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	Guidance for the employer – remove this box before issue
This template works as both the contract of employment and the written statement of employment particulars required by section 1 of the Employment Rights Act 1996. It must be given to the employee on or before their first day of work.
How to complete it:
1. Fill in every item in [red] and change the text to black. Delete options that do not apply (for example "[weekly / monthly]").
1. Complete the Key Terms at a Glance table (Part A). It must match the clauses in Part B.
1. Delete every red guidance box, including this one, before issue.
1. Give the employee time to read it and ask questions before they sign. Keep a signed copy on their personnel file.
Do not use this template for:
1. Zero-hours, casual or "as and when" staff – use a separate casual worker agreement. Zero-hours rules are changing under the Employment Rights Act 2025.
1. Apprentices – an apprenticeship agreement is also required by law.
1. Employees working mainly in Scotland or Northern Ireland – governing law and some statutory rights differ. Adapt the template first.
Legal changes to watch (checked 23/09/2026):
1. From 30 October 2026 employers must give workers a statement telling them of their right to join a trade union. Clause 33 covers the basic right. Check GOV.UK for the final prescribed wording, format and timing when the regulations are published.
1. From 1 January 2027 employees can claim ordinary unfair dismissal after 6 months (currently 2 years), and the compensation cap is removed. Probation reviews should be finished well before the 6-month point.
1. From April 2027 new day-one rights to bereavement leave, including pregnancy loss, are expected. Flexible working and zero-hours changes follow later in 2027.
1. National Minimum Wage rates change every April. From 1 April 2026: £12.71 (21 and over), £10.85 (18–20), £8.00 (16–17 and apprentices).
Arborella provides this template as documentation and admin support. It is not legal advice. For unusual arrangements, senior roles, restrictive covenants or disputes, take advice from an employment solicitor or ACAS.
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Part A – Your key terms at a glance
This table is a summary of your main terms. The full terms are set out in Part B. If anything in this table seems to conflict with Part B, Part B applies.
	Term
	Details
	Clause

	Employer
	[Company legal name], [registered address], company number [number]
	2

	Employee
	[Full name]
	2

	Job title
	[Job title – e.g. Arborist / Groundworker / Team Leader]
	4

	Reports to
	[Team Leader / Manager name or role]
	4

	Type of contract
	[Permanent] / [Fixed-term, ending on ____]
	6

	Start date
	[DD/MM/YYYY]
	6

	Continuous employment starts
	[Same as start date / earlier date if service carries over]
	6

	Probation
	[3 / 6] months
	8

	Normal place of work
	[Yard / depot address] and customer sites across [area]
	5

	Normal hours
	[e.g. 40] hours a week, [Monday to Friday], [07:30] to [16:30], with a [30]-minute unpaid lunch break
	9

	Pay
	£[amount] per [hour / year], paid [weekly / fortnightly / monthly] by bank transfer on [pay day]
	12

	Overtime
	[Paid at £____ per hour / time and a half / TOIL / included in salary]
	10

	Holiday
	[28] days a year including [8] bank holidays. Holiday year runs [1 January to 31 December]
	16

	Sick pay
	Statutory Sick Pay (SSP) [plus Company Sick Pay as set out in clause 17]
	17

	Pension
	Workplace pension with [provider] under auto-enrolment
	15

	Notice during probation
	[1 week] from either side
	35

	Notice after probation
	You give [1 week / 1 month]. We give at least statutory notice (see clause 35)
	35

	Required training
	[e.g. chainsaw, first aid, chipper, manual handling – paid, in working time]
	23

