CONTRACT OF EMPLOYMENT

THIS AGREEMENT is made on the
year]

BETWEEN:
[Insert employer name], the "em
AND

[Insert employee's name], the "e

WHEREBY IT IS AGREED as follow

1.Interpretation

Unless the context otherwise admi
all other genders and words impo
vice versa.

2. Period of Service

The employee’s period of service
month] [insert year]. No employ
part of the period of continuous s

3. Job Title and Description
The employee will be employed b
employee's job title]. The employ
the following, [Insert a full descri
These duties may change and dev
reserves the right, upon giving re
perform other duties within the e




4. Place of Work

The employee shall work at the e
address] and at such other places
shall require and shall if required,
the employer now or in the future

5. Hours of Work

The employee's normal hours of
periods shall be as per Schedule 1
reasonable prior request by the e
outside his normal working hours,
meet the needs of the business wi
unless otherwise agreed. For the

be required to work in excess of t
Time Regulations 1998, unless ag

apply.

6. Probationary Period
The employee shall work for a tria
one month] and this shall be the

terminated by the employee or e

week] notice in writing at any tim
probationary period or by paymen
appropriate this probationary peri
employee in writing.

7. Salary

7.1 The employer shall pay the e
words and numbers, e.g. £20,000
[Specify - weekly in arrears/mont
day in the month, e.g. Friday of e
and subject to review according t
clause 8 below. There is however
the employee’s basic salary. Any

employee in writing.

7.2 An itemised pay statement of
be given at the time of payment.



8. Assessments
The employer will assess the empl
months] of his employment and t
months] thereafter.

9. Deductions
The employer reserves the right t
salary as follows:

9.1 Where the employer has over

9.2 Where the employer suffers |
instructions or exercise diligence.

9.3 If the employee causes dama
replacement or repair shall be ded

9.4 If the employee leaves the e
required notice the value of the e
deducted.

9.5 If the employee enters the e
the value of any loss will be dedu

9.6 When the employee leaves th
overpayments, advances and holi
pro rata allowance.

10. Expenses

Upon being presented with proof
incurred by him in performing his
amount of these expenses to him
month]. The employer will meet t

[Insert list of expenses that will b
accommodation]



11. Holidays
11.1 The holiday year shall run fr
[Insert month, e.g. August].

The employee shall be entitled ev

11.2 [Insert days, please note th
holiday per annum to be taken pr
employer and the employee prior

11.3 [Select one of the following

Bank and public holidays will be c
holiday entitlement.

OR

Bank and public holidays will be e
employee’s holiday entitlement.

11.4 Holidays are to be taken at
employer. The employee may not
subsequent year or receive paym
agreed in writing with the employ

11.5 The employer may at its dis
any outstanding holiday entitleme
affect a smooth handover or to fin
circumstances will be entitled to p
entitlement.

11.6 On termination of the emplo
rata payment in lieu of any unuse
the right to deduct payment for h
from the final payment of salary
clause 9.6.

12. Sickness and Disability
12.1 If and whenever the employ
performing his duties (absence) h
from his employment obtain a doc
absent.

12.2 The employee or someone o
name of person to be informed] o



possible, but in any event not late
working day.

12.3 [Select one of the following

During such absence the employe
of any statutory sick pay to which
Contributions Act 1992 (as amend

OR

During such absence the employe
will for any single year pay contra
e.g. specify a period from one we

OR

During such absence the employe
remuneration less the amount of
sickness benefit to which they ma
single year pay contractual sick p
a period from one week to twelve

12.4 For the purposes of calculati
will be [Insert normal workplace

12.5 Entitlement to payment is s
subsequent production of a doctor

13. Pension
[Select one of the following state

This employment carries pension
details of which can be found with
certificate is in force in respect of

OR

This employment carries pension
pension scheme, details of which

OR



This employment carries no pensi
applicable Social Security legislati
force in respect of this employme

14. Notice
14.1 Up to [Insert length of trial
employer will give one weeks' noti

14.2 Thereafter the employer will
from one week to six months] not
misconduct whereby the employe
misconduct shall be taken to inclu

a) Theft or attempted theft from
customers or any of the employer’

b) Fraud.

c) Causing malicious injury or mai
employees.

d) Rude offensive and threatenin
customers or employees.

