[TO BE PLACED ON HEADED PAPER]
CONTRACT OF EMPLOYMENT  

This statement, which supersedes all previous statements, sets out the particulars of the terms and conditions, as at the date of this document, under which you are employed.

Name of Employee:




Address of Employee:



Name of Employer:                               (“the Company”)


1.
Employment 
1.1
You will be employed primarily as [Insert Title/Position].
1.2
Your duties include all work normally covered by your job title and will include but will not be limited to those contained in your Job Description.  
1.3
You will be required to be flexible in this position and must be prepared to undertake such other work as may be assigned to you by the Company from time to time.  Such work can be outside the area of your normal duties and may be outside your normal working hours.

1.4
You will report to the Manager or his/her nominee.
1.5
The date of commencement of employment is [Insert Original Date of Commencement].
2.
Probationary Period 

2.1
You will be required to complete a probationary period of 6 months from the date of commencement of employment. The probation period may be extended at the Company’s discretion but will not in any case exceed 9 months.  Termination of this agreement within the probationary period shall be at the discretion of the Company. 

2.2
Clear objectives and performance criteria will be agreed with your Manager in respect of the probation period and in respect of your continuing employment thereafter. You will be notified in writing if or when your probationary period has been satisfactorily completed.

3.
Place of Work

3.1
Your normal place of work will be at the Company’s premises at [Insert Address].  You may be required, from time to time, to work at the Company’s other places of business and/or the premises of subsidiary companies or organisations as the Company may require.  You will be given as much notice of any such change of place of work as is reasonably possible.
4.
Hours of Work 

4.1
Full Time:

Your normal working week will be 5 days Monday to Friday.

4.2
Your normal working hours will be from [Insert Times/Days] or as stated in the weekly roster.

4.3
The Company reserves the right to change these working hours.  You will receive as much notice as reasonably possible prior to any change.

4.4
There will be an unpaid meal break of 1 hour.  There will be an additional 15 minute break as appropriate to the hours of work.  The Company reserves the right to assign the meal and break times to individual employees at reasonable and appropriate times.

4.5
You may be required to work overtime depending on the requirements of your work and at the discretion of management.  Where possible you will be notified in advance.

4.6
Part Time: 

Your normal working week will be on pre-arranged days during the Monday to Saturday weekly period.  The Company reserves the right to change these working days.  You will receive as much notice as reasonably possible prior to any change. 

4.7
Your normal working hours will be the agreed number of hours during the period from [Insert Times].  The Company reserves the right to change these working hours.  You will receive as much notice as reasonably possible prior to any change.

4.8
There will be an assigned break(s) as appropriate to the hours of work.  The Company reserves the right to assign the times to individual employees at reasonable and appropriate times.

4.9
You may be required to work overtime depending on the requirements of your work and at the discretion of management.  Where possible you will be notified in advance.

4.10
In order to be ready to commence your assigned duties on time you will be required to arrive 10 minutes prior to opening times for preparation. Individuals may be given flexibility in relation to this requirement however this must be pre-agreed between the individual and the Company and is at the discretion of the Company.

5.
Remuneration: 

5.1
Your basic salary will be [Insert Sum] per annum which is payable weekly/monthly. Payment will be made monthly in arrears by cash.

5.2
Payments are subject to statutory and other agreed deductions.

5.3
Deductions for overpayments will be made from subsequent salary payments.  You will be advised of any such deductions.

5.4
Payment for overtime at a pre-agreed rate and will be made after completion of the normal weekly/daily working hours.  The Company reserves the right to give time off in lieu instead of payment for overtime.

6.
Annual Leave and Holidays

6.1
The Company’s holiday year runs from January to December.

6.2
Your holiday entitlements shall be 20 working days and shall be given in accordance with statutory requirements.

6.3
You must give at least one month’s notice of your intention to take a holiday and the Company, whilst making every effort to meet with your wishes, reserves the right to refuse permission depending on the needs of the business.

6.4
Not more than 10 working days may be taken consecutively unless you make an application to the Company and written permission is given. 

