
STRICTLY PRIVATE & CONFIDENTIAL 
TO BE OPENED BY ADDRESSEE ONLY 
 
XXXXXXXXXX 
Name 
& 
Address 
XXXXXXXXXX 
 
 
 
WITHOUT PREJUDICE 
 
 
Date 
 
Our ref: XXX 
 
 
 
 
Dear XXXXXXXXXXX, 
 
I write to confirm the terms agreed between you and XXXXXXXXXX ("the Company”) 
in relation to the termination of your employment 
 
Termination of Employment 
 
1) Your employment with the Company will terminate on [  DATE  ] ("the 
Termination Date").  You will receive your P45 made up to the Termination Date. Save 
as set out below, your entitlement to salary and all other benefits ceases as at the 
Termination Date. The Company will reimburse you for all expenses properly incurred in 
the performance of your dudes incurred up to that date subject to production of 
satisfactory evidence of that expense. The Company will pay to you all salary and 
accrued and untaken holiday in your final payroll payment of [ DATE ] [ in cash/by 
cheque/by credit transfer ]. 
 
Compensation 
 
2) Subject to Causes 9 and 10 below the Company will pay to you within 14 days of 
the later of the Termination Date and the date on which it receives from you a signed 
copy of this Agreement and the attachment ("the Return Date") the sum of £XX,XXX 
compensation for the loss of your employment ("the Termination Payment"). The 
Company considers that Termination Payment may be paid free of tax. 
3) You will be paid in lieu of your notice period of 3 months. This payment will be 
made through the payroll and is therefore subject to the usual statutory deductions. 
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Company Property/Car 
 
4) It is a condition of this Agreement that if you have not already done so, you  
will return on the Termination Date any property of or relating to the business of the 
Company or any of its subsidiaries or associates, their customers, clients or suppliers, that 
may be in your possession or under your control, including, but not limited to, any credit 
cards, documents, memoranda or computer print-outs (including copies or extracts) to the 
Company's premises. You may retain your Company car for a period of 3 months from 
the Termination Date on the same basis as currently applies save that you will be 
responsible for all fuel costs. You must take reasonable care of the car and will be 
responsible for all losses or damage not covered by insurance.  Should you secure 
alternative employment within 3 months of the Termination date, you must return your 
car immediately.  
 
Benefits 
 
5) Your membership of the Company's medical insurance scheme and the Group 
Permanent Health insurance scheme cease on the Termination Date.  The Company will 
provide to you an Executive Outplacement Programme, supplied by your choice from 
either xxxxxxxx or xxxxxxxxxxx. The programme will support you in your job search for 
up to 6 months. 
 
Restrictions 
 
6) In consideration of the payment by the Company of £XXX (such payment to 
be made within 14 days of the Termination Date and less tax) you undertake as a 
condition of this Agreement to the Company for itself and on behalf of its subsidiaries 
and associates as follows:- 
 
Production of Confidential Information 
 
6.1) you will not (unless authorised to do so by the board of Directors of the Company 
or by a Court of competent jurisdiction): 
 
6.1.1) use for your own benefit or for the benefit of any person; or disclose or permit the 
disclosure of any confidential information of the Company or any of its subsidiaries or 
associates which you have obtained by virtue of your employment or in respect of which 
the Company or any of its subsidiaries or associates is bound by an obligation of 
confidence to a third party. Confidential information shall include, without limitation, 
information relating to the business, affairs, products or processes of the Company or any 
of its subsidiaries or associates, business plans, forecasts, information relating to research 
products, future business strategy, tenders and any price sensitive information. This 
restriction shall not apply to any information in the public domain other than by reason of 
unauthorised disclosure. 
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Confidentiality of Terms 
 
6.2) you and the Company will treat the contents of this letter as confidential and will 
not disclose any of its terms to any person, firm or company otherwise than for the 
purpose of receiving professional advice or save as ordered by a court of competent 
jurisdiction or to the proper authorities as required by law, 
 
Statements regarding Termination 
 
6.3) save with the prior consent of the Company or as required by law you will not 
make or issue or directly or indirectly cause to be made or issued any statement relating 
to your employment with the Company, your departure from the Company or the reasons 
for your departure other than in Connection with the terms of the reference set out in 
Schedule 1 hereto such consent to come from the Board of Directors or a person duly 
authorised by the Board for the purpose and save for the reference set out in Schedule 1 
hereto or as required by law or the regulations of any statutory or regulatory authority the 
Company will not make any such statement without your consent. 
 
Harmful Statements 
 
6.4) save as required by law or the regulations of any statutory or regulatory authority, 
neither you nor the Company will make, publish or cause to be made or published any 
statement or remark which may harm your reputation or the business or reputation of the 
Company or any of its subsidiaries or associates or any officer or employee of any such 
company. 
 
Reference 
 
7) The Company will when requested to do so, give to you or to a potential 
employer, a reference in the form set out in the form of Schedule 1 to this Agreement and 
undertakes that any oral references given will be in substantially the same form as that set 
out in Schedule 1. 
 
Legal Fees 
 
8) The Company agrees to pay your legal fees in connection with taking advice 
leading to the completion of this Agreement to be paid within 14 days of receipt from 
your lawyer of a properly drawn invoice for costs addressed to you and marked payable 
by the Company. 
 
