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Employment contract: standard for any employee

Dated:[Date]

Name:[Name]
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This contract is dated:

Your employer is:

Your employer’s address is:

You are:

Your address is:

The contract terms are:

[date]

[Company name] (the “Company”’ s s e s “mmmm/nm
EEm’)

[Company address]
[employee name]

[employee address]

1. Start and continuity

1.1. In agreeing this contract we have relied on certain documents and
information you have provided to us. If we discover that any of that
information is inaccurate, you willbein e s e e e e e e e EEEEEEEEE

1.1.1 your curriculum vitae [resume, senttoO s e e e e e EE[EEE R ]

1.1.2  certificates of education showing school and university
qualifications and in particular that you have achieved a [master
ofarts][EEEEEEEE ] EEEEEEE N[ EEEEEEEEEEEN
EEEN, EEEN]

1.1.3  your statement that you have qualified as a [trade or profession] m
EEEEEEEEEEE[EEEEN]

1.2, Your employment with the Company [starts /s s s s s ses[emnnm]

1.3.  [Previous employment with [name of employer] from [date] to [date]counts
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER

mm]

2. Trial period

21.  Your employmentis subject to a trial period of [3]months.If at the end of
that time we are satisfiedwith s s s s EEEEEEEEEEEEEEEEEE

1 © Andrew Taylor and Net Lawman Ltd



2.2.  Ifduring or at the end of your trial period we are dissatisfied with your work
we may terminate your employment by [one] week’s notice.lf you wish m m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
E NN EEEEEEEEEEEEEEEEEER.

2.3. The Companyreserves therighttoextendthe s e e e e EEEEEEEEE
EEEEEN.

Job title and job description
3.1.  Your job title is [job title].

3.2.  Your main tasks and responsibilitiesare setout s e e e EEEEEEE RN
EEEEEERN.

3.3.  You now agree that we may change your job description or ask you to do a
different job of a similar status and requiring similar skills. We may also ask
you to perform duties additional to those now envisaged or those actually
undertaken at e e EE EEE N . EEEEEEEEEEEN, EEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEN.

3.4. Yourdutyis to perform your job to thebestofyour s s e e e e e e EEE N
EEEEEEEEENEEEENENN.

Place of work

4.1. Your normal place of work is our above address but we reserve the right to
changethistosmsees e EEE[25 s EEEEEEEEEE.

OR

4.2.  Your normal place of work is [address] but we reserve the right to change
thistosmseeseeeeEE[25 | s EEEEEEEEEE.

4.3. You agree to work at any other place we reasonably require, including the
premises of any customer, clientorcontractor s s s e e e m, e mmu|
25 e EEEEEEEEEEEEEENEENEN.
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Hours of work

51.

5.2.

5.3.

Your normal hours of work are [9.00 am to 5.30 pm] Monday to Friday,
excluding public holidays. [You may be required to work additional time
notexceeding8hoursaweek where s s s EEEEEEEEEEEEEEEER
EEEEEEEEN. EEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEN]

You are entitled to an unpaid lunch break of one hour at a time to be
agreed between you and the Company. [{s s s s s s s sssEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERE.

You will be required to comply with any time keeping or record keeping
scheme introduced for the purpose of ensure compliance with the
Organisation of Working Time (Records) (s e s e e EEEEEEEEEEN
e EE200 EEEEEEEEEEEEEEEEENEEEEEEEENEN.

Salary

6.1.

6.2.

6.3.

OR

6.4.

6.5.

6.6.

Your salary is [0000] per annum payable in equal monthly instalments [by
credit transfer] on the 28th dayofeachmonth, s s s s e s e EEE ®
28th e EEEEEEEEEEEEEEEEEEN, EEEEEEEEEEEEER
N

If you are required to work additional time outside your normal hours, the
folowingE EEEEEEEEEEEEEEEEEEEEEEE[EEEN]

You will receive a [commission]/[bonus] payment[monthly][mmmm][ =
EEN] EEEEEEEEENNEEN:

[set out calculation]

The Company may pay you a bonus from time to time atits discretion, m m
EEEEEEEEEEEEEEEEEEEEEEEEERN.

Your salary will be reviewed annually in the month of[month s e e m = =
EEEEEEEEEEEEEEEEEEEEEN.

We reserve the right in our absolute discretion to deduct from your pay
(e.g. salary, commission, bonus) any money which you may owe to us
including, without limitation, any overpayments orloansmade s s mm m m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
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Expenses

You have no authority to incur expenses.

OR

71.

7.2.

The Company will reimburse to you all reasonable expenses incurred by
you in your work, provided youprovideuSs s s s e e SN, EEEEEEN
EEEEEEEEEEEEEEEEEEENE.

Itis a serious offence to falsify any document or manufacture evidence
fraudulently for the purpose of claiming through the expense procedure.m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEN.

Annual leave

8.1.