6.5
The final decision in allocating annual leave dates rests with the management.

6.6
Holiday entitlement is not cumulative and shall not be carried over into the following year.
6.7
Holiday entitlement for employees leaving or joining The Company during any holiday year will be pro rata to the number of complete weeks of service during the holiday year.  

6.8
When a termination of this contract occurs and the paid holidays already taken exceed the paid holiday entitlement at the date of termination, The Company will deduct the excess holiday pay from any termination pay.

6.9
Payment in lieu of annual leave may only be given on termination of the contract of employment.

6.10
Your entitlement for leave for public holidays shall be in accordance with statutory provisions.

6.11
Maternity/Adoptive/Parental Leave will be granted to you in accordance with the provisions of relevant law in the Ireland.
7.
Sickness or Injury 

7.1
If you suffer from sickness or injury requiring you to be absent from work, you must inform the Company by telephone by 9a.m. on the first day of absence.  A text message is not acceptable.  A certificate from a qualified medical practitioner must be submitted on the third day of continuous absence and on a weekly basis thereafter.  The Company reserves the right to have you examined by its own medical practitioner. The Company does not operate a sick pay scheme.
8.
Independent Medical Report 

8.1
It is the policy of the Company to monitor and advise on the absence records of all employees. In cases of this kind, where a member of staff is absent for a long period of time or on an intermittent basis, then it is considered appropriate to refer him or her to the Company Doctor for his professional advise on the staff member’s fitness to return to work. This is done in the best interests of the staff member concerned.

8.2
Any such examination will be at Company expense and you will agree that the doctor carrying out the examination may disclose to and discuss with the Company the results of the examinations. 

9.
Retirement/Pension   

9.1
The retirement age for all employees of the Company is 65 years, effective on your 65th birthday. The Company does not operate a Pension Scheme, but access to a PRSA scheme is provided through [Insert Name of Bank/Provider], further details available upon request.
10.
Layoff / Short-time
The employer reserves the right to lay off the employee from work or reduce the employees working hours where, through circumstances beyond the employer’s control, the employer is unable to maintain the employee in employment or maintain the employee in full time employment.

          The employee will receive as much notice as is reasonably possible prior to the layoff or short-time.

          The employee will not be paid during the layoff period.

          The employee will be paid for hours actually worked during any period of short-time.
11.
Termination 

11.1
Except in circumstances justifying immediate termination of your employment by the Company, you will be entitled to give the minimum statutory notice. 

11.2
You are required to give The Company 2 weeks notice of termination of your employment.

12.
Search

12.1
The Company reserves the right to search your person, property and vehicle while on or while departing from the Company premises. 

13.
Health & Safety

13.1
The Company has a Health and Safety policy under which you have obligations. It is set out in the employee handbook and you must read it. This policy may be changed as necessary and any changes will be notified to you. Following such a change you are obliged to comply with the relevant revised policy.


13.2
Any breach or non-observance of the Health and Safety at Work policy will constitute a disciplinary offence.

14.
Rules, Policies and Procedures


14.1
You must comply at all times with the rules, policies and procedures introduced by the Company from time to time. Further comprehensive information on conditions of employment and staff policies and procedures will be detailed in the Employment Handbook.  This handbook will be incorporated by reference into your contract of employment.  A copy of the Handbook will be given to each employee.  You should apprise yourself of its contents, when published.  Breach of any Company rules, policies or procedures may result in disciplinary action. 
15.
Bullying and Harassment Policy
15.1
Introduction

This leaflet outlines the Company’s policy on harassment, sexual harassment and bullying. This document defines harassment, sexual harassment and bullying. It summarises the Company’s policy in this regard and illustrates the types of behaviour that constitute harassment, sexual harassment and bullying.  

15.2
What is bullying?

Bullying can be defined as offensive, abusive, intimidating, malicious or insulting behaviour, or abuse of power conducted by an individual or group against others, which makes the recipient feel upset, threatened, humiliated or vulnerable, which undermines their self-confidence and which may cause them to suffer stress. Bullying is behaviour which is generally persistent, systematic and ongoing.

