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PUBLIC RELATIONS AND COMMUNICATIONS ASSOCIATION LIMITED



AND



[NAME OF EMPLOYEE]

	
EMPLOYMENT AGREEMENT



This Agreement is between:
Public Relations and Communications Association Limited whose registered office is at 39 High Street, Battle, East Sussex, TN33 0EE (the “Employer”); and 
[Name and address of employee] (“you”).
Starting employment
Your employment under this Agreement will start on [].  Your continuous employment began on [].
You warrant that you are not bound by any obligations that prevent you from starting employment with us on the date requested or which otherwise prevent or restrict you from carrying out any of your duties under this Agreement.
Right to work in the UK – information and checks
Before you start employment with us and, if requested, at any time during your employment, you must provide us with acceptable evidence of your right to work in the UK.  You will allow us to inspect your original passport or other documentary evidence of your right to work in the UK and take a copy for our records.  
If you are sponsored by us under the Home Office’s Points Based Immigration System (or any replacement scheme), you must give us contact details (including your address and any phone numbers you use) and let us know if these change.  You must also comply with any policy or procedure we have or may introduce relating to sponsorship obligations.
You must tell us immediately of any changes in your immigration status or personal circumstances which may affect your right to work in the UK. We may from time to time provide information concerning you to the Home Office (or any other government body with powers relating to immigration or the right to work).
Job title and duties 
Your job title will be [].  We may from time to time change your job title and replace it with one of broadly equivalent status.
Your role will include any duties that we may assign to you consistent with your job title and/or job description, and any other duties that we reasonably ask you to undertake from time to time.  We may make reasonable changes to your reporting line or require you to carry out work for any Group Company at any time. 
During your employment, you must:
use your best endeavours to promote, protect, develop and further our business and, where relevant, the business of any Group Company;
diligently exercise such powers and perform any duties that we may assign to you;
comply with all reasonable and lawful directions that we may give you;
ensure that you maintain the highest standards of conduct at all times and conduct your personal and professional life in a way that does not damage or risk damaging our reputation;
report your own wrongdoing and any wrongdoing or prospective wrongdoing by any other employee or director of the Employer immediately on becoming aware of it; 
promptly disclose any information which comes into your possession which may materially adversely affect our interests, including any information about another employee’s plans to compete with us (even if doing so might involve disclosing information relating to your own activities);
not exceed the limits of any authority that we give you from time to time; 
not commit the Employer to any expenditure or obligations of an unusually onerous or exceptional nature without the prior consent of [the Board/Chief Executive Officer];
not, without our written permission, hold any office in, be employed or engaged by, or have any direct or indirect interest in, any other business or other organisation including, where applicable, charities (other than as a shareholder of up to 3% of the issued share capital of a company for the purposes of investment only);
promptly disclose any material breach by us or any Group Company of any legal or applicable regulatory obligation, any material financial mismanagement or any other malpractice which comes to your attention.
[bookmark: _BPDCD_12]Where there are duties to report or disclose, that report or disclosure must be made to the Board.
Rules, policies and procedures
You must familiarise yourself with and comply with our rules, policies and procedures as notified to you from time to time. Our rules, policies and procedures are non-contractual (unless the contrary is expressly stated) and may be amended, replaced or withdrawn by us at any time.  
You must not directly or indirectly:
offer, promise or give a bribe of any kind;
request, accept or agree to accept a bribe; or
accept any gifts or hospitality from any third party in the course of your employment, except customary and proportionate business hospitality or in accordance with our policy on such matters or with our express consent.
If you become aware of any person who works for us or any Group Company engaging in any of these prohibited activities, you must report it immediately to us. Failure to do so could result in you being found guilty of an offence under anti-bribery legislation and/or disciplinary action being taken against you, potentially including the termination of your employment.  
Working hours
Your core working hours are from 9.00 a.m. to 6.00 p.m. Monday to Thursday and 9.00 a.m. to 5.0 p.m. on Friday. You may be required to work additional hours, including hours at weekends or during public holidays, whenever this is reasonably necessary to carry out your duties properly. This has already been taken into account in determining your salary and benefits and you will not be entitled to extra pay if you work additional hours. We may vary your core working hours from time to time on reasonable notice. 