8.2.

8.3.

8.4.

8.5.

Your entittement to holiday for annualleave s s s s s s e EEEEEEEE
m.

The Company's leave year runs from April 1 to March 31. Your entitlement
to annual leave days is calculated on an annual basis. You may not take
paid leave for a period greater than your accumulated entitiement
calculatedby s s s e EEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEER
EEEEEEEEEEEEENN.

[We ask you to agree the dates of your leave days at least 28 days in
advance with your supervisor or director. Forourpartwe s s s e e e Em =
EEEEEEEENEEEEEENEEEEEENEEEEEEENEENEEEEER
EEEEEEEEN.]

At a minimum, you must give us notice of twice as many days as the
length of holiday leave you propose to take.(For example,ifyou n m mm m
EEEEEEEEEEEEEEEEEEEEEEN,EENEEEEEEEEEEER
EEEEEEEEEEEEEEEEEN)

We may also give you similar notice (or longer notice)of s s s s s e mm ®
EEEEEEEEEEEEEEEEEERE.
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8.6.

8.7.

8.8.

OR

8.9.

8.10.

8.11.

You can take your annual leave only after you have completed three
monthseEEEE(EEEEEEEEEEEEEEEEEEER)

A day's holiday pay for the purpose of this paragraphis1/260th s m m m =
EEEEEEEEENER.

You may not carry holiday forward from one year to the next. The
Companyisnotallowed s s EEEEEEEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEERN.

You will be entitled to carry over a maximum of [five]days e s e e e mm m
EEEEEEEEEEEEEEEEEEEEEEERN.

If either of us terminates your employment by notice, then any annual
leave entittement which will have accrued at the date of termination may
be taken as part of the notice period.If at the date of termination, you have
takeNn EEEEEEEEEEEEEEEEEEEE , EEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEENE.

During the first three months of employment we request that you do not
take any holidays, unless previously agreed at interview.Holidays agreed
atinterviewwillonlybe s s s s s e EEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN.

Sick leave and sick pay

9.1.

9.2.

9.3.

If you are unable to come to work for sickness or any injury, you must
inform us by contacting [name of | your line manager [ your supervisor etc]
assoonaspossiblebefore s EEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE[11:00m
mmnm]

You should informus of thereasonfor s s e EE E E N, EEEEEEEE N
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEER
EEEEEEEEEEENNRN.

Exceptin an emergency, you are required to inform [name of [ your line
manager /EE EEEEEEEEEE | EEEN. EEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE/EEEN
/A EEEEEEEEEEEEEEEEEEEEEE|EEEEEEEN/EEEER
EEEEEENEE /EEEEEEEEEEEEN]
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OR

9.4.

9.5.

9.6.

9.7.

9.8.

Please note thatitis not enough to ask a relative simply to ring and
EEEEESEEEEEEEEEEEEEEEEEEEEEEERE
EEEN . EEEESEEEEEEEEEEEEEEEEEEEE
EEEEESEEEEEEEEEEEEEEEEEEEEEEERE
EEEEESEEEEEEEEEEE EEEEEEEEEEEE
EEEEEEEEEEEEEEERN.

If your absence continues for a number of days or weeks, you must
continuetocontactuUS EEEEEEEEEEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEER
EEEN. EEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEER
EEEEEEN, EEEEEEEEEEEEEEEEEEEEEENEEEENEEEN
EEEEEEEEEN.

If you are absent from work due to sickness or injury for more than
[three]days (including weekends) you must provideus with e s s e m m =
EEEEN. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEN EEEEEEEEEEEEEEEENEEEEEEEEER
EEEEEEEEEEEEEEEEENEEEEEEEEEEEEEEEEN.EN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEER.

You agree at any time we ask, whether or not you are absent from work, to
undergo whatever medical examinations we believe are appropriate (m m =
EEEEEEEEN)EEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE[EEEEN/
EEEEEEEEEEEEEEEEEEEEEEEEENENE|EEEEEEEEN
EEEEEEEEEEN, EEEEEEEEEEEN,  EEEENEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEENEN.

Provided you have complied with the general terms relating to sickness
absencereferredtoabove, s s EEE EEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEN [ EEEE]|EEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEN.
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10.

11.

12.

Sickness during annual leave

10.1.

10.2.

If you fall sick during your annual leaveperiod s s s s s e e EEEEEEE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERE.

If you do comply with theprocedure s e EEEEEEEEEEEEEEEEEN
EEEEEEEEE-EEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEER.

Other absence

11.1.

fyor seEsEEEEEEEEEEEEEEESSENEEEEEEENNEN:
11.1.1  maternity,

11.1.2 paternity,

11.1.3 adoption,

11.1.4 carer leave,

11.1.5 force majeure,

11.1.6 or any other reason

thenyoushouldask [ e EEEEE S /EEEEEEEEEEEN /EEEEEEEEER

EmnE]

11.2.

