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Employment Contract Checklist

This document can be used as a basic checklist of core terms to assist in producing a contract of employment.  Further information will be needed regarding the confidentiality provisions and any post-termination restrictions.  If the individual will also be a director, additional provisions will be needed to address this.

	1. Name of Employer and address
	

	2. Name of Employee and address
	

	3. Start date (and date of continuous employment, if earlier) and any probationary period.  If fixed term, state expiry date.
	

	4. Job title, duties and reporting line 
	

	5. Basic salary (period of payment, when reviewable, deductions)
	

	6. Entitled to overtime?  If so, set out entitlement.
	

	7. Working hours  
	

	8. Holiday in each year and whether this includes or excludes bank holidays (minimum entitlement for full time worker working 5 days a week is 28 days)

· What is the holiday year?

· Will the employee be entitled to carry forward holiday to the next holiday year?  If so, is there a maximum number of days and is there a period in the following year by which they must have used it?

· How much notice must the employee give of their holiday and any other rules?
	


	9. Pension

· Type of Scheme (i.e. stakeholder, defined contribution, defined benefit)

· Employer contributions and, if so, are these conditional upon employee contributions?  

· Employee contributions?

· Contracting out certificate?
	

	10. Notice entitlement (statutory minimum or longer, PILON, summary termination grounds)
	

	11. Place of work and whether a mobility clause is required.  If so, what is the area within which the employees can be required to move (the more limited the area then the more chance that it is enforceable).
	

	12. Entitlement to life assurance?  If so, what is the entitlement (e.g. number of times of salary).
	

	13. Entitlement to private medical insurance?  Does it cover the employee or the employee and their spouse and children?
	

	14. Entitlement to company car or car allowance?
	

	15. Is there a contractual entitlement to sick pay and, if so, what is it (e.g. full pay/half pay or some other amount) and for what period (e.g. 30/60 days/another period in any rolling 12 months period?).  If there is no contractual entitlement, it is assumed entitlement is statutory sick pay. 
	

	16. Do you offer permanent health insurance?
	

	17. Do you have a disciplinary, capability and grievance procedure?  If so, where can it be found and what is it called?
	

	18. What threats/risks to the business are posed if the employee leaves? Consider what post-employment restrictions are required (e.g. non-compete, non-solicitation, non-dealing, non-interference) if the employee has access to confidential information or key relationships (whether client, supplier or employee).  
	

	19. Do you have a communications, IT or data protection policy?
	

	20. Are there any collective agreements in place?
	

	21. Are there any other policies that you believe may have to be referred to in the contract of employment or which you consider relevant to their employment?
	

	22. Are there any other provisions which you would like to be included in the contract?
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