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This Apprenticeship Agreement can ONLY be used in Northern Ireland.



PLEASE NOTE: An apprenticeship in Northern Ireland will be a common law apprenticeship.  Employers have much less scope for terminating a common law apprentice before the end of the fixed term, even if there are serious performance or conduct concerns, including higher protection in relation to redundancies. Ending a common law apprenticeship without proper grounds to do so could result in breach of contract claims for damages covering the remainder of the apprenticeship and even future career loss.  For further guidance or advice, please see below for details of our free Employee Relations Advisory helpline.

Parties to the Agreement – Enter the name and address of both the employer and the apprentice. 

Apprenticeship – Insert the relevant sector within which the apprentice will be working.
	
Ensure that you include the training provider name, the course that the apprentice is working towards as well as the number of hours / days per week that it is anticipated that the Apprentice will attend college.

Employment Dates - Enter the date on which the apprenticeship began. You also need to include the details of when their employment first began. These may be the same date.  

Probationary Period - The government intends ordinary unfair dismissal protection to be a right from 1 January 2027 for those with 6 months service (reduced from the current requirement for 2 years service). This means those employed from 1 July 2026 will have enough service to bring a claim. Therefore, we advise on having a 3 month probationary period.

[bookmark: _Hlk56602417]Remuneration - Enter the hourly rate and the day/date your staff are paid.
Overtime - Chose the appropriate option which reflects the way in which the employee will be compensated for additional hours work (if at all).
Place of Work - Enter the name and address of the normal place of work.
Normal Hours of Work –An employer is required to be specific in the contract of employment as to the number of hours an employee is required to work each week and the days and times that they may be required to work. In addition, it is necessary to set out whether or not such hours or days may be variable, and if they may be how they vary or how that variation is to be determined. 

Time spent on any form of training is regarded as time worked and must be included. 

This clause includes three options to reflect the working arrangements in place:

· Provided the employee’s hours of work are regular, you should use the first option and complete the weekly hours. For example: Your normal hours of work are 40 hours a week to be worked Monday to Friday, 8.00a.m. to 5.00p.m.
· If hours vary subject to a published rota system, the second option should be used. 
· If working hours will regularly vary then you can use the third option. 

Enter the time allowed for rest breaks and the agreed time of day.

The maximum working hours for employees 18 years old and over is 48 hours per week unless the employee has signed an opt-out form. The maximum working hours for employees under 18 years is 8 hours per day and 40 hours per week. There is no provision to opt-out of these maximum hours for employees aged under 18.

Holidays - Enter the holiday entitlement. The current statutory minimum is 5.6 weeks or 28 days inclusive of public holidays.  Enter the holiday year period; list the usual public holidays which apply. Holidays for part time staff is pro rata that for full time staff depending on the number of days and hours worked. 

If an employee’s pay does not vary from week to week (e.g. because they are not paid regular overtime and/or commission and/or bonus) then a week’s holiday can be calculated on the basis of normal pay and you should select the first option in clause the which states this.  However, if an employee’s pay varies from week to week (e.g. because they are paid regular overtime and/or commission and/or bonus) then, for the first 20 days of annual leave taken in a leave year, you should calculate a week’s holiday by reference to their average weekly pay (including overtime and/or commission and/or bonus) in the 12 weeks before they take their holiday.  For any leave taken beyond that, it can be based on basic pay only.  You should select the second option in the clause which states this is how holiday pay will be calculated.  This means that staff whose hours vary greatly do not lose out if they take their holiday at a quiet time of the year.  

The clause refers to rules being set out within an employee handbook. If you have separate stand-alone policies, please update the clause to correctly explain where the employee can find the rules.

Sickness and Sick Pay - You need to add the time by which an employee must notify the organisation of their absence due to sickness or injury. 

You need to select which sick pay provisions apply to you and if you pay in excess of Statutory Sick Pay (SSP), then you must set out what these payments are and how long they will be made.