 You agree that you may work for more than an average of 48 hours a week unless you notify us in writing at the time of signing this Agreement that you do not wish to do so.  You may revoke your agreement to this at any time by giving us not less than three months’ advance notice in writing.
If we ask, you must keep such records of your working time as we may require. 
Place of work 
[bookmark: _Hlk59189078][Place of work – split between office and home – hybrid]
Your normal place of work will be split between our office premises at 7-8 Stratford Place, London W1C 1AY and your home.  In practice, we expect you to work approximately two days per week from home and the rest from our office or as otherwise agreed with your manager.  
We may require you 
to travel both within the UK and overseas as part of your duties; and
to work temporarily at any location within the UK or overseas, including the premises of any Group Company or any of our clients/customers.  
We reserve the right to change these arrangements from time to time.  
You must be flexible and change your days (and work additional office-days if we require) to meet the needs of the business and carry out your duties effectively.  
We may specify particular days on which you must work in the office. 
We may, if appropriate in the circumstances, require you to work exclusively in our office.  
For example, making changes may be appropriate if your role or responsibilities change or if your performance is not considered to be satisfactory.  
[bookmark: _Hlk59024284]Under these provisions, you need to move between home and office, sometimes on a daily basis.  Whether you achieve that by living within a reasonable commute or making other arrangements is a matter for you.  
You will be responsible for any incidental expenses incurred as a result of home working such as broadband, lighting, heating and insurance. 
You are also responsible for any expenses incurred in travelling to our offices on your office working days.  
You must complete/cooperate with home-working risk assessments to ensure that facilities at your home provide a suitable and safe working environment.  
You may not work from any home location outside the UK (including any overseas holiday/family homes) for more than one month without prior written permission from Human Resources. 
Where specific duties are imposed on us by health and safety legislation, we are responsible for meeting any associated costs.  Nothing in these provisions should be taken as requiring you to bear those costs.
 Probationary period
The first 3 months of your employment with us will be a probationary period.  We may extend the duration of your probationary period if we consider it appropriate.   
During the probationary period (including any extended period):
either you or we may terminate your employment by giving to the other not less than two weeks’ notice in writing (which may expire after the end of the probationary period); [and]
[you will not be entitled to any sick pay over and above SSP. {delete if no entitlement anyway}]]
Salary and expenses
Your salary will be £[] per year.
We will pay your salary monthly in arrears on or around the 25th day of each month in respect of the whole calendar month by transfer into your nominated UK bank account.  
We normally review salaries every year. However, there is no right to a review or to an increase.  When reviewing salaries, we may take into account whatever factors we consider appropriate.  These will not necessarily be the same from year to year or as between employees of similar status.  Any increase is discretionary.  We will not pay any increase (whether notified to you or not) if either party has given the other notice of termination of employment before that increase takes effect.
We will reimburse all reasonable business expenses as long as they are supported by receipts and reasonably incurred by you in the proper performance of your duties.
Any payments (including reimbursement of overpayments) due from you to us or to a Group Company may be deducted from your salary and/or from any other money that we owe to you.
Bonus
We have a company bonus scheme under which annual bonuses may be awarded.  Whether a bonus is awarded and the amount (if any) of bonus awarded will be determined at our discretion.  We will normally take account of our financial performance and future prospects and your personal performance.  However, the factors taken into account may differ from those used in determining awards in previous years. 
Pension 
You will be enrolled in our pension scheme (the “Scheme”) as long as you meet statutory enrolment criteria.  Participation is subject always to the rules of the Scheme. We may amend or replace the Scheme at any time or postpone your enrolment under automatic enrolment rules. If we postpone your enrolment, this would not be for more than 3 months, and we will tell you of this separately. 
Our employer contribution will be [X%] of your basic salary. You will be required to contribute [Y%]. The contribution rates may be increased over time at our discretion or to bring them into line with the prevailing statutory requirements.  Further details are available from Human Resources. 
You consent to our deducting your employee pension contributions from your salary. 
Although we expect most employees to meet the statutory criteria for automatic enrolment, those who do not may be able to enrol voluntarily.  If this applies to you or you would like to discuss voluntary enrolment, please contact Human Resources.
Employees who no longer wish to be a member of the Scheme may be able to cease active membership or have a right to opt out in certain circumstances, although we may periodically be required by law to re-enrol you under the statutory auto-enrolment rules.  Further information is available from Human Resources.