The following is a list of behaviour which might be characterised as bullying. It is not an exhaustive list but is for illustrative purposes only:-

· manipulation of the victim’s reputation by rumour, gossip, ridicule and/or innuendo;

· preventing the victim from speaking by using aggressive and/or obscene language;

· social exclusion or isolation;

· intimidation;

· manipulating the nature of the work or the ability of the victim to perform the work for example by withholding information or setting meaningless tasks;

· physical abuse or threats of abuse;

· aggressive behaviour or shouting, usually over quite unimportant matters;

· swearing or other forms of demeaning name-calling;

· insulting or unnecessarily commenting on the appearance of another person;

· making an individual, his or her beliefs or opinions, the butt of jokes or uncomplimentary remarks which are likely to cause offence;

· physically attacking, threatening to attack or acting in a menacing way towards another person;

· deliberately ignoring or excluding an individual on a persistent basis;

· unwarranted or disproportionate criticism unsupported by facts of an individual's work performance.

15.3
What is harassment?

Section 32 of the Employment Equality Act, 1998 defines harassment. Harassment is defined as any act or conduct including:-

· spoken words

· gestures

· the production, display or circulation of written words, pictures or other material which is unwelcome and could reasonably be regarded as offensive, humiliating or intimidating. The Employment Equality Act, 1998 prohibits harassment by reference to particular characteristics flowing from difference in relation to marital status, family status, sexual orientation, religion, age, disability, race or membership of the Traveller community. Harassment may be by a client, customer or business contact of an employer in addition to other staff members. It also provides that different treatment of a person in the workplace or in the course of employment, because of harassment constitutes discrimination.

15.4
What is sexual harassment?

Section 23 of the Employment Equality Act, 1998 defines sexual harassment for the first time in Irish law. Sexual harassment is defined as including all unwelcome and sexually, or otherwise on gender ground, offensive, humiliating or intimidating actions involving acts of physical intimacy, spoken words, gestures, or the production, display or circulation of written material or pictures, or requests for sexual favours. Sexual harassment may be by a client, customer or business contact of an employer in addition to other staff members. The Employment Equality Act also provides that different treatment of a person in the workplace or in the course of employment, because of sexual harassment, whether in the workplace, in the course of employment or outside the workplace, constitutes discrimination on the gender ground. It should be noted that for the purposes of these procedures sexual harassment includes same sex sexual harassment. Same sex sexual harassment will, if proven, constitute a disciplinary offence. 

 
15.5
Policy statement on harassment, sexual harassment and bullying

It is the Company’s policy that every employee has a right to carry out her or his duties free from any form of harassment, sexual harassment or bullying. Harassment, sexual harassment or bullying are totally unacceptable forms of behaviour, are in many instances illegal, in breach of Company policy and will not be tolerated. These forms of behaviour harm professional working relationships, undermine morale and damage efficiency in the workplace. The Company is committed to the development and maintenance of a positive working environment. An essential component of a positive working environment is treating colleagues with respect and dignity. 

A positive working environment places obligations on management but also places responsibilities on all civil servants. It is important that all employees treat fellow colleagues with respect. A positive working environment is not created merely through the introduction of policies on harassment, sexual harassment and bullying - each employee has a responsibility to ensure that such policies have real effect in the workplace. The policy on harassment, sexual harassment and bullying is underpinned by the following rights and responsibilities of each employee:

· the right of each employee to a work environment which is free from harassment, sexual harassment and bullying;

· the right of each employee to fair and prompt procedures in dealing with allegations of harassment, sexual harassment and bullying;

· the responsibility of each employee to treat colleagues with dignity and respect and refrain from harassment, sexual harassment and bullying;

· the responsibility on each employee to support the policy on harassment, sexual harassment and bullying by bringing instances where such behaviour has occurred to attention at an early stage, not making spurious or frivolous complaints and co-operating with an investigation whether as complainant, the person complained of or as a witness.

