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Notification of Changes to Employment Particulars

Contractual Terms and Conditions of Employment
This notification form accommodates up to four changes of employment particulars (see ‘Subjects Covered in Statement of Employment Particulars’ below
and Sections 1 - 4 ) and must be issued by the named employer to the named employee within one month after the effective date of the change(s).

I acknowledge and accept the changes to my Statement of Employment Particulars

EMPLOYER NAME
Employer’s Address

The changed particulars of employment are: The changed particulars of employment are: 

SUBJECT:- SUBJECT:-

SUBJECT:- SUBJECT:-

Contents of the
Statement of Employment Particulars

Change effective from:

The changed particulars of employment are: 

Change effective from:

The changed particulars of employment are: 

Change effective from:
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behalf of EMPLOYER

Date:    Date:    
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of EMPLOYEE
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SUBJECTS FOR USE IN SECTIONS

If notifying more than four changes to employment particulars, complete another form and indicate the number of pages issued.




In accordance with the Employment Rights Act 1996 all employers are required to provide employees
with a Notification of any changes to their terms and conditions of employment.  This form complies
with that requirement and must be issued to employees affected by any change(s), within one month
from the effective date of any change(s). Any variation to terms and conditions must be agreed by
BOTH you and the employee.


A contract of employment is binding on both you and the employee and it is unlawful
for one party to vary the terms and conditions in the contract without the agreement
of the other.  A variation to an existing contract of employment may be agreed on an
individual basis, e.g. where one particular employee has asked for a change to his
working hours, or may be agreed through a collective agreement, which may affect
the whole of your workforce, e.g. a collective agreement relating to rates of pay.
Whatever the variation, you should fully consult with the employee(s)
concerned.


Subject:
Enter the subject heading from the list of subjects included in either the Principle and
Supplementary Statement of Employment Particulars or any other document that forms
part of the contract of employment, e.g. a change to a company policy that forms
part of the contract of employment.  


The changes particulars of employment are:
Provide full details of the new terms and/or conditions applicable to the subject
heading you have entered.  For example, the change(s) could be in respect of an
employee’s working hours or job location.  
If details of the change(s) are contained in a separate document, e.g. an updated
staff handbook, enter the name of the document and where, within the workplace, the
employee may have access to it.
Examples:-
- See page X in Staff Handbook Issued (date) as per attached copy
- See page X in Staff Handbook Issued (date) available from (name/job title) 
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Change effective from:


EMPLOYEE NAME
Employee’s Address


Part 1 - Principal


Employer & Employee
names and addresses


Continuous Employment


Job Location


Type of Contract


Job Title


Remuneration


Hours of Work


Annual Leave


Part 2 - Supplementary


Sickness and/or Injury


Pension Arrangements


Period of Notice


Disciplinary Rules and
Procedures


Grievance Procedures


Collective Workforce
and Relevant
Agreements


Notification of Changes to Employment Particulars


Contractual Terms and Conditions of Employment
This notification form accommodates up to four changes of employment particulars (see ‘Subjects Covered in Statement of Employment Particulars’ below
and Sections 1 - 4 ) and must be issued by the named employer to the named employee within one month after the effective date of the change(s).


I acknowledge and accept the changes to my Statement of Employment Particulars


EMPLOYER NAME
Employer’s Address


The changed particulars of employment are: The changed particulars of employment are: 


SUBJECT:- SUBJECT:-


SUBJECT:- SUBJECT:-


Contents of the
Statement of Employment Particulars


Date            


Change effective from:


The changed particulars of employment are: 


Date            Change effective from:


The changed particulars of employment are: 


Date             


Change effective from: Date           


Signature for and on
behalf of EMPLOYER


Date:    


Signature 
of EMPLOYEE


Date:            
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SUBJECTS FOR USE IN SECTIONS


COMPLETION GUIDE FOR EMPLOYER


Notification of Changes to
Employment Particulars


Form ref. CFe.64


The function of this Completion Guide is to help you to complete sections of the form where more complex and legal considerations should be taken into account
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