



[Date]
Important — All Employees Must Read

As you are aware the [Company Name] Staff Christmas party is upon us. It is being held at [Location] on [Date] from [Time]. This is a time for us to celebrate the festive season and enjoy each other’s company socially. Please remember however, that it is a work function, and an appropriate standard of behaviour and conduct is expected.

Drugs & Alcohol
[Company Name] will provide food and drinks at the Christmas party including alcoholic beverages. If you choose to drink alcohol, you must ensure that you drink responsibly. Drinking responsibly involves not drinking excessively to become ‘drunk’ and eating enough to ensure the effects of alcohol are reduced. If you have any special dietary requirements in relation to food or drink, please let [Insert Position (e.g. CEO/Director/Owner)] know as soon as possible.
[Company Name]’s [Drugs Policy Name] applies to the Christmas party as a work function. We remind you that the use of illegal drugs and excessive consumption of alcohol is prohibited at all times during the Christmas party. [Company Name] reserves the right to require the venue to refuse service of alcohol to any member of staff who is, in the view of [Insert Position (e.g. CEO/Director/Owner)], behaving inappropriately.

Behaviour at the Party
The Christmas party is an opportunity to celebrate and enjoy ourselves. However, please remember the party is a work function and accordingly, you must behave appropriately. [Company Name] Christmas party is governed by the [Insert Policy Name] and we remind you that these Policies apply to the Christmas party. If any issues arise during the party, please contact one of the Contact Persons listed below for assistance.
If you have not received the policies referred to above, please contact us as soon as possible. You should ensure that you have read and understood the policies, as well as the standard of conduct expected of you at the party. If you have any questions in relation to the policies, please contact one of the Contact Persons listed below for further information.

Not Required to Return to Work After Party 
The Christmas party will end at [CompletionTime]. It is a private matter whether you choose to continue socialising with work colleagues after the party. However, if you are able to be identified as a representative of [Company Name], and/or you remain in the company of work colleagues from [Company Name], please remember that you are required to conduct yourself appropriately. 

Transport
If you are drinking alcohol at the Christmas party, you should not drive. The following transport arrangements will apply to assist with your safe travel to and from the Christmas party:
As the location of the Christmas party is close to public transport, parties are expected to make their own arrangements via public transport for travel to and from the Christmas party. However, if you become too intoxicated, unwell or are not able to safely use public transport, please make arrangements with a taxi service or contact one of the Contact Persons listed below who will arrange an alternative means of safe transport.
Buses will collect staff from outside [Company Name]’s office at [Bus Pickup Time] and take you to the Christmas party. If you normally drive to work, you can leave your car at work overnight or take public transport to work on the morning of the Christmas party.
After the Christmas party, buses will transport staff to a number of central public transport hubs. The bus will also return to [Company Name]’s office. You should not however, drive home if you have been drinking alcohol. If you wish to drive other staff members in the car, please contact one as soon as possible to register your carpool arrangements. Registration is essential for health and safety reasons.
[Delete After Reading: if any of these travel arrangements are inaccurate, please alter as required]

Contact Persons
There will be a number of Contact Persons attending the Christmas party to deal with any issues that may arise during the course of the party. These Contact Persons are:
[bookmark: AtPartyContactPerson][Insert Position (e.g. CEO/Director/Owner)] [Insert Contact Details]
[Insert Position (e.g. CEO/Director/Owner)] [Insert Contact Details]
[Insert Position (e.g. CEO/Director/Owner)] [Insert Contact Details]
[Delete After Reading: please alter amount of contact persons as required]

Enjoy the party and Merry Christmas
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AN EDITABLE HUMAN RESOURCE LETTER TEMPLATE

CHRISTMAS PARTY EMPLOYEES
LETTER

An overview

This Christmas Party Employees Letter Template this letter can be used by all organisations as it is
designed to be provided to all employees prior to their attendance at employer Christmas party functions,

in order to remind them of the employer's expectations concerning their standard of conduct and
behaviour at the function.

How to use the template

1.Read the template and make sure it is appropriate for your organisation/business and the intended
purpose.

2. The sections highlighted in yellow [in brackets] are designed to prompt you to insert relevant
information, particular to your organisation and its culture. Review these sections, insert your
information and delete the highlighted text and square brackets.

3.Review and proofread the document.

4.Implement the final document according to your internal processes, ensuring you communicate
effectively with your staff about its existence.

Disclaimer

This document has been created to provide a broad overview of typical matters and has not been tailored to reflect your
individual requirements. It is a template only and provides suggested inclusions based on contemporary best practice.

This template is provided as a guide only, without Classic Recruitment and Human Resources assuming responsibility at
law or a duty of care. Organisations are encouraged to obtain advice from an appropriate source upon completion of a
final draft of the document.

This template is copyright. Apart from organisations paying the required fee and any use permitted under the Copyright
Act 1968, no part may be reproduced by any process, nor may any other exclusive right be exercised, without the
permission of Classic Recruitment & Human Resources, Toowoomba Queensland, 2020.

Classic Recruitment and Human Resources is not responsible for how this template is edited. For advice regarding this
template and how to ensure it meeting your specific requirements, please contact us for a tailored quotation.