Holidays
Our holiday year runs from 1 January to 31 December. 
In addition to public holidays, you will be entitled to 25 days’ paid holiday in each complete holiday year.  This is inclusive of your statutory entitlement to holiday. 
If you start employment part way through a holiday year, your entitlement to holiday will be calculated on a pro rata basis. Any part day's holiday will be rounded up to the nearest whole day.  
Your entitlement to holiday will accrue on a daily basis and, subject to obtaining approval, may be taken before it has accrued (although you cannot take holiday entitlement from any following holiday year).  
For the purposes of any distinction drawn between different forms of holiday entitlement, your holidays (including public holidays) will be deemed to be taken in the following order: statutory annual holiday followed by additional statutory annual holiday followed by non-statutory holiday.
You may only take holiday at times that we have approved.  You should always give reasonable advance notice of any proposed holiday dates.  In the unlikely event that we require you to cancel approved pre-booked holiday for business reasons, you will be reimbursed for any irrecoverable cost and every effort will be made to agree suitable alternative holiday dates with you.  
You may carry forward a maximum of [5 days’] holiday from one holiday year to the next with the prior written consent of your manager. Any holiday carried forward must be taken by the end of March in the next holiday year.
We may require you to take your outstanding annual holiday entitlement (or any part of it) on not less than one day’s notice if we or you have given the other notice of termination of employment.
The notice will specify the days on which holiday must be taken. Statutory provisions about the notice necessary to require you to take holiday are varied to the extent necessary.   
If your employment terminates part way through a holiday year, we will pay you 1/260 of your salary for each day’s holiday which has accrued for that holiday year but not been taken.  If you have exceeded your accrued entitlement, you must repay the appropriate sum (adopting the same calculation set out above).  We may deduct any repayment from any sums due to you.  
Sick pay
Subject to what is set out below, we will pay you sick pay equal to your normal salary for a total of 30 working days’ absence and 75% of your normal salary for the following 35 working days’ in aggregate due to sickness or injury in any rolling period of 12 months.  
Once you have exhausted your entitlement, you will have no entitlement to further sick pay until you have returned to work on full duties for a continuous period of two months.
Any sick pay paid by us includes statutory sick pay (SSP) where this is due.  If you exhaust your entitlement to sick pay, we will continue to pay SSP if and for as long as you are entitled to it.
You will have no entitlement to sick pay (except any SSP, if payable) for any day when: 
you are in breach of the procedure for sickness absence set out below; 
a hearing is pending which relates to any aspect of your conduct or performance and which could result in the imposition of a warning, dismissal or other sanction; or
you are in breach of your obligations in relation to medical examinations and reports set out below.
For SSP purposes, your qualifying days will be Monday to Friday.
Sickness absence
If you are absent from work as a result of sickness or injury you must follow the procedure set out below:
contact your manager or, if unavailable, another member of your department as soon as reasonably possible on the first day of absence and explain the reason for your absence and give as much information as you can about when you expect to return to work; 
keep us updated regularly or at whatever intervals we may reasonably request when your absence is ongoing; and 
provide certificates as follows: 
if you are absent for 7 days or less (including non-working days), you must complete a self-certification form on the day you return.  Self-certification forms are available from Human Resources;
if your absence lasts for more than 7 days (including non-working days) you must immediately send us a doctor’s certificate, stating the period for which you should not attend work and the reason for this.  If you are unable to return by the end of that period you must obtain a further certificate. Additional certificates should be obtained to cover the full period of your absence.  All certificates must be sent to Human Resources as soon as you have obtained them.
Medical examinations
In connection with understanding your health and any implications that it may have for your work, we may, at our expense (whether you are absent from work or not), ask you:
to obtain and give to us a medical report from your GP or another person responsible for your clinical care; and/or 
to be examined or tested by a medical practitioner appointed by us so that we can receive medical advice about you.  
If we make a request pursuant to clause 15.1, you must cooperate in arranging medical appointments and must attend appointments made.
Termination of employment
After your probationary period, either party may terminate your employment by giving the other not less than [three] months’ notice in writing. 