We do have separate CompanypoliciecSaE s s EEEEEEEEEEEEN
EEEEEEEEEEEEEENEEEEEEEEEEEEENEEEEEEEEEEERm
u.

Pension

[Option1: IR NN SN S NNSNSNSNSNNSENENENNNnN
NSNS NENNEENEEEEN)

121.

12.2.

Weshall s sEEEEEEEEEEEE[EEEEEEEEEEEN]

Contributions to the scheme are made by you andbyus. s s s s, s mnm
lIlIllIl[lIll]%Illllllllllllllllllllll
EEEEN, EEEEEEEEEEEEEEEEEEEE, [amnn]%.
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13.

14.

15.

[Option 2: Use thisoptionif I NN NSNS NSNS NNNNEN
NN SNNNNNNNNNNNEEN NN EEEEEEEN
NSNS NSNS NN NNEEENNEEEENENEEN]

12.3. TheCompanyshallprovide s s s e e EEEEEEEEEEEEEEEEEN
EEEEEEEEENEENEEEENN.

124, Youmayfindmore s s e eSS EEEEEEEEEEEEEEN[EEEEEEEN
EEEEEEEEEEEEEN]

Work outside Ireland

You will not be required to work outside Ireland forany s s s s s s s s e s [ ®
lllllll]llllllllllll.lllllllllllllllllllll
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE.

Collective agreements

The Company has made an agreement with[union| E e EEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEENEENE. . EEEEEEEHN
lllIllIllIlllIllllllllllllll[llll].

Other business or employment

15.1. You mustdevote the wholeof your s s s, EEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEN
EEN.

15.2.  You may notunder any circumstancesdOE S EEEEEEEEEEEEE N
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEN.

15.3. You may not do other work (even voluntary work), or engage in any other
busineSSEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEN
EEEEEEEEEEEEEENEEEEEEEEEEEEENEEEEEEEEEEERm
EEEEEEEEEEEEN . EEEEEEEEEEEEENEEEEEEEEEEER
EEEEEEEEEEEEEENEEEEEEEEEEEEENEEEEEEEEEEERm
HE.
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16.

17.

No competition

16.1.

16.2.

16.3.

16.4.

16.5.

16.6.

16.7.

The following restrictions apply whetherintended s s s s e e e e EE®
EEEEEEEEEEEEEEEN , EEEEEEEEEENEEEEEEEEEEER
EEEEEERN.

You agree that you will not within [three]years of termination of this
contract directly or indirectly, advise, s s s m, s s EEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEE[EEEE|EEEEEEEEEEEER
EEEEEEEEEENN.

The restrictions imposed by the lastprevious s s s s s e e EEEEEEEE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEENERN.

You agree that you will not within [one]year of termination of your
contract s E N, EEEE, EEEEEEEEEEEEENEEEEEEEENEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEN, EESENEEEEEEEEEEEEEEEN.

You agree that you will not within [one]year of termination of your contract,
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEE[EEEE|EEEEEEEEEEEER
EEEEEEEEEENN.

If any provision of this paragraph shall be void in any jurisdiction s mm m =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
E NN EEEEEEEEEEEEEEEEEEEEERE.

You have carefully considered the provisions of this s e s e s e e e N
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEENEE.

Processing your personal data

To satisfy our legal obligation, we process your personal data accordingms m m =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN?2018.mm
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18.

19.

Staff handbook and Company policies

18.1.

18.2.

18.3.

You now acknowledge that you havebeengivena s s s s e s e EmEEE R
EEEEEEEEEEEEEE NN, EEEEEEEEEEEN ,EEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENE:

18.1.1 health and safety;

18.1.2 equal opportunities and non-harassment;

18.1.3 computers, email, Internet and communications;
18.1.4 company vehicles;

18.1.5 data protection.

Insofar as any of these policies imposes an expectation of behaviour on
youUaSsaEEEEEEEN, EEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEENEERN.

You may not smoke anywhere during working hours. Outside working
hours, youmay s s EEEEEEEEEEESEESEEEEENEEENEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
B, EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEENE.

Confidentiality

This paragraph is very important to our Company.You should read it carefully and
ASK EEEEEEEEEEEEEEEEEEEN. EENENEEEEEEEEEEEEER

EEEEEE, EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENm

19.1.

In this paragraph, "Confidential s s s "' EEEEEEEEEEEEEEEER
EEEEEEN. EENEEEEEENEENEENEENENN

19.1.1 information aboutstaff, EE E E EEEEEEEEEEEEEEEER
EEEEENER,;

10 © Andrew Taylor and Net Lawman Ltd



19.1.2 ourbusinesses, methodSs E I EEEEEEEEE N, EEEEEEER
,AEE N, EEEEEEEENENNN,;

19.1.3 information about suppliers agents distributors and customers;

19.1.4 information about theintellectual E e e E EE EEE EEEE R EE-
EEEEEEEEEEEEEEEEEEEEEEEN.