Tax 
 
9) The Company is proceeding on the basis that the £XX,XXX Termination 
Payment will not be subject to the deduction of tax and will therefore pay it to you free of 
tax. However, the amount of tax is ultimately a matter for the Inland Revenue and you 
will be responsible for the Payment of any additional income tax and National Insurance 
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Contributions in connection with any payment to be made or benefit to be provided by 
the Company pursuant to this Agreement. You undertake to the Company (for itself and 
on behalf of all its subsidiaries and associates) to indemnify the Company and its 
subsidiaries and associates in full on a continuing basis against any such liability 
including interest, penalties, cost and expenses. 
 
Full and Final Settlement 
 
10) 
 

10.1) it is a condition of this Agreement that you undertake to the Company for 
itself and on behalf of all those companies and persons referred to below 
to accept these terms in full and final settlement of all or any claims or 
rights of action of any kind whatsoever that you may have against the 
Company or any of its subsidiaries or associates or any officer, employee 
or agent of any such company relating to your employment, office or the 
holding of any office, the termination of your employment or any other 
matter including (without imitation) any action that might be commenced 
before an employment tribunal or court of law in respect of. 

 
10.1.1) any common law or statutory claim(s) or claim(s) under 

European Law, against the Company or any subsidiary 
or associate or any officer or employee of any such 
company; 

 
10.1.2) any claims against the Company or any subsidiary or 

associate before an Employment Tribunal in respect of 
the complaint that you were unfairly dismissed under 
the Employment Rights Act 1996 ("ERA") Part X, 
Chapter 1, Section 94; 

 
10.1.3) any claim for a redundancy payment under the ERA, 

Part XI, Chapter 1, Section 135; 
 

10.1.4) any claims against the Company or any subsidiary or 
associate before an Employment Tribunal in respect of 
the complaint of unpaid wages and deductions from 
wages under ERA Part II, Section 13; 

 
10.1.5) any claims against the Company or any subsidiary or 

associate or any officer or employee of any such company before 
an Employment Tribunal or Court of law in respect of a complaint 
under the Sex Discrimination Act 2975, Race Relations Act 1975 
or the Disability Discrimination Act 1995 (together the 
"Discrimination Acts") or any related EU legislation; or 
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10,1.6) any claim under the Working Time Regulations 1998; 
 

or 
 

10.1.7) any claim against the trustees of the pension scheme save in 
respect of payment of benefits in the ordinary course. 

 
10.2) You hereby undertake that neither you nor anyone acting on your behalf 

will present or issue any application, writ, summons, proceedings or 
process against any company or person referred to in paragraph 10.1 
above. 

 
10.3) You acknowledge that the Company has agreed these terms in reliance on 

the representations set out in paragraphs 10.1 and 10.2 above and that in 
the event of any breach of those representations any payment made to you 
under these terms (aggregated with the value of any benefits provided) 
must be repaid to the Company forthwith and will be recoverable by the 
Company as a debt. 

 
Conditions 
 
11) it is an express condition of this Agreement that: 
 

11.1) you have received independent legal advice from a relevant independent 
advisor as to the terms and effect of this Agreement and in particular its 
effect on your ability to pursue your rights before an Employment 
Tribunal; 

 
11.2) the conditions in Section 203 of the Employment Rights Act 1996 and the 

equivalent provisions in the Discrimination Acts, the Working Time 
Regulations and the Trade Union and Labour Relations (Consolidation) 
Act 1992 regulating Compromise Agreements are satisfied; and 

 
11.3) the relevant independent advisor (see paragraph 11.1) above will provide 

to the Company's solicitors forthwith upon the execution by you of this 
agreement a letter duly signed and dated in the form of the agreed draft at 
Schedule 2 to this Agreement, 

 
Resignation of Directors 
 
12) You will resign with effect from the Termination Date from any directorship or other 
office you may hold in the Company or any subsidiary or associate. 
Definition 
 
13) In this Agreement: 
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13.1) "subsidiary" shall have the meaning ascribed to it by Section 736 of the 
Companies Act 1985; 
 
13.2) “associate” means a body corporate which for the time being is a holding 
company of the Company or a subsidiary (other than the Company) of such a holding 
company. 
 
Please sign the attached copy of this letter as evidence of your agreement to its terms. 
 
Yours sincerely, 
 
 
 
 
 
[ NAME ] 
[ TITLE ] 
 
For and on behalf of [ COMPANY NAME ] 
 
 
 
 
 
I accept the terms of this letter: 
 
 
 
SIGNED …………………………. 
  [ EMPLOYEE’S NAME ]  
 
 
DATED ………………………….. 
 
 
 
 
SCHEDULE 1 
 
 
This is where the reference is written. 
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Schedule 2 
 
 
I, <NAME> <JOB TITLE/COMPANY> am a relevant independent adviser within the 
meaning of Section 203(4) of the Employment Rights Act 1996.  I have advised 
<employee's name> on the terms and effects of the Compromise Agreement between 
<employee's name> and <his> employer, <company name>, dated <date of compromise 
agreement> in particular its effect on <his> ability to persue his rights before an 
Employment Tribunal.  I confirm that at the time of giving that advice there was a policy 
of insurance in place against the risk of a claim by <employee's name> in respect of any 
loss which may arise in consequence of the advice. 
 
 
Signed <by the adviser> 
 
Date ............... 
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