After notice of termination has been given by you or us, we may at our discretion require you, for all or part of your notice period, to comply with any or all of the following instructions: 
not to carry out any further work for us or for any Group Company;
to remain away from our business premises and those of any Group Company (unless we give written permission to do otherwise); 
[bookmark: _DV_M48]not to contact any of our clients, customers, suppliers or employees or those of any Group Company without our prior written permission;
[bookmark: _DV_M49]to carry out only part of your duties, or to carry out alternative duties or special projects for us within your skill set; 
to co-operate in the handover of your duties and responsibilities;
to resign from any offices you hold within the Employer or any Group Company or by virtue of your employment with us;
[bookmark: _DV_M50]to answer, in an honest and helpful way, such questions as we may reasonably ask of you;
[bookmark: _DV_M51][bookmark: _DV_M52]to keep us informed of your whereabouts and contact details and to remain reasonably contactable and available for work.    
[bookmark: _DV_M54]During any such period we may appoint another person to carry out some or all of your duties. You will continue to receive your salary and benefits during any such period although, for the avoidance of doubt, you will not be eligible to receive any bonus or incentive payments or awards. Reference above to you giving notice of termination includes circumstances where you purport to terminate your employment without serving your full notice period.
If you refuse to work, or do not confirm your availability to work having been requested by the Employer to do so, notwithstanding any other provision of this Agreement and without prejudice to the Employer’s rights generally, we may cease payment of your salary until such time as you comply with these instructions.
We may, at our discretion, terminate your employment with immediate effect at any time (including a time after we or you have given notice of termination to the other) by notifying you that:
we are exercising our right to terminate your employment in accordance with this sub-clause; and 
we will pay you a sum equivalent to your basic salary (less deductions for tax and National Insurance) in lieu of notice or in lieu of any unexpired part of your notice (“Payment in Lieu”).  
Payment in Lieu will be paid in one lump sum (within 28 days of the date on which your employment terminates).  
For the avoidance of doubt, the Payment in Lieu will not include:
any bonus or other incentive payments or awards for which you may otherwise have been eligible in respect of the notice period;
any payment in respect of holiday entitlement that would have accrued during the notice period; or
any payment in respect of benefits to which you would otherwise have been entitled during the notice period.     
We may terminate your employment immediately without notice or payment in lieu of notice or provision of benefits if:
you commit any serious or repeated breach of this Agreement or refuse or neglect to comply with any reasonable and lawful direction;
you have, or we reasonably consider that you have, committed gross misconduct; 
you have, or we reasonably consider that you have, materially damaged or acted in a way which is likely to materially damage, your or our or any Group Company’s reputation; 
you are prohibited by law from being a director, whether or not you are a director of the Employer or any Group Company at the time; 
you are in breach of any warranty given in this Agreement;
you are seriously negligent, whether or not that causes or might cause loss, damage or injury;
you become bankrupt or make any arrangement or composition with or for the benefit of your creditors generally; 
you are unable to demonstrate that you have the right lawfully to work for us in the UK or if you cease to have the right lawfully to work for us in the UK;
you are convicted of any criminal offence (other than an offence under any road traffic legislation in the United Kingdom or elsewhere for which a fine or non-custodial penalty is imposed); or
any other circumstances arise in which termination having immediate effect is appropriate.
On termination of your employment, however arising, you will not be entitled to any compensation for the loss of any rights or benefits under any share option, bonus, long-term incentive plan or other profit-sharing scheme operated by us or any Group Company in which you may participate.
Return of property and passwords
Upon the termination of your employment or if we request at any other time, you must: 
immediately return all items of our property which you have in your possession in connection with your employment including any documents (and copies of, or extracts from, documents), keys, security passes, credit and charge cards, business cards, computers and other electronic devices, portable storage devices or other storage media and mobile phones; and
forward a copy to us of any documents or information belonging to us which you have on any computer or other electronic devices, including any mobile phone, or portable storage devices or other storage media (other than one that must be returned to us) or in any cloud-based storage, and then irretrievably delete the document or information.  You will permit us (or our representatives) to inspect any such computer or other devices on request to ensure such steps have been taken. 
If asked to do so, you must inform us of any passwords, pins or codes used by you in the course of your employment. 
We may withhold payment of your final salary or any other payments due to you on the termination of your employment until you have fully complied with these obligations.
