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PRIVATE AND CONFIDENTIAL




[insert date issued]
INSERT COMPANY LOGO HERE
INSERT COMPANY ADDRESS HERE
(1) [               ] [Limited] [plc]and

[insert employee name]
[insert employee address]
	EMPLOYMENT DEPARTMENT PRECEDENTEMPLOYMENT AGREEMENT

(INCORPORATING WRITTEN STATEMENT OF PARTICULARS)


  

This Agreement details the particulars of employment between [insert COMPANY name] (“the Company”) and [insert employee name] in that it contains all of the main elements as required under the Employment Rights Act 1996.

1. DATE OF ISSUE

The date of issue of this Agreement is [insert date] and as such it supersedes any other Agreement previously issued.

2. DATE OF COMMENCEMENT OF EMPLOYMENT

Your employment with the company will commence on [insert date] and this will remain your continuous service date for all purposes.
3. EMPLOYMENT APPLICATIONS 

We rely upon the accuracy of information contained in the employment application and the accuracy of other data presented throughout both recruitment and employment.
.  

Any misrepresentations, falsifications or material omissions in any of this information or data may result in exclusion of the individual from further consideration for employment, the withdrawal of an offer of employment or the termination of employment.

4. PLACE OF WORK

Your normal place of work will be [insert address].  

It is a condition of your employment that you comply with any reasonable request to change your place of work.  You may also be required to work at other premises as necessary.  Wherever possible, changes will not be required at short notice.

You will not be required to work outside the United Kingdom. 

5. JOB TITLE
You are employed as a Pharmacy Manager and you will be required to carry out any other reasonable duties falling within your capabilities, as the needs of the company dictate.

You agree to adapt to any other working method in order to fulfil your duties and responsibilities which does not substantially alter your role.

6. REPORTING STRUCTURE
In the course of your duties, you will report direct to [Insert job title] (“Line Manager”).
7. CHANGE TO TERMS AND CONDITIONS

At times your main terms and conditions of employment may be subject to variation e.g. through legislative changes or negotiated agreements. If such a change is necessary, the company will consult with you and you will be notified in writing within one month of the changes taking effect unless otherwise agreed between the parties. 

8. COLLECTIVE AGREEMENTS

No collective agreements apply to your employment with the Company.
9. PROBATIONARY PERIOD 
Your employment is subject to your satisfactory completion of a six month’s probationary period. 
During the first month of your probationary period, your employment may be terminated without notice.  Thereafter, until the satisfactory completion of your probationary period, including extensions to it, employment may be terminated by either side giving notice of one week.  If you are deemed to have committed an act of gross misconduct within your probationary period, you may be dismissed without notice and without pay in lieu of notice.
10. HOURS OF WORK

Your contracted hours of work are [insert weekly contracted hours] hours per week (exclusive of lunch break) from [Monday] to [Saturday].  Your Line Manager will advise you of your daily starting and finishing times.  The company reserves the right to vary these hours and start and/or finish times according to business requirements.  Therefore it is expected that you will be flexible if required to meet the needs of the business.  
You may be required by the company at any time to work hours in addition of the above where this is necessary to meet operational requirements and emergencies.  No payment will be made for any additional hours worked in a normal working day.
11. BREAKS

The company will ensure that it complies with current legislation with regards to breaks.  
12. REMUNERATION

Your annual salary is £[insert salary] per annum (subject to the appropriate statutory deductions) payable monthly by bank credit transfer on the last working day of every month.
Any over or underpayments into bank will be adjusted the following month or as soon as possible and shown on your payslip.
13. BONUS

A bonus scheme may be available at the complete discretion of the company.  Any bonus that may be awarded will be based on the performance of the company and will be advised to you separately each year.
14. OVERTIME PAYMENTS

Additional hours will only be deemed as overtime if requested by the company and if worked on a day that you are not normally contracted to work.  Any such overtime will be paid at your normal rate of pay.
15. DEDUCTIONS FROM WAGES

The company may deduct or withhold monies from your wages in respect of:

· Your contributions towards any personal or company pension scheme of which you are a member
· Any company property you fail to return to the company upon termination of your employment 

· Any goods purchased by you from the company 

· Any outstanding loans or advances or any overpaid expenses

· Any costs incurred by the company for personal use a company telephone (including company mobile phones)

· Any uniform or other clothing provided by the company for work purposes

· Any cash or stock shortages incurred as a result of gross negligence or theft.  Any such deductions will be in line with the statutory provisions contained in Section 18 of the Employment Rights Act 1996

