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This document contains the main terms and conditions of your employment which govern your service with the Company. 

TERMS AND CONDITIONS OF EMPLOYMENT:
BETWEEN:
(1) CSIN Group of 133 Higher Dean Street, Radcliffe, Manchester M26 3TE (herein referred to as “the Company”)
(2) [Employee name] of [address] (herein referred to as “you”)
Your employment with the Company commenced on [date].
No previous employment with either the Company or a previous employer counts toward your period of continuous employment with the Company.
Your employment in your current role commences on [insert date].
To the extent that there is any conflict between the terms of this agreement and any associated employment policies, this agreement shall prevail.  
IT IS AGREED AS FOLLOWS:
1. General
The following terms and conditions are given to you in accordance with the terms of the Employment Rights Act 1996, Employment Act 2002, and Working Time (Amendment) Regulations 2007 as amended or re-enacted at the relevant time.
2. Background Checks
Pre-Employment Checks will be undertaken once you have accepted our Conditional Offer of Employment.
Your employment will be subject to receiving the following satisfactory checks:
· References
· Medical Questionnaire
· Qualification Check/Professional Body (if applicable)
· Right to Work Check
  
If there are any discrepancies or queries on the information supplied from the checks made, or other information supplied during the recruitment process that give cause for concern, they will be discussed with you to investigate the matter further. If it is found that the information is correct and is of a serious nature, or if you have failed to disclose information requested by us as part of our recruitment process, and this would render you unsuitable for the post offered, then your employment may be terminated.
If, at any time prior to you joining us, we withdraw this offer of employment for any reason, including (but not limited to) receipt of any reference or check we consider to be unsatisfactory, we may terminate our agreement immediately and without the need to give notice or pay in lieu of notice for any period of work offered and accepted.

You warrant that you are entitled to work in the UK without any additional approvals and will notify the Company immediately, specifically Joseph Barnwell, CEO, if you cease to be so entitled at any time during your employment with the Company.
3. Duties and Job Title
You are employed by the Company in the capacity of [insert job title]. You will be required to undertake such duties and responsibilities as may be determined by the Company from time to time. You may be issued with a Job Description which will be reflective of your main duties but this is non-contractual and subject to change in line with business needs. 
The Company reserves the right to vary your duties and responsibilities at any time and from time to time according to the needs of the Company’s business. It is understood that you will not be required to perform duties which are not reasonably within your capabilities. 
You are expected to undertake your work diligently and to the best of your ability and maintain a good standard of work performance and conduct and to use your best endeavours to promote, develop and extend our business and interests. You will at all times comply with all reasonable instructions given to you. 
As we rely on team effort where everyone is required to be flexible, you may from time to time be required to undertake additional or other duties or to transfer to any other work temporarily, even though this may be work you would not normally be expected to do. It is also a condition of your employment that we can reasonably assign you (whether temporarily or permanently) tasks which have similar skill requirements but which may be outside of your normal duties. 
4. Probationary Period
[bookmark: _GoBack]The first six months of your employment shall be a probationary period during which your employment may be terminated by either party on one week’s notice. We may, at our discretion, extend this period for up to a further three months. During this period, your performance and suitability for continued employment will be monitored.  
We reserve the right not to apply our full capability and/or disciplinary processes during your probationary period and during the first two years of your employment.
5. Your Duties as an Employee
You are required to undertake the work assigned to you by your Manager and abide by the Company rules and procedures.  On a day-to-day basis you must report to Joseph Barnwell, CEO.
If you wish to obtain additional work you must notify your Manager to allow us to consider whether it has any implications for the Company, including our obligations under the working time regulations.  If appropriate, we may undertake a risk assessment and our agreement to you undertaking the additional employment may be dependent on you opting out of the Working Time Regulations, if you have not already done so.  You must obtain our express written permission to undertake additional work.  You should be aware that should any other work subsequently have an adverse effect on your employment, the matter may have to be reviewed.  In the event of such permission being granted any secondary work must not affect your ability to attend and perform to the required standard on a working day.
You are strictly forbidden during your employment from making any contact whether formal or informal, written or oral, to any of the Company’s past, current or prospective suppliers, or customers for any purpose other than for legitimate business interests of the Company.  Such purpose might include but is not limited to an intention to set up a competing business or work for a rival Company after leaving the Company. Any breach of this Clause may render you liable to serious disciplinary action, which may result in summary dismissal.
During your normal working hours, you must devote the whole of your time, attention and abilities to your employment and your duties for the Company and its business affairs. Any secondary employment or activity must not compete with the Company and must not involve the use of our time, equipment, property or any other resource or facilities.
You also agree that you will not during your employment with us, without prior written consent, either directly or indirectly, be interested or concerned in any other business than that of the Company in any capacity where this may interfere, conflict or compete with the interests of the Company or the efficient performance of your duties.
6. Place of Work
Your normal place of work will be Bright House Business Centre, Bright Road Salford M30 0WZ, or any other premises to which we may move or to which we may reasonably direct you, within the areas covered in the GMCA Geographical region.  You will not be required to work outside the United Kingdom for periods of one month or more. You are not permitted to work from home unless you have the agreement of management.
7. Hours of Work  
Your normal hours of work are 25 per week which will fall during term time only, which is normally restricted to 39 weeks per year. These working hours are not variable. The days of the week on which you required to work are Monday to Friday during the hours of XX to XX.  Your contract of employment is not interrupted by non-term-time periods. 
If you work for six consecutive hours in a working day or more, you are entitled to a paid/unpaid break of [DURATION].
The specific weeks of term time in each year will be set by the Local Authority and, so that we may plan your exact pattern of work, you are required to inform the Organisation of those dates by the end of the Summer term prior to the following academic year.

