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Visible Goal Limited cannot accept responsibility for the use of this generic template in any particular situation. It is the user’s sole responsibility to satisfy themselves that it (including any amendments) is wholly suitable for their particular proposed use.
Private and Confidential

FirstName LastName

Number&Street

Suburb

City

PostCode

Date 20xx

Offer of [if applicable:] fixed-term [(] employment

Dear FirstName,

I am delighted to confirm our offer of [if applicable:] fixed-term [(] employment with CompanyLegalEntityName as JobTitle, DivisionName on the terms and conditions set out in the attached contract of employment.

This offer is conditional upon:

· the receipt of satisfactory references and verification of the accuracy of information you have provided us in support of your application (The Company use a screening and reference checking agency). Please complete the online application form (details given in the enclosed information sheet) no later than DeadlineDate [normally two weeks].
· The receipt no later than DeadlineDate of one signed copy of your Contract, completed Personal Information and Bank Details forms. and (at this stage) a photocopy of your evidence of your right to work in the UK (usually your Passport).

We hope you will decide to accept this offer and we look forward to you joining TheCompany.

Yours sincerely

HumanResourcesName

Human Resources Title

Contract of employment

This contract meets the requirement for a principal statement of terms and conditions of employment as required by the Employment Rights Act 1996. 
1. Parties

· This contract of employment is between you, FirstName LastName (the Employee) and CompanyLegalEntityName (the "Company").

· [For large companies:] In this contract of employment, references to "Group Company" mean the Company, its parent, subsidiaries, any associated companies and your division DivisionName.
2. The position

· You will hold the position of JobTitle, DivisionName, currently reporting to ManagersName, JobTitleOfManager.
· With reasonable notice, the Company may require you to undertake such other additional or different duties, commensurate with your capabilities and level in the Company. This may require a reasonable change in reporting line or structure.
· You will diligently carry out your duties, to use your best efforts to fulfil your role and responsibilities and to promote the best interests of the Company. 

Duration of Employment

3. Commencement of employment
· Your employment with the Company [Either:] began on DayMonthYear. [Or:] will begin on DayMonthYear. [Or:] will begin on a date to be agreed.
· [Either:] This is the start date of your period of continuous service. [Or:] Your Prior service with CompanyLegalEntityName counts as continued service and your date of continuous service is therefore Date. 
· Any service rendered by you previously either as a contractor, agent, seasonal worker or contract staff worker does not count towards your continuity of employment with the Company.
4. Probationary period

· Your ongoing employment is subject to successfully completing a probationary period of 6 months. This period may be extended by further periods if considered necessary by the Company, up to the one year anniversary of joining. 
· During the probationary period employment may be terminated by either party, by giving one month’s notice (or payment in lieu of notice).
· If your employment reaches the one year anniversary of joining, without any formal record of having successfully completed your probation being made, or without already being under notice, then your probationary period is automatically deemed to have been successfully completed.

5. Length of employment
· [for a Fixed Term contract:] This contract of fixed term employment is for a period of LengthOfTime and will continue until DayMonthYear, unless otherwise terminated before that date under notice or under another fair reason for termination.
· If no other changes or extensions are mutually agreed on or prior to DayMonthYear this contract will automatically terminate on that date.
· [for a ‘permanent’ contract:] This contract of employment has no defined end date (colloquially known as a ‘permanent’ contract) and will continue until otherwise terminated under notice, retirement or under another fair reason for termination.
6. Notice Period

· [Either (for most):] The period of written notice required from you, to terminate your employment is one month.  

· The notice period from the Company to terminate your employment will be as follows: 
a) Prior to the 5th anniversary of joining, notice will be one month.
b) From the 5th anniversary of joining onwards, notice will be one week for every complete year of service up to a maximum of 12 weeks notice. [(]
· [Or (for the most senior):] The notice period from you and from the Company to terminate your employment will be three months (except during the probationary period, when this notice will be one month from either party). [(]
· The Company may in its discretion make a payment of your basic salary in lieu of the above notice entitlement or any part of the notice entitlement.

