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Employment contract: management level employee

Contract of Employment
Dated: [date]

Name: [name]
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This contract is dated: [date]

Your employer is: [company name] (“the Company’ s s mm “m =
En/mmmm’)

Your employer’s address is: [company address]
You are: [employee name]

Your address is: [employee address]

The contract terms are:

1. Entire understanding

1.1. Except as noted below, this agreement contains the entire
understanding between you and us and supersedes all previous
agreements and arrangements (if any) relating to your employment. m
EEEEEEEEEEEEEEN  EEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEER.

1.2. In agreeing this contract we have relied on certain documents and
information you have provided to us. If we discover that any of that
information is inaccurate, youwilbeine e s e s e s s e e EEEEE
EEEEEEEEEEEEEEEEEEEEEEEE . EEEEEEEEEENESR
EEEEEEEEEEEEEEEEN:

1.2.1 yourcurriculumvitae /resume, sentfiOE e e e e EE N [ E N
m];

1.2.2 certificates of education showing school and university
gualifications and in particular that you have achieved a
[masterofartS] [ sEEEEEEE | EEEEEEEEEEEEEE
EEEEEN,

1.2.3 your statement that you have qualified as a [trade or
profession ae e e e e e e [EEEN]

2. Start and continuity

2.1.  Your employment with the Company [startS /s s s s | s e e [amnn

]
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2.2.

OR

2.3.

No employment with any other Employer counts towards your
Continuous------------------------.

Previous employment with [name of employer] from [date] to [date]
countfSaS E e EEEEEEEEEEEEEEESEEEEEEEEEEEER
EEEEEEEEEN]

Job title and job description

3.1.

3.2.

3.3.

3.4.

Your job title is [job title].

Your main tasks and responsibilitiesare setoUl s e e e EEE EE E E N
EEEEEEERN.

You now agree that we may change your job description or ask you to
do a different job of a similar status and requiring similar skills. We may
also ask you to perform duties additional to those now envisaged or
those actuallyundertaken at s e e e e e E S . EEEEEEEEEEEN,
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEE.

Your duty is to perform your job to the best of your ability and to comply
wththe s s e s . EEEEEEEEEEEEEEEEEEEEEEEENEER
m;

3.4.1 hold any office and/or other appointment in or on behalf of the
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER

3.4.2 report to the [title / chief executive / director / board] as often as
necessarytokeepthemM e s e e e EE EEEEEEEEEEEE
EEEEEEEEEEEEEEEEEEEEEEEEE.

3.4.3 do all in your power to promote develop and extend the
business of the Company and in all respects conform to and
comply with the proper and reasonable directionsand s m m m
IIII[IIII/IIIIIIII/IIIIIIII,IIIII
EEE, EEEN]

3.4.4 comply with all rules or codes of conduct required by any
requlatorybody i NneE e s e e e EEEEEEEEEEEEEEER
EEEEEN.
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Place of work

4.1.

OR

4.2.

4.3.

OR

4.4,

Your normal place of work is our above address but we reserve the
righttochange s s e s e s e e s e e e e 25 e EEEnEn
EEEEENR.

You agree to work anywhere in the United Kingdom as the Company
mayrequire----------------------------.

If the Company requires you to work permanently at a place which
necessitates a move from your present address the Company will
reimburse you for all removal expenses directly and reasonably
incurred as a result of the Company's requirement s e s s e e e e =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER.

You will not be required to work outside the United Kingdom for any
period longer than [one month] inanyyear. The s s e e e e e E =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEENE.

Hours of work

5.1.

5.2.

5.3.

Your normal hours of work are 9.00 am to 5.30 pm Monday to Friday,
excluding public holidays. However owing to the nature of your job your
workingtme iSE e e E E EEEEEEEEEEEEEEEEEEEEENN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEERN.

It is in the nature of your job that the task on hand may frequently be
more important than the specific hours. Accordingly, you are required m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEERN.

The Working Time Regulations of 1998 impose an obligation on
employers to ensure that employees do not work more than an
average of 48 hours per week. By agreeing to the terms of this
contract, you have opted out of that provisionandthe 48 s s s e m m =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEN . EEEEESR
EEEEEEEEEEEEEE-EEEEEEEEEEEEEEEEEEEERmR
EEEEEEEEEEEEEEER.
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5.4.

5.5.

If at any time there is no opting-out agreement in force under the
Regulations (such as where you have terminated it by notice) you must
not undertake other work which would result in your working more than
an average of 48 hoursperweekand e s e e e EE m , EEEEEEER
EE Bl EEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
IIIIIIIIIIIIIIIIIIIII(IIIIIIIIIIIIII
EEEEEN)

You are required to comply with any time keeping or record keeping
schemeintroduced for s s e e EEEEEEEEEEEEEEEENEENER
EEEEEEEN.

Salary

6.1.

6.2.

6.3.

6.4.

6.5.

OR

6.6.

6.7.

Your salary is £ [0000] per annum payable in equal monthly
instalments [by credit transfer] on the 28th day of each month, s m m =
EEEEEEEE 2 8thEEEEEEEEEEEEEEEEEEEN EEEEEN
EEEEEEEEENEN.

We reserve the right to change the pay frequency, day and method of
payment, at any time if we decide to do so. If we do this we will give m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER.

You will receive no additionalpayment s s s s s s e e e e e ®

Your salary will be reviewed annually. We will tell you of any change.
The Companyshallnothbe s s s e e e e EEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEE.

[The Company operates a bonus scheme in which you qualify for
inclusion. aeeEeeeeeeeeeeennnnnl]

The Company may pay you a bonus from time to time at its discretion,
EEEEEEEEEEEEEEEEEEEEEEEEEEERN.

The Company may at any time during your employment and after its
termination deduct from your salary any money which you owe to the m
EE Nl EEEEEEEEEEEEEEEEEEEEEEEEEEEEEENESR
EEEEEEERNR.
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6.8.