· Any cost of repairing damage to, or loss of property, fines or charges imposed upon, or any other loss sustained by the company (or any third party), caused by your breach of contract, breach of the company’s rules, or as a result of negligence or dishonesty on your part 

· Any suspension without pay in accordance with the company’s disciplinary policy

· Any other provision in this Agreement or amendment thereof
16. DISCLOSURE SCOTLAND (PVG SCHEME)

Your employment with [insert company name] will be conditional upon receipt of a satisfactory [insert as appropriate e.g. basic/standard/enhanced etc] disclosure in accordance with the regulatory scheme in place at the time.
It is essential for you to co-operate fully with the application process to obtain future disclosures as and when required.  

Your on-going employment in your current role will be subject to the content of the disclosure, when it is received, being satisfactory to the company.

The cost of the disclosure fee will be paid for by the company.

It is a condition of your employment that you notify your line manager immediately if you are arrested by the police, or charged, cautioned or convicted in connection with any criminal matter. 

It is also a condition of your employment that you notify your line manager immediately if you are suspended from work, by any employer, under the provisions of any legislation that is aimed at protecting children and vulnerable adults. 

Your future employment in this role is subject to compliance with any future vetting and barring schemes/initiatives. 

17. PENSION SCHEME

If eligible, the company will auto-enrol you into a pension scheme in accordance with its pension’s auto-enrolment obligations.

Full details of the scheme will be given to you when you are enrolled, including the minimum level of contributions that you will be required to make during your membership and your right to opt out if you do not want to be a member of the scheme.  While participating in the scheme, you agree to pension contributions being deducted from your salary.

Membership of the scheme is subject to its rules as may be amended from time to time and the company may replace the scheme with another pension scheme at any time.  

If you cease to be a member of the scheme for any reason, the company will re-enrol you automatically into a pension scheme as and when required by law.

We recommend that you take independent financial advice on this matter.  Full details and information will be issued on joining the scheme.

The company will keep you informed of future developments and if you require further information please contact your line manager. 

18. ANNUAL HOLIDAYS AND PUBLIC/BANK HOLIDAYS
Employees contracted to work [insert days] days per week or more are entitled to [insert days]  days paid Public/Bank Holidays per annum and [insert days]  days annual holiday entitlement. Your annual holiday entitlement under this clause accrues daily at the rate of 1/260 of your whole annual entitlement.  The following additional provisions also apply:
· If you are contracted to work less than [insert days]  days per week, the number of paid holiday and Public/Bank holidays you receive and accrue will be reduced on a pro-rata basis

· In the first year of employment holiday entitlement will be a pro-rata calculation based upon your 
· Holiday pay is payable at your normal rate of pay 

· The exact dates of the Public/Bank holidays will be issued at the start of each holiday year by Head Office.   The company reserves the right to amend the public/bank holiday dates
· You may be required to work on any of public/bank holiday dates and in each such case you shall be entitled to a day’s paid holiday in lieu, to be taken on a date agreed between you and the company
· Holidays cannot be booked without the prior agreement of your Line Manager.   You are required to provide 3 months notice of your wish to take a holiday 

· Three Pharmacy Mangers will be permitted leave at any one time. 
· You are required to use your annual leave as follows:

· 25% of holiday allocation January – June (Spring)

· 50% of holiday allocation July – September (Summer)

· 25% of holiday allocation October – December (Autumn/Winter)

· You should have holidays authorised before booking, as the company will not accept liability for any expense incurred by employees who book holidays without first having obtained prior agreement
· On termination of employment you are entitled to receive any holiday that has been accrued for the current year up to date of termination, less any holiday already taken. This will be calculated with reference to your entire holiday entitlement (both annual and public) accrued within the holiday year. Should holiday taken already exceed your accrued entitlement, you will be required to refund an amount equivalent to the number of days’ holiday by which you have exceeded your entitlement.  This sum may be deducted from your final salary

· The company may require you to take all or part of your outstanding holiday entitlement (if any) on specified dates during your notice period, regardless of whether you or the Company gave the notice to terminate your employment
· It is the employee’s responsibility to ensure all allocated leave is taken within the holiday year – January – December.  

· The company reserves the right to require you to take all or part of your holiday at a time dictated by the company
19. ABSENCE FROM WORK

The company rules on absence from work, including Company and Statutory Sick Pay and Procedures, are contained in the Employee Handbook.