	Collective agreements
	[None]
	38

	Work outside the UK
	Not expected for more than one month at a time
	38




Part B – Terms and conditions
1. About this contract
1.1	This contract sets out the terms of your employment with us. It also acts as your written statement of employment particulars under the Employment Rights Act 1996.
1.2	In this contract "we", "us", "our" and "the Company" mean the employer named in clause 2. "You" and "your" mean the employee named in clause 2.
1.3	Our Employee Handbook, your Job Description, the Core Duties document and our policies and procedures give more detail on how we work. You must follow them. They are not part of your contract unless this contract says they are, so we can update them from time to time to keep up with the law and good practice.
1.4	Nothing in this contract takes away any right you have by law. If a term in this contract gives you less than the law does, the law applies.
	What this means for you
This document is your contract. Keep it somewhere safe. The boxes marked "What this means for you" are there to explain things in everyday terms. They are guidance only and do not change the contract wording.
Example: the Handbook explains how to book holiday on [Connecteam / the office system]. If we change the booking app, we can update the Handbook without re-issuing your contract.



2. The parties
2.1	This contract is between:
	
	Details

	Employer
	[Company legal name]

	Registered address
	[Address]

	Company number
	[Number, if a limited company]

	Employee
	[Full name]

	Home address
	[Address and postcode]



2.2	We will keep your National Insurance number, bank details and emergency contacts on your personnel record rather than in this contract, so the contract does not carry more personal data than it needs to.
3. Words we use in this contract
3.1	In this contract:
1. Team Leader means the person who leads your crew or team on a day-to-day basis.
1. Manager means anyone above Team Leader level who we authorise to manage you, including a Director.
1. Policies means our policies, procedures, safe systems of work, risk assessments and method statements as updated from time to time.
1. Site means any place you work, including customer properties, construction sites, highways, woodland and our yard or depot.
1. Confidential Information has the meaning in clause 26.
4. Your job
4.1	You are employed as [job title]. You report to [Team Leader / Manager], or anyone else we tell you.
4.2	Your main duties are set out in your Job Description. You must also follow our Core Duties document (ARB-HR-017), which applies to everyone who works for us.
4.3	You must do your job with reasonable care and skill, and follow reasonable instructions from your Team Leader or a Manager.
4.4	Tree work, landscaping and grounds maintenance are seasonal and can change at short notice. We may ask you to do other reasonable duties that match your skills, training and experience. We will never ask you to do a task you are not trained, competent and (where needed) certificated to do safely.
	What this means for you
1. In the wetter months when climbing work is reduced, a Groundworker may be asked to help with hedge cutting, site clearance, yard work or equipment maintenance.
1. You would not be asked to use a chainsaw aloft, a stump grinder or a chipper unless you hold the right training and your Team Leader has confirmed you are competent.



5. Where you work
5.1	Your normal base is [yard / depot address]. Because of the type of work we do, you will mainly work on customer sites across [area, e.g. Cheshire and the North West].
5.2	You may sometimes need to work further afield, including overnight stays. We will give you as much notice as we reasonably can and pay reasonable expenses in line with clause 14.
5.3	[Option A – yard start] Your working day starts when you arrive at the yard at your agreed start time and ends when you return to the yard. Travel between the yard and sites, and between sites, is paid working time.
5.4	[Option B – direct to site] Where we ask you to travel directly from home to a site, your paid working time starts [when you leave home / when you arrive at the first site]. Travel between sites during the day is always paid working time.
5.5	We may change your normal base if the business needs it, for example if we move yards. We will consult you and give you reasonable notice first.
	Guidance – travel time (remove before issue)
Keep Option A or Option B and delete the other. If employees have no fixed base and travel from home to different customer sites each day, travel from home to the first site and from the last site home can count as working time under the Working Time Regulations (the "Tyco" principle). For minimum wage purposes, travel between sites during the day counts towards paid hours; travel between home and the first or last site normally does not, even where it counts as working time. Check that pay for total minimum-wage hours never falls below the National Minimum Wage.