From 6 April 2026, there are changes to the qualifying conditions to receive SSP. These include:
· The 3 day waiting period is removed so that eligible employees are entitled to SSP from the first day of sickness absence, rather than the fourth.
· The requirement to be earning at least the lower earnings limit no longer applies.
· SSP will be the lower of the statutory flat rate (£123.35 per week from 6 April 2026) or 80% of average weekly earnings.

Please note that even with the clause consenting to a medical examination or Occupational Health assessment, you cannot force an employee to submit to an examination/assessment. However, if they refused, it may be possible to take disciplinary action against the employee. You might choose to delete this section if you do not feel it is necessary.  

Family Leave and Pay - An employer should state within the contract of employment whether employees are entitled to statutory basic legal entitlement to family leave (maternity, paternity, adoption leave etc) and pay or if the employer has any enhanced schemes in place and, if so, set out (or refer to) those terms. 

There is optional wording depending on if you pay just basic pay or make any enhanced payments. You will need to delete the clauses that do not apply to your business. 

Benefits - You should give details in the contract of any benefits other than pay that the employee is entitled to, including non-monetary benefits. If there are no additional benefits, use the first option provided.

Training - You must give details of any training to be provided by you and details of any mandatory training that the employee must complete.

While strictly speaking, it is not necessary to include these ‘Good Work Plan’ clauses (Family Leave and Pay, Benefits and Training) regarding the level of detail in the contract which was adopted in the rest of the UK, it is still considered good practice to do so in Northern Ireland as advocated by the Northern Ireland equivalent of ACAS.

Contractual Notice - The contract template includes the legal minimum notice period to be given by employers. This is one week’s notice after 4 weeks service. Then for each complete year of service the employee must be given an additional week’s notice, up to a maximum of 12 weeks’ notice. If you find yourself in a position that you have to dismiss an employee because of poor performance or misconduct, it is likely you will want to pay the employee in lieu of notice rather than allowing them to work their notice. If you include the legal minimum notice periods in your contract you will keep any payment in lieu of notice to a minimum in such circumstances.
You need to enter the length of notice that you want the employee to give if they choose to resign. Examples are included, but you might opt for different notice periods for different roles.
Disciplinary and Grievances – This clause refers to your disciplinary and grievance procedures that would normally be contained within an employee handbook. If you do not have an employee handbook you will need to replace the reference and detail where the specified information is contained.
Lay-Off and Short-Time Working - Lay-off is not permitted under the JIB agreement.  JIB companies should contact ECA if they would like to discuss this further.
Both employer and employee should sign this Apprenticeship Agreement.  If the employee is under 18 years of age the Apprenticeship Agreement should be countersigned by a parent or guardian.
Further guidance and support 
[bookmark: _Hlk35604460]If you have any questions about his document and are an ECA member company, you have access to our free Employee Relations Advisory helpline, on 020 7313 4800, or by email: employeerelations@eca.co.uk. Please remember to cite your company name and (preferably) ECA membership number.