If you give notice to terminate your employment within [12] months of
attending any external course for which the Company has paid, you
agree that you will owe us [50] % of the cost of that course. If you m m m
EEEEEEEEE[C|EEEN EEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEN.

Expenses

7.1.

7.2.

7.3.

The Company will reimburse to you all reasonable expenses incurred
by you in your work, providedyou provide tO s s s s s e e , s EEE =
EEEEEEEEEEEEEEEEEEEEEEER.

The Company reserves the right to change this arrangement so that
the expenses you may incur without the permission of the s s m m m m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
HE.

The Company will reimburse to you the cost of a subscriptiontoa m m =
EEEEEEEEEEEEEEEEEEEEEEEEE.

Leave for holidays and other reasons

8.1.

8.2.

8.3.

8.4.

In this paragraph we referto holidayS, s s s s s e s e s e e e e mE®
EEEEEEEEEEEESEEEEEEEEEEESEEEEEEEEEEEER
EEEEEEEN.

YourentittementtolecaveE s e e e E E E E EEEEEEEEEEEEEEER
EEEEE’SeEEEEEEN.

The Company's holiday year runs from January 1 to December 31.
Your entitlement to leave daysiscalculated s s s s e e e e e e EEE ®
E . EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEENETR
EEEEEREN.

[We ask you to agree the dates of your holidays atleast 28 s s s m m =
EEEEEEEEEEEEEEEEEEEEEEEEED . EEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
IIIIIIIIIIIIIIIIIIIIIIIIIII].
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8.5.

8.6.

8.7.

8.8.

8.9.

8.10.

OR

8.11.

8.12.

8.13.

At a minimum, you must give us notice of twice as many daysas m m m
IIIIIIIIlIIIIIIIIIIIIIIIIIIIIIIII.(l
EEEEEENl EEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEElD EEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEN)

WemayalsogiveyousSimilar s s s s (E e e e e s e EEEEE)EEN
EEEEEEEEEEEEEEEEEEEEEEEEEEENEN.

YoucantakeyourholidaySeE s s s s e s e EEEEEEEEEEEEEER
EEEEEEEEEN (EEEEEEEEEEEEEEEEEEEN)

Holidays you take for religiousreasonS s s e s e EEEEE EEEEE N
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN
EEEEEEEN.

Adaysholidaypayfor s s s e e e e e e s sEEEEEEEEEEEEER
1/260th e e e e EEEEEEEEEEEN.

You may not carry holiday forward fromone s s s s e s e e e e EE N
EE Nl EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERN
EEEEEEEEEEEEEEEEEEEEEEEEEEEE.

Youwillbe entittedtocarry s s s s s e e e es e e [ennn]n
EEEEEEEEEEEEEEEEEEEEEEENEEEEEENEEEENN.

If either of us terminates your employment by notice, then any holiday
entitlement which will have accrued atthedate s s s e e e e EE E E ®
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE . EEBHN
EEEEEEEEEEEEEEEEEEEED  EEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEE  EEEEEEEEEEEEEEEENESRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEE.

During the first three months of employment we request that you do not
takelllIllll,IIIIIIIIIIIIIIIIIIII.IIII
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEE.
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Sickness or other absence

9.1.

9.2.

9.3.

9.4.

9.5.

9.6.

The regulations for statutory sick pay vary fromtimetO s s s s . a m =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEENE.

If you are unexpectedly absent from work for any reason you must
inform us of the reason for your absence and likely duraton s s s m m =
EEEEEEEEEEEEEEEEEEEEEEEEED .  EEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EERENE.

If you are absent from work due to sickness or injury for more than
[three] days (including weekends) you must provide uswith e s s m m =
EEEEEl . EEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEER . EEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEE . EEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEENETR
n.

Immediately on your return to work, you must complete a self-
certification form statingthe s s s e e EEEEEEEEEEEEEEEE
EEEEEEEEE Nl EEEEEEEEEEEEEEEEEEEEEEETRm
- A EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETERm
EEEEEEEEEEEEEEEEEEEED . EEEEEEEEEEEENESR
EEEEEEEEEEEEER.

You agree at any time we ask, whether or not you are absent from
work, to undergo whatever medical examinations we believe m m m m m
III(IIIIIIIIIIII)IIIIIIIIIIIIIIIIIII
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRS
I[IIIIIIII]IIIIIIIIIIIIIIIIIIII,IIIII
EEEEEENl  EEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EERENR.

Provided you have complied with the general terms relating to sickness
absence referredto above,youwill s s e s e e e e e s e e EEEEE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENESR
EEEEEEEEEEEEEEEEEE (0] s EEEEEEEEEEEEN
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10.

11.

9.7.

9.8.

9.9.

Payments of sick pay include statutory SiCk e s s s e e e e e e EEE =
EEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEEN
EEEEEEEEEEEEEN.

Your entittement to salary and other benefits under this contract will m m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEE.

In any case where you have a claim in law for compensation against a
third party in respect of circumstancescausingyOU s E e EEE EE N B
EEEEEEEEEEEEEEENEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEENEEEEEEEEEEEEEEEEEEEETRE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSRm
IIIIIIIIII.[IIIIIIIIIIIIIIIIIIIIIIII
IIIIIIIIIIIIIIIIIIIIIIIIIIII.]

Work outside the United Kingdom

You will not be required to work outside the United Kingdomfor s s s s m m m
IIIIIllll[llllllll]llllllllllll.Illlllll

Pension

11.1.

11.2.

Weshadl s e s e s e s e EEEEEEEEEEEEEEEEEEEEEEN
m.

Contributions to the scheme are made by youandbyus. s mm s, m =
Illlllllll[llll]%lllllllIIIIIIIIIIII
Illllllll,IlllllllllllllIIIIII,[IIII]

%.
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12.