6. Start date and type of contract
6.1	Your employment starts on [start date].
6.2	Your continuous employment starts on [same date / earlier date]. No earlier employment counts unless this clause says so.
6.3	[Delete one] This is a permanent contract. / This is a fixed-term contract ending on [date] or when [project / event] is complete, whichever comes first, unless it is ended earlier under clause 35.
7. Your right to work in the UK
7.1	Your employment depends on you having, and keeping, the right to work in the UK. Before you start you must show us original documents, or a share code, so we can carry out the check the law requires.
7.2	If your permission to work is time-limited, you must give us updated evidence before it runs out. If you lose the right to work in the UK, we may have to end your employment. We will talk to you first and follow a fair process.
8. Probation
8.1	The first [3 / 6] months of your employment are a probation period. It gives us both time to check the job is right for you.
8.2	During probation we will look at your:
1. safety awareness and how you follow risk assessments, method statements and safe systems of work;
1. competence with the equipment and tasks in your Job Description;
1. attendance and timekeeping;
1. conduct and teamwork, and how you treat customers and the public.
8.3	Your Team Leader or Manager will hold review meetings with you, normally at around [4 weeks and 12 weeks], and will tell you if there are concerns so you have a fair chance to improve.
8.4	We may extend probation once, by up to [1 / 3] months, if we need more time to assess you, for example after long absence. Probation will not run beyond 6 months from your start date in total. We will tell you in writing before the original period ends and explain why.
8.5	We will confirm in writing when you have passed probation. During probation either of us can end your employment by giving the notice in clause 35.
	Guidance – probation length (remove before issue)
The 9 and 12-month options have been removed. From 1 January 2027 most employees gain protection from ordinary unfair dismissal after 6 months’ service, so a probation period longer than 6 months gives no extra legal cover. Finish probation decisions, with notes of each review, before the 6-month point. A dismissal for an automatically unfair reason (for example whistleblowing, raising a health and safety concern, pregnancy) is unlawful from day one, whatever the probation position.



9. Hours of work
9.1	Your normal hours are [40] hours a week, [Monday to Friday], from [07:30] to [16:30], including an unpaid lunch break of [30] minutes. You will also get short paid breaks as work allows. Breaks should be taken somewhere safe, away from the work zone.
9.2	Start and finish times can change with the seasons, daylight, weather, traffic management bookings or customer needs. We will normally give you at least [48 hours’] notice of a change, except in emergencies.
9.3	[Optional – emergency call-out] You may be asked to join an emergency call-out rota, for example for storm-damaged trees. Call-out arrangements and pay are set out in [the Handbook / a separate rota agreement].
9.4	You must arrive on time, fit for work and ready to start.
	What this means for you
1. In summer the crew may start at 07:00 to finish before the hottest part of the day. In December the day may finish earlier because of daylight.
1. If a storm brings trees down across a road on a Saturday, you may be asked to help if you are on the call-out rota. You will be paid for it.



10. Overtime
10.1	You may sometimes be asked to work extra hours, for example to finish a job safely, make a site safe or respond to storm damage.
10.2	Overtime must be agreed in advance by your Team Leader or a Manager, except in an emergency where you should tell them as soon as you can.
10.3	Agreed overtime will be [paid at £____ per hour / paid at time and a half / taken as time off in lieu (TOIL) within ____ weeks / included in your salary].
11. Working time and rest
11.1	We follow the Working Time Regulations 1998. You are entitled to a rest break of at least 20 minutes if you work more than 6 hours in a day, at least 11 hours’ rest between working days, and at least 24 hours’ rest each week (or 48 hours each fortnight).
11.2	By law, your average working week should not be more than 48 hours unless you agree otherwise. You may choose to sign a separate opt-out agreement. This is voluntary, and you will not be treated unfairly if you do not sign it. You can cancel an opt-out by giving [7 days’ / up to 3 months’] written notice.
11.3	Tiredness is a real safety risk in our industry. Tell your Team Leader straight away if you are too tired to work safely, particularly before climbing or using a chainsaw.
	Guidance – under 18s (remove before issue)
Young workers (under 18) cannot opt out of the 48-hour limit and have stricter limits: normally no more than 8 hours a day or 40 hours a week, a 30-minute break after 4.5 hours, 12 hours’ daily rest and 2 days’ weekly rest. A young person’s risk assessment is required under the Management of Health and Safety at Work Regulations 1999 before they start, especially for chainsaw, chipper and climbing work.