19.2. '"Intellectual Property" means Intellectual Propertyof s s s s mmmm, m m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE.EERN
EEEEEEEEEEEEEEEERNR:

19.21 intellectualproperty s s s e EEEEEEEEEEEEEEEEEEER
EEEEEEEEN;

19.2.2 patents, trademarks, unregistered marks, designs, copyrights, m m
HEE, EEEEEEEl EEEN EEEE-EE NN . EEEEEEESHN
EEEN, EEEEEEEEEEEEEEEEEEEEEEEEEEEEERmE
EEEEEEEEEERN.

19.3.  You now promise that you will:

19.3.1 keep all records of Confidential Informationonlyat e s s s mm =
E(EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEENEEEENEEEER)

19.3.2 useyourbestendeavours s s s EEEEEEEEN, EEEEEEEN
EEEEEEEEEEEEEEEEEEENEN.

19.4. You now promise that you will not:

19.4.1 use for yourself nordivulge nor disclosetoany s s e (e mmmm
IIIIIIIIIIIIIIIIIIIIIIIIIII)IIIIII
E NN EEEEEEEEENEEEEEEERN.

19.4.2 store,copy,orusethe s EEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEER
EEEEEEEEEEEEEENEEN,;

19.4.3 remove from Company's premises or copy or allow anyone s m m
EEEEEEEEEEEEEEEEEEEED , EEEEEEEENE ,BEEHN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEN.

19.5. This paragraph does not apply to disclosure:
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20.

19.6.

19.5.1 ofinformation thatitis reasonably necessary to disclose s m m =
EEEEEEEEEEEEEEEEEEEEEEEEEEENEEENEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEENEEENEEER
EEEEEEEEEEEEEENENN;

19.5.2 made with the consentoftheproper s s s e e e EEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEHR
E I EEEEEEEEEEEEEEEEN,;

19.5.3 ofinformation or knowledge whichcomes s s s e e e EEEEEE
EEEEEEEEEEEEEEEEEEEEEEEEEEENEEENEEER
EEEEEEEEENN;

The provisions of this paragraph shall continue after termination of this m
IIIIIIIIIIIIIIIIIII[5]IIII,IIIIIIIIIIII
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEN.

New Intellectual Property

20.1.

20.2.

20.3.

20.4.

So far as Intellectual Propertyiscreatecd s s s s s s EEEEEEEEEEE
EEEEEEEEEEEEEEEEEEEEEEN, EESEEEEEEENEEEN
EEEEEEEEEN.

You now agree that you will:

20.21 doyourutmosttoensure s s EEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEENEEEEEENENEN;

20.22 telltheCompany s s e e EEEEEEEEEEEEEEEEEEEER
EEEEEENN;

20.2.3 provide to the Company whatever full specification description m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEEEEENEN,

To make this effective you now undertake to do whatever the Company =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEN.

The provisions of this paragraph shall continue indefinitely s s s s s m =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEERE.
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21.

22.

23.

Bribery

If you bribe (or attempt to bribe) another person, intending either to obtain or
retain business for the Company, or to obtainorretain s s s e e e e e e e EEEE
EEEEEEEEEEEEEEEEEEEEEEENEEEEEEEENEEEEEEEEER

Disciplinaryand grievance procedures

221.

22.2.

22.3.

The Company's disciplinary and grievance procedures are s s s s e B
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEN.

The formal grievance procedure need not be your first step in bringing to

OUEEEEENEEEENEEEEENEEN . EENEEEENEEEEENEEER
EEEEEEEEEEEEEEEEEEEEE, EEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EN.

The law gives you both rights and obligations in respect of these
procedures. Younowagree{fO E e EEEEEEEEEE. EEEEEEEER
EEEEEEEEEEEEEENEEEEEEEEEEEEENEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE ,BEEER
EEEEEEEEEEEEEENEEEEEEEEEEEEENEEEEEEEEEEERm
EEEEEEEEEEEEERN.

Notice of termination of employment

231.

Thisistheperiod s s EEEEEEEEEEEEEEEEEEEEEEEEENESR
EEEEEEEEEEN:

Duringyourss s s mmm: EEEEEEEN;
During your first week employment: none;

After fourweeks s e e EEEEEE EEN: EEEEEEENR,;
DuringtiwoO s s s EEEEEEEEEEEEEN: EEEEEEER
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23.2.

Duringfive s e EEEEEEEEEEEN: EEEEEEER
Duringten s s s e EEEEEEEEEEEN: EEEEEEEN
After fifteen e m m m: EEEEEEEEN

If on the date you leave, moneyisowed s s e EEEEEEEEEEEEEEN
EEEEEEEEEEEEEEN, EESEEEEEENEEEENEEEENEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN.