e) Malicious damage to property.
) Breach of confidentiality.

g) Negligence resulting in serious
employer's clients, customers or e

h) Serious breaches of Health and

14.3 The employee shall at all ti
from one week to six months] pri
employment of his own volition.

14.4 Without prejudice to this cla
terminate the employment by pay
thereof.

14.5 If the employer requires the
workplace during the employee’s
to comply with any conditions laid



they will not be permitted to work
corporation during that time witho

15. Restrictive Covenants
15.1 The employee shall not duri
employment has terminated use o
the prior consent of the employer
or proprietary data concerning the|
employer or any of the employer’
by reason of his employment.

a) Confidential information or tra
be limited to: Technical, commerc
promotional information.

b) Proprietary data shall consist o
lists, pricing data, sources of supp
merchandising systems and plans.

15.2 The employee shall not duri
previous consent of the employer
directly or indirectly as an employ
or practise of a [Insert type of em
any employment related to such b

15.3 The employee shall not on hi
of any other persons for the perio
week and twelve months] followin
hereunder:

a) Practise as or do the work of a
Representative] in any place withi
any of the employer's offices.

b) Offer employment or seek to e
from the employment of the empl

c) Solicit within England instructio
corporation who are or were a clie
[Insert time period, e.g. six mont
employment by the employer.

15.4 The employee shall not for a
one week and twelve months] foll
howsoever arising, enter in to par



for provision of services as a [Ins
Representative] with any person
months] prior to such termination

15.5 Reference to clients in this cl
employee or any company wholly
who was a personal friend of the
employment hereunder or any co
controlled by such a personal frie

15.6 The employee acknowledges
Agreement is likely to cause loss
the employer shall be entitled to
addition to any other available re

16. Grievance Procedure
The grievance procedure is as set
which will be supplied to the empl

17. Disciplinary Procedure
The disciplinary procedure is as se
which will be supplied to the empl

18. Severability
It is hereby declared that the fore
clauses of this Agreement shall be
other. Should any part of this Agr
clauses be found invalid it shall no|
paragraphs and clauses.

19. Prior Agreements
This Agreement sets out the entir
parties and is in substitution of an
between the employer and the em



20. Jurisdiction
This Agreement shall be construe
shall be subject to the exclusive j

21. Particulars of Employment
Schedule 2 of this Agreement sets
employment in accordance with th
Employment Rights Act 1996.

SCHEDULE 1

Employee's Working Week:
[Insert normal workplace working

Employee's Hours of Work:
[Insert below normal hours of wor

Monday:
Tuesday:
Wednesday:
Thursday:
Friday:
Saturday:
Sunday:

Employee's Hours of Lunch or Bre
[Insert below normal times of lun

Monday:
Tuesday:
Wednesday:
Thursday:
Friday:
Saturday:
Sunday:




SCHEDULE 2

Name of Employer:
[Insert employer name]

Address of Employer:
[Insert workplace address]

Name of Employee:
[Insert employee's name]

Address of Employee:
[Insert employee’s full address]

Dates of Employment:
[Insert employee’s start date]

AMPLIFICATION OF TERMS OF

Hours of Work & Lunch or Breaks:
Hours of work and lunch or break
Agreement.

Sickness or Injury:
The employee is entitled to be pai
accident in accordance with Claus

Pension:
This is in accordance with Clause

Remuneration:
The employee is entitled to remun

Notice:
The employee is entitled to notice

Job Title and Description:
This is in accordance with Clause




REQUIRED INFORMATION
The following information is suppli
1996 and reflects the employer's

Grievance Procedure:
The grievance procedure is set ou
provided to the employee on requ

Disciplinary Rules & Procedure:
The disciplinary rules and procedu
which will be provided to the empl

Appeals Procedure:
The appeals procedure is set out i
provided to the employee on requ

Pension:
[Select one of the following state

This employment carries pension
details of which can be found with
certificate is in force in respect of

OR

This employment carries pension
pension scheme, details of which

OR
This employment carries no pensi

applicable Social Security legislati
force in respect of this employme




SIGNED (for and on behalf of):
[Insert employer name]
[Insert name of person signing on

[Insert their position]

Signature:

SIGNED by the employee:
[Insert employee's name]

Signature:

(c) www.compactlaw.co.uk / all rights reserve




EXAMPLE AGREEMENT

CONTRACT OF EMPLOYMENT

THIS AGREEMENT is made on the
BETWEEN:

Acme Digital Partners, the "em
AND

John Brown, the "employee"

WHEREBY IT IS AGREED as follow

1.Interpretation

Unless the context otherwise admi
all other genders and words impo
vice versa.

