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Employment contract: hospitality and leisure industry

The Company: [name]
and
The Employee: [name]

Date: [date]
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This contract is dated:

Your employer is:

Your employer’s address is:

You are:

Your address is:

The contract terms are:

[date]

[company name] (“the Company’ s s e m “mm =

E/mmmEm’)
[company address]
[employee name]

[employee address]

1. Start and continuity

1.1. 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 s s e e e e e e EEEEE
EEEEEEEEEEEEEEEEEEEEEEEDE . EEEEEEEEEETR

1.1.1  your curriculum vitae / resume, senttfO e e e e e e e [EE N

m];

1.1.2 certificates of education showing school and university
gualifications and in particular that you have achieved a
[masterofartS] [ aeEEEEEE | EEEEEEEEEEEENER

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

1.2.  Your employment with the Company [startS /s s e e e n ] [ammm

I

1.3. [Previous employment [name of employer] from [date] to [date] counts
ASSEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER

EEEEEN]
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Trial period

2.1.

2.2.

2.3.

Your employment is subject to a trial period of [3] months. If at the end
of that time we are satisffedwith e s e e EEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEENEEEEEEEEEEEEER.

If during or at the end of your trial period we are dissatisfied with your

work we may terminate your employment by one week’s notice. If you
WiShlIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII
EEEEEEEEEEEEEEEEEEEEEEEEEEE.

The Company reserves therighttoextendthe s s s e s e e e EE ®
EEEEEEEN.

Job title

Your job title is [Insert Job Title].

Job description

4.1.

Your main tasks and responsibilitiesare tO s s s e e e EEEEEEE N
HNE:

4.1.1 provide a bar service for customers, asrequired, s s s e e E =
EEEEEEEEEEEEEEENEN,

4.1.2 ensure that customers are treated with politeness and courtesy
atalltmeS, s e e e EEEEEEEEEEEEEEEEENNNENR,;

4.1.3 maintain a high standard of personal presentation and hygiene,
appropriate s e e EEE EEEEEEEEEEEEEEEENN,;

4.1.4 serve food, take ordersandassistance i N e e e e e EEEE RN
EEEEEEEENN,

4.1.5 undertake all monetary transactions in accordancCe s s m m m m
EEEEEEEENENN,

416 clean and maintain the service area, in accordance with m m =
EEEEEEEEEEEEEEENERNR,
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4.1.7

4.1.8

4.1.9

4.1.10

41.11

41.12

4.1.13

4.1.14

4.1.15

4.1.16

4.1.17

collect, wash and stack glasses, as directed and maintain a
constantsupply s s s s s EEEEEEEEEEEEEEEEEN
EEEEEEENENN,

restock as directed and ensure shelves and areas are washed
EEEEEEEEEEEEEEEEEEEN,

undertake cellar work as required,;

undertake washing, cleaning and polishing of all surfaces m m m
EEEEN EEEEEENEN,

assist with clearing up the venue, after customers have left the
premises,or-------------------------
EEEEENEN,;

wear the uniform provided atall s s s e e e e e e m N ;
wear your name badge atall s s e s e e e e mmmm;

work in accordance withthe companyS e s s s s s e e e m m

work in accordance with the companySs s s s s s s s s s mn =
EEEN,;

undertake training as required; and

Carry out other duties as is reasonable required.

4.2. 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 and that
any such change will not constitute a change of the terms and
conditonsofyoUr s s s . EEEEEEEEEEEEEEEEEEENEER

4.3. Your duty is to perform your job to the bestof youUr s s s e e e e mm =
EEEEEEEEEEEEEEEEEE.

Place of work

5.1. Your normal place of work is at [name place of work] but we reserve
therighttochangethistO s s s s s s e e een[10 e e e e mmnn
EEEEEEEEEEERE.
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5.2.

You agree to work at any other place we reasonably require, including
the premises of any customer or clientofours, s m e m[25 | mmm m
EEEEEEEEEEEEEEEEEEEEEEERN.

Hours of work

6.1.

6.2.

6.3.

OR

6.4.

6.5.

Your normal hours of work are [9.00 am to 5.30 pm Monday to Friday],

excluding public holidays. Your normal working week shall comprise of

40 hours. [You may be required to work additional time not exceeding 8
hOUI’SIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII
EEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEERm

IIIIIIIIIIIIIIIIIIIIIIIIIIII.]

You are entitled to an unpaid lunch break of one hour at a time to be
agreed betweenyouand theCompany. ss s s s s s EEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRmE
n.

