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Employment contract: with service occupancy provisions

Contract of Employment
Dated: [date]

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

Your employer is: [company name] (“the Company’ s m e m “m m
e/ mmmEnm’)

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

Your address is: [employee address]

The contract terms are:

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 e s e s s e e e s EEEEE
EEEEEEEEEEEEEENEEEEEEEEEN . EEEEEEEEEETRm
EEEEEEEEEEEEEEEEN:

1.1.1  your curriculum vitae / resume, senttO R e e e e e e E [ Ew
m];

1.1.2 certificates of education showing school and university
qualifications and in particular that you have achieved a [final
certificate] [masterof artS, s s s e e e e E e e e EEEE N[N
EEn|[EEEEEEEEEEEENE]

1.1.3 your statement that you have qualified as a [trade or
profession s e e e e e e e eEn [emmEnN]

1.2.  Your employment with the Company [starts /s s s s s s e [amn =

].

1.3. [Previous employment with [name of employer] from [date] to [date]
couNtSaS EE EEEEEEEEEEEEEEEEEEEEEEEEENEER
EEEEEEEEERN]
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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 satisfedwith s s e e e e e e EEE EEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE.

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
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEE.

The Company reserves the righttoextendthe s s s s s s s e s EE ®
EEEEEEERNR.

Job title and job description

3.1.

3.2.

Your job title is [job title].

Your detailed job description is set out in Schedule 1 to this agreement.
HOWGVGI',lllllIIllllllllllllllllllllllll
.

3.2.1 deliver excellent customer service, at all times;

3.2.2 ensure that customers are treated with politeness and courtesy
atalltmes, ss e e EEEEEEEEEEEEEEEEEENENR;

3.2.3 maintain a high standard of personal presentation and hygiene,
appropriatetothec s s e e e EEEEEEEEEEE [EEEEER
mm]

3.2.4 complete all required health and safety, and fire checks s m m =
EEEEEEEEEEEEEEEEEENEN,

3.2.5 Accept responsibility for compliance with HACCP rules by
yourselfand e s e e e e e e e EEEEEEEEEER;

3.2.6  accept responsibility for emergency evacuation of the
premises;

3.27 servefood,takeordersand e s e e e EEEEEEEEEEN,;

3.2.8 take moneyin paymentinaccordancCE s s e e EEEEE E E N
EEEN,;
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3.3.

3.4.

3.2.9

3.2.10

3.2.11

3.2.12

3.2.13

3.2.14

3.2.15

3.2.16

3.2.17

3.2.18

3.2.19

3.2.20

3.2.21

assist in cleaning and keeping clean all rooms, furniture,
fixtures and fittings used in storage, s m e m , e e e e EE E O N
EEEEEEEEEEEEEEEEEEER.

assist in cleaning and keeping clean all rooms used by s m m =
EEEEEEEEEEEEEEEEEEEERE.

cellarage work as required;

assist in clearing up the premises atthe s s e e e e e e E B &
EEEEEEEEN,;

wear the [your name] uniformand name badge s s s e m mm =
EEEEEEEEEENRN,;

work at all times in accordance withthe s e e e e e e R E E R N
IIIIIIII;

comply with all company policiesand s s s e s e e e EEEE E
EENE,

propose marketing initiatives at any time so as to maximise
salesand e e e EEEEE [EEEEEEEEEENN]

deal at arm's length and without favourwith e s s s e mm m m
EEEEENN,

provide leadership, control, management and motivation to m m
EEEEEEEEEEEEEEEENERN,

maintain accounts and comply with budgets;

ensure that staff comply with all food hygiene and safety
standards atalltmeS e e e e e EEEEEEEEEEEEEEER
EEEEEEEEENERNR,

carry out other duties as is reasonable required.

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 actually undertaken at s s e e e e e s . EEEEEEEEEEEN,
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm

Your duty is to perform your job to the bestof your s s s e e e mmm =
EEEEEEEEEEEEEEEEEER.
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Place of work

41.

4.2

4.3.

4.4.

4.5.

You agree that the job contracted in this document can be done only
ONEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEER.

The premises at which you will live and work immediately are [name
and address]. We reserve the right to change the accommodation
and/orthec s s e EEEEEEEE N , EEEEEEEEEEEEEEER]|
25| aeeEEEEEEEEN.

The address of the accommodation necessarily providedto s s s mm =
an[mmmn]

Your occupation of the accommodation is a service occupancy
provided free of charge and accordingly you have noright s m mm m m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERE.

You agree to work at any other place we reasonably require, including
the premises of any customer, clientorcontractor s s s e e e mm , m m
EE[25 | aEEEEEEEEEEEEEEEEEEN.

Hours of work

5.1.

5.2.

5.3.

5.4.

Your normal hours of work are [9.00 am to 5.30 pm Monday to Friday],
excluding public holidays. [You may be required to work additional time
not exceeding 8 hours aweek wherethe s s e e e e e EEEEEEE N
EEEEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEERm
lIIIIIIIIIIIIIIIIIIIIIIIIIIIII.]

Your normal hours of work are [hours] including not more than
[number] days designated as public holidays. Specifically, in any year
yoUsEssesesssseseneennnnen24themem26themmnm
s ndiStemmmmEEE2ndemEn.

You may be required to work additional time not exceeding 8 hours a
week where the needs of the business require this. i s s s s e e =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERN
EEEEEEN]

You are entitled to an [unpaid] lunch break of one hour at a time to be
agreed between youandtheCompany. s s s s s s s e e EEEEER
EEEEEEEEEEEEEEEEEEEEEEENEEEEEENEEEEEEESR
u.
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5.5.