2. Period of Service

The employee’s period of service
2002. No employment with a pre
period of continuous service.

3. Job Title

The employee will be employed b

Executive. The employee’s job d

following, to promote and sell t

Central and Greater London. T

time. Therefore the employer rese
notice, to require the employee to
capability.




4. Place of Work
The employee shall work at the e
London W2 8PP and at such oth
duties shall require and shall if re
held by the employer now or in th

5. Hours of Work

The employee's normal hours of
periods shall be as per Schedule 1
reasonable prior request by the e
outside his normal working hours,
meet the needs of the business wi
unless otherwise agreed. For the
be required to work in excess of t
Time Regulations 1998, unless ag

apply.

6. Probationary Period
The employee shall work for a tria
the probationary period. The empl
or employer on one weeks’ notic
immediate end of the probationar
the employer deems it appropriat
by giving notice to the employee i

7. Salary
7.1 The employer shall pay the e
Thousand Pounds per year, pai
every month and subject to revi
set out in clause 8 below. There is
increase in the employee’s basic s
to the employee in writing.

7.2 An itemised pay statement of
be given at the time of payment.



8. Assessments
The employer will assess the empl
employment and then every twel

9. Deductions
The employer reserves the right t
salary as follows:

9.1 Where the employer has over

9.2 Where the employer suffers |
instructions or exercise diligence.

9.3 If the employee causes dama
replacement or repair shall be ded

9.4 If the employee leaves the e
required notice the value of the e
deducted.

9.5 If the employee enters the e
the value of any loss will be dedu

9.6 When the employee leaves th
overpayments, advances and holi
pro rata allowance.

10. Expenses

Upon being presented with proof
incurred by him in performing his
amount of these expenses to him
meet the following expenses: Nor

11. Holidays
11.1 The holiday year shall run fr

The employee shall be entitled ev
11.2 Twenty-five days holiday p

be agreed between the employer
being taken.



11.3 Bank and public holidays
the employee’s holiday entitle

11.4 Holidays are to be taken at
employer. The employee may not
subsequent year or receive paym
agreed in writing with the employ

11.5 The employer may at its dis
any outstanding holiday entitleme
affect a smooth handover or to fin
circumstances will be entitled to p
entitlement.

11.6 On termination of the emplo
rata payment in lieu of any unuse
the right to deduct payment for h
from the final payment of salary
clause 9.6.

12. Sickness and Disability
12.1 If and whenever the employ
performing his duties (absence) h
from his employment obtain a doc
absent.

12.2 The employee or someone o
Smith of the reason for their abs
not later than 11am on the same

12.3 During such absence the
The employer will for any singl
period of six months.

12.4 For the purposes of calculati
will be Monday to Friday.

12.5 Entitlement to payment is s
subsequent production of a doctor



13. Pension
This employment carries pensi
scheme, details of which can b
contracting out certificate is in

14. Notice
14.1 Up to three months of serv
to the employee.

14.2 Thereafter the employer will
event of dismissal for gross misco
dismiss immediately. Gross misco
restricted to) the following:

a) Theft or attempted theft from
customers or any of the employer’

b) Fraud.

c) Causing malicious injury or mai
employees.

d) Rude offensive and threatenin
customers or employees.

e) Malicious damage to property.
) Breach of confidentiality.

g) Negligence resulting in serious
employer's clients, customers or e

h) Serious breaches of Health and

14.3 The employee shall at all ti
employer if leaving the employme

14.4 Without prejudice to this cla
terminate the employment by pay
thereof.

14.5 If the employer requires the
workplace during the employee’s
to comply with any conditions laid
they will not be permitted to work
corporation during that time witho



15. Restrictive Covenants
15.1 The employee shall not duri
employment has terminated use o
the prior consent of the employer
or proprietary data concerning the|
employer or any of the employer’
by reason of his employment.

a) Confidential information or tra
be limited to: Technical, commerc
promotional information.

b) Proprietary data shall consist o
lists, pricing data, sources of supp
merchandising systems and plans.