The Working Time Regulations of 1998 impose an obligation on
employers to ensure that employeesdonOt s s e e e e e e EEEEE N
IIIIIIIIII48IIIIIIIIIIII.IIIIIIIIIII
EEEEEEEEEEEEEEEEEEEED  EEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENESS
EEEEEEEEEEEEEEERE.

The Working Time Regulations of 1998 impose an obligation on
employers to ensure that employees do not work more than an
averageof48------------.----------------
EEEEEEEEEEEEEEEE  EEEEEEEEEEEEEEEEEETRm
IIIIIIIlllIlIIIII48IIIIIIIIIIIIIIIII
EEEEEEEEEEEEEEEEEER . EEEEEEEEEEEEEEESRm
EEEE-EEEEEEEEEEEEEEEEEEEEEEEEEEEEEERN
EEEEN.

You will be requiredtocomplywith e s s s s s s s s s ssessnEn
EEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEEN
EEEEEEEEEEEENEN.
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Salary

7.1.

7.2

7.3.

7.4,

7.5.

7.6.

7.7.

Your hourlyrateis£[0.00]andshall s e s s s s e e e e n / eemnE
EEEEEEE/EEEEEEEEEEEEEEEEEEEENEEEEEEN
EEEEEEEEEEEE/EEEEEEEEEEEEEEENEEEEEEN
EEEEN.

AnyworkyouarerequiredtO R e e EEEEEEEEEEEEEEEEEEN
EEE , EEEEEEEEN EEEEEEEEEEEEEEEEEEEEEN
mE:

[Provisions.]

You will receive a [commission] / [am e | see s [eenn]/[nmn
B/ [eEEE], EEEEEEEEEEEEEEEN:

[set out calculation]

Yourfwage/salary]will s s s s e e e e s EEEESEEEEEEEEER
EEEEE[EEEN ] EEEEEEEEEEEEEEEEEEEEEEEEN
EEE.

We reserve the right in our absolute discretion to deduct from your pay
anymoneywhichyoUs s s EEEEEEEEEESEEEEEEN, ENEN
EEEE , EEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEED . EEEEEEEEEEEEETR
HE.

We reserve the right in our absolute discretion to deduct up to 10%
from------------,--------------------
EEEEEEEl EEEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEE.

On termination of your employment we reserve the right to deduct from
EEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEENETR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEENETR
EEEEEEEEEEEEEEEEEEEEEEEN/ . OEEEN.

Expenses

8.1.

Youhave nO R e e EEEEEEEEEEEEEEEEEENEEEEENENER
EEEEEEEEEENER.

5 © Andrew Taylor and Net Lawman Ltd



OR

8.2.

8.3.

8.4.

The Company will reimburse to you all reasonable expenseS e s m m =
EEEEEEEEEEEEEEEEEEE  EEEEEEEEEEEEEEESRm
EEEEEEEl EEEEEEEEEEEEEEEEEEEEEEEEEER
.

The Company will pay for a taxi to take you home attheend s m m m m
IIIIIIIIlIIlIIIIIIIIIIIIIIIIIIIIIII[
11 .30pM | e e e e EEEEEEEEEEEEEEEE[?]|aEEEEEE
EEEEEEEEEEEEEEEEEEEEERE.

It is a serious offence to falsify any document or manufacture e m m m m
EEEEEEEEEER EEEEEEEEEEEEEEEEEEEEETR
EEEEE R EEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEERE.

Holidays

9.1.

9.2.

9.3.

9.4.

9.5.

Youareentittedto 2 s s e e e E S EEEEEEEEEEEEEEEENER
EEEEEEEEEEN.

The Company’s holiday year runs from [1st April to 31st March]. If your
employment commenced or terminatesparfit e e e e e e EEE EE N N
EEEEEENl  EEEEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE .EEBN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEENETR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEERE.

You must agree the dates of your holidays atleast 28 s s s s e e m m m
EEEEEEEEEEEEEEEEEEN . EEEEEEEEEEEEEEESRm
EEEEEEEEEE NS EEEEEEEEEEEEEEEEEEEEEETRm
EEEEEEEEEEEEER.

Nomorethan 10 daysholidayS s s s s e e e e e e e e s e EEEEN
EEEEEEEEEEEESEEEEEEEEEEEEEEEEEEEEEEEER
..

Holidays you take forreligiousreasonS s s e e e E E EEEE E EEE N
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENESR
EEEEEEERNR.
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10.

9.6.

9.7.