[COMPANY NAME/LOGO]
CONTRACT OF APPRENTICESHIP
1. Parties to Contract

This contract of apprenticeship is made between:	
_______________ of __________________ (referred to in this contract as “We” or “Us” or “the Company”)
and
_______________ of __________________ (referred to in this contract as “You” or “your”).
2. Apprenticeship
 	You agree to work for the Company and are employed as an apprentice.  This contract is entered into in connection with a qualifying apprenticeship framework under which you are being trained by the Company as [SKILL, TRADE OR OCCUPATION IN WHICH THE APPRENTICE IS BEING TRAINED].	
You are required to attend a training course run by ________________________. We will release you from your duties to attend such training as is reasonably required to complete your apprenticeship and attain ________________________. It is envisaged that this external training will be ________ [hours / days] each week. Please ensure that you provide ________ with full details of your intended absences to attend such training as soon as you know your timetable and, in any event, at least ________ weeks in advance. We will [pay for this training course / contribute towards the cost of this training course / not pay for this training course.]
You agree that when on leave from the relevant training course you will attend the Company's premises and work your normal hours of work.
We recognise that your role as an apprentice means that we are responsible for ensuring you receive training and support within the workplace. Furthermore, we appreciate that initially you will not have the same level of experience, skills and knowledge as other employees. However, we require you to meet satisfactory levels of conduct and performance relevant to your role and will take disciplinary action (up to and including immediate dismissal) if you unreasonably fail to meet such standards.
Without prejudice to our right to terminate your contract for other reasons, any failure to make sufficient progress with your studies or your practical work may lead to your dismissal, as may a failure to obtain relevant qualifications.  
You must at all times comply with our rules, policies and procedures in force from time to time.
You confirm and warrant that you are entitled to work in the UK without any additional immigration approvals and will notify the Company immediately if you cease to be so entitled at any time during your employment with the Company.
3. Employment Dates
Your employment under this agreement begins on ___________.
You are employed for a fixed term of ___________ years and therefore your employment as an apprentice will automatically terminate on ___________ without the need for any further notice.  We reserve the right to  terminate this employment during the fixed term period, by giving you the required notice, or otherwise in accordance with the provisions of this agreement. We shall have no obligation to continue to employ you at the end of this fixed term.
	Your period of continuous employment for statutory purposes [begins/began] on ___________.
4. Probationary Period
 	The first three months of your apprenticeship will be a probationary period.  We may bring your employment to an end during your probationary period at any time without notice in your first month of employment and one week’s notice thereafter, which we can at our discretion pay in lieu. We may, at our discretion, extend the probationary period. During this probationary period, we will carefully monitor your performance and suitability for your role.
At the end of your probationary period you will be informed in writing if you have successfully completed your probationary period. If you do not receive any written confirmation, you should assume that your probationary period continues.
	[OPTIONAL] As a condition of the apprenticeship, you must attain satisfactory Security Screening within 12 weeks of commencing employment. 
5. Job Title
	The title of your job is __________ Apprentice. You may also be required to carry out such additional tasks/duties as may from time to time be reasonably required of you. We reserve the right to reasonably amend your duties in line with business needs.
It is a condition of your employment that you hold a valid ECS card. (Please tick as appropriate) ☐ Your ECS card will expire on: 
☐ If you do not hold an appropriate ECS card then we will support your application. 
It is your responsibility to renew your ECS card in good time prior to its expiry date and at your cost
6. Remuneration
We will pay you £______ per hour.  We will pay you at [weekly/monthly] intervals directly into your bank account every _____________. 
We reserve the right to alter the time, method and frequency of payment on giving reasonable notice to you.
7. Overtime
NON-JIB
Any overtime worked must receive prior authorisation from ________________________ and, where so authorised, shall be paid at the following rates: ________________________.
IF JIB
Any overtime worked must receive prior authorisation from ________________________.
The number of hours to be worked at normal rates in any one week (Monday to Friday) before any overtime premium is calculated shall be 37½ hours. 
Premium time shall be paid at time-and-a-half. 
All hours worked on Saturday in excess of the first six, or worked after 3.00 pm Saturday, whichever comes first, and normal starting time on Monday shall be paid at double time. 
For the purpose of premium payment, an operative shall be deemed to have worked normal hours on days where, although no payment is made by the employer, the operative: 
a) has lost time through certified sickness. 
b) was on a rest period for the day following continuous working all the previous night. 
c) was absent with the employer’s permission. 
Overtime premium payments shall be calculated on the appropriate standard rate of pay. 
Any operative who has not worked five days (as determined in National Working Rule 3.1) from Monday to Friday taking into account the exceptions detailed above, is precluded from working the following Saturday or Sunday.
[Over 18s] You shall not be permitted to work overtime if your hours would exceed 48 hours per week averaged over a 17-week reference period, unless you have signed an opt-out agreement.
8. Call-Out [OPTIONAL CLAUSE]

You are not expected to be on call at the early stages of your training. You will, however, be expected to be on call once you have completed your apprenticeship and are working in the ________________________ sector. Towards the end of your apprenticeship, we will, therefore, arrange for you to be on call out and you will be expected to accompany a qualified technician on such work.