12. Pay
12.1	Your pay is £[amount] per [year / hour]. It is paid [weekly / fortnightly / monthly] in arrears by bank transfer on [pay day]. You will get a payslip each pay day.
12.2	We will take off Income Tax, National Insurance, pension contributions and any other deductions the law requires or you have agreed to.
12.3	We will always pay you at least the National Minimum Wage for your age for all the hours you work.
12.4	We will normally review pay once a year in [month]. A review does not guarantee a pay rise.
12.5	Other benefits: [None / list, e.g. private use of Company van, work mobile phone, uniform allowance]. Any non-contractual benefits are described in the Handbook.
13. Deductions from your pay
13.1	By signing this contract you agree that we may deduct the following from your pay, including your final pay:
1. any overpayment of wages or expenses;
1. holiday taken in the current holiday year that you had not yet built up when you leave;
1. the reasonable cost of repairing or replacing Company property that is lost, damaged or not returned because of your carelessness or misuse (not normal wear and tear);
1. training costs you have agreed to repay under a separate Training Agreement;
1. any fines, parking charges or speeding penalties you incur while driving a Company vehicle;
1. any other amount you have agreed to in writing before the deduction is made.
13.2	Before making a deduction under clause 13.1 (other than a routine overpayment correction) we will tell you what it is for and how much it is, and give you the chance to discuss it. Where the amount is large, we will agree a sensible repayment plan with you.
13.3	We will not make a deduction that takes your pay below the National Minimum Wage, except where the law allows it.
	What this means for you
If you accidentally leave a pole saw at a site and it goes missing, we would talk to you first. Normal wear and tear, genuine accidents and theft from a locked vehicle would not normally lead to a deduction. Leaving kit behind after being reminded, or damaging it by misusing it, might.



