Insert: Company Name
                                                     APPRENTICE CONTRACT
Parties to the Contract:  
This Contract of Employment is made between:
Insert: Company Name, address and registered number
(“The Employer”)
and 
Insert: Name of Employee
(“The Apprentice”)
Job Title
Insert: Details i.e. Apprentice
The Parties have agreed to the Individual Training Programme and Main Duties attached to this Contract.
1.
Place of Work:  
1.1
The Apprentice’s normal place of work will be Insert: Address. 
2.
Commencement and Term of Employment:
2.1
The Employment commenced on Insert: Date. The Apprentice’s period of continuous employment commences from that date; no other prior period of employment counts towards the Apprentice’s period of continuous employment.


OR 
(2.1
The Employment commenced on Insert: Date. The Apprentice’s period of continuous employment commences from Insert: Date.)
2.2
This Contract is for a fixed term of Insert: Period e.g. 1 year, commencing from the commencement date. This period is sufficient time for the satisfactorily completion of the agreed Individual Training Programme and apprenticeship.
2.3
Upon completion of the fixed term and apprenticeship the Employer will endeavor to provide the Apprentice with employment provided that a suitable vacancy exists. If no such vacancy exists, the Employer will use its reasonable efforts to help the Apprentice find work with another employer.
2.4
During the term either party may terminate the Contract by giving no less than the requisite notice as per Clause 9 below.
3.
Employer’s Responsibilities
3.1
The Employer is responsible for the training and placement of the Apprentice.
3.2
The Employer will keep and maintain a full record of the Apprentice’s training and attendance.

3.3.
 The Employer will ensure that the Apprentice is trained in all the necessary areas and that the training is provided by someone with the necessary skills and competence.
4.
Apprentice’s Responsibilities
4.1
To undertake the training and any courses as necessary to fulfill and complete their Individual Training Programme.
4.2
To complete all work to the best of their ability.