15.2 The employee shall not duri
previous consent of the employer
directly or indirectly as an employ
or practise of a Sales Executive
business or practise.

15.3 The employee shall not on hi
of any other persons for the perio
termination of his employment he

a) Practise as or do the work of a
miles of any of the employer's offi

b) Offer employment or seek to e
from the employment of the empl

c) Solicit within England instructio
corporation who are or were a clie
months prior to the termination
employer.

15.4 The employee shall not for a
termination of his employment, h
employment or other arrangemen
Executive with any person who
termination in the employ of the e

15.5 Reference to clients in this cl
employee or any company wholly



who was a personal friend of the
employment hereunder or any co
controlled by such a personal frie

15.6 The employee acknowledges
Agreement is likely to cause loss
the employer shall be entitled to
addition to any other available re

16. Grievance Procedure
The grievance procedure is as set
which will be supplied to the empl

17. Disciplinary Procedure
The disciplinary procedure is as se
which will be supplied to the empl

18. Severability
It is hereby declared that the fore
clauses of this Agreement shall be
other. Should any part of this Agr
clauses be found invalid it shall no|
paragraphs and clauses.

19. Prior Agreements
This Agreement sets out the entir
parties and is in substitution of an
between the employer and the em

20. Jurisdiction
This Agreement shall be construe
shall be subject to the exclusive j



21. Particulars of Employment
Schedule 2 of this Agreement sets
employment in accordance with th
Employment Rights Act 1996.

SCHEDULE 1

Employee's Working Week:
Monday to Friday.

Employee's Hours of Work:
Monday:

Tuesday: 9am — 3pm
Wednesday: 9am — 3pm
Thursday: 9am — 3pm
Friday:

Saturday:

Sunday:

Employee's Hours of Lunch or Bre
Monday:

Tuesday: 11lam — 11.45am
Wednesday: 11lam — 11.45am
Thursday: 11am — 11.45am
Friday:

Saturday:

Sunday:

SCHEDULE 2

Name of Employer:
Acme Digital Partners

Address of Employer:
45 Dover Street, London W2 8

Name of Employee:
John Brown

Address of Employee:
21b Golden Crescent, London




Dates of Employment:
6" day of November 2002

AMPLIFICATION OF TERMS OF

Hours of Work & Lunch or Breaks:
Hours of work and lunch or break
Agreement.

Sickness or Injury:
The employee is entitled to be pai
accident in accordance with Claus

Pension:
This is in accordance with Clause

Remuneration:
The employee is entitled to remun

Notice:
The employee is entitled to notice

Job Title and Description:
This is in accordance with Clause

REQUIRED INFORMATION
The following information is suppli
1996 and reflects the employer's

Grievance Procedure:
The grievance procedure is set ou
provided to the employee on requ

Disciplinary Rules & Procedure:
The disciplinary rules and procedu
which will be provided to the empl

Appeals Procedure:
The appeals procedure is set out i
provided to the employee on requ




Pension:

This employment carries pensi
scheme, details of which can b
contracting out certificate is in

SIGNED (for and on behalf of):
Acme Digital Partners
Peter R Jones

HR Director

Signature:

SIGNED by the employee:
John Brown

Signature:

(c) www.compactlaw.co.uk / all rights reserve




ADDITIONAL CLAUSES

[Please note that the number of t
only and is not intended to sugge
employment contract. These claus
contract.]

1. Conduct and Dress - Office
1.1 As an employee you are expe
the organisation’s reputation. All s
dressed appropriately for the wor
tidy appearance, there are no dire
male or female staff; however we
regarding your style of haircut. St
shoes, ideally in muted colours ap
policy is in place for any period or
that your appearance is casual, b
casual trousers and a shirt or blou
jeans, shorts, leggings or trainers

1.2 If for any reason you are una
code, for example due to religious
manager or the personnel / HR de

1.3 A breach of these rules may r

1. Organisation Uniform
1.1 As part of your employment y
uniform. Your uniform must be w

1.2 It is your responsibility to ens
times. You will be given a monthl

1.3 Your uniform should be worn
not be worn in conjunction with n
The organisation will issue you wit]
where required.

1.4 If for any reason you are una
code, for example due to religious
manager or the Personnel / HR de



1.5 A breach of these rules may r

1. Organisation Protective Clot
1.1 If your particular employment
protective clothing or equipment,
gloves, high-visibility jackets or v
Health & Safety Regulations this c
times directed by the organisation