13.

Health insurance

12.1.

12.2.

12.3.

The Company will pay the premiumsoOna s s e e EEEEEEEEE N
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEER.

The Company reserves theright tO s s e e e e e EEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSRm
EEEEEN.

The Companyis notitselfliable s s s s e e e EEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENER
EEEN.

Company Car

13.1.

13.2.

13.3.

13.4.

13.5.

OR

13.6.

The Company will provide a car for yourbusineSSeE s s s e e s mn m
H. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSRm
HE.

You mustcomplywithCompanycCar s s s s s e EEEEEEEENE
EEEEEEEEEEEESEEEEEESEEEEEEEEEEEEEEER
EEE.

When your employment terminates, you agreetoretUrn e s s s e m m m
EEEEEEEEEEEEEEEE , EEEEEEEEEEEEEEEEENETRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEENETR
n.

Youagreetotakegoodcare s s e e e E EEEEEEEEEEEEEER
EEEEEEEEEEEESEEEEEEEEEEESEEEEEEEEEEEER
EEE.

You agree thatthe finalpaymeni s s s e e e e e e e e e EEEEEEE
EEEEEEEEEEEESEEEEEEEEEEEEEEEEEEEEEEEN
EEEEN.

The Company will not provide you with a car. Instead the Company will
pay you a monthly car allowance of E[N| e e e e e e e e e e EEEE N
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEE . EEEEEEEEEEEEEEEEESR
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14.

15.

13.7.

13.8.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRmE
EEEEEEEEEEEEEEEEEEEEEEEEED EEEEEEEETSR
HEENE.

Yourcarallowancewill bE s s e e E EEEEEEEEEEEEEEEEN
EEEEEEEEEEEEESEEEEEEEEEEEEEEENEEN.

Yourcarallowanceisfuly s s s s s e s s s EEEEEEEEEEEER
EEEEEEEEEEEEEESEEEEEEEEENEEEN.

Processing your personal data

To satisfy our legal obligations, we process your personal data according m =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
2018 . s e EEEEEEEEEEEEEEEEEEEEEENEEEN? EEEEEN

Staff handbook and Company policies

15.1.

15.2.

15.8.

You now acknowledge that you have beengivenas s s s e e mmm m
EEEEEEEEEEEEEEEEENR  EEEEEEEEEEEE BEEETHm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm

15.1.1 health and safety;

15.1.2 equal opportunities and non-harassment;

15.1.3 computers, email, Internet and communications;
15.1.4 company vehicles;

15.1.5 data protection.

You may not smoke anywhere during working hours. Outside working
hOUI’S,yOUI’nayIIllIIIIIIIIIIIIIIIIIIIIIIII
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEE , EEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN.

Insofar as any of these policies imposes an expectation of behaviour
OnyOUIIIIIIIIIIIIIIII,IIIIIIIIIIIIIII
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
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15.4.

You accept the importance for the Company in maintaining and
enforcingfullyup- s s e S -EEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEENEEENEEEEN
EEEEEEEEEEEEEN.

16. Other business or employment

16.1.

16.2.

16.3.

16.4.

You must devote the wholeofyour s s s s , s e e e EEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN
EEEEEEN.

You may not under any circumstanceSdO s s e EEEEEEEEEE N
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEER.

You may not do other work (even voluntary work), or engage in any
otherbusineSSEEEEEEEEEEEEEEEEEEEEEEEEEENEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEER . EEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEREEER.

You may not take or retain ownership of any interest in any business
whether or not competitive with the businessof s s e e e e e E , mm =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEE[S]| Y S e EEEEEEEEEEEEE
EEEEEEEEEEEEER.

17. Disciplinary and grievance procedures

17.1.

17.2.

The Company's disciplinary and grievance procedures are those set m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEN EEEEEEEEEEEEEEEE("EEm
m").

The formal grievance procedure need not be your first step in bringing
to our attention a work related problem. We encourage s s e s m mm m
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18.

17.3.

The law gives you both rights and obligations in respect of these
procedures.YounowagreetO s s s e EEEEEEE N EEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
, IHE I EEEEEEEEEEEEEEEEEEEEEEEEEEEEEETERm
EEEEEEEEEEEEEEEEEEEEENE.

Confidentiality

This paragraph is very important to our [business / company / organisation].
Youshouldread it s s e e EEEEEEEEEEEEEEEEEEEEEEEEER
Al EEEEEEEEEEEEEEEEEEEEEEED  EEEEEEEEEEERm

18.1.

18.2.

In this paragraph, "Confidential infformaton" s s s s s s e s e s EE =
III[IIIIIIII/IIII,IIII].IIIIIIIIIIIIII
EEEEEN:

18.1.1 informationaboutstaff, s e e e EEEEEEEEEEEEEEER
EEEEEEEEN,;

18.1.2 ourbusinesses, methodS E e e E EEEEEEE N , EEEEEN
BN, EEENE, EEEEEEEEEENEN,

18.1.3 information about suppliers agents distributors and customers;

18.1.4 information aboutthe Intellecttal s e e e E E E EEEEEEEE
E-EEEEEEEEEEEEEEEEEEEEEEENEN.

"Intellectual Property" means "Intellectual Property s s s s s s e mm m
Al , EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENERNm
EE D EEEEEEEEEEEEEEEEEEERNR:

18.2.1 Intellectualproperty s s s s s s s e EEEEEEEEEEEEN
EEEEEEEEENEN;

18.2.2 patents, trademarks, unregistered marks, designs, copyrights,
EEEE EEEEEEED  EEEN EEEE-EEEE EEEHmN
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18.3.

18.4.

18.5.

18.6.