9. Completion Bonus [OPTIONAL CLAUSE]

If you remain employed by the Company throughout the ______ apprenticeship term and successfully complete your end point assessment, you shall be awarded a completion bonus of £______. This shall be paid within ______ days of the successful completion of your apprenticeship. 

10. Normal Place of Work
There is no single fixed place of work as you will be required to travel within the UK to any of the Company’s current or future sites, clients or customers premises or any other place as we shall from time to time direct.  The address of the Company to which you should address any queries regarding your employment is ________________________________________________.
We will not require you to work outside the United Kingdom for a period of more than one month.
11. Normal Hours of Work	
[Your normal hours of work are ______ hours a week to be worked _____________ to _____________, ______ a.m. to ______ p.m.]  
OR
[Your normal contractual hours of work are ______ hours a week. These hours will be organised according to a rota system covering _____________ to _____________, ______ a.m. to ______ p.m. which will be published ______ week[s] in advance. Due to the nature of your duties unsociable hours, weekends and bank holidays are considered to be normal hours of work and you will be required to work at these times.]
OR
[You are required to work ______ hours per week, at times to suit the needs of the business between the hours of ______ a.m. to ______ p.m. _____________ to _____________.
You are entitled to an unpaid break of ______ to be taken [between ________________________ / at a time agreed with the Company]. The timing of your rest break may be varied to for business efficacy.
It is recognised that due to the nature of the Company’s business, your working hours will not necessarily coincide with those normal hours. We reserve the right to vary your hours of work (and to vary your pay accordingly), on a temporary or permanent basis, as necessary to meet its business requirements which may include: amending shift patterns and/ or introducing new shift patterns, which could include weekend/ night working and/or reducing hours of work. You may also be required to work such additional hours (including weekends and bank/public holidays) as may be necessary for the proper performance of your duties.
12. Holiday
Our holiday year runs from _____________ to _____________.  
Your holiday entitlement is ______ days in each holiday year plus the [11] normal public holidays. namely: [New Year’s Day; St Patrick’s Day (17 March); Good Friday; Easter Monday; Early May Bank Holiday; Spring Bank Holiday; 12 July; 13 July; August Bank Holiday; Christmas Day; Boxing Day]. 
Holiday entitlement is pro-rata for part-time employees. In each holiday year, any holiday that you take shall be deemed to be taken in the following order: holiday under regulation 15 of the Working Time Regulations (Northern Ireland) 2016 (WTR),  holiday under regulation 16 of the WTR and any additional contractual holiday.
If your employment starts part way through the holiday year, your holiday entitlement during that year shall be calculated on a pro-rata basis.  During the first year of employment, your annual leave entitlement will accrue at a rate of 1/12 of your full entitlement each month and you may only take the amount of leave that has accrued at the relevant date.
While on annual leave, [you will be paid your normal pay OR your pay will be calculated in accordance with the WTR, which means that the first 20 days of annual leave taken in the leave year will be your based on your normal remuneration, and any leave taken beyond that will be based on basic pay only].  
In order to ensure that you receive the correct amount of statutory annual leave and pay, we reserve the right at any time and with no notice to vary the basis on which your holiday entitlement and pay is calculated if we decide that you should no longer be categorised as a worker entitled to annual leave under Regulations 15 and 16 of the WTR.
Requests to take any annual leave other than bank/public holidays and those during a shutdown period must be submitted using the company’s process. Our rules for booking holiday are in the Employee Handbook. You will only be permitted to take holiday where you have asked for and received prior authorisation according to our rules. Holiday can only be taken in the holiday year in which it accrues otherwise it will be lost, except as set out in our holidays policy in the Employee Handbook.
We may require you to take holiday on specific days which we shall notify to you in advance. In such circumstances, we will give notice to you at least twice as many days in advance of the start of the holiday as the number of days or part-days holiday that you are required to take.
[You are required to reserve __________ days annual leave to cover any closure period between Christmas and New Year. The amount of days you may be required to reserve may change from year to year. If this is the case, you will be informed of this as far in advance as possible.]
We will not pay you in lieu of untaken holiday except on termination.  On termination we will pay you in lieu of any accrued but untaken holiday for the holiday year in which termination takes place and any untaken days permitted to be carried forward from the preceding holiday year. The amount of the payment in lieu will be calculated as per your holiday pay as set out above.. If you have taken holidays in excess of entitlement we shall be entitled to deduct the excess pay from any payment due to you or otherwise.
13. Sickness and Sick Pay