Because your working pattern is on a reduced level when compared to a full time employee, your pay and benefits are calculated on a pro-rata basis and your entitlements are proportionate to the amount of time worked in the year. 
Your paid contractual working hours are regarded as the time of commencing and finishing work and not your arrival or departure times.  
You are required to record your working time each day using the system that has been chosen by the Company.
You may be required to work overtime or additional hours when authorised and as necessitated by the needs of the business and this may fall during non-term time. Any overtime hours worked will be paid at [RATE].  You are not permitted to leave students until all tasks are completed.
8. Remuneration and Expenses
Your salary is currently £[amount] per year, based on working 39 weeks per year.  You will be paid in 12 equal monthly instalments payable monthly by BACS transfer and is payable on the last banking day of each month in arrears.  
Although the Company will take all reasonable steps to ensure that your salary is paid on each due date, it cannot be held responsible for late payments in the event of postal or bank transfer delays.  In the event of the due date falling on a statutory holiday, payment will be made on the nearest working day before or after.  The Company may, at its absolute discretion, and with reasonable notice, vary the method of payment and the date on which the payment is made in accordance with business need. 
Salary is reviewed annually, but this does not entitle you to any increase even if they have happened in previous years.
All expenses incurred by you in the course of carrying out your employment duties should be pre-approved by Joseph Barnwell Company CEO or alternatively, another director of our business. If, exceptionally, it’s not practically possible to gain pre-approval for an expense, we will reimburse those expenses reasonably incurred by you in performing your duties.
We aim to reimburse all expenses incurred by you in compliance with the above clause, within 7 days of you presenting VAT receipts or other adequate evidence of an expense that you have reasonably incurred while acting for our business. You must present appropriate evidence of your payment for us to be able to reimburse your expense.
9. Benefits
There are no benefits offered in connection with your employment.  You may, from time to time, be eligible to participate in a bonus or commission scheme, details of which are available separately.
10. Deductions from Pay

