< >
Terms and ployment
< >

<<Date>>

This document contains the mai
service with the Company. Your
contained in the letter offering y
ambiguity or discrepancy betwee
document, the terms in the former

f employment which govern your
any is also subject to the terms
r Letter”). If there should be any
etter and the terms set out in this
expressly stated to the contrary.
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TERMS AND CONDITIONS OF E
BETWEEN

) <<Name of Company>> a
registration number << >> whosqg

” W

to as “we”, “us” or “the Company”)

2) <<Name of Employee>> 0

1. General

These terms and condition|
provide in accordance wit
and Working Time (Amendg
relevant time.

2. Date of Commencement/

2.1 Your period of co
<<Date>>.

2.3 In accepting your a
the terms and c
Employment.

2.4 These Terms and
whether verbal or

2.5  The first <<numbe
period. During this
the end of the prol
found satisfactory,
period may be ¢
probationary perioq

apply.

3. Duties

3.1 Your job title is deta
following any chang
obligations and cg
Company which ar

© Simply-Docs — EMP.SM.03 - Sales Manager Emplo

England and Wales>> under
Address>> (hereinafter referred

er referred to as “you”)

which the Company is required to
Act 1996, Employment Act 2002
as amended or re-enacted at the

ith the Company begins on the

bemed that you have accepted all
ese Terms and Conditions of

nt annul any previous agreement
time.

ployment will be a probationary
and conduct will be monitored. At
formance will be reviewed and, if
be confirmed. The probationary
bany’s discretion. During the
nd grievance procedure will not

r as may subsequently be notified
pu will perform all acts, duties and
as may be designated by the
with that position. The Company



may from time to ti
others or to take d
assigned duties wh

m duties normally undertaken by
duties, however you will not be
perform.

3.2 You are required to y’s rules, regulations and policies

for its employees fr¢
4, Hours of Work

4.1 The Company’s b <<number of>> hours per week.
Normal working ho from << >>t0o << >>, including
one hour for lunch. the right to alter working hours as
necessary.

4.2 However, you ma additional hours as and when
requested to do so n the proper performance of your
work so requires. T pe paid extra remuneration for any
additional hours wo eekly hours, as this obligation has
already been taken determination of your salary level.

5. Place of Work

5.1 Your place of work Ses located in << >>. However,
you will also be rq other Company premises within
reasonable travelli bme. During the course of your
employment you m prk at various premises belonging
to the Company’s ¢ pth within the UK and abroad.

5.2  You have agreed i ent responsibility for an assigned

6. Work outside the UK

6.1

6.2
6.3
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sales team, targets
The geographical |
with management o

d in the Bonus/Commission Plan).
bry and your agreed assessment
define your area of responsibility.

The Company rese
the size or nature o
in line with the Co

prior discussion with you, to alter
argets or to reassign the territory,
siness conditions.

[You may be requirs
business.]

[and overseas] on the Company’s

[You are requi
duration>>].

details e.g. state country and

[You will be paid

[You will also <state additional payments and



benefits>>.]

7. 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.

7.3 You will be paid o
properly incurred
Company, subject
expenses when req

)r approved reasonable expenses
g your duties on behalf of the
brting receipts in respect of such

7.5 The Company shal
event on terminatio
unpaid monies due
this clause is a gen
intended to act as &
to:

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

7.5.1 An overpay
expenses;

7.5.2 Annual lea
employment

on, wages, bonus, commission or

ate of the termination of your
r accrued entitlement;

7.5.3 Any loans, i

7.5.4 When you l¢
given; and

7.5.5 The market

iNS;

balance of any training assistance

ompany property.

7.7 You shall not be
discount, rebate or
made or other busi
under the Compa
regarded as gross

7.8 [You will be entit

bbtain, directly or indirectly, any
pf any sale or purchase of goods
behalf of the Company other than
Any breach of this rule will be

alth insurance/permanent health
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insurance/details of| >,