9.8.

OR

9.9.

9.10.

9.11.

Aday'sholidaypayfor s s s s s s s s s S EEEEEEEEEEEEEER
l1/5theeseeesEEEEEEEEEEN.

For part years of service your holiday entittementwill s s s s s s s m =
eenl/12th e e e EEEEEEEEEEEEEEEEEEEEEEEENR
EEEEEEEEEEEEEEEEEEENEEEEENEEN.

YoumaynotcarryholidaySeE s s e e e e e EEEEEEEEEEEEEEN
EEEEEEEEEEEESEEEEEEEEEEEEEEEEEEEEN.

Youwillbeentittedtocarry s s s s s s e s eSS EEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEN.

On termination of your employment any holiday entitlement which has
accrued atthatdate may betakenaS e s s e e EEEEEEEEEEE N
EEEEEEEEEEEEEEEEEEEEEEEEEEN EEEEEEETSR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEE.

If you take more holiday than your entitlement, s s s s s s s s s n =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEERE.

Sickness or other absence and sick pay

10.1.

10.2.

If you are unexpectedly absent from work for any reason you must
inform us of the reason for your absence and likely duration e s m m m m
EEEEEEEEEEEEEEEEEEEEEEEEEER . EEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEl EEEEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEN.

If you are absent from work due to sickness or injury for more than
threej]dayS (e e e e E S )EEEEEEEEEEEEEEEEEEEN
EEEEEEEEEEER EEEEEEEEEEEEEEEEEEEEEEE
EEEEEEEEEEEEEEEEEEEE EEEEEEEEEEEEENESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEENR.
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10.3.

10.4.

10.5.

OR

10.6.

10.7.

10.8.

10.9.

Immediately on your return to work, you must complete a self-
certification form statingthe s s s e e EE EEEEEEEEEEEEEE
EEEEEEEEEEN, EEESESEEEEEEEEEEEEEEEEEEEN
-EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEESEEEEEEEEN . EEEEEEEEEEEEER
EEEEEEEEEEEEEN.

You agree at any time we ask, whether or not you are absent from
work, to undergo whatever medical examinations we believe s m m m m
IIl(lIIIIIIIIIII)IIIIIIIIIIIIIIIIIII
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEED EEEEESR
EEEEEl EEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
HENE.

Provided you have complied with the general terms relating to sickness
absencereferredtoabove,yOUE e E e EEE EEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
IIIIIIIIIIIIIIII[IIII]IIIIIIIIIIIIII
EEEEEEEEEEEEEEEEENR . EEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEER.

The Companydoesnotmakeany s s s e e e EEEEEEEEEEEN
EEEEEEEEEEEEEEEEEN EEEEESEEEEEEEEEN.

Forabsenceunsupported by a s s e e e e E S EEEEEEEEEEE
EEEEEEEEEEEEEESEEEEEEN, EEEEEEEN.

Payments of sick pay include statutory sick pay and will be reduced by
anystatesickneSS e s e s EEEEEEEEEEEEEEEEEEEEEN
BN . EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEN ., 3 ‘EeEEEEEE’ EEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEENN.

In any case where you have a claim for compensation against a third

partyinrespect Of e e e EEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEER.
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11.

12.

Pension

111. Weshad/l s e s s e e e s EEEEEEEEEEEEEEEEEEEEEEN

11.2.

OR

11.3.

OR

11.4.

Contributions to the scheme are made by youandbyus. s mmm ,m =
IIIIIIIIII[IIII]%IIIIIIIIIIIIIIIIIII

IIIIIIIII,IIIIIIIIIIIIIIIIIIII,[IIII]
%.

The Company does / does not hold a contracting-out certificate under
the Pension Schemes Act 1993 s s e e e e EEEEEEEEEEEEER
. AEEEEEEEEEEEEEEEEEEEEEESEEEEEEEEEEENEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEN.ENN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
En[mmnn]

The companydoesnotoffer s s e e e EEEEEEEEEEN EEEEE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEER

Confidentiality

This paragraph is very important to our [business / company / organisation].
Youshouldread it s s e e e e e EEEEEEEEEEEEEEEEEEEEEER

AN EEEEEEEEEEEEEEEEENEEENEEEEEE EEEEEEEEEEERNm

12.1.