Grievances, disciplinary issues and suspension 
If you have a grievance relating to your employment you should raise this in the first instance with [your manager/the Chief Executive Officer].  A copy of our grievance procedure is available from Human Resources. This is a policy document and does not form part of your terms of employment and, accordingly, we may change it from time to time or decide not to follow it.
A copy of our disciplinary procedure is available from Human Resources. If you are dissatisfied with any disciplinary decision against you, you may appeal in writing to [the Managing Director/Chief Executive Officer/Chairman of the Board]. 
The grievance procedure and disciplinary procedure are policy documents only.  They do not part of your terms and conditions of employment, and we may change them from time to time or decide not to follow them.  
We may suspend you for whatever period of time we consider appropriate to investigate any aspect of your performance or conduct or to follow disciplinary proceedings.  We may attach conditions to any such suspension.  You must comply with any such conditions and co-operate fully with any investigation.  During any period of suspension, you would normally receive the same pay and benefits as if you were at work, although we reserve the right to withdraw or defer pay and benefits in appropriate circumstances.  
We may search you, your belongings kept on our premises, your work computers, personal electronic devices, and any company vehicles as part of any investigation into a suspected disciplinary offence.
Confidentiality
You must not either during or after your employment:
use or attempt to use any Confidential Information; or
disclose or communicate to any person or permit or enable any person to acquire any Confidential Information
other than in the proper performance of your duties for any legitimate purposes of the Employer.
These obligations will not apply to:
information or knowledge which comes into the public domain other than by reason of your default or breach of these obligations; or
any information which is required to be disclosed by you by order of a court of competent jurisdiction or an appropriate regulatory authority or otherwise required by law.
[bookmark: _DV_M64]Nothing in this Agreement will prevent you from exercising your right to make a statutory protected disclosure.
During your employment and at all other times you must use your best endeavours to prevent the unauthorised publication or disclosure of Confidential Information and you must take such steps as may be reasonable to prevent unauthorised access to or accidental loss of any Confidential Information.
Reputation 
During your employment and afterwards, you will not directly or indirectly make any statement or comment or publish/share any blog or social media post, about us, our business, our clients, or our staff which is likely to damage our reputation (or that of our business, clients, and staff).
Personal data
Processing of personal data and our policies
In the course of our business, we process data about individuals including those who work for us and for our customers and suppliers.  For information on the nature of the data we process, why we process it, the legal basis for processing and related matters, please see our Privacy Notice which may be found [on our intranet]/in the Staff Handbook].  
Although the giving of consent may in certain circumstances provide a legal basis for processing personal data, we do not, in general, rely on that basis.  Agreeing the terms of this Agreement will not constitute your giving consent to our processing of your data.  
We have adopted policies relating to our handling and use of personal data.  These include our [Data Protection – Staff Responsibilities Policy] and [Data Breach Protocol][list any relevant policies].  Copies can be found [on our intranet][in the Staff Handbook.]  You must read these and, in so far as they are relevant to your work, comply with them in the course of your employment. 
If you are unclear how the policies apply or, more generally, about your responsibilities in relation to personal data, speak to HR. 
Data breach – and urgent notification
A data breach occurs when there is unauthorised disclosure of personal data, if personal data is lost or destroyed or if unauthorised alterations are made or access given to personal data.  For example, there would be a data breach if our servers were hacked or if you lost a laptop or USB stick or sent an email to the wrong person by mistake. 
If you discover a data breach (whether or not it relates to your work or responsibilities), you must notify your line manager and the [CIO] immediately – and if possible, within one hour.  Depending on context, you may then need to provide further information on the circumstances of the breach.
Failure to notify a breach or to provide information as set out above will be treated seriously and disciplinary action may be taken.
Further information regarding how we handle a data breach is available [on our intranet] in our [Data Breach Protocol].  
Intellectual property
You acknowledge and agree that any work created or developed by you (whether alone or jointly) during your employment will belong to us from the date of creation if it: 
is capable of exploitation by us or any Group Company in the normal course of our or its business; or 
is so created or developed during the course of or in connection with your employment by us.  
To the extent that they do not vest automatically, you hereby assign to us with full title guarantee and free from all encumbrances (and in the case of copyright and design right by way of a present assignment of future copyright and design right as applicable) all copyright, design rights and other intellectual property rights in any such work and undertake to do anything reasonably required to ensure that such rights belong to or are assigned to us and to assist us in protecting or maintaining them.
