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For Distribution to CPs

1. J O B  T I T L E

Y o u r  a p p o in t m e n t  w i l l  b e  as J o u r n a l is t  w i t h in  th e  E d i t o r ia l  D e p a r t m e n t  o f  

In d e p e n d e n t  N e w s  &  M e d ia  ( N o r t h e r n  I r e la n d ) .  A l l  e m p lo y m e n t  m a t te r s  w i l l  

b e  d e a lt  w i t h  b y :

P e r s o n n e l D i r e c t o r
In d e p e n d e n t  N e w s  &  M e d ia  ( N o r t h e r n  I r e la n d )

1 2 4 /1 4 4  R o y a l  A v e n u e  

B E L F A S T

Y o u  h a v e  r e s p o n s ib i l i ty ,  u n d e r  y o u r  D e p a r t m e n t a l  M a n a g e r ’ s d ir e c t io n ,  to  

s tr iv e  to  e n s u re  c o n t in u i ty  o f  p u b lic a t io n  a t  a l l  t im e s  a n d  y o u  a c k n o w le d g e  th is  

as a  fu n d a m e n t a l  t e r m  o f  y o u r  c o n tr a c t .

2 . L O C A T I O N

Y o u  w i l l  b e  b a s e d  a t  th e  p re m is e s  o f  In d e p e n d e n t  N e w s  &  M e d ia  ( N o r t h e r n  

I r e la n d )  a t  R o y a l  A v e n u e , B e lfa s t .

A l th o u g h  th is  w i l l  b e  y o u r  m a in  b a s e , b u s in e s s  n eed s  m a y  r e q u ir e  y o u  to  w o r k  

f r o m  o n e  o f  o u r  o th e r  o ffic e s  o n  o c c a s io n .

3 . D A T E  O F  C O M M E N C E M E N T

Y o u r  d a te  o f  c o m m e n c e m e n t w i t h  th e  C o m p a n y  is x x x .  T h is  d a te  w i l l  b e  u sed  

in  a l l  re fe re n c e s  to  c o n tin u o u s  e m p lo y m e n t .

4 . P R O B A T I O N A R Y  P E R I O D

Y o u r  f i r s t  th re e  m o n th s  o f  e m p lo y m e n t  w i l l  b e  d e e m e d  as p r o b a t io n a r y  p e r io d ,  

a t  th e  e n d  o f  w h ic h  a  f u l l  r e v ie w  o f  y o u r  p e r fo r m a n c e  to  d a te  w i l l  b e  a c t io n e d  

b y  y o u r  M a n a g e r .

W h e r e  a  f u r t h e r  p e r io d  o f  r e v ie w  is d e e m e d  n e c e s s a ry  b y  y o u r  M a n a g e r ,  th e  

C o m p a n y  re s e rv e s  th e  r ig h t  to  e x te n d  y o u r  p r o b a t io n a r y  p e r io d .

D u r in g  th e  p r o b a t io n a r y  p e r io d  n o tic e  o f  te r m in a t io n  o f  y o u r  e m p lo y m e n t  w i l l  

b e  o n e  w e e k .
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5 . H O U R S  O F  W O R K

Y o u r  h o u rs  o f  w o r k  w i l l  b e  3 7 .5  h o u rs  p e r  w e e k  e x c lu d in g  m e a l b re a k s .

I t  is in  th e  n a t u r e  o f  th e  w o r k  t h a t  in  o r d e r  to  f u l f i l  a l l  b u s in e s s  r e q u ir e m e n ts ,  
f le x ib i l i t y  in  w o r k in g  o u ts id e  o f  y o u r  n o r m a l  h o u rs  m a y  b e  n e c e s s a ry .

6 . R E M U N E R A T I O N

a . Y o u  w i l l  b e  p a id  a t  th e  r a te  o f  £ x x x x  p e r  a n n u m  in  12 e q u a l  
m o n th ly  in s ta lm e n ts .

T h is  w i l l  b e  p a id  d ir e c t ly  in to  y o u r  b a n k  o r  b u i ld in g  s o c ie ty  a c c o u n t  

b y  c r e d it  t r a n s fe r .