· During any period of notice prior to termination the Company may, in its discretion, require you not to work (colloquially known as ‘garden leave’) or to vary your duties.  During any such period, you will continue to receive your contractual benefits and you remain bound by all your contractual terms and conditions.
7. Misconduct or fundamental breach

· If the Company has reasonable grounds to believe you are guilty of gross misconduct, gross negligence or any other fundamental breach of your obligations to the Company, then your employment may be terminated without notice. 

8. Retirement

· The Normal Retirement age of the Company, is age 65. Unless alternative arrangements have been made for earlier or later retirement, your contract of employment will automatically terminate on your 65th birthday.

· Your retirement date is not affected by your membership (or non-membership) of the Company Pension Scheme. 

Compensation

9. Pay
· Your pay will be based up an annual salary of £00,000.
· Salaries are paid on or about the DateNumber of each month directly into your bank account. If the normal pay date falls on a weekend or Bank Holiday, payment will be on the last working day before this. 
· For the purpose of pay calculations, there are 260 working days per year. 
· You agree that any money owed to the Company in respect of your employment may be deducted from your salary or from any other payments due to you. Such deductions can include recovery of overpayment in error, deductions set against advances, deductions for excess holiday taken, or recovery of the cost of damage to Group Company' property caused by you.

· The Company’s normal salary review date is Date Month. Your salary will normally be reviewed on the next Date Month following your successful probationary completion and then normally on the Date Month, each year.

· A review of your salary is no guarantee of an increase, as increases are determined by reasonable management discretion based on your merit and performance.

10. Bonus

· [Option A:] You are eligible to participate in an Annual Bonus Plan for 20xx, full details of which will be given to you upon joining.
· [Option B:] You are eligible to participate in an Annual Bonus Plan for 20xx, full details of which will be given to you upon joining. This bonus plan is payable annually on a base of Percentage% of gross per annum basic salary.  This percentage is linked to various factors, for example, your performance as an individual and the Company’s performance as a whole and as such may vary. 

· [Option C:] You are eligible to participate in a Sales Bonus Plan for 20xx, full details of which will be given to you upon joining.
· [Option D:] You are eligible to participate in a Sales Bonus Plan for 20xx, full details of which will be given to you upon joining. During the first x months you will receive a guarantee of £$xx,xxx.  This will be paid on a monthly basis and offset against any commission earned in the first year.
· Any bonus element which is reliant upon a target being achieved or a goal being met within a defined time-period, will be honoured so long as you remain in employment on the last day of the bonus period (which may be a month, quarter or year, as appropriate).

· Any bonus element which is due to be paid on a discretionary basis or paid in lieu of a target or goal that was not fully achieved, will be forfeited in the event that employment is terminated by the Company before the payment of that bonus element for reasons of conduct or capability, or in the event of you giving notice. This forfeiture applies even if your employment within the bonus period (which may be a month, quarter or year, as appropriate) has been met.

· Bonus payments are taxable, but non-pensionable. 
· The Company reserves the right to alter the calculation and/or terms of any Bonus Plan from time to time with a minimum of one month's notice to you. Please refer to the Bonus Plan documents for further details.

· Bonus plan are issued on an annual basis and are applicable only during the calendar year in which they are issued.
11. Car Allowance
· You are eligible to receive the benefit of a company car allowance.  This allowance is £CarAllowanceFigure per annum and will be paid monthly along with your salary. This allowance is subject to tax and National Insurance but is not pensionable.

Location and timing of work
12. Place of Work

· You will be required to work at the Group Company's premises located at:

· [Site name:] Address, Address, PostCode
· [Site name:] Address, Address, PostCode
· [Site name:] Address, Address, PostCode
· You may also be required to be based at other premises within a [Either:] five/ten/twenty mile radius of the above premises, as the Company may from time to time request.