You now promise that you will:

18.3.1 keep all records of Confidential Informationonly atm e s m m m
II(IIIIIIIIIIIIIIIIIIIIIIIIIIIII
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEE)

18.3.2 useyourbestendeavouUrSE e EE EEEEEEEN EEEEEN
EEEEEEEEEEEEEEEEEEENEEN.

And you will not:

18.4.1 use for yourself nor divulge nor disclose to any person (= m m
IllllllIlllllllllllllllIIIIII)II
IIlllIlIIIIIIIIIIIIIII[IIII/IIII/
EEEE]

18.4.2 store,copy,orusethec s s e EEEE EEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEENEEEEENEEEENEEEEN
EEEEEEEENEEEEENEEEENNEN,

18.4.3 remove from Company's premises or copy or allow anyone m m
EEEEEEEEEEEEEEEEEEEEED  EEEEEEENEER,
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEREN.

This paragraph does not apply to disclosure:

18.5.1 of information that it is reasonably necessary to disclose m m =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEENENERN,

18.5.2 made with the consentoftheproper s s s s s e e EEEEE N
EEEEEEEEEEEE SN EEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEENENNEN,;

18.5.3 of information or knowledge whichcomeS e s e e e e e mm m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEREN,

The provisions of this paragraph shall continue after termination of m m
IIIIIIIIIIIIIIIIII[5]IIII,IIIIIIIIIII
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19. New Intellectual Property

20.

19.1.

19.2.

19.3.

19.4.

So far as Intellectual Propertyiscreated s s s e s e e e e e EEE =
EEEEEEEEEEEEEEEEEEEEEEEED  EEEEEEEENESR
EEEEEEEEEEEEEER.

You now agree that you will:

19.21 doyourutmosttoensuUrec E e EE EEE EEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEENNER;

1922 telltheCompany s s s s e e EEEEEEEEEEEEEEEEN
EEEEEEEEEN,;

19.2.3 provide to the Company whatever full specification description
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEN,

To make this effective you now undertake to do whatever the Company
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEN.

The provisions of this paragraph shall continue indefinitely m m m m m =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEE.

Bribery and other corrupt behaviour

20.1.

20.2.

The Company has a strict anti-bribery and corruption policy in line with
theBribery Act (2010 ). s e e e EEEEEEEEEEEEEEEN . EEN
EEEEEEEEEEEESEEEEEESEEEESEEEEEEENEEEEN
EEEEEEEEEEEESEEEEEEEEEENEEEEEEEEEEER
EEEEEEEEEEEESEEEEEEEEEESNEEEEEEEEEENER
..

If you bribe (or attempt to bribe) another person, intending either to
obtain or retain business for the Company, or to obtain orretain m m m m
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21.

22.

Garden leave

21.1.

21.2.

21.3.

21.4.

21.5.

AtanytimewemayrequireyOUE E E EE EEEEEEEEEEEEER
EEEEEEEEEEEEEEEEN . EEEEEEEEEEEN EEEEN
EEEEEEEEENEN.

You will cease to carry out your duties.

YoUWi l s e e e EEEEEEEEEEEEEEEEEEEEEENEEEENER
EEEEN

We will continuetopayyouyourfullsalary. s s s s s s s s s e smnnm
EEEEEEEEEEEEEEEEEEEEED  EEEEEEEEEEEENESR
EEEEEEEEEEEEEEEEEEEEEEEEEEE.

YoumustcontinNUE e E E E E EEEEEEEEEEEEEEEEEENEEN
EEEEEEEEEEEEERN.

Termination of employment

This contract willautomatically s s s s s s s s e EEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEENEEEEN

22.1.

22.2.

22.3.

22.4.

DuringyoUr ssssssssennn.[lemmnm]
After one year’s employment: [3 months].

At any time during a period of notice given by either of us, we may
terminateyouremployment s s s e s s s EEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEEEEEDE . EEEEEEENETSR
EEEEEEEEEEEEEEEEEEE  EEEEEEEEEEEEEEETSRm
, IHE I EEEEEEEEEEEEEEEE.

TheterminationofthiSE e e s EEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEN.
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23. Arrangements during notice period

24.

23.1.

23.2.

TheCompanyexpeCtSyOUE e e e E EEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEN.

Werese'veE s e e EEEE N , EEEEEEEEEEEEEEEENENENEEN: -

23.2.1 terminate your employment before the expiry of the notice
pericdand e e EEEEEEEEEEEEEEEEEEEEEENEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEN(EEEEN
EEEEEEEEENEN)

2322 reqUreyoUE E E EEEEEESEEEEEEEEESEEEEEEEN
EEEEEEN,;

2323 requireyoutoremanNn eEeE e EEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEN.

Summary termination

The Company is entitled to terminate your employment by summary notice in
WritingllllIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII

24.1.

24.2.

24.3.

24.4.

24.5.

24.6.

24.7.

24.8.

theft,IIIIIIIIIIIIIIIIIIIIIIII;IIII
physical violence; or

serious bullying or harassment; or

deliberate damage to property; or

serious insubordination; or

misuse of the Company’s property or name; or

bringing the Company into disrepute; or

bringing alcohol or any recreationaldruy s e e e e EEEEEEEEE N
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEERNR.
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25.

24.9.

24.10.

24.11.

24.12.

24.13.

24.14.

incapabilitywhilsStoOnN e s s s s EEEEEEEEEEEEEEEEEENEEN
EEEEEEE EEEN

negligencewhichcauseSE s s EEEEEEEEEEEEEEEEN, BN
EEEEEEEENEE EEEN

serious infringement of health and safety rules; or

breach of confidentiality; or

2415 . s e e EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEENEN.

Procedure after termination

25.1.

25.1.1

25.1.2

25.1.3

25.1.4
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25.2.

25.3.

25.4.

25.5.

25.6.

