Contracts of Employment
Job descriptions and contracts of employment are a good way of knowing what a work role is; work shadowing, using a mentor, reading training notes and training books, talking to your line managers to ensure you understand the work roles are also ways of understanding the requirements.  
Not all employers issue contracts or job descriptions; employers are encouraged to issue these as it is good practice but if you are not issued with a written version, a verbal agreement is acceptable and, once you begin to work for an employer, your normal shift patterns, general conditions and salary become accepted as your contract and terms and conditions if you find yourself in dispute with your employer.
If you feel that your rights are being violated as an employee, there are several organisations who can assist and advise you, for example:  
· Your funding provider/ college 
· ACAS 
· The Equalities Commission 
· The directgov website  
You will, of course, have responsibilities and boundaries to your responsibilities which will form the basis of your contract of employment, for example:  
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· Hours of work 
· Shift patterns 
· Maximum weekly hours 
· Changes to conditions 
· Salary arrangements and rates 
· National minimum wage by age group 
· Arrangements for and entitlement to payslips 
· Rights to company pensions 
· Levels of behaviour which will be expected 
· Levels of behaviour that will not be accepted 
· A clear definition of the disciplinary process and what constitutes misconduct and gross misconduct (a sackable offence) 
· Complaints procedures 
· Holiday entitlement 
· Working conditions 
· Uniform arrangements 
· Standards or appearance and behaviour 
· The company structure 
· Reporting lines 
· Your job role 
· Policies and procedures relating to equality and diversity 
· Breach of contract 
· Rest breaks 
· Overtime payment and lieu time 
· Right to flexible working 
· Time to train 
· Time for dependants 
· References and job offers 
· Transfer of conditions for takeovers (TUPE)  
· Instigating disciplinary action 
· Authorising expenditure 
· Authorising holidays or absence 
· Changing staff rotas   

The detail for all of this list is substantial and only some of it will be relevant to you; it is recommended that you arrange a suitable time to visit the following web site www.direct.gov.uk/en/employment/employees where you can find and research information relating to the relevant sections.  
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