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Contract of Employment 

This contract of employment entered into between EMPLOYER OF RECORD ENTITY and 
EMPLOYEE NAME (“you” or the “Employee”) contains a statement of the applicable terms of 
your employment as well as the terms required by section 1 of the Employment Rights Act 1996. 

1. INTERPRETATION 

1.1. The definitions and rules of interpretation in this clause apply in this Agreement. 

Associated Employer: has the meaning given to it in the Employment Rights Act 1996. 

Confidential Information: information (whether or not recorded in documentary form, or 
stored on any magnetic or optical disk or memory) which is not in the public domain 
relating to the business, products, affairs and finances of the Employer and the Client for 
the time being confidential to the Employer or the Client and trade secrets including, 
without limitation, technical data and know-how relating to the business of the Employer 
or the Client or any of their business contacts; 

Garden Leave: any period during which the Employer has exercised its rights under 
clause 18. 

Incapacity: any sickness, injury or other medical disorder or condition which prevents 
the Employee from carrying out his duties. 

Intellectual Property Rights: patents, utility models, rights to Inventions, copyright and 
neighbouring and related rights, moral rights, trade-marks and service marks, business 
names and domain names, rights in get-up and trade dress, goodwill and the right to sue 
for passing off or unfair competition, rights in designs, rights in computer software, 
database rights, rights to use, and protect the confidentiality of, confidential information 
(including know-how and trade secrets) and all other intellectual property rights, in each 
case whether registered or unregistered and including all applications and rights to apply 
for and be granted, renewals or extensions of, and rights to claim priority from, such 
rights and all similar or equivalent rights or forms of protection which subsist or will 
subsist now or in the future in any part of the world. 

Invention: any invention, idea, discovery, development, improvement or innovation, 
whether or not patentable or capable of registration, and whether or not recorded in any 
medium. 

Termination: the termination of your employment with the Employer howsoever caused. 

1.2. The headings in this agreement are inserted for convenience only and shall not affect its 
construction. 

1.3. A reference to a particular law is a reference to it as it is in force for the time being taking 
account of any amendment, extension, or re-enactment and includes any subordinate 
legislation for the time being in force made under it. 

1.4. Unless the context otherwise requires, a reference to one gender shall include a 
reference to the other genders. 

1.5. Unless the context otherwise requires, words in the singular include the plural and, in the 
plural, include the singular. 

1.6. The schedules to this agreement form part of (and are incorporated into) this agreement. 

2. COMMENCEMENT OF EMPLOYMENT 
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2.1. Your employer is EMPLOYER OF RECORD ENTITY (“the Employer” or “we”). Your 
employment with the Employer commences on the START DATE, which is the 
commencement date of your continuous service with the Employer. 

2.2. No employment with a previous employer counts towards your period of continuous 
employment with the Employer. 

3. JOB TITLE AND WORKING ARRANGEMENTS 

3.1. You are employed as POSITION TITLE. A job description is attached at Schedule 1. You 
will carry out any work that we reasonably require of you, and as is reasonably requested 
of you. 

3.2. You may be required to undertake other duties from time to time on day-to-day matters. 

3.3. You warrant that you are entitled to work in the UK without any additional approvals and 
will notify the Employer immediately if you cease to be so entitled at any time during your 
employment with the Employer. 

3.4. You represent and warrant to the Employer that, by entering into this agreement or 
performing any of your obligations under it, you will not be in breach of any court order or 
any express or implied terms of any contract or other obligation binding on you. 

3.5. You shall not work for anyone else while you are employed by the Employer unless by 
prior written agreement. 

4. DUTIES 

4.1. During the employment the Employee shall: 

4.1.1. unless prevented by Incapacity, devote the whole of his time, attention and abilities to the 
business of the Employer; 

4.1.2. diligently exercise such powers and perform such duties as may from time to time be 
assigned to him; 

4.1.3. comply with all reasonable and lawful directions given to him; 

4.1.4. promptly make such reports to the Employer in connection with the affairs of Employer 
on such matters and at such times as are reasonably required; 

4.1.5. report his own wrongdoing and any wrongdoing or proposed wrongdoing of any 
employee upon immediately on becoming aware of it; 

4.1.6. use his best endeavours to promote, protect, develop and extend the business; and 

4.1.7. consent to the monitoring and recording of any use that he makes of the electronic 
communications systems he is supplied with for the purpose of ensuring that he is 
complying with the terms of this agreement or otherwise for legitimate business 
purposes. 

4.2. All documents, manuals, hardware and software provided for the Employee's use, and 
any data or documents (including copies) produced, maintained or stored on computer 
systems or other electronic equipment (including mobile phones) provided to him in 
relation to this employment, remain the property of the Employer.  