2515 S e EEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEENEENEEEEEEEN  EEEN

2516 EEEEEEEEEEEEEEEEEEEEEEEEEEEEEENERN
EEEEEEEEEEEEEEEEEEEEESEEEEEEEEEERN
EEEEEEEEEEEEEENEEEEENEEEEEEENEN.

25,17 E e EEEEEEEEEEEEEEEEEEEEEEEEEEEEERN
, AEEEEEEEEENEEEENNN.

If requested by the Company, you will

252] EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEENR,

2522 EEEEEEEEEEEEEEEEEEEEEEEEEEEN EEHN
B, EEEEEEEEEEEEEEEEEEENRN.

IIIIIIIII(IIIIIIIIIIIIIIIIIIIIIIIIII
IIIIIIIIIIIIIIIIII).
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26. No competition

26.1.

26.2.

26.3.

26.4.

26.5.

26.6.

26.7.

IIIIIIIIIIIIIIIIIIIIIIIIIIII[IIII]II
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN RN
EE N, EEE R , EEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
IIIIIIIIlIIII[IIII]IIIIIIIIIIIIIIIII
EEEEEREN.

IIIIIIIIlIIIIIIIIIIIIIIIIIII[IIII]II
EEEEEEEEEEEEEEEEEE NN EEEN EENEEE EEEHm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
AEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN BEEN
AN EEEEEEEEEEEEENERN.

IIIIIIIIIIIIIIIIIIIIIIIIIIII[IIII]II
EEEEEEEEEEEEEEEEEEEEEN  EEEEEEEEEEEENETSR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
HENE.
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27.

28.

Reconstruction or Amalgamation

EEEEEEEEEEEEEEEEN-EEEEEEEEEEEEEEEEEEEE/N

Miscellaneous matters

28.1.

28.2.

28.3.

28.4.

28.5.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEESEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEESEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEESEEEEEEEEEEESNEEEEEEEEEEER
[72 ] s eeeeeeeeeeEEEEN (24 ]| s EEEEEEEEENENER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN.

EEEEEEEEEEEEEESEEEEEEEEESEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEE(EEEEEEEEEEEEEER
E)eeEn 1999 /e (EEEEEEEEEEEEEEEN)(EEEN)
enen20l/ emEEEEEN.
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286. EEEEEEEE , EEEEEEEEEEEEEEEEEEEEEEEENEER
EEEEEEEEEEEEEEEEEEEEEEEEN|[EEEEEEEEEER
EN/EEEE ]| EEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER

Signed by [personal name] on behalf of [Company name] as its representative who
personally accepts liability for the proper authorisation by [Company name] to enter
into this agreement.

Signed by [Employee name]
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Schedule 1: Bonus system
Here explain the system, including:

to whom it applies

what triggers the bonus payment

how the payment is calculated

when the payment becomes due, and is made

22 © Andrew Taylor and Net Lawman Ltd



Schedule 2: Data Protection Act 2018 Compliance

1. Definitions

EEEENEN:
"ACt"

“Data Protection Legislation”

‘the GDPR”

“the applied GDPR”

“Law Enforcement Directive”

means the Data Protection Act 2018.
means all or any of:

(a) the GDPR,

(b) the applied GDPR,

(c) the Act,

(d) regulations made under the Act

(smEm)EeEEEEEEEEEEEEEE2(
2) EEEEEEEEEEEEEEEEEEEN
197  seEEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEN.

snsnnnnn(emnm)201l6/679 mmmm
EEEEEEEEEEEEEEEEEEEEEER
senneEnEn?2/ eeEn206emEmEEn
EEEEEEEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEERN
EEEEEEEEEEEEE(EEEEEEEEEN
EEEEEN)

EEEEEEEEEEEEEEEEEEEEENER
EEEEElEEEEEEEE’EEEEEENEN
EEEN.

ssssnnnn(ennm)2016/680mmmm
EEEEEEEEEEEEEEEEEEEEEER
seeennnEn’2/ eeen20emmmnn
EEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEENEN EEEN,N
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EEEEEEEEEN EEEEEEEEEEEER
eenennnn?2008/977 /mmmnm.

n n
EEEEEEEEN, EEEEEEEE, EEEEEEEN, EEEEEEENENE,
n n"nn n n n

EEEl, EE NN EEEf EE NN EEEEEEEEEEEEEEEEESR

111 ”
Al , EEEEEEEEEEEEEEEEEEENS . EEEEEENEEE EEEE EBN
13 ”

@ EEE Nl EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEE . EEEEEEEEEER

{3 ”
EEEEEEEEEl EEEEEEEEEEEEEEEE .

Data Protection

2.1. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE.

2.2. EEEEEEEEEEEE  EEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEN EEEEETSR
AEEEEEEEEEEEEEEEEEEEEEN .  EEEEEEEEEEEEDRN
A EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERN
EEEEEEEEEEEEENEER.

2.3. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEENETRN
EEEEEEEns  EEEEEEEEEEEE.

Legal basis of processing your personal data

3.1. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
, AIHFHEEEEEEEEEEEEEEEEEEEEEEENEEN EEEEESRmR
A , EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEDRN
EEEEEEEEEEEEEEN . EEEENEEEEEEEEEEEEEEEEDRN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEE.

3.2. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEEEEEEE EEEEEEEEEETSR
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Change in the legal basis of processing

4.1.

4.2.

4.3.

EEEEEEEEEEEEEEEEEEEEEEEN, EEEEEEEEEEEN
EEEEEEEEEEEEE|[EEEN-EEEN]

Disclosure and/ or sharing of your personal data

5.1.

5.2.

5.3.

5.4.

5.5.

A EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERN
AEEEEEEEEN EEEEEEEEEEEEENEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEN EEEEENEHR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEENEER.
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Your access request

6.1.

6.2.

6.3.

