[image: image1.jpg]




Gibson Hollyhomes LIMITED 
CONDITIONS OF EMPLOYMENT 
In accordance with Section 1 of the Employment Rights Act 1996 and Regulation 14(2) of Statutory Instrument Number 3319 made under the Employment Agencies Act 1973, the conditions below together with the details of your Assignments form your terms and conditions of employment. 

CONDITIONS OF EMPLOYMENT 
This contract of service is made BETWEEN Gibson Hollyhomes Limited, the employer (referred to below as “Gibson Hollyhomes”) AND the employee named on the timesheet Tracy Butterworth
Definitions 
Assignment: a placement whereby the Employee is assigned or seconded to the Client. 

Client: any client of Gibson Hollyhomes to whom the Employee is assigned or seconded to work from time to time. 

Daily Pay: subject to paragraph 7, the amount of basic wages or salary payable to the Employee for any day calculated as the hourly rate, as notified to the Employee prior to the commencement of the Assignment, multiplied by the number of hours worked that day

General 
1. This employment contract sets out the terms of the relationship between Gibson Hollyhomes and the Employee and begins on the commencement date of the Employee's first Assignment and continues until terminated as set out below. 

2. Gibson Hollyhomes is acting as an employment business as defined in the Conduct of Employment Agencies and Employment Businesses Regulations 2003. 

3. Gibson Hollyhomes will endeavour at all times during the currency of this contract to allocate the Employee to suitable Assignments and as a minimum guarantees to the Employee that they will be offered at least 336 hours of work on Assignment with Gibson Hollyhomes over the course of any full 12 month period commencing on the commencement date of the Employee's first Assignment at a rate of pay at least equivalent to the then current National Minimum Wage. For Employees who work part time this guarantee shall be pro-rated based upon a 35 hour week. For the avoidance of doubt there is no entitlement to any particular number of hours on Assignment in any period less than 12 months. The provisions of the Apportionment Act 1870 shall not apply to this contract. Save as provided for herein Gibson Hollyhomes does not guarantee that there will always be a suitable Assignment to which the Employee can be allocated. The Employee accepts that there may be times when no suitable Assignments are available. In those times Gibson Hollyhomes has no obligation to pay the Employee. Unless there is good cause, the Employee will be required to accept suitable Assignments offered by Gibson Hollyhomes. Refusal of an offer of suitable work by the Employee without good cause may constitute gross misconduct under the Disciplinary Policy and Procedure set out in the Employee Handbook or as otherwise notified to the Employee and may result in the termination of the Employee’s employment. 

4. The Employee will comply with all guidelines, procedures and policies of Gibson Hollyhomes throughout his/her employment. 

5. Gibson Hollyhomes will inform the Employee of the likely duration of each Assignment. Gibson Hollyhomes may instruct the Employee to end an Assignment at any time without specifying reasons. 
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6. The hours of work likely to be involved for each Assignment will be as notified to the Employee prior to the commencement of the Assignment. 

7. The Employee will be entitled to receive total gross payments in respect of each day worked (comprised of pay and expenses where appropriate).

8. The Employee warrants that all information given to Gibson Hollyhomes as to his/her identity, permission to work in the UK, experience, training, qualifications and authorisations is true and complete. 

9. When the Employee commences an Assignment, he/she undertakes at all times during the Assignment to a Client:- 

(a) Not to engage in any conduct detrimental to the interests of Gibson Hollyhomes and/or the Client. 

(b) To be present during the times or for the total number of hours each day and/or week, as required by Gibson Hollyhomes and the Client. 

(c) To take all reasonable steps to safeguard his/her own health and safety and the health and safety of any other person who may be affected by his/her actions at work. 

(d) To comply with any disciplinary rules or obligations in force at the Client’s premises where the services are being performed to the extent that they are reasonably applicable. 

(e) To comply with all reasonable instructions and requests, within the scope of the agreed services made by Gibson Hollyhomes and/or the Client but not to commit any unlawful act. 

(f) To perform all work under the Assignment using all reasonable skill and care. 

(g) To conduct him/herself in a professional manner, to dress appropriately, to wear or produce any form of ID required by the Client, and to observe all applicable laws. 

(h) To return all property belonging to the Client or obtained by the Employee during the course of the Assignment on termination of the Assignment or on demand by Gibson Hollyhomes and/or the Client. 

10. During the Employee’s employment, the Employee acknowledges that he/she will receive and/or have access to information of a confidential nature in connection with Gibson Hollyhomes and/or the Client. Confidential information includes, without limitation, information relating to Gibson Hollyhomes and/or any Client's products and services, methods, systems, business plans or intentions, marketing methods, strategies, costs, techniques, financial plans or arrangements, employees, customers, suppliers or business connections. The Employee undertakes to keep all such information in the strictest confidence and not to disclose such information to any third party unless it is in the proper performance of his/her duties. If requested, the Employee agrees to execute a confidentiality undertaking in favour of Gibson Hollyhomes and/or the Client prior to commencing any particular Assignment. 

11. The Employee accepts that all work done whilst on Assignments, and any intellectual property rights created or developed in connection with such work, shall belong to Gibson Hollyhomes or the Client, as appropriate. The Employee agrees (i) that all such intellectual property rights shall be assigned automatically to the Client or Gibson Hollyhomes, as                    
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appropriate; (ii) not to assert, exercise or claim any such intellectual property rights (including, 

without limitation, moral rights); (iii) to hand over to the Client or Gibson Hollyhomes all documents and other materials created or developed whilst on Assignment; and (iv) if requested, to execute an intellectual property assignment agreement in favour of Gibson Hollyhomes or the Client, and do such other things as may be necessary to vest such intellectual property rights in Gibson Hollyhomes or the Client. 