5.6.

You are entitled to the following [unpaid] breaks in each shift of work:
[describe break times precisely]. { s e e e e e EEEEEEEEEEEE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEER.

If at any time it happens that you are alone and require a comfort
break, youwillsecurethc s e e e EEE EEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEER.

You should include one of the two following alternatives

5.7.

OR

5.8.

AND
5.9.

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 m m m =
,, AN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR
EEEEEEEEEEEEE4 S EEEEEEEEEEEEEEEN.

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 a m e m m m =
EEEEEEEEEEEEEEENEEEEEEEEEEEEEE EEEEERm
EEEEEEEEEEEEEE-EEEEEEEENEEEEEEEEEEEETR
EEEEEEEEEEEEEER.

You will be required to comply with any time keeping or record keeping
schemeintroduced for s s e EEEE EEEE EEEEEEEEEEEER
EEEEEEER.

Training

6.1.

6.2.

We provide training for employees at [our head office /s m e e e m =
lllllllllIll].lIlllllllllllllllllllll
EEEEEEEEEEEEEEEEEEEEEEENEEEEEENEEEEEEESR
n.

You must complete the training to the level required by [Employer
name].|tlIIIIIIIIIIIIIIIIIIIIIIIIIIIIII
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE .EBR
lllllllllIllllllIIIIII(IIIIIIIIIIII)
EEEEEEEEEEEEEEEEEEEE.
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Salary

7.1.  Your salary is £ [0000] per annum payable inequalmonthy s m m m [ =
s ennEEEEE28thee e e eSS
En , s EEEEE Sthe e e e EEEEEEEEEEEEEES
E, EEEEEEEEEEEEEEEN.

7.2. IfyouarerequiredtoOwOrk E s e e EEEEEEEEEEEEEEEEEEN
BN, EEEEEEEEEEEEEEEEEEEEEEEEEEEENENEEN:
[Provisions].

7.3.  Your job does not carry a fixed salary. You will be paid based on actual
hours worked asrecorded [statc s e e e e EE E e EEE EEEEEEE
EEEEEEEEE(feEEE]EEEEEEEN. (EEEEEEEEEEER
ssneEEnEEEEE(8 e . O0eeeEEEEEE
EEEEEEEEEEEEEEEEEEn] 3SEEEEEEEEEEEEER
EEEEEEEEEN]

7.4. You will receive a [commission]/[m e e s s men [aenn]/[amnn
/[mmmm], seeeeeeennnn;

[set out calculation]

7.5. Yoursalary willbereviewedannually s s s s s s sssssssmmN|
EEEN |  EEEEEEEEEEEEEEEEEEEEEEEEEENEN.

7.6. We reserve the right in our absolute discretion to deduct from your pay
(eg.salary, smmm e EE N ) EEEEEEEEEEEEEEEEENEN
EEEEEEEEEEEEEEEN, EEEEEENEN EEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEN
EEEEEN EEEEEEEEEEEEEENEEN.

Expenses

8.1.  You have no authority to incur expenses.

OR

8.2. The Company will reimburse to you all reasonable expenses s m m m =

EEEEEEEEEEEEEEEEENEE  EEEEEEEEEEEEEEETR
EEEEEEEN , EEEEEEEEEEEEEEEEEEEEEEEEEETR
.
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8.3.

It is a serious offence to falsify any document or manufacture s m m m =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENESR
E Bl EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEER.

Leave for holidays and other reasons

9.1.

9.2.

9.3.

9.4.

9.5.

9.6.

9.7.

9.8.

9.9.

In this paragraph we refertoholidays, s s s s s e s e s e e e Em =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENESRS
EEEEEEEN.

Your entitlementtoleave s s e e e e e e s e EEEEEEEEEEEEN
e’ SaEEEEEEN.

The Company's holiday year runs from January 1 to December 31.
Your entitlement to leave daysiscalculatecd s s s e e e e e e e EEE®
El EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEENEEEEEENEEEEEEESR
EEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEEEN.

[We ask you to agree the dates of your holidays atleast28 s mmmm m
EEEEEEEEEEEEEEEEEEEEEEEEEE EEENEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
IIIIIIIIIIIIIIIIIIIIIIIIIII.]

At a minimum, you must give us notice of twice as many days as m m =
lllllllllIlllIlllllllllllllllllll.(l
EEEEEEN EEEEEEEEEEEEEENEEEEEEEEEEEEEERm
EEEEEEEN , EEEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEN)

We mayalsogiveyousimilaras s s (s e s s s sEsEEEENE )ENE
EEEEEEEEEEEEEEESEEEEEEEEEEEEN.

YoucantakeyourholidaySe s s s e e e e EE EEEEEEEEEEEN
EEEEEEEEEE(EEEEEEESEEEEEEEEEEEEN)

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

Aday'sholidaypayforasss s s s s sssssssssEsEEEEER
1/260th e s e e EEEEEEEEEEEN.
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10.

9.10.

OR

9.11.

9.12.

9.13.

You may not carry holiday forward fromone s s s s s s s s s s mnn
EE N EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEE.

Youwillbe entitledtocarry s s s s s s e e e e e e e e [eEEn]n
EEEEEEEEEEEEEEEEEESEEEEEEEEEEEEEEEEN.

If either of us terminates your employment by notice, then any holiday
entittement which will have accrued atthe datc s s e e e e e e E m E &
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN .EEBE
EEEEEEEEEEEEEEEEEEE NN  EEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEE EEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENESR
EEEEEEEEEEEEEEEN.

During the first three months of employment, we request that you do
nOtIIIIIIIIIIII,IIIIIIIIIIIIIIIIIIII.I
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENESR
EEEEEEEEEEEEEEE.