EEEEEEEEEEEEEEEEEEEEEEESEENEEN, EENEEEEEN
EEEEEEEEEEEESEEEEEEEEEEEEEEEEEEEEEEER
EEEEN EEEEEEEEEEEN , EEEE|(EEEE|EEEE[EEER
-EEEEEEEN]

Removal of information

EEEEEEEEEEER . EEEEEEEEEEEE EEEEEEEEEEEEETHRm

Who handles your data

8.1.

EEEEEEEEEEEEEEEEEEEEEEESEEEEEEEEEEEER
EEEN EEEEEEEEEESEEEEEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEESEEEEEEEEEEN EEEEEEEE[N
EEEEEEE|EEEE[EEEEEEEEN]
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8.2. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEED , EEEEEEEEEEEEEEEEEETSR
EEEEEEEEEEEEEEEEERE.
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Appendix 1 to Schedule

Data Processing Activities

What we or you may process in each category

1.

We shall process this basic personal data

1.1.

1.2.

1.3.

1.4.

1.5.

1.6.

1.7.

1.8.

EEEEEEEEN EEEN , EEEEEEEN  EEEEEEEEEEEE.
all information you gave to us.
financial information processed through the banking system.

information relevant to the performance of your contract.

EEEEEEEEEEEEEEEN  EEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEN EEEEN  EEEEEEER
EEEEEEEEEEEE EEEEEEEEEEEEEEEEEEEEEEEEN EEEEERN
EEEEEEEEEEEEER.

EEEEEEEEEEEEEEEEEEEEEEEE EEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR

[IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII]

2.1.

2.2.

2.3.

satisfy our obligations under this contract;
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENERN,;

2.4,

2.5.

EEEEEEEEEEEE/EEEE/ aeEn/amEn/ mEmnm/

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEE(EEEEEEEEEESEEEEEEEEEEENEEEEEENER
EEEEEEEEEEEESEEEEEESEEEESEEEEEEEEEEEER
EEEEN)

Post termination
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3.1

3.2.

3.1.1.

3.1.2.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE N

3.2.1.

3.2.2.

3.2.3.
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Explanatory notes

Employment contract: management level employee

General notes

1. The following materials contain the main legal sources towhichyoUsm s m m =
EEEEEEEEEEN.

Free information pages concerning aspects of employment at:

http://www.netlawman.co.uk/infolist/employment.php

For ACAS information: http://www.acas.org.uk/index.aspx?articleid=1390

Employment Act 2008: http://www.legislation.gov.uk/ukpga/2008/24/contents

2. UK employment law is contained largely in the Employment Act 2008. An
employment tribunal award will be increased, sometimes substantially. If you
have failed to comply withthecodeS e s e e e EEEEE EEEEEEEEEER
EEEEEEEEEEN EEEEEEEN:

SCHEDULE A2 :Tribunal jurisdictions to which section 207A of the
Trade Union and Labour Relations (mmmm ) s m e w1992 (“mmmm”)

Equal Pay Act 1970, S2 (s s s e mm m m).

Sex Discrimination Act 1975, S63 (discriminaton N e e e e e e e e E E E ).
Race Relations Act 1976, S54 (discriminaton NeE e e e e e e s e E E N).
TULRA, S145A (inducements relatingtounioNn e s s s s s s e e m m m).
TULRA, S145B (inducementsrelatingtO s s s s mm m m)

TULRA, S146 (detriment in relation to union membership and activities)
Paragraph 156 of Schedule AltothiSACt(m e e e EEEEEEEEEEEEEEN
EEEEEEEEEN)

Disability Discrimination Act 1995, S17A (discriminaton i NE e e e e e EE N N
mE)

Employment Rights Act 1996, S23 (unauthorised s e e e e e e E R E B ).

Employment Rights Act 1996, S48 (detriment e e e e m m m m ).
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http://www.netlawman.co.uk/infolist/employment.php
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Employment Rights Act 1996, S11l (s s e s s m = m).
Employment Rights Act 1996, S163 (s s s s s m m m ).

National Minimum Wage Act 1998, S24 (detrimentinrelation e s s e s m m =
EEEEEEEN)

The Employment Tribunal Extension of Jurisdiction (England and Wales)
Order1994(S11994/1623) (e e e e e e E EEEEEEEEEEEEEEEN)

OR

The Employment Tribunal Extension of Jurisdiction (Scotland) Order 1994 (Sl
1994/1624) (s e e e EEEEEEEEEEEN)

Working Time Regulations 1998 (SI1 1998/1833), R3O0 (s s e e e e e EEE =
m).

Transnational Information and Consultation of Employees Regulations 1999
(S11999/3323),R32(detrimeNnt s e e e e EEEEEEEEEEEEEEN)

Employment Equality (Sexual Orientation) Regulations 2003 (SI 2003/1660),
R2ES(eeeEEEEEEEEEEEEEEEER)

Employment Equality (Religion or Belief) Regulations 2003 (SI 2003/1661),
R2E (s EEEEEEEEEEEEENER)

European Public Limited-Liability Company Regulations 2004 (SI 2004/2326),
EEEN (EEEEEEEEEEEN)

Information and Consultation of Employees Regulations 2004 (SI1 2004/3426),
R3Z3(eaeemeememmmmnnm)

Paragraph 8 of the Schedule to the Occupational and Personal Pension
Schemes (Consultation by Employers and Miscellaneous Amendment)
Regulations 2006 (SI2006 /349 ) (e e e e e e Em E N ).

Employment Equality (Age) Regulations 2006 (SI 2006/1031), R36 (s m m m =
IIIIIIIIIIIIIII).

European Cooperative Society (Involvement of Employees) Regulations 2006
(S1 2006/2059), R34 (detrimentinrelatioN e e e E EEEEEEEEEEEEEN
EEEEEEEEEN)

Employers employing fewer than 20 people are no longer exempt from the
bulk of the employment protection legislation. The provisions relating to
grievance and disciplinary procedures and to requirements for a statement of
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ferMmMSEEEEEEEEEEEEEEEEEEEEEEEEEEEN EEEEEEHR
EEEEN.