7.9 [Your entitlement t mence <<state e.g. on your first
day OR after the sa our probationary period>>.]
7.10 [The organisation rq your entitlement to these benefits
at any time].
Holidays
8.1 You are entitled to bs the statutory minimum holiday
entitlement of 20 d blic and bank holidays have been
added. This does n plidays, which may be given at the
employer’s discreti omplete calendar year, including
bank and public hol
8.2 The holiday year co | finishes on << >> each year.
8.3 If your employment part way through the holiday year,
your holiday entitle prdingly.
8.4 If, on termination of
8.4.1 you have e oliday entitlement, the Company
will deduct 4 s holiday taken in excess of your
prorated n the basis of <<specify
calculation> Company to make a deduction
from the pa
8.4.2 you have h bwing, the Company may, at its
discretion, rg pliday during your notice period or
make a pay liday entitlement
8.5 Holidays must be ta to the Company. You must obtain
approval of propose ce from <<specify job title>>. You
will not be allowed eeks at any one time, save at the
Company’s discret holidays until your request for
approval has been
8.6  All holiday must b¢g hich it is accrued. In exceptional
circumstances you 0 << 5 >> days untaken holiday
entittement to the applies for one year only, and
holiday may not be equent holiday year.
8.7 If you are sick or , the Company will allow you to

© Simply-Docs — EMP.SM.03 - Sales Manager Emplo

transfer to sick lea
strictly subject to th

t holiday at a later date. This is

8.7.1 You must c(
possible) as

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

sickness or
8.7.2 The full per ue to sickness or injury must be
certificated K \ctitioner,

and

8.7.3 Within <<e.{
writing how
and the amg
notification

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



9. Other paid leave

9.1 Any maternity,
bereavement les
normal rate of pa

9.2 [The Company &
leave>>.]

9.3 Please see the (

10. Training

10.1 You will be requ
e.g. health and

10.2 You may be re
discretion and
training.

10.3  You will not be p

11. Sickness Absence

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

11.2 A self-certification
days. The form will

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

The Company has
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shared parental or parental

State e.g. the statutory rate/your

Hetails of other paid non-statutory

for further information.

ing training in respect of <<state

tional training at the Company’s

pl rate of pay for any compulsory

llowing training <<give details>>.

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

ed for absences of up to seven

ven consecutive days, including

Btatement of Fitness for Work (‘Fit
b <<specify job title>>. A new Fit

periodically as required by the

cpcord absence levels and reasons



for absences. Such onfidential.

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

12. Pension

13. Anti-Bribery

13.1 You agree that you
or other form of re

when representing City.

13.2 You agree to co
separately) and ag
amount to a bribe b

14. Non-compulsory Retirem

The Company does not op
compulsorily retired on rea
voluntarily at any time, f
terminate your employmen
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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

ny bribes (i.e. a financial payment
conducting Company business or

y’s anti-bribery policy (provided
any suspicious conduct that may

age and therefore you will not be
owever, you can choose to retire
he required period of notice to



16. Maternity Leave

The Company will comply
The Company’s Maternity

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

17. Paternity Leave

The Company will comply
The Company’s Paternity

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

18. Exclusivity of Service

18.1 You are required t
duties during worki
all times.

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

18.2 You must not, wit
directly or indirec
undertaking where
Company or where
duties. However,
investment purpose
Exchange. If the hq
Directors of the Co

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
o of any class of securities for
is quoted on a recognised Stock
he prior approval of the Board of

19. Confidential Information

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

19.1.1  any tradd
belonging
but not
customer
marketing
employedq
formulae,

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
associated companies, including
ormation relating to customers,
price lists or pricing structures,
n, business plans or dealings,
information and plans, designs,
ation, research activities,

19.1.2 any docu ial”, or any information which you

hich you might reasonably expect
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20.

21.

22.

23.
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the Comy fidential, or any information which
has bee / or any associated company in
confideng s or other persons.

19.2 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

19.3 The obligations co
information or kno
domain after the
unauthorised disclo

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

Restrictive Covenants

20.1 You shall observe
include restrictions
restrictions.

20.2 In the event that
company, business
with the Company,
set out in the Sq
company, business
of the Schedule.

in the Schedule hereto, which
ployment and post-termination

f employment from any person,
on, either during your employment
in force of any of the restrictions
diately provide to such person,
on a full and accurate signed copy

Garden Leave

21.1 If you resign with
contract, the Comp
not to attend your p

ives you notice to terminate your
its sole discretion, to require you
of the notice period.

n force until the end of the notice
hy and benefits in the normal way.
ictions set out in your contract of
lauses and restrictive covenants,
ese circumstances, you are not
during the notice period.