The Company reserves the right at any time during or, in any event on termination, to deduct from your wages any overpayment and/or monies owed to the Company by you including but not limited to any excess holiday, outstanding loans, advances, costs incurred for personal telephone calls, the cost of repairing any damage or loss to the Company’s property caused by you.  By signing this agreement, you expressly consent to the Company making any such deductions. 
Should you be underpaid or overpaid for any reason, you must immediately inform your Manager. The total amount of any under or over payment will be adjusted or deducted in the next available payment unless otherwise agreed or, if the deduction would cause hardship, arrangements may be made for the overpayment to be recovered over a longer period.  If you fail to report an overpayment this may result in disciplinary action being taken against you.  
We reserve the right to make deductions from your pay either during, or on termination of, your employment.  
If the amount you owe to the Company exceeds the amount due to you, you will be expected to pay the balance on or before your last day of employment.
11. Training
The Company provides on the job, and professional training as required to help you meet the standards expected by the Company and to familiarise yourself with our processes and procedures.  The training is provided at the expense of the Company.  If you wish to undertake other training which is not within the Company’s budget, you may be asked to sign a training agreement or contribute to the cost of the training yourself.
12. Holidays
The Company’s holiday year runs from the 1st of September to 31st August each year.  The holiday entitlement is 5.6 weeks per year including the recognised bank/public holidays, which will be accrued at 12.07% of hours worked within the holiday year and paid at your average hourly rate of pay over the previous 52 weeks prior to your holiday being taken.  If you start or leave our business during this holiday year, your entitlement during that year will be pro-rated and rounded up to the nearest half day.  If you are asked to work on one of the 8 recognised public/bank holidays then you will be provided with a day in lieu to be booked and taken as annual leave at another time. 
You will be required to take all your holiday entitlement outside of term dates.
Holiday pay will be paid over 12 equal monthly instalments over the year and separately identified in your pay statement.	Comment by Laura Reilly: This is most common as they receive 12 equal payments, throughout the year, which includes pay for work and pay for annual leave.
If, on termination of your employment:
a. You have exceeded your prorated holiday entitlement; the Company will deduct a payment in lieu of holiday days taken in excess of your prorated holiday entitlement.  You authorise the Company to make a deduction from your wages.  If your final pay is insufficient to allow for the whole of any such deduction then you will be required to repay the outstanding amount due to the Company within one month of the termination of your employment.