1.2 A breach of Health & Safety R
action, which may include summa

1. Relationships within the Wo
1.1 The organisation deems it un
department or division within the
relationships. This is particularly t
senior than the other and may th
environment of the other junior p

1.2 Where a relationship between
division does occur, both parties
Personnel / HR department as soo
department will treat all such discl
parties within the relationship will
transfer of one or both parties to

1.3 Where re-deployment to anot
either or both parties and if after
situation have failed the organisat
notice or payment in lieu of notice
within the relationship.

1.4 As long as no other breach of
organisation will provide all reaso
whose employment has been ter
reference and offering assistance i
the organisation.

1.5 Please note a failure to report
department by the parties involve
in serious cases, include summary



1. Change of Personal Circums
1.1 As an employee you must inf
changes to your personal circums
following changes:

1.1.1 Home address or telephone
1.1.2 Next of kin contact details.
1.1.3 Marital status.

1.1.4 Dependents.

1.1.5 Bank or building society det
1.1.6 Additional qualifications.
1.1.7 All criminal convictions, no

1.1.8 Loss of driving licence or ad

1.1.9 Loss of all professional licen
your employment.

1.2 Before and after joining the o
details requested by the organisat
time they were provided. If the or
the case the organisation reserve
notice or payment in lieu of notice

1. Right to Search

1.1 As an employee you agree to
requested by the employer. Such
searches of personal items, includ
vehicles.

1.2 Personal searches of clothing
authorised by the employer. The s
employee and will be accompanie
organisation. All such personal se
room.



1.3 An employee who unreasonab
disciplinary proceedings.

1.4 Anyone found in unauthorised
property belonging to a third part
immediately suspended on full pa
organisation.

1.5 If after further investigation b
to have a reasonable explanation
organisation property or property
disciplined. In serious or persisten

1.6 The organisation also reserve
unauthorised possession of organi
third party.

1. Alternative Work / Second J
1.1 As an employee you are not p
undertake another job during you

1.2 If you wish to undertake anot
the prior written permission of the

1.3 Undertaking another job durin
fundamental breach of your empl

1.4 Undertaking another job durin
offence if the prior written permis
sought.

1.5 When considering a request t
the Personnel / HR department wi

1.5.1 Does the job compete direct
existing business?

1.5.2 Is their conflict of interest?

1.5.3 Will the job affect the emplo
organisation?



1. Intellectual Property Rights
1.1 Where the employee creates
which may be of benefit, to the e
immediately in writing and such ri
employer so far as the law allows.
into all documents and do whatev
rights for the employer. The empl

1.2 "Intellectual Property Rights"
registered and unregistered desig
other intellectual property rights t
registration of the same, confiden
each case registered or unregister

1. Corporate Entertainment
1.1 As an employee you must inf
of any offers of entertainment or
during the course of your employ

1.2 The Personnel / HR departme
days before you attend such even
offer an invitation to a third party.

1.3 All offers of entertainment or
offered by you must be reasonabl
The Personnel / HR department wi

1.4 The following types of enterta
from being offered or being accep

1.4.1 Adult entertainment, includi
of a sexually explicit nature.

1.4.2 Casinos, whether for gambili

1.4.3 Any form of entertainment t
jurisdiction in which it takes place
countries where it is prohibited fo

1.5 An employee may use their o
entertainment expenses. If a cred
obtained through either the Perso



department. Alternatively, employ
pockets may present valid VAT re
be reimbursed. The Accounts dep
cash for small amounts. Larger a
the end of the month with their s

1.6 A breach of these rules may |
serious cases, include summary di

1. Gifts and Benefits
1.1 As an employee you are not e
of any benefits or gifts of a signifi
organisation or contractors or sup
benefits or gifts of a relatively low
same third party.

1.2 Any benefits or gifts received
must be notified immediately in w

1.3 The Personnel / HR departme
any such benefits or gifts can be
accepted).

1.4 If the Personnel / HR departm
accepted the employee must com
or gift has already been accepted
reasonable steps to return it.

