
STATEMENT OF EMPLOYMENT PARTICULARS CHECKLIST
This checklist sets out the statutory requirements that apply from 6 April 2020 in relation to a written statement of employment particulars. 

Statutory provisions
· With effect from 6 April 2020, the right to a written statement of employment particulars is extended to cover all “workers”, as well as “employees”.
· From the same date, that right applies when an employee or worker starts work, i.e. it is a day one right. In addition, further employment particulars must be included in the written statement itself. 
· These provisions apply where the employee or worker begins their employment or engagement with the employer on or after 6 April 2020.
· Existing employees (but not workers) who are already in employment before 6 April 2020 have the right to request, on or after 6 April 2020, an updated written statement of employment particulars that complies with the new requirements at any time during their employment and for up to three months following its termination. The employer will then be required to provide this no later than one month after the employee’s request is made. Employees may only request an updated written statement once. 
· Where, on or after 6 April 2020, there is a change in any of the employment particulars including those required to be given under the new rules, the employer must also give existing employees (but not workers) a written statement of the change, to be given no later than one month after the change. 
· The table below sets out the mandatory employment particulars and, for each, whether: 
· it must be provided to the employee or worker no later than the beginning of their employment or engagement
· it must be included in a single document
· the statement relating to it can be given in instalments (in which case, it must be given not later than two months after the beginning of the employment or engagement, even where employment ends before that date)
· the statement may refer the employee or worker to the provisions of another “reasonably accessible” document for the relevant particulars (or, in the case of notice requirements only, to the relevant legislation or to the provisions of a collective agreement).
· Where there are no details relating to one of the employment particulars, this must be stated in the statement.
· A “reasonably accessible” document is one which the employee or worker has reasonable opportunities of reading in the course of their employment or engagement, or which is made reasonably accessible to them in some other way.
	Employment particular 
(any reference below to a “worker” also includes an “employee”) 
	Required on day one
	Must be in a single document
	Can be given in instalments
	Reference to another reasonably accessible document allowed

	Name of employer
	Y
	Y
	N
	N

	Name of worker
	Y
	Y
	N
	N

	Date when employment began
	Y
	Y
	N
	N

	Date on which continuous employment began (employees only)
	Y
	Y
	N
	N

	Scale or rate of remuneration, or method of calculating remuneration
	Y
	Y
	N
	N

	Intervals at which remuneration is paid, i.e. weekly, monthly or other specified intervals
	Y
	Y
	N
	N

	Terms and conditions relating to hours of work, including those relating to:
· normal working hours

· the days of the week the worker is required to work*
· whether or not such hours or days may be variable and, if so, how they vary or how that variation is to be determined*
	Y
	Y
	N
	N

	Terms and conditions relating to entitlement to holidays, including public holidays and holiday pay (the particulars being sufficient to enable the worker’s entitlement, including any entitlement to accrued holiday pay on termination of employment, to be precisely calculated)
	Y
	Y
	N
	N

	Terms and conditions relating to incapacity for work due to sickness or injury, including any provision for sick pay
	Y
	N
	N
	Y

	Terms and conditions relating to any other paid leave, e.g. maternity, adoption, paternity, shared parental and bereavement leave*
	Y
	N
	N
	Y

	Terms and conditions relating to pensions and pension schemes
	N
	N
	Y
	Y

	Any other benefits provided by employer and not covered elsewhere in the written statement*
	Y
	Y
	N
	N

	Length of notice which either party is obliged to give to terminate employment contract, or worker’s contract
	Y
	N
(can refer to relevant legislation or collective agreement)
	N
	Y 

(can refer to relevant legislation or collective agreement)

	Job title, or brief job description
	Y
	Y
	N
	N

	Date fixed-term employment is to end, or period for which temporary employment is expected to continue (only if employment is not intended to be permanent)
	Y
	Y
	N
	N

	Any probationary period, including any conditions and its duration*
	Y
	Y
	N
	N

	Place of work, or where the worker works at various places, an indication of that and employer’s address
	Y
	Y
	N
	N

	Details of any collective agreements which directly affect terms and conditions of employment
	N
	N 
	Y
	N

	Where the worker is required to work outside the UK for more than one month:

· period they are to work outside UK

· currency in which remuneration is to be paid

· any additional remuneration or benefits

· any terms and conditions relating to return to UK
	Y
	Y
	N
	N

	Any training entitlement provided by employer*
	N
	N
	Y
	Y

	Any part of that training entitlement which is mandatory*
	Y
	Y
	N
	N

	Any other mandatory training which employer will not bear the cost of*
	Y
	Y
	N
	N

	Any disciplinary rules applicable to the worker
	N 

	N
	 Y
	Y

	Any procedure applicable to the taking of disciplinary decisions relating to, or a decision to dismiss, the worker
	N
	N
	Y
	Y

	A person (specified by description or otherwise) to whom the worker can appeal if dissatisfied with any disciplinary or dismissal decision relating to them, and manner in which appeal should be made
	N
	Y
	Y
	N

	Explanation of any further steps to be taken following any such appeal application
	N
	N
	Y
	Y

	A person (specified by description or otherwise) to whom the worker can apply to seek redress of any grievance, and manner in which application should be made
	N
	Y
	Y
	N

	Explanation of any further steps to be taken following any such grievance application
	N
	N
	Y
	Y


*new employment particular, applicable from 6 April 2020.