5. PLACE OF WORK 
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5.1. The Employee will be working from WORK LOCATION, or at such other place which the 
Employer may reasonably require for the proper performance and exercise of his duties 
on a temporary or permanent basis. 

5.2. The Employee agrees to travel on business (both within the United Kingdom or abroad) 
as may be required for the proper performance of his duties under this Agreement. 

6. SALARY 

6.1. Your salary is SALARY AMOUNT per year which shall accrue from day to day and be 
payable monthly in arrears directly into your bank or building society account. Such 
salary will be paid in one instalment on the last day of each month. 

6.2. Your salary will be reviewed from time to time and may be increased at the Employer’s 
discretion without affecting the other terms of your employment. For the avoidance of 
doubt, there is no obligation to award an increase at any time. There will be no review of 
your salary after notice has been given by either party to terminate your employment. 

6.3. We shall be entitled to deduct from your salary or other payments due to you any money 
which you may owe to the Employer at any time. 

7. HOURS OF WORK AND RULES 

7.1. Your normal work schedule is 40 hours weekly, with a daily lunch break of one hour. Due 
to the nature of the role, there may be occasions when you will need to be available 
outside of normal working days or hours for the proper performance of your duties. You 
acknowledge that you shall not receive further remuneration in respect of such additional 
hours. 

7.2. You are required at all times to comply with any rules, policies and procedures of the 
Employer in force from time to time, as well as any rules, policies and procedures 
required by the Employer and its Client. 

8. HOLIDAYS 

8.1. You are entitled to 20 working days' paid annual leave during each holiday year or the 
pro rata equivalent if you work part time, subject always to compliance with the Working 
Time Regulations 1998. You shall also be entitled to the 8 public holidays in the U.K. in 
accordance with its labour laws, or a day in lieu where we require you to work on a public 
holiday. 

8.2. Holiday shall be taken at such time or times as shall be approved in advance by the 
Employer. Holiday carry-over rules in cases where the Employee has been prevented 
from taking holidays in the relevant holiday year by one of the following: a period of 
sickness absence or paternity, adoption, parental or shared parental leave. In cases of 
sickness absence, carry-over is limited to four weeks' holiday per year less any leave 
taken during the holiday year that has just ended. Any such carried over holiday which is 
not taken within twelve months of the end of the relevant holiday year will be lost. 

8.3. The Employee shall have no entitlement to any payment in lieu of accrued but untaken 
holiday except on Termination. The amount of such payment in lieu shall be 1/260th of 
the Employee's salary for each untaken day of the entitlement. 

8.4. If on Termination the Employee has taken more holiday than his accrued holiday 
entitlement, the Employer shall be entitled to deduct the excess holiday pay from any 
payments due to the Employee calculated at 1/260th of the Employee's salary for each 
excess day. 
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8.5. If either party has served notice to terminate this employment, the Employer may require 
the Employee to take any accrued but unused holiday entitlement during the notice 
period. 

9. INCAPACITY 

9.1. If the Employee is absent from work due to incapacity, the Employee shall notify the 
Employer of the reason for the absence as soon as possible but no later than 9 am on 
the first day of absence. 

9.2. The Employee shall certify his absence in accordance with the sickness procedure 
notified to him from time to time. 

9.3. Subject to your satisfying the relevant requirements you shall receive Statutory Sick Pay 
(SSP). Your qualifying days for SSP purposes are Monday to Friday. 

9.4. You agree to consent to a medical examination (at the Employer's expense) by a doctor 
nominated by the Employer should the Employer so require. You agree that any report 
produced in connection with any such examination may be disclosed to the Employer 
and the Employer may discuss the contents of the report with the relevant doctor. 

9.5. If a period of absence due to incapacity is or appears to be occasioned by actionable 
negligence, nuisance or breach of any statutory duty on the part of a third party in 
respect of which damages are or may be recoverable, you shall immediately notify the 
Employer of that fact and of any claim, settlement or judgment made or awarded in 
connection with it and all relevant particulars that the Employer may reasonably require. 
You shall, if required by the Employer, co-operate in any related legal proceedings and 
refund to the Employer that part of any damages or compensation recovered by you 
relating to the loss of earnings for the period of absence as the Employer may 
reasonably determine less any costs borne by you in connection with the recovery of 
such damages or compensation, provided that the amount to be refunded shall not 
exceed the total amount paid to you by the Employer in respect of the period of absence. 