I t  w i l l  b e  re v ie w e d  b y  y o u r  D e p a r t m e n t a l  M a n a g e r  u n d e r  th e  te rm s  

o f  th e  A n n u a l  S a la r y  R e v ie w  w i t h  e f fe c t  f r o m  1 J a n u a r y  e a c h  y e a r .

T h e  C o m p a n y  re s e rv e s  th e  r ig h t  to  m a k e  d e d u c tio n s  f r o m  y o u r  s a la r y  

in  re s p e c t o f  a n y  m o n ie s  o w e d  to  th e  C o m p a n y ,  eg  o v e r p a y m e n t  o f  

s a la r y ,  e x p e n s e  a d v a n c e , e tc .
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7 . H O L I D A Y  E N T I T L E M E N T

A s  f r o m  th e  c o m m e n c e m e n t  o f  th e  n e x t  f u l l  c a le n d a r  y e a r ,  y o u r  a n n u a l  p a id  

h o l id a y  e n t i t le m e n t  w i l l  b e  5  w e e k s  p lu s  8  s ta tu to r y  a n d  p u b lic  h o lid a y s . T h e  

C o m p a n y  h o l id a y  y e a r  ru n s  f r o m  J a n u a r y  to  D e c e m b e r .

T h e  a b o v e  e n t i t le m e n t  is in c lu s iv e  o f  a l l  lo c a l /p u b lic  h o lid a y s  a n d  d a y s  o f f  in  

l ie u .  A u t h o r is a t io n  m u s t  b e  s o u g h t f r o m  y o u r  M a n a g e r  f o r  a l l  h o lid a y s , a n d  

n o  p a r t  o f  y o u r  e n t i t le m e n t  m a y  b e  c a r r ie d  o v e r  f r o m  o n e  h o l id a y  y e a r  to  

a n o th e r .  T h e  o n ly  e x c e p t io n  to  th is  w i l l  b e  w i t h  th e  exp ress  w r i t t e n  p e rm is s io n  

o f  y o u r  d e p a r t m e n t a l  m a n a g e r .

A l l  h o lid a y s  w i l l  b e  p a id  a t  y o u r  b a s ic  r a te  o f  p a y .

I f  y o u  le a v e  th e  C o m p a n y  e i th e r  v o lu n t a r i ly  o r  b y  d is m is s a l, y o u  w i l l  re c e iv e  

p a y m e n t  in  l ie u  o f  t h a t  p a r t  o f  th e  a n n u a l  e n t i t le m e n t  w h ic h  h a s  b e e n  e a r n e d  

b y  th e  d e p a r t u r e  d a te , less a c tu a l  h o lid a y s  a lr e a d y  ta k e n . S h o u ld  y o u r  

h o lid a y s  ta k e n  b e  in  excess o f  y o u r  e n t i t le m e n t  f o r  th e  le n g th  o f  s e rv ic e , a  

m o n e ta r y  d e d u c t io n  w i l l  b e  m a d e  f r o m  y o u r  f in a l  s a la ry .

8 . T E R M I N A T I O N  O F  E M P L O Y M E N T

Y o u  m a y  t e r m in a te  y o u r  e m p lo y m e n t  b y  g iv in g  o n e  m o n th 's  n o tic e  in  w r i t in g .

E x c e p t  in  th e  e v e n t  o f  g ro ss  m is c o n d u c t  w a r r a n t in g  s u m m a r y  d is m is s a l, th e  

C o m p a n y  m a y  te r m in a te  y o u r  e m p lo y m e n t  b y  th e  g iv in g  o f  o n e  m o n th 's  

n o tic e , in  w r i t in g  o r  b y  su ch  lo n g e r  p e r io d  as is r e q u ir e d  b y  la w .

N o t ic e  g iv e n  b y  e ith e r  p a r t y  m a y  ta k e  e ffe c t  f r o m  a n y  d a y  o f  th e  m o n th .