24. Arrangements during notice period

241.

24.2.

TheCompanyexpectsyoOUE E EEEEEEEEEEEEEENEEEEEEEN
EEEEEEEEEEEEEENEN.

Wereserve s m EEEEEN, EEEEEEEEEEEEEEEEEENEN:-

24.2.1 terminate your employment before the expiry of the notice period
and EEEEEEEEEEEEEEEEEEEEEEEEEEENEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
IIIIIIIIIIIIIIIIIIII(IIIIIIIIIIIII
EER)

2422 requireyOUE EEEEEEEEEEEEEEENEEEEEEEEER
EEEEN;

2423 requireyoutoreman EE EEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEN.

25. Procedure after termination

251.

Howeverthisagreementa s s g, s EEEEEEEEEEEEEEN, EEEHN
EEEN:

25.1.1 notfrom thattimerepresenttfO e e e EEEEEEEEEEEEEEE
EEEEEEEEEEEEEEEEEEEEEENEEEEEEEEER
EEEEN;EEEN

25.1.2 return to the Company withoutrequestall e e s e e EEEEEEE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEN EEER

25.1.3 delete all Confidential Informaton s e e e e e EEEEEEEEE N
,ANEEEEEEEEEEEENEN,EEEN
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26.

25.2.

25.3.

25.4.

2514 EEEEEEEEEEEEEEEEEEEEEEEEEEEEEENENEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEENN.

2521 EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEN,

25,22 EEEEEEEEEEEEEEEEEEEEEEEEEENEN, EEEN,
EEEEEEEEEEEEEEEEEEEN;EEER

EEEEEEEEEEEEEEEENEENEEEEENEEEEEEEEEEEEEER
EEEEEEEEEEE NN, EEEEEEEEEEEEEEER.

Summary termination

26.1.

26.2.

26.3.

26.4.

26.5.

26.6.

26.7.

EEEN, EEEEEEEEEEEENEEEEEEENEEEN;EEEN
physical violence; or

bullying or harassment; or

deliberate damage to property; or

serious insubordination; or

misuse of the Company’s property or name; or

bringing the Company into disrepute; or
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27.

28.

26.8.

26.9.

26.10.

26.11.

26.12.

26.13.

26.14.

26.15.

EEEEEEEEEEEEEEEENEENEEEEENEEEEEEEEEEEEEER
lllIIIIIIIIIIIlIIIIIIIIIII/IIIIIIIIIII
EEEEN.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE ,EEEER
EEEEEEN , EENER

serious infringement of health and safety rules; or
breach of confidentiality; or

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEE EEERN

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEENE  EEEN

Reconstruction or Amalgamation

lIIIIIIIIIlllIl-lllllllllIIIIIIIIIII/IIIII

Miscellaneous matters

28.1.

28.2.
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28.3.

28.4.

28.5.

28.6.

, AIHNE I NN EEE NN, EEEEEEEEEEEEEEEEEEEEEEERN
EEEEEEEEE NN, EEEEEEEENEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN. . EEEEER
EEEEEN, EEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEENEENEEEEENEEEEEEEEEEEEEER
EEEEENERN.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEN([72]sEEEEEEEEN
EEEEEEE[2 | EEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEERN.

EEEEEEEEEEEEEEEEEEEEEEEN ,EEEEEEEEEEEER
EEE, EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEENEERN.

Signed by[personal name]on behalf of[Company name]as its representative who
personally accepts liability for the proper authorisation by [Company name] to enter into
this agreement.

Signed by[Employee name]
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Schedule: Data Protection Act 2018 Compliance

1. Definitions

EEEEEEEEE NN, EEEEEEEEEEEEEEEEEEEEEEEEEEEEENm
HENE:

"Act" means the Data Protection Act 2018.

“Directive” EEEEEEEn(emnm)2016 /680 EmEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEE2/ N
EEn206EEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEENEEEENEN
EEEEEEEEEEEEEEEEEEEEEENEEEENEN
EEEEEEEEEEEEN,ENEN,  SENEEEEEER
EEEEEEEEEEEEEEEEEEEEEENEEEENEN
EEEEEEEEEN EENNEEEEEEEENEEEEEER
EEENEEEEEEEEEN EEEEEEEENEEENEEER
ennmnn2008/977 /mmmnm.

“the Data Protection EEEEEEEE(EEnm)2016 /679 e mEEEEEEEE

Regulations” EEEEEEEEEEEEEEEEEEEEEEEEEE27H
EEE206EEEEEEEEEEEEEEEEEEENEEERN
EEEEEEEEEEEEEEEEEEEEENEEEEENER
EEEEEEEEEEEEEEEEEEEEENEEEEENER
EEEEEEEEN, EEEEEEEEEnEnd5/46/amnm
E(EEEEEEEEEEEEEEENN)

“the Law” means all or any of:

a) the Data Protection Regulation,
b) the Act,

c) the Data Protection Act 1988,

d) the Data Protection Act 2003,

e) regulations made under the Act,
f) Directive.