10. NOTICE PERIOD 

10.1. The Employer and the Employee by prior written notice may terminate on the following 
notice periods:  

10.1.1. at least one week’s notice if the Employee has been employed between one month and 
2 years; 

10.1.2. one week’s notice for each year if the Employee has been employed between 2 and 12 
years; and 

10.1.3. 12 weeks’ notice where the Employee has been employed for 12 years or more. 
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11. TERMINATION 

11.1. The Employer shall be entitled to terminate this Agreement at any time without notice or 
payment in lieu of notice where permitted by law and/or on any of the following grounds: 

11.1.1. you commit a serious or repeated breach of your obligations under this Agreement or 
refuse or neglect to comply with any reasonable and lawful directions of the Employer; 

11.1.2. you cease to be entitled to work in the United Kingdom; 

11.1.3. you are guilty of any gross misconduct in connection with the Employer’s business; 

11.1.4. you commit any serious or repeated acts of dishonesty or act in a manner which in the 
opinion of the Employer, brings or is likely to bring you, the Employer into disrepute or is 
materially adverse to the interests of the Employer; 

11.1.5. you are guilty of a serious or repeated breach of any working;  

11.1.6. you are convicted of any indictable offence other than an offence which in the opinion of 
the Employer does not affect your position. 

12. DISCIPLINARY AND GRIEVANCE PROCEDURES 

12.1. If you wish to appeal against a disciplinary decision you may apply in writing to the 
Employer in accordance with our disciplinary procedure attached at Schedule 2. 

12.2. We reserve the right to suspend you with pay for no longer than is necessary to 
investigate any allegation of misconduct against you or so long as is otherwise 
reasonable while any disciplinary procedure against you is outstanding. 

12.3. If you wish to raise a grievance you may apply in writing to the Employer in accordance 
with our grievance procedure attached at Schedule 2. 

13. PENSIONS 

13.1. The Employer will comply with the employer pension duties in accordance with Part 1 of 
the Pensions Act 2008. 

14. CONFIDENTIAL INFORMATION 

14.1. You acknowledge that in the course of your employment you will have access to 
Confidential Information. You have therefore agreed to accept the restrictions in this 
clause 14. 

14.2. You shall not (except in the proper course of your duties), either during your employment 
or at any time after its termination (however arising), use or disclose to any person, 
company or other organisation whatsoever (and shall use your best reasonable 
endeavours to prevent the publication or disclosure of) any Confidential Information. This 
shall not apply to: 

14.2.1. any use or disclosure authorised by the Board of the Employer or required by law; 

14.2.2. any information which is already in, or comes into, the public domain other than through 
your unauthorised disclosure; or 

14.2.3. any protected disclosure within the meaning of section 43A of the Employment Rights 
Act 1996. 

15. INTELLECTUAL PROPERTY 
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15.1. The Employee shall give the entity to which he is dedicated full written details of all 
Inventions and of all works embodying Intellectual Property Rights made wholly or 
partially by him at any time during the course of the employment which relate to, or are 
reasonably capable of being used in, the business of the entity to which the Employee is 
dedicated. The Employee acknowledges that all Intellectual Property Rights subsisting in 
all such Inventions and works shall automatically, on creation, vest in the entity to which 
he is dedicated absolutely. To the extent that they do not vest automatically, the 
Employee holds them on trust for the entity to which he is dedicated. The Employee 
agrees promptly to execute all documents and do all acts as may, in the opinion of the 
entity to which he is dedicated, be necessary to give effect to this clause 15.1. 

15.2. The Employee hereby irrevocably waives all moral rights under the Copyright, Designs 
and Patents Act 1988 (and all similar rights in other jurisdictions) which he has or will 
have in any existing or future works referred to in clause 15.1. 

15.3. The Employee irrevocably appoints the entity to which he is dedicated to be his agent in 
his name and on his behalf to execute documents, use the Employee's name and do all 
things which are necessary or desirable for the entity to which he is dedicated to obtain 
for itself or its nominee the full benefit of this clause. A certificate in writing, signed by any 
director or the secretary of entity to which the Employee is dedicated, that any instrument 
or act falls within the authority conferred by this agreement shall be conclusive evidence 
that such is the case so far as any third party is concerned. 

16. OBLIGATIONS UPON TERMINATION 

16.1. On termination of this employment (however arising) or, if earlier, at the start of a period 
of Garden Leave, the Employee shall: 

16.1.1. immediately deliver to the Employer all documents, books, materials, records, 
correspondence, papers and information (on whatever media and wherever located) 
relating to the business or affairs of the Employer or the Client or their business contacts, 
any keys, credit card and any other property of the Employer or Client, which is in his 
possession or under his control; 

16.1.2. irretrievably delete any information relating to the business of the Employer or Client 
stored on any magnetic or optical disk or memory and all matter derived from such 
sources which is in his possession or under his control outside the Employee’s work 
location(s); and 

16.1.3. provide a signed statement that he has complied fully with his obligations under this 
clause 16 together with such reasonable evidence of compliance as the Employer may 
request. 