· [Either:] Some UK and international travel may be required.  Your acceptance of your contract is your representation to us that you are unaware of anything that would prevent you from either obtaining work papers or travelling. [Or:] You may be required to travel extensively to the locations supported from this office (i.e. Location, Location, Location). The acceptance of your contract is your representation to us that you are unaware of anything that would prevent you from either obtaining work papers or travelling.

· You will not be required to work outside the UK for continuous periods of one month or more unless within the context of an agreed and documented assignment. 
13. Hours of Work

· [Either (for most):] Your normal hours of work are NumberHours hours per week, worked between Time and Time, Monday to Friday with one hour for lunch. 
[Or:] CompanyLegalEntityName operates Shift patterns. You may be required to work a Shift patterns, even if you are not required to do so at the time of joining. Further details will be given to you on joining.
· Your actual hours may vary with the requirements of your position, and if appropriate, you will be advised of the hours of work that apply to you.
· When it is necessary to complete the Company's daily business, to meet deadlines, or to maintain services on behalf of the Company or its clients, you will be expected to work such additional hours as may be required.  
· You are not eligible for overtime payment.  
· By management arrangement you may agree ‘Time Off In Lieu’ days on the basis of equivalent time for weekend or bank holiday days worked.

· The Working Time Regulations provide that your average working hours must not exceed 48 hours per week, measured as an average over a period of 17 weeks. CompanyLegalEntityName does not encourage working hours beyond this amount unless under your own discretion as an autonomous or executive employee.
14. Holiday Entitlement

· The Company's holiday year runs from 1st January to 31st December. 
· [Either (for most):] In addition to 8 UK public holidays, your annual holiday entitlement will be 25 days. [Or:] For Shift Workers, Bank Holidays are treated as part of the normal working pattern. Holiday in lieu of 8 bank holidays has been included in your total annual holiday entitlement of 33 days. [(]
· Your initial holiday entitlement will be pro-rated from your date of joining.

· If you leave the Company during the holiday year, your entitlement for that year is pro-rated against the portion of the year worked, rounded up or down to the nearest half day.

· If on leaving you have not taken all of your earned entitlement you will receive payment in lieu of the outstanding days. If you have exceeded your entitlement, a deduction of pay for the excess will be made from your final pay. The company reserves the right to require you to take outstanding holiday entitlement during your notice period prior to termination.

· Holiday entitlement does not carry forward from one calendar year to the next. You are expected to manage your entitlement so that it is used within the calendar year and reasonably fits in with the requirements of colleagues and the Business. The Company does not make payment in lieu of holiday not taken 

· With the above paragraph above in mind, line managers may agree in exceptional circumstances, and for business reasons, up to five days carry-over into the first quarter of the following year. It is an explicit condition that no financial liability will exist for these carry-over days in the event that notice is given (by either party) of you leaving the company or transferring to another division.

· Before any holiday entitlement is taken, you must apply to your Manager for approval and comply with all other rules as set out in the Annual Leave Policy. The Company reserves the right to withdraw approval for any periods of holiday already requested, in the event that you give notice.

· The Company reserves the right to alter the terms of the Annual Leave Policy from time to time.

· A day's pay for these calculations is your annual salary divided by 260.

Protective covenants

In the following clauses relating to protective covenants:
· The covenants in this section are for the benefit of the Company itself (and as trustee for each other Group Company). References to the Company or Group Company include its successors in business if the succession occurs after the Termination Date.
· Each of the restrictions in each paragraph or sub-clause below are enforceable independently of each of the others and its validity is not affected if any of the others is invalid.  If any of those restrictions is void but would be valid if some part of the restriction (including part of any of the definitions) were deleted, the restriction in question applies with such modification as may be necessary to make it valid.

