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EMP   Employment Contract – Part Time Bar Staff 
 
Drafting note: this document is drawn using the word “company” as the employer.  

However, the applicable law applies to all employers, so you may 
safely use your word processor to search and replace “Company” 
by “Partnership”, “Sole Trader”, “Council”, “Organisation” or 
whatever word best describes your organisation.  Full notes are 
provided at the end of the document. 
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This contract is dated:               [date] 
 
Your employer is:                       [company name] (“the Company” or “we / us”) 
 
Your employer’s address is: [company address] 
 
You are:                                       [employee name] 
 
Your address is:                         [employee address] 
 
 
 
The contract terms are: 
 
1 Start and continuity 
 

1.1 Your employment with the Company starts / started on [date]. 
 

1.2 [Previous employment [name of employer] from [date] to [date] counts as 
part of your period of continuous employment with the Company] 

 
2 Trial period  
 

2.1 Your employment is subject to a trial period of [3] months.  If at the end of 
that time we are satisfied with the quality of your work we shall tell you 
your employment is permanent. 

 
2.2 If during or at the end of your trial period we are dissatisfied with your work 

we may terminate your employment by one week’s notice.  If you wish to 
terminate your employment during your trial period you must give us one 
week’s notice. 

 
2.3 The Company reserves the right to extend the trial period if thought 

necessary.  
 
3 Job title 
 

3.1 Your job title is part time [Insert Job Title] 
 
4 Job description 
 

4.1 Your main tasks and responsibilities are to carry out the following: 
 

4.1.1 Provide a bar service for customers, as required, as a priority at all 
times; 

 
4.1.2 Ensure that customers are treated with politeness and courtesy at 

all times, provide help and  assistance where required; 
 

4.1.3 Maintain a high standard of personal presentation and hygiene, 
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appropriate to a food and beverage service; 
 

4.1.4 Serve food, take orders and assistance in general catering 
operations and duties; 

 
4.1.5 Undertake all monetary transactions in accordance with the 

Company’s procedures; 
 

4.1.6 Clean and maintain the service area, in accordance with the 
Company’s procedures and schedules; 

 
4.1.7 Collect, wash and stack glasses, as directed and maintain a 

constant supply to provide a fast efficient service to customers; 
 

4.1.8 Restock as directed and ensure shelves and areas are washed and 
cleaned before replenishing stock; 

 
4.1.9 Undertake cellar work as required; 

 
4.1.10 Undertake washing, cleaning and polishing of all surfaces and 

areas, as required; 
 

4.1.11 Assist with clearing up the venue, after customers have left the 
premises, or as directed by the supervisor or duty manager; 

 
4.1.12 Wear the uniform provided at all times when working; 

 
4.1.13 Wear your name badge at all times when working; 

 
4.1.14 Work in accordance with the company’s policies and procedures; 

 
4.1.15 Work in accordance with the company’s health and safety 

procedures; 
 

4.1.16 Undertake training as required; and 
 

4.1.17 Carry out other duties as is reasonable required. 
 
  

4.2 You now agree that we may change your job description or ask you to do 
a different job of a  similar status and requiring similar skills and that any 
such change will not constitute a change of  the terms and conditions 
of your employment.  We may also ask you to perform duties additional to 
those now envisaged or those actually undertaken at any time. 

 
4.3 Your duty is to perform your job to the best of your ability and to comply 

with the law. 
 
5 Place of work 
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5.1 Your normal place of work is at [name place of work] but we reserve the 
right to change this to any place within [10] miles of the above address. 

 
5.2 You agree to work at any other place we reasonably require, including the 

premises of any customer or client of ours, within [25] miles of your normal 
place of work. 

 
6 Hours of work  
 

6.1 Your normal hours of work are [6.30 pm to 11.30 pm Monday to Saturday], 
excluding public holidays. Your normal working week shall comprise of 
[30] hours. [You may be required to work  additional time not 
exceeding 8 hours a week where the needs of the business require this.  It 
may not always be possible to give you notice of such a requirement.] 

