
 

 

Template Employment Contract  

The information below is a guide for people looking to employ staff on a temporary, short- or long-term basis. It 
can also be amended to allow for freelance or self-employed ‘employees’ as well.  
 
Taking on employees is like taking on new livery clients- it is important to have an agreement in writing, so all 
parties know where they stand. Provision of an employee contract clearly defines the expectations of the 
employer. 
 
The below is a basic guide which can be amended. It is recommended to read clearly and ensure it is completed 
considering your own requirements, expectations and current employee law. 
 

 
EMPLOYMENT CONTRACT 

STRICTLY PERSONAL 

(Insert Job Title) 

(Insert Business Name) 

 

Dear (Insert Name) 

 

I am pleased to offer you the above position. This document contains all the contractual details relating to your 

employment and should be read carefully as it forms the employment contract between (Insert Business Name) 

and yourself. 

 

Continuous Service 

The date of commencement of this short term/ temporary/ permanent (Amend as necessary) appointment with 

(Insert Business Name) is (Insert date) and this date represents the start of your continuous service. 

 

In relation to short-term or temporary employment, this position is on a short term/ temporary (Amend as 

necessary) basis for a period of (Enter contract duration) until (Insert date). Upon this end date, the contract may 

be terminated, reviewed or renewed subject to our requirements (Amend as necessary). 

 

Conditions of Offer of Appointment  

This offer is subject to you providing satisfactory documentation of your entitlement to work in the UK, in line with 

current immigration legislation. We require provision of identity, proof of address and your National Insurance 

number (Amend as necessary). 

 

The appointment of this employment is based upon a discretionary probation period to ensure you are right for the 

above role and that you fit in well with the existing staff routines. This probation period shall be for one month 

(Amend as necessary) from (Insert date). If at any time during, or upon completion of, this probation period (Insert 

Business Name) feels you are not suited for the role, or other issues arise, (Insert Business Name) reserve the right 

to terminate this employment with no notice given. 

 

Job Role 

You shall be working under the job title of (Insert Job Title). You will therefore be expected to undertake the 

standard tasks and responsibilities discussed at the time of application with competence and in a professional and 

efficient manner. However, (Insert Business Name) may request additional tasks or responsibilities are undertaken, 

without additional remuneration, to suit the needs of the business. If, at any time, you are concerned with any 

 



aspect of your job role, tasks or responsibilities assigned, or time allocated for such tasks you must bring this to our 

attention.  

 

Location 

(Insert Business Name) address is: (Insert Business Address) 

You will provide your services at this site as the (Insert Business Name) may reasonably require. You will be advised 

in advance if you are required to work at any other sites, or away at events. It is your responsibility to arrange your 

own transport to and from the premises, and to ensure this is done so in a timely manner to ensure you arrive for 

work on time each day.  

 

Pay 

Your rate of pay will be (Insert amount in £) per (Insert hour/ week/day etc), payable monthly by bank transfer on 

the 26th of each month (Amend payment terms as necessary). There are no enhancements for evening, weekend, 

or Bank Holiday working (Amend as necessary). 

 

An itemised pay statement of your earnings and deductions will be sent to you on your normal pay date to the 

address provided by you. Your employed payment is subject to the deduction of tax, national insurance and any 

other agreed or lawfully required deductions, including the deduction of pension contributions where appropriate.  

(Insert Business Name) also reserves the right to deduct any sums that are owed by you, including any 

overpayments (Amend as necessary).  

 

For freelance and self-employed work, we require an invoice to be submitted within 7 days of completion of agreed 

work. All invoices will be paid within 7 days (Amend payment terms as necessary). All staff employed on a 

freelance or self-employed basis are responsible for paying their own NI contributions and taxes.  

 

Hours of Work 
Throughout the duration of this appointment, you will be required to work (Insert hourly work expectations) hours 

per week. Working hours are between 8.00am and 4.00pm daily. A working rota will be provided two weeks in 

advance As agreed, the hours detailed above will include 4 days per week and one weekend day (Amend working 

hours as necessary). However, (Insert Business Name) may alter these hours within reason to suit the needs of the 

business and will give as much notice as possible to advise in any changes of working hours. 

 

(Exact Hours Monday-Sunday can be listed here if fixed week to week) 

 

Notice 

(Insert Business Name) requires a minimum of one months’ notice (Amend as necessary) of termination of this 

arrangement, where you wish to cease this arrangement. 

 

Where (Insert Business Name) ceases to require your services at a date other than the end date stated above, you 

will be given two week’s written notice. 