12. By commencing an Assignment, the Employee confirms that: 

(a) he/she has informed Gibson Hollyhomes of any qualifications and/or authorisations which he/she is aware are required for the Assignment; and 

(b) he/she is not aware of anything which will cause a detriment either to his/her interests or the interests of Gibson Hollyhomes and/or the Client by being engaged in such Assignment. The Employee shall inform Gibson Hollyhomes immediately if he/she becomes aware of any circumstances which would render such engagement detrimental to his/her interests or the interests of Gibson Hollyhomes and/or the Client. 

13. The Employee may be required to work at any location in accordance with the requirements of each Assignment or as specified by Gibson Hollyhomes. The Employee has no permanent place of work. 

14. Subject to paragraph 7, the Employee will be paid in respect of hours worked which have been verified, at the hourly rates agreed at the commencement of each Assignment. Such pay shall be at a rate at least equivalent to the then current National Minimum Wage. It is the Employee’s responsibility to obtain a record of the hours worked signed by the Client. Where this is not possible, the Employee will supply to Gibson Hollyhomes such evidence which Gibson Hollyhomes reasonably requires to verify the hours worked. 

15. Gibson Hollyhomes undertakes to pay the Employee in respect of work done, whether or not the Client has paid Gibson Hollyhomes in respect of such work. The Employee will be paid weekly in arrears or at such other intervals as notified in advance of commencement of an Assignment. 

16. The Employee authorises Gibson Hollyhomes to deduct from his/her wages (which for this purpose includes payment in lieu of notice, bonus, holiday pay and sick pay) all and any debt owed by the Employee to Gibson Hollyhomes including, without limitation, any overpayment, loans or advances made to the Employee by Gibson Hollyhomes, payment made in error by Gibson Hollyhomes, Employee pension payments and any overpayment of holiday pay. 

Grievances and Disciplinaries 
17. An Employee having a grievance in connection with his/her employment shall present such grievance in accordance with the Grievance Policy and Procedure set out in the Employee Handbook or as otherwise notified to the Employee. 

18. If the Employee’s performance, attitude or behaviour gives cause for concern, this could result in the Employee being subject to disciplinary action in accordance with the Disciplinary Policy and Procedure set out in the Employee Handbook or as otherwise notified to the Employee. 

Holidays and Working Time 
19. The Employee is entitled to paid annual leave pursuant to the Working Time Regulations 1998 (“the Regulations”), and has no other entitlement to payment for holidays (including statutory holidays) or for absence due to sickness or injury other than any entitlement there may be to Statutory Sick Pay. 

20. For the purposes of Regulation 13, each leave year will begin on 1st January. 
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21. The Employee is entitled to paid annual leave in accordance with the Regulations. The Employee will be by informed if a request is made by telephone or in writing of hours of paid leave which Gibson Hollyhomes regards as having accrued to the Employee. The Employee may only take paid annual leave at such time as the number of hours leave he/she wishes to take is no greater than the number of hours which he/she has been so informed has accrued due to him/her as at the date on which the leave period is to start. The Employee will compensate Gibson Hollyhomes for any payment made by Gibson Hollyhomes to the Employee for annual leave which is in excess of that which has accrued (“the excess sum”) either, at the discretion of Gibson Hollyhomes, by repayment of the excess sum or by the Employee undertaking additional temporary work to the value of the excess sum. Gibson Hollyhomes may deduct the excess sum from any other sum owed to the Employee at any time in the future. 

22. The Employee may be entitled to take unpaid leave by prior agreement with Gibson Hollyhomes. 

23. The Employee is not allowed to carry forward any accrued leave from one leave year to another and no payment in lieu will be made. 

24. The Employee is required to give a minimum of two weeks’ notice of his/her intention to take paid annual leave. Gibson Hollyhomes reserves the right to refuse the Employee permission to take such leave. 

25. It is the Employee’s responsibility to notify Gibson Hollyhomes of hours worked other than for Gibson Hollyhomes if: 

(a) the Employee exceeds or is likely to exceed a maximum of 48 hours working time per week, and/or 

(b) the Employee exceeds or is likely to exceed a maximum of eight hours working time between the hours of 10.00 pm and 7.00 am. 

26. For the purpose of each Assignment “night time” means the period between midnight and 7.00 am. 

Termination 
27. Gibson Hollyhomes shall give to the Employee who has been continuously employed for one month or more notice of termination of employment as follows: 

(i) two weeks if the Employee’s period of continuous employment is less than two years; 

(ii) three weeks if the Employee’s period of continuous employment is more than two years but less than three years; 

(iii) one additional week for each additional year of continuous employment up to a maximum of thirteen weeks. 

28. The Employee who has been continuously employed for one month or more shall give to Gibson Hollyhomes not less than one week’s notice of termination of employment. 

29. On termination of the Employee’s employment or on demand, the Employee shall return all property belonging to Gibson Hollyhomes and/or any Client. 

Signed:________________________________________

Dated:_________________________________________
Gibson Hollyhomes.  Registered no. 6284400.  

Registered office: Hill Quays, 10 Commercial Street, Manchester M15 4PZ

Tel: 0161 238 7450
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