  
6.2 The Working Time Regulations of 1998 impose an obligation on 

employers to ensure that  employees do not work more than an average 
of 48 hours per week. By agreeing to the terms of  this contract, you 
have agreed that in no circumstances will you work more than 48 hours in 
any  week. 

 
OR  

 
6.2 The Working Time Regulations of 1998 impose an obligation on 

employers to ensure that  employees do not work more than an average 
of 48 hours per week.  By agreeing to the terms of  this contract, you 
have agreed that in no circumstances will you work more than 48 hours in 
any  week. You may terminate the opt-out by giving not less than 3 
months’ written notice. 

 
  

6.3 You will be required to comply with any time keeping or record keeping 
scheme introduced for the purpose of ensure compliance with the 
Regulations. 

  
7 Salary 
 

7.1 Your hourly rate is £ [0.00] and shall be paid weekly / monthly by cheque / 
by credit transfer on the last day of the week / the last working day of the 
month.   

 
7.2 Any work you are required to undertake outside your normal working 

hours, the following provisions relate to your paid overtime [provisions]. 
 

7.3 You will receive a [commission] / [bonus] payment [monthly]/ [quarterly]/ 
[annually], as calculated  as follows: [set out calculation] 

 
7.4 Your wage / salary will be reviewed annually in the month of [month].  We 

will tell you of any  change. 
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7.5 We reserve the right in our absolute discretion to deduct from your pay 
any money which you  may owe to us including, without limitation, any 
overpayments or loans made to you or losses  suffered by us as a result 
of your negligence or breach of contract.  You agree to this. 

 
7.8 We reserve the right in our absolute discretion to deduct up to 10% from 

your gross pay, on any  particular day you have worked, where there 
has been a shortage or deficiency in till receipts or  stock where you 
have been serving customers personally. 

 
7.9 On termination of your employment we reserve the right to deduct from 

your final wage any  outstanding money owed to us for all shortages or 
deficiency in till receipts or stock which have  accrued under clause 7.8 
above. 

 
8 Expenses 
 

8.1 You have no authority to incur expenses without prior agreement with the 
Company.  

 
OR 

 
8.1 The Company will reimburse to you all reasonable expenses incurred by 

you in your work, provided: 
 

8.1.1 You provide us with receipts, invoices or other evidence of actual 
payment. 

 
8.2 The Company will pay for a taxi to take you home at the end of your 

working day if you finish  work later than [11.30pm] and you live more 
than [2] miles from your normal place of work. 

 
8.3 It is a serious offence to falsify any document or manufacture evidence 

fraudulently for the  purpose of claiming through the expense procedure. 
Such actions are deemed gross  misconduct and will result in summary 
dismissal.  

 
9 Holidays 
 

9.1 You are entitled to [14] working days’ holiday each calendar including 
  public holidays. 
 

9.2 The Company’s holiday year runs from [1st January to 31st December]. If 
your employment  commenced or terminates part way through the 
holiday year, your entitlement to holidays during  that year will be 
assessed on a pro rata basis.  Deductions from final salary due to you on 
termination of employment will be made in respect of any holidays taken in 
excess of entitlement. 

 
9.3 You must agree the dates of your holidays at least 28 days in advance 
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with the Company  Director. If you give less notice than this, we may not 
be able to accommodate your wish. 

 
9.4 No more than 10 days holidays’ may be taken at any one time unless 

permission is given by a  manager. 
 

9.5 Holidays you take for religious reasons are counted as part of your holiday 
entitlement and are  subject to the same terms. 

 
9.6 A day's holiday pay for the purpose of this paragraph is 1/5th of your 

weekly wage. 
 

9.7 For part years of service your holiday entitlement will be calculated as 
1/12th of your annual  entitlement for each completed month of 
service during that holiday year. 

 
9.8 You may not carry holidays forward from one year to the next without prior 

written consent from a director. 
 

OR 
 

9.8 You will be entitled to carry over a maximum of five days holiday from one 
holiday year to the  next. 

 
9.10 On termination of your employment any holiday entitlement which has 

accrued at that date may be taken as part of any period of notice given by 
either of us.  If no period of notice is given then the holiday entitlement will 
lapse and you will be paid for any holidays accrued but not taken at that 
date. 