17. GARDEN LEAVE 

17.1. Following service of notice to terminate the employment by either party, or if the 
Employee purports to terminate their employment in breach of contract, the Employer 
may by written notice place the Employee on Garden Leave for the whole or part of the 
remainder of their employment. 

17.2. During any period of Garden Leave: 

17.2.1. the Employer shall be under no obligation to provide any work to the Employee and may 
revoke any powers the Employee holds on behalf of the Employer; 
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17.2.2. the Employer may require the Employee to carry out alternative duties or to only perform 
such specific duties as are expressly assigned to the Employee, at such location 
(including the Employee's home) as the Employer may decide; 

17.2.3. the Employee shall continue to receive his basic salary and all contractual benefits 
including pro rata bonus in the usual way and subject to the terms of any benefit 
arrangement; 

17.2.4. the Employee shall remain an employee of the Employer and bound by the terms of this 
agreement (including any implied duties of good faith and fidelity); 

17.2.5. the Employee shall ensure that the Employee and the Employer's client know where he 
will be and how he can be contacted during each working day (except during any periods 
taken as holiday in the usual way); 

17.2.6. the Employer may exclude the Employee from any premises of the Employer or the 
Employer’s client; and 

17.2.7. the Employer may require the Employee not to contact or deal with (or attempt to contact 
or deal with) any officer, employee, consultant, client, customer, supplier, agent, 
distributor, shareholder, adviser or other business contact of the Employer or Employer’s 
client. 

18. DATA PROTECTION 

18.1. The Employee consents to the Employer and, to the extent necessary to comply with this 
Agreement, the Client, processing data relating to the Employee for legal, personnel, 
administrative and management purposes and in particular to the processing of any 
sensitive personal data (as defined in the Data Protection Act 2018) relating to the 
Employee, including, as appropriate: 

18.1.1. information about the Employee’s physical or mental health or condition in order to 
monitor sick leave and take decisions as to the Employee’s fitness for work; 

18.1.2.  the Employee’s racial or ethnic origin or religious or similar information in 

18.1.3. order to monitor compliance with equal opportunities legislation; and 

18.1.4.  in order to comply with legal requirements and obligations to third parties. 

18.2. The Employer may make such information available to the Client, those who provide 
products or services to the Employer (such as advisers and payroll administrators), 
regulatory authorities, potential purchasers of the Employer or the business in which the 
Employee works, and as may be required by law. 

18.3. The Employee consents to the transfer of such information to the Client and any of the 
Employer’s business contacts outside the European Economic Area in order to further 
their business interests even where the country or territory in question does not maintain 
adequate data protection standards. 

19. COLLECTIVE AGREEMENT 

There is no collective agreement which directly affects your employment. 

20. CHANGES TO YOUR TERMS OF EMPLOYMENT 
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We reserve the right, from time to time, to reflect the changing needs of the  business or 
to comply with changing legislation, to review, revise, amend or replace your terms and 
conditions of employment. You will be notified in writing of any change as soon as 
possible and in any event within one month of the change. 

21. THIRD PARTY RIGHTS 

No one other than you and the Employer and the Client shall have any rights under the 
Contracts (Rights of Third Parties) Act 1999 to enforce any terms of this Agreement. This 
does not affect any right or remedy of a third party which exists, or is available, apart 
from that Act. 

22. GOVERNING LAW 

This Agreement and any dispute or claim arising out of or in connection with it or its 
subject matter or formation (including non-contractual disputes or claims) shall be 
governed by and construed in accordance with the law of England and Wales. 

23. ASSIGNMENT 

23.1. The Employer may at any time assign, charge, subcontract, delegate, declare a trust 
over or deal in any other manner with any or all of its rights and obligations under this 
agreement including without limitation the rights created by the provisions in Schedule 2 
to this Agreement including without limitation to the restrictive covenants in clause 14 
and clause 16, provided that prior written notice of such is provided to you.  

23.2. The Employee shall not assign, transfer, charge, subcontract, declare a trust over or deal 
in any other manner with any of its rights and obligations under this agreement. 

24. JURISDICTION 

Each party irrevocably agrees that the courts of England and Wales shall have exclusive 
jurisdiction to settle any dispute or claim arising out of or in connection with this 
Agreement or its subject matter or formation (including non-contractual disputes or 
claims). 

This Agreement and the Schedules have been executed and delivered as a deed and takes effect 
on the Effective Date, February 1st, 2021, regardless of the signing date of this Employment 
Agreement. 