If you cannot attend work due to sickness or injury, you must inform your line manager before _____________ on the first working day of absence. Failure to do so may lead to disciplinary action or sickness pay not being paid.

You must complete and submit a self-certificate for the first seven days of sickness and submit a fit note thereafter.
	
If you are unable to attend work because of sickness or injury,  if you are eligible we will pay you Statutory Sick Pay (SSP). Your qualifying days for SSP are the days on which you normally work.

[JIB ADDITIONAL CLAUSE] In addition to Statutory Sick Pay, after three days you will be entitled to an additional payment of £15.00 per week. This additional payment will only be payable for an aggregate period of 12 weeks in any consecutive 12 months. 
You agree to consent to a medical examination (at our expense) by a doctor we nominate should we require. 
If a period of absence is or appears to have been caused by negligence or other action by a third party in respect of which you may be able to recover compensation, you must immediately notify us and provide such further information and cooperation in relation to any legal proceedings as we may reasonably require. Any sick pay (SSP) we pay to you in respect of that period shall be repayable on demand, provided that the amount to be repaid shall not exceed any compensation you recover for loss of earnings less any costs you incur in connection with such recovery.
14. Pension	
	If you are eligible, we will automatically enrol you into the Pension Scheme. Within a month of being enrolled in the Scheme, you can send an opt-out form if you do not wish to be in the Scheme. If you do not opt out, we will deduct your contributions to the pension scheme from what we pay you.  Current details of the Scheme and your rights relating to it, and of your and our contributions, will be provided to you separately.
15. [bookmark: _Hlk36725015]Other Paid Leave
You may be entitled to maternity leave, paternity leave, adoption leave, shared parental leave and parental bereavement leave and pay in accordance with the current statutory provisions.
[You may also be eligible to receive Company [maternity/paternity/adoption/shared parental/parental bereavement] pay (deemed inclusive of any statutory [maternity/paternity/adoption/shared parental/parental bereavement] pay) subject to the rules set out in the Company's policy from time to time which can be obtained from _________. 
[You may be eligible to take _________ paid leave subject to the rules set out in the Company's policy from time to time which can be obtained from _________. 
[We may replace, amend or withdraw the Company's policy on any of the above types of leave at any time.]
16. Other Benefits
You are not entitled to any benefits during your employment.
OR (Inc. JIB)
[[After successful completion of your probationary period, you OR You] may be provided with the following benefits during your employment, subject to any rules applicable to the relevant benefit]:
(a) Life Assurance;
(b) Accidental Death Benefit;
(c) Permanent & Total Disability Benefit.
(d) [ANY OTHER BENEFIT]
Details of any current scheme may be found in the relevant section of the Employee Handbook or from HR.  
IF NON-JIB BENEFITS Any such benefit/scheme is not contractual and may be replaced or withdrawn or the terms amended, at any time on reasonable notice to you.
17. Training
[bookmark: _Hlk34207060]	[It is a specific contractual requirement that you attend ________________________  which the Company will pay for. [Further details of this training are set out in Appendix 1 to this Contract.] Office based supervisions and training sessions will take place during normal office hours. Should you fail to keep your training up to date or attend scheduled training sessions you may be subject to disciplinary action.]
AND/OR
[you are required to complete ________________________ at your own expense [and outside your working hours.] [Further details of this training are set out in Appendix 1 to this Contract.]
AND/OR
[You are entitled to take part in various training courses which we may provide from time to time in-house and/or externally. Specific details of what courses might be available from time to time [are set out in Appendix 1 attached to this Contract OR can be found on the [intranet] OR will be provided to you within two months of the start date of your employment].  You should speak to your manager in the first instance if you would like to take a course.]
OR
[Currently, save for the apprenticeship course detailed in clause 2, there is no specific training required for the role and we do not offer any training courses].
18. Tool Kits