14. Expenses
14.1	We will repay reasonable expenses you have agreed with us in advance, such as meals and accommodation on overnight jobs, in line with our Expenses Procedure.
14.2	Submit claims within [30 days] with receipts. We may refuse claims that were not agreed, are unreasonable or have no receipt.
15. Pension
15.1	We run a workplace pension scheme with [provider]. If you are eligible, we will automatically enrol you in line with the Pensions Act 2008 and pay at least the minimum employer contribution the law requires.
15.2	We will write to you with details of the scheme, contributions and your right to opt out. If you are not automatically enrolled, you can ask to join.
16. Holidays
16.1	Your holiday entitlement is [28] days a year, including the [8] usual bank holidays in England and Wales. If you work part-time, your entitlement is worked out pro rata. Your entitlement is always at least the legal minimum of 5.6 weeks for your working pattern.
16.2	Our holiday year runs from [1 January to 31 December]. If you start or leave part way through the year, your entitlement for that year is worked out pro rata.
16.3	You must ask for holiday at least [twice as many days’ notice as the length of the holiday / 2 weeks’ notice] using [the holiday request system]. Do not book travel until your holiday has been approved in writing.
16.4	We may refuse holiday at busy times, such as [e.g. the September to February felling season or storm recovery work], but we will try to be fair and give you reasonable choice across the year.
16.5	We may ask you to take holiday on set days, for example a Christmas shutdown, by giving you notice of at least twice the number of days concerned.
16.6	Holiday should be taken in the holiday year. You can carry over up to [0 / 5] days with a Manager’s written agreement. Where the law requires leave to be carried over, for example if you could not take it because of sickness or family leave, we will carry it over as the law requires.
16.7	Holiday pay is worked out in line with the Working Time Regulations 1998. For some of your holiday this may include regular overtime or other regular payments.
16.8	When you leave, we will pay you for any holiday you have built up but not taken. If you have taken more than you have built up, we will deduct the difference under clause 13.
16.9	We keep records of holiday taken, carried over and paid for at least 6 years, as the law requires.
17. Sickness absence and sick pay
17.1	If you cannot work because you are ill or injured, you must phone [your Team Leader / the office on 0____] by [07:00] on your first day of absence. A text or social media message is not enough unless you cannot speak. This matters because the crew may not be able to work safely one person short.
17.2	Tell us why you are off, when you expect to return, and anything urgent that needs covering. Keep in touch as agreed.
17.3	For absences of up to 7 calendar days, you fill in a self-certification form when you return. For longer absences you must give us a fit note from a doctor or other approved healthcare professional.
17.4	Statutory Sick Pay (SSP) is paid from the first day you are off sick if you meet the conditions. SSP is the lower of the weekly SSP rate set by the Government or 80% of your average weekly earnings.
17.5	[Optional – Company Sick Pay] Once you have passed probation, we will pay Company Sick Pay of [full pay / ____] for up to [____] working days in any rolling 12 months. This includes any SSP you are due. We may withhold Company Sick Pay if you have not followed the reporting rules without a good reason.
17.6	After an absence we may hold a return-to-work chat. We may ask your permission to get a report from your doctor or Occupational Health so we can support you and make any adjustments.
17.7	Not following the reporting rules without a good reason may lead to loss of Company Sick Pay and disciplinary action.
18. Family and other leave
18.1	You may be entitled to other types of leave, depending on your circumstances and the law at the time. These include:
1. maternity, paternity, adoption, shared parental and neonatal care leave and pay;
1. unpaid parental leave (a day-one right since April 2026) and paternity leave (a day-one right since April 2026);
1. parental bereavement leave and pay, and other bereavement leave as the law allows;
1. carer’s leave and time off for dependants in an emergency;
1. time off for jury service and certain public duties.
18.2	Details of how to request each type of leave are in the Employee Handbook. Speak to [your Manager / the office] as early as you can.
19. Health, safety and welfare
19.1	We take health and safety seriously. You have legal duties under the Health and Safety at Work etc. Act 1974 to take reasonable care of yourself and anyone affected by your work, and to co-operate with us on safety.
19.2	You must:
1. read, understand and follow the risk assessments, site-specific risk assessments, method statements and rescue plans for every job;
1. take part in site briefings, toolbox talks and dynamic risk assessments;
1. only use machinery, equipment and vehicles you are trained, competent and authorised to use;
1. check equipment before use and take anything defective out of use straight away;
1. report every accident, near miss, hazard and unsafe practice to your Team Leader straight away;
1. take part in accident investigations and aerial rescue practice when asked.
19.3	You must stop work and tell your Team Leader or a Manager if you believe there is a serious and imminent danger. You will not be treated unfairly for doing this in good faith.
19.4	Serious or deliberate safety breaches may be treated as gross misconduct.
	What this means for you
1. If overhead power lines turn out to be closer to the tree than the site plan showed, stop and call your Team Leader. Nobody will be criticised for pausing a job to make it safe.
1. If your chainsaw chain brake is not working, tag the saw out of use and tell your Team Leader – do not "make do".