EXECUTION AS A DEED BY THE PARTIES: 

SIGNED at  on   .............................................. .............................................................................

  __________________________________

EMPLOYEE 

EMPLOYEE NAME 
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in the presence of: 

Witness Signature: ……………………………… 

Witness Name: ………………………………….. 

Witness Occupation: ……………………………. 

SIGNED at  on   .............................................. .............................................................................

For and on behalf of 

EMPLOYER OF RECORD ENTITY
  ______________________________________

SIGNER NAME

SIGNER POSITION
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Schedule 1 - JOB DESCRIPTION 

Position: POSITION TITLE 

Report to: MANAGER 

Responsibilities: 

-
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Schedule 2 - DISCIPLINARY AND CAPABILITY PROCEDURE 

1. ABOUT THIS PROCEDURE 

1. This procedure is intended to help maintain standards of conduct and performance and 
to ensure fairness and consistency when dealing with allegations of misconduct or poor 
performance.  

2. Minor conduct or performance issues can usually be resolved informally with your line 
manager. This procedure sets out formal steps to be taken if the matter is more serious 
or cannot be resolved informally. 

3. This procedure applies to all employees regardless of length of service. It does not apply 
to agency workers or self-employed contractors.  

4. This procedure does not form part of any employee's contract of employment and we 
may amend it at any time. 

2. INVESTIGATIONS 

2. Before any disciplinary hearing is held, the matter will be investigated. Any meetings and 
discussions as part of an investigation are solely for the purpose of fact-finding and no 
disciplinary action will be taken without a disciplinary hearing. 

2. In some cases of alleged misconduct, we may need to suspend you from work while we 
carry out the investigation or disciplinary procedure (or both). Suspension is not 
considered to be disciplinary action. 

3. THE HEARING 

3. We will give you written notice of the hearing, including sufficient information about the 
alleged misconduct or poor performance and its possible consequences to enable you to 
prepare. You will normally be given copies of relevant documents and witness 
statements. 

3.1.You may be accompanied at the hearing by a trade union representative or a colleague, 
who will be allowed reasonable paid time off to act as your companion.  

3.2.You should let us know as early as possible if there are any relevant witnesses you 
would like to attend the hearing or any documents or other evidence you wish to be 
considered. 

3.3.We will inform you in writing of our decision, usually within one week of the hearing. 

4. DISCIPLINARY ACTION AND DISMISSAL 

4. The usual penalties for misconduct or poor performance are: 

1. Stage 1: First written warning. Where there are no other active written warnings on 
your disciplinary record, you will usually receive a first written warning. It will usually 
remain active for six months. 

2. Stage 2: Final written warning. In case of further misconduct or failure to improve 
where there is an active first written warning on your record, you will usually receive a 
final written warning. This may also be used without a first written warning for serious 
cases of misconduct or poor performance. The warning will usually remain active for 
12 months. 

3. Stage 3: Dismissal or other action. You may be dismissed for further misconduct or 
failure to improve where there is an active final written warning on your record, or for 
any act of gross misconduct. Examples of gross misconduct are given below 
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(paragraph 6). You may also be dismissed without a warning for any act of 
misconduct or unsatisfactory performance during your probationary period. 

2. We may consider other sanctions short of dismissal, including demotion or 
redeployment to another role (where permitted by your contract), and/or extension of a 
final written warning with a further review period. 

5. APPEALS 

1. You may appeal in writing within one week of being told of the decision.  If no one else is 
specified in the letter confirming the company’s decision, your appeal should be 
addressed to Elements Holdings Group Ltd, Watchmaker Court, 33 St Johns Lane, 
Ground Level, London EC1M 4DB, United Kingdom. 

2. The appeal hearing will be dealt with impartially by a more senior manager who has not 
previously been involved in the case. You may bring a colleague or trade union 
representative with you to the appeal hearing. 

3. We will inform you in writing of our final decision as soon as possible, usually within one 
week of the appeal hearing. There is no further right of appeal. 

6. GROSS MISCONDUCT 

1. Gross misconduct will usually result in dismissal without warning, with no notice or 
payment in lieu of notice (summary dismissal). 

2. The following are examples of matters that are normally regarded as gross misconduct: 

2.1. theft or fraud; 

2.2. physical violence or bullying; 

2.3. deliberate and serious damage to property; 

2.4. serious misuse of the organisation's property or name; 

2.5. deliberately accessing internet sites containing pornographic, offensive or obscene 
material; 

2.6. serious insubordination; 

2.7. unlawful discrimination or harassment; 

2.8. bringing the organisation into serious disrepute; 

2.9. serious incapability at work brought on by alcohol or illegal drugs; 

2.10. causing loss, damage or injury through serious negligence; 

2.11. a serious breach of health and safety rules; 

2.12. a serious breach of confidence. 