15.6
Appropriate Monitoring of Performance

The monitoring, review and evaluation of performance is an essential part of the management function. All managers in the Company are required to monitor effectively the performance of their staff. It is the duty of management to be open with staff about performance, attendance or general conduct. Effective management may require critical comments to individuals about issues relevant to their official duties. However, such criticism should not be personalized, but directed against the conduct or performance of a member of staff. Bullying does not arise, where critical comments are made in an honest and constructive manner, are backed up by clear facts and are imparted in a reasonable way. 

15.7
The Equality Acts, 1998-2004
The Equality Acts, 1998-2004 deal with harassment and sexual harassment in the workplace or in the course of employment. The Act provides for the establishment of the Equality Authority which has a range of functions including providing information to members of the public on the workings of the Act. A person who considers she or he was discriminated against under the Act (such as being subject to harassment or sexual harassment) may seek support from the Equality Authority to take a case under the Act against her or his employer. 
The Authority may assist an individual in seeking redress from her or his employer where it considers there has been discrimination within the terms of the Act. Where the Authority decides to give support to an individual, it may, where appropriate, include providing free legal representation to assist the individual in taking a case before the Director of Equality Investigations.

A person may also seek advice or assistance from his or her trade union in relation to harassment or sexual harassment. 
15.8
What should a victim of harassment, sexual harassment or bullying do?

An employee who considers that she or he is being harassed, sexually harassed or bullied should:

· where possible, make it clear to the offending employee that the behaviour is offensive; keep a record of each incident of harassment, sexual harassment or bullying as it occurs and request witnesses, if any, to note them also - a person who considers that she or he has been harassed, sexually harassed or bullied may, of course, make a complaint after the first occurrence;

· report the matter to her or his line manager or, if the line manager is the person against whom the complaint is being made, report the matter to the second supervisor. The line manager/second supervisor shall, where appropriate and with the consent of the complainant and the person against whom the complaint is made, seek to resolve the matter locally. If it is not possible to resolve the matter locally in a manner which is acceptable to the complainant and the person against whom the complaint has been made, the line manager/second supervisor shall report the complaint to Tim Keane.
· The Company recognises that circumstances may occasionally exist where, for good reasons, a victim cannot pursue her or his complaint through the line management structure. In such circumstances, the complainant may bring her or his case directly to a more senior member of staff; 

 
15.9
Informal Complaints Procedure

The Company shall appoint an Investigator who shall, on receipt of a complaint of harassment, sexual harassment or bullying, initially, where appropriate, seek to have the matter resolved informally with the consent of the parties involved. 


15.10
Formal Complaints Procedure

Where the informal complaints procedure has not resolved a complaint of harassment, sexual harassment or bullying or was considered inappropriate the Investigator shall initiate an investigation. The purpose of an investigation is to determine the facts and credibility or otherwise of a complaint. Where an investigation is carried out it will follow the principles of natural justice.

15.11
Following an investigation

Following completion of the investigation the details and evidence obtained during the course of the investigation shall be furnished to another individual for a Decision. If the complaint is upheld the Decision Maker, having regard to the nature of the behaviour alleged, the report of the Investigator and any other appropriate information, shall decide whether the matter should be pursued as a disciplinary issue. Even if the complaint is not upheld, staff can be assured that bona fide complaints will not be viewed as malicious. While a malicious complaint will generally be treated as serious misconduct under the disciplinary procedure, this provision should not deter employees from forwarding genuine complaints. If either party is unhappy with the outcome of an investigation they may refer the matter to a senior member of staff, for review, stating in writing the grounds upon which she or he is not satisfied with the conduct of the investigation or the outcome. In the case of harassment and sexual harassment a complainant who is not satisfied with the conduct of an investigation may also wish to note the provisions of the Employment Equality Act, 1998, in relation to appeal procedures and time limits for submitting complaints.

16.
Disciplinary Procedure

16.1
The parties agree that formal procedures are necessary to ensure common and equitable disciplinary action for employees failing to meet standards of job performance or breach of work rules or other conditions of employment.