Sickness or other absence and sick pay

10.1.

10.2.

10.3.

The regulations for statutory sick pay vary fromtimeto s s mm . s m =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR
EEEENR.

If you are unexpectedly absent from work for any reason you must
inform us of the reason for your absence and likely duration s m m m m =
EEEEEEEEEEEEEEEEEEEEEEEEEE . EEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEEEEERm
EEEEEEN EEEEEEEEEEEEEENEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
EEENE.

If you are absent from work due to sickness or injury for more than

[three] days (including weekends) you must provide us with e m s m m =
EEEEEl EEEEEEEEEEEEEEEEEEEEEEEEEEEETSRm
EEEEEEEEEEEEEE S . EEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENESR
E BBl EEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
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10.4.

10.5.

10.6.

OR

10.7.

10.8.

10.9.

Immediately on your return to work, you must complete a self-
certification form statingthe s e e e e e e e e EEEE EEEEEEEE
EEEEEEEEEEN EEEEEEEEEEEEEEEEEEEEEEESR
- EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETER
EEEEEEEEEEEEEEEEEEEED . EEEEEEEEEEEEESR
EEEEEEEEEEEEEEN.

You agree at any time we ask, whether or not you are absent from
work, to undergo whatever medical examinations we believe are
appropriatc (s e EEEEEEEEE )EEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEENEEEEENEEEEEEESR
lIIIlII[IIII/IIII]IIIIIIIIIIIIIIIIIII
EEEEl EEEEEEEEEEEEEEEEEEEE EEEEEEEEHRm
E Al , EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRS
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENESR

Provided you have complied with the general terms relating to sickness
absence referredto above,youwill s s e s s e s e EEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENESR
lllllllllIllllllII[IIII]IIIIIIIIIIII
EEEEEEEEEEEEEEEEEE N EEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEERE.

The Companydoesnotmakeany s s s s s s e EEEEEEEEEEE
EEEEEEEEEEEEEEEEEN EESNSEEEENEEEEEEENN.

Payments of sick pay include statutory sick pay and will be reduced by
anystatesickneSSE s EEEEEEEEEEEEEEEEEEEEEEER
HE . EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEN, 3‘EEEEEEEE ' EEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEER.

In any case where you have a claim in law for compensation against a
third party in respect of circumstances causingyoUs s s e e e e mm ®
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENETSR
EEEEEEEEEEEEEEEEEEEEEENEEENEEEEEEEEEEEERm
IIIIIIIIII.[IIIIIIIIIIIIIIIIIIIIIIII
IIlIIIIIIIllllllllllllllllll.]
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11.

12.

13.

14.

Work outside the United Kingdom

You will not be required to work outside the United Kingdomfora s m s m m m
IIlIIIIII[IIIIIIII]IIIIIIIIIIII.IIIIIIII

Pension

12.1.

12.2.

Weshal s e e e e EEEEEEEEEEEEEEEEEEEEEEEENER
E.

Contributions to the scheme are made by youandbyus. s m s s, m =
EEEEEEEEEE [ EEEN]| S EEEEEEEEEEEEEEEEEER
IIIIIIIII,IIIIIIIIIIIIIIIIIIII,[IIII]

%.

Collective agreements

The Company has made an agreementwith[union E e e e EEEEEEEEE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE . EEBHN

lIlIIIIIIIllllllllllIIIIIIIIIIIII[IIII].

Other business or employment

14.1.

14.2.

14.3.

You must devote the wholeof your s s mm s e e e e e EEEEEEE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEENR.

You may not under any circumstanceSsdO R e e EEEEE E EEEE N
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEERE.

You may not do other work (even voluntary work), or engage in any
OtherbUSineSSlllllIIIIIIIIIIIIIIIIIIIIIII
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEER . EEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEER.
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15.

16.

No competition

15.1.

15.2.

15.3.

15.4.

15.5.

15.6.

15.7.

The following restrictions apply whetherintended s s s s s e e e m m m
EEEEEEEEEEEEEEEENR EEEEEEEEEEEEEEEEESR
EEEEEEEEER.

You agree that you will not within [three] years of termination of this
contract directly or indirectly, advise, s s s , s e e e e e e EEEE RN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENESR
lllllllllIllllllIIIIIIIIIIII[IIII]II
EEEEEEEEEEEEEEEEEEEEEE.

The restrictions imposed by the lastpreviouSs s s s s s s e e e Em E
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENESR
EEEEEEEEEEEEEEEN.

You agree that you will not within [one] year of termination of your

contract, s m mm , e E N , EEEEEEEEEEEEEEEEENEEENENEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENESR
EEEEEEEEEEEEEEEEEEEEEEENEEEEEENEEEEEEESR

EEEEEEEEEEEEEE EEEEEEEEEEEEEEEEEEENRN.

You agree that you will not within [one] year of termination of your
ContraCt,IIIIIIIIIIIIIIIIIIIIIIIIIIIIIII
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENESR
IIlIIIIIIIllIIIIIIIIIIIIIIIII[IIII]I
EEEEEEEEEEEEEEEEEEEEEEE.

If any provision of this paragraph shall be void in any jurisdiction m m m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER.

You have carefully considered the provisions of this s s s s s s e s n =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEEEENEE.

Processing your personal data

To satisfy our legal obligations, we process your personal data according m m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRE
201 . s EEEEEEEEEEEEEEEEEEEEEEEEEEN. EEEEEN
EEEEEEEEEEEEEEEEEER.
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17. Staff handbook and Company policies

18.

17.1.

17.2.