If any moral right or analogous right arises in respect of any work created or developed by you (whether alone or jointly) during the course of or in connection with your employment you: 
hereby irrevocably waive and agree not to assert (save as directed by us) such rights; and
will ensure that all applicable consents have been obtained to entitle us to make the fullest use of such rights without restriction or further payment. 
Health and safety
During your employment with us you must:
take reasonable care for your own health and safety and that of your colleagues and other visitors to our premises; 
follow any health and safety instructions or guidance given to you from time to time;
co-operate with us to enable us to ensure a healthy and safe environment is maintained for all of our staff and visitors; 
promptly report any workplace accidents and hazards to your Health and Safety Representative or to Human Resources; and
attend any health and safety training to which you may be invited.  
Restrictions after employment
In this clause:
“Client” means any Person who at any time during the Relevant Period was a client of the Employer or of any Group Company and with whom you had material dealings during the Relevant Period; 
“Competing Business” means any business which competes or is preparing to compete with:
any business carried on by the Employer or by any Group Company with which you were involved to a material extent during the Relevant Period; or
any business carried on by the Employer or by any Group Company for which you had management responsibility during the Relevant Period; or 
(a) any business carried on by the Employer or by any Group Company about which you have Confidential Information; 
“Confidential Information” means any trade secrets or confidential information, including but not limited to: 
lists of our (or any Group Company’s) actual or potential clients and prospective clients; 
details of our (or any Group Company’s) relationships or arrangements with actual or prospective clients, including terms of business, pricing/discounts, contract duration and exclusivity arrangements; 
details of our (or any Group Company’s) business methods and processes, finances, sales, costs/margins, market research, employee remuneration, products in development, pricing strategies, marketing and/or advertising plans, strategic plans and business forecasts; 
details of any business tenders, pitches or presentations proposed or made by us (or any Group Company); 
details of any supplier relationships including terms of business, pricing/discounts, contract duration and exclusivity arrangements; 
computer program code, in source or in object form, as created, owned or licensed by the Employer (or any Group Company) including but not limited to any derivative work related to any computer program code licensed by the Employer (or any Group Company);
personal or non-public information about any of our (or any Group Company’s) directors, officers, employees, consultants or clients; 
information divulged to us (or any Group Company) by any client or another third party in confidence; and
any information relating to us or any Group Company or any of our clients or suppliers which we, the Group Company or the client or supplier in question would reasonably consider to be confidential. 
Confidential Information does not include information which is generally known or easily accessible by the public unless it is generally known or easily accessible by the public because of a breach of your obligations.
“Group Company” means any holding company or subsidiary of the Employer from time to time and any other subsidiary of any holding company of the Employer from time to time, where “holding company” and “subsidiary” have the meanings given in section 1159 of the Companies Act 2006;
“Key Individual” means any individual employed or engaged by the Employer or by any Group Company earning more than £10,000 per annum and
with whom you had material dealings during the Relevant Period; or
for whom you had managerial responsibility during the Relevant Period. 
“Person” means individual, firm, company, association or other organisation;
“Prospective Client” means any Person to whom the Employer or any Group Company submitted any proposal or tender or with whom we had material discussions during the Relevant Period with a view to providing that Person with Restricted Services and in respect of which you were materially involved;
“Relevant Period” means the period of 12 months immediately preceding the Termination Date;
“Restricted Services” means any services which compete with or are substantially similar to:
(a)	any services provided by the Employer or by any Group Company with which you were involved to a material extent during the Relevant Period; or 
(b)	any services provided by the Employer or by any Group Company for which you had management responsibility during the Relevant Period; or
(c)	any services provided by the Employer or by any Group Company about which you received Confidential Information; 
“Supplier” means any Person who at any time during the Relevant Period was a supplier of goods or services to the Employer or any Group Company and with whom you had material dealings during the Relevant Period; 
“Termination Date” means the date on which your employment with us terminates. 
You acknowledge that you are willing to enter into the covenants set out below in order to provide the Employer and relevant Group Companies with reasonable protection of their goodwill, Confidential Information, client connections and the stability of their workforces. You further acknowledge that it is fair and reasonable for the Employer and the Group Companies to seek to protect these interests through the restrictions below. 