b. You have holiday entitlement still owing, the Company may, at its discretion, make a payment in lieu of untaken holiday entitlement.
There is no entitlement to carry over any unused holiday entitlement unless specific consent is given, under special circumstances, or where holiday is carried over due to long-term sickness or maternity/adoption/shared parental leave.  If you have been unable to take your full holiday entitlement due to sickness absence or statutory family-related leave, you may carry-over a maximum of 4 weeks of holiday entitlement in any holiday year. 
If leave is taken without authorisation you will be liable to disciplinary proceedings.
13. Compassionate Leave and Family Emergencies
The Company will consider all requests for compassionate leave and time off to deal with family emergencies.  If you need to take compassionate leave or time off to deal with a family emergency, you should raise the matter with your Manager and that person will consider your request.  There is no contractual entitlement to remuneration for absences relating to compassionate leave or time off to deal with family emergencies.  Any payment will be made at the absolute discretion of the Company.  You may also be entitled to statutory payments for maternity, paternity, shared parental, adoption and parental bereavement leave.
14. Sickness and Absence
If you are absent from work, you must telephone Joseph Barnwell, CEO, personally, as soon as reasonably possible. If you cannot make contact yourself you should arrange for someone else to do it for you in line with this procedure.  If you are unable to make contact via telephone you must leave a message and be available for a phone call in return.
You should give the reason(s) for your absence and an expected return date, as well as providing details as to how and where you can be contacted during the period of absence. If you are unsure of your expected return date, you must continue to ring in daily during the first week of your absence.  You must inform the Company as soon as possible of any change in the date of your anticipated return to work.
Failure to report your absence to us means that it will be treated as “unauthorised leave” (and therefore unpaid).  It may also result in disciplinary proceedings being initiated.
On your return to work, your Manager (or other designated individual) may have a return to work discussion with you and you will need to complete a self-certification of absence form. This form covers an absence of up to seven calendar days (including weekends and any non-working days).  The first three days of sickness absence are unpaid. 
If you have a half-day’s absence (or less) due to sickness, whether by calling in or going home during the working day, a self-certification form must still be completed. 
For any period of incapacity due to sickness or injury which lasts for seven consecutive days or more, a Fitness to Work Note (MED3) stating the reason for absence must be obtained at your own cost and supplied to your Manager by the eighth day of absence. Further certificates must be obtained if the absence continues for longer than the period of the original certificate and must run consecutively.  The Company reserves the right not to accept a private doctor’s sickness certificate, this includes certificates purchased via online GP services.
If any sickness or injury is caused by the actionable negligence of a third party in respect of which compensation is or may be recoverable, you must notify your Manager immediately. You must also inform them of any claim that you pursue. Should any settlement, award or judgment be made in connection with the sickness or injury, you must give your Manager such particulars as soon as possible. 
You will be eligible for statutory sick pay (SSP) if you satisfy the relevant requirements. Details of these can be found in our absence management policy. Your qualifying days for SSP purposes are  Monday to Friday.  The Company reserves the right to withhold payment of SSP if you fail to comply with reporting procedures or if the Company has reason to believe that the cause of absence is not genuine.
The Company will monitor and record absence and reasons for absence.
It is a requirement of your employment that you will, if requested to do so, attend a medical examination with an independent medical practitioner at any time prior to or during the course of your employment. You agree that any report produced in connection with any such examination may be disclosed to the Company and the Company may discuss the contents of the report with the relevant doctor.  All reasonable costs relating to referrals will be borne entirely by the Company.
The requirement could also be for a report or medical information from your own GP or a treating consultant. In this case, you will be given a consent form to read and sign. Any information disclosed will be treated in strict confidence and will be discussed with you in relation to your future employment with us or, where appropriate and where circumstances permit, in a more suitable role. 
If, during your employment, you contract or develop any ongoing illness or medical condition that may affect your work, this should be reported to us immediately in confidence. 
15. Pension
If you are eligible, the Company will auto-enrol you into a pension scheme in accordance with the Company’s pension auto-enrolment obligations.  The Company reserves the right to amend or change the provider or scheme at any time.  
If you do not meet the minimum age/earnings requirements, you will not be automatically opted in until such time as you do meet the minimum requirements, but if you wish to join the scheme earlier you may do so at any time.
Full details of the scheme will be provided when you are enrolled, including the minimum contribution level that you will be required to make and your right to opt out if you do not want to join the scheme. While participating in the scheme, you agree to worker pension contributions being deducted from your wage.  Further details are available from Joseph Barwell.
16. Collective Agreements
There are no collective agreements relevant to your employment.
17. Health & Safety
You are directly responsible for taking care of your own personal health and safety and for all other persons who may be affected by your acts or omissions at work.  
You must comply with the Company’s health and safety instructions which may be given to you from time to time.  You agree to wear any personal protective clothing issued at all relevant times.  Failure to do so will be a disciplinary offense. 
You must adhere to all notices, whether on company premises, or elsewhere, issued in accordance with The Health and Safety at Work Act 1974.
You will report any matters that affect your health, safety and welfare, and that of any other person who may be affected.  You should report any health and safety matters requiring attention to your Manager.
All accidents must be reported to your Manager and an entry made in the accident book.
In the interests of Health and Safety, smoking is not permitted at the Company premises, in vehicles, or at customers’ premises except in designated areas.
18. Mobile Phones & Social Media
You are not to make use of mobile phones for calls, texts, internet or any other purpose during working hours unless it is an emergency and your manager is aware.
You are not to make derogatory comments about the Company, your employment or colleagues on any social media or other public arena.  Doing so is considered a serious disciplinary matter which may result in dismissal.
19. Termination of employment
Your employment may be ended by either party during the probationary period by giving one weeks’ notice.  Thereafter, both you and the Company required to give notice as follows:
Up to five years’ service will one month and thereafter, an additional week’s notice for each year of service up to a maximum of twelve weeks’ notice.
Notice must be given in writing, confirming your last day of work and the reasons for leaving.
If you fail to give the required notice, or to work such notice if required, the Company reserves the right to treat the period as unauthorised absence and to deduct a day’s gross pay for each day not worked during the notice period from any final payment due to you. The amount deducted is a genuine attempt to assess the Company’s loss as a result of your failure to give or to work your notice period.  In the event that you are paid for all or for a portion of any unworked notice period, we reserve the right to require immediate repayment of such sum.
The Company reserves the right to pay you basic pay in lieu of notice.  Pay in lieu of notice will be subject to Income Tax and National Insurance deductions and will be paid through the payroll following the termination of your employment.   Pay in lieu of notice will be calculated on the basis of salary only for the period and will not include any bonuses or commission.  For the avoidance of doubt, where you have received payment in lieu of notice you will not be entitled to any additional compensation in respect of any holiday which would otherwise have accrued during your notice period.
The Company shall be entitled to dismiss you at any time without notice or benefits or payment in lieu of notice if you commit a serious breach of your obligations as an employee, or if you cease to be entitled to work in the United Kingdom in accordance with section 8 of the Asylum and Immigration Act 1996.
Nothing in this Contract prevents us from terminating your employment summarily or otherwise in the event of any serious breach by you of the terms of your employment or in the event of any act or acts of gross misconduct by you.
[bookmark: _Hlk514748546]If you are notified by way of letter or any other written form of communication, that your employment has been terminated under circumstances, such as, but not limited to: a redundancy process, disciplinary process, sickness absence or any other HR process, the termination will be deemed to have taken effect based on the day after the date of issue of the notification, and not upon receipt of the notification.  If you are notified in person, that will be the date determined to be the termination date.
During your notice period, you will be entitled to receive your salary and any contractual benefits.
Once notice to terminate your employment has been given by either party, we may place you on Garden Leave for the whole or any part of the remainder of your notice period. Within this Agreement, Garden Leave means that we have the right to isolate you from our business activities, but retain you as a paid employee, until your notice period has expired.
However your employment with us is terminated, you will:
· return to us immediately, all Confidential Information and Company Property within your possession or control.
Please deliver these to Joe Barnwell Company CEO unless we direct you otherwise.
in compliance with our data protection and data retention policies, permanently and comprehensively delete or destroy (as appropriate) all information relation to us, however it is stored, manifested or recorded (including on any memory, cloud-based storage solution, or other device or system), and any related materials derived from these sources, which are in your possession or control outside our premises and normal places of work. Please note that the contact details for our business contacts count as Confidential Information and so you must also delete these from any personal, social or professional networking accounts too.
If we ask you to do so, you agree to provide a signed statement confirming that you have fully complied with your obligations above and to include reasonable evidence of this compliance, if we additionally request this.
20. Data Protection

