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· THESE TERMS AND CONDITIONS OF EMPLOYMENT are provided by Name and address of employer (“the Employer”) in accordance with the requirements of the Employment Rights Act 1996.

· If you have any questions about the document, you should raise them with the job title
. 

· By signing this document you confirm that you have read and understood all of its terms.

· This document contains all the agreements between you and the Employer relating to your employment and supersedes all previous agreements between you and the Employer as to its subject matter.
1. Your Job

1.1. You are employed as job title and your Job Description is attached
.

1.2. In addition to the normal duties associated with your post, you may be required to carry out additional or alternative tasks from time to time, including for other companies or businesses linked to the Employer.  If that happens, you will continue to be employed and paid by the Employer, and you will be subject to the day to day direction and rules of the Employer, unless you are informed otherwise. 

1.3. Your Line Manager is name/title of line manager.

2. Qualifications

2.1. You agree that in order to carry out your duties you need to possess the following qualifications (Qualifications):

2.1.1. Insert the required qualifications.

2.2. You promise that you have the Qualifications and that if for any reason you cease  to hold the Qualifications the Employer may end your employment immediately without notice or payment in lieu of notice.

2.3. You shall immediately inform the Employer if you cease to hold the Qualifications.

2.4. You shall on request by the Employer produce evidence that you hold the Qualifications.

3. Duration of Employment

3.1. Your employment with the Employer begins/began
 on date.  

3.2. Your period of continuous employment (for statutory employment rights purposes) with the Employer begins/began
 on the same date.  No previous employment or work counts towards your continuity of employment.

3.3. EITHER: Your employment is for an indefinite period, which may be brought to an end on notice or otherwise as set out below. or Your employment with the Employer is for a fixed term.  It will therefore end on date unless terminated at an earlier date in accordance with the provisions set out in this agreement and in particular Clause 30 below.

4. Probationary Period

4.1. As a new employee, the first three/six
 months of your employment will be probationary (the Probationary Period).  During the Probationary Period your performance will be reviewed.  If your performance is not acceptable:

4.1.1. your Probationary Period may be extended; or

4.1.2. your employment may be terminated with a week’s notice. 

4.2. If you successfully complete your Probationary Period, you will be told in writing that your appointment has been confirmed.  Your Probationary Period will be deemed to continue until you receive written confirmation of your appointment.

5. Your Duties

5.1. You must work to the best of your ability and use your best endeavours to promote, develop and expand the business of the Employer and its interests generally.

5.2. You should always comply with the Employer’s rules and procedures.

5.3. You must act at all times with consideration for the needs of the Employer’s clients and your colleagues.
6. Authority

You have no authority to enter into any obligations or agreements on behalf of the Employer other than as you may be authorised to do from time to time.
7. Normal Working Hours 

7.1. Your normal working hours are time am to time pm on day to day.
7.2. You are also required to devote whatever additional hours are reasonably required or reasonably necessary for the proper performance of your job.
7.3. EITHER: You will not be entitled to receive any extra pay for work outside your normal working hours OR: You will be entitled to be paid for any additional hours you work at the Overtime Rate set out in Clause 10 below.

7.4. The Employer reserves the right to vary your hours of work as necessary to meet its business requirements.

7.5. You are entitled to take a lunch break of duration
, which should be taken at a time agreed with your Line Manager.  There are no other set breaks.

7.6. Due to the nature of the work you may be required to work more than 48 hours in a week averaged over a 17-week reference period.  By signing this agreement you agree to work for more than an average of 48 hours per week averaged over a 17-week reference period if reasonably necessary.  The agreement will apply for as long as you remain employed by the Employer, unless you withdraw it by giving three months’ written notice.

8. Lay-Offs

The Employer reserves the right to lay you off without pay or to reduce your hours of work if the Employer believes that this is necessary for any business reason.

9. Place of Work and Travel to Sites

9.1. You will normally be required to work at the Employer’s premises at address
.  You will also be required to work at such other locations on a temporary basis in area as the Employer may from time to time reasonably require, including clients’ premises, taking into account the needs of the Employer’s business and your personal circumstances.

9.2. If you are required to work on other sites, you agree that time spent travelling to those sites will not be “working time” for the purposes of the Working Time Regulations.  You will not be paid for travelling time.

10. Pay

10.1. Your pay is EITHER: £amount per hour (Hourly Rate) OR: £amount per year (Basic Salary).
  Your pay will be subject to the deduction of income tax and National Insurance contributions if relevant.