In this paragraph, "Confidential information" s s s s e s s s e e E =
EEE | EEEEEEEE/EEEE, EEEN| . EEEEEEEEEEEENER
EEEEEN;

12.1.1 informationaboutstaff, s e e e e e E EEEEEEEEEEEER
EEEEEEEN;

12.1.2 ourbusinesses, methodSE e e e E EEE EEE N , EEEEEN
BN, EEEN,EEEEEEEEEENEN,

12.1.3 information about suppliers agents distributors and customers;
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12.2.

12.3.

12.4.

12.5.

12.1.4 information abouttheintellectual s e e e E E E EE EEE EE N
E-EEEEEEEEEEEEEEEEEEEEEEENEN.

You now promise that you will:

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

12.2.2 useyourbestendeavouUrSE EEEEEEEEEE N , EEEEEN
EEEEEEEEEEEEEEEEEEEENN.

And you will not:

12.3.1 use for yourself nor divulge nor disclose to any person (m m m
IIlllIlIIIIIIIIIIIIIIIIIIIIII)II
IIlllIIIIIIIIIIIIIIIII[IIII/IIII/
EEEE]

12.3.2 store,copy,orusethe s s e EEEE EEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEENEEEEENEEEENEEEEN
EEEEEEEENEEEEEEEEENNN,

12.3.3 remove from Company's premises or copy or allow anyone m =
EEEEEEEEEEEEEEEEEEEEED  EEEEEEENEERNR,
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEREN.

This paragraph does not apply to disclosure:

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

12.4.2 made with the consentoftheproper s s s s s e e EEEEEE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEENERNR,;

12.4.3 of information or knowledge whichcomeSa s s e e e e mm =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEREN,

The provisions of this paragraph shall continue after termination of m m
IIIIIIIIIIIIIIIIII[5]IIII,IIIIIIIIIII
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13.

14.

15.

16.

Collective agreements

The Company has made an agreementwith[union| s e e EEEEEEEE NN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE _EERN
IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII[IIII].

Other business or employment

14.1. You must devote thewholeofyour s s s s , se e EEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEESEEEEEEEEEEEER
EEEEEEN.

14.2. You may notunder any circumstanceSdfO s s s e e EEE EEEEE N
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEER.

14.3. You may not do other work (even voluntary work), or engage in any
otherbusineSSEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEN . EEEEEEEEEEEEENESRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEER.

Processing your personal data

To satisfy our legal obligations, we process your personal data according m =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
2018 . s EEEEEEEEEEEEEEEEEEEEEEEEEN EEEEEEHR
EEEEEEEEEEEEEEEEE.

Staff handbook and Company policies

16.1. You now acknowledge that you have beengivena s s s e e e mmm =
EEEEEEEEEEEEEEEEEN EEEEEEEEEEEE BNEETRm
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16.2.

16.3.

16.1.1 health and safety policy;

16.1.2 equal opportunities and non-harassment policy;

16.1.3 computers, email, Internet and communications policy;
16.1.4 Company vehicles policy;

16.1.5 data protection policy.

Insofar as any of these policies imposes an expectation of behaviour
onyouasa--------,---------------------
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEEENEEEEERN.

Smoking whilst working or taking a refreshment break or whilst on our
premises or those of a client or customeris forbidden e e e e e e E m =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERN.
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EE Il , EEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEl EEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEER.

17. Bribery and other Corrupt Behaviour

17.1.

17.2.

The Company has a strict anti-bribery and corruption policy in line with
theBriberyAct (2010 ). s e e e EEEEEEEEEEEEEEEN . EEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
n.

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
EEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEENETR
EEEEEEEEEEEEEEEEEENEEN . EEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENESR
EEEEEEEEl EEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENHR
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18.

19.

Disciplinary and grievance procedures

18.1.

18.2.

18.3.

The Company's disciplinary and grievance procedures are those set m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSRm
IIIIIIIIIIIIIII,IIIIIIIIIIIIIIII("III
m").

The formal grievance procedure need not be your first step in bringing
to our attention a work related problem. We encourage s s s s s mm m
EEEEEEEEEEEEEEEE  EEEEEEEEEEEEEEEEENETRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
H EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
Al , EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEER.

The law gives you both rights and obligations in respect of these
procedures.YounowagreetO s s e e e EEEEEE N EEEEEEEE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
, IHE I EEEEEEEEEEEEEEEEEEEEEEEEEEEEEETERm
EEEEEEEEEEEEEEEEEEEER.

Notice of termination of employment

ThisistheperoO e s e e EEEEEEEEEEEEEEEEEEEEEEEENER

19.1.

19.2.

19.3.

19.4.

