PROPOSAL FOR STAFF REGULATIONS
1. Appointment
Upon appointment the employee will be given a letter of appointment and a copy of the staff regulations along with a copy of the computer system regulations (If any).
2 Company Medical Service (if available)
…(name of company) has its own company medical service whose offices are located at:… The company medical officer is available from … to…. The company nurse
is available from … to….

3 Working Hours and Breaks

1) Day Work

Normal effective working hours are 37.5 hours per week

Daily working hours are…………………………………

The daily working hours shall be interrupted by meal and rest breaks of …… minutes
These meal and rest breaks are not part of the effective working hours.

2)
Shift Work
a) The average effective weekly working hours are …………. hours per week
b) The effective working hours per shift are…………………………………

3) 
Office Staff
   
The ordinary effective weekly working hours are …………. hours per week 

Daily working hours are…………………………………
In cases where the daily working hours exceeds 5½ hours it shall be interrupted by meal and rest breaks of ………. minutes.

These meal and rest breaks are not part of the effective working hours.

4) Other Clerical Staff

The ordinary effective weekly working hours are …………. hours per week
Daily working hours are…………………………………

The daily working hours shall include meal and rest breaks of …… minutes

These meal and rest breaks are not part of the effective working hours.

5) A schedule stipulating working hours and meal and rest breaks shall be posted in the workplace.
6) Furthermore, the provisions on working time are regulated by current legislation, dispensations and agreements relating to working hours. 

4 Absence from Work

In cases of absence from work, the absent employee shall report this to his/her immediate superior (or other person or authorised to receive this type of information) as soon as possible and before the end of the first work day of absence by the latest. (This information shall not be relayed via text message.)
5
Safety

(The appropriate safety measures and safety regulations that apply to the company in question are included herein.)
6
Confidentiality
The employees are bound by a duty of confidentiality that applies to production secrets, tendering processes and documents, estimates and computations and related company matters that come to their knowledge while working for the company.
7 The Computer System Regulations (If appropriate)

The employee shall follow the company’s computer system regulations that are handed out as part of these staff regulations.
8. General Order

The employees are required to be at their workplace dressed for work and ready to work at the appointed time at the beginning of the workday. Except for the stipulated meal and rest breaks, employees are not permitted to leave their workplace without permission before the leaving-off time.
The employees are obligated to comply with required control measures that are introduced pursuant to Chapter 9 of the Working Environment Act and Supplementary Agreement V to the Basic Agreement between the Norwegian Confederation of Trade Unions (LO) and the Confederation of Norwegian Enterprise (NHO) . 
Employees who fail to turn up for work shall as soon as possible and before the end of the first work day of absence by the latest notify the company thereof and the reasons for his/her absence from work.
The employees must follow the orders issued by their superiors, execute their work to the best of their ability and handle furniture, machines, materials, equipment and tools etc. with care.

The employees must comply with any rules, measures and orders issued to protect their life, health and property and use the personal protective equipment at their disposal. Extra precaution must be taken when handling, light, fire and inflammable substances and materials. Smoking must not occur.
No employee must work while under the influence of an intoxicating substance or remain in the workplace while under the influence of an intoxicating substance. Intoxicating substances shall not be consumed during working hours. 

Employees must conduct themselves politely and properly in when interacting with other people on behalf of their company and in the course of their work.
No employee must grant unauthorised personnel assess to the workplace without permission.

9. Conduct towards customers and suppliers

Employees shall conduct themselves in a proper and polite manner when dealing with customers and suppliers.

Employees must not grant themselves economical advantages from any person they are in contact with on behalves of the Company.
10. Posting of Notices
Notices containing information to employees must only be posted in areas which the company has designated to this purpose. 

Without the employer’s signature, or the signature of persons or persons which the employer has authorised to sign such notices on his/her behalf no notices must be posted on company premises. 
11. Termination of the Employment Relationship – Dismissal with Notice 
In cases relating to dismissal or resignation, both the employer and the employee are required to give written notice. A notice of dismissal from the employer shall contain information on the following: the employee’s right to demand negotiations and to institute legal proceedings, the employee’s right to remain in his post pursuant to the provisions of

sections 17-3, 17-4 and 15-11of the Working Environment Act, the time limits applicable for requesting negotiations, instituting legal, proceedings and remaining in a post, and the name of the employer and the appropriate defendant in the event of legal proceedings. If the employee has been dismissed owing to circumstances relating to the company, the notice shall also contain information concerning preferential rights pursuant to section 14-2 of the Working Environment Act.
Unless otherwise agreed in writing or laid down in a collective pay agreement, a period of one month’s notice shall be applicable to either party. Before notice has been given, an agreement on a shorter period of notice may only be concluded between the employer and the employee’s elected representatives in companies bound by a collective pay agreement, except in the case of trial periods
If an employee is dismissed after at least ten consecutive years’ employment with the same company, the period of notice shall be at least four months when given after the employee is 50 years of age, at least five months after the age of 55, and at least six months after the age of 60 in cases where it is the employer which give the employee his her/notice. 
The employee for his/her part may terminate his contract of employment with not less than three months’ notice unless a longer notice period has been agreed. in writing 
All periods of notice shall run from and including the first day of the month following that in which notice is given.
a)
If an employee engaged by written contract for a given trial period a mutual period of notice of 14 days shall apply for both parties, unless otherwise specified through in an agreement between the parties. In such cases, the employees’ right to remain in his/her post pending a legal decision shall not apply.
b)
In cases where an employment relationship is terminated following a dismissal, the employee shall be given a standard reference.
12
Summary Dismissal

The manager of the company or the person which the manager has authorised thereto may dismiss an employee without prior notice, if he or she is guilty of a gross breach of duty or other serious breach of the contract of employment. Examples of such gross misconduct include:

a) Failure or refusal on the part of the employee to comply with orders issued by his/her superiors relating to the work tasks or the order at the workplace
b) Multiple episodes where the employee has failed to turn up for work at the appointed time, or episodes where the employee has left the workplace without permission before normal leaving-off time despite several warnings
c) Incidents where an employee has turned up for work under the influence of an intoxicating substance or where he or she has consumed such substances at the workplace

d) Repeated incidents where an employee has been disturbing the work or the peace and order at the workplace

e) Incidents where an employee is guilty of gross misconduct or behaviour which may endanger the lives and health of others, or damage to materials, machines and equipment etc.
A notice of dismissal from the employer shall contain information on the following: employee’s right to demand negotiations and to institute legal proceedings, the time limits applicable for requesting negotiations, instituting legal proceedings and the name of the employer and the appropriate defendant in the event of legal proceedings
Before summary notice is given, the employer shall confer with the employee’s representatives, unless the employee himself/herself does not desire him/her to do so.

----------------------
· These staff regulations are stipulated by a written agreement between the employer and the employees’ representatives pursuant to §14-17 of the Working Environment Act.
…………………

Date

………………………                             …………………………………………

Employer’s Signature


Signature of the Employees Representative


· It is hereby confirmed that these staff regulations have been formulated pursuant to §14-17 of the Working Environment Act.

…………………

Date

………………………                         …………………………………………

Employer’s Signature
Signature of the Employees’ Elected Representative


· Use the alternative that is appropriate for your company.
