
TERMS AND CONDITIONS OF EMPLOYMENT
This statement sets out certain particulars of Your terms and conditions of employment which are required to be given to You in writing under section 1 of the Employment Rights Act 1996 together with certain terms, particulars of which are not required to be given by law, but which are set out here for ease of reference.

All or any prior agreements and arrangements between You relating to Your employment with WESTMINSTER WORKFORCE are cancelled and replaced by these Terms and Conditions.

EMPLOYEE
	To:
	Name:
	______________________________________________

	
	
	

	
	Address:
	______________________________________________

	
	
	

	
	
	______________________________________________

	
	
	

	
	
	______________________________________________

	
	
	

	
	Job Title:
	
	



EMPLOYER

	From:
	WESTMINSTER WORKFORCE 

	
	

	Address:
	SYMAL HOUSE, 423 EDGWARE ROAD, LONDON,  NW9 0HU



1.
INTERPRETATION


In these Terms and Conditions, the following meanings shall apply:-

	
	“Branch Manager”
"Letter of Confirmation""Letter of Confirmation"
	The Branch Manager who is responsible for the day to day operations and the running of the branch, for the care You provide, and such other managers as are notified to You from time and time.



	
	“Client(s)”
	The person(s) to whom the Services are provided. 



	
	“Company”
	WESTMINSTER WORKFORCE is the trading name of WESTMINSTER HOMECARE LIMITED


	
	“CRB Check”
	The compulsory check of your police record and, in relevant cases, information held by the Department of Health and the Department for Education and Skills, by the Criminal Records Bureau

	
	“Recruitment Resourcer”
"Line Manager"
	The Recruitment Resourcer identified in the letter of  Confirmation who is responsible for the area You provide, and such other managers as are notified to You from time to time.


	
	“Representative(s)”
	The Representative(s) nominated by the Clients(s)/ Service Users.



	
	“Services”
	Such duties as are agreed between the Company and You from time to time in accordance with paragraph 2.



	
	“The Handbook”
	The Company’s staff handbook setting out various procedures and policies applicable to Your employment with the company, as amended from time to time. Copies of the Company’s Handbook are available from the Company’s address set out above.



	
	“You”
	The individual whose services are supplied by WESTMINSTER WORKFORCE to the Client under the Terms and Conditions set out in these particulars.


2.
JOB TITLE AND DUTIES
2.1 The title of Your job is shown on page 1 of this document and Your primary duties will be to perform the Services as our employee under a contract of service in accordance with the Company’s instructions.  Such instructions will be notified to You verbally by the Recruitment Resourcer on behalf of the Company. You may be required to perform such related or other duties as the Company may require from time to time at its absolute discretion.
The Company is responsible for providing services at various locations for varying periods of time. Accordingly, the Services may change from time to time as You take on and/or complete different assignments for different Clients.
2.2 As part of Your role within WESTMINSTER WORKFORCE You are expected to attend regular training which will be paid for by the Company. This includes a full induction and Manual Handling Training plus any other courses that may be required before commencement of work. You will also be required to complete a CRB Check prior to commencement.
2.3 Any subsequent additional and/or alternative Services notified to You before the start verbally by the Recruitment Resourcer will be subject to these Terms and Conditions.

3.
EMPLOYMENT
3.1 Your period of continuous employment with the Company began/will begin on [________]. No employment with any previous employer counts towards your period of continuous employment with the Company. If, for any reason, you do not provide any services for a 6 month period, the Company reserve the right to terminate your employment without notice
3.2 Your employment will continue unless terminated in accordance with paragraphs 3.2 or 15 of these Terms and Conditions.

3.3 The first six months of your employment will be treated as a probationary period and your employment may be terminated upon 1 week’s notice at any time during this period. 

4.
PREVIOUS EMPLOYMENT

No employment with a previous employer counts as part of Your period of continuous employment with the Company.

5.
SUPERIOR

Your immediate Line Manager is Your Recruitment Resourcer.

6.
PLACE OF WORK
6.1
Your normal place of work shall be the first location notified to you by the Recruitment Resourcer in the accordance with paragraph 2 above.
6.2
You may be required to:-
6.2.1 transfer to another place of work within the UK, upon reasonable prior notice; or
6.2.2 remain at home at any time and in particular during any period of notice, whether given by you or the employer under clause 15.
7.
REMUNERATION
7.1
The Company will pay You remuneration which will vary in accordance with the Services You provide at such rates as are set out in the Company rates of pay for the various assignments.

7.2
You will be paid in respect of any additional or alternative Services agreed in accordance with paragraph 2 at rates and on days in accordance with the Company policy as applicable from time to time.