During your first weeks employment: none

After four week’s employment: one week

After one year’'s employment: EEEEEEEEEEEENEEEN
EEEEEEEEEEEENEEEN
BN, EEEEEEEEEEEEEN
e 12emmnm

If on the date you leave, moneyisowed s s s s e e e EE EEEEE R
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20. Arrangements during notice period

201. TheCompanyexpeCtSyOU R E E EEEEEEEEEEEEEEEEEERN
EEEEEEEEEEEEEEEENEEN.

202. WereserveE s s e E e E E N , EEEEEEEEEEEEEEEEEENRNR:

20.2.1

20.2.2

20.2.3

terminate your employment before the expiry of the notice
periodandpay s s e EEEEEEEEEEEEEEEEEEENE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
IIII-IIIIIIIIIIIIIIIIIIIIIIII(II
IIIIIIIIIIIIII);

freqUreyOUE EEEEEEEEEEESEEEEEEEEEENENEER
EEEEER,

requireyoutoremainEE EE EEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEN.

21. Procedure after termination

21.1. Howeverthisagreemeni s s s s , s e e EEEEEEEEEEEEN, NN
EEEEEN:

21.1.1

21.1.2

21.1.3

21.1.4

not from thattimerepresentifO e e e e EEEEEEEEEEEN
EEEEEEEEEEEESEEEEEEENEEENEEEEEENN
EEEEEEEN;EEEN

return to the company withoutrequestall E e e e e e e e EE ®
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEEEEEEEEEEEEEN EEERN

delete all confidential informaton e e e e e e EEEEEEEE N
B, EEEEEEEEEEEEEEEN,EEER

produce alistofallpasswordsand s s s e e e e e EEEEE RN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEE.
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22.

21.1.5

21.1.6

21.1.7

21.1.8

andif, sEEEEEEEEEEEEEEEEEEEEEEEENENEN,
EEEEEEEER

Summary termination

22.1.

22.2.

22.3.

22.4.

22.5.

22.6.

22.7.

22.8.

22.9.

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 serious disrepute; or

,y AN EEEEEEEEN EEEN

22.10. Serious infringement of health and safety rules; or
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23.

24.

22.11. Serious breach of confidentiality; or

2212 . s e EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERN
EEEEEEEEEEENEEENENEN EEEN

22.13. s e EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEENEEEN

2214 . s e EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERN
EEEEEEEENEEENEEENEEEENEN EEEN

22.]5. s e e EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEENE EEEHN

22.]10.E e EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
/AEEEEEEEEEEEEEEEEEEN  EEEN

Reconstruction or Amalgamation

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEN-EESEEEEEEEEEEEEEEEEEER/N
EEEEEEEEEENR EEEEEEEEEEEEEEEEEEEEEEEEEESR
A EEEEEEEEEEEEEEENEEEEEEEEEEEEEEEEEEEEEEEDRmR
A EEEEEEEEEEEEEEEEEEEEENEEEEEENEEEEEEEEEEEEDN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRS
EEEEEEEN.

Miscellaneous matters

24 ], aEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEER
EEEEEEEEEEEE  EEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEER.

24.2. aEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEN, EEEEEEEEEEEN, EEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEN EEEEEEEEEEEEEEEER
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24.3.

24 .4,

24.5.

24.6.

EEEEEEEEEEEEEEEEEEEEEEESEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
[72]aeeeeeeeeeeEEEEN (24 ]| aEEEEEEEEEEENNER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEN.

EEEEEEEEEEEESEEEEEEEEEENEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEN (EEEEEEEEEEEEEER
)99 /s (EEEEEEEEEEEEEEEN)(EEEN)
20/ amEEEEEN.

AEEEEEEEEN EEEEEEEEEEEEENEEEEEEEEEEEEEER
IIIIIIIIIIIIIIIIIIIIIIIII[IIIIIIIIII
II/IIII]IIIIIIIIIIIIIIIIIIIIIIIIIIII
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR

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: Data Protection Act 2018 Compliance

1. Definitions

EEEEER:
"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

(mmmm)seeeeeeenneEnnnnm2(2
)EEEEEEEEEEEEEEnnnnnn 1972
EEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEESEEEEEEENEN.

ssssnnnn (emnn)2016/679 e mmnn
EEEEEEEEEEEEEEEEEEEEEENEN
seennEn’2/ emen200e e EEEEn
EEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEENER
EEEEEEEEEEEEEEEEEEEEEENER
EEEEEEEE(EEEEEEEEEEEEEEN
m).