The requirement set out in the Employment Act 2002, for provision of written
terms, including detailed grievance and disciplinary procedures, is satisfied by
a letter or a contract provided before the employment commences, s m m m m
EEEEEEEEEEEEEEEEEEEEEEE’EEEEEEENEEEEENEEN
n.

Paragraph specific notes:

Notes following the numbered paragraphs

1.

Entire understanding

This paragraph prevents a party from later saying he was relying on some
otherdocumentorwehb e e e EEEEEEEEEEEEEEEEN.

Start and continuity

It may be necessary to calculate the period of employment for any of several
reasons. By statingitclearly, s s s s e e e e EEEEEEEEEEEN.

Job title and job description

A job title is not strictly required; a job description is. If the description is short,
it can be stated in the contract. If it is contained in another document, then
thatdocumentmusSthb e s e e E E EEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEERN.

Provision for change is important. If it is not included in the contract, then any
attempt by you to change the placeortype s s s e e e e EEEEEEEEEE
EEEEEEEEEEEEEEENE.

Place of work

The main purpose of this paragraph is to give the employer the right to move
the employee around. If frequent moves maybe s m e m , s e e e e e ®
EEEEEEEEEEEEEERE.

Hours of work

Since the arrival of the Working Time Regulations, this paragraph is very
important. As drawn, it takes advantage of the voluntary opt out provision - m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
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10.

11.

Salary

Necessary provisions. The lastenableSeE s s e e EEEEEE EEEEEEER
EEEEN.

Expenses
We have no comment.
Leave for holidays and other reasons

Holiday entitlement is governed by the Working Time Regulations 1998 and
recent case law. The version provided inthiscontracti SeE s s s e e e e e E =
EEEE Nl EEE R EEEEEEEEEEEEEEEEEEEEEEEEEEEETEHmE
EEEEEEEEEEEEEEEEEEEEEEE’SEEmENm.

Because there are statutory requirements, we have worded the document for
compliance. If / when you edit this paragraph to provide more generous leave
provision, beware of accidentally reducing any part intended to benefit the m m
. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERmE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEEEEE NS EEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEl EEEEEEEEEEEEEEEEEEEE.

You may find more details at: https://www.gov.uk/holiday-entitlement-rights

Sickness and sick pay

Edit to your requirementbuttake cate e e e EE EE EEEEE EEEEEEEE
EEEEEEEEEEENEERE.

Work outside the UK

Another provision to enable you to move the employece s s s s s s s m ®
EEEEEEEEEEEEEEEEEEEEEEEEEEEEE.

Pension

This paragraph covers the latest law which sets out rules of auto enrolment
intoapensionscheme. s s e EEEEEEEEEEEEEEEEEEEEENENER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEENEN:

1. is aged between 22 and State Pension age
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https://www.gov.uk/holiday-entitlement-rights

12.

13.

14.

15.

2. earns more than £10,000 a year
3. works in the UK

This is called ‘automaticenrolment. TO R E e E EEEEEEEEEEEEEEN
EEEEEEEEEEEEEEENENR:

https://www.moneyadviceservice.org.uk/en/tools/workplace-pension-
contribution-calculator

https://www.gov.uk/workplace-pensions/what-you-your-employer-and-the-
government-pay

Health insurance

We have no comment.
Company car

We have no comment.
Processing your personal data
Self explanatory provision.

This paragraph deals withthe obligationS e s e e e e EEEE EEEEEEE N
EEEEEN.

Youmay needtoaddotherdata, s s s s s e EEEEE S EEEEEEEEEER
EEEEEN.

We suggest leave thisprovisionas iSeE s s s s s s e e s e e e’ NN
EEEEEEEEN.

Staff handbook and company policies

It is an excellent idea to have and maintain a comprehensive staff handbook
as a bible of procedures and policies. These policies all relate to areas where
you have statutory responsibilitieS. s s s e EEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEES  EEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEEEEEEE . EEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEER.

For you to comply with some of these policies you need co-operation from
your staff. Indeed, co-operation in maintaining your health and safety policy is
crucial. We have therefore incorporated compliance intothis e s s s s s m =
EE . EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEm
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16.

17.

18.

19.

20.

A staff handbook is a good place to keep them together and available. Your
health and safety policy and guide may be so large as to merit its own
separate book. Good practice is to hand a personal copytoeachnew m m m m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN . EEEEERN
EEEEEEEEED EEEEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
e, sEEEEEEEEEEEEEEEEEEEEEEEEEEENEN
HE.

Other business or employment
Edit to your exact requirement
Disciplinary and grievance procedures

Net Lawman has provided a very elegant, step-by-step approach to these
procedures in the past, but now the law favours a more flexible approach.
ThiSISEEEEEEEEEEEEEEEEEEEEEEEN EEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEED  EEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEEEEEEEEERE.

Confidentiality

Because this provision is so important to most organisations, your employees
mustbeleftinnodoubtaSS e e EEEEEEEEE N EEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEE . EEEEEEEEEERm
EEEEEEEENR.

New intellectual property

This is area which may be irrelevant or may be essential immediately. In most
businesses, you never know what an employee will discover - personally or
throughanother s s e s . EEEEEEEEEEEEEEEEEEEEEEEENEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEE EEEEEEERm
IIII“IIIIIIIIIIII”IIIIIIIIIIIIIIIIIIII.

Bribery and other corrupt behaviour

Since the Bribery Act 2010, it is good practice to make clear to employees

that any contraventionis a breachofcontraCt s s s s . s s s e e e EEEE®
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER.
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21.

22.

23.

24,

25.

