
TERMS AND CONDITIONS 

OF 

EMPLOYMENT 

Between

[Name of Company] Limited

[Insert in Registered Office Address]

and

[Insert in Name and Address of Employee]
BE IT NOTED that this Agreement usurps any and/or all-previous contracts of employment and should be viewed as the only governing instrument of employment between the Company and the employee.

1
Job Title and Description


[Insert in the job title and carefully describe the expected functions leaving sufficient leverage to cover all possible and intended functions that you wish the employee to carry out]

2
Remuneration Hours of Work and Duties


(a)
You will be paid at the rate of [Insert in Salary] per annum or in its future Euro equivalent, payable monthly in arrears by bank transfer.  

(b)
Your minimum working hours are from 9.00 am to 5.30 p.m., Monday to Friday, including a lunch break of 1 hour. 


(c)
Your duties are those which the Company may from time to time consider as falling within the general ambit of the title of your but the Company may in its discretion require you to take any appointment or duties it considers appropriate to your abilities which may include relocation to a different site or division of the Company.


(d)
To perform your duties fully and properly it may be necessary for you to work beyond these hours.  

3 Holiday Entitlement


Your entitlement to holidays and holiday pay is governed by the following provisions:-


(i)
Holiday Year



The Company's holiday year runs from 1st of January to the 31st of December of each year.


(ii)
Holiday Entitlement



(a)
During each full holiday year of service your holiday entitlement with basic pay in addition to public holidays is [15] working days per year or applicable proportion thereof if this contract came into effect after the 1st of January.


(iii)
All Holidays



(a)
Holiday dates will be by arrangement with the Company and at least 3 weeks' notice must be given in respect of holiday of more than 2 days duration.



(b)
Holiday entitlement may not be carried over to the following holiday year without prior written approval.  This will only be considered if holiday arrangements have been postponed at the request of the Company or the Company has accepted that holiday has not been taken because of the demands of your job.



(c)
Upon termination of your employment you will be paid for holiday not taken in that year.  Pay for holiday in excess of accrued entitlement may, if the Company in its discretion so decides, be deducted.



(d)
Holiday accrued to you not taken can only be accepted as part of any notice to the Company at the Company's discretion.  Notice to the Company shall not run during any holiday previously arranged with the Company and taken.

6
Absence for any cause


(a)
In the event of your being absent for any reason other than pre-arranged holiday you will be required to complete the Company's Absence Record form.


(b)
If the absence is not established to the Company's satisfaction as genuine absence on account of sickness you will not be paid for such day or day's absence or that such period(s) will be deducted from the employees outstanding holiday period.


(c)
In addition to the provisions of (b) above, the Company may take disciplinary action in appropriate circumstances.

7
Sickness and Injury

(a)
If you are absent on account of sickness or injury you (or someone on your behalf) must inform the Company of the reason for your absence as soon as possible and must do so no later than the end of the working day on which the absence first occurs. 

(b)
In respect of absence lasting 3 or fewer days you are not required to produce a medical certificate but must complete the Company’s self certification form on return to work from such absence.

(c)
In respect of absence lasting more than 3 days you must on the 4th day of absence provide the Company with a medical certificate stating the reason for your absence. You must provide a like certificate each week to cover any further period of absence. The Company reserves the right to ask you at any stage of absence to produce a medical certificate and/or undergo medical examination.  

(d)
You will be paid your normal basic remuneration (less any statutory sick pay or Social Security sickness benefit to which you may be entitled) for 3 working days in total in any one sick pay year which runs from 1st of January to the 31st of December of each year or such other period or periods of absence from work as the Company at its discretion decides.

(e)
The Company operates the Statutory Sick Pay Scheme and you are required to co-operate in the maintenance of necessary records. Payments made to you by the Company under sick pay provisions in satisfaction of any other contractual entitlement will go towards discharging the Company’s liability to make payment to you under the Statutory Sick Pay Scheme. 

 8

Termination of Services


Your Contract of Employment is terminable by notice as follows:-


(a)
Notice by the Company



Length of continuous


Minimum period of 



service from the date



date of this Agreement

Notice



--------------------


--------------------



1 week to 3 months


[Insert] week



3 months to 4 years


 [Insert] weeks



Over 4 years



[Insert] week for each 








continuous year of 








employment.


(b)
Notice to the Company



Length of continuous


Minimum period of 



service




Notice



--------------------

-
-------------------



Less than 3 years


[Insert] weeks

More than 3 years


[Insert]  weeks

10   
Confidentiality

You should not at any time during your employment (except so far as is necessary and proper in the course of your employment) or at any time after your employment has terminated disclose to any person any information as to the practice, business dealings or affairs of the Company or any of the Company’s customers or clients or as to any other matters which may have come to your knowledge by reason of your employment. 

11
Restriction


After the employment ends the employee will not be employed or otherwise engaged or concerned (either as principal or assistant or in any other capacity) in any business similar to that carried out by the company and/or any of its subsidiaries/associates for the period of 1 (one) year.  

12
Outside Employment


You are expected to devote your whole time, skill and attention during working hours to your work for the Company.  You must not engage in any other work outside working hours, paid or unpaid, without the prior written permission of the management. Permission will not be granted for you to engage in any activity which the Company believes to be direct or indirect competition with the Company's business or which in the Company's view does or might impair your ability to perform your duties for the Company fully and efficiently.

13
Particulars of Employment

The Schedule to this Agreement sets out such particulars of your employment with the Company as are required by sections 1 and 3 of the Employment Protection (Consolidation) Act 1978, which are not referred to elsewhere in the Agreement.

Signed ..........................................................

(on behalf of the Company) 

Dated the       day of 

1999.

Signed..........................................................

 (the Employee)

Dated the 


 2000.

Witness:

Full name, home address, occupation and signature:

Dated this
day of 

2000

SCHEDULE

1
Dates of Employment

Your period of continuous employment with [Insert] Limited began on 
[Insert]
2
Place of Work

Your usual place of work will be [Insert] 

1