P P
~— =

'"mppEEEEn"," " aeEEEEEn"," e EEEEEn"," e e EEEEEN","H
EEn, " EEE " EEE "' EEE ' EEEEEEEEEEEEEEEEEEEN,N
EEEEEEEEEEEEEEEEEEN. EEEEEEEE‘EEEER ' EEEE‘EEEN
B’ EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENER
EEEEEEEEEEEEEEEEEEEEN. EEEEEEEEEEEEEEEEEEEN

13 ”
EEEEEEEEEEEEEEEER .
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Data Protection

21.

2.2

2.3.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEE | EEEEEEEEEENEN.

Legal basis of processing your personal data

3.1.

3.2.

EEEEEEEEEEEEEEEENEENEEEEENEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEE ,EEEEEEEEEEEEEER
EEEEEEEEN. . EEEN,EEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEN . EEEN,EEEEEENEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEN.

Change in the legal basis of processing

41.
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4.2.

4.3.

EEEEEEEEEEEEEEEEEEEEEEEN, EEEEEEEEEEEER
EEEEEEEEEEE[EEEE-EEEN]

Disclosure and/ or sharing of your personal data

51.

5.2

5.3.

5.4.

5.5.

EEEEEEEEE NN, EEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEN, EEEEE NN, EEEEEEEEEEEEEEEEEEEEEER
H, EEEEEEEEEEEEEEEEEEEEENEEEEEEN,EEEEEER
EEEEEEEEEEEEEEEEEE NN . EEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERE.BN
EEEEEEEEEEEEEEE , EEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEENEENEEEEENEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEER.
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Your access request

6.1.

6.2.

6.3.

EEEEEEEEEEEEEEEEEEEEEEEEEEEN, EEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEER
B . EEEEEEEEEEEN, EEEE[EEEE|EEEE[EEEE-EEEEEN
EmnE]

Removal of information

Who handles your data

8.1.

8.2.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EN. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEE, EENEEEEE[EEEEEEER
E]EEEE[EEEEEEEEN]
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Appendix 1 to Schedule

Data Processing Activities

What we or you may process in each category

1.

We shall process this basic personal data

1.1. EEEEEEEN, EEEN, EEEEEEEN, EENEEEEEEENEN.

1.2, all information you gave to us.

1.3. financial information processed through the banking system.

1.4. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN, EEEEENEN, ENEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEN.

1.5. information relevant to the performance of your contract.

1.6. EEEEEEEEEEEEEEEN, EEEEEEEEEEEEEEEEEEEEEEEEEEEER

EEEEEEEEEEEEEEEEEENEEEEEEEEE  EEEN  EEEENEEEEEEEERN
EEEEEEN  EEEEEEEEEEEEEEEEEEEEEEEN  EEEEEEEEEEEER
EEEEEEN.

1.7. EEEEEEEEEEEEEEEEEEEEEEEN,EEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER.

1.8. [EEEEEEEEEEEEEEEEEEEEEEEEEENEENEEENEN]

21. satisfy our obligations under this contract;
2.2 EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN;
2.3. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER

2.4. EEEEEEEEEEEN/EEEE/EEEN /EEEN/EEEE;

2.5. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN(EEEN
EEEEEEEEEEEEEEEESEEEEEEEEEEEEEEEENEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEENEN)

Post termination

3.1. EEEEEEEEEEEEEEEEEEEEEEEEE NN, EEEEEEEEEEEEEEEER
EEEEEEENEEEEN:
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3.2.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN, BEEHN
EEEEN , EEEN, EEEEEEEEEEEEENEEN. . EENEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEER.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN ,EEEEEHR
EEEEEN:

3.21.

3.2.2.

3.2.3.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEER
EEEEN;

EEEN;
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Explanatory notes:

Employment contract: standard for any employee

General notes

1. The following materials contain the main legal sources to whichyou s s s e m ®
EEEEEEEERN.

Information pages concerning aspects of employment at:

http: //www.citizensinformation.ie/en /employment/

For WRC information: http: //www.workplacerelations.ie/en/

http: //www.irishstatutebook.ie/eli/1994/act/5/enacted/en html

http: //www.irishstatutebook.ie/eli/1997 Jact/20/enacted/en [print.html

2. For the first time in Ireland, sick leave legislation is in the process of
enactment. The sick leave and sick pay rules will be updated once the Sick
Leave Act2022iscommenced. E e e R EEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEERN2022.

You can find detailed information at:

https: //www.gov.ie/en [press-release/3e3b2-all-irish-workers-will-be-entitled-to-
sick-pay-for-the-first-time-under-new-law-tanaiste/

Besides all this, the law allows the employer to decide its policy on sick pay and
sick leave, provided itis more favourable than the statutory terms. In this
document template, we have drawn the sick leave terms with flexibility and in a
practica|manner.IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII
EEEEEEEEEEEEEEEEEEEEEEEEEEEER.