10.2. You will be paid in arrears every month by transfer directly to your bank account on date of month
.

10.3. You will receive an hourly rate of £insert for any hours worked over and above your normal hours of work.  This is your Overtime Rate.

10.4. The Employer will review your rate of pay annually, but will not automatically increase it.

11. Additional Benefits

12. Bonus/Commission

13. Pension Scheme

14. Deductions from Pay

The Employer reserves the right to make deductions from your pay in respect of any sums which you owe the Employer including without limitation any overpayment (including any overpayment of holiday entitlement) and loans made to you by the Employer and losses suffered by the Employer as a result of your negligence or breach of your duties.

15. Expenses

15.1. You will be reimbursed all reasonable out-of-pocket expenses you incur wholly, exclusively and necessarily in the performance of your duties, provided that:

15.1.1. such expenses have been approved by the Employer and evidenced in such a manner as the Employer may require; and

15.1.2. you produce evidence of the expenses in a form required by the Employer.

15.2. The Employer will pay a mileage allowance at the rate of amount
 pence per mile for all miles you travel in connection with your duties, provided that you have provided evidence to the Employer that your motor insurance policy covers driving on the Employer’s business.  For the avoidance of doubt, you will not be paid for any travelling to and from work and your home. 

16. Holidays

16.1. The Employer’s holiday year runs from month to month
.

16.2. You are entitled to number
 working days’ paid holiday per year.

16.3. You are also entitled to the normal public and Bank Holidays as paid holidays.

16.4. You will earn your holiday entitlement pro rata.

16.5. You may not take more than number
 working days as holiday at any one time unless the Employer agrees in advance that you can.  

16.6. You cannot carry forward untaken holiday into the next holiday year, and will not be paid in lieu of untaken holidays (apart from when your employment comes to an end).  

16.7. All holiday must be agreed with your Line Manager at least a month before you would like your holiday to start.  This means that you should not generally book any holidays before you have spoken to your Line Manager.

16.8. Holidays can only be taken at times which are in accordance with the needs of the business.  This means that your Line Manager may have to turn down a holiday request if they feel that too many other people are going to be away at the same time.

16.9. You will not normally be allowed to take holidays in describe period
.

16.10. The Employer reserves the right to require you to take any unused holiday entitlement during your notice period, even if booked to be taken after the end of the notice period.

16.11. When your employment comes to an end, you will be entitled to be paid for the holiday you have earned in the current holiday year but have not taken.  That payment will be subject to the deduction of income tax and National Insurance contributions if relevant.

16.12. If when your employment ends you have taken more holiday than you have earned during that holiday year on a pro rata basis, you agree to reimburse the Employer for that excess holiday, and agree that this reimbursement may be deducted from any payments then due to you from the employer, including your final salary payment and/or any payment in lieu of notice.

17. Driving Licence
 

17.1. You shall immediately inform the Employer if you:

17.1.1. are prosecuted or are to be prosecuted for any road traffic offence;

17.1.2. have your driving licence endorsed; or

17.1.3. are disqualified from driving or holding a driving licence.

17.2. If you are disqualified from holding a driving licence, or from driving, and you cannot arrange any other travel arrangements at your own expense which are acceptable to the Employer, you agree that the Employer can in its absolute discretion terminate your employment without notice.  

17.3. You agree to produce your driving licence for inspection on request by the Employer.

18. Company Vehicle
 

19. Use of your own vehicle

Where you use your own vehicle for carrying out your duties:

19.1. you must make sure that your vehicle is adequately insured for business purposes and for carrying any of the Employer’s equipment;

19.2. you will be entitled to be reimbursed for mileage at a rate per mile to be agreed before each assignment with the Employer; and

19.3. you must make keep a detailed record of your business mileage.

20. The Employer’s Property

20.1. You agree to take all reasonable steps to maintain in good condition all equipment or property of the Employer you use, and to ensure that all reasonable steps are taken to prevent the loss of theft of such equipment or property.

20.2. You agree to be responsible for any damage caused to the Employer’s equipment or property caused through your negligence and agree that the Employer shall be entitled to deduct such sums from your  pay.

20.3. When your employment comes to an end, you will return to the Employer all of the Employer’s equipment and property you then have, and you agree that the Employer can deduct from any sums then owing to you by way of salary or otherwise any sums owing to the Employer including but not limited to the value of any equipment or property of the Employer which you fail to return.

