STATEMENT OF MAIN TERMS OF EMPLOYMENT
This Statement, together with the Employee Handbook, forms part of your
Contract of Employment and sets out particulars of the main terms on which
(Name of Employer)
(Shop Address)
employs
...............................................................................................................
Your employment began on ....................................... and no previous employment counts as part of your continuous period of employment.
JOB TITLE  

You are employed as …………………………………………. and your duties will be as advised by Management. Your duties may be modified from time to time to suit the needs of the business.
PLACE OF WORK
You will normally be required to work at (Store name and address)
HOURS OF WORK
The Company will provide you with working hours each week, (Days e.g. Monday - Sunday), however these hours, days, start and finish times will vary in accordance with the weekly roster.   You will receive appropriate unpaid rest breaks depending on the length of your shift and in accordance with the Organisation of Working Time Act 1997.   You may be required to work additional hours, above those rostered when authorised and necessitated by the needs of the business.
MINIMUM REST PERIODS

As part of your employment, and in accordance with the Organisation of Working Time Act, if you work more than 4.5 hours you will be entitled to a 15 minute rest unpaid break each day. If you work for more than six hours you will be entitled to a 30 minute unpaid rest break each day (which may be inclusive of the previous 15 minute break). As part of your employment you will also be entitled to a daily rest period of 11 consecutive hours in a 24 hour period and a weekly rest period of 24 consecutive hours per seven days, following a daily rest period. 

As part of your employment, and in accordance with the Organisation of Working Time Act (Breaks at Work for Shop Employees) Regulations, 1998, if your hours of work include the period from 11.30 am to 2.30 pm you shall after six hours be allowed to take a break of one hour, which must commence during this period.

Should you fail to receive your breaks or rest periods you should notify a Manger in writing, within one week and they will seek to ensure you are afforded this as soon as possible.
REMUNERATION
Your wage is currently € ............................... per hour payable (frequency of payment & method of payment) as detailed on your pay statement. In accordance with section 23 of the National Minimum Wage Act, 2000, you may request a written statement of your average hourly rate of pay for any pay reference period falling within the previous 12 months. For additional hours worked, you will be paid at your basic rate. For hours worked on a Sunday you will receive a Sunday premium of €……………….. per hour.
ANNUAL HOLIDAYS
Your holiday year begins on (outline months appropriate) each year.  If you work for at least 1365 hours during the holiday year you will receive a paid holiday entitlement of four weeks of your working weeks during the complete holiday year.  Alternatively you will receive a paid holiday entitlement of 8% of the total hours worked in the leave year, subject to a maximum of four of your working weeks. You must remain in employment with the Company for the complete holiday year to avail of the full entitlement. For part years of service your entitlement will be calculated as 1/52nd of the annual entitlement for each completed week of service during that holiday year.

Conditions relating to the taking of annual holidays are shown in the Employee Handbook to which you should refer.
PUBLIC HOLIDAYS
In addition to the annual holiday entitlement you are allowed the following public/bank holidays each year with pay or alternative days as decided by us:-



New Year's Day


The first Monday in August



St Patrick's Day


The last Monday in October



Easter Monday


Christmas Day



The first Monday in May

St Stephen's Day



The first Monday in June

For full time workers there is no service requirement in respect of benefits for Public Holiday entitlements, for part time workers you must have worked 40 hours in the preceding five weeks to the Public Holiday to benefit from the Public Holiday entitlement. If you are not required to work on one of the above days, and it is a day you do not normally work, you will receive one fifth of your last normal weekly wage for that day. In the event of you working on one of the above days, in addition to basic pay for the hours worked, you will either be paid an additional days pay calculated on the basis of the number of hours worked on your last working day before the Public Holiday or you will receive the appropriate time off in lieu, at our discretion. The date when time off in lieu is taken must be mutually agreed with us.
SICKNESS PAY AND CONDITIONS
There is no contractual sickness/injury payments scheme in addition to state benefit.
DISCIPLINARY RULES AND PROCEDURES
The disciplinary rules and procedures that apply to your employment are shown in the Employee Handbook to which you should refer.
DISCIPLINARY APPEAL PROCEDURE
The disciplinary rules and procedures which form part of the Contract of Employment incorporate the right to lodge an appeal in respect of any disciplinary action taken against you.  If you wish to exercise this right, you should apply, in writing to the CEO or Chairman within five working days of the decision you are complaining against.  Further information can be found in the Employee Handbook.
GRIEVANCE PROCEDURE
It is important that if you feel dissatisfied with any matter relating to your work you should have an immediate means by which such a grievance can be aired and resolved.  If you feel aggrieved at any such matter during the course of your employment you should raise the grievance with the CEO or Chairman either verbally or in writing.  Further information can be found in the Employee Handbook.
BULLYING & HARASSMENT RULES AND PROCEDURES

The rules and procedures in relation to Bullying, Personal Harassment & Sexual Harassment applicable to your employment are shown in the Employee Handbook to which you should refer. It is important that if you feel displeased with any matter relating to your work, or feel as though you are being subjected to bullying and/or harassment you should refer this matter immediately to the CEO or Chairman as per the procedures outlined in the Employee Handbook. 

NOTICE OF TERMINATION TO BE GIVEN BY EMPLOYER
Under 13 weeks service - Nil.

13 weeks but less than 2 years’ service - 1 week.

2 years but less than 5 years’ service - 2 weeks.

5 years but less than 10 years’ service - 4 weeks.

10 years but less than 15 years’ service - 6 weeks.

15 years’ service or more - 8 weeks.
NOTICE OF TERMINATION TO BE GIVEN BY EMPLOYEE
Under 13 weeks service - Nil.

13 weeks service or more - 1 week.
We reserve the contractual right to give pay in lieu of all or any part of the above notice by either party.
PERSONAL RETIREMENT SAVINGS ACCOUNT (PRSA)

There is a personal retirement savings account (PRSA) scheme applicable to your employment, details of which are available separately.
RETIREMENT AGE

The normal retirement age is 66.
SAFETY
We take our obligations regarding the safety, health and welfare of our employees seriously and in this regard your attention is drawn to our Safety Statement which is available on the premises.
DEDUCTIONS FROM PAY
I confirm that I have read, understood and agree to the policies in relation to deductions from pay, and agree that the Company may make deductions in line with the procedures set out in the Employee Handbook and the Deductions from Pay Agreement.
AMENDMENTS TO TERMS AND CONDITIONS OF EMPLOYMENT

We reserve the right to make amendments to your conditions of employment and will provide you with 28 days’ notice of any change coming into effect, taking into account the requirements of the business.
I hereby verify that through signing this contract of employment I have read, understood and accept all terms and conditions in relation to my employment with Gala Retail Services Ltd. 

For and on behalf of the Employer



I acknowledge receipt of this statement
............................................

 

................................ (Employee)
.......................................... (Date)


........................................ (Date) 