17.3.

You now acknowledge that you have beengivena s s s s s e mmm m
EEEEEEEEEEEEEEEEED EEEEEEEEEEEE EEEHN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENESR

health and safety;

equal opportunities and non-harassment;
computers, email, Internet and communications;
company vehicles;

data protection.

Insofar as any of these policies imposes an expectation of behaviour
OnyouasalllllIlI,IIIIIIIIIIIIIIIIIIIII
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENESRm
EEEEEEEEEEEEEEEEEEEEEEEEEEE.

You may not smoke anywhere during working hours. Outside working
hours,youmay------------------------I---
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEN , EEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERE.

Confidentiality

This paragraph is very important to our [business / company / organisation].
Youshouldread it s s e e e e e EEEEEEEEEEEEEEEEEEEENEEEN
HE . EEEEEEEEEEEEEEEEEEEEEEEE EEEEEEEEEEESR

18.1.

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

18.1.1 informationaboutstaff, s e e e E e E EEEEEEEEEEEEN
EEEEEENER,;

18.1.2 ourbusinesses, methordS e e e e EEEEEEEE , EEEEERN
BN, EEEN, EEEEEEEEEENR;
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18.2.

18.3.

18.4.

18.5.

18.1.3 information about suppliers agents distributors and customers;

18.1.4 information aboutthe Intellectual s e e e E E E E E E EE B E N
E-EEEEEEEEEEEEEEEEEEEEEENEEN.

"Intellectual Property" means "Intellectual Property s s s s s s mm m =
EE , EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSRm
EEE EEEEEEEEEEEEEEEEEEERN:

18.2.1 Intellectualproperty s s s s e e s e e e EEEEEEEEEEEN
EEEEEEEEEEEN,;

18.2.2 patents, trademarks, unregistered marks, designs, copyrights,
E BBl , EEEEEEEl EEEN EEEE-EEEEN EEEHR
EEEEEEE D EEEEEEEEEEEEEEEEEEEEENERm
EEEEEEEEEEEEEEEERN.

You now promise that you will:

18.3.1 keep all records of Confidential Informationonly atm s m m m m
II(IIIIIIIIIIIIIIIIIIIIIIIIIIIII
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEm)

18.3.2 useyourbestendeavourS s s e e EEEEEEE N , EEEEEHN
EEEEEEEEEEEEEEEEEEEEEN.

And you will not:

18.4.1 use for yourself nor divulge nor disclose to any person (= m =
IlllllllIIIIIIIIIIIIIIIIIIIII)II
IllllllllIIIIIIIIIIIII[IIII/IIII/
EEmEnm]

18.4.2 store,copy,orusethec s s e e EEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEENN;

18.4.3 remove from Company's premises or copy or allow anyone m m
EEEEEEEEEEEEEEEEEEE NN EEEEEEER,
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENETRm
EEEEEEERNR.

This paragraph does not apply to disclosure:

18.5.1 of information that it is reasonably necessary to disclose m m =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
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19.

18.6.

18.5.2 made with the consentofthe proper s s s s s s e e e e EE®
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEEEEEEEEEEEEEEEEEENEN,

18.5.3 of information or knowledge whichcomes s s s s e e m m m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERN
E N EEEEEEEEEEER.

The provisions of this paragraph shall continue after termination of m m
EEEEEEEEEEEEEEEEEE|[S|EEE N, EEEEEEEEEEE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEE.

New Intellectual Property

19.1.

19.2.

19.3.

19.4.

So far as Intellectual Propertyiscreated s s s s e e e e e e e mnEnm
EEEEEEEEEEEEEEEEEEEEEEEEE EEEEEEEEESR
EEEEEEEEEEEEEERE.

You now agree that you will:

19.2.1 doyourutmosttoensure E e EEEE EEEEEEEEEEEEE
EEEEEEEEEEEEEEEEEEEEEEEENEEEN,;

19.22 telltheCompany s s s s e e e e EEEEEEEEEEEEEEN
EEEEEEEEN,;

19.2.3 provide to the Company whatever full specification description
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEEEEEEEEEEENENERNR,;

To make this effective you now undertake to do whatever the Company
EEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENESR
EEENE.

The provisions of this paragraph shall continue indefinitely s m s m m =
EEEEEEEEEEEEEEEEEEEEEEENEEEEEENEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEER.
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20. Bribery and other corrupt behaviour

21.

20.1.

20.2.

The Company has a strict anti-bribery and corruption policy in line with
theBriberyAct (2010 ). s s s eSS EEEEEEEEEEEEEE . ENN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEEESR
EEEEEEEEEEEENEEEEEEEEEEEENEEEEEEEEEEEERm
u.

If you bribe (or attempt to bribe) another person, intending either to
obtain or retain business for the Company, or to obtain or retain e m m m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR
EEEEEEEEEEEEEEEEEENEEN EEENEEEEEEEEEEEEHRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEEEEENR EEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENENHE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR
EEEEEEN.

Disciplinary and grievance procedures

21.1.

21.2.

21.3.

The Company's disciplinary and grievance procedures are those set m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENESRS
lllllllllllllll,Illlllllllllllll("lll
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 mm m
EEEEEEEEEEEEEEEN EEEEEEEEEEEEEEEEEERN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR
H . EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
El , EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEEEEEEEEEEEEEEEEEEEEEEEERE.

The law gives you both rights and obligations in respect of these
procedures.YounowagreetfO s s s e e EEE EEE N EEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
,, AN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR
EEEEEEEEEEEEEEEEEEEEEN.
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22,

23.