21. Sickness and Injury

21.1.  If you are absent from work due to sickness or injury you must:

21.1.1. notify the job title
 by 9.00am or as soon as possible afterwards of the absence and its likely duration;

21.1.2. keep that person informed on each day during the first week of absence, and then in any subsequent weeks on each Monday morning throughout the absence;

21.1.3. provide the Employer with such information as it reasonably requires as to the sickness and the expected duration of your absence;

21.1.4. on your return to work complete and return to job title
 a certificate of absence due to sickness for any period of absence of less than eight days; and

21.1.5. as soon as possible after the eighth day of absence produce to job title
 a doctor's medical certificate for all periods of absence of more than seven days.

21.2. Subject to your compliance with the rules set out in clause 21.1, if you are absent from work due to sickness injury, you will be paid EITHER: in full for a period of period and thereafter SSP only OR: in full at the Employer’s discretion OR: only the Statutory Sick Pay to which you may be entitled at the time
.  Any sum paid to you during any such absence will be deemed to include any SSP to which you are entitled.
21.3. For the purpose of Statutory Sick Pay the qualifying days of the week are Monday to Friday.

21.4. You agree that you will (when asked by the Employer) undergo a medical examination by a doctor nominated by the Employer at the Employer’s expense.  You also authorise the doctor to disclose to the Employer the results of the examination and to discuss with the Employer any matters arising from the examination that might have an effect on your ability to do your job.  You agree that you will co-operate fully with these examinations.

22. Other Employment

22.1. You may not undertake any other duties of whatever kind during your hours of work unless the Employer specifically agrees otherwise.

22.2. During your employment with the Employer you agree that you will not engage in any other employment or carry on any trade business or profession without the Employer’s written consent.  Consent will not be given where such other work is likely to have an adverse effect on your ability to do your job for the Employer or where such work is likely to bring the Employer’s business into disrepute.

22.3. Where consent is given you must not use the Employer’s property or resources in any such activities without the Employer’s prior authorisation.

23. Confidential Information

23.1. In the course of your employment with the Employer, you will have access to and be entrusted with information in respect of the business and finances of the Employer and of its dealings, transactions, technology, products and affairs, all of which information is or may be confidential. 

23.2. You therefore promise that you will at all times both during, and after the termination of, your employment for whatever reason:

23.2.1. not (other than in the proper course of your duties or unless authorised by the Employer or ordered by a Court) divulge or communicate to any person or persons (except those entitled to have such information);

23.2.2. use your best endeavours to prevent the disclosure of; and 

23.2.3. not seek to exploit in any way or otherwise make use of 

any trade secret or secret manufacturing process or any Confidential Information concerning the business or finances of the Employer.

23.3. Confidential Information includes but is not limited to the following:

23.3.1. details of the business and finances of the Employer;
23.3.2. details of business plans, profits, expenses and financial arrangements with third parties;

23.3.3. the contents of and set up of the IT systems operated by the Employer, including all databases;
23.3.4. information as to the identity, orders placed, requirements, fees charged or finances of clients;

23.3.5. details of clients including but not limited to their names and addresses, details of any specific requirements or instructions received, any financial arrangements, security and/or access arrangements in their properties;

23.3.6. details of other employees, Directors and consultants of the Employer including but not limited to details of their salary and health;

23.3.7. details of any tenders the Employer has submitted or plans to submit;

23.3.8. any matter contained within a client’s file;

23.3.9. any other information generally relating to clients or suppliers;

23.3.10. the prices at which goods are supplied to the Employer by the suppliers;

23.3.11. details of any negotiations taking place with existing or potential clients
23.3.12. other information generally relating to the Employer’s business (whether or not such information is recorded in writing or on computer disk or tape); and
23.3.13. any other information which is notified to you as being confidential or is marked as such whether relating to the Employer, suppliers, clients or any employees or contractors of those people or organisations.

23.4. The restrictions contained in this Clause will cease to apply to information or knowledge which may become public and readily available except as a result of any act or omission on your part.

24. Inventions

24.1. You may make, discover or create inventions in the course of your duties and agree that you have a special obligation to further the interests of the Employer in that respect.

24.2. "Employer Invention" means any creation, improvement, invention or discovery made by you which under s39 of the Patents Act 1977 is, as between the parties, the property of the Employer.