You are required to provide your own hand tools and a lockable toolbox. The tools must be suitable for the type of work that you will be required to carry out during the various stages of training. 

19. Termination of Employment/ Contractual Notice
Your employment will automatically end on the expiry of the fixed term specified in the ‘Employment Dates’ clause unless your employment is terminated earlier.
Subject to the terms of the probationary clause, we may bring your employment to an end by giving you written notice as follows: 
	Length of Continuous Service
	Notice Requirement

	Less than 1 month	
	Nil

	1 month or more but less than 2 years
	1 week	

	2 years or more but less than 12 years
	1 week per year

	12 years or more
	12 weeks



You may bring your employment to an end by giving us not less than one week’s notice in writing.
We reserve the right to bring your employment to an end at any time and with immediate effect by notifying you that we are exercising our right under this clause and that we will make within 28 days a payment in lieu of notice (payment in lieu) or the first instalment of any Payment in Lieu to you. This payment in lieu will be equal to your basic salary (as at the date of termination) and will not include any bonus or commission payments, or any payment in respect of benefits which you would have been entitled to receive during the period for which the payment in lieu is made.
We reserve the right to bring your employment to an end immediately without notice or payment in lieu of notice 
(a) we reasonably consider that your behaviour or actions are such that you become unteachable; 
(b) we reasonably consider that your behaviour is such that it demonstrates serious disobedience or neglect of your duties; 
(c) you cease to be entitled to work in the UK.
Without prejudice to our right to terminate your contract for other reasons, we may terminate your employment in any of the following circumstances: 
(a) any failure to make sufficient progress with your studies or your practical work; 
(b) any failure to comply with your obligations in this contract may lead to your dismissal; 
(c) (c ) any failure to obtain relevant qualifications; 
(d) on the grounds of redundancy should either your position or the position of any employee who is involved in your training becomes redundant, including but not limited to a site closure; and 
(e) any continued breach of the Company’s rules, policies and procedures.
	We may require you to take (or not to take) any outstanding accrued holiday entitlement during your notice period.
20. Garden Leave	
 	We reserve the right to require you to remain away from work during the notice period. Where we require you to remain away from work during the notice period (whether the employee or the Company gave notice) you are required to comply with all other terms of this contract and any other conditions laid down by the Company. Whilst on full pay, you will not be permitted to work for any other person, company, corporate body or on your own behalf, without the Company’s prior written permission.
21. Disciplinary and Grievances
	Our current disciplinary rules and the disciplinary and grievance procedures which apply to your employment are contained in the Employee Handbook. These procedures do not form part of your apprenticeship agreement and we may amend them from time to time at our discretion.
If you wish to appeal against a disciplinary decision you may apply in writing to the person named in the disciplinary outcome letter in accordance with our disciplinary procedure.

If you wish to raise a grievance, you may apply in writing to _______________ in accordance with our grievance procedure.