20. GRIEVANCE PROCEDURE

The company grievance procedure is contained in the Employee Handbook.  It does not form part of your contract of employment. 

21. DISCIPLINARY PROCEDURE

The company disciplinary procedure is contained in the Employee Handbook.  It does not form part of your contract of employment. 

22. APPEALS

The company’s appeals procedure is contained in the Employee Handbook.  It does not form part of your contract of employment. 

23. TRAINING AND TRAINING COURSES
The company is committed to training all employees and as such regular in-house training will take place.  From time to time you may be required to undergo training courses at the company’s expense and you will be expected to attend such courses when required to do so.  
Professional Responsibilities and Professional Fees

· You are required to comply with all standards of the General Pharmaceutical Council (GPhC); 

· You are expected to maintain registration with the General Pharmaceutical Council (GPhC) at your expense initially. The company will reimburse you on receipt of a valid receipt for the year and payments will be made to you in 12 equal monthly instalments
· You are required to retain membership of the General Pharmaceutical Council (GPhC) at your own expense 

· You should practise only if you are fit and competent to do so.  You are required to promptly report to the GPhC and the company and other relevant authorities any circumstances that may call into question your fitness to practice or bring the company into disrepute, including ill health that impairs your ability to practise, criminal convictions and findings by other regulatory bodies or organisations

Develop your Professional Knowledge and Competence

You must ensure that your knowledge, skills and performance are of a high quality, up to date and relevant to your field of practice.  You must: 

· Undertake and maintain up-to-date evidence of continuing professional development 

· The company will pay for courses you wish to take as part of your continuing education for your work with the company 

· Such courses will only be paid for by the company when they have been approved as relevant and agreed in writing in advance by the company

· The company will be required to pay for courses you undertake by way of continuing education in accordance with this clause

· When attending any continuing education courses in accordance with this clause the employee will be paid for the time away from the company 
It is a condition of your employment that you will be required to refund the company with any costs of any training (including the costs of the training course, administration and / or registration fees, training material or other associated costs of training) in accordance with the below scale if you cease to be employed by the company (howsoever caused, including your resignation or dismissal by the company) once your training has been completed:

	Less than 2 months of completion of your training
	100%

	2 months but less than 5 months of completion of your training
	80%

	5 months but less than 7 months of completion of your training
	50%

	7 months but less than 9 months of completion of your training
	40%

	9 months but less than 11 months of completion of your training
	20%

	11 months up to and including 12 months of completion of your training
	10%


In the event that you withdraw from, fail to attend or fail to complete a training course paid for by the company, you will be required to repay 100% of the cost.

For the avoidance of doubt completion of training is when you have qualified from the training and received the appropriate certificate.  If you are required to sit an exam then completion will not occur until you have received the results of this exam and passed.  

The company reserves the right to deduct any monies owed by you from either your salary or final salary.  If the final salary payment is not sufficient to meet any debt, this may be deducted from other salary; any other payments due to you or you will be required to repay the outstanding balance to the company as a debt within one month of the date of termination of employment.

24. HEALTH & SAFETY AND SECURITY 

All employees must observe all health, safety, security and environmental rules, thereby ensuring a safe environment for colleagues and customers.  The company sets very high standards in accordance with the Health and Safety at Work Act 1974 and any breach of the rules will be regarded as a serious disciplinary offence.  The rules are available in the health and safety manual/from your Line Manager.

Surveillance cameras are installed for your protection.  You should be aware that the information collected by these cameras is monitored regularly by the company and/or external company representatives appointed by the company at its discretion. .  This information is stored for a maximum period of 30 days.
25. CONFIDENTIALITY
You will have access to patient records and information which is confidential to the patient.  

Both during your employment and after its termination, you are prohibited from communicating or disclosing to any third party confidential information of the 
pharmacy.  For this purpose information shall include but not be limited to:

· Details of the pharmacy’s patients including (without limitation), names and addresses, medication prescribed and/or purchased, and other dealings with the company 

· The pharmacy’s proposed strategies and plans

· The pharmacy’s current business strategies and plans including (without limitation) know-how and internal working practices 

· All information as to the requirements of the pharmacy’s patients/customers

· All information relating to patient profiles, histories or similar information 

You will not, at any time, whether during your employment or at any time after its termination, make public or disclose to any third party, whether person or persons or body corporate, any information as to the pharmacy’s business which you know, or ought reasonably to know, is confidential.

