Sample Written Contract


Terms & Conditions
Parties

Employee __________________
(Name & Address)

Employer ___________________
(Name & Address)

Category – Full Time / Indefinite Duration Contract

You will be employed primarily as (Job Title). Your employment shall commence on (Date). You will be employed on probation for a period of (​__Months/Weeks). The probationary period may be extended at the company’s discretion but will not in any case exceed (__Months/Weeks).
Terms

Your normal working hours will be _____hours per week. The company is open for business _____days a week, and as such, rosters its employees in advance. Paid breaks of ___ duration shall occur when the employee has been rostered to work for ____hours.
You may/will from time to time be required to work overtime depending on the requirements of your work and at the discretion of management.

Sunday Working Policy
Any Employee who is required to work on a Sunday shall be dealt with as per Section 14 of The Organisation of Working Time Act 1997 and shall be compensated as follows; 

· By the payment to the Employee of an allowance _________________ (state allowance)
· By increasing the Employees rate of pay _________________ (note hourly rate)
· By granting the Employee reasonable time off from work ______________ (give detail)
· Or by a combination of two or more of the above means _______________ (note which of the above are being engaged)
Alternatively, the Employee shall be paid a set figure in full compensation of their having worked on Sunday (note the rate per hour either in Euro terms of percentage of base rate)
Remuneration

Your gross rate of pay shall be _____ per hour.

You will be paid weekly / fortnightly / monthly in arrears.

You will be paid by cheque / credit transfer / cash.

This method of payment may be changed at the company’s discretion.

Place of Work

You will normally / mainly be required to work at the employers premises at (employers address), (but you may be required, from time to time, to work at the employers other places of business, or organisation as the employer might require). – Last sentence may be omitted if not required.

Annual Leave

The company’s holiday year runs from ____________ to ___________. Your holiday entitlements shall be ______ working days, and shall be given and paid in accordance with the provisions of Part 3 of the organisation of Working Time Act 1997.

Not more than ______ days can be taken at any one time. The final decision in allocating leave rests with the management.
Public Holidays shall be given in accordance with the organisation of Working Time Act 1997.

If in the event that paid holidays already taken exceed the paid holiday entitlement in the event in contract termination, the company will deduct the excess holiday pay from any termination pay.
Absence from work due to sickness
In the event of absence from work, you are required to contact the company within one hour of your rostered time on the first day of absence. Each employee must submit a certificate from a qualified medical practitioner on the third day of a continuous absence. We do not operate a sick pay scheme.
Pension

The company has a PRSA Scheme in place, details of which are provided hereunder:

PRSA Provider: ____________________

Scheme Name: _________________

Lay-Off and/or Short Time

The company has the right to lay you off from work or reduce your working hours, where through circumstances beyond its control it is unable to maintain you in employment or maintain you in full time employment.

You will receive as much notice as reasonably possible prior to such lay-off or short time.

You will not be paid during the lay-off period.

You will be paid only in respect of hours actually worked during periods of short time.

Search

The company reserves the right to search your person, vehicle and property while on or while departing from the company premises.

Variation

The parties to this contact reserve the right to vary the terms herein by agreement in writing. Any such variation will form part of this contract.

Grievance Procedure

You have the right to a hearing of any grievance which you consider to be genuine. Your immediate supervisor (Name or Title) or other management (Name or Title), as circumstances warrant will make themselves available, within a reasonable period of time, to hear such a grievance. If you are unhappy with the outcome at the hearing, you may appeal to ____________ (if applicable). You may be accompanied by a friend, colleague, family or other representative as you see fit, at the appeal hearing.
In the event of the matter not being resolved internally, the matter may be referred through normal industrial relation procedures, i.e. Equality Officer, Employment of Appeal Tribunal, Labour Court, Labour Relations Commissioner and or Rights Commissioner.

Termination / Dismissal

In the event of termination of employment, you are required to give the company, and the company undertakers to give you ________ weeks notice. However, both parties are free to waive their right to notice and/or accept pay in lieu of notice, if agreed between them.

Nothing in this agreement shall prevent the giving of a lesser period of notice by either party where it is mutually agreed.

Termination in such situations can be for any of the following reasons:

· Incompetence or poor work performance

· Misconduct (serious or persistent)

· Incapacity

· Failure to carry out reasonable instructions

· Redundancy

· Sale of cigarettes to minors, contrary to company and state regulations

· Sale of alcohol to minors, contrary to company and state regulations

· Some other substantial reason
Part 2
Dismissal Procedure - for the purpose of section 14 of the Unfair Dismissal Act 1977 – 1993.

The following procedure will be followed before a decision to dismiss you from the company is taken.

· A full investigation will be carried out by the company. You may be suspended with or without pay pending such investigation.

· You will be informed of the reasons for the proposed dismissal and you will have the right to state your case. You may be accompanied, if you wish, by a fellow employee of your choice (or a representative of your trade union where appropriate) (delete the section in brackets if not required)

· you may appeal to the Managing Director (or other appropriate person) if a decision to dismiss you at the conclusion of the above

· If you wish to challenge the dismissal the, in accordance with normal procedures, the matter shall be referred to the Rights Commissioner, Labour Court, Labour Relations Commissioner or the Employment of Appeals Tribunal as appropriate.

· Certain serious breaches of Company rules, custom or practice may result in your being dismissed without notice or pay in lieu of notice.

Confidentiality

You may not discuss any information of a confidential nature relating to the company. This includes sales figures, security systems and any matters discussed, in the course of business meetings with the company that you have been made party to in confidence.
Documents or articles belonging to the company, or which have been kept on the company’s premises may not be removed without proper advance authorisation.

You must return to the company, upon request, and in any event, upon termination of your employment, all articles, including documents and uniforms, which are in your possession or under your control. 
(To be included after policy on Bullying and Harassment is adopted by the Company)

Bullying and Harassment

The company has a Bullying and Harassment Policy, a copy of which is enclosed with this contract.

The procedures, investigations and outcomes outlined within this policy will be used to effect the workplace as a caring environment for all employees.

I agree and accept the above terms and conditions and am prepared to be bound by them.
Signed:
______________________




__________________
Employee






Date
_______________________




_________________
Employer






Date



CSNA provide a general information service to our members. However, the information provided by CSNA should not be relied upon by any individual, company, business or organisation without recourse to your own legal advice first. As employment law changes constantly through legislation and the decisions and judgments of Tribunals and Courts, the information provided cannot be regarded as accurate until such time as it has been confirmed by your legal advisors. For Members of the DAS scheme advice should always be sought from the legal advice helpline before relying upon the information provided herein.
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