Paragraph specific notes

Notes numbering refers to paragraph numbers.
1. Start and continuity

It may be necessary to calculate the period of employment for any of several
reasons.By statingitclearly, s s s s s s s s ssssEsEEEEE.
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Trial period

A trial period has been provided.References to this may be deleted if not
required. An employee has the same right during a trial period as at any other
time.However, dissatisfaction such that the employmentis terminated atm m m =
EEEEEEEEEEEEEEEEEEEEEEEEEEEE ‘' EEEEEEEEEEEN
EEEEEEER".

Job title and job description

A job title is not strictly required; a job description is. If the description is short, it
can be stated in the contract.Ifitis contained in another document, then that
documentmustbe s e EEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEENE.

Provision for change is important.Ifitis notincluded in the contract, then any
attemptby you to change theplaceortype s s s e EEEEEEEEEEEEEEER
EEEEEEEEEEEEN.

Place of work

The main purpose of this paragraph is to give the employer the right to move the
employee around.If frequentmovesmaybe s s e m , s EEEEEEEEEEEEEN
EEEEEEEEEN.

Hours of work

The Organisation and Working Time Act 1997 states that the maximum average
working week for many employees cannot exceed 48 hours. This does not mean
that a working week can never exceed 48 hours, itis the average thatis
important. The Organisation of Working Time (Records) (Prescribed Form and
Exemptions) Regulations 2001 requires all employers to keep detailed records of
startandfinishinge e e, EEEEEEEEEEEEEEEEEEEEEENEENEEN
EEEEEEEEEEEEEEEEEEEEN. EEEEESEEEEEEEENEEENEEEN
EEEEEEEEIEEEN.

Salary

Necessary provisions.The last sub paragraph enables deductions which would =
EEEEEEEEENENERN.

Expenses
We have no comment.

Annual leave
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10.

11.

12.

Holiday entittement is governed by the Organisation of Working Time Act 1997.
The version provided in this contractisthe s e e EEEEEEEE N EEEEER
EEEEEN.

Because there are statutory requirements, we have worded the document for
compliance.lf | when you edit this paragraph to provide more generous leave
provision, beware of accidentally reducing any partintended to benefit the
employee.Note in particular that holidays not taken may carry forward an
entittement to paymentin lieu afterthe s s s e e EEEEEEEEEE . EEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEN. EEEEEENEEEEEEEER
EEEEEN.

You may find more details at:

http: //www.citizensinformation.ie/en /Jemployment/employment_rights_and_condit
ions/leave_and_holidays/annual_leave_public_holidays.html

Sick leave and sick pay

Edit to your requirement.
Sickness during annual leave
Leaveitasis.

The law requires you to deduct sick leave days from annual leave period if an
employee gets sick during his annual leave period. Of course if the employee
providesyoumedical E s e S EEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEN.

Other absence

Under the law, employees are entitled to different types of leave days. Itis good
idecamEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERN.

Good practice is to hand a personal copy to each new employee starter and to
maintainalIlIlIlIlIIl.IIIIIIIIIIIIIIII,IIIIII
EEEEEEEEEEEEEEEEEEENEEEEEEEEEERN.

You may find detailsof all EE e s EEEEEEEEEEEEEEEEEEENR:

http: //www.citizensinformation.ie/en /femployment/employment_rights_and_condit
ionsfleave_and_holidays/

Pension
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13.

14.

15.

16.

Your obligation as an employer is to make provision forapension s e s e e E R &
EEEEEEEEEEEEEEEEEEEEEENEE /EEEEEEEEEEEE.

We have provided two options. By al s s s s s s e s EEEEEEEEEEEEEER
EEEEEEEEEN.

Option 1: If you have an internal company operated pension scheme s s e mm m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
..

Option 2: If you do not already have a company operated occupational pension
scheme, you must provide access to a standard Personal Retirement Savings
Accounts scheme (PRSA). You must provide details of your arrangement to your
employee. If you chose this option then we suggest that in this paragraph you m m
EEEEEEEEEEEEEE-EEEEEEEEEEEEEEEN ,EEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEE ,EEEEEEEEEEEEEEEEEEHRm
EEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEENEEN ,EEEEEEERN
EEEEEEEEEEEEEEEEEE NN . EEEEEENEEEEENEEEEEEEEEEEHN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERE.

You may find more information at:
http: //www.citizensinformation.ie/en/money_and_tax/personal_finance/pensions/
personal_retirement_savings_accounts.html

Work outside Ireland

Another provision to enable you to move theemployece s s s s e e e e EEEE N
E NN EEEEEEEEEEEEEEEEEEEEERE.