This list is intended as a guide and is not exhaustive. 
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GRIEVANCE PROCEDURE 

1. ABOUT THIS PROCEDURE 

1.1.Most grievances can be resolved quickly and informally through discussion with your line 
manager. If this does not resolve the problem, you should initiate the formal procedure 
set out below. 

1.2.This procedure applies to all employees regardless of length of service.  

1.3.This procedure does not form part of any employee's contract of employment. It may be 
amended at any time and we may depart from it depending on the circumstances of any 
case. 

2. STEP 1: WRITTEN GRIEVANCE 

2.1.You should put your grievance in writing and submit it to your line manager. If your 
grievance concerns your line manager you may submit it to Elements Holdings Group 
Ltd, Watchmaker Court, 33 St Johns Lane, Ground Level, London EC1M 4DB, United 
Kingdom. 

2.2.The written grievance should set out the nature of the complaint, including any relevant 
facts, dates, and names of individuals involved so that we can investigate it. 

3. STEP 2: MEETING 

3.1.We will arrange a grievance meeting, normally within one week of receiving your written 
grievance. You should make every effort to attend. 

3.2.You may bring a companion to the grievance meeting. The companion may be either a 
trade union representative or a colleague, who will be allowed reasonable paid time off 
from duties to act as your companion.  You should tell us the name of your chosen 
companion in advance. 

3.3.If you or your companion cannot attend at the time specified you should let us know as 
soon as possible and we will try, within reason, to agree an alternative time. 

3.4.We may adjourn the meeting if we need to carry out further investigations, after which 
the meeting will usually be reconvened. 

3.5.We will write to you, usually within one week of the last grievance meeting, to confirm our 
decision and notify you of any further action that we intend to take to resolve the 
grievance. We will also advise you of your right of appeal. 

4. STEP 3: APPEALS 

1. If the grievance has not been resolved to your satisfaction you may appeal in writing to 
the individual specified in the outcome to your grievance, stating your full grounds of 
appeal, within one week of the date on which the decision was sent or given to you. 

2. We will hold an appeal meeting, normally within two weeks of receiving the appeal. This 
will be dealt with impartially by a more senior manager who has not previously been 
involved in the case. You will have a right to bring a companion. 

3. We will confirm our final decision in writing, usually within one week of the appeal 
hearing. There is no further right of appeal.
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	Unless the context otherwise requires, a reference to one gender shall include a reference to the other genders.
	Unless the context otherwise requires, words in the singular include the plural and, in the plural, include the singular.
	The schedules to this agreement form part of (and are incorporated into) this agreement.
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	The Employee will be working from WORK LOCATION, or at such other place which the Employer may reasonably require for the proper performance and exercise of his duties on a temporary or permanent basis.
	The Employee agrees to travel on business (both within the United Kingdom or abroad) as may be required for the proper performance of his duties under this Agreement.

	SALARY
	Your salary is SALARY AMOUNT per year which shall accrue from day to day and be payable monthly in arrears directly into your bank or building society account. Such salary will be paid in one instalment on the last day of each month.
	Your salary will be reviewed from time to time and may be increased at the Employer’s discretion without affecting the other terms of your employment. For the avoidance of doubt, there is no obligation to award an increase at any time. There will be no review of your salary after notice has been given by either party to terminate your employment.
	We shall be entitled to deduct from your salary or other payments due to you any money which you may owe to the Employer at any time.

	HOURS OF WORK AND RULES
	Your normal work schedule is 40 hours weekly, with a daily lunch break of one hour. Due to the nature of the role, there may be occasions when you will need to be available outside of normal working days or hours for the proper performance of your duties. You acknowledge that you shall not receive further remuneration in respect of such additional hours.
	You are required at all times to comply with any rules, policies and procedures of the Employer in force from time to time, as well as any rules, policies and procedures required by the Employer and its Client.