Notice of termination of employment

Thisistheperiod s e EEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEENEN:

221, Duringyourses s s s mmm: EEEEEEEE
22.2. During your first weeks employment: none
22.3. After four week’s employment: one week

224, suEEEEEEEEEEEENN: EEEEEEEEEEEEEEN
EEEEEEEEEEEEEERN
BN, EEEEEEEEEEEER
Een2emnnm

225, aEEEEEEEEEEEEEEEEEEEEEEN  EEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEN,NN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENENER
EEEEEEEEEEEEEEEENEN.

Arrangements during notice period

23.]. EEEEEEEEEEEEEEEEEENEEEEENEEEENEEEEENEENRN
EEEEEEEEEEEEEEEEEEENEN.

23.2. EEEEEEEEEEEEEEEN, EEEEEEEENEEENEEEEENER
m -

2321 EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEENEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN
(FEEEEEEEEEEEEEEN)

2322 EEEEEEEEEEEEEEEEEEENEEEEEEEEENEEENER
EEEEEENEER,

2323 EEEEEEEEEEEEEEEEEEENEEEEEEEENEEENER
EEEEEEEEEEEEEEEEEEEEEEENEN.
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24. Procedure after termination

25.

24.1.

24.2.

24.3.

24.4.

2411 EmEEEEEEEEEEEEEEEEEEEEEEEENEENENER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEN EEEN

2412 EaEEEEEEEEEEEEEENEEEENEEEEEEEENEEENER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEENE EEEEN

2413 EEEEEEEEEEEEEEEEEEEEEENEEEEEENEEEENR
, AN EEEEEEEEEEENENEN EENN

2414 EsmEEEEEEEEEEEEEEEEEEEEEEEEENEENENEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEN.

2421 EmEEEEEEEEEEEEEEEEEEEEEEEEENEEENER

EEEEEEEENEEERENR,

2422 EEEEEEEEEEEEEEEEEEENEEEEEEEENEN,EENN
B, EEEEEEEEEEEEEEEEEEEN EEEN

EEEE  EEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
A EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENE NN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEER.

Summary termination
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26.

25.1.

25.2.

25.3.

25.4.

25.5.

25.6.

25.7.

25.8.

25.9.

25.10.

25.11.

25.12.

25.13.

25.14.

25.15.

EEEE EEEEEEEEEEEEEEEEENEEEEEENE EEERN
physical violence; or

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

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEN/ EEEEEEN
EEEEEEERERNR.

EEEEEEEN EEER

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE BEEHN
EEEEEEEEN EEER

serious infringement of health and safety rules; or
breach of confidentiality; or

EEEEEEEN EEEBR

Reconstruction or Amalgamation

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEN-EEEEEEEEEEEEEEEEEEEE/N
EEEEEEEEEED EEEEEEEEEEEEEEEEEEEEEEEEEETR
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27.

Miscellaneous matters

27.1.

27.2.

27.3.

27.4.

27.5.

27.6.

EEEEEEEEEEEENEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEE EEEEEEEEE NN , EEEEEEEEEEEEEEEEETR
EEEEEEEEEEEENEEEEEN  EEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEE NN EEEEEEEEE NN EEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEER.

EEEEEEEEEEEEEEEEEESEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEESEEEEESEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEESEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEESEEEEEEEEEEEER
[72 s s eeeeeeeeeeEEEN|[2 | seEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN.

EEEEEEEEEEEEEEEEEEEEEEEESEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEN (EEEEEEEEEEEEEER
n)eeen1999 /seen(EeEEEEEEEEEEEEEn)(EEEN)
seen20/eeEEEEEN.

EEEEEEEN , EEEEEEEEEEEEEEEEEEEEEEEEEETR
lIIIlIlIlIIIIIIIIIIIIIIII[IIIIIIIIII
II/IIII],IIIIIIIIIIIIIIIIIIIIIIIIIIII
EEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEEESR
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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: Detailed job description and task list
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Schedule 2: Data Protection Act 2018 Compliance

1. Definitions

mm2018.

‘EEEEEEEEEEEE" EEEEEEEEEEEEEEEENEEEN
(a) the UK GDPR,
(b) the Act,
(c) regulations made under the Act

‘EEEEEEEEEEEER" ssnsnnnn(ennn)2016/679mmm
EEEEEEEEEESEEEEEEEEEER
snsnennnnEn?2/ aenn206mmm
EEEEEEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEN
EEEEEESEEESEEEEEEEEEER
EEEEEESEEEEEEEEEEEEN(EN
EEEEEESEEESEEEEEEEEEEEN
), EEEEEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEER
B, EEEEEENEEEEEEEEEEENN
EEEEEEEEEEEElEEEEEEEEN
ssssnnn(emnnm)snnn2018.

n "
EEEEEEEEN, EEEEEEEN, EEEEEEEE, EEEEEEEBE,
n nn " n n

A EEE , EE NNl EE NN EENEEf EEEEEEEEEEEEEEEEESR

“ ”
HEH , EEEEEEEEEEEEEEEENEEEENE . EEEEEEEE EEEE EN
1 ”

HH EEEl EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEEEEEEEEEEEEEEEEENEEEEEEEENE . EEEEEEEEER

i
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Data Protection

2.1.

2.2.

2.3.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR
EEEEEEEN  EEEEEEEEEEEN.

Legal basis of processing your personal data

3.1.

3.2.

Change in the legal basis of processing

41.

4.2

4.3.

EEEEEEEEEEEEEEEEEEEEEEEN,SEEEEEEEEEEN
EEEEEEEEEEEEE|[EEEE-EEEEN]

23 © Andrew Taylor and Net Lawman Ltd



5. Disclosure and/ or sharing of your personal data

5.1.

