MEMO

FROM: 

TO: ALL STAFF

RE: THE CHRISTMAS PARTY 

The Christmas party is an opportunity for us all to get together in an informal way to celebrate Christmas. It is also an opportunity for the [Organisation Name] to say thank you to everyone for your effort and commitment to the [Organisation Name] over the past year.

We hope that you will all enjoy the party and wake up the following morning with a relatively clear head and no regrets! With this in mind, we ask you to note the following [Organisation Name] guidelines in relation to the party:

· Remember that the party is technically a work-related activity. Your behaviour at the party is therefore governed by the [Organisation Name’s] disciplinary procedure. It goes without saying that you should not get excessively drunk, get involved in any fighting, harassment, the taking of drugs, or other similar unwanted behaviour either at the party or on your way home afterwards. Remember that your fellow party-goers are your work colleagues to whom you owe a duty to behave reasonably and honourably. Remember that you will have to face those same colleagues at work the following day! 

· Do not drink too much! 
· Do not get involved in unnecessary arguments if you have had too much to drink. 

· Do not attempt to become “too friendly” with any of your work colleagues, unless it is clear that the contact is welcomed. We will take any allegations of harassment seriously and, if appropriate, deal with them as disciplinary issues. 
· We would particularly remind colleagues in supervisory or management posts that they are in positions of trust and that their behaviour should set a good example to other colleagues. Remember that you represent the [Organisation Name]! 
· Do not attempt to drive home if you are over the legal alcohol limit – take a taxi instead. 
· [We have already made arrangements with [insert] taxi firm, telephone [insert] to make cars available at [your/our] expense from [time] onwards.] OR [[Organisation Name] will provide transport after the party at [time] to [place]]. 
· Please also remember that alcohol remains in the system for a long time. If you are due to drive or to operate machinery the following morning, you will be expected to moderate your drinking at the party to take this into consideration. You must ensure that from both legal and Health and Safety viewpoints you are fit to work. 
· All employees are expected to be back at work by [time] on [day], unless they have requested, and been granted, annual leave in accordance with the [Organisation Name’s] standard procedure. Any resulting unauthorised absences will be dealt with under the formal disciplinary procedure. Please bear this in mind when deciding how much to drink! We expect you to drink moderately. Please remember that we still have work deadlines to meet and customers to contact on the “morning after”. 
· Any unacceptable behaviour will be dealt with, if necessary under the formal disciplinary procedure, which could in extreme cases result in dismissal. 
Most of the above problems can easily be avoided if we all exercise restraint and drink in moderation. 
Please play your part in this, and ensure that the Christmas party is memorable for all the right reasons!