You undertake that you will not directly or indirectly (including on your own account or in conjunction with or on behalf of any other Person):
for a period of 6 months immediately following the Termination Date:
carry on, set up, or be interested in any Competing Business (except as an investor holding up to 5% of the total issued share capital of any company); or 
be employed or engaged by any Competing Business (whether as employee, partner, member, consultant, director, agent or in any other capacity);
for a period of 6 months immediately following the Termination Date induce, solicit or encourage any Client or any Prospective Client not to give custom or to take custom away from the Employer or any Group Company;
for a period of 6 months immediately following the Termination Date:
canvass or solicit the custom of any Client or any Prospective Client with a view to providing Restricted Services to that Client or Prospective Client; and/or
provide or agree to provide Restricted Services to any Client or any Prospective Client;
for a period of 6 months immediately following the Termination Date:
induce, solicit, or encourage or try to induce, solicit or encourage any Key Individual to leave the Employer or any Group Company; or
employ, engage, or enter into any partnership or other business relationship with any Key Individual, or offer to do so (or procure or assist with the same). 
for a period of 6 months immediately following the Termination Date induce, solicit or encourage any Supplier to:
cease conducting business with the Employer or any Group Company; or 
reduce the amount of business conducted with the Employer or any Group Company; or
vary detrimentally the terms on which it is prepared to supply products or services to the Employer or any Group Company.
The periods of restriction set out above will be reduced by one day for each day during your notice period that you are required to remain away from our premises and not to carry out any work.
You agree that we enter into the restrictions in this clause for our own benefit and as trustee for each Group Company.
You acknowledge that each of the above sub-clauses constitutes an entirely separate and independent restriction on you.
If any of the restrictions are adjudged to be void or ineffective for whatever reason but would be adjudged to be valid and effective if part of it or another restriction were deleted then such restriction shall apply with such deletions as may be necessary to make it valid and effective. Similarly if any definition above is adjudged to be void or ineffective but would be adjudged to be valid and effective if any sub-clause of such definition was deleted in whole or in part then such definition shall apply with such deletions as may be necessary to make it valid and effective. 
[bookmark: _Ref519410404]If your employment is transferred to any Person pursuant to the Transfer of Undertakings (Protection of Employment) Regulations 2006 (as amended or replaced) you agree to enter into such additional or replacement restrictive covenants as the new employer may require in order properly to provide the new employer with an effective and broadly similar level of protection. 
After the termination of your employment, however it occurs, you will not:
represent to any Person or otherwise lead it to believe that you are still employed by us or in any way connected with or otherwise associated with us; or
make any derogatory or untrue remarks about us or any Group Company, any of our or their employees or clients, or any of our or their services or products save where made as part of a genuine protected disclosure or where required by law or by any regulatory authority.
If you receive an offer of employment or engagement with any Person either during your employment or during the period for which the restrictions set out above remain in force, you will immediately provide that Person with a complete copy of this clause and the relevant definitions.  If you accept such an offer which is, or potentially may be, in competition with the Employer or any Group Company, you will immediately notify us of the identity of the Person and of your acceptance of the offer.
Assistance in legal proceedings
[bookmark: _DV_C12]Both during and after your employment, you agree to assist us in any internal investigation, regulatory proceedings, and threatened or actual litigation where you have knowledge or information which we reasonably think may be relevant to such matters (including but not limited to giving witness statements/affidavits, meeting with legal and other professional advisers and attending any hearings or investigatory meetings).  You will be reimbursed for reasonable expenses properly incurred by you in giving such assistance.  
Notice
A notice given by a party under this Agreement will have effect from the earlier of its actual or deemed receipt.  Without limiting how notice may be given, it may be given personally, delivered by hand or sent by post or email.  
A notice given personally will be received if:
in the case of a notice to the Employer, it is handed to a member of senior management;
in the case of notice to you, it is handed to you.  
Any such notice will have effect from the time of receipt. 
[bookmark: co_anchor_a307521_1]Notice will be deemed received:
if delivered by hand to the other party’s address, at the time of delivery;
if sent by first class or recorded delivery post to the other party’s address, at 9.00 am on the second business day after posting;  
if sent by e-mail to the other party’s email address, at 9.00 a.m. on the business day after transmission. 
[bookmark: co_anchor_a237682_1]Reference to time is to local time in the place of deemed receipt. 