5.2.

5.3.

5.4.

5.5.

EEEEEEEEEEEE  EEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEE , EEEEEEEN EEEEEEEETR
EEEEEEEEEEEE NN EEEEEEEEEEEEEEEEEEETR
EEEEEEEN , EEEEEEEEEEEEEEEEEEEEEEEEEETR
H EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEN EEEEEEEEEEEEEEEER,
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEER.

6. Your access request

6.1.

6.2.

EEEEEEEEEEEEEEEEEEEEESEEEEEEN EEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERN
EEEEN . EEEEEEEEENEEN, EEEN|(EEEE|EEEE[EEEE
-EEEEEEEN]
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6.3.

Removal of information

Who handles your data

8.1.

8.2.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN
EEEN EEEEEEEEEEEESEEEEEEEEEEEEEEEEEEER
EEEEEEEESEEEEEEEEEEEEEEENEN EEEEEEEN(|EN
EEEEEEE|EEEE[EEEEEEEEN]
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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.

2.1.

2.2.

2.3.

2.4,

2.5.

EEEEEEEEN  EEEN , EEEEEEEE EEEEEEEEEEEER.

all information you gave to us.

financial information processed through the banking system.
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN EEEEEEEEN BN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEENR.

information relevant to the performance of your contract.

[IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII]
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR

satisfy our obligations under this contract;
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENERN;

EEEEEEEEEEEE/EEEn/ aEEn/ e E/ EmEE/.

IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII(II
EEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEENEEEEEEEESR
IIIIIIIIIIIIIIIIIIIIIIIIIII).

Post termination
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3.1.

3.2.

3.1.1.

3.2.1.

3.2.2.

3.2.3.
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Explanatory notes:

Employment contract: with service occupancy provisions

General notes

1.

The following materials contain the main legal sources towhichyou m s m m m
EEEEEEEEEER.

For ACAS information: https://www.acas.org.uk/advice

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

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 s s s s e e e e e e EEEEEEEEEEE
EEEEEEEEEEEN EEEEEEENR:

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

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

Sex Discrimination Act 1975, S63 (discriminatoniNne e e s e s s e s Em m).
Race Relations Act 1976, S54 (discriminatonineE e e s s s e e e s mm).
TULRA, S145A (inducements relatingtounion s s s s s s s s s mm m).
TULRA, S145B (inducements relatingto s s s s s mm m)

TULRA, S146 (detriment in relation to union membership and activities)
Paragraph 156 of Schedule A1 tothisACt (s e e e e e e EEEEEEEEER
EEEEEEEEEN)

Disability Discrimination Act 1995, S17A (discriminatonine e s s e s e s m =
Em)

Employment Rights Act 1996, S23 (unauthorisecd s s e s e e e e EE B B).
Employment Rights Act 1996, S48 (detriment e e s e e m m m).
Employment Rights Act 1996, S111 (s e e e s m m m ).

Employment Rights Act 1996, S163 (s s s s s m m m ).
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National Minimum Wage Act 1998, S24 (detrimentinrelation s s s s s m m =
EEEEEEER)

The Employment Tribunal Extension of Jurisdiction (England and Wales)
Order1994 (SI1994/1623) (s e e e e E E E E EEEEEEEEEEEEEEN)

OR

The Employment Tribunal Extension of Jurisdiction (Scotland) Order 1994 (Sl
1994/1624) (e e EEEEEEEEEEEEN).

Working Time Regulations 1998 (SI 1998/1833), R3A 0 (e m e e e e e mmm ®
m)

Transnational Information and Consultation of Employees Regulations 1999
(SI 1999/3323) amended by the Employment Rights (Amendment) (EU Exit)
Regulations 2010, s s e s (EEE S EEEEEEEEEEEEEEEEEEEN)

Employment Equality (Sexual Orientation) Regulations 2003 (SI 2003/1660),
R2E(esesssssssEsEEEEERENR)

Employment Equality (Religion or Belief) Regulations 2003 (SI 2003/1661),
R2S (s EEEEEEEEEEERNER)

European Public Limited-Liability Company Regulations 2004 (S| 2004/2326)
amended by the European Public Limited- Liability Company (Amendment
etC.)EUmmmnm ) smen2018 snen(eeeeeeenmnn)

Information and Consultation of Employees Regulations 2004 (SI 2004/3426),
R 3 (eemsmessmmmnnm)

Paragraph 8 of the Schedule to the Occupational and Personal Pension
Schemes (Consultation by Employers and Miscellaneous Amendment)
Regulations 2006 (S12006 /349 ) (e e e e e e EE EE H).

Employment Equality (Age) Regulations 2006 (S| 2006/1031), R36 (m m m m =

IIIIIIIIIIIIIII).

Cross-border Railway Services (Working Time) Regulations 2008 (Sl
2008/1660), s s e m (EEEEEEEEEEEN)

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
tel"mSIlllIlIIIIIllIIIIIIIIIIIIIII,IIIIIII
EEEEN.
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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
llllllllllllllllIIIIIIIZIIIIIIIIIIIIIII
u .

Recognition of our copyright in this document

We assert our copyright in this document. When you downloaded it, you
agreed to our terms and conditions, which set out in full how it may and may
not be used. Without amending those terms, we remind you that you may not
distribute it further or republish it in any way without permission from Net m m =
H. . EEE N , EEEEEEEEEEEEEEEEEEEEEEEEEEEE-EEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEE.

Once you have edited the document for final use, you may remove the m m m
EEEEEEEEEEEEEEEEERE.

Document review service

If you would like our legal team to check your edited version, we s s s s m m =
EEEEEEEEEEEER.