We reserve the right to suspend you pending any investigation into any potential dishonesty, gross misconduct or other circumstances which might lead to dismissal for such period as we think fit. During any period of suspension you will continue to be paid at the rate to which you would be entitled if you were not subject to the suspension and to receive any contractual benefits in the usual way (subject to the terms of the benefit arrangement and this clause).  If you would be unable to attend work because of incapacity during your suspension period and subject to your compliance with our rules for notifying us of and certifying your sickness, you will be paid any SSP entitlement only.
22. Outside Interests
	During your employment, unless you have our prior written permission, you must not be involved in any business or activity which in our reasonable opinion affects your ability to devote the whole of your time and attention during working hours to our business or conflicts with the interests of or causes damage to our goodwill.  You must give us full details of your involvement in outside employment or business. We will treat failure to do so as a disciplinary matter and dealt with accordingly. If you are unsure as to whether any business or activity has the potential to conflict with the interests of, or damage the goodwill of, the Company you should seek guidance from your line manager.
23. Deductions from Remuneration
	We may deduct from any payment we owe to you and in particular from your final salary payment, any sums which you owe to us at any time during or in any event on termination of your employment. This includes, without limitation: 
· the amount of  any overpayment of salary, wages, bonus or other benefits;
· the amount of any overpayment of sick pay;
· the amount of any overpayment of holiday pay;
· outstanding loans and advances;
· the cost of any of our property or equipment which you fail to return, allowing for fair wear and tear;
· any loss or damage to our property, or our client’s property, caused by your wilful act, carelessness or negligence;
· any loss or damage suffered by us as a result of you terminating your employment without giving or working the required period of notice;   
· any shortage or deficiency of stock or cash for which you were responsible;
· any sums you owe to us in respect of training courses, fees, fines etc.
In respect of any loss or damage to our property, or our client’ property, we shall be entitled to deduct the reasonable cost of repair or replacement of such property.
In respect of any shortage or deficiency of stock or cash, we shall be entitled to deduct an amount equal to the full amount or value of the shortage or stock deficiency.
If your employment terminates and there are insufficient monies in your final payment to cover reimbursement by this method, we reserve the right to recover monies due by other means.
24. Lay Off and Short-Time Working [OPTIONAL CLAUSE]
	In the event of a situation which prevents us from providing you with work in or throughout any day, for example a short term downturn in work (as an alternative to declaring redundancies) or in the event of an occurrence outside of our control (including, without limitation, fire, Act of God, industrial action affecting a third party), we are entitled not to provide you with work and not to pay you any salary or wages under this apprenticeship agreement (except a Statutory Guarantee Payment insofar as required). We are also entitled in such circumstances to place you on short time working.
25. Right to Search
We reserve the right to search you, your work area, and any of your property held on our premises, including any vehicle parked on our property, at any time if there are reasonable grounds for us to believe that you are guilty of theft, or in possession of illegal drugs, or prohibited property, or substances, or in serious breach of our rules or your agreement.  
Personal searches will be conducted in the presence of at least one agreed witness. Unreasonable failure to consent to a personal search or a search of your property will be regarded as a disciplinary offence.
26. Collective Agreement

[There is no collective agreement which directly affects your employment.]  

OR
	[The collective agreement governing your terms and conditions of employment is the JIB Collective Agreement which can be found at www.jib.org.uk.]
27. Confidentiality 
For the purposes of this agreement "Confidential Information” is defined as information (whether or not recorded in documentary form, or stored on any magnetic or optical disk or memory) relating to the business, products, affairs and finances of the Company or any Group Company for the time being confidential to the Company or any Group Company and trade secrets including, without limitation, technical data and know-how relating to the business of the Company or any Group Company or any of its or their business contacts, including in particular (by way of illustration only and without limitation) designs, performance data, commercial plans and third party confidential information.
You acknowledge that in the course of your employment you will have access to Confidential Information. You therefore agree to accept the following restrictions contained in this clause.
You shall not (except in the proper course of your duties, as authorised or required by law, or as authorised by us), either during the employment, or at any time after its termination (however arising), use or disclose to any person, company or other organisation whatsoever (and shall use your best endeavours to prevent the publication or disclosure of) any Confidential Information. 
The restrictions in this clause do not apply to any confidential information which is or comes into the public domain other than through your unauthorised disclosure.
Nothing in this clause shall prevent you or, where applicable, us (or any of our officers, employees, workers or agents) from:
(a) any protected disclosure within the meaning of article 67A of the Employment Rights (Northern Ireland) Order 1996;
(b) reporting a suspected criminal offence to the police or any law enforcement agency or co-operating with the police or any law enforcement agency regarding a criminal investigation or prosecution;
(c) doing or saying anything that is required by HMRC or a regulator, ombudsman or supervisory authority;
(d) whether required to or not, making a disclosure to, or co-operating with any investigation by, HMRC or a regulator, ombudsman or supervisory authority regarding any misconduct, wrongdoing or serious breach of regulatory requirements (including giving evidence at a hearing);
(e) complying with an order from a court or tribunal to disclose or give evidence;
(f) disclosing information to HMRC for the purposes of establishing and paying (or recouping) tax and National Insurance liabilities arising from your employment or its termination;
(g) disclosing information to any person who owes a duty of confidentiality (which you and we agree not to waive) in respect of information disclosed to them, including legal or tax advisers or, in your case, persons providing you with medical, therapeutic, counselling or support services (provided they owe you a duty of confidentiality which remains unwaived); or
(h) making any other disclosure as required by law.