1.5 An employee should not acce
inducement for preferential treat
where a gift is of a low value and
inducement.

1.6 A breach of these rules may |
serious cases, include summary di



GRIEVANCE AND DISCIPLINA

This policy document applies to y
and address], the "Organisation”
be asked to work at from time to

GRIEVANCE PROCEDURE

1. Purpose and Scope
1.1 An "open door" policy is oper
concerning an employee's terms a
Employees are encouraged to disc
on an informal basis with their im
interview. The decision of any inte
is a risk of personal danger or a c

1.2 Decisions about what to do ca|
(if appropriate). If this is not possi
informal action inappropriate then
available to employees.

1.3 In the event that the grievanc
satisfied with the decision taken b
they may request in writing a me

1.4 The employee must set out hi
to their department head prior to
reasonable steps to attend the me

1.5 This meeting will normally be
7-21] working days of the request
accompanied by a work colleague

1.6 The complainant will be given
queries and agree with the depart
be supported during the investiga
proceedings. The department hea
with the complainant and these wi
person to receive notes].

1.7 [Insert name of person to rec
formal complaint has been made



investigation will decide whether |
contacted. All parties will be remi
confidentiality.

1.8 [Insert name of person to rec
appoint an appropriate member o
specify the time scale for the inve
investigation report must be prep
appropriate information regarding
investigation report [Insert name
determine if a disciplinary hearing

1.9 The complainant will be infor
or her complaint shortly after the
informed of the right to appeal th

1.10 In the event that the grieva
still not satisfied with the outcom
who will hear appeal] within [Inse
A meeting will normally be arrang
working days of the request and t
accompanied by a work colleague
The employer will inform the com
meeting.

DISCIPLINARY PROCEDURE

2. Purpose and Scope
2.1 The employer's policy and pro
employees. It is intended to set o
event of the employee's failure to
including conduct which the empl
breaches of the terms and conditi
employment.

2.2 The employer's aim is to enco
The employer may commence the
employee's conduct deems it nece
taken until the matter has been fu

2.3 At every stage employees will
made against them and to state t
accompanied by a work colleague
at disciplinary proceedings.



2.4 The employer will set out in w
characteristics or other circumsta
disciplinary action against the em

2.5 Employees also have the righ
disciplinary action as set out belo

3. The Procedure
3.1 Investigation - all disciplinary
[Insert name of first person to inv
complaint and if necessary take in
witnesses.

3.2 The employee will be invited t
a possible by [Insert name of first

3.3 The employee must take all r
to the meeting the employee will
in Clause 2.4.

3.4 The employee will be told wh
entitled to state his or her case. |
complaint] considers that it is not
procedure the matter will be discu
informal manner, with the employ
disciplinary action will be taken.

3.5 If following investigation [Ins
complaint] considers it appropriat
employee will be informed and wil
the complaint against them. The ¢
appeal against the decision.

3.6 The following formal disciplin
seriousness of the offence the pro
including summary dismissal.

3.7 Oral Warning - if it has been f
minor offence they will be given a
conduct may result in further disci
dismissal. The employee will be in
formal stage of the disciplinary pr
their personnel file. A note of the
employee's personnel file, but will
after [Insert time period, e.g. 3 m



satisfactory. However the employ
whole of the employee’'s disciplina
sanction. Minor offences should b
the following:

poor job performance or su
minor breaches of the terms
persistent lateness or absen
failure to maintain an accep
poor standard of hygiene.
minor harassment or bullyin

"0QO0 TP

In the case of any minor harassm
be asked to apologise to his or he
from the employer.

3.8 Written warning - if the offen
continues or is repeated or there i
employee will be interviewed and
him or her will be explained in full
investigate before written warning
employee will be given a formal w
or conduct does not improve duri
disciplinary action will be taken, w

A copy of this warning will be plac
be disregarded for disciplinary pur
months] months if their conduct i
reserves the right to take into acc
record in determining the appropr
to include (but not be restricted t

a negligence resulting in mino
b horseplay leading to loss, d
C. breaches of any health or s
d failure to follow instructions.
e breaches of confidence relati

3.9 Final written warning - if misc
written warning there is further m
nature) within the period stated, t
name of person who will investiga
will decide on the action to be tak
written warning, which will give d
that he or she will be dismissed if
copy of this warning will be placed
disregarded for disciplinary purpo



months] months if their conduct i
the employer reserves the right to
employer reserves the right to tak
disciplinary record in determining

3.10 Dismissal - if the employee's|
conduct is still unsatisfactory follo
employee still fails to reach the re
be dismissed, but only after consi
The decision to dismiss will be tak
who will decide on dismissal]. If t
provided as soon as reasonably p
dismissal. The employer however
including (but not limited to) tran
demotion.

