<<

Terms and ( mployment

<<Date>>

This document contains the mai f employment which govern your

service with the Company.
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TERMS AND CONDITIONS OF E

BETWEEN

) <<Name of Company>> { <<England and Wales>> under
registration number << e is at <<Address>> (hereinafter
referred to as “we”, “us” or

2) <<Name of Employee>> 0 er referred to as “you”)

1. General

These terms and conditio which the Company is required to

provide in accordance wit b Act 1996, Employment Act 2002

and Working Time (Amend as amended or re-enacted at the

relevant time.
2. Date of Commencement/ t

2.1 Your period of co ith the Company begins on the
<<Date>>.

2.2

2.3 In accepting your a bemed that you have accepted all
the terms and c( ese Terms and Conditions of
Employment.

2.4  These Terms and nt annul any previous agreement
whether verbal or time.

2.5 The first <<numbe ployment will be a probationary
period. During this and conduct will be monitored. At
the end of the proH formance will be reviewed and, if
found satisfactory, be confirmed. The probationary
period may be exte iscretion. During the probationary
period, the full disci bcedure will not apply.

3. Duties
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3.1 Your job title is deta
following any chang
obligations and cg
Company which ar
may from time to ti

r as may subsequently be notified
bu will perform all acts, duties and
as may be designated by the
with that position. The Company
m duties normally undertaken by
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others or to take (¢
assigned duties wh

duties, however you will not be
perform.

3.2 You are required to
for its employees fr¢

y’s rules, regulations and policies

Hours of Work

4.1 The Company’s b
Normal working ho
one hour for lunch.
necessary.

<<number of>> hours per week.
from << >>to << >>, including
the right to alter working hours as

additional hours as and when
n the proper performance of your
Dbe paid extra remuneration for any
eekly hours, as this obligation has
determination of your salary level.

4.2 However, you ma
requested to do so
work so requires. T
additional hours wo
already been taken

4.3

Place of Work

5.1 Your place of work
also be required to
travelling distance
may also be requird
customers, and to t

5es at << >>. However, you will
pany premises within reasonable
b course of your employment you
ises belonging to the Company’s
hnd abroad.

5.2 [You may be requirs
business.]

[and overseas] on the Company’s

[Work outside the UK
6.1 You are required t p.g. state country and duration>>.
6.2 You will be paid <

6.3 You will also r¢g
benefits>>.]

state additional payments and

Remuneration and Benef

7.1 Your salary is as s
arrears by credit trz
such other date wit

and is payable monthly <<eg. in
e << >> day of each month, or
bsequently be notified.

7.2



9.

7.3

7.4

7.5

7.6

7.7

7.8

Collective Agreements
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You will be paid or
by you while perfor
producing supporti
the Company.

bnable expenses properly incurred
If of the Company, subject to your
tuch expenses when requested by

The Company shal
event on terminatio
unpaid monies due
this clause is a ge
intended to act as @
to:

juring your employment, or in any
muneration or your expenses any
hny. Any amount deducted under
pany to assess its loss and is not
s may include, but are not limited

7.4.1 An overpay
expenses;

7.4.2 Annual lea
employment]

on, wages, bonus, commission or

ate of the termination of your
r accrued entitlement;

7.4.3 Anyloans, i

7.4.4 When you 4
given;

7.4.5 The market

NS,

palance of any training assistance

ompany property.

[You will be entit
insurance/details of|

alth insurance/permanent health
>,

Your entitlement to
OR after the satisfa

ence <<state e.g. on your first day
brobationary period>>.

The organisation re
at any time.]

your entitlement to these benefits



10.
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Holidays

10.1

10.2
10.3

10.4

10.5

10.6

10.7

You are entitled ta
entitlement of 20 d
added. This does n
employer’s discretis
bank and public hol

s the statutory minimum holiday
blic and bank holidays have been
plidays, which may be given at the
omplete calendar year, including

The holiday year co | finishes on << >> each year.

If your employment
your holiday entitle

part way through the holiday year,

prdingly.

If, on termination of

10.4.1 you have e
will deduct 4

prorated
calculation>

oliday entitlement, the Company
s holiday taken in excess of your
n the basis of <<specify
Company to make a deduction

bwing, the Company may, at its
pliday during your notice period or
liday entitlement

Holidays must be t3
approval of proposé
will not be allowed
Company’s discret
approval has been

to the Company. You must obtain
ce from <<specify job title>>. You
eeks at any one time, save at the
holidays until your request for

All holiday must bd
circumstances you
entittement to the
holiday may not be

hich it is accrued. In exceptional
0 << 5 >> days untaken holiday
applies for one year only, and
equent holiday year.

If you are sick or
transfer to sick lea
strictly subject to thg

10.7.1 You must c(
possible) as
sickness or

10.7.2 The full per
certificated |
and

10.7.3 Within <<e.{
writing how
and the amd
notification

, the Company will allow you to
t holiday at a later date. This is

>> in person and by telephone (if
your holiday will be affected by

ue to sickness or injury must be
ctitioner,

rn to work, you must confirm in
as affected by sickness or injury
take at another time. This written
job title>>.



11.

12.

13.
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Other paid leave

11.1 Any maternity, pa
leave will be paid at

parental or parental bereavement
y rate/your normal rate of pay>>.

11.2 [The Company al
leave>>.]

11.3 Please see the Cd

letails of other paid non-statutory

for further information.

Training

12.1 You will be require
e.g. health and safe

ing training in respect of: <<state

12.2 You may be req
discretion and will
training.

12.3  You will not be paid

onal training at the Company’s
rate of pay for any compulsory

ing training: <<give details>>.