EEEEEEEEEEEEEEEEEEEEEEEN
EeEElEEEEEEEE’EEEEEEEENN
EE.

ssssnnnn (ennn)2016/680 e mmmm
EEEEEEEEEEEEEEEEEEEEEENER
sneeEEE’2/ enEn20CeeEEEEEE
EEEEEEEEEEEEEEEEEEEEEENEN
EEEEEEEEEEEEEEENEEEEEEENEN
EEEEEEEEEEEEEEEEEEEEEENEN
EEEEEEEEEENEN EEEN EEEEEN
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EEN EEEEEEEEEEEEEEEEEEER
2008 /977 /mmm m .

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

EEEl, EE NN EE NN EE NN EEEEEEEEEEEEEEEEER

111 ”
Al , EEEEEEEEEEEEEEEEEEEN . EEEEEEEE EEEE EBN
13 ”

@ EEE Nl EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEE . EEEEEEEEESR

Data Protection

2.1. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE.

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

2.3. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEs | EEEEEEEEEEEEN.

Legal basis of processing your personal data

3.1. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
, AIHFHEEEEEEEEEEEEEEEEEEEEEEENEEN EEEEESRmR
A , EEEEEEEEEEEEEEEEEEENEEEEEEEEEEEEEER
EEEEEEEEEEEEEEN . EEEENEEEEEEEEEEEEEEEEDRN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEE.
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3.2.

Change in the legal basis of processing

4.1.

4.2.

4.3.

EEEEEEEEEEEEEESEEEEEEEEN EEEEEEEEEEEN
EEEEEEEEEENEEE|[EEEN-EEEN]

Disclosure and/ or sharing of your personal data

5.1.

5.2.

5.3.

5.4.
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5.5.

EEEEEEEEEEEE , EEEEEEEEEEEEEEEEEEEEEETSR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEN EEEEEEEN  EEEEEEEEEEEEEEEETSRm
EEEEEEN  EEEEEEEEEEEEEEEEEEEEEEEEEEESR
, IHEF EEEEEEEEEEEEEEEEEEEEEEEEN EEEEEHR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERN
EEEEEEEEE . EEEEEEEEEEEEENEEN EEEEEEEHR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR

Your access request

6.1.

6.2.

6.3.

EEEEEEEEEEEEEESEEEEEEEEEEEEN,EEEENEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEN EEEEEEEEEEEN EEEE|(EEEE|EEEE[EEER
-EEEEEEEN]

EEE Nl EEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEENEEN . EEEEEEEDNER.HN
A EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERN
EE N, EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR
. A EEEEEEEEEEEEEEEEE , EEEEEEEEEEEEESRmR
EEEEEN.

Removal of information

A EEEEEEEEN . EEEEEEENEEENEEEE ,EEEEEEEEEEEENERNm
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8. Who handles your data

8l EEEEEEEEEEEEEEEEEESEESEEEEEEEEEEEEEEEN
EEEN EEEEEEEESESEEEEEEEEEEEEEEENEEEEN
EEEEEEEEEEEEEESEEEEEEEEEEE EEEEEEEE[EN
EEEEEEN | EEEE[EEEEEEEN]

8.2. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENERN
EEEEEEEEEEEEEEEE  EEEEEEEEEEEEEEEEEESR
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. EEEEEEEEN EEEN , EEEEEEEN  EEEEEEEEEEEE.
1.2. all information you gave to us.
1.3. financial information processed through the banking system.
1.4. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEED ,EEEEEEENR EHN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEERNR.

1.5. information relevant to the performance of your contract.

1.6. EEEEEEEEEEEEEEEN  EEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEN EEEEN  EEEEEEERN
EEEEEEEEEEEE EEEEEEEEEEEEEEEEEEEEEEEEN EEEEERN
EEEEEEEEEEEEER.

1.7. EEEEEEEEEEEEEEEEEEEEEEEE EEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR

EEN.
1.8. (EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN]
2. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEER

2.1 satisfy our obligations under this contract;
2.2. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENERN,;

2.3. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEN.

2.4. EEEEEEEEEEEE/ EEEE/aEeEn/aenn/ mEmnm/

2.5. IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII(II
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEESR
IIIIIIIIIIIIIIIIIIIIIIIIIII).

3. 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.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN
EEEEEN,
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Explanatory notes:

Employment contract: hospitality and leisure industry

Paragraph specific notes:

Note: numbering refers to paragraph numbers.

1.