For these purposes:
the Employer’s address is the address set out in this Agreement or such other address as the Employer may notify to you for the purposes of receiving notices under this Agreement;
the Employer’s email address is the email address of a member of senior management;
your address is the address set out in this Agreement or, if you have notified the Employer of a new address, the last address known to the Employer;
your email address is your work email address (provided that at the relevant time you are permitted to access it) or any personal email address which you have notified to us.
You must tell us of any changes in your home address and other contact details, the bank account to which you would like your salary paid and to your next of kin. 
This Agreement
This Agreement will be governed by the laws of England and Wales and the Courts of England and Wales will have exclusive jurisdiction to adjudicate any disputes arising under it.
By signing this Agreement, you confirm that you are not entering into employment with us in reliance upon any oral or written representations made to you by us or on our behalf.
We reserve the right to make changes to any of your terms of employment at any time having regard to the changing needs and circumstances of the business. We will give you advance notice of any change.
This Agreement contains the whole agreement between you and us in connection with your employment.  With effect from the date upon which your employment under this Agreement starts or started, this Agreement replaces all previous terms and conditions (whether in writing or not) connected with your employment by us. 
Where there is a reference in this Agreement to the making of a payment or provision of a benefit, that payment or benefit shall be subject to such deductions for tax and national insurance contributions as may be required.
Definitions
In this Agreement:
“Board” means the board of directors of the Employer from time to time or any committee duly authorised by it.
“Confidential Information” means any trade secrets or confidential information, including but not limited to: 
lists of our (or any Group Company’s) actual or potential clients and prospective clients; 
details of our (or any Group Company’s) relationships or arrangements with actual or prospective clients, including terms of business, pricing/discounts, contract duration and exclusivity arrangements; 
details of our (or any Group Company’s) business methods and processes, finances, sales, costs/margins, market research, employee remuneration, products in development, pricing strategies, marketing and/or advertising plans, strategic plans and business forecasts; 
details of any business tenders, pitches or presentations proposed or made by us (or any Group Company); 
details of any supplier relationships including terms of business, pricing/discounts, contract duration and exclusivity arrangements; 
computer program code, in source or in object form, as created, owned or licensed by the Employer (or any Group Company) including but not limited to any derivative work related to any computer program code licensed by the Employer (or any Group Company);
personal or non-public information about any of our (or any Group Company’s) directors, officers, employees, consultants or clients; 
information divulged to us (or any Group Company) by any client or another third party in confidence; and
any information relating to us or any Group Company or any of our clients or suppliers which we, the Group Company or the client or supplier in question would reasonably consider to be confidential. 
Confidential Information does not include information which is generally known or easily accessible by the public unless it is generally known or easily accessible by the public because of a breach of your obligations.
“Group Company” means any holding company or subsidiary of the Employer from time to time and any other subsidiary of any holding company of the Employer from time to time, where “holding company” and “subsidiary” have the meanings given in section 1159 of the Companies Act 2006;
“Written” or “in writing” includes any methods of representing or reproducing words in a legible and non-transitory form, including by way of electronic communications.
References to “we”, “us” and “our” are to the Employer.
Where definitions are used in a clause of this Agreement they have the meaning set out in that clause.
	SIGNED on behalf of the Employer
	

	Title:
	

	Name:
	

	DATED:
	

	I have read and accept the terms and conditions of employment set out in this Agreement.

	SIGNED by you
	

	DATED:
	



ANNEX
Statement of employment particulars
This Annex supplements your employment contract by providing additional information on your employment particulars as required by Part 1 of the Employment Rights Act 1996.  Although annexed to your contract of employment, the information in the Annex is provided to meet our statutory duties and does not confer any contractual rights or obligations.
Leave other than holidays and sickness
1. There are no terms and conditions relating to paid leave in circumstances other than holidays and sickness.  However, if you satisfy any relevant conditions, you may have statutory rights to take paid leave in certain circumstances, including maternity, paternity and parental leave.
Other benefits
In addition to those set out in your contract we provide the following benefits:
· details 
Collective agreements
No collective agreements affect your terms and conditions of employment.
Provisions regarding work outside the UK for over a month
We do not expect you to have to work outside the UK for more than a month and there are no particulars to give you about such a requirement.
Training
Although we will provide appropriate training in connection with your role, there is no entitlement to training.  
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