Please contact our support team at support@netlawman.co.uk for further
information.

Paragraph specific notes

Notes following the numbered paragraphs

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 e e e e e EEEEEEEEN.

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
llIllllllIIIIIIIIIIIIIIIIIIIII“IIIIIIII

b}
EEEEEEEEEEERE .

Job title and job description
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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
before this contract is signed. Here we have provided for the details to be m =
EEEEEEEEEEEEEEEEEE-EEEEEEEE EEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER.

We have provided here a long menu to give you ideas of what could be
included. You may decide to abbreviate this section to a small number of
general items and put all detail into the job description or you may extend this
E NN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEERE.

The provision for change at 3.3 is important. If it is not included in the
contract, then any attempt by youto changetheplacec s s s s s s e e e m m m
EEEEEEEEEEEEEEEEEEEEEEEEEEEE.

Place of work

The main purpose of this paragraph is to give the employer the right to move
the employee eitherto different s e e e e s e e EEEEE EEEEEEEEEE
H . EEEEEEEEEEEEEEEEEEEEENEEE EEEEEEEEEEEETR
EEEEEEEEEERR.

Hours of work

We have allowed for total flexibility here because the hospitality industry
requires both flexibility and work outside normal officcmmm s . s e e mmm ®
EEEEEEEEEEEEEENEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEE.

Compliance with the Working Time Regulations is important. As drawn, it
takes advantage of the voluntary opt out provision - butthatdoes s s m m m =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEED . EEEEEEETR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEER.

Training

Thisisanoptionalparagraph. s s s s e s s EEEEEEEEEEEEEEEER

However, please note that if employee training is a legal requirement in your
industry then you should keep it. Inthat case, thelaw s s s s e e e e E E E =
EEEEEEEEEEEEEEEEEEEEEEEEEEEN . EEEEEEEE . EBN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEER.
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10.

1.

12.

Mandatory training is required by law for health and safety purpose in the m m
HEl EEEEEEEEEE NN  EEEEEEEEEEEEEEEEEEEEEEESR
EEEN:

https://www.hse.gov.uk/toolbox/managing/providing.htm

Salary

It is necessary as a matter of law to specify exactlywhats s s s s s s e mm =
EEEEEEEEEEEEEEEEEEEEE . EEEEEEEEEEEEEEEE.

The last sub paragraphenableS s s s s s e e EEEEE EEEEEEEEEEER
m.

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 in thiscontractisa s s s s s e e mm ®
EEEEN EEEf  EEEEEEEEEEEEEEEEEEEEEEEEEEEESR
IIIIIIIIIIlllllllllllll28llll.

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 =
HE . EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR
EEEEEEEEEEEENR EEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEN EEEEEEEEEEEEEEEEEEEER.

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

Sickness and sick pay

Edit to your requirementbuttake carec s s s e e e e E E EEEE EEEEEEE
EEEEEEEEEEEN.

Work outside the UK

Another provision to enable you to move the employce s s s e e e e e m m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEER.

Pension
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13.

14.

15.

16.

This paragraph covers the latest law which sets out rules of auto enrolment
intoapensionscheme. s e e EEEEEEEEEEEEEEEEEEEENEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETER
EEEEEN:

1. is aged between 22 and State Pension age
2. earns more than £10,000 a year
3. works in the UK

This is called ‘automaticenrolment. TOE s E e EEE EEEEEEEEEEEEN
EEEEEEEEEEEEEEENEN:

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

Collective agreements

Delete if not required

Other business or employment
Edit to your exact requirement
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 therefore say that the provisions inserted her are
more than an example. But the longer you wish to tie up a former employee
the more likely itisthatajudgewilltell s e e e e e e EEEEEEEEEEEER
., AN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER,
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE .ERN
HEE , EEEEEEEEEEEEENEEEEEEEEEEENEEEEEEEEEEETR
EE NN , EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR
EEEEEEEEERN.

Processing your personal data
Self explanatory provision.
This paragraph deals with the obligatonS s s s s s s s s EEEEEEEEE R
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17.

18.

19.

Youmayneedtoaddotherdata, s s s e e e e e EEE N , EEEEEEEEER
EEEEEN.

We suggest leave thisprovisionasiSea s s s s s s s s sss s’ nnn
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 responsibilites. s s s s s s s s s s EEEEEEEEEE
EEEEEEEEEEEEEEEEEEEEEEE EEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEE EEEEEEEEER
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 s s s s s e e m =
EE N EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR
HEl EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR
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
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEND . EEEEERN
EEEEEEEEElR  EEEEEEEEEEEEEEEEEEEEEEEEEEETERm
EEEEEEE R EEEEEEEEEEEEEEEEEEEEEEEEEEEEETER
eeeEEn?2002  sEEEEEEEEEEEEEEEEEEEEEEEEEEEEN
HE.

Confidentiality

Because this provision is so important to most organisations, your employees
mustbe leftinnodoubtaS eE e e e EEEEEEE S EEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEENE . EEEEEEEEEETER
EEEEEEEER.

New intellectual property

This an area which may be irrelevant or may be essential immediately. In
most businesses, you never know what an employee will discover - personally
orthroughanother s s s s . e EEEEEEE EEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEED EEEEEETR
EEEEE ‘EEEEEEEEEEEE EEEEEEEEEEEEEEEEEEEN.
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20.

21.

22,

23.

24,

25.

Bribery and other corrupt behaviour

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

that any contravention is a breachofcontract s m s s . s s s s e e e =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEHR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE.