 
9.11 If you take more holiday than your entitlement, then you agree that the 

Company may deduct the  value of the excess from your final wage. 
  
10 Sickness or other absence and sick pay 
 

10.1 If you are unexpectedly absent from work for any reason you must inform 
us of the reason for  your absence and likely duration as early in the day 
as reasonably possible. You or someone on  your behalf must continue 
to tell us each day until you are able to provide a medical certificate.  Your 
failure to comply with this provision will be noted in your record as a 
disciplinary matter. 

 
10.2 If you are absent from work due to sickness or injury for more than three 

days (including weekends) you must provide us with a medical certificate.  
Further medical certificates must be  provided to cover any continued 
absence.  The certificate will not be accepted unless it specifies  legibly 
the cause of your absence. 

 
10.3 Immediately on your return to work, you must complete a self-certification 

form stating the date of and the reason for your absence, including details 
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of sickness on non-working days as we need  this information for 
calculating your statutory sick pay entitlement. You agree to give a full 
explanation. 

 
10.4 You agree at any time we ask, whether or not you are absent from work, 

to undergo whatever medical examinations we believe are appropriate (at 
our expense) and you hereby irrevocably  authorise any medical 
practitioner to disclose to and discuss with the Partners any reports and 
matters which, in their opinion, might hinder or prevent you from returning 
to work or from continuing to work fully and effectively. 

 
10.5 Provided you have complied with the general terms relating to sickness 

absence referred to  above, you will entitled to be paid your normal pay for 
periods of sickness absence  up to a  maximum of [number] working 
days in aggregate in any calendar year. Any additional sick pay is  at our 
discretion. 

 
OR 

 
10.5 The Company does not make any payment to you while you are absent 

through sickness, except statutory sick pay. 
 

10.6 For absence unsupported by a medical certificate, you are entitled only to 
statutory sick pay, if payable. 

 
10.7 Payments of sick pay include statutory sick pay and will be reduced by 

any state sickness benefit  you may be entitled to receive.  After the end of 
the period when we pay you sick pay, 3 “waiting days” must elapse before 
we pay you statutory sick pay alone. 

 
10.8 In any case where you have a claim for compensation against a third party 

in respect of  circumstances causing you to be absent from work you 
agree to pursue a claim on behalf of the  Company for losses incurred by 
the Company in paying your wage and other benefits during the  period 
of your absence. 

 
 
11 Retirement 
 

11.1 The policy of the Company is that both men and women retire at the age 
of 65. 

 
11.2 Your employment will therefore automatically terminate when you reach 

that age without you or us being required to give notice. 
 

11.3 Under special circumstances you may be allowed to continue in 
employment after retirement age.  If we do decide to continue your 
employment, that decision will be reviewed regularly.  The  decision will 
not alter the normal retirement age for the company. 
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11.4 The decision to allow you to continue post-retirement age will depend 
upon a satisfactory  medical examination by the Employer's medical 
advisor each year and continued competence in the job provided such 
retention does not block the promotion prospects of other members of 
 staff. 

 
12 Pension 
 

12.1 The Company does / does not hold a contracting out certificate under the 
Pension Schemes Act 1993 in respect of your employment. The Company 
provides access to a stakeholder pension scheme where we are legally 
obliged to do so. Details are available on request. 

 
12.2 The Company does not offer you a pension scheme applicable to your 

employment however, it  will facilitate your access to a designated 
stakeholder pension scheme to the extent it is required  to do so by 
law. A contracting out certificate under the Social Security Pensions Act 
1975 is [not]  in force in respect of this employment. 

 
OR 

 
12.2 These are the brief details of the Company pension scheme……… 

 
13 Private medical expenses insurance 
 

13.1 Your job makes you eligible for inclusion in our private medical expenses 
insurance  scheme. 

 
14 Confidentiality 
 

14.1 It is a condition of your employment that you do not use divulge or 
disclose to any person (and that includes a business of any sort) any 
confidential commercial or confidential technical information relating to the 
business, finances or affairs of the Company. 

 
14.2 This restriction continues for 12 months after your employment has ended 

but does not apply to information you have to disclose in the course of 
your employment. 
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