7.3
The Company shall be responsible for making the appropriate deductions in respect of PAYE and National Insurance contributions together with any other deductions that are or may become required by law. We reserve the right to deduct from Your salary any monies which You owe the Company, including any loans, advances and the value of any property or materials belonging to us, which You have negligently lost or damaged.
7.4
Payment will be made provided that You have correctly completed a timesheet and have had it countersigned by the Client or his/her Representative and forwarded to WESTMINSTER WORKFORCE, so as to be received by midday on Tuesday of each week.  Payments will be made four weekly in arrears by bank Transfer into a bank Account.

7.5
You acknowledge that no remuneration will be paid to You in respect of any periods in which You are not providing or are not required to provide any Services or for which You have not supplied a correctly completed timesheet.

8.
HOURS OF WORK


You are employed upon a zero hours contract and there is no obligation on the part of the Company to provide you with work.


Your normal hours of work will be such hours as are agreed with Your Recruitment Resourcer. 

The company reserves the right to suspend your employment and/or lay you off according to the needs of the business where necessary and your entitlement to any payment will cease during any lay off period. 
9.
HOLIDAY ENTITLEMENT AND HOLIDAY PAY

9.1
Under the Working Time Regulations, You are entitled to the equivalent of four weeks paid leave each year inclusive of bank or statutory holidays.  A week’s leave is equivalent to the time You usually work in a week and Your holiday pay will be calculated accordingly.  If your normal working hours vary from week to week you will be entitled to holiday pay based on an average of the amounts paid to you over the 12 complete weeks prior to the commencement of holiday leave.  The holiday years starts on the 1 April and end on the 31 March the following year.  If you employment commences or terminates part way through a holiday year, your entitlement to holiday that year will be calculated on a pro rata basis.
9.2
You are required to complete a Holiday Request form to give notice to Your Recruitment Resourcer when You wish to take leave.  You should give at least twice the period of the leave to be taken (e.g if You want a week off You must give at least 2 weeks notice). All requests must receive approval before being taken. Failure to obtain approval will render You liable to disciplinary action for unauthorised absence.

9.3
We can require You to take all or any of the leave to which You are entitled at specified times provided that You are given prior notice.  Adequate notice is at least twice the period of leave to be taken.
9.4
In the event of termination of your employment for any reason, you consent to a deduction being made from your salary equivalent to any holiday taken in accrued entitlement.  If your final salary payment is insufficient to allow for the whole of any such deduction, you will be required to repay the outstanding amount due to the company within one month of the termination of your employment.

9.5
Pay in lieu of holiday not taken will not be made except (where appropriate) on termination of employment.  On the termination of your employment, except for termination under clause 15 or if the Company exercises its option under clause 14 to require you to stay at home, you will be entitled to pay in lieu of accrued but untaken holiday.
10.      PENSIONS

There is no company pension scheme. A contracting-out certificate under the Social Security Pensions Act 1975 is not in force in respect of Your employment. The Company does operate a Stakeholder Pension Plan. Details of the scheme provider can be obtained from the Company’s Head Office at the address given above.  The Company does not make contributions to the Stakeholder Plan.
11.
LIFE ASSURANCE

There is no Life Assurance scheme applicable for this post.

12.
SICKNESS
12.1
If You are unable to attend work You must telephone the Duty Recruitment Resourcer at the Company Office as soon as possible and in any case before Your normal starting time. You should give the reasons for Your absence and the length of time for which You are likely to be away. Failure to inform may lead to disciplinary action. Subject to eligibility, You will be paid statutory sick pay; further details of sick pay and procedures are set out in the Handbook.
12.2
It is a condition of your contract of employment that you agree on request by the Company to undergo at the Company’s expense medical examination(s) by such doctor or doctors as the company shall nominate.  You agree also to authorise the doctor or doctors responsible for such examination(s) to prepare a medical report detailing the results of such examinations for disclosure to and discussion with the Company.
13.
DISCIPLINARY, APPEALS AND GRIEVANCE PROCEDURES
13.1
The disciplinary, dismissal, appeals and grievance procedures are detailed in the Handbook. The rules and procedures are not contractually binding and do not form of Your contract of employment.

13.2
Any queries or grievance that You may have should in the first instance be taken up orally with Your Recruitment Resourcer.

14.
TERMINATION OF SERVICES

Once You have agreed to perform the Services, You will continue to do so unless You have given four weeks written notice to the Company.


However, You acknowledge that Company has the right at any time and for any reason to inform You that it no longer requires You to provide all or any of the Services and/or to appoint another to perform such Services in Your place.  If  the Company exercises its right to discontinue Your duties in this way it will use its reasonable endeavours to provide You with alternative duties for the remainder of the period for which the Services were to have been provided by You, but subject to clause 8 above.

15.
TERMINATION OF EMPLOYMENT

The length of notice, which You must give the Company to terminate Your employment, is four weeks.


The length of notice You must receive from the Company to terminate Your employment is four weeks (or statutory notice if longer).