The Company is required to tell you about the personal data that we collect about you and what we do with that information, including how we use, store, transfer and secure your personal data. You confirm that you shall at all times comply with all relevant data protection legislation.  If you have any questions in relation to data protection or wish to discuss a data protection breach, please refer to the CEO.  We have a privacy notice which explains how your data is processed.

Our systems enable us to monitor telephone, email, voice mail, internet and other communications. So that we  can carry out our legal obligations as an employer (such as ensuring your compliance with our IT-related policies), and for other business reasons, we may monitor use of systems including the telephone and computer systems, and any personal use of them, by automated software or otherwise. Monitoring is only carried out to the extent permitted or as required by law and as necessary and justifiable for business purposes.

21. Confidentiality

a. You may not disclose any trade secrets or other information of a confidential nature relating to the Company or any of its associated or group companies or their business in respect of which the Company owes an obligation of confidence to any third party, during or after your employment except in the proper course of your employment or as required by law. 

b. You must not remove any documents or tangible items which belong to the Company or which contain any confidential information from the Company’s premises at any time without proper advance authorisation.

c. You must return to the Company upon request and, in any event, upon the termination of your employment, all documents and items which belong to the Company or which contain or refer to any confidential information and which are in your possession or under your control.

d. You must, if requested by the Company, delete all confidential information from any re-useable material and destroy all other documents or tangible items which contain or refer to any confidential information and which are in your possession or under your control.  You must use your best endeavours to prevent the publication or disclosure by any other person of any such trade secrets or other confidential information relating to the Company’s business.   

e. Any breach of your duties of confidentiality whilst employed by the Company will render you liable to disciplinary action and may result in your dismissal. 

f. After the termination of your employment you must not at any time disclose without written consent of the Company to any third party, any secret or confidential information relating to the Company its suppliers, potential suppliers (whether or not recorded in writing or on a computer disk/USB stick) or its clients.  The Company shall be entitled to apply for an injunction to prevent such disclosure or use and to seek any other remedy including without limitation the recovery of damages in the case of such disclosure or use.  You are required to delete any such information which is stored electronically on any device which is not to be returned to us. You shall also inform us of all passwords used by yourself in relation to any computers belonging to us. Any software packages licenced by us must be wiped from property owned by employees or any device that we agree is not to be returned to us.

g. For the purposes of this Contract, confidential information includes but is not limited to confidential information relating to any customer of the Company, Company business plans, maturing new business opportunities, research and development projects, sale statistics, marketing surveys and plans, the identity of customers of the Company, customer lists, sales and marketing information, terms of trading, terms of contract, costings, process, commercial relationships and negotiations and/or sales policies of the Company, financial information relating to the Company, projects, research results and development plans.