4. Gross Misconduct
4.1 An employee accused or susp
on full pay whilst the employer in
will be required to attend a discipl
days, e.g. 7-21] working days of t
gross misconduct has occurred th
Gross misconduct includes (but is

a. Theft or intended theft from eit
customers or any of the employer?

b. Serious breach of confidentialit
obtained by the employee in the c

c. Rude, offensive or threatening
customers or employees.

d. Fraud or deliberate falsification

e. Fighting, assault or attempted
employer's clients customers or e

f. Serious harassment or bullying
g. Deliberate or malicious damage

h. Working under the influence of



i. Negligence resulting in serious |
employer's clients, customers or e

j. Discriminatory behaviour due to
based upon gender re-assignment
or customer of the employer or vi

k. Being charged with and/or con
opinion of the employer demonstr
with the employer.

l. Indecent or immoral behaviour.

m. Unauthorised absence from w

5. Suspension
5.1 If dismissal is being contempl
work on full pay whilst further inv
This suspension will last for no m
days initially, but may be renewe
employer. Any member of the e
decision to suspend an employee.

6. Appeals
6.1 If the employee is dissatisfied
he or she has been unjustly discip
stage of the formal disciplinary pr
appeal] in writing within [Insert n
the dismissal or other disciplinary

6.2 [Insert name of person to he
[Insert number of days, e.g. 7-30
grounds for appeal.

6.3 The employee will be invited t
all reasonable steps to attend.

6.4 The decision of [Insert name
form of the appeal will be at the d
appeal] and will depend on the di
appeal.



6.5 At the appeal any disciplinary
outcome of the appeal will be set

possible after the appeal has been
final.

7. Date of Implementation
This policy is effective from [Inser
that occurred prior to this date.

8. Questions
If you have any questions regardi
you, please consult [Insert manag

9. Alteration of this Policy
These guidelines will be subject to
be communicated to you by [Inse
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EXAMPLE DOCUMENT

GRIEVANCE AND DISCIPLINA

This policy document applies to y
45 Dover Street, London W2 8
organisation sites that you may b

GRIEVANCE PROCEDURE

1. Purpose and Scope
1.1 An "open door" policy is oper
concerning an employee's terms a
Employees are encouraged to disc
on an informal basis with their im
interview. The decision of any inte
is a risk of personal danger or a c

1.2 Decisions about what to do ca|
(if appropriate). If this is not possi
informal action inappropriate then
available to employees.

1.3 In the event that the grievanc
satisfied with the decision taken b
they may request in writing a me

1.4 The employee must set out hi
to their department head prior to
reasonable steps to attend the me

1.5 This meeting will normally be
the request and the employee will
colleague of their choice or trade

1.6 The complainant will be given
queries and agree with the depart
be supported during the investiga
proceedings. The department hea
with the complainant and these wi
Manager.



1.7 Deborah Reynolds will noti
been made against them and befo
decide whether legal advice shoul
will be reminded of the requireme

1.8 Deborah Reynolds will inves
appropriate member of staff to in
scale for the investigation and the
be prepared and ensure that all p
regarding the investigation. On th
Reynolds will then determine if a

1.9 The complainant will be infor
or her complaint shortly after the
informed of the right to appeal th

1.10 In the event that the grieva
still not satisfied with the outcom
HR Manager within fourteen wo
arranged within fourteen workin
be entitled to be accompanied by
union representative. The employ
shortly after the meeting.

DISCIPLINARY PROCEDURE

2. Purpose and Scope
2.1 The employer's policy and pro
employees. It is intended to set o
event of the employee's failure to
including conduct which the empl
breaches of the terms and conditi
employment.

2.2 The employer's aim is to enco
The employer may commence the
employee's conduct deems it nece
taken until the matter has been fu

2.3 At every stage employees will
made against them and to state t
accompanied by a work colleague
at disciplinary proceedings.