Start and continuity

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

Trial period

A trial period has been provided. References to this may be deleted if not
required. An employee has the same right during a trial period as at any other
time. However, dissatisfaction such that the employment is terminated at m m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEE‘EEEEEEESN

EEEEEEEEEEER’.
Job title

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
that document must be identified and have been available to the employee
beforethiscontract SE s e s . S EEEEEEEEEEEEEEEEEEEEESR
E{EEEEEEEEEEEEEEEEEEEEENEEEENEEEEENEEN.

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
that document must be identified and have been available to the employee
beforethiscontraCt s s s e e e e . EEEEEEEEEEEEEEEEEEER
EEEE{EEEEEEEEEEEEEEENEEENEEENEENEEEENEEEENR

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 mmm , s e e e e e m
EEEEEEEEEEEEEER.

Hours of work
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10.

11.

Since the arrival of the Working Time Regulations, this paragraph is very
important. As drawn, it takes advantage of the voluntary opt out provision - but
that does not absolve you from the requirements to keep records. You are m m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEER.

Salary

Necessary provisions. The last enables deductions whichwould s s s s m m m
EEEENE.

Expenses
We have no comment.
Holidays

Holiday entitlement is governed by the Working Time Regulations 1998 and
recent case law. The version provided in this contract is the minimum
employee entitlement. However, youcanincludebank s s s s s e e e e mm m
EEEEEEEEEEEEEEEEEEEEEEEE’SEEEn.

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
employee. Note in particular that holidays not taken may carry forward an
entittement to paymentinlieu afterthe s s e e e e e e e e e e EE N . BE N
EEEEEEEEEEEEEEEEEEEEEEEEEEEEN . EEEEEEEERN
EEEEEEEEEEEN.

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

Sickness and sick pay

Edit to your requirement but take care not to contravenethe s s s s e e mm m
EEEEEEN.

Pension

The first alternative covers the latest law which which sets out rules of auto
enrolment into a pension scheme. The law requires that every employer must
automaticallyenfOl s s e s e EEEEEEEEEEEEEEEEEEEEENEER
EEEEEEN:

1. is aged between 22 and State Pension age

2. earns more than £10,000 a year
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https://www.gov.uk/holiday-entitlement-rights

12.

13.

14.

15.

3. works in the UK

This is called ‘automatic enrolment’. To calculate who pays whatand m m m =
EEEEEEEEEENENENR:

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

The second alternative, where the employee does not qualify for auto
enrolment because the staging date has not been reached. At that time, the
employermust-l-----------------------------
EEEENE.

Use the third alternative where neither autoenrolment e s e e e e e e E E B W
EEEEEEEEEEEEEEEEEEESR.

Confidentiality

Because this provision is so important to most organisations, your employees
must be left in no doubt as to their obligationS. s s s e s e EEEEEEEEEE
EEEEEEEEEEEEEEEEEEEEEEEE EEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER.

SobyalmeanS e s s s s EEEEEEEEEEEEEEN.
Collective agreements

Delete if not required

Other business or employment

Edit to your exact requirement

Processing your personal data

Self explanatory provision.

This paragraph deals with the obligatonS s s s s s s s EEEEEEEEEE SN
EEEEEN.

Youmay needtoaddotherdata, s s m e e e e e EEE S EEEEEEEEER
EEEEEN.

We suggest leave thisprovisonaS iSE s s s e e s e EEEEEEEEEEEEN
EEEEEEEN.
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16.

17.

18.

19.

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 responsibiliteS. s s s s s s s EEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEE  EEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEENR . EEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEERN.

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 s s s s s s s m =
EE . EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
Al EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEE.

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 copy to eachnew s m m m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN . EEEEERm
EEEEEEEEElD EEEEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
e, e EEEEEEEEEEEEEEEEEEEEEEEEEENER
HE.

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 EEEEEE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE.

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
EEEEEEEEEEEEEEEEEEEEEEEEE  EEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEm
EEEEEEEEEEEERE.

Notice of termination

The statutory provisionsareprovided. YOUREE e EEEEEEEEEEEEER
EEEEEEEEEEEEEEENE.
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20.

21.

22.

23.

24,

Arrangements during notice period

When an employee is under notice, the relationship suffers, of course. We
therefore giveyoutheseoptionSSOE s s E e EEE EEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEEEEEEER.

Procedure after termination
Substantial deletion may be appropriate for some employees

Care should be taken in looking to future to consider what this employee
might be doing in a matter of years and what the company might then require
at or after termination. Damage is often caused by mischiecf s s s s e e mm =
E Bl , EEEEEEEEEEEEEEEEEEEEEEEEEEEN . EEEEEEHRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN . EEEEBR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEERE.