9 . A B S E N C E  F R O M  W O R K

I f  y o u  a r e  a t  a n y  t im e  in c a p a c ita te d  b y  illn e s s  o r  a c c id e n t  f r o m  p e r fo r m in g  th e  

d u tie s  o f  y o u r  a p p o in tm e n t ,  y o u  s h o u ld  c o m p ly  w i t h  th e  p ro c e d u re s  o f  th e  

C o m p a n y  S ic k  P a y  S c h e m e . W h e n  y o u  a r e  a b s e n t o n  a c c o u n t o f  illn e s s  y o u  

w i l l  b e  p a id  in  a c c o rd a n c e  w i t h  th e  p ro v is io n s  o f  th e  S c h e m e .
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1 0 . D I S C I P L I N E

Y o u r  im m e d ia te  s u p e r io r  h a s  th e  re s p o n s ib i l i ty  f o r  m a in ta in in g  d is c ip lin e  

w i t h in  h is /h e r  a r e a  o f  c o n t r o l .  Is o la te d ,  m in o r  b re a c h e s  o f  d is c ip lin e  a r e  to  b e  

d e a lt  w i t h  o n  a n  in f o r m a l  b a s is . M a j o r  b re a c h e s  o f  d is c ip lin e  a n d  c u m u la t iv e  

m in o r  b re a c h e s  o f  d is c ip lin e  a r e  p ro c e s s e d  w i t h in  th e  f o r m a l  C o m p a n y  

D is c ip l in e  P r o c e d u r e  a n d  as s u c h  m a y  b e  re c o rd e d .

I f  y o u  a r e  d is s a tis f ie d  w i t h  a  d is c ip l in a r y  r u l in g ,  y o u  m a y  a p p e a l  to  th e  n e x t  

le v e l o f  m a n a g e m e n t .  T h e  C o m p a n y  re s e rv e s  th e  r ig h t  to  s u s p e n d  a n y  

e m p lo y e e  w i t h  o r  w i t h o u t  p a y  to  e n a b le  th e  C o m p a n y  to  c o n d u c t in v e s tig a t io n s  

in to  a lle g a t io n s  o f  m is c o n d u c t  in v o lv in g  t h a t  e m p lo y e e .

1 1 . G R I E V A N C E

I t  is C o m p a n y  p o lic y  to  re s o lv e  a n y  p ro b le m s  y o u  m a y  h a v e  w i t h  y o u r  

e m p lo y m e n t  as q u ic k ly  as p o s s ib le  b y  in f o r m a l  d is c u s s io n  b e tw e e n  y o u  a n d  

y o u r  im m e d ia te  s u p e rv is o r .  I f ,  h o w e v e r ,  y o u  a r e  n o t  s a tis f ie d  a t  th is  s tag e  y o u  

h a v e  re c o u rs e  to  th e  f o r m a l  G r ie v a n c e  P r o c e d u r e .  T h is  a llo w s  y o u  to  ta k e  

y o u r  g r ie v a n c e  to  a  h ig h e r  le v e l o f  m a n a g e m e n t .

1 2 . P E N S I O N

M e m b e r s h ip  o f  th e  In d e p e n d e n t  N e w s  &  M e d ia  G r o u p  P e n s io n  S c h e m e  is 

v o lu n ta r y .

E m p lo y e e s  a r e  e l ig ib le  to  jo in  a f t e r  tw o  m o n th s  s e rv ic e , w h e n  d e ta ils  w i l l  b e  

s u p p lie d .

1 3 . R E T I R E M E N T

T h e  C o m p a n y 's  n o r m a l  r e t i r e m e n t  a g e  is th e  6 5 th  a n n iv e r s a r y  o f  b i r t h  

R e t ir e m e n t  b e fo re  th is  d a te  f o r  P e n s io n  F u n d  m e m b e rs  is g o v e rn e d  b y  th e  

ru le s  o f  th e  F u n d .
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1 4 . M E D I C A L

Y o u  m u s t  d is c lo s e  a n y  m e d ic a l p ro b le m s  w h ic h  m a y  a f fe c t  y o u r  a b i l i t y  to  

p e r f o r m  th e  w o r k  f o r  w h ic h  y o u  h a v e  b e e n  a p p o in te d .  F a i lu r e  to  d o  so, 
fo l lo w e d  b y  a  m a n ife s ta t io n  o f  a  m e d ic a l c o n d it io n , o f  w h ic h  y o u  h a d  p r io r  

k n o w le d g e  b e fo r e  jo in in g  th e  C o m p a n y ,  w h ic h  c o u ld  m a k e  i t  im p o s s ib le  f o r  

y o u  to  fo l lo w  y o u r  e m p lo y m e n t ,  m a y  r e n d e r  y o u  l ia b le  to  b e  d is m is s e d .