24.3. If you (whether alone or with any other person(s)) make any invention which relates either directly or indirectly to the business of the Employer, you must promptly disclose to the Employer full details, including drawings and models, of such invention to enable the Employer to determine whether or not it is an Employer Invention.

24.4. If the invention is an Employer Invention, you shall hold it in trust for the Employer and, at the request and expense of the Employer, do all things necessary or desirable to enable the Employer or its nominee to obtain for itself the full benefit of and to secure patent or other appropriate forms of protection for the Employer Invention throughout the World.

24.5. Decisions as to the patenting and exploitation of any Employer Invention shall be at the sole discretion of the Employer.

24.6. You hereby irrevocably appoint the Employer to be your attorney in your name and on your behalf to execute documents, to use your name and do all things which may be necessary or desirable for the Employer to obtain for itself or its nominee the full benefit of the provisions of Sub-Clause 24.4 and a certificate in writing signed by any appointed representative of the Employer that any instrument or act falls within the authority conferred by this Clause shall be conclusive evidence that such is the case so far as any third party is concerned.

25. Copyright and Other Intellectual Property Rights

25.1. You shall promptly disclose to the Employer all copyright works or designs or databases and other property rights originated, conceived, written or made by you alone or with others (except only those works originated, conceived, written or made by you wholly outside your normal working hours and which are wholly unconnected with your employment) and shall hold them in trust for the Employer until such rights shall be fully and absolutely vested in the Employer.

25.2. You assign to the Employer by way of future assignment all copyright, design right, database right and other property rights (if any) for the full terms of such rights throughout the World in respect of all intellectual property originated, conceived, written or made by you (except only those works or designs originated, conceived, written or made by you wholly outside your normal working hours and which are wholly unconnected with your employment).

25.3. You hereby irrevocably and unconditionally waive in favour of the Employer all moral rights conferred on you by Chapter IV of Part I of the Copyright Designs and Patents Act 1988 for any work in which copyright or design right is vested in the Employer whether by Sub-Clause 25.2 or otherwise.

25.4. You shall, at the request and expense of the Employer, do all things necessary or desirable to substantiate the rights of the Employer under this Clause.

26. General Intellectual Property Provisions

26.1. Nothing in Clauses 24 and 25 or this Clause 26 shall be construed as restricting your rights or the rights of the Employer under the Patents Act 1977.  

26.2. Without prejudice to Clause 26.1, if the creation, improvement, invention, discovery or copyright work or design is not the property of the Employer, the Employer shall, subject to the provisions of the Patents Act 1977, have the right to acquire for itself or for its nominee your rights within six months after disclosure pursuant to Clauses 24.3 and 25.1 on fair and reasonable terms to be agreed or settled by a single arbitrator to be appointed, in the absence of agreement by the parties, by the President for the time being of the Law Society of England and Wales.

26.3. If any third party should infringe any of the intellectual property rights of the Employer which arose in the course of your employment including breach of confidence or if the Employer shall need to prove in Court proceedings its original ownership of any of its intellectual property rights or that any patent rights were invented by its employees in the course of their employment it may request you to lend your name to such proceedings and/or to provide reasonable assistance and to provide such evidence and/or declarations of fact and if necessary to appear as a witness of fact and you agree to do so subject to the Employer giving you an indemnity in respect of all costs damages and expenses that you may incur in so doing. This Clause shall survive termination of your employment for any reason.

26.4. You shall take all necessary steps and co‑operate fully with the Employer to ensure that it is able to register its title to all and any intellectual property rights that are deemed to vest in the Employer by operation of law and shall execute such documents including any confirmatory assignments and take such other as are reasonably necessary or appropriate for vesting in the Employer and registering  all its rights and interests in such intellectual property rights. This Clause shall survive termination of your employment for any reason.

27. Health and Safety

27.1. The Employer will take all reasonably practicable steps to ensure your health safety and welfare while at work.  It is also your legal duty to take care of your own health and safety and that of your colleagues. 

27.2. You must familiarise yourself with the Employer's Health & Safety Policy a copy of which can be obtained from job title
.

28. Grievance Procedure

28.1. If you have a grievance relating to your employment, you should deal with it in accordance with the Employer’s Grievance Procedure.   A copy of the current Grievance Procedure is set out in location
.  This procedure is not contractual.

28.2. Any formal grievance should be raised in writing with position
.

29. Dismissal Disciplinary, Capability Rules and Procedures and Appeals

29.1. The Employer's Dismissal Disciplinary and Capability Rules and Procedures are set out in location.  They are not contractual.