You will also not, at any time, take copy or copies of any information, list or record, whether held manually, on computer or otherwise, pertaining to the pharmacy, including lists of patients or suppliers.

Should you have access to any information, list or record as referred to above, at the termination of employment, howsoever caused; you shall return that information, list or record to the pharmacy without making copy or copies.

You are responsible for protecting all confidential information for the duration of this employment and following termination, and shall:

· Use your best endeavours to prevent the access to, use of or communication of any confidential information by any person, company or organisation (except in the proper course of your duties, as required by law or as authorised by the pharmacy); and 

· Inform the pharmacy immediately on becoming aware, or suspecting, that any such person, company or organisation knows or has used any confidential information

26. POST EMPLOYMENT ACTIVITIES

Each of the following provisions in this clause shall be construed as an entirely separate obligation.  The enforceability of one or more of these provisions shall not, in any way, be affected by the enforceability of any other provision.  In the event of any part of this clause being rendered void or unenforceable, then that part shall be deleted or modified as necessary to make it valid, and as far as the content allows, all other provisions in this clause shall be unaffected.

· You shall not, after termination of your employment, use the name of the Company or any group Company in any advertising or promotional material

· You shall not, for a period of 12 months after the date of termination of your employment, howsoever occasioned, including breach by the Company, either directly or indirectly, in relation to any like or similar business to that carried out by the Company:

· Within a 2 mile radius of your normal place of work be employed or engaged in the service of any employer or person or persons concerned with any like or similar business to that carried out by the company without written consent of the company , or 

· You will not set up, whether alone or in partnership or as a director of a limited company any like or similar business within a radius of 2 mile of any company locations at which you have been employed within the last 12 months without the written consent of the company, or 

· Canvass or solicit, deal with or entice away from the company any customer, prospective customer or supplier of the company or any group company with whom you have had contact or dealings within the 12 month period prior to the termination of your employment, or 

· Approach any employee of the Company or any group Company with whom you have had contact or dealings within the 12 months period prior to termination of your employment, with a view to enticing them away or employing them 

27. COMPANY RECORDS/DOCUMENTATION

The copyright of all confidential information (save for that which has come into the public domain) e.g. client records and mailing lists however and by whosoever written and compiled (including by the employee) belongs absolutely to the company.  In the event of a Pharmacist and/or Pharmacy Technician wishing to defend any legal proceeding or obtain legal advice which requires reference to a client’s records which belong to us the company will give the Pharmacist and/or Pharmacy Technician or their legal representatives access to the client’s records as required by law
28. SOLE EMPLOYMENT – REMOVE FOR PART TIME STAFF
During the course of your employment, you will apply yourself diligently and in good faith to the company. You are not permitted without the prior written consent of your line manager to take any other employment during the term of this employment.  Such consent will not be unreasonably withheld.
29. TERMINATION OF EMPLOYMENT

In normal circumstances you are entitled to the following periods of notice from the company to terminate your employment:
· During your probationary period, one week notice
· Upon completion of probation and up to 9 years’ service, 8 weeks’ notice
· If you have accrued 9 years’ continuous service or more you are entitled to one week’s notice for each year of continuous employment, up to a maximum of 12 weeks 

If you wish to terminate your employment you are required, after the probationary period, to provide 8 weeks’ notice in writing. It is not acceptable to give a longer notice period than stated in this clause unless this has been previously agreed by the company. Should you give a longer period of notice than required this will be rejected and your period of notice deemed to be only the minimum required under this contract.
If you terminate your employment without giving or working the required period of notice as indicated in your employment agreement, you will have an amount equal to any additional cost of covering your duties during the notice period not worked deducted from any termination pay due to you.
The company reserves the right to require you not to attend work during any period of notice, but to remain available for work throughout that period, regardless of whether the notice was given by you or the company.

In the event that your employment with the company is terminated for gross misconduct the notice detailed above will not apply.

The company reserves the right to make payment in lieu of notice. In such circumstances, your holidays will be calculated to your termination date but all other benefits will continue for the entire duration of the notice period.

30. EMPLOYEE HANDBOOK 

By signature of this Agreement, you agree that Section A of the Employee Handbook forms part of your contract of employment with the company and acknowledge that it is your responsibility to familiarise yourself with its contents.

Signature of Company



_________________________

Job Title





_________________________

Date





_________________________

Signature of Employee



_________________________

Job Title





_________________________

Date





_________________________
Pharmacist  - October 2019