· You acknowledge that your position with the Company gives you access to and the benefit of confidential information vital to the continuing business of the Group Company and influence over and connection with the Group Company's customers, suppliers, distributors, agents, employees, workers, consultants and directors in or with which you are engaged or in contact and acknowledges and agree that the provisions of this clause is reasonable in their application to you and necessary but no more than sufficient to protect the interests of the Group Company.

· If any person, during the course of your employment or any period during which the covenants in this clause apply, offers to you any arrangement or contract which might or would cause you to breach any of the covenants, you will notify that person of the terms of this clause.
15. Non-competition

· You covenant with the Company that you will not for a period of 6 months after the Termination Date carry out competitive activities in any business which is competitive or likely to be competitive with any business in which you were actively involved during the 12 months prior to the termination of your employment, and which is carried out by the Company or another Group Company at the Termination Date.  
· For the avoidance of doubt, this covenant does not restrict you from joining or being concerned in a competitive business, so long as you do not carry out activities that specifically compete with specific pieces of work or tenders for such work, that you were involved in with the Company during the 12 months prior to your termination.
· For this purpose, you are concerned in a business if:
a) you carry it on as principal or agent; or

b) you are a partner, director, employee, secondee, consultant or agent in, of or to any person who carries on the business; or

c) you have any direct or indirect financial interest (as a shareholder or otherwise) in any person who carries on the business; or

d) you are a partner, director, employee, secondee, consultant or agent in, of or to any person who has a direct or indirect financial interest (as shareholder or otherwise) in any person who carries on the business,

16. Non-solicitation

· You covenant with the Company that you will not directly or indirectly on your own account or on behalf of or in conjunction with any person for a period of 6 months after the Termination Date (except on behalf of the Group Company): Canvass or solicit business or custom for services similar to those being provided by the Company at the Termination Date, and with which services you were actively involved in the course of your employment during the Relevant Period, from any person who has been at any time during the Relevant Period a customer or client of the Group Company  with whom you were actively involved in the course of your employment during the 12 months prior to your termination date.
· You covenant with the Company that you will not directly or indirectly on your own account or on behalf of or in conjunction with any person for a period of 6 months after the Termination Date induce or attempt to induce any supplier of the Group Company or distributor of the Group Company's products with whom you were actively involved in the course of your employment during the Relevant Period, to cease to supply, or to restrict or vary the terms of supply to, the Group Company or to cease to distribute any of the Group Company's products or restrict or vary the terms of the distributorship or otherwise interfere with the relationship between a supplier or distributor and the Group Company.

17. No-poaching

· You covenant with the Company that you will not directly or indirectly on your own account or on behalf of or in conjunction with any person for a period of 12 months after the Termination Date induce or attempt to induce any employee to whom this subclause applies to leave the employment of the Company or any Group Company (whether or not this would be a breach of contract by the employee).  

· This clause applies to any employee of the Group Company with whom you have had material dealings in the course of your employment during the Relevant Period; and,

a) who is employed wholly or mainly in a senior or client facing capacity;  or

b) whose departure from the Company would cause significant detriment to the Company's legitimate business interests, either because of their experience, skills or contacts or because they are one of several employees leaving the Company to join the same company.

18. 
Confidential Information

· You covenant with the Company to respect confidential information as follows:

· You must not make use of or divulge to any person, and must use your best endeavours to prevent the use, publication or disclosure of, any information of a confidential or secret nature:

a) concerning the business of the Group Company which comes to your knowledge during the course of or in connection with your employment or your holding any office within the Group Company and from any source within the Group Company; or

b) concerning the business of any person having dealings with the Group Company and which is obtained directly or indirectly in circumstances in which the Group Company is subject to a duty of confidentiality in relation to that information.

· This clause does not apply to information which:

a) is used or disclosed in either the proper performance of your duties or with the prior written consent of the Group Company;

b) is or comes to be in the public domain (except as a result of your breach of confidentiality); or

c) is ordered to be disclosed by a court of competent jurisdiction or otherwise required to be disclosed by law.

· This clause continues to apply after the termination of your employment (whether terminated lawfully or not) without limit of time.