Each of the above Sub-Clauses is separate and severable from the other.  If any particular Sub-Clause is held to be unenforceable for any reason but would be enforceable if some of its wording were deleted, it shall apply with such deletions as are necessary to make it enforceable. The Company may take legal action where it is considered that you are in breach of any of the above Sub-Clauses, which may lead to prosecution. During employment should you be considered to be in breach of any of the above Sub-Clauses then disciplinary action will be taken (in conjunction with such other legal action as detailed above) which may lead to your dismissal.

The above Sub-Clauses are not intended to exclude or restrict your right to make a protected disclosure under the Public Interest Disclosure Act 1998 if you reasonably believe that a harmful or illegal activity is being undertaken.  In such circumstances you, are encouraged to discuss your concerns with a senior Manager, or should refer to the Company’s whistleblowing policy which is separate to these terms of employment.




22. Security

[bookmark: _Hlk487547974]You are required to keep access to our premises secure and you must not pass your swipe card, any keys or access code information to any other external person, including visitors. If any of these items are lost or stolen, this must be reported immediately. You must not take any copies of keys without the express permission of your Manager.  Failure to comply with these rules may result in disciplinary action. It is the responsibility of the last employee to leave the premises to ensure that any alarms are set and that windows and doors are firmly closed.

23. Lay Off and Short Time Working
The Company reserves the right temporarily to lay you off without full pay (subject to the statutory requirements for minimum pay) or reduce your normal hours of work and to reduce your pay proportionately on giving you as much advance notice as reasonably possible if, in the Company’s opinion, it believes it necessary to do so. 
In cases of a layoff, this would normally extend for a maximum period of one month before we would enter into consultation with employees regarding potential redundancies. In such cases you may be entitled to a statutory guarantee payment, provided that you:
· have been employed by us for at least one month;
· are available for work;
· do not refuse any reasonable alternative work; and
· are not taking industrial action.

24. Changes to Terms of Employment	Comment by Laura Reilly: Their restrictive covenants are too broad to be enforceable - do they actually want these or were they just boilerplate?	Comment by Laura Reilly: I haven’t included the clauses as they aren’t enforceable.
The Company reserves the right to make reasonable changes to any of your Terms and Conditions of Employment.  Minor changes of detail will be notified by way of individual notice to all employees and will take effect from the date of the notice.  You will be given at least one month’s written notice of any significant changes by individual notice and such changes will be deemed accepted by you unless you notify your objection in writing within two weeks of the date of the notice. Where written objections are received within the defined timescale, the Company will consult with the employee in order to discuss and consider the objection/s fully.
The Company reserves the right to realign your duties (where possible) if following a medical (at the request of the Company) it is deemed that you are no longer medically fit to carry out your duties.  The Company will always consider the practicality of any recommended adjustments.
25. Disciplinary & Grievances
The Company follows the ACAS Code of Practice 1 for disciplinary and grievance procedures.  If you have a grievance relating to any aspect of your employment, you should first take the matter up with Joe Barnwell, CEO, in order that it may be investigated and settled if possible. 
The Company reserves the right to suspend you with pay, or exclude you from our premises, or both, for the purposes of investigating any allegation of misconduct or neglect against you.
If you are dissatisfied with any disciplinary, capability or grievance decision taken in relation to you, you should apply in writing within five working days of the date on the outcome letter to Georgina Evonston, Company Director.
You may be summarily dismissed for any act of gross misconduct, gross negligence or serious breach of contract. 
26. Third Party Involvement
The Company may ask an impartial third party to come and chair any meeting or support the Company with business affairs as deemed necessary.  For this purpose, we will seek your consent at the relevant time to share your personal data with the third party in order to carry out the work fairly and reasonably.  In the absence of your consent, the Company and/or third party will have no alternative but to make a decision with the information available at the time.
27. Recording of Formal Meetings
The Company reserves the right to record all formal meetings.  A copy of the recording will be provided upon request.  Any data collected in this way will be managed and stored securely and in line with data protection legislation.  For the avoidance of doubt, you are not permitted to covertly or overtly record conversations at work without the Company’s consent.  A breach of this clause is considered gross misconduct and will be subject to disciplinary action.
28. Intellectual Property

For the purposes of this clause 31 “Intellectual Property” shall include: letters patent trademarks whether registered or unregistered designs software and software applications utility models copyrights including design copyrights applications for any of the foregoing and the right to apply for them in any part of the world discoveries creations inventions or improvements upon or additions to an invention confidential information know-how and any research effort relating to any of the Company’s or Group Company’s business names whether registrable or not moral rights and any similar rights in any country.

