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Statement of Terms of Employment 
 
This Statement gives details of your employment with________ Community Shop Ltd (“the 
Employer") and is correct at (date).  The Employer reserves the right to make reasonable 
changes to these Terms of Employment.  Any change to these Terms of Employment will be 
notified to you in writing within one month. 
 
1. Employee 
 
Name:     
 
Address:  
 
Telephone Number:     
 
Emergency Contact Name:  
 
Emergency Contact Telephone Number:   
 
Date of Birth:  
 
You should notify the Employer of any changes to the above details as soon as possible 
to keep records accurate and up to date. 
 
2. Date of Commencement of Continuous Period of Employment 
 
(Date) 
 
3. Job Title 
 
You are employed as _______ (post office and shop assistant) and your responsibilities are 
as set out on the accompanying job description which may be amended from time to time by 
joint discussion and agreement. You may be required to perform such other duties as the 
Employer may reasonably require.  
 
4. Place of Employment 
 
Your normal place of work will be at _____Community Shop (address). In the case of 
unforeseen circumstances you may be required to work at other premises.     
 
5. Hourly Rate 
 
Your hourly rate will be £___per hour during training rising to £___ per hour once training is 
complete (training completion is defined once your are able to operate the post office counter 
without assistance). Your pay is subject to deductions of income tax and national insurance.  
 
The company also reserves the right to make deductions from your pay for any over payment 
in wages or any other monies which you owe the employer. 
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Remuneration is payable monthly in arrears on the (date) of each month or previous business 
day. Remuneration for part of a month shall be a proportionate part of your remuneration for 
one full month.  Payment will be made by______ e.g. bank credit transfer into your nominated 
bank account. 
 
6. Hours of Work 
 
Your normal working hours will total ___ hours per week paid at the basic hourly rate shown 
under point 5 above.  
 
Your hours of work will be governed by the requirements of the business and will require you 
to conduct your hours of work during the times that the shop is open. This could include 
___am starts and ___pm finishes Monday to Saturday. (It may be necessary to change your 
hours and the days you work to meet business needs, but where this is the case ,any 
alteration will be discussed in advance).  You may be required to work Sunday by mutual 
agreement.     
 
Breaks: You are entitled to a paid break of 30 minutes if you work a whole day of 8 hours (can 
be split through out day)  
 
If your day is less than 8 hours you have 15 minutes paid break.   
 
If you work less than 4 hours you are not entitled to a break. 
 
7. Overtime and Bank Holiday Working 
 
Additional hours will be voluntary unless overtime and your basic hourly rate has been 
previously authorised by the management committee of ______community shop Ltd. 
Bank holidays – where you are required to work on such a day, an extra day leave is added to 
your holiday entitlement.     
 
8. Holiday Entitlement 
 
You will be entitled to ___ pro rata working weeks paid annual leave in each completed leave 
year.  The distribution of these should be agreed with _______ community shop management 
committee.  For the purposes of annual leave, the leave year runs from ____ to ____   
 
In addition you will be entitled to whatever public/statutory holidays are determined by the 
Secretary of State as determined on a pro-rata basis.  All annual, public and statutory leave 
days will be paid at your normal basic pay. 
 
9. Expenses 
 
You will be reimbursed for your business mileage at ____per mile.  Other expenses will be 
payable for extended trips away from your usual place of work and must be agreed with 
______ community shop Ltd management committee. 
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10. Sickness and Injury Pay 
 
Notification of sickness should be made promptly to ______ community Shop Ltd committee. 
 Under occupational sick pay arrangements during your absence on sick leave you will be 
entitled to Statutory Sick Pay for up to 28 weeks if you have been sick for at least four days or 
more in a row. 
 
11. Cash Security  
 
All post office counter stock and monies are the responsibility of the sub post master. ____ 
Ltd will cover all cash losses providing that all procedures as detailed in the post office terms 
and conditions been followed correctly.    
 
 
12. Probation 
 
Your appointment is subject to a probationary period of ___ months. During the 
probationary period the notice period will be ___ week on either side for up to ___weeks 
and then one month on either side for the remaining duration of the probationary period.   
 
13. Notice Period 
 

13.1  Once the probationary period has expired, notice by or to the Employer shall 
be in writing and of the following durations: 
 
By the Employee: 1 month  
 
By the Employer:  1 month  
 
13.2 The Employer may terminate your employment immediately if you are guilty 
of gross misconduct which includes but is not limited to the following:- 
 
(a) Refusal to perform duties which reasonably form part of your contract of 

employment or to obey any reasonable instruction  
 
(b) Use of physical force against any other person 
 
(c) Threatening, abusive or offensive behaviour against any other person 
 
(d) Wilful damage, loss or neglect of the Employer's property 
 
(e) Theft, or unauthorised possession of the Employer’s property 
 
(f) Intoxication or being under the influence of drugs whilst at work 
 
(g) A criminal offence, whether or not carried out during the course of your work 

for the  
 
Employer and which renders you unsuitable for the type of work in which you are engaged 
falsification of accounts or documents, mishandling of Employer's money or conduct  giving  
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the Employer reasonable grounds for believing  that you have committed any such act 
 

Harassment or unlawful discrimination 
 

Significant breach of confidence regarding customer and supplier information  
 
14. Disciplinary Procedure 
 

14.1 The Employer will attempt to deal with disciplinary matters in accordance with 
the following guidelines. However it is not intended that these should form part of the 
Employee’s contract of employment 

 
14.2 Except for cases where in the opinion of the Employer you have been guilty of 
gross misconduct you will not generally be dismissed by reason of misconduct 
lateness or failure to perform your duties efficiently unless you have previously been 
given at least two warnings (of which the last shall be in writing) in respect of that or 
any other misconduct or failure to perform your duties efficiently. 
 
14.3 On the making of a disciplinary decision you will be entitled to an opportunity to 
state your case at the time it is under consideration and to be accompanied by a 
colleague. 
 
14.4 In cases of misconduct you may be suspended from work with or without pay 
while the matter is investigated. If no disciplinary action is taken pay withheld will be 
released. 

 
15. Grievance Procedure 
 
Any grievance relating to your employment shall be raised with the Employer either orally or in 
writing who will try to deal with the matter within seven days. 
 
16. Health, Safety and Hygiene 
 
You must take reasonable care of your own health and safety at work and must co-operate 
with the Employer so far as may be necessary to enable it to fulfill its legal obligations as 
regards health, safety and hygiene. 
 
17. Data Protection 
 
You consent to the Employer processing Personal Data (including Sensitive Personal Data) 
relating to you for purposes relating to your employment in accordance with the Data 
Protection Act 1998. “Processing”, “Personal Data” and “Sensitive Personal Data” shall bear 
the meanings given to them in that Act.  
 
18. Previous Agreements 
 
These Terms of Employment annul any previous agreement whether verbal or written given to 
you at any time.  
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19. Jurisdiction 
 
The validity construction and performance of these Terms of Employment shall be governed 
by English law and the parties shall submit to the exclusive jurisdiction of the English courts. 
 
 
SIGNED by The Employer: __________________________________ Date: 
_______________ 
I  hereby accept the appointment as set down in this contract on the terms and subject to 
the conditions referred in it. 
 
 
SIGNED by the Employee __________________________ 
Name: (block capitals)  ______________________________Dated: 
_______________________ 
 
 


