
CONTRACT OF EMPLOYMENT [DRAFT FOR COMPLETION]
Between:

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

This Agreement is made between the Employer and you.  It supersedes any earlier written or oral arrangement between you and the Employer.

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

1
JOB DUTIES AND PLACE OF WORK

1.1
The Employer will employ you as a Nanny to care for their INSERT NAME OF CHILDREN. You will be required to undertake all duties and responsibilities associated therewith and as may be determined by the Employer from time to time.  These will include, but are not limited to, the duties and responsibilities set out in Schedule 1 to this Agreement. 

1.2
You must never delegate your duties and responsibilities to anyone else without the Employer’s prior knowledge and agreement.

1.3
The Employer reserves the right to vary your duties and responsibilities at any time and from time to time according to their needs, provided always that any new or additional duties and responsibilities will be within the scope of the role of children’s Nanny.

1.4
Your place of work will be INSERT FULL ADDRESS.  The Employer does not allow smoking in the house and you are not permitted to smoke whilst INSERT NAME OF CHILD  is in your care.  If you are caring for INSERT NAME OF CHILD away from the Employer’s house, you must also avoid any environment that suffers from cigarette or cigar smoke.

1.5
You may entertain nanny and mother friends and their charges in the Employer’s house but their visits should be discussed and agreed in advance with the Employer.

2
START OF EMPLOYMENT

Your employment with the Employer started on INSERT DATE. No period of employment with a previous employer counts towards your period of continuous employment. 

3
PROBATIONARY PERIOD

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. The Employer may extend your probationary period by written notice, but so that the total period of probation will not exceed 6 months.  

4
NOTICE

4.1
Your employment is not for a fixed term and there is no anticipated duration for your employment (AMEND AS APPROPRIATE) but it may be terminated by notice at any time.  During your probationary period, your employment may be ended either by you giving the Employer or by the Employer giving you one week’s written notice (AMEND AS APPROPRIATE). 

4.2
After the successful completion of any probationary period, your employment may be ended by you giving the Employer at least one month’s written notice (AMEND AS APPROPRIATE).  The Employer will give you at least 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 weeks’ notice (AMEND AS APPROPRIATE).  
4.3
If you leave without giving the proper period of notice or leave during your notice period without permission, the Employer shall be entitled to deduct a day’s pay for each day not worked during the notice period, provided always that the Employer will not deduct a sum in excess of the actual loss suffered by them 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 that the Employer may be due to make to you.  The amount to be deducted is a genuine attempt by the Employer to assess their 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 normal hours of work will be from (INSERT HERE) unless there is any other prior arrangement.  If the Employer needs to change the days you work, either permanently or temporarily, you will be given as much notice as possible.  You may also be asked to work such additional hours as the Employer reasonably requires.  For example, there may be some babysitting.  Advance notice will be given to you on any such occasion when this occurs.  If you are asked to work additional hours, these will be paid at the rate of (INSERT HERE) per hour (net).
6
SALARY

6.1
 Your gross salary will be (INSERT HERE) per annum payable in equal monthly (AMEND AS APPROPRIATE) installments in arrears on or before the last working day of each month for the month up to and including that day (AMEND AS APPROPRIATE).   Payment will be subject to deduction at source of income tax and applicable national insurance contributions and will be made by direct credit transfer to a bank or building society account nominated by you.  Your salary will be reviewed annually in June (AMEND AS APPROPRIATE).
6.2
In addition to your remuneration, you will be reimbursed all reasonable expenses, properly, wholly and exclusively incurred by you in the course of your employment and authorised by the Employer upon production of receipts or other evidence for them as the Employer may reasonably require.  From time to time you may be given petty cash for a particular activity or event so that you do not have to provide finance for the activity.  You must account for the amount given to you and repay any balance over expenses to the Employer.