19. Intellectual Property

· For purposes of this agreement, the following definitions apply:

a) Intellectual Property Rights means (i) copyright, patents, know-how, confidential information, database rights, and rights in trademarks and designs (whether registered or unregistered), (ii) applications for registration, and the right to apply for registration, for any of the same, and (iii) all other intellectual property rights and equivalent or similar forms of protection existing anywhere in the world;

b) IP Materials means all documents, software, photographic or graphic works of any type, and other materials in any medium or format which are created by or on behalf of you in the course of performing your obligations under this agreement and which are protected by or relate to Intellectual Property Rights.

· To the extent that ownership of Intellectual Property Rights does not vest in the Company by operation of law, you hereby assign to the Group Company all Intellectual Property Rights that arise in the course of performing your obligations under this agreement (including all present and future copyright, and copyright revivals and extensions).  This assignment shall take effect upon the creation of each of the Intellectual Property Rights.

· You agree to sign all documents and do all other acts which the Group Company requests (at its expense) to enable the Group Company to enjoy the full benefit of this clause.  This includes joining in any application, which may be made by the Company's sole name for registration of any Intellectual Property Rights (such as a patent, trademark or registered design).
· You may only use the Intellectual Property Rights and IP Materials to perform your obligations under this agreement, and shall not disclose any Intellectual Property Rights or IP Materials to any third party without the express prior written consent of the Company.

· You waive all moral rights in IP Materials to which you would otherwise be entitled under the law of any relevant jurisdiction.

· You shall immediately transfer to the Group Company all IP Materials in your possession or under your control when this agreement expires or terminates for any reason, or at any time when the Group Company requests transfer.  No copies or other record of any IP Materials may be retained by you except with the prior written consent of the Company.

· This clause shall survive expiry of this agreement, or its termination for any reason.

Benefits

The Company reserves the right to vary, or withdraw any of the Benefit Schemes listed. These benefits are therefore not contractual. Such variations or withdrawals will only made in response to business circumstances and will not be made on an individual basis.

You will need to complete applications to join the scheme, scheme, and scheme, which are taxable benefits. The company shall not have any liability to pay or make-good any shortfall in either provision or benefit resulting from an employee’s omission to apply for or to complete relevant paperwork, or resulting from the variation or withdrawal of any of the schemes listed.
20. Health Insurance

· Subject to your eligibility, you are offered free of charge coverage of the following health benefits ("Schemes"):

a) Medical Insurance
b) Other medical Insurance
· Coverage is subject to the rules of those Schemes and your compliance with all the requirements of the relevant insurer.  
· The Company shall not have any liability to pay any benefits under the Schemes (if not paid directly by the insurer) unless and until the Company receives the payments from the relevant insurer.  
21. Permanent Health Insurance
· Subject to your eligibility, you are offered free of charge coverage under the Permanent Health Insurance scheme.

· Eligibility begins upon successfully completing your probationary period and being in ‘permanent’ (not fixed term) employment.

· If you have qualifying eligibility, you may be eligible to claim under the PHI scheme, subject to certain criteria, including but not limited to, being aged between 16 & 65, being in ‘permanent’ employment with the Company and having completed probation.

· If the state incapacity benefit is higher than your earnings then you will not be able to make a claim and receive this benefit.  
· Any payments under the scheme are subject to approval by the Insurer’s and to your continued employment with the Company.  
22. Travel Insurance
· Subject to your eligibility, you are offered free of charge single business and personal cover under the Travel Insurance scheme.

· Any payments under the scheme are subject to approval by the Insurer’s and to your continued employment with the Company.  
23. Life Assurance

· Life Assurance Benefit of four times your annual basic salary (up to the earnings cap) is payable to your beneficiary(ies) should you die whilst in the service of the company, subject to certain criteria.