4.3
To promote the Company’s best interests at all times.

4.4
To be professional in appearance and attitude and to be punctual and diligent.

4.5
To comply with Health and Safety Legislation at all times.

5.
Hours of Work:
5.1
The number of hours to be worked each week are Insert: Number, NOTE- must not be for more than an average of 40 if the Apprentice is aged 16 – 17, or 48 if apprentice is 18 or over.
5.2
These hours will be set out as follows: Insert: Details, e.g. Monday to Friday 9am to 5pm.
5.3
You will have the following breaks per working day Insert: Details NOTE- Apprentices aged 16 – 17 must have a break of 30 minutes for each 4.5 hours worked. They must also have a period of 12 hours rest between each working day and must also have 2 days off a week. Apprentices aged 18 or over must have a 20 min break if working more than 6 hours and must not work more than 6 days out of 7 (or 12 out of 14).
5.4
The hours to be worked includes attendance at Insert: Details e.g. venue/course/ times for training
6. 
Remuneration:
6.1
The gross salary per annum is Insert: Details – for apprentices under 19 year old the minimum is £2.50 per hour, for those over 19 the national Minimum wage for their age applies.
6.2
Salary will be paid Insert: Details, e.g. on the last Friday every month by Insert: Details e.g. by BACS to the Employee’s account.
7.
Holiday Entitlement and pay:
7.1
The holiday year runs from Insert: Details, e.g. 1st January to 31st December. The Apprentice must use all their holiday entitlement during this period. Any holiday entitlement that is not used during this period will be lost (unless agreed in writing otherwise). 
7.2
The Apprentice is entitled to Insert: Number of days paid holiday. (Note- the current minimum is 28 days which includes public holidays).
7.3
Holiday requests must be made to Insert: Name/role of person. Requests for 5 or more consecutive days must be made at least one month in advance. 
7.4
For the avoidance of doubt, paid holiday entitlement is accrued at the rate of 1/52nd of the allowance as per Clause 5.2 per week worked.
7.5
If, at the time of termination of Employment, the amount of annual leave taken exceeds what has been actually accrued, the Employer reserves the right to accordingly deduct the extra annual leave from the Apprentice’s final pay. 
7.6
Any accrued and untaken annual leave at the time of termination of Employment will, at the discretion of the Employer, either be paid in lieu or taken in addition to the notice period.
8.
Absence and Sick Pay:
8.1
If the Apprentice is unable to attend work for any reason they must notify Insert: Name/role of person by Insert: Time on the day absent.
8.2
In instances of sickness, the Apprentice must provide a self certificate for the first 3 consecutive days off.
8.3
For periods of sickness longer than 3 consecutive days the Apprentice must produce a Doctor’s Medical Certificate.
8.4 
The Apprentice permits the Employer to compile and hold absence records. If there are any causes for concern the Employer reserves the right to meet and discuss with the Apprentice and to take any action it considers appropriate, including, but not limited to, disciplinary or dismissal action. 
9.
Notice:
9.1
The first Insert: Time e.g. 6 months of this Contract employment will be a probationary period.
9.2
During this probationary period either party may terminate this Contract with one weeks’ notice in writing.
9.3
Upon successful completion of the probationary period this Contract may be terminated by giving the following amount of Notice in writing:
9.3.1
For periods of Employment over 1 month but less than 2 years, either party must give at least 1 week’s notice to terminate this Contract.
9.3.2
For periods of Employment over 2 years, either party must give at least 2 week’s notice to terminate this Contract.
9.3.3
For every additional year over two years, either party must give an additional week’s notice to terminate this Contract, up to 12 weeks notice after 12 years service.
9.4
If the Apprentice has been found guilty of gross misconduct, dismissal will be made without notice and without payment in lieu of notice.
9.5
The Employer may forgo giving full notice and accordingly pay the Apprentice 
in lieu of the requisite notice period.
9.6
The Employer may require the Employee to not work or attend their place of work during the period of notice, irrespective of who gives it, however the Employee will continue to be a paid Employee during this period. 
9.7
Nothing under this clause prevents termination of employment under the Disciplinary procedure or redundancy.
10.
Disciplinary and Grievance Procedure: 
10.1
A copy of the Insert: Company Name’s Disciplinary Procedure is attached to this Contract. All Apprentice are asked to read it carefully and familiarise themselves with it. 
10.2
A copy of the Insert: Company Name’s Grievance Procedure is attached to this Contract. All Apprentices are asked to read it carefully and familiarise themselves with it.
11.
Maternity and Paternity Leave:
11.1
The Employer and Apprentice will comply with their statutory obligations as laid out in the Company Maternity and Paternity Leave Policy.
12.
Retirement:
12.1
Insert: Company Name does not have a default age of retirement.

12.2
An Apprentice who decides to retire shall provide the appropriate notice in writing as set out in Clause 9.

13.
Additional Policies:
13.1
The Apprentice has a duty to familiarise himself with all the additional Company policies (as contained in the Staff Handbook).
13.2
The Employer and Apprentice will comply with their obligations and the procedures as laid out in the Company Policies.
14.
Pension Scheme:
14.1
There is no pension scheme applicable.

OR
(14.1
The Apprentice is permitted to join the Employer’s pension scheme as soon as they are eligible. Full details of this scheme will be provided to the Apprentice as soon as practicable).
15.
Collective Agreements:
15.1
There are no collective agreements in place.

OR
(15.1
The following collective agreements are in place: Insert: Details.)
16.
Property:
16.1
All property, including but not limited to hardware, software, information, tools, equipment, stationary and data, remain that of the Employer and must be returned to the Employer by the Apprentice upon termination of employment.
16.2
The Apprentice waives all rights granted by the Chapter IV Part 1 of the Copyright, Designs and Patents Act 1988 in respect to their authorship of any works created during the course of their employment.
17.
Governing Law:
17.1
This Contract is to be governed by the jurisdiction and laws of England and Wales.
Personal Information:
The Apprentice agrees to the Employer holding their personal data. The data will be held for the duration of Employment or for any longer period to enable the Employer to answer any question relating to you as an employee. 
Every care is taken to ensure that this personal data is held in confidence and secrecy. The Apprentice has the right to inspect, review and, if necessary, update their personal details. 
The Apprentice is to notify Insert: Name/role of person of any change to their personal information. This will ensure that the information remains accurate. 
Signed on behalf of the Employer: . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Name: 
Job title: 
Date: 
Signed by the Apprentice: I agree to the terms and conditions of this contract, and acknowledge that I have received a copy. 
Apprentice 's signature: . . . . . . . . . . . . . . . . . . . . . . . . . . . .  
Date:
Schedule: 


Individual Training Programme
Insert: Details
Main Duties
Insert: Details
1