29.2. If you are dissatisfied with any disciplinary or dismissal decision relating to you, you should raise it in writing with position
 in accordance with the Appeals Procedure.

30. 
Termination

30.1. Your employment may be terminated by the Employer giving you number
 weeks’ notice in writing or one week's notice for every complete year of service with the Employer, whichever is the greater, and subject to a maximum notice period of 12 weeks.

30.2. You will be required to give number
 weeks’ notice from the outset.

30.3. The Employer may also terminate your employment in writing without notice or payment in lieu of notice if you:

30.3.1. are guilty of any dishonesty or any act of gross misconduct or gross incompetence or of any other repudiatory breach of contract in the course of your employment;

30.3.2. fall into disrepute outside the course of your employment which in the reasonable opinion of the Employer will materially prejudice its interests;

30.3.3. are convicted of a criminal offence other than a minor road traffic offence; or

30.3.4. insert here any matters that are specific to the post such as professional qualifications being lost;  possibly also losing a driving licence.

30.4. Your employment will also come to an end automatically on the last day of the month in which you reach the age of 65.
 

30.5. You agree that the Employer can terminate your employment in accordance with this Clause or Clause 31 on the grounds of your sickness or disability notwithstanding any right you may have to participate in or obtain benefits under any permanent health insurance scheme which the Employer has in place for its employees from time to time.

31. Payment in Lieu of Notice

31.1. The Employer reserves the right to terminate your employment immediately at any time (and whether or not notice of termination has been given by either party) by paying to you a sum equal to your basic salary for the relevant period of notice at the rate payable when notice is given (and in the case where either party has given notice, for the remainder of the relevant notice period), without taking into account any bonus, pension contributions or benefits in kind.

31.2. The payment in lieu of notice shall be subject to any deductions of Income Tax and National Insurance that the Employer must make.

31.3. For the avoidance of doubt the fact that the Employer is entitled to make such a payment in lieu of notice does not mean that you are entitled to receive such a payment.

32. Garden Leave

Once notice to terminate the employment has been given by either party, the Employer may at any time and for any period or periods place you on Garden Leave by suspending you from performing your job and/or excluding you from entering the Employer’s premises provided that the Employer will continue to pay your salary and provide your contractual benefits.  Such suspension will not affect your duties of fidelity and good faith.

33. Post-Termination Restrictions

34. 
Variations or Amendments

34.1. The Employer reserves the right to make reasonable changes to your terms and conditions of employment.

34.2. You will be notified of minor changes by way of general notice and any such change shall take effect from the date of the notice.

35. Collective Agreements

EITHER: There are no Collective Agreements that affect your Terms and Conditions of Employment. OR: The Employer has a collective agreement with name of union.  You will be bound by any agreement reached with the union regardless of whether you are a member of the union. Any variation in wage rates agreed with the union will be notified to you.

For and on behalf of the Employer:-

SIGNED....................................

DATED......................................

I confirm that I have read and understood, and that I accept, these Terms and Conditions of Employment:

………………………………..

Name of Employee
………………………………..

DATE

JOB DESCRIPTION

Job Title:


Job Title
Reporting to:


Title
Main Responsibilities:

1.
Insert
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NOTES

� Please insert details of who this would be.





� It is a good idea to attach a written job description which clearly sets out what duties the employee is expected to carry out. 





� Do the employees need any professional qualifications to do the job? If so, they should be inserted here.  If not, this clause can be deleted.





� Use “begins” for new employees, and “began” for existing employees. 





� See the previous note.  If however the employee has previously been employed by an associated employer, then this clause would need to be changed to take into account the employee’s continuous employment with the previous employer. 





� Use this option if this is a fixed-term contract, and use the first option if the contract is for an indefinite duration. Please note that non-renewal of a fixed-term contract counts as a dismissal, which means that an employer must follow the minimum statutory dismissal procedure if not renewing the contract.  If the employee has accrued more than 12 months’ service, s/he could have an unfair dismissal claim if the fixed term contract is not renewed. You should also be aware that there is anti-discrimination legislation in place which means that you cannot treat fixed-term employees less favourably than other employees, and that after employees have been working under fixed-term arrangements for more than four years, they become permanent employees, unless exceptional circumstances apply.  Even with fixed-term contracts, it is a good idea to allow for early termination (for example in the case of misconduct or redundancy), as otherwise if you wanted to terminate early you would have to consider paying off the employee with the balance of the pay they would have earned had they worked the whole of their fixed term.