7
HOLIDAY

7.1
 The holiday year is 1 July to 30 June (AMEND AS APPROPRIATE).  In addition to paid holiday on all statutory and other public holidays, you will be entitled to 20 days’ holiday (AMEND AS APPROPRIATE) in each calendar year throughout which you are employed by the Employer.  You will accrue holiday pro rata through the holiday year (approximately 1.6 days per calendar month) from your first day of employment with the Employer.  

7.2
The Employer will try to co-operate with your holiday plans wherever possible subject to their requirements.  However, you must not book holidays until your request has been formally authorised by the Employer.

7.3
You must use all of your holiday entitlement by the last day of 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.

7.4
No more than 10 days’ holiday may be taken at any one time without the prior agreement of the Employer (AMEND AS APPROPRIATE).  At least one month’s notice must be given by you of the proposed date of commencement of any holiday (AMEND AS APPROPRIATE) in order to allow the Employer to find a temporary nanny.  The Employer reserves the right to nominate up to 10 days (AMEND AS APPROPRIATE) per year on which your holiday entitlement must be used and you will be given at least one month’s notice of these dates. 

7.5
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 assuming that holiday entitlement accrues at an even rate from day to day).

7.6
Notwithstanding clause 7.4 in respect of nomination of holidays, there may be occasions when the Employer is on a family holiday either in the United Kingdom or abroad and your services are not required for the duration of that holiday.  In these circumstances, the Employer reserves the right to lay you off and agrees to pay you full pay for the duration of any such lay-off.
7.7
On termination of your employment, holiday pay will be given for earned and unused days of holiday entitlement in that holiday year.  If, on termination, you have taken more holiday than you have earned in that holiday year, the 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.  

7.8
Should you be incapacitated for work during any period of pre-booked holiday (whether in whole or in part) the Employer may in its absolute discretion reimburse the period of holiday entitlement lost due to incapacity. You have no contractual right to reimbursement and before considering whether reimbursement is appropriate in the circumstances, you must deliver to the Employer a relevant medical certificate covering the period of incapacity.

8
CAR AND TELEPHONE

8.1
You and the Employer may agree that a car will be made available for you for on-duty working only.  It cannot be used outside of normal working hours or for personal use.  In any event, you are expected to walk or use public transport for most local journeys.  The Employer undertakes to ensure that you are fully insured to drive the car and will pay all expenses connected thereto, including petrol costs, except parking fines, speeding fines or fines for clamps/towing away.  If a car is made available, you must at all times take good care of it.  

8.2
You may use the telephone for calls directly related to your work.  You may not make personal calls, except in an emergency or with the Employer’s prior agreement.  You may be asked to pay for the cost of any personal calls made.

8.3
You may only access e-mail and the Internet on the Employer’s computer for the purpose of (INSERT NAME OF CHILDREN) education and learning and with the Employer’s prior agreement.  You may not use e-mail or the Internet for personal purposes, except with the Employer’s prior agreement.  Under no circumstances are you to log on to sexually explicit websites or download pornography.  You may be asked to pay for the cost of telephone calls relating to personal use of the e-mail or Internet.

9
COMPASSIONATE LEAVE AND TIME OFF FOR FAMILY EMERGENCIES

The 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 the Employer. There is no contractual entitlement to remuneration for absences relating to compassionate leave or time off to deal with family emergencies.  Any payment will be made at the absolute discretion of the Employer.

10
SICK PAY

The Employer will operate Statutory Sick Pay (“SSP”) in accordance with statutory provisions.  Any payment over and above SSP will be made at the absolute discretion of the Employer.  

11
REPORTING SICKNESS ABSENCE

11.1
On the first day of any sickness absence you must ensure that the Employer is informed of your sickness at the earliest possible opportunity and if practicable by 7:00 am.  You should also give details of the nature of your illness and the day on which you expect to return to work. You must inform the Employer as soon as possible of any change in the date of your anticipated return to work.

11.2
Sickness absence of up to and including seven consecutive days must be fully supported by a self-certificate which the Employer will supply and thereafter by one or more doctor’s certificates provided to the Employer at intervals of no more than seven days during the period of sickness absence.