· Employees exceeding the age of 65, who remain in our employment, may be required to provide full medical evidence in order to continue to benefit from this scheme.  
· Payments under the scheme are at all times subject to approval by the Trustees
24. Pension Scheme

· Subject to your eligibility and the rules of the Pension Scheme, you will be eligible to join the Scheme with effect from your commencement date.  The Pension Scheme is non contributory and the Company will contribute Percentage% of your annual basic salary into the Pension Scheme.  

· The Company reserves the right to vary, amend, and withdraw the Pension Scheme at any time.
· The pension scheme is contracted in to the State Second Pension Scheme and National Insurance contributions are payable accordingly.
· You must notify Human Resources within 21 days of joining of your decision to either join or not join the Pension Scheme. The company shall not have any liability to pay or make-good any shortfall in either provision or benefit resulting from an employee’s omission to apply for or to complete relevant paperwork.
25. Childcare Vouchers
· The company offer Childcare vouchers. Please ask for further details if you are interested in utilising this benefit.
[(] Expatriate assignment terms [Applicable to assignments only]
26. Assignment duration

· Your assignment in the country is expected to be of DurationYears duration. Commencing on the StartDate and ending on the EndDate.
· For the purposes of this assignment, your home country is CountryName, and your host country is the UK.
27. Notional salary

· To maintain salary parity with your home country, your home country notional salary is CurrencyNotionalSalary.

· If your host country salary changes by any percentage, then your notional salary will also be adjusted by an equivalent percentage appropriate to your home country.

· Upon return to your home country, it will be the notional salary that will be used to determine your ongoing home country salary.
28. Relocation expenses
· The Company will pay your reasonable moving expenses to relocate from CountryName to the UK.  Please discuss these costs with Human Resources.

· To assist you with your general moving and resettlement expenses, you will be paid upon transfer, one month’s pay (£xx,xxx) less tax and National Insurance. You may claim up to £8,000 tax-free relocation expense as part of your transfer.
29. Rental

· You may stay in a company approved hotel for the first 4 weeks of your assignment.
· Thereafter you will receive a housing allowance of £x,xxx per month for the duration of the assignment.
30. Return flights
· You shall be entitled to two economy class return flights to your home country, annually. 

31. Repatriation
· Upon the end of your assignment, you will be repatriated to your home country, receiving paid reasonable moving expenses and another resettlement payment.

· Any outcomes relating to your employment, or otherwise, in your home country and covered under the jurisdiction of your home country employment contract, and employment law in your home country.

· If you resign from your employment while on assignment, you forfeit any repatriation benefits. If you resign within 1 year of transferring from your home country, then you agree to re-pay to the Company, on a pro-rata basis, the moving and resettlement costs.

[(]
Policies and Procedures

The Company has various policies and procedures. These are referred to in this contract and elsewhere. While these policies and procedures are not contractual (unless otherwise indicated), you have a duty to keep yourself familiarised with them and to reasonably comply with them. Policies and procedures may vary from time to time in line with business and legal circumstances.
Particularly upon joining, you must familiarise yourself with the policies mentioned below. Please raise any questions you have with Human Resources.

32. Data protection and transfer
· You agree that, for purposes of performing this agreement, providing other benefits connected with your employment, and for employee administration, the Company will be processing personal data and sensitive personal data concerning you as such terms are defined in the Data Protection Act 1998.  
· If your circumstances change you should inform Human Resources as soon as possible so that your information remains accurate.
· You understand that the Company may need to transmit this information to other group companies and to third parties (such as providers of benefits made available to you by the Company, insurers, pension Scheme trustees and banks).  You also understand that this information may need to be transmitted by the Company to other countries, including the United States of America, for such purposes. By accepting this contract of employment you hereby agree to the processing, disclosing and transmitting of such information as described.
33. Relations with media

· You are not authorised to give any statements (either formal or informal) to the press or media, without the approval of the Marketing Director.

· Refer any direct approaches from the press or media, directly to the Marketing Director.

