Written Notice: the Employer must send the Employee a written explanation of conduct, capability or other circumstance that have led the Employer to think about taking dismissal or disciplinary action against the employee.

2. Meeting: the Employer must invite the Employee to a meeting to discuss the issue and both parties must take reasonable steps to attend. After the meeting the Employer should inform the Employee of his/her decision and offer the Employee the right to appeal.

3. Appeal: if the employee wishes to appeal, she/he must inform the employer and the Employer must invite the Employee to a second meeting to discuss the appeal.  The Employer must give the employee his/her final decision after the meeting.

The Employer has the right to suspend the Employee if he/she considers it reasonable to do so.

16.2 
In the event of the Employer needing to take disciplinary action the procedure shall, save in cases involving gross misconduct, be: 

(a) Firstly Verbal Warning 

(b) Secondly Written Warning 

(c) Thirdly Dismissal

16.3
Reasons, which might give rise to immediate dismissal (and the payment of no notice or pay in lieu of notice), could involve the following (although the list is not exhaustive):

(a) Theft

(b) Fraud/Dishonesty

(c) Damage to Property

(d) Neglect, cruelty, harm or injury to children including smacking

(e) Incapacity to work due to being under the influence of alcohol or illegal drugs

(f) Physical Assault

(g) Gross insubordination, including wilful refusal to carry out a reasonable instruction.

16.4
All parties must adhere to the following procedures in all cases of grievance raised by the employee, and must act reasonably throughout the procedures

1. Written notice: the Employee must send a written explanation of their grievance to the Employer, stating the basis for their complaint.

2. Meeting: the Employer must invite the employee to a meeting to discuss the issue and all parties must take reasonable steps to attend. After the meeting the Employer must inform the Employee of his/her decision and offer the employee a right to appeal.

3. Appeal: if the Employee wishes to appeal against the decision or failure to make a decision, the Employee must inform the Employer and the Employer must invite the Employee to a second meeting to discuss the appeal. The Employer must give the Employee the final decision after the meeting.

16.5
During the first two years of employment your Employer has the right to not follow the procedure as detailed in 16.2.
17
RESTRICTIONS

17.1
During your normal hours of work you may not, without the prior written consent of your Employer, devote any time to any business other than the business of caring for INSERT NAME or to any public or charitable duty or endeavor.

17.2
During the period of your employment you will not, without the prior written consent of your Employer, undertake any work or other activity which may prejudicially affect your ability properly and efficiently to discharge your duties and responsibilities. 

17.3 Without prejudice to other obligations of confidence, you shall not now or at any time in the future, other than in the proper course of your employment either during or after the termination of your employment, use, publish, or otherwise disclose to any person any confidential information relating to the affairs finances or business of your Employer, or their family or household unless it is lawfully required. 

17.4 Your Employer does not allow smoking in the house and you are not permitted to smoke whilst the children are in your care.  If you are caring for the children away from the Employer’s house, you must also avoid any environment that suffers from cigarette or cigar smoke.

17.5 You are not permitted to drink alcohol whilst the children are in your care.  It is strictly forbidden to come to work whilst under the influence of alcohol.  Any act of random excessive drunkenness may be regarded as gross misconduct for which summary dismissal may be a penalty.

17.6 It is a criminal offence to use, possess or deal in any controlled substances and if you are found to be involved in any of those activities, you may be dismissed for gross misconduct.

17.7 You shall not without the express permission of your Employer photograph or capture the image of INSERT NAME.  If permission is given by your Employer these images must be retained securely by you and not shared with any other party including social networking websites.

17.8
You shall not without the express permission of your Employer allow anyone else into the family home.
18
DEBTS AND OVERPAYMENTS

18.1
If, on the termination of your employment, you owe your Employer money as a result of any loan, over-payment, default on your part or any other reason whatsoever, your employer shall be entitled as a result of your agreement to the terms of this contract to deduct the amount of your indebtedness to it from any final payment of salary which it may be due to make to you.
19
GENERAL

19.1
This Contract is subject to the exclusive jurisdiction of the Courts of England, Scotland and Wales and shall be construed in accordance with the laws of England, Scotland and Wales.

I hereby confirm that I have read, understood and accept the above contract of employment. I undertake to observe the terms and conditions of employment contained therein.

Signed: ……………………………………….
Signed:……..………………………….
NAME




Name
Date: ………………….………………………
Date: ………………………………….
1
1