� Use for new employees only.





� Three or six months probationary period is fairly standard, depending on how long a period is necessary to determine whether the employee is suitable for the job. 





� Delete the relevant part of the clause. 





� Please insert the duration of the employee’s lunch break. An employee working 6 hours or more is entitled to at least a 20 minute uninterrupted break away from their work station.





� If the employee is likely to work more than a 48-hour week in any 17 week reference period, then this clause should be included in the contract. If they are not likely to do so, the clause can be deleted.  Please also note that the power to ask employees to enter into clauses of this type may soon disappear.





� This clause contractually entitles you to lay off employees temporarily, as an alternative to redundancy, in the event that there is a reduction in the work carried out.   If there is no such clause, and you want to lay employees off temporarily, you will be breaching their contracts, which might lead to unfair dismissal and other claims.





� Insert the employee’s normal place of work.





� If the employee might be asked to work in other places, this part of the clause is essential. 





� Please note that if you are likely to require your employees to work outside the UK for periods of a month or more, you should say so here.





� Please delete the relevant part of the clause. 





� I have assumed that the employee are paid monthly in arrears. We need to insert on what date of the month they get paid. 





� Delete this sub-clause if the employee does not get paid for overtime.





� Please insert details of any additional benefits, such as life insurance or private medical insurance.





� If the employee receives bonus or commission, the details of any such arrangement should be inserted here. 





� Please insert details of any pension scheme. Please note that employers have an obligation to provide at least access to a Stakeholder scheme where they have five employees or more, the employee is 18 or over and has accrued three months’ service.





� Please insert the relevant amount. If the employees never drive as part of their duties, then this sub-clause can be deleted. 





� Insert the relevant months.





� Insert the number of holiday days the employee is entitled to over and above public and bank holidays.





� Is there a restriction on how many days’ holiday the employee can take at any one time? If so, details of this should be inserted here.  If not, this sub-clause can be deleted.





� Is there a particularly busy period during which you do not want the employees to take holidays? If so, details should be inserted here. If not, this sub-clause can be deleted. Otherwise, the clause can be deleted. 





� This clause should be used only for employees who drive as part of their job. Delete the clause for other employees. 





� Do the employees have the use of a Company car? If so, details of this arrangement should be inserted here. 





� Please insert job title.





� Please insert job title.





� Please insert job title.





� Insert the relevant sick pay arrangements. Delete the part of the clause which is not applicable. 





� These three clauses covering intellectual property remind the employee of their obligations, and put the employer into the best position to deal with any intellectual property that the employee creates in the course of his/her employment.





� Please insert job title.





� Please insert. Written grievance, disciplinary and dismissal procedures must be easily accessible by all employees. It is a legal requirement to have such procedures in place. It is very important that employers follow at least the statutory minimum procedures, as if they do not do so the compensation awarded to an employee if he wins a Tribunal claim will be enhanced. In addition, if an employer dismisses an employee without following the statutory dismissal procedure, the dismissal will be deemed automatically unfair.  Please let us know whether you would like help in setting up workable and compliant procedures.





� Please insert details of this person. It is a legal requirement that the grievance officer is identified in the employment contract.





� Please insert details of this person. It is a legal requirement that the person who will deal with appeals is identified in the employment contract. This person should ideally be someone more senior than the person hearing the original grievance or disciplinary matter. 





� Please insert the notice period to be given from the employer to the employee. 





� This is the statutory minimum entitlement of every employee.





� Please insert the notice period to be given from the employee to the employer. 





� Please note that new anti-age discrimination legislation is coming into force on 1 October this year. This means that it will be unlawful to require people under the age of 65 to retire. Employers will also need to follow specific retirement procedures, including giving employees 6-12 months notice of their planned retirement date and inform them of their right to request to work beyond that date. 





� This is required if you are providing PHI (sick pay insurance) for your employees.





� You should consider if you would like to try to protect your business interests by trying to prevent your employees from doing certain things after they leave you (such as competing with you, or soliciting the business of your clients).  Please bear in mind that such clauses are not guaranteed to be enforceable.  We would be happy to advise further. 





� Delete the part of the clause which is not relevant. 





1
Employer Name                                                                                                        Terms and Conditions of Employment