However the Company may terminate Your employment without notice in the following circumstances:

(a)       If You become of unsound mind or be or become a patient under the Mental Health Act 1983;

(b)
If You are at any time prevented by illness or accident or other incapacity from properly performing the Services for a period of one month or for more than (21) working days in any consecutive 12 months;

(c)
If You have committed any serious breach or repeated or continued (after warning) any material breach of Your obligations under this Agreement;

(d)
If You shall have been guilty of conduct tending to bring the Company into disrepute;

(e)
If You are convicted of any criminal offence (excluding an offence under the road traffic legislation in the United Kingdom or elsewhere in respect of which a custodial sentence is not imposed on You);

(f) If You have committed an act of bankruptcy or compounded with Your creditors generally.


The circumstances listed at paragraph 15(a) to (f) above are non exhaustive illustrations only.
16.
HEALTH AND SAFETY

The Company has a health and safety policy and You are required to conform to this policy.  Full details of the policy can be found in the Handbook.  You will be notified of any change to the policy.

17.      UNIFORM

The sum of upto £15.00 may be deducted from Your first month’s salary at WESTMINSTER WORKFORCE to cover the cost of uniform items. You will be asked to sign an authorisation form to approve the deduction. This sum is returnable at the end of employment with WESTMINSTER WORKFORCE, providing the uniform items are returned in good condition.

18.     ADDITIONAL SERVICES

In the event that a Client requires You to undertake duties of any nature other than the Services agreed, You shall inform the Recruitment Resourcer immediately. It is also reqiured that You inform the Recruitment Resourcer immeadiatly in the event of being offered a position with a Client on a permanent basis during a period of 6 months following completion of an assignment.
19.
TRAINING

The Company will arrange certain training courses and educational seminars.  Most of these courses and seminars will be free of charge, but You will not be entitled to receive any remuneration in respect of Your time spent at them.

20.
CONFIDENTIALITY

20.1
You will not, either during your employment or thereafter, use to the detriment of the Company or any of its clients or, except in the proper course of your duties, divulge to any person, firm or company or otherwise make use of:-
20.1.1
Any confidential information about the Company, its business, accounts, finances, research projects, pricing policy, future business strategy, marketing strategies and plans, patients or patient lists, discount rates and sales figures, arrangements with suppliers, tenders, pitches, plans or strategies;

20.1.2
Any other information designated as confidential or otherwise which should be treated as being confidential by its nature, which may have come to your knowledge in the course of your employment.


This restriction will continue to apply after the termination of your employment without limitation in time but shall cease to apply to any information or knowledge that subsequently comes into the public domain, other than as a result of unauthorised disclosure by you.

21.
COMMUNICATION OBLIGATIONS


You will report each week by telephone to the Recruitment Resourcer at the Company office (irrespective of whether You have undertaken to perform any Services in such week) to provide details of: -

21.1
Any holiday You are intending to take;

21.2
Your availability in the future;

21.3
Any additional services requested by any Client; and

21.4
Any work You are intending to do for any other employer or through any agency.

22.
EXCLUSIVITY


Nothing in this Agreement will prevent You from working for any other employer or through any agency, provided that in the reasonable opinion of the Company any such work does not conflict with Your duties the Company.

23.
VARIATION OF TERMS AND CONDITIONS

There can be no variation to these Terms and Conditions save as provided for in paragraph 2 unless authorised in writing by a duly authorised representative of the Company. Changes in practice and procedure however  (as set out in the Company’s Handbook or otherwise)  may be made from time to time.

24.      TRADE UNION REGISTRATION

There are no Trade Union collective Agreement applicable to this employment. the Company does not recognise any union for the purpose of its provision of  services.

CONTRACT OF EMPLOYMENT

Please confirm Your acceptance of the terms and conditions by signing and returning this page.

Full name and address of Employee:

	
	____________________________________________________
	

	
	
	

	
	____________________________________________________
	

	
	
	

	
	____________________________________________________
	

	
	
	

	
	____________________________________________________
	

	
	
	


I confirm that I have read, understand and accept the above terms.

	Name (Print):
	____________________________________________________
	

	
	
	

	Position:
	____________________________________________________
	

	
	
	

	Signed:
	____________________________________________________
	

	
	
	

	Date:
	____________________________________________________
	


Signed for and on behalf of WESTMINSTER WORKFORCE.

	Name (Print):
	____________________________________________________
	

	
	
	

	Signed:
	____________________________________________________
	

	
	
	

	Date:
	____________________________________________________
	


	WESTMINSTER HOMECARE LIMITED, Symal House, 423 Edgware Road, London, NW9 0HU

TEL 020 8200 2030    FAX 020 8205 4378

 REGISTERED OFFICE  AS ADDRESS ABOVE.REGISTERED IN ENGLAND NO. 3353584
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