16.2
The maintenance of work standards and general behaviour is the primary responsibility of the supervisor/manager.

16.3
It is the aim of the disciplinary procedure to help individuals whose performance falls below acceptable standards.  The following procedures apply:

Stage 1:  Verbal Warning

In the case of minor infringements the manager directly concerned will warn the employee verbally of the specific aspect of work or conduct which is below standard, stating clearly that this is a warning and advising on the improvements, which must be made.  This warning will be recorded in employee’s file.

Stage 2:  First Written Warning
In the event of continued failure to meet required standards, the employee will be issued with a written warning in the presence of his/her representative.  He/she will also be warned that continued failure to improve may result in further disciplinary action up to and including dismissal, in accordance with the procedure.  The employee will be offered the advice, guidance and support required to avoid a repetition of the unsatisfactory conduct/performance.
Stage 3:  Second Written Warning/Suspension

If the problem persists, the manager will give the employee, in the presence of his/her representative, a second written warning.  It will be made clear that further disciplinary action involving withholding of a pay increment, suspension or dismissal will be taken if conduct or performance is not satisfactory.

Stage 4:  Dismissal

If the problem remains, the individual concerned will be suspended, have an increment withheld or be dismissed.  Where suspension or the withholding of an increment is chosen, the next stage will be dismissal.  However, in certain circumstances, it may be necessary to suspend an individual where a matter requires investigation.

All verbal warnings will become void after six months and all written warnings will become void after one year from the date of issue.

Notwithstanding the above procedures, the Company reserves the right to discipline any employee up to and including immediate dismissal in the case of serious misconduct.  The employee will be suspended with pay by the manager pending an investigation.  The following list, while not exhaustive, is an outline of offences warranting dismissal;

a. Deliberate breach of safety regulations likely to cause damage to oneself or other employees.

b. Theft of, or malicious damage to Company property or that of another employee.

c. Sleeping on duty.

d. Interfering with or falsifying either one’s own or another employees attendance records or any other Company records.

e. Assault on another employee or member of management.

f. Being in possession of controlled drugs or alcohol on Company premises whether such drugs or alcohol are for own use or for distribution or sale to others.

g. Reporting for work under the influence of drugs or alcohol such that, in the opinion of the supervisor/manager, the employee is unfit for work.

h. Carrying out unauthorised work on Company premises or with Company materials.

i. Engaging in remunerative employment while absent from work, irrespective of whether the absence is covered by a Medical Certificate or not.

j. Refusal to carry out reasonable and lawful instructions.  An employee must carry out the supervisor’s/managers lawful instructions even if he/she disagrees with the instruction (i.e. under protest).  The matter can be taken up under the Disputes and Grievance Procedure.

k. Divulging confidential information obtained by reason of being an employee of the Company.

l. Misappropriation of Company funds.
m. Serious and/or persistent breaches of Company a Company policy or policies.
16.4
An employee is entitled to Appeal any disciplinary sanction by setting out in writing the grounds of such Appeal and sending same to Head Office within 7 days of the disciplinary decision being made.

17.
Grievance Procedure
17.1
The Company recognises that employees may wish to seek redress for grievances arising from their employment and has established a formal procedure to be followed in such circumstances. However, it is Company policy to encourage open communication between employees and their managers so that questions and problems arising during the course of employment are aired at the earliest opportunity and, where possible, resolved quickly and to the satisfaction of all concerned without the need for the formal procedure. If an issue cannot be resolved then it will be handled within the grievance procedure and in accordance with the following provisions. 

· The employee has the right to be represented throughout all stages of the procedure. 

· Time scales have been fixed to ensure that grievances are dealt with quickly, however these may be extended if it is agreed upon by both parties.

17.2
This procedure is not intended to deal with Dismissal or disciplinary matters which are dealt with in a separate procedure.