T h e  C o m p a n y  re s e rv e s  th e  r ig h t  to  r e f e r  y o u  to  th e  C o m p a n y  M e d ic a l  A d v is o r  

f o r  e x a m in a t io n  in  th e  e v e n t  o f  a b s e n c e  th r o u g h  e i th e r  s ickness  o r  in ju r y .

1 5 . H E A L T H  &  S A F E T Y  A T  W O R K

I t  is th e  p o lic y  o f  th e  C o m p a n y  to  p r o v id e  a n d  m a in ta in  s a fe  a n d  h e a lth y  

w o r k in g  c o n d it io n s , e q u ip m e n t  a n d  s y s tem s  o f  w o r k  f o r  a l l  o u r  e m p lo y e e s .

I t  is y o u r  r e s p o n s ib i l i ty  to  c o m p ly  w i t h  th e  a r r a n g e m e n ts  in  th e  H e a l t h  &  

S a fe ty  P o lic y  a n d  to  ta k e  re a s o n a b le  c a re  o f  y o u r s e lf  a n d  o th e rs  w h o  m a y  b e  

a f fe c te d  b y  w h a t  y o u  d o .

T h e  C o m p a n y 's  p o lic y  r e g a r d in g  H e a l t h  &  S a fe ty  a t  W o r k  is a v a i la b le  f o r  

in s p e c tio n  in  th e  P e rs o n n e l D e p a r t m e n t .  F i r s t  A id  e q u ip m e n t  a n d  m a te r ia ls  

a r e  p r o v id e d  w i t h in  th e  C o m p a n y 's  o ffic e s  a n d  a l l  e m p lo y e e s  a r e  r e q u ir e d  to  

m a k e  s u re  th e y  k n o w  w h e r e  th e s e  a r e  k e p t .

1 6 . C O M P A N Y  P R O P E R T Y

Y o u  h a v e  a  d u ty  to  p r o te c t  a n d  k e e p  s a fe  a n y  C o m p a n y  p r o p e r t y  o r  

e q u ip m e n t ,  w h ic h  is p la c e d  a t  y o u r  d is p o s a l f o r  th e  p u rp o s e  o f  y o u r  w o r k .  I f  

C o m p a n y  p r o p e r ty  is d a m a g e d  o r  lo s t as a  r e s u lt  o f  n e g lig e n c e  o n  y o u r  p a r t ,  

y o u  m a y  b e  r e q u ir e d  to  m a k e  g o o d  th e  loss o r  d a m a g e .

1 7 . R E T U R N  O F  C O M P A N Y  P R O P E R T Y

I t  is a  c o n d it io n  o f  e m p lo y m e n t  t h a t  u p o n  te r m in a t io n  o f  y o u r  e m p lo y m e n t  f o r  

w h a te v e r  re a s o n  a l l  p r o p e r ty  b e lo n g in g  to  th e  C o m p a n y  is r e t u r n e d  in  a  

s a t is fa c to ry  c o n d it io n . S u c h  p r o p e r ty  w i l l  in c lu d e  a n y  sales d a ta ,  c o n f id e n t ia l  

in fo r m a t io n ,  k e y s , id e n t i ty  c a rd s , c o m p u te r  e q u ip m e n t .  C o m p a n y  v e h ic le s , 
f ile s , s e rv ic e  re c o rd s  a n d  a n y  o th e r  d o c u m e n ta t io n  b e lo n g in g  to  th e  C o m p a n y .
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1 8 . R E C O R D S

I t  is y o u r  d u t y  to  in f o r m  th e  P e rs o n n e l D e p a r t m e n t  o f  a n y  c h a n g e s  in  y o u r  

c irc u m s ta n c e s  (e g  a d d re s s , m a r i t a l  s ta tu s , n e x t  o f  k in ,  e tc ).