34. Employee Monitoring 

· The Company reserves the right to monitor IT usage including, but not limited to, your e-mail and internet activity.  You will be expected to fully comply with the Company's Information Security policies and procedures.  From time to time, the Company may change existing rules or introduce new ones that you will be informed of and expected to comply with. 

35. Personal Search
· The Company reserves the right for authorised officers to carry out a personal search when entering or leaving the Company premises, including a search of your desk, storage space, any packages, containers or bags that you may have and/or a search of your vehicle. Such authorised officers will provide adequate identification of their status as search officers and personal searches will be conducted in privacy and by an officer of the same sex as you.  You have the right to request the presence of an independent witness.

36. Exclusivity of Service

· To avoid any conflict of interest, or adverse affect on your performance, the Company expects to receive the exclusive use of your services during the term of your employment contract.
· You should not carry out work, either for personal gain or for the benefit of another person or company without the Company's prior written consent. The Company will not unreasonably withhold such consent, but if you are found to be engaging in undisclosed activities that are presenting a conflict of interests or are adversely affecting your performance, then this failure to obtain consent may be considered a disciplinary matter and may potentially result in your dismissal.
· In any instances where consent is given, you shall not use any of the facilities, goods or services of the Company in connection with the external work unless specific authority to do so is given by the Company.

· This permission may be withdrawn if circumstances change and the individual’s ability to conduct their job is then compromised, a conflict of interest arises or some other substantial reason exists that makes the continuation of such external work untenable to the Company.
· Under Working Time Regulations, your average working hours (in all your working activities) must not exceed 48 hours per week, measured as an average over a period of 17 weeks. You must alert the Company if any additional work activities compromise this total. In order to retain the Company’s consent for your additional work, you may be required to ‘opt-out’ of the 48hours limit, in writing.

37. Sickness Absence

· If you are absent from work you must inform your Manager as early as possible on the first day of absence (and at least within 1 hour of your normal start-time.

· During absence for illness (including absence due to injury or other disability) you will be entitled to receive a sick pay allowance in accordance with, and subject to, the provisions set out in the Company’s Sickness Absence and Pay Policy and Procedure.

· After 4 periods or 12 days or sickness in any calendar year, you will be liable to a higher level of sickness enquiry from the Company, which may involve ‘return to work’ interviews, Occupation Health assessment and possible withdrawal of Company sick pay.

· The receipt of sick pay does not guarantee you continued employment with the Company e.g. if dismissal were to occur, in line with the relevant Company Policy/Procedure.

· The Company reserves the right to alter the terms of the Sickness Absence and Pay Policy and Procedure from time to time with a minimum of one month's notice to you.

38. Disciplinary Procedure

· Details of the Company's Disciplinary procedure are available from Human Resources and are posted on the Company intranet.
· During any disciplinary process you may be invited to, you have the right to be accompanied by a colleague (or Union representative if applicable, and you will have access to an appeal procedure.
· The Disciplinary procedure is not contractual, but meets statutory requirements. The Company reserves the right to alter the terms of the Disciplinary procedure from time to time.
39. Grievance Procedure

· If you have any complaint in relation to your employment, you should raise the matter, either informally or in writing, initially with your manager or the Human Resources Manager. Details of the Company's Grievance procedure are available from Human Resources and are posted on the Company intranet.
· During any grievance process, you have the right to be accompanied by a colleague (or Union representative if applicable, and you will have access to an appeal procedure.

· The Grievance procedure is not contractual, but meets statutory requirements. The Company reserves the right to alter the terms of the Grievance procedure from time to time.
40. Health and Safety

· Various rules exist for the effective and safe operation of the Company’s business and the welfare and interest of those who work for it and of contractors and visitors.

· A copy of the Health and Safety policy and rules is available upon joining. You are required to comply strictly with all regulations in respect of health and safety. You must co-operate with anyone designated by the Company to carry out activities aimed at securing the objectives of health and safety legislation.