20. Fitness for work
20.1	You must tell us about any health condition, injury or medication that could affect your ability to work safely, for example if it affects your balance, alertness, grip or ability to drive. You do not have to tell us the diagnosis if you would rather not, but we need to know what the effects are.
20.2	We will consider reasonable adjustments and, where the law requires, make them.
20.3	With your consent, we may arrange an Occupational Health assessment or ask for a medical report. We may also ask you to complete health surveillance, such as hand-arm vibration (HAV) or noise questionnaires, where the risk assessment requires it.
20.4	Medical information will be kept confidential and handled in line with data protection law.
21. Driving and vehicles
21.1	If your job involves driving, you must hold a valid licence for the vehicle and any trailer or towed plant (for example a chipper or stump grinder). You agree to us checking your licence with the DVLA [before you start and every 6 months].
21.2	You must tell us straight away about any penalty points, driving offence, disqualification, licence restriction, or medical condition that you must report to the DVLA.
21.3	When driving for work you must follow the law and our Driving at Work Policy. This includes carrying out daily vehicle and trailer checks, securing loads, never using a hand-held phone while driving, and reporting damage or defects immediately.
21.4	Company vehicles may only be used for authorised work unless a Manager agrees otherwise in writing. Company vehicles may be fitted with trackers and cameras. See clause 27.
22. PPE, uniform and Company property
22.1	We will provide the Personal Protective Equipment (PPE) your job needs free of charge, for example chainsaw boots, trousers and gloves, helmets with visor and ear defenders, high-visibility clothing and eye protection.
22.2	You must wear and use PPE correctly, check it before use, keep it clean, and report damage or wear straight away. Damaged chainsaw PPE must not be used.
22.3	Company property includes vehicles, plant, tools, climbing and rigging equipment, PPE, uniform, phones, tablets, fuel cards, keys and documents. It always belongs to us. Look after it, only use it for work, and report loss, theft or damage immediately.
23. Training, qualifications and development
23.1	We will give you the training you need to do your job safely. Training we require you to do will be paid, and will count as working time. For your role this includes [list, e.g. company induction, chainsaw maintenance and cross-cutting, first aid at work including the forestry element, manual handling, chipper operation]. There is no other training we require you to complete at your own cost.
23.2	You must keep any licences, certificates and qualifications your role needs, and tell us straight away if one runs out, is suspended or is withdrawn.
23.3	You will take part in regular appraisals and continuing professional development (CPD).
23.4	If we pay for training that is not required by law or for your current role, we may ask you to sign a separate Training Agreement. If you then leave within the agreed period, you may have to pay back some or all of the cost on a sliding scale. We will never ask you to repay the cost of training that the law requires us to provide.
24. Conduct, policies, discipline and grievances
24.1	You must follow our Policies, the Employee Handbook and the Core Duties document. You represent us on every site, so be courteous and professional with customers, neighbours and members of the public.
24.2	Our Disciplinary and Grievance Procedures are in the Employee Handbook. They follow the ACAS Code of Practice. They are not part of your contract.
24.3	If you are unhappy with a disciplinary decision or a decision to dismiss you, you can appeal in writing to [name / role] within [5 working days]. The Disciplinary Procedure explains the further steps.
24.4	If you have a grievance about your work, raise it in writing with [your Manager]. If it is about your Manager, raise it with [name / role].
25. Alcohol, drugs and smoking
25.1	You must never work, drive or operate machinery while under the influence of alcohol or drugs. Having, using or supplying illegal drugs at work or on Company business is gross misconduct.
25.2	If you are taking any medicine that could make you drowsy or affect your ability to work safely, tell your Team Leader before you start work.
25.3	[Optional] We may carry out drug and alcohol testing in line with our Drug and Alcohol Policy.
25.4	Smoking and vaping are only allowed in agreed areas, and never near fuel, in vehicles, or where the customer or site rules forbid it.
26. Confidential information
26.1	You will have access to information that is private to us and our customers. "Confidential Information" includes customer names, addresses and site details, prices and quotes, tenders, supplier terms, business plans, finances, staff details, and our systems and templates.
26.2	You must not share or misuse Confidential Information, during or after your employment, except as your job requires, with our written permission, or where the law requires.
26.3	Nothing in this contract stops you from reporting wrongdoing under whistleblowing law, reporting a crime to the police, talking to a lawyer, regulator or support service, or doing anything else the law says you may do.
27. Data protection and monitoring
27.1	We will handle your personal data in line with the UK GDPR, the Data Protection Act 2018 and our Employee Privacy Notice, which explains what we hold and why.
27.2	You must handle customer, colleague and supplier data securely, only use it for work, and report any lost phone, lost paperwork or data breach straight away.
27.3	To protect our staff, equipment and customers, we use [vehicle trackers, dash cameras, CCTV at the yard, and job-tracking apps]. We tell you what we monitor, and why, in our Privacy Notice. We do not monitor you in secret except where the law allows, for example when investigating suspected crime.
28. Phones, IT and social media
28.1	Use of Company phones, tablets, email and apps must follow our IT and Social Media Policy.
28.2	Do not post photos or videos of customer properties, sites, colleagues or incidents on social media without a Manager’s permission. Never post anything that could identify a customer’s home or security.
28.3	Do not harass, bully or discriminate against anyone online, or present your views as the Company’s views.
29. Intellectual property
29.1	Anything you create as part of your job, such as photos, reports, procedures, training material, templates or social media content, belongs to us. You agree to sign any documents reasonably needed to confirm this.
30. Other work
30.1	You may have other work outside your hours with us, as long as it does not compete with us, create a conflict of interest, affect your safety or performance through tiredness, or damage our reputation.
30.2	Tell your Manager before you start any other work, so we can check working time and any conflict. We will not refuse without a good reason.
	What this means for you
Working weekends in a supermarket is normally fine. Doing private tree work for our customers, or quoting for work you found through us, is not.