21.2 Your contract of e
period and you will
You will also rema
employment, includ
apart from the du
permitted to take up

Grievance Procedures

The Company’s Grievang
<<specify job title>>. This
employment.

y is available on request from
rt of your terms and conditions of

Discipline
23.1  You will be expects
conduct at all timeg
to the Company,

ultimately result
forthcoming.

andard of work performance and
the reasonable levels acceptable
disciplinary action which could
\ctory improvements were not



24,
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23.2

Termination of Employmg¢

24.1

24.2

24.3

24.4

loyment are set out in the
This policy does not form part of
copy will be provided to you with

The disciplinary ruldg
Company Discipling
your terms and con
this contract of emp

During the << >>
party to this Contrag

briod the notice required by either
byment will be one week.

ationary period, your employment

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

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

We reserve the rig btion to pay you salary in lieu of

notice.

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

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

10



25.

26.

27.

28.

29.
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Company Property

On the termination of your
in accordance with its
specifications, software, m
thereof) and any other
companies (including but
which are in your possesy
Company, confirm in writi
Clause 22.

mediately return to the Company
ent, correspondence, records,
other documents (and any copies
he Company or its associated
, keys, credit cards and passes)
ol. You will, if so required by the
d with your obligations under this

Data Protection

The Company is required t
and what we do with tha
secure your personal datg
relevant data protection g
[Company's data protectio

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
e from time to time in force.

Changes to Terms and C

ms and conditions in this
and any such change
penerally applied, by notice.

The Company may amend
document
will be notified to you persd

Severability

hese Terms and Conditions of
le, and if any provision or sub-
alid or unenforceable by any court
enforceability shall not affect the
s or sub-provisions or identifiable

The various provisions
Employment and attached
provision or identifiable pa
of competent jurisdiction t
validity or enforceability of
parts.

Governing Law

These Terms and Conditio and construed in accordance with

the laws of England.

Issued for and on behalf of

Signed: ...l Date: << >>

Employee

| hereby warrant and confi
and conditions, or in any o
or performing any of the d
of this Agreement.

ed by previous employment terms
to employment with the Company
rred to above. | accept the terms

11



Signed: ...
<<Name of Employee>>
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Date: << >>

12



Pre-terminati

The words and expression

out below:

"Customer"

“Prospective
Customer”

"Employee "

“Termination Date”
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Restrictions

Dr company to whom the
oods or services;

or company to whom the

pecific offer in writing to

, or to whom the

letails of particular terms

t be willing to supply such
whom the Company has
rse of discussions

pply of goods or services;

byed by the Company or
y at the Termination Date,
substantial personal

erial contact with
ppliers of the Company; or
onfidential information

bmpany or any Associated

uded research into or
hny product or services or
Ny technical or product

ber of the management
pany or any Associate

ur employment

pdule shall have the meanings set

13



“Associated Company” Ny, corporation or other

ectly controlled by the

ly controls the Company;

ectly controlled by a third
ectly or indirectly controls

n title or assign of the
, corporations or other
brred to above.

2. Non-competition

During the period of your
months>> following the

indirectly, with the busi
notwithstanding the cause

eriod of <<Insert Duration eg. six
gree not to compete, directly or
and its Associated Companies,

This restriction shall exte .g. 10 miles>> from the present

location of the Company.

The term "compete" as ug
operate, consult for or H
competitive with, the busin

that you shall not own, manage,
ness substantially similar to, or

3. Non-solicitation of Custo

eriod of <<Insert Duration eg. Six
ree that you shall not directly or
ilitate the acceptance of, or deal
e Customer with whom you had
ployment.

During the period of your
months>> following the T
indirectly, solicit, assist in
with, the business of any
personal contact or dealing

4. Non-solicitation of Empld

During the period of your
months>> following the T¢
indirectly,

eriod of <<Insert Duration eg. six
ee that you shall not, directly or

29.1 attempt to induc
or to cease to pr

the employment of the Company
ompany; or

29.2 employ or obtai
the Termination
Company.

5on who within six months prior to
employee or consultant of the

14
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Undertaking

You agree that in the even
employment, either durin
continuance in force of a
provide to such person, f
Schedule.

brson, firm or company, an offer of
th the Company or during the
out above, you will immediately
hnd accurate signed copy of this

Severability

The provisions in the Ter mployment regarding severability

shall apply equally to this S

15



