
HOW TO FILL IN A CONTRACT 
OF EMPLOYMENT



DOWNLOADING AND SAVING THE DOCUMENT

Follow the instructions on the customer portal to download the document. 

Save the document on your computer so you can make the changes. 

If you click on the download link provided and then right click you will get an option to “save as” which will download 

the document to your computer.

You will need Adobe Acrobat Reader on your computer for this to work successfully.

You can download this for free from HERE

Please remember to save your completed document.

https://get.adobe.com/uk/reader/


FILLING IN THE DOCUMENT

Please complete all the fields marked in blue with the relevant information for your contract of employment.



This is your name and your address.

This is the date your employee started 

working for you.

This is where your employee normally 

carries out their job for you.

This is your employees name and their 

home address.



This is the number of hours and days 

worked each week (eg 7.5 hours on 4 

days each week). 

Then how you deliver your workplace 

rota and how many days in advance it is 

provided (e.g. issued by ‘Your Name’ or 

a “Managers Name” 7 days in advance).

This is the agreed hourly rate of pay for 

your employee.

This is the date that timesheets need to be 

submitted (e.g. by the 20th of the month).

This is the date that the payroll payment 

will be made (e.g. by the 20th).

Please add any additional benefits, e.g. 

Premier Club Rewards.



This is the date of the employees holiday 

year (e.g. 01/01/2020 to 31/12/2020).



This is your employees notice period. You 

will need to use the dropdown to select 

weeks or months



This is your employees signature and date 

signed – This needs to be left blank for 

them to sign and send back.

This is to be completed if the contract 

cannot be signed by the employer.

This is your name and date signed.



SIGNING THE DOCUMENT

Ideally you should be printing off the document and getting both the employer and employee to sign the final page of the contract.

If that is not possible, you can use fill and sign on the PDF file, by completing the following steps:

When you click on the signature line the following box appears. Then click on “Configure Digital ID”.



1) Select the first option and then click on “Continue”. 2) Select “Save to File” and then click on “Continue”.

3) Fill in your details and then click on “Continue”. 4) Add a password and then click on “Save”.



1) When this screen appears click on “Continue”. 2) Fill in your password and then click on “Continue”.

3) Save to your computer. 4) The digital signature will then appear in the contract.



COMPLETING THE DOCUMENT

Once you have completed the document, please save the PDF document onto your computer. 

Then upload the document back to your customer portal.

Use the “Choose file” button to locate the document on your computer, then click on submit file to upload.

Please remember to complete step 4 of our guidance by providing your employees email address.