31. Anti-bribery and gifts
31.1	You must never offer, give, ask for or accept a bribe. You must follow our Anti-Bribery, Corruption and Competition Law Policy (ARB-POL-01), including the rules on gifts, tips and hospitality.
31.2	Cash payments from customers must be [handed to the office / not accepted]. Selling timber, logs or woodchip from a customer’s site for your own benefit is not allowed.
32. Equality, dignity and harassment
32.1	We are committed to a workplace where everyone is treated with dignity and respect, free from discrimination, bullying and harassment, including sexual harassment. This includes harassment by or towards customers and members of the public.
32.2	You must follow our Equality, Diversity and Inclusion Policy and our Anti-Harassment and Bullying Policy. Harassment or bullying may be treated as gross misconduct.
32.3	If you experience or see harassment or bullying, report it to [your Manager / name]. We will take it seriously and you will not be treated unfairly for raising a concern.
33. Trade union membership
33.1	You have the right to join a trade union of your choice. We will not treat you unfairly because you are, or are not, a member.
	Guidance – trade union statement (remove before issue)
From 30 October 2026 employers must also give workers a separate statement of their right to join a trade union, at the start of employment and at other set times. The Government is setting out the required wording, format and timing in regulations. Check GOV.UK and attach the prescribed statement when available.



34. Changes to your terms
34.1	We may need to change your terms, for example because of new laws or changes in how the business works. We will consult you, give you written notice of at least one month, and seek your agreement to any significant change.
34.2	Minor changes to Policies and the Handbook, which are not part of your contract, can be made without your agreement. We will tell you about them.
	Guidance – changing contracts (remove before issue)
From January 2027, dismissing someone for refusing certain contract changes (to pay, hours, holiday and similar "restricted variations") will be automatically unfair except in narrow financial-distress cases. Do not rely on clause 34.1 to impose these changes – get the employee’s agreement, and take advice first.



35. Ending your employment
	Situation
	Notice you must give
	Notice we must give

	During probation
	[1 week]
	[1 week] (no notice is needed by law in your first month)

	After probation, less than 2 years’ service
	[1 week / 1 month]
	[1 week / 1 month], or the statutory minimum if higher

	2 years’ service or more
	[1 week / 1 month]
	1 week for each complete year of service, up to 12 weeks, or [____] if higher