1 9 . R E D U N D A N C Y

I n  th e  e v e n t  t h a t  y o u  a r e  m a d e  r e d u n d a n t ,  y o u  w i l l  re c e iv e  s u c h  s ta tu to r y  

r e d u n d a n c y  p a y m e n t  as is s p e c if ie d  b y  la w .

A n y  a d d i t io n a l  p a y m e n t  to  b e  m a d e  w i l l  b e  d e te rm in e d  a t  th e  sole d is c re t io n  o f  

th e  C o m p a n y .  T h e r e  is n o  le g a l e n t i t le m e n t  to  a n y  su ch  a d d i t io n a l  p a y m e n t .

2 0 . D O C U M E N T A T I O N

F u l l  c o p ies  o f  a l l  ru le s  a n d  p ro c e d u re s  r e fe r r e d  to  in  th is  d o c u m e n t  a re  

a v a i la b le  f o r  in s p e c t io n  f r o m  th e  P e rs o n n e l D e p a r tm e n t .

2 1 . C O N F I D E N T I A L I T Y

Y o u  w i l l  n o t ,  w i t h o u t  th e  e x p re s s  w r i t t e n  c o n s e n t o f  th e  C o m p a n y  e i th e r  

d u r in g  th e  c o n t in u a n c e  o f  y o u r  e m p lo y m e n t  o r  th e r e a f te r ,  m a k e  use o r  d isc lose  

f o r  y o u r  o w n  b e n e f i t  o r  o n  b e h a l f  o f  a n y  o th e r  p e rs o n , f i r m  o r  c o m p a n y  a n y  

c o n f id e n t ia l  in fo r m a t io n  o b ta in e d  b y  y o u  d u r in g  y o u r  e m p lo y m e n t  r e la t in g  to  

th e  b u s in ess  o f  th e  C o m p a n y  o r  a n y  o f  its  a s s o c ia te d  o r  s u b s id ia r y  c o m p a n ie s ,  
o r  a n y  p e rs o n , f i r m  o r  c o m p a n y  w i t h  w h o m  o r  w i t h  w h ic h  th e  C o m p a n y  o r  

a n y  o f  its  s u b s id ia r ie s  o r  a s s o c ia te d  c o m p a n ie s  h a s  h a d  d e a lin g s  in  th e  c o u rs e  

o f  t r a d e  a t  a n y  t im e  d u r in g  th e  c o n t in u a n c e  o f  y o u r  e m p lo y m e n t .

2 2 . R I G H T  T O  S E A R C H

T h e  C o m p a n y  re s e rv e s  th e  r ig h t  to  in s p e c t a n d  s e a rc h  a n y  p e rs o n , p a rc e l,  
p a c k a g e , b r ie fc a s e , h a n d b a g  o r  m o to r  v e h ic le  o n  C o m p a n y  p re m is e s . 
C o m p a n y  m o to r  v e h ic le s  m a y  b e  s e a rc h e d  a t  a n y  t im e .

2 3 . I D E N T I T Y  C A R D S
I t  is a  c o n d it io n  o f  y o u r  e m p lo y m e n t  t h a t  y o u  c a r r y  o n  y o u r  p e rs o n  a n  id e n t i ty  

c a rd  issued  b y  th e  C o m p a n y  a t  a l l  t im e s  w h e n  y o u  a r e  o n  C o m p a n y  p re m is e s .
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2 4 . C O L L E C T I V E  A G R E E M E N T

Y o u r  T e r m s  a n d  C o n d it io n s  o f  E m p lo y m e n t  a r e  n o t  b o u n d  b y  a n y  C o lle c t iv e  

A g r e e m e n t .  H o w e v e r ,  th e  C o m p a n y  h as  a  V o lu n t a r y  R e c o g n it io n  A g r e e m e n t  

w it h  a n  in d e p e n d e n t  u n io n  f o r  u n io n  m e m b e rs  w h o  a r e  e m p lo y e d  in  y o u r  jo b  

t i t le ,  f u r t h e r  d e ta i ls  o f  w h ic h  a r e  a v a i la b le  f r o m  th e  P e rs o n n e l D e p a r t m e n t .