28. Company Property
All documents, manuals, hardware and software provided for your use by the Company, and any data or documents (including copies) produced, maintained or stored on the Company's computer systems or other electronic equipment (including mobile phones), including confidential information as defined in the clause above and copies of confidential information, remain the property of the Company.
On termination of your employment, or at our request at any time during your employment, you shall hand over all Employer property (including confidential information as defined in the clause above and copies of confidential information) to ________  and irretrievably delete any information belonging to the Company (including confidential information as defined in the clause above and copies of confidential information) which is stored on any magnetic or optical disk or memory, including personal computer networks, personal e-mail accounts or personal accounts on websites, in your possession or control.
29. Data Protection and Monitoring
You will comply with your obligations under our Data Protection policy and other relevant policies when handling personal data in the course of employment including personal data relating to any employee, worker, contractor, customer, client, supplier, agent, or other third party of ours. This includes policies in relation to IT and communications systems, social media, information security, from time to time in force, which are available from [________  / on our intranet site and/or in our Employee Handbook.]
Our systems enable us to monitor telephone, email, voicemail, internet and other communications. In order to carry out its legal obligations as an employer (such as ensuring employee compliance with the Company’s 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.
30. Employment Status
This contract constitutes a contract of apprenticeship and contains the particulars of your employment which the Company is required to give you by Article 33 of the Employment Rights (Northern Ireland) Order 1996.
31. Governing Law
This agreement is governed by the law of Northern Ireland.
32. Third Party Rights
No one other than a party to this contract shall have any right to enforce any of its terms.
33. Variation of Terms
We reserve the right to make reasonable changes to any of your terms and conditions of employment, including following a relevant transfer under the Transfer of Undertakings (Protection of Employment) Regulations 2006 and/or the Service Provision Change (Protection of Employment) Regulations (Northern Ireland) 2006, as amended. 
You will be informed of any such changes in writing, the changes taking effect from the date of the notice. Significant changes to your agreement will be notified to you not less than one month in advance.

AGREEMENT
 I accept the terms and conditions of my contract of apprenticeship.

Signed					_______________________ (You)
Dated					_______________________
Signed on behalf of
 _______________ 			_______________________ (Employer)
Dated					_______________________


Working time opt-out agreement
[bookmark: ORIGHIT_11][bookmark: HIT_11][bookmark: ORIGHIT_13][bookmark: HIT_13][bookmark: ORIGHIT_15][bookmark: HIT_15][bookmark: ORIGHIT_17][bookmark: HIT_17][bookmark: ORIGHIT_19][bookmark: HIT_19][bookmark: ORIGHIT_21][bookmark: HIT_21]I agree with my employer [COMPANY NAME] that my weekly working time averaged over any 17 week reference period may exceed 48 hours and I hereby opt out of the limit on working time set down by the Working Time Regulations (Northern Ireland) 2016.  I understand I may end this opt-out at any time by giving my employer not less than three months' written notice.

Signed

Dated
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