2.3
Loyalty clause
1.
You must not give anyone any confidential information about our business either when you are working for us or after you have left unless you have our written permission.  This includes, for example, information on:

· technical processes;

· finances;

· budgets;

· contracts;

· client monitoring systems; and,

· anything else that you learn about through working for us and which could reasonably be considered as confidential.

2.
All confidential records, documents and other papers, and any copies or extracts of them, which you made or had access to while working for us, are our property and you must return to them to us when you leave our employment.

3.
If you use or reveal any confidential information, you will be liable to disciplinary action and civil proceedings to stop you using or revealing the information without our written permission.

2.8
Notification of Address
1.
When we appoint you, you must give us your home address.

2.
It is your responsibility to tell your line manager or Departmental Personnel Unit of any change to this address, so that we can communicate effectively with you.