Sickness Absence

13.1 In the event of you
should contact <<s
of the absence to i
the Company as so
return to work.

you or someone on your behalf
arliest opportunity on the first day
5on for absence. You must inform
ange in the date of your expected

13.2 A self-certification
days. The form will

ed for absences of up to seven

13.3 For periods of sic
weekends, you will
Note’) / Medical Ce
Note / Medical Cg
Company.

13.4

ven consecutive days, including
Btatement of Fitness for Work (‘Fit
b <<specify job title>>. A new Fit
periodically as required by the



13.5 The Company has
for absences. Such

13.6 The Company ma
medical practitione
you agree to autho
detailing the results
the Company. The
Such an examinat
reasonable to do sg

13.7 For the avoidance (
employment under
at any time, notwith

14. Pension

15. Retirement

The Company does nhot (
compulsorily retired on rea
voluntarily at any time, prg
of termination of your empl

16.1

16.2
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ecord absence levels and reasons
onfidential.

go a medical examination by a
y stage of your employment, and
ioner to prepare a medical report
h you agree may be disclosed to
ost of such medical examination.
ed by the Company where it is

pserves the right to terminate your
ination of Employment Clause>>
b in receipt of sick pay.

ent age and so you will not be
owever, you can choose to retire
pany the required period of notice



16.3

17. Maternity Leave

The Company will comply
The Company’s Maternity

bNns in respect of Maternity Leave.
rom <<specify job title>>.

18. Paternity Leave

The Company will comply
The Company’s Paternity

ons in respect of Paternity Leave.
rom <<specify job title>>.

19. Exclusivity of Service

19.1 You are required t
duties during worki
all times.

attention and abilities to your job
b best interests of the Company at

19.2 You must not, wit
directly or indirec
undertaking where
Company or where
duties

of the Company, be in any way
ned in any other business or
n conflict with the interests of the
bct the efficient discharge of your

20. Confidential Information

20.1 You shall neither d
of your duties) no
directly or indirectl
company, business
company, business

20.1.1 any trade 3

except in the proper performance
it) after the termination thereof,
ses or those of any other person,
ation, or disclose to any person,
on,

business information relating or

belonging tq Eociated companies, including but
not limited tg lating to customers, customer lists
or requiremg ) structures , marketing and sales
information, ealings, employees or officers,

financial infq
information,

igns, formulae, specific technical

20.1.2 any documé
have been

, or any information which you
ich you might reasonably expect
dential, or any information which



21.

22.

23.

24.
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20.2

20.3

Grievance Procedures

The Company’s Grievancq
job title>>. This policy doeg

Discipline

221

22.2

Termination of Employmj

23.1

23.2

23.3

23.4

Gardening Leave

The Company reserves thd
undertake all or any of you

has been ¢ or any associated company in
confidence | r other persons.

You shall not at a
any notes or me
Company’s busines
Company.

loyment with the Company make
matter within the scope of the
erwise than for the benefit of the

The obligations ¢
information or kno
domain after the
unauthorised disclo

shall cease to apply to any
pbsequently come into the public
pbloyment, other than by way of

pilable on request from <<specify
s and conditions of employment.

You will be expects
conduct at all times
to the Company, yd
result in dismissal if

andard of work performance and
the reasonable levels acceptable
nary action which could ultimately
ts were not forthcoming.

The disciplinary r
attached Disciplina
your terms and con

employment are set out in the
This policy does not form part of

During the <<same
notice required by ¢
will be one week.

> months probationary period the
act to terminate your employment

After the successfu
may be ended by
Company will give
continuous service
year of service up {(

ationary period, your employment
one month's written notice. The
en notice and after four years’
ptice for each additional complete
S’ notice.

We reserve the rig
notice.

Nothing in this Cq
summarily or other
of your employmen
you.

btion to pay you salary in lieu of

m terminating your employment
erious breach by you of the terms
ct or acts of gross misconduct by

o attend at work and/or not to
ring any period of notice of



termination, whether given
Company shall continue to
the Company car) in such

provided always that the

25. Company Property

On the termination of your
in accordance with its
specifications, software, m
thereof) and any other

Companies (including but
passes) which are in your
the Company, confirm in

this Clause 25.

27. Data Protection

The Company is required t
and what we do with tha
secure your personal data
relevant data protection Ig

[Company's data protectio e from time to time in force.

28. Changes to Terms and C nt

The Company may ame
document

will be notified to you persd generally applied, by notice.

29. Severability

The various provisions a
Employment are severable,
thereof is held to be invalig
then such invalidity or une

the remaining provisions or § ble parts.

30. Governing Law
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ide employee benefits (apart from

mediately return to the Company
ent, correspondence, records,
other documents (and any copies
he Company or its associated

keys, credit cards and
control. You will, if so required by
plied with your obligations under

bnal data that we collect about you
how we use, store, transfer and
shall at all times comply with all
ions imposed on you under the

he terms and conditions in this
any such change

ese Terms and Conditions of
sub-provision or identifiable part
y court of competent jurisdiction
bct the validity or enforceability of



These Terms and Conditio
the laws of England and W,

Issued for and on behalf of <<Co
Signed: ...
Employee

| hereby warrant and confirm tha
conditions, or in any other wa

performing any of the duties of
conditions of this Agreement.

Signed: ...
<<Name of Employee>>
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and construed in accordance with

previous employment terms and
ployment with the Company or
above. | accept the terms and

Date: << >>