	HOLIDAYS
	You are entitled to 20 working days' paid annual leave during each holiday year or the pro rata equivalent if you work part time, subject always to compliance with the Working Time Regulations 1998. You shall also be entitled to the 8 public holidays in the U.K. in accordance with its labour laws, or a day in lieu where we require you to work on a public holiday.
	Holiday shall be taken at such time or times as shall be approved in advance by the Employer. Holiday carry-over rules in cases where the Employee has been prevented from taking holidays in the relevant holiday year by one of the following: a period of sickness absence or paternity, adoption, parental or shared parental leave. In cases of sickness absence, carry-over is limited to four weeks' holiday per year less any leave taken during the holiday year that has just ended. Any such carried over holiday which is not taken within twelve months of the end of the relevant holiday year will be lost.
	The Employee shall have no entitlement to any payment in lieu of accrued but untaken holiday except on Termination. The amount of such payment in lieu shall be 1/260th of the Employee's salary for each untaken day of the entitlement.
	If on Termination the Employee has taken more holiday than his accrued holiday entitlement, the Employer shall be entitled to deduct the excess holiday pay from any payments due to the Employee calculated at 1/260th of the Employee's salary for each excess day.
	If either party has served notice to terminate this employment, the Employer may require the Employee to take any accrued but unused holiday entitlement during the notice period.

	INCAPACITY
	If the Employee is absent from work due to incapacity, the Employee shall notify the Employer of the reason for the absence as soon as possible but no later than 9 am on the first day of absence.
	The Employee shall certify his absence in accordance with the sickness procedure notified to him from time to time.
	Subject to your satisfying the relevant requirements you shall receive Statutory Sick Pay (SSP). Your qualifying days for SSP purposes are Monday to Friday.
	You agree to consent to a medical examination (at the Employer's expense) by a doctor nominated by the Employer should the Employer so require. You agree that any report produced in connection with any such examination may be disclosed to the Employer and the Employer may discuss the contents of the report with the relevant doctor.
	If a period of absence due to incapacity is or appears to be occasioned by actionable negligence, nuisance or breach of any statutory duty on the part of a third party in respect of which damages are or may be recoverable, you shall immediately notify the Employer of that fact and of any claim, settlement or judgment made or awarded in connection with it and all relevant particulars that the Employer may reasonably require. You shall, if required by the Employer, co-operate in any related legal proceedings and refund to the Employer that part of any damages or compensation recovered by you relating to the loss of earnings for the period of absence as the Employer may reasonably determine less any costs borne by you in connection with the recovery of such damages or compensation, provided that the amount to be refunded shall not exceed the total amount paid to you by the Employer in respect of the period of absence.

	NOTICE PERIOD
	The Employer and the Employee by prior written notice may terminate on the following notice periods:
	at least one week’s notice if the Employee has been employed between one month and 2 years;
	one week’s notice for each year if the Employee has been employed between 2 and 12 years; and
	12 weeks’ notice where the Employee has been employed for 12 years or more.

	TERMINATION
	The Employer shall be entitled to terminate this Agreement at any time without notice or payment in lieu of notice where permitted by law and/or on any of the following grounds:
	you commit a serious or repeated breach of your obligations under this Agreement or refuse or neglect to comply with any reasonable and lawful directions of the Employer;
	you cease to be entitled to work in the United Kingdom;
	you are guilty of any gross misconduct in connection with the Employer’s business;
	you commit any serious or repeated acts of dishonesty or act in a manner which in the opinion of the Employer, brings or is likely to bring you, the Employer into disrepute or is materially adverse to the interests of the Employer;
	you are guilty of a serious or repeated breach of any working;
	you are convicted of any indictable offence other than an offence which in the opinion of the Employer does not affect your position.

	DISCIPLINARY AND GRIEVANCE PROCEDURES
	If you wish to appeal against a disciplinary decision you may apply in writing to the Employer in accordance with our disciplinary procedure attached at Schedule 2.
	We reserve the right to suspend you with pay for no longer than is necessary to investigate any allegation of misconduct against you or so long as is otherwise reasonable while any disciplinary procedure against you is outstanding.
	If you wish to raise a grievance you may apply in writing to the Employer in accordance with our grievance procedure attached at Schedule 2.

	PENSIONS
	The Employer will comply with the employer pension duties in accordance with Part 1 of the Pensions Act 2008.

	CONFIDENTIAL INFORMATION
	You acknowledge that in the course of your employment you will have access to Confidential Information. You have therefore agreed to accept the restrictions in this clause 14.
	You shall not (except in the proper course of your duties), either during your employment or at any time after its termination (however arising), use or disclose to any person, company or other organisation whatsoever (and shall use your best reasonable endeavours to prevent the publication or disclosure of) any Confidential Information. This shall not apply to:
	any use or disclosure authorised by the Board of the Employer or required by law;
	any information which is already in, or comes into, the public domain other than through your unauthorised disclosure; or
	any protected disclosure within the meaning of section 43A of the Employment Rights Act 1996.