2.4 The employer will set out in w
characteristics or other circumsta
disciplinary action against the em

2.5 Employees also have the righ
disciplinary action as set out belo

3. The Procedure
3.1 Investigation - all disciplinary
Deborah Reynolds who will inve
into account the statements of an

3.2 The employee will be invited t
a possible by Deborah Reynolds

3.3 The employee must take all r
to the meeting the employee will
in Clause 2.4.

3.4 The employee will be told wh
entitled to state his or her case. |
necessary to resort to the formal
discussed with the employee in pr
employer suggesting areas for im
taken.

3.5 If following investigation Deb
invoke the formal warning proced
given every opportunity to comm
employee will also be informed of

3.6 The following formal disciplin
seriousness of the offence the pro
including summary dismissal.

3.7 Oral Warning - if it has been f
minor offence they will be given a
conduct may result in further disci
dismissal. The employee will be in
formal stage of the disciplinary pr
their personnel file. A note of the
employee's personnel file, but will
after three months if their condu
reserves the right to take into acc



record in determining the appropr
to include (but not be restricted t

poor job performance or su
minor breaches of the terms
persistent lateness or absen
failure to maintain an accep
poor standard of hygiene.
minor harassment or bullyin

"0Q0 TP

In the case of any minor harassm
be asked to apologise to his or he
from the employer.

3.8 Written warning - if the offen
continues or is repeated or there i
employee will be interviewed and
him or her will be explained in full
justified, the employee will be giv
performance or conduct does not i
warning further disciplinary action
dismissal.

A copy of this warning will be plac
be disregarded for disciplinary pur
satisfactory. However the employ
whole of the employee’'s disciplina
sanction. Serious offences shall b
the following:

a negligence resulting in mino
b horseplay leading to loss, d
C. breaches of any health or s
d failure to follow instructions.
e breaches of confidence rela
affairs.

3.9 Final written warning - if misc
written warning there is further m
nature) within the period stated, t
Thompson who will decide on th
given a final written warning, whi
be warned that he or she will be d
improvement. A copy of this war
personnel file, but will be disregar
months if their conduct is satisfac
employer reserves the right to inc



reserves the right to take into acc
record in determining the appropr

3.10 Dismissal - if the employee's|
conduct is still unsatisfactory follo
employee still fails to reach the re
be dismissed, but only after consi
The decision to dismiss will be tak
HR Director. If the employee is
as reasonably possible with writte
employer however may consider
not limited to) transfer or relocati

4. Gross Misconduct
4.1 An employee accused or susp
on full pay whilst the employer in
will be required to attend a discipl
days of the offence. If the emplo
occurred the result will be summa
includes (but is not restricted to):

a. Theft or intended theft from eit
customers or any of the employer

b. Serious breach of confidentialit
obtained by the employee in the c

c. Rude, offensive or threatening
customers or employees.

d. Fraud or deliberate falsification

e. Fighting, assault or attempted
employer's clients customers or e

f. Serious harassment or bullying
g. Deliberate or malicious damage
h. Working under the influence of

i. Negligence resulting in serious |
employer's clients, customers or e



j. Discriminatory behaviour due to
based upon gender re-assignment
or customer of the employer or vi

k. Being charged with and/or con
opinion of the employer demonstr
with the employer.

l. Indecent or immoral behaviour.

m. Unauthorised absence from w

5. Suspension
5.1 If dismissal is being contempl
work on full pay whilst further inv
This suspension will last for no m
renewed or extended at the discre
employer's senior management m
employee.

6. Appeals
6.1 If the employee is dissatisfied
he or she has been unjustly discip
stage of the formal disciplinary pr
twenty-one working days of the
complained of.

6.2 Peter Jones will hear all app
receiving the employee's grounds

6.3 The employee will be invited t
all reasonable steps to attend.

6.4 The decision of Peter Jones
at the discretion of Peter Jones
that is the subject of the appeal.

6.5 At the appeal any disciplinary
of the appeal will be set out in wri
after the appeal has been held. A



7. Date of Implementation
This policy is effective from 8™ N
actions that occurred prior to this

8. Questions
If you have any questions regardi
you, please consult Deborah Rey

9. Alteration of this Policy
These guidelines will be subject to
be communicated to you by Debo
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