2 5 . W O R K  F O R  O T H E R  E M P L O Y E R S

Y o u  m u s t  n o t  u n d e r t a k e  w o r k  (e i th e r  p a id  o r  u n p a id )  fo r ,  n o r  b e  c o n c e rn e d  in ,  

a n y  b u s in e s s  w h ic h  in  th e  o p in io n  o f  th e  C o m p a n y  is o f  a  s im i la r  n a t u r e  to  o r  

is c o m p e t it io n  w i t h  a n y  a s p e c t o f  th is  C o m p a n y 's  b u s in e s s . F a i lu r e  to  c o m p ly  

w it h  th is  C la u s e  m a y  le a d  to  s u m m a r y  d is m is s a l.

2 6 . C H A N G E S  T O  T E R M S  A N D  C O N D I T I O N S

T h is  s ta te m e n t  c o n ta in s  a l l  th e  te rm s  a n d  c o n d it io n s  o f  y o u r  e m p lo y m e n t  w i t h  

th is  C o m p a n y  a n d  re p la c e s  a n y  p re v io u s  a g r e e m e n t  o r  a r r a n g e m e n ts ,  e i th e r  

w r i t t e n  o r  o r a l .

T h e  C o m p a n y  re s e rv e s  th e  r ig h t  to  v a r y  y o u r  c o n d it io n s  o f  e m p lo y m e n t  f r o m  

t im e  to  t im e  a f t e r  c o n s u lta t io n .

A n y  c h a n g e  in  th e  te rm s  w i l l  b e  n o t ic e d  in  w r i t in g  to  y o u  o r  o th e rw is e  b r o u g h t  

^ - t o - y o u r - a l t e n t i o n  w i t h in  o n e  m o n th  o f  th e  c h a n g e  ta k in g  p la c e .

2 7 . C O M  O F  P R A C T I C E

Y o u  h a v e  a  d u ty  to  m a in ta in  th e  h ig h e s t p ro fe s s io n a l a n d  e th ic a l s ta n d a rd s .  
T o  th is  e n d  y o u  a r e  r e q u ir e d  to  c o m p ly  w i t h  th e  C o d e  o f  P r a c t ic e  f o r  

N e w s p a p e r  a n d  M a g a z in e  P u b lis h in g  in  th e  U K  r a t i f ie d  b y  th e  P re s s  

C o m p la in ts  C o m m is s io n , 2 6 th  N o v e m b e r  1 9 9 7 , a  c o p y  o f  w h ic h  h a s  b e e n  

s u p p lie d  to  y o u .
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2 8 . C O P Y R I G H T

U n le s s  o th e r w is e  a g re e d  a l l  c o p y r ig h t  in  w o r k  c re a te d  b y  y o u  in  p u rs u a n c e  o f  

o r  in  a s s o c ia t io n  w i t h  y o u r  e m p lo y m e n t  d u tie s  a n d  d u r in g  th e  c u r r e n c y  o f  

y o u r  e m p lo y m e n t  c o n t r a c t  is v e s te d  in  th e  C o m p a n y  im m e d ia te ly  u p o n  its  

c r e a t io n .  C o p y r ig h t  in c lu d e s  d e s ig n  r ig h t  a n d  a l l  e le c tro n ic  a n d  a l l ie d  r ig h ts  in  

w o r k  ( in c lu d in g  b u t  n o t  l im i t e d  to  l i t e r a c y ,  a r t is t ic  a n d  p h o to g r a p h ic  w o r k s  

a n d  s o m e  ty p o g r a p h ic a l  a r r a n g e m e n ts ) .  A l l  m o r a l  r ig h ts  e x is tin g  in  su ch  w o r k  

a r e  u n c o n d it io n a l ly  a n d  p e r m a n e n t ly  w a iv e d  b y  y o u .

S ig n e d :
f o r  In d e p e n d e n t  N e w s  &  M e d ia  ( N o r t h e r n  I r e la n d )

I  a c c e p t  a n d  a g re e  th e  te rm s  a n d  c o n d it io n s  o f  e m p lo y m e n t  as se t o u t  a b o v e .

S ig n e d : D a te
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