· If you consider a situation dangerous or potentially hazardous, you must inform the Facilities Manager or Human Resources at once.  

· From time to time, the Company may change existing rules or introduce new ones that you will be informed of and expected to comply with.
41. Car Use

· Regardless of whether you are driving a Company Car, Rented vehicle, or your own personal vehicle, minimum health and safety standards apply to any business travel you engage in.

· Before embarking on any business journey, you must have a valid driving licence, and be driving a vehicle with valid MOT (if applicable) and with valid business insurance.

· You must drive with due care and attention, within the law.
· You must not make or accept ‘hand-held’ mobile phone calls when driving.

· If you make or accept ‘hands-free’ calls, you must tell the other party of your circumstances and be prepared to terminate the call if the traffic conditions, or the complexity of the call affect the safety of your driving.
42. Equal Opportunities

· The Company operates an equal opportunities policy in all aspects of recruitment and employment. This means that all job applicants and employees will receive equal treatment regardless of race, colour, religion, sex, ethnic origin, age, disability, marital status, sexual orientation or citizenship status. You are required to comply strictly with this policy.

43. Business Conduct
· The Company operates various policies relating to business conduct and employee practise. While these policies are not contractual (unless otherwise specified), you are required to reasonably comply with them. Breaches of the policy will be dealt with appropriately under the Company Disciplinary procedure.
44. Favouritism

· Employees are entitled to conduct their work in a professional environment without concern of favouritism.

· While employees are entitled to engage in personal relationships of their choice, for reasons of ethics and business integrity, it is not acceptable for an employee to report directly into, or to provide confidential business services to, another employee with whom they have a personal relationship.

· Human Resources will endeavour to resolve the potential conflict by working with those involved to mitigate that conflict.

· In the event that agreement cannot otherwise be reached about a suitable resolution, the default position is that it will be the senior of the employees involved that will be transferred or removed from the conflict situation.
45. Gratuities, Gifts and Hospitality
· It is important that high standards of integrity are maintained in all personal and business relationships. 

· You may not accept any gratuities, gifts or hospitality greater than of nominal value, or as customary in the course of normal business (such as a business lunch).

· Any potential conflicts with this policy must be raised with your line manager.
46. Business Expenses

· You are expected to exercise high standards of integrity when claiming business expenses. Any business expenses claims may require your further documentation and justification.

47. Personal property

· The Company does not accept any liability for any loss or damage to any personal property of the Employee.
48. Return of company property
· You are required, on the last day of your employment with the Company, to return to your Line Manager all or any Company property which may be in your possession, including, but not limited to, mobile telephone, laptop computer, company car, any documents or files, credit cards or keys that you may have.

· You acknowledge that failure to do so could entitle the Company to withhold payment of your final salary and/or any other monies payable to you or to deduct an amount equivalent to the cost of such property from such monies.  
· Also records, documents and other papers, including copies and summaries thereof, which pertain to the finance and administration of the Company and which are made or acquired by the Employee in the course of his or her employment shall be the property of the Company.  The copyright and all such original records, documents and papers shall at all times belong to the Company.
49. Collective Agreements

· There are no collective agreements in place relating to your employment.

50. Third party rights

· Other than any Group Company that is enforcing the benefits conferred on it by the obligations set out in the clauses relating to Confidentiality, Protective Covenants and Intellectual Property, a person who is not a party to this agreement may not enforce any of its terms under the Contracts (Rights of Third Parties) Act 1999.

51. Jurisdiction
· Your contract of employment will be subject to English law and you agree that any disputes relating to your employment or its termination will be determined by the courts of England/Wales
52. Amendments

· The company may make reasonable changes to this contract, subject to reasonable consultation. 
.
Signed................................................................     Dated..................................……..

HumanResourcesName, 

HumanResourcesTitle

for CompanyLegalEntityName

Signed................................................................     Dated..................................……..

EmployeeFirst&LastName

Expected start date

I can confirm my start date will be:                  …………………………….    
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