12
MATERNITY PAY AND LEAVE

The Employer will operate Statutory Maternity Pay (“SMP”) and grant maternity leave in accordance with statutory provisions.

13
PENSION

The 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. 

14
GRIEVANCE PROCEDURE

14.1
The object of the procedure is to provide you with an opportunity to have a potential grievance examined quickly and effectively, and where a grievance is deemed to exist, to have it resolved, if possible, at the earliest practicable moment.

14.2
In the event you having a grievance relating to your employment you should put it in writing and approach the Employer. On receipt of such a request, the Employer shall make arrangements to hear the grievance and at this interview you may, if you wish, be accompanied by a representative of your choice.  The Employer will endeavor to resolve the grievance as soon as possible and, in any case, within five working days from the time the grievance is first raised.  If it is not possible to respond within this time period, you will be given an explanation for the delay and be told when a response can be expected.  The Employer’s decision will be final.

15
RESTRICTIONS AND CONFIDENTIALITY

15.1
In discharging your duties you will maintain appropriate standards of behavior, dress and appearance and you will not engage in conduct prejudicial to the interests or reputation of the Employer or causing a disruptive influence in the household.  In the case of your gross misconduct, the Employer reserves the right to dismiss you without notice of termination or payment in lieu of notice.
15.2
During your normal hours of work you may not, without the prior written consent of the Employer, devote any time to any business or to any public or charitable duty or endeavor.

15.3
During the period of your employment you will not, without the prior written consent of the Employer, undertake any work or other activity which may prejudicially affect your ability properly and efficiently to discharge your duties and responsibilities. The decision as to whether or not an activity would have a prejudicial effect shall be in the absolute discretion of the Employer.


15.4
You will not at any time, either during your employment or afterwards, disclose, divulge or publish to any unauthorised person, firm or company the affairs and concerns of the Employer or their family and friends or their transactions and business, except in the proper course of your duties during your employment by the Employer.

16
DEBTS AND OVERPAYMENTS

If, on the termination of your employment, you owe the Employer money as a result of any loan, over-payment, default on your part or any other reason whatsoever, the 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.

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:……..…………………
………………………..
(INSERT NAME)




(INSERT NAME/S)
Date: ………………….……….


Date: ……………………………..

SCHEDULE 1 – DUTIES AND RESPONSIBILITIES

Your duties and responsibilities will be as follows:

1. Looking after (INSERT CHILDREN’S NAMES) needs, welfare, development and health and safety. 

2. Supervision of (INSERT CHILDREN’S NAMES). 

3. Exercise, teaching and training. 

4. Playing with (INSERT CHILDREN’S NAMES), including reading to him/her and helping him/her to entertain herself.

5. Encouraging development in skills such as reading, writing, arithmetic, drawing, music, dressing, telling the time, etc.  

6. Taking (INSERT CHILDREN’S NAMES) to activities and playgroups as agreed with the Employer.
7. Nursery duties, including, but not limited to: 

· Keeping (INSERT CHILDREN’S NAMES) nursery, bedrooms and bathroom clean and tidy every day. 

· Laundry and ironing of (INSERT CHILDREN’S NAMES) clothes and bedding. 

· Ensuring that (INSERT CHILDREN’S NAMES) clothes are kept in good repair. 
· Shopping for (INSERT CHILDREN’S NAMES) needs. 
· Preparing and cooking (INSERT CHILDREN’S NAMES) meals.
· Keeping the kitchen, breakfast and any other room clean and tidy after use by you and (INSERT CHILDREN’S NAMES).
· Cleaning (INSERT CHILDREN’S NAMES) toys and books.  
In addition, the Employer may require you to help them with shopping for food and other household items, domestic chores, preparing and cooking evening meals (AMEND AS APPROPRIATE) and any other reasonable duties that the Employer may discuss with you from time to time.  

You will be required to keep the Employer informed on a daily basis of (INSERT CHILDREN’S NAMES) activities, progress and other relevant information.
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