You may make or create Intellectual Property Rights in the course of your duties under this contract and you have a special obligation to further the interests of the Company’s business in this respect. 
You must promptly disclose to the Company in writing all Intellectual Property Rights originated, conceived, created, written, discovered or made by you alone or jointly with others which may be of benefit to the Company or which relate directly or indirectly to the business of the Company (except only those Intellectual Property Rights originated, conceived, created, written, discovered or made by you wholly outside your normal working hours and which are completely unconnected with your normal job duties or with job duties specifically assigned to you by the Company).  
 
To the extent permitted by law, you accept that such Intellectual Property Rights as are required to be disclosed by you shall be owned absolutely by the Company and will so vest in the Company and the Company shall be entitled to make such additions, deletions, alterations or adaptations to or from any such Intellectual Property Rights as we shall in our absolute discretion determine. You will not disclose or exploit any such Intellectual Property Rights unless authorised by the Company or in the proper performance of your job duties and you agree to hold any such Intellectual Property Rights in trust for the Company.

The Company automatically owns absolutely such Intellectual Property Rights as are required to be disclosed by you, but to the extent that it does not, you agree, at the Company’s request and expense and to the extent permitted by law, to enter into all such documents and do all such things and give all such information and assistance necessary or as the Company may require to ensure (whether by assignment of all your existing and future rights, title and interests or otherwise) the Company’s legal and beneficial ownership of the Intellectual Property Rights and/or to obtain patent or similar protection for the Intellectual Property Rights in such parts of the world as the Company may specify.

You agree to waive all your moral rights in respect of all Intellectual Property Rights which belong to the Company by virtue of this clause, to the extent that such waiver is permitted by law. You will not seek to register your own ownership of any such Intellectual Property Rights and neither will you be entitled to receive any additional payment in respect of any such Intellectual Property Rights.  

You will promptly notify the Company in writing if you become aware of any infringement or suspected infringement of any of its Intellectual Property Rights and you agree to give your full assistance to the Company to enable it to enforce its Intellectual Property Rights against any third parties.  These provisions on Intellectual Property Rights remain in force notwithstanding the termination of your employment.

29. Severability

The various provisions of this Agreement are severable; and if any provision or identifiable part thereof is held to be invalid or unenforceable by any court of competent jurisdiction then such invalidity or unenforceability shall not affect the validity or enforceability of the remaining provisions or identifiable parts.

30. References
The Company has no duty to provide any person or organisation with a reference regarding your employment with the Company or upon the termination of your employment with the Company. However, if such a reference is given, all reasonable care will be taken to ensure its accuracy. 
31. Governing Law and Jurisdiction
This contract of employment is governed by, and shall be construed in accordance with, the laws of England and Wales.
32. Entire Agreement
This contract supersedes and extinguishes any previous oral or written agreement, discussion, negotiation, promise, correspondence, assurance, representation or understanding between you and the Company (and those acting on its behalf) in relation to the matters contained within it. It contains the whole and entire agreement between you and the Company in relation to your employment as at the date of this contract, except for any terms implied by law that cannot be excluded by the agreement of the parties.
[bookmark: _Hlk530403983]You confirm that in entering into this contract you are not wholly or partly relying on any statement, assurance or representation made by or on behalf of the Company (whether made innocently or negligently) that is not set out in this contract. In addition, the Company shall not be liable for any innocent or negligent misrepresentation or negligent misstatement that may have been made by or on behalf of the Company in relation to your employment prior to the date of this contract or based on any statement in this contract and you agree that you shall have no claim in this regard. 
Nothing in this clause shall limit or exclude any liability for fraudulent misrepresentation.

Issued for and on behalf of CSIN Group

Signed: _________________________		

Name: __________________________

Date: [insert]
Employee
I hereby warrant and confirm that I am not prevented by previous employment terms and conditions, or in any other way, from entering into employment with the Company or performing any of the duties of employment referred to above.  I accept the term of this Agreement.

Signed: _________________________		Date: [insert]
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