17.3
Stage 1

Any aggrieved employee should initially discuss his/her problem with his/her manager. If the matter itself concerns the employees immediate manager the grievance should be taken to their manager. It is agreed by all parties that a resolution should be found at this stage. If the manager is unable to resolve the matter at that time then a formal written grievance should be submitted. The manager should then respond to the grievance within an agreed time frame. The response will give a full written explanation of the manager’s decision and who to appeal if still aggrieved.

17.4
Stage 2

The appeals manager will attempt to resolve the grievance. A formal response and full explanation will be given in writing, as will the name of the person to whom they can appeal if still aggrieved within an agreed time frame. 

17.5
Stage 3

If at the end of the agreed time frame the issue has not been resolved it shall be raised with Human Resources Operations Manager and the Director of the Department who will arrange a meeting with all parties concerned. 

18.6
Stage 4

Should agreement not be reached at Stage 3 the matter will be referred to a third party for investigation.

18.
E-Mail and Internet Policies

18.1
INTERNET/EMAILS

18.2
Where the Company provides access to the World Wide Web (www) via the Internet or emails its use is solely for business activity. The sending or receiving of information over the Internet that is not designed for use relating to our Company may be considered as misconduct.  The sending of web pages or information that has explicit images or uses offensive words or terms that offend others will be considered as gross misconduct and could result in dismissal.

18.3
Employees or others who receive emails or web pages that causes offence are required to report such matters immediately to your XXXXXXXXX providing as much information as possible i.e., printouts etc. or forward same with an explanation of your complaint.

18.4
The downloading of information that is the copyright of another is prohibited unless written consent is given, any person who knowingly copies or transfers information that is the intellectual property of others without their approval/written consent may be dismissed.

18.5
All users of World Wide Web and Email must conduct their commutations in a business fashion at all times and never knowingly invite material onto the computer that could cause offence to others. Should you receive such material you must report it to your XXXXXXXX who will reply to the sender or the Company requesting such activity to stop.

18.6
Where offences occur or where the offending party refuses to stop after written warnings we then reserve the right to call in the Gardai.

18.7
OFFENCES

· Receiving explicit emails with offending pictures, words or terms that cause hurt or exclusion to another.  (Please see policy on bullying and harassing)

· Respond or forwarding of "Junk Mail" or chain letter‑ type E‑mail.

· Disclose information, which is confidential to the business and/or the employees.

· Make any statements via E‑mail, which intentionally or unintentionally create a binding contract or make negligent statements

· Allowing web pages with explicit images or words to be seen by others with or without your knowledge.

· Failing to report persons or companies who send/receive offending words, terms or images or who openly discusses such subjects in a fashion that is intended or likely to upset or cause hurt to others.  

18.8
These examples are not an exhaustive list but meant as a guideline, disciplinary action will be taken where other related offences are proven.

19.
WASTAGE 

19.1
We maintain a policy of "minimum waste" which is essential to the cost-effective and efficient running of all our operations.

19.2
You are able to promote this policy by taking extra care during your normal duties by avoiding unnecessary or extravagant use of services, time, energy, etc., and the following points are illustrations of this:-

· Handle machines, equipment tools and stock with care.

· Turn off any unnecessary lighting and heating. Keep doors closed whenever possible and do not allow taps to drip.

· Ask for other work if your job has come to a standstill.

· Start with the minimum of delay after arriving for work and after breaks.

19.3
The following provision is an express written term of your contract of employment:-

19.4
Any damage to vehicles, stock or property (including non-statutory safety equipment) that is the result of your carelessness, negligence or deliberate vandalism will render you liable to pay the full or part of the cost of repair or replacement.

19.5
Any loss to us that is the result of your failure to observe rules, procedures or instruction, or is as a result of your negligent behaviour or your unsatisfactory standards of work will render you liable to reimburse to us the full or part of the cost of the loss.

19.6
In the event of failure to pay, we have the contractual right to deduct such costs from your pay.

20.
STANDARDS OF DRESS POLICY

20.1
As you are liable to come into contact with customers and members of the public, it is important that you present a professional image with regard to appearance and standards of dress.  You should wear clothes appropriate to your job responsibilities, and they should be kept clean and tidy at all times.