 

Holidays 

The holiday year runs from 1 January to 31 December. You are entitled to the equivalent of 5.6 weeks’ (28 days) 
annual holiday per year. This will be calculated pro-rata for part time and temporary staff (Amend as necessary).  
Holiday entitlement will therefore accrue at the rate of 2.5 days per month pro rata (Amend as necessary). Any 
leave days taken during your employment must be by prior arrangement with (Insert Business Name) at least one 
month in advance. (Insert Business Name) cannot guarantee permission for leave days during busy periods or 
certain dates so it is advised that you check your leave dates prior to confirming any plans. If you have been unable 
to take your leave entitlement, a payment in lieu of leave accrued will be made at the end of your appointment 
(Amend as necessary).   
 

Sickness Absence 



There is no entitlement to payment during absence due to sickness. Where you are unable to work as arranged, 

due to sickness, you must inform (Insert Business Name) before 7.00 a.m. on the day in question. 

 

If you are absent for more than seven days in a row including non-working days, you must on the eighth day of 
absence provide (Insert Business Name) with a medical certificate from a General Practitioner stating the reason 
for absence and provide subsequent certificates to cover any subsequent periods of absence. The Employee will be 
paid during absence in accordance with the Statutory Sick Pay Scheme as per the current rate. 
 

Pensions 

You will receive a separate communication regarding eligibility to pensions following completion of the probation 

period (Amend as necessary). 

 

Expenses 
The Employer will reimburse all reasonable out of pocket expenses incurred by the Employee during the operation 
or her day to day duties, subject to production, within one month, of written evidence of expenditure, where 
procurable (Amend as necessary). 
 

Insurance 

All employees are covered for Employers Liability in accordance with the existing policies of (Insert Business Name) 

whilst working within their designated hours, and under the instruction of management. A copy of this can be 

provided upon request. Any freelance or self-employed workers will be required to hold their own liability 

insurance. Copies will be required upon commencement of work, and upon renewal dates. Failure of adequate 

insurance may result in termination of your employment with us.  

 

Other Business 

No one other than (Insert Business Name) may operate in the course of business in any manner from the premises 

of (Insert Business Name). This includes employees undertaking paid services to livery clients, use for our facilities 

or equipment, or storage of items in relation to business (Amend as necessary). 

 

You must devote the whole of your time, attention and abilities during your hours of work to your duties for (Insert 
Business Name). You may not, under any circumstance, whether directly or indirectly, undertake any other duties 
during her hours of work under this employment, this includes ‘private arrangements’ with clients. 
 
You may not, without the prior written consent of (Insert Business Name) (which will not be unreasonably 
withheld) outside your hours of work with (Insert Business Name) work for, advise or in any other way assist, 
whether directly or indirectly, any business or employment which is similar to or in any connected or in competition 
with the business of (Insert Business Name) or which could or might reasonably be considered to impair the your 
ability to act at all times in the best interests of (Insert Business Name). 

Confidentiality  

You must not, either during or at any time after the termination of your appointment, disclose any information 

regarding (Insert Business Name) or other confidential information relating to the business, clients, suppliers or any 

of its activities including those in respect of which (Insert Business Name) owes an obligation of confidence to any 

third party. 

 

Property 
You acknowledge that all files, customer records, equine records, yard tools, equipment and resources, and other 
materials owned by (Insert Business Name) or used by (Insert Business Name) in connection with the conduct of 
business shall at all times remain the sole property of (Insert Business Name). You agree that upon request or upon 
termination of your employment hereunder, howsoever arising, you shall surrender all such materials or 
equipment, and any copies thereof and all other property belonging to the (Insert Business Name). 

Health, Safety and Bio Security 



You must at all times work considerately and safely whilst on the premises. (Insert Business Name) takes all 

reasonable precautions to provide a safe work place, with the relevant tools, equipment and protective wear. If you 

have concerns regarding your safety or welfare whilst undertaking your tasks or responsibilities this must be drawn 

to our attention.  

 

You must also be considerate of bio security risks and should advise (Insert Business Name) if you may have come 

into contact with any animals or otherwise that may pose a risk to the health or welfare of animals under our care.  

 

Signed on behalf of the (Insert Business Name): ...............................................................…… 

 

Print Name and Position:     ...............................................................…… 

 

Date:       ………………………………. 

 

PLEASE SIGN TWO COPIES OF THIS DOCUMENT TO INDICATE YOUR ACCEPTANCE OF THIS EMPLOYMENT. ONE IS 

TO BE RETURNED TO US, AND A COPY RETAINED FOR YOUR OWN RECORDS. 

 

 

Signed (Name):  ...................................................................................…… 

 

Print (Name):  ...................................................................................…… 

 

Date:    ........................……………  

 

IMPORTANT 

This information as provided above is intended to provide guidance and areas for consideration for those 
intending to enter into such arrangements. Anyone proposing to enter into such a written agreement should 
take consideration and their own legal advice as to their particular circumstances. 
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