	INTELLECTUAL PROPERTY
	The Employee shall give the entity to which he is dedicated full written details of all Inventions and of all works embodying Intellectual Property Rights made wholly or partially by him at any time during the course of the employment which relate to, or are reasonably capable of being used in, the business of the entity to which the Employee is dedicated. The Employee acknowledges that all Intellectual Property Rights subsisting in all such Inventions and works shall automatically, on creation, vest in the entity to which he is dedicated absolutely. To the extent that they do not vest automatically, the Employee holds them on trust for the entity to which he is dedicated. The Employee agrees promptly to execute all documents and do all acts as may, in the opinion of the entity to which he is dedicated, be necessary to give effect to this clause 15.1.
	The Employee hereby irrevocably waives all moral rights under the Copyright, Designs and Patents Act 1988 (and all similar rights in other jurisdictions) which he has or will have in any existing or future works referred to in clause 15.1.
	The Employee irrevocably appoints the entity to which he is dedicated to be his agent in his name and on his behalf to execute documents, use the Employee's name and do all things which are necessary or desirable for the entity to which he is dedicated to obtain for itself or its nominee the full benefit of this clause. A certificate in writing, signed by any director or the secretary of entity to which the Employee is dedicated, that any instrument or act falls within the authority conferred by this agreement shall be conclusive evidence that such is the case so far as any third party is concerned.

	OBLIGATIONS UPON TERMINATION
	On termination of this employment (however arising) or, if earlier, at the start of a period of Garden Leave, the Employee shall:
	immediately deliver to the Employer all documents, books, materials, records, correspondence, papers and information (on whatever media and wherever located) relating to the business or affairs of the Employer or the Client or their business contacts, any keys, credit card and any other property of the Employer or Client, which is in his possession or under his control;
	irretrievably delete any information relating to the business of the Employer or Client stored on any magnetic or optical disk or memory and all matter derived from such sources which is in his possession or under his control outside the Employee’s work location(s); and
	provide a signed statement that he has complied fully with his obligations under this clause 16 together with such reasonable evidence of compliance as the Employer may request.

	GARDEN LEAVE
	Following service of notice to terminate the employment by either party, or if the Employee purports to terminate their employment in breach of contract, the Employer may by written notice place the Employee on Garden Leave for the whole or part of the remainder of their employment.
	During any period of Garden Leave:
	the Employer shall be under no obligation to provide any work to the Employee and may revoke any powers the Employee holds on behalf of the Employer;
	the Employer may require the Employee to carry out alternative duties or to only perform such specific duties as are expressly assigned to the Employee, at such location (including the Employee's home) as the Employer may decide;
	the Employee shall continue to receive his basic salary and all contractual benefits including pro rata bonus in the usual way and subject to the terms of any benefit arrangement;
	the Employee shall remain an employee of the Employer and bound by the terms of this agreement (including any implied duties of good faith and fidelity);
	the Employee shall ensure that the Employee and the Employer's client know where he will be and how he can be contacted during each working day (except during any periods taken as holiday in the usual way);
	the Employer may exclude the Employee from any premises of the Employer or the Employer’s client; and
	the Employer may require the Employee not to contact or deal with (or attempt to contact or deal with) any officer, employee, consultant, client, customer, supplier, agent, distributor, shareholder, adviser or other business contact of the Employer or Employer’s client.

	DATA PROTECTION
	The Employee consents to the Employer and, to the extent necessary to comply with this Agreement, the Client, processing data relating to the Employee for legal, personnel, administrative and management purposes and in particular to the processing of any sensitive personal data (as defined in the Data Protection Act 2018) relating to the Employee, including, as appropriate:
	information about the Employee’s physical or mental health or condition in order to monitor sick leave and take decisions as to the Employee’s fitness for work;
	the Employee’s racial or ethnic origin or religious or similar information in
	order to monitor compliance with equal opportunities legislation; and
	in order to comply with legal requirements and obligations to third parties.
	The Employer may make such information available to the Client, those who provide products or services to the Employer (such as advisers and payroll administrators), regulatory authorities, potential purchasers of the Employer or the business in which the Employee works, and as may be required by law.
	The Employee consents to the transfer of such information to the Client and any of the Employer’s business contacts outside the European Economic Area in order to further their business interests even where the country or territory in question does not maintain adequate data protection standards.

	COLLECTIVE AGREEMENT
	CHANGES TO YOUR TERMS OF EMPLOYMENT
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	GOVERNING LAW
	ASSIGNMENT
	The Employer may at any time assign, charge, subcontract, delegate, declare a trust over or deal in any other manner with any or all of its rights and obligations under this agreement including without limitation the rights created by the provisions in Schedule 2 to this Agreement including without limitation to the restrictive covenants in clause 14 and clause 16, provided that prior written notice of such is provided to you.
	The Employee shall not assign, transfer, charge, subcontract, declare a trust over or deal in any other manner with any of its rights and obligations under this agreement.

	JURISDICTION