21.
HOUSEKEEPING POLICY 

21.1
Both from the point of view of safety and of appearance, work areas must be kept clean and tidy at all times.  Failure to do so may result in disciplinary action under the Company disciplinary procedure.
22.
SAFETY, WELFARE AND HYGIENE POLICY 

22.1
SAFETY 

You should make yourself familiar with our Health and Safety Policy and your own health and safety duties and responsibilities, as shown separately. 
22.2
You must not take any action, which could threaten the health or safety of yourself, other employees, customers or members of the public.

22.3
Protective clothing and other equipment, which may be issued for your protection because of the nature of your job must be worn at all appropriate times.  Failure to do so could be a contravention of your health and safety responsibilities.  Once issued, this protective wear is your responsibility. Where the Company feels that an employee is responsible for the loss of or excessive wear of protective clothing then you may be asked to reimburse the Company for all or part of the cost of replacing it.  Failure to comply with the above will result in disciplinary action.

22.4
Smoking is not permitted in the offices or the building.

23.
ACCIDENTS OR DANGEROUS OCCURRENCES

23.1
All accidents or information regarding accidents or dangerous occurrences must be reported in the Accident Report Book, which can be found in the office.  Employees, who fail to report injuries, disease or dangerous occurrences, will be subject to disciplinary action.

24.
HYGIENE 

24.1
Any exposed cut or burn must be covered with a first aid dressing.

24.2
If you are suffering from an infectious or contagious disease or illness such as rubella or hepatitis you must not report for work without clearance from your own doctor.

24.3
Contact with any person suffering from an infectious or contagious disease must be reported before commencing work.

25.
DRUGS & ALCOHOL POLICY STATEMENT

25.1
The Company recognises that alcohol, drugs or other substance abuse by individuals can have an adverse effect on their ability to perform work and consequently put themselves, the Company and others at significant risk. 

25.2
All Employees, Sub-Contractors must be able to perform their duties whilst on Company business, or when they are in Company site/work areas in such a manner that will not affect their safety or the safety of others. 

25.3
If the Company has reasonable grounds to suspect that an Employee or Sub-Contractor is under the influence of alcohol or drugs (illegal or misused legal substances), disciplinary action will be taken which may lead to dismissal of the individual concerned.

25.4
The possession, distribution or sale of illegal drugs or any associated materials whilst you are on Company business, or when you are in Company areas/locations is not permitted and disciplinary action will be taken.

26.
Confidentiality 
26.1
In the ordinary course of your work you will be privy to information about the business of the Company and the suppliers and customers of the Company which is confidential or is commercially sensitive and which may not be readily available to competitors or the general public and which if disclosed will be liable to cause significant harm to the Company. 

26.2
You must not, whether during or after your employment, except as authorised or required by your duties as an employee of the Company, reveal to any person, firm, Company or organisation or otherwise make use of any of the trade secrets, secret or confidential operations, processes or dealings or any information (other than that within the public domain) concerning the organisation, business, finances, transactions or affairs of the Company (including lists of the customers or clients of the Company) which may come to your knowledge during your employment. Nothing in this clause will prevent you from disclosing information to comply with a Court Order or perform any statutory obligation on you to do so.

26.3
All notes, records, correspondence and other documents (including information recorded or by electronic or mechanical means), which from time to time may be in your possession (whether made by you or not) concerning the business of the Company or any of its subsidiaries or associated companies, shall be the property of the Company to whose business they relate and shall be delivered by you to the Company immediately upon request and you will not make or keep any copies or extracts of them.

26.4
Changes in the terms of this contract or in other terms, conditions and rules of employment will be notified to you before the date of the proposed change, and will have effect with your acceptance or acquiescence.

Acknowledgement by Employee

I have read the foregoing Contract of Employment and I hereby confirm my acceptance and agreement to the above terms and conditions of my employment.

SIGNED:


DATE:



PRINT NAME:


SIGNED:


DATE:




(On behalf of the Company)