Disciplinary and grievance procedures

Net Lawman has provided a very elegant, step-by-step approach to these m m
EEEEEEEEEEEEED EEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEE N EEEEEEEEEEEEEEEEEEEEEEEEETSRm
EEEEE Nl EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETER
EE Bl , EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETERmR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEER.

Notice of termination

ThestatutoryprovisionS s s s s s s e S . EEEEEEEEEEEEEEEENER
EEEEEEEEEEEEEEEEEN.

Arrangements during notice period

When an employee is under notice, the relationship suffers, s s s s e e m.
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER.

Procedure after termination
Substantial deletion may be appropriate for some employees

Care should be taken in looking to future to consider what this employee
mightbedoinginamatter s s s s e e e EEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEER . EEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEE EEEEEEEEEEEEETR
EEEEEEEEEEEEE . EEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEE NN . EEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR
HENE.

Summary termination

At Net Lawman we hate lists inlegaldocumentS. s s s s e e e e e e e EE N
II,IIIIIIIIIIIIIIIIIIII“IIIIIIIIIIIIIIII
Illl”,IlllIlIIIIIIIIIIIIIIIIIIIIIIIIIIII
EEEEEEEEEEEEEEEEEERE.
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Despite this precise list, it is still essential to investigate in accordance with
your disciplinary policy. ltisimportant s s s s s s s s EEEEEEEEEEEE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE.EBN
EEEEEEEEEEEEEEENEER EEEEEEEEEEEEEEEEEEETSRm
EEEEEEEEEEER . EEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEED EEEEEEEEEEETSR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEHR
EEEEEN.

26. Reconstruction or amalgamation
ThSEEEEEEEEEEEN EEEEEEEENEENEEENENN.
27. Miscellaneous matters

A number of technicallyimportani s s s s s s s s s EEEEEEEEEEEER
EEEEEEEEEESEEEEEEEEEEEEEEEEEENEEEEEEEENEN
EEEEEEEN.

Rights of Third Parties ACt - s e s e e EEEEEEEEEEEEEEEEEEER
EEE EEEEEEEEEEEEEEEEENEEEEEEEENEEENEEEN
EEEEEEEEN.

Schedule 1

Attach a sheet which comprises the detailed job description. YOUs s m m m =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE.
EEEEEEEEEEEEEEEEEEEEEEEEEEEN  EEEEEEEEETSR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETERE
EEEEEEEEEEEEEEEEEEEEEEEEEEERE

Schedule 2
Pal"agraphlIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII.
1. Definitions

BasiCE e EEEEEEEEEEEEEEEEN EEEEEEEEEEEEEER
EEEEN.

2. Data protection
AEEEEEEEN . EEEEEEEEEEEEEEEEENEEN.

3. Legal basis of processing
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The Act allows a person or businesstoproceSSEEEEEEEEEEEEEE N
EEEEEEEEEEEEEEEEEEEEEEEEEESEEEEEEEEEEEEN
EEEEEEEEEn , s’ (eeEEEEEn"'enEn"emEn"’
EEEn’)EEEEEEEN:

e Oneorbothof e EEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN.

o Lesscommonly,somelIIIIIIIIIIIIIIIIIIIIIIIII
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR
n.

Where the data subject is an employee the most obvious basis s s s s m m =
EEEEEEEEEEEEE ' EEEEEEE N EEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEESEEEEEEEEEEEENEN
. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEENEEN,

You must make sure that when you ask specificallyforamm s , s s s s mnn
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR
EEEEEEEEEEEEEEEEEEEEEEEEEE . EEEEEEEEEEETSR
EEEEEEEEEEEEEENEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEER.

Change in the legal basis of processing
YOUIIIIIIIIIIII.IIIIIIIIIIIIIIII.
Disclosure and/ or sharing of personal data

You must say who gets to see oruse youremployee€’' S s s s e e e m . e n m
EEEEEEEEEEEEEEEEE ‘EEEEEEEE EEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENENEEEN
EEEEEEEEENEEEEEEENN.

Access to personal data

The Act provides that a data subjecthaS s s s s s s s EEEEEEEEEEER
EEEEEEEEEEEEEEEEN, S EEEEEEEEEEEEEEEEEEEN
EEEEEE NN EEEEEEEEEE NN NN NN EEEEEEEN
EEEEEEEEEEEEEEEN.

Removal of information

YoushoUlUE E EEEEEEEEEEEEEEEEES EEEEENEEEEEENENR
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8. Who handles your data

ThisparagraphsetfS s s s s s s s EEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEN.

lnanycase,youmuSi s s e s E EEEEE EEEEEEEEEEEEEEEENER
EEEEEEEEEEEEEEEN, EEEEEEEEEEEEEEEN EEEEEEN
EEEEEEEEEEEEEEEENNEEN.

Notes to the Appendix to the Schedule

We have separated these provisions intoanappendix s s s s s s s e EEm ®
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN . EBN
HEE , EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEEER.

The appendixissimplyyour s s s s, se s eSS EEEEEEEEEEEEEEN
, AN EEEEEEE SN NSNS EEEEEEEEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEN.

Thepurpose Of EE EE EEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN.

WehavegivenyOUR E e E S EEEEEEEESEEEEEEN EEEEEEEEN
EEEEEEEEEEEEEEEEEEENEEEEEEEENEEEEEEN.

MakelllIllllllllllllllllllll,Illllllllll

The third numbered heading is unlikely torequire edit s s s s e e e e e E E N
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR
EEEEEEEEEEEEEEEEEEEEEEEEE . EEEEEEEEEEEETSR
EEEEEEE-EEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
u .

Basic UK law relating to limitaton s s s s s s s s s s s s s , seEEm
EEE, EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEENN.

End of notes
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