35.1	Notice must be in writing.
35.2	We may pay you instead of some or all of your notice (payment in lieu of notice). This will be your basic pay for that period, less tax and National Insurance.
35.3	During your notice period we may ask you to stay at home and not attend work or contact customers or colleagues (garden leave). You will still be employed and paid as normal during this time.
35.4	We may dismiss you without notice or pay in lieu for gross misconduct, following a fair disciplinary process. Examples of gross misconduct are in the Disciplinary Procedure.
35.5	There is no fixed retirement age.
35.6	[Optional – lay-off and short-time working] If there is a temporary shortage of work, for example because of long periods of severe weather or loss of a major contract, we may lay you off or reduce your hours. You will be paid for the hours you work and any statutory guarantee payment you are entitled to. We will use this only when necessary, keep it as short as possible, and discuss alternatives with you first. You may have the right to claim redundancy pay if a lay-off lasts long enough.
	Guidance – lay-off clause (remove before issue)
Keep clause 35.6 only if you want the option to lay staff off without full pay. Without this written term, laying staff off unpaid is normally a breach of contract. Days lost to ordinary bad weather should not be treated as lay-off – staff remain on normal pay and can be given other work.



36. Returning Company property
36.1	By your last day, or earlier if we ask, you must return all Company property, including vehicles, keys, fuel cards, phones, tablets, tools, climbing and rigging kit, uniform, Company-issued PPE and documents. You must delete any Company or customer information from your personal devices and confirm this in writing if we ask.
37. After you leave (optional clause)
37.1	For [6] months after your employment ends, you must not approach or deal with any customer you did work for, or quoted for, in the last 12 months of your employment, for the purpose of offering tree, landscaping or grounds maintenance services that compete with ours.
37.2	For [6] months after your employment ends, you must not try to persuade any employee or subcontractor you worked with in your last 12 months to leave us.
37.3	These restrictions are intended only to protect our customer relationships and workforce. They do not stop you working in the industry.
	Guidance – restrictions after leaving (remove before issue)
Restrictions are only enforceable if they go no further than needed to protect a genuine business interest. Short customer non-dealing and staff non-poaching clauses are more likely to be upheld than a ban on working for competitors, which is why no non-compete clause is included. The Government has been consulting on reforming non-compete clauses. Take legal advice before relying on this clause, especially for senior staff, and delete it if not needed.



38. General
38.1	This contract, together with any documents it says form part of it, is the whole agreement between us about your employment. It replaces any earlier agreements, offer letters or discussions.
38.2	If any part of this contract is found to be unenforceable, the rest still applies.
38.3	No collective agreements affect your terms of employment [unless stated: ____].
38.4	You will not be required to work outside the UK for more than one month at a time.
38.5	This contract is governed by the law of England and Wales, and the courts and employment tribunals of England and Wales will deal with any dispute.
39. Signatures
By signing, we both confirm that we have read and understood this contract and agree to its terms. You confirm you have received a copy and have had the chance to ask questions.
Signed on behalf of the Company
	Name
	

	Job title
	

	Signature
	

	Date
	



Signed by the Employee
	Name
	

	Signature
	

	Date
	



Related documents
Read this contract together with the following, where they apply:
	Reference
	Document

	ARB-HR-002
	Employee Handbook (including Disciplinary, Grievance, Absence and Family Leave procedures)

	ARB-HR-015 onwards
	Job Descriptions (e.g. ARB-HR-019 Team Leader)

	ARB-HR-017
	Core Duties

	ARB-POL-01
	Anti-Bribery, Corruption & Competition Law Policy

	[ref]
	Health & Safety Policy, Generic Risk Assessments, Method Statements and Rescue Plans

	[ref]
	Driving at Work Policy and Drug & Alcohol Policy

	[ref]
	Equality, Diversity & Inclusion Policy and Anti-Harassment & Bullying Policy

	[ref]
	Employee Privacy Notice, Data Protection and IT & Social Media Policies

	[ref]
	Environmental and Biosecurity Policies

	[ref]
	48-Hour Opt-Out Agreement (optional) and Training Agreement (where used)
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