Summary termination

At Net Lawman we hate lists in legal documents. In this case however, we
haveincludedalist s s s e e e e e e e e e EEEEEEn EEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEENENR
EEEEEN.

Despite this precise list, it is still essential to investigate in accordance with
your disciplinary policy. It is important that you are able to deal quickly with
any of the possible problems listed. The list is not exhaustive. Add any s m m m
EEEEEEEEEEEEEEEEEEE EEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN EEERm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEm
EEEEEEEEEEEEEERE.

Reconstruction or amalgamation
This paragraphisclear as s s s e e e e e EEEEEN.
Miscellaneous matters

A number of technicallyimportant s s s s e e e EEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN
EEEEEEN.
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Rightsof ThirdPartieSACt - s s s s e EEEEEEEEEEEEEEEEEEEEN
EEN . EEEEEEEEEEEEEEEEEEEEEEEEESEEEEENEENEEEN
EEEEEEEEN.

Schedule

ParagraphllIIIIIIIIIIIIIIIIIIIIIIIIIIIIII.

1.

Definitions

BasictermS s s e e EEEEEEEEEEEN EEESEEEEEEEEENEEER
EERENE.

Data protection
AENEEEEEENE . EEEEEEEEEEEEEEEEEENNEN.
Legal basis of processing

The Act allows a person orbusinesstoproceSSE s EEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EsEEEEEEEn snen'seen" (eeeEEnen"' e En"nmEn"
EEEn’') EEEEEEEN;

e Oneorhothof s e EEEEEEEEEEEEEEEEEEEEEEEEEEENR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN.

e Lesscommonly,somedato s s e e e EEEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEEEEEEN.

Where the data subject is an employee the most obviousbasise s s s s m =
EEEEEEEEEEEEE ' EEEEEEE N EEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEENENN
N . EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEENN.

You must make sure that when you ask specificallyforamm s s s s s mnm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEEEER .  EEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEm
EEEEEEEEEEEEEEEEE.

Change in the legal basis of processing

YOUUREEEEEEEEEESEN EEEEEEEEEEEEEEEN.
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Disclosure and/ or sharing of personal data

You must say who gets to see oruse youremployee’'S s s s s e s s m . s n m
EEEEEEEEEEEEEEEEE ‘EEEEEEEE EEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEENEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEN
EEEEEEEEEEEEEEEENEN.

Access to personal data

The Act provides thatadatasubjecthaSE s e s EEEEEEEEEEEEEEE
EEEEEEEEEEEEEEEEN, EEEEEENEEENEEEEEEEEERN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEN.

Removal of information

YoushoUlUE e e EEEEEEEEEEEEEEEEN . EEEEEEEEEEER
EEEEEEEEEEEN.

Who handles your data

ThisparagraphsetS e s s e e EEEEEEEEEEEEEEEEEEEEEENEER
EEEEEEEEEEEEEEEEEEEEEEN.

|nanycase,y0umustlllllllIIIIIIIIIIIIIIIIIIIII
EEEEEEEEEEEEEEEE  EEEEEEEEEEEEEEEN .EEEEETRm
AN EEEEEEEEEEEEEER.

Notes to the Appendix to the Schedule

We have separated these provisionsintoanappendiX s s s e s e EEEEE N
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE .EHN
El , EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEERE.

The appendixissimplyyourss s s , s e s S S EEEEEEEEEEEEEEN
, AN EEEEEEEEEEEEEEESEEEEEENEEEEEENEEEEER
EEEEEEEEEEEEEN.

Thepurpose Of EE EEEEEEEEEEEEEEEEEEEEEEEENEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN.

WehavegivenyOUsE S S EE S EE EEEEEEEEEEEN EEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN.
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MakellIIIIIIIIIIIIIIIIIIIIII,IIIIIIIIIII
.

The third numbered heading is unlikely to requireedit. s s e e e e e EEE E N
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESNm
EEEEEEEEEEENEEEEEEEEENEEEEE . EEEEEEEEEEEESR
EEEEEENE-EEEEEEEEEEEEEEEEEEEEEEEEEEEEEETERmE
n.

Basic UK law relatingtolimitaton s s s s s s e e s e EEEEE N EEEEN
EEE, EEEEEEEEEEEEEEEESEEEEEEEEESEEEEENEENEEEN
EEEEEEEEEEEEEENEEN.

End of notes
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