Garden leave

If you need to enforce this provision it is likely to be in a time of crisis. The last
thingyouwant iSEEEEEEEEEEEEESEEEEEEEEEEEEENENE
EEEEEEEEEEEESEEEEEEEEEEEEEN ENEEEEEEEEEEN
EEEEESEEEEEESEEEEEEEEEEEEENEN.

Termination of employment

ThestatutoryproviSiONS e s s s s e E S . EEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEENEN.

Arrangements during notice period

When an employee is under notice, the relationship suffers, s s s s s m m m .
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER.

Summary termination

At Net Lawman we hate listsinlegaldocumentS. s s s s e e e EEEEEEE
II,IIIIIIIIIIIIIIIIIIII“IIIIIIIIIIIIIIII

3
EE Sl EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRmR
EEEEEEEEEEEEEEEEEER.

Despite this precise list, it is still essential to investigate in accordance with
your disciplinary policy. Itisimportant s s s s s e s e EEEEEEEEEEEE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE .ERN
EEEEEEEEEEEEEEEEER . EEEEEEEEEEEEEEEEEEERm
EEEEEEEEEEER EEEEEEEEEEEEEEEEEEEEEEEEEEm
EEEEEEEEEEEEEEEEEEEEEEEEEE EEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEm
EEEEEN.

Procedure after termination
Substantial deletion may be required

Care should be taken in looking to future to consider what this employee

mightbedoinginamatter s s e e e EEEEEEEEEEEEEEEEEEENER
EEEEEEEEEEEEEEEEEEEEEEEEEE EEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEE  EEEEEEEEEEEEER
EEEEEEEEEEEEER EEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEE EEEEEEEEEEEEEEEEEEEEER
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HENE.

26.  No competition
Provisions against competition are contrary to national policy. To be effective
they must not be unreasonable. Reasonableness depends on the
circumstances. We cannot thereforesaythal s s s s s s e e e e e e e E =
EEEEEEEEEEEEEEEEEEEN EEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEm
EEEEEEEl EEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEN EEE N  EEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEEEEEEED EEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEE.

27. Reconstruction or amalgamation
ThiSIIIIIIIIIIII.IIIIIIIIIIIIIIII.

28. Miscellaneous matters
A number of technicallyimportani s s s s e s EEEEEEEEEEEEEEEE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEN.
Rightsof ThirdPartieSACt - s s e EEEEEEEEEEEEEEEEEEENEEEN
EE . EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEmE
EEEEEEEENR.

Schedule 2

ParagraphllIIIIIIIIIIIIIIIIIIIIIIIIIIIIII.

1.

Definitions

BaSSCEEEEEEEEEEEEEEEEEEEN . EEEEESEEEENEEEENNR
EEEEN.

Data protection
AENEEEEEEE . EEEEEEEEEEEEEEEEEENEEN.

Legal basis of processing
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The Act allows a person or businesstoproceSSE s EEEEEEEEEEEE N
EEEEESEEEEEEEEEESEEEEEESEEEEEENEEEEEENEN
EEEEEEEEEn seEn'sEen"' (eeEEEEEn"'eEeEE"'mEEn"
EEEE') EEEEEEER:

e Oneorbothof E e EEEEEEEEEEEEEEEEEEEEENEEEEENER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEN.

L] Lesscommonly,some.......IIIIIIIIIIIIIIIIIII
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRS
.

Where the data subject is an employee the most obvious basisoOf s s s m m =
EEEEEEEEEE ' EEEEEEE N EEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN.N
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEN.

You must make sure that when you ask specificallyforasm s , s s s e nmm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEm
EEEEEEEEEEEEEEEEEEEEEEEEED . EEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEm
EEEEEEEEEEEEEEEEE.

Change in the legal basis of processing
YOUUREEEEEEEEEEN . EEEEEEENEEEEEEENEN.
Disclosure and/ or sharing of personal data

You must say who gets to see or use youremployee’'S s s s e e e nn . s m
EEEEEEEEEEEEEEEEN EEEEEEEE . EEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN

EEEEEEEEEEEEEEEEEE.
Access to personal data

The Act provides thatadatasubjecthaS e s e e e EEEEEEEEEEEEER
EEEEEEEEEEEEEEEEN, EEESEEENEEENEEEEEEEEEN
EEEEEEEEEEEEEEEEEEE NN NN NN NN EENEEEEEEEN
EEEEEEEEEEEEEEEN.

Removal of information

YoushouUU e e e e EEEEEEEEEEEEEEEN EEEEEEEEEENEN
EEEEEEEEEENN.
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8. Who handles your data

ThisparagraphsefS e s s s e EEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEENEEEEEEN.

|nanycase,y0umustlllllllIIIIIIIIIIIIIIIIIIIII
EEEEEEEEEEEEEEED  EEEEEEEEEEEEEENEEN EEEEEERm
EEEEEEEEEEEEEEEEEE.

Notes to the Appendix to the Schedule

We have separated these provisions intoanappendiXx s s s s s s EEEEE N
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE . EHN
El , EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEERE.

Theappendixissimplyyourss s s, se e s s EEEEEEEEEEEEEEEN
, AEEEEEEEEE NSNS NS EEEEEENEEEEEEENEEEEER
EEEEEEEEEEEENEN.

ThepurposeOf s EEEEEEEEEEEEEEEEEEEEEEEEEENENER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN.

WehavegivenyOURE E E S EEEEEEEESEEEEEEEN EEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENENEEN.

Make..IIIIIIIIIIIIIIIIIIIIII,IIIIIIIIIII
n .

The third numbered heading is unlikelytorequireedit s s s e e e e e e E =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEm
EEEEEEEEEEEEEEEEEEEEEEEEE EEEEEEEEEEEERm
EEEEEENE-EEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
m .

Basic UK law relatingtolimitation s s s s s s s s s s e s EEE N , EEEEEN
EEN, EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENN
EEEEEEEEEEEEEEEEN.

End of notes
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