Collective agreements

Delete if not required

Other business or employment
Edit to your exact requirement

No competition

Provisions against competition are contrary to national policy. To be effective
they must not be unreasonable. Reasonableness depends on the circumstances.
We cannot therefore say that the provisions inserted her are more than an
example. But the longer you wish to tie up a former employee the more likely itis
thatajudgewilltell s e EEEEEEEEEEEEEEEEEN. EEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEN,ENEEEEEEEEENEEENEEER
EEEEEEEEEEEEEEEEEEN. EEEN, SEEEEEEEEEEEEEENEN
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17.

Processing your personal data
Self explanatory provisions.

This paragraph deals with the obligatons s s s s e s EEEEEEEEEEEEER
EEEEN.

Youmayneedtoaddotherdata, s s s e e EEEEEE N, EEEEEEEEEEEER
EEEN.

We suggestleave these provisionsasiSE s EEEEEEEEEEEEEEEEEEEN

18.

19.

20.

Staff handbook and company policies

Itis an excellentidea to have and maintain a comprehensive staff handbook as a

bible of procedures and policies. These policies all relate to areas where a mm m

EEEEEEEEEEEN. EENENEEEEEENENEEEENENEEEEEEEER
EEEEEEEEEEEEENEN, EESEEEEEEEEEEEEEENEENEEEEENEER
EEEEEEEEEEEEEEEENEN.

For you to comply with some of these policies you need co-operation from your
staff.Indeed, co-operation in maintaining your health and safety policyis
crucial. We have therefore incorporated complianceintothis s s s e e e s s s n ®
B EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEN. EEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEN.

A staff handbook is a good place to keep them together and available. Your health
and safety policy and guide may be so large as to merit its own separate book.
GO EEEEEEEEEEEEEEEEEEESEEEEEEEEEEEEEEEENEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE.EEHN
EEEEEEEEEEEEE,EEEEEEEEEEEEEEEEEEEEEEEEEEEHRm
EEEEEEERNR.

Confidentiality

Because this provision is so important to most organisations, your employees
mustbeleftinnodoubtas s e EEEEEEEEE S . EEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEN. EEEEEEEEENEEENEEEN
EEEEN.

New intellectual property
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21.

22.

23.

24.

25.

This is an area which may be irrelevant or may be essential immediately.In most
businesses, you never know what an employee will discover - personally or
through s e EEEEE S . EEEEEEEEEEEEEEEEEEEEEEENEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEN, EEEEEEEEEEERC
EEEEEEEEEEEE ' EEEEEEEEENEEEEEEEEEN.

Bribery

Itis good practice to make clear to employees that any contravention is a breach

ofcontracttoo. Thatm s EE EEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER

EEEEEEEEEENN.

Disciplinary and grievance procedures

Net Lawman has provided a very elegant, step-by-step approach to these
procedures in the past, but now the law favours a more flexible approach. This is
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENE. EEEEEEEESR
EEEEEEEEEEEEEEEEEEN EEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
u.

Notice of termination

We have provided notice period required under the law - - the Minimum Notice
andTerms em e e e e EEN1973 e 200 SN EEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEN.

For detailed informationabout s e e e E EE E, EEEEEEEN:

http: //www.citizensinformation.ie/en /employment/unemployment_and_redundanc
y/losing_your_job/losing job_entitlements.html

Arrangements during notice period

When an employee is under notice, the relationship suffers, s s s s s s n. n m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN.

Procedure after termination

Substantial deletion may be required. Care should be taken in looking to future to
consider what thisemployeemight s s s s EEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEN, EEEEEEEEEEEEEEEEEEEEEEEEEEEN. EEEEEEEEER
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26.

27.

28.

Summary termination

AtNetLawman we hate lists in legal documents. s e e e EEEEEEEEEEEN,
EEEEEEEEEEEEEEEEEEEE‘EEEEEEEEEEEEEEEEEEEER
”,IlIllIlIllllIlIllIllllllllllllllllllllll
EEEEEEEEEEER.

Despite this precise list, itis still essential to investigate in accordance with your

disciplinary policy.ltisimportant s s s s s S EEEEEEEEEEEEEEEEEN

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN . EEEEEEEEER
EEEEEEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EN. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEE, EEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEENEEN.

Reconstruction or amalgamation
ThSEEEEEEEEEEE N . EEEEEEEEEEEEEENERN.
Miscellaneous matters

Anumber of technicallyimportant s s s s s EEEEEEEEEEEEEEEEEEE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEER
EEN.

Schedule:

ParagraphIlIlIIIIIIIIIIIIIIIIIIIIIIIIIIII.

1.

Definitions

BasiCEEEEEEEEEEEEEEEEEEEN . EEEEEEEEEEEEEEEER

Data protection
ANEEEEEEEE. EEEEEEEEEEEEEEEEENEENERN.
Legal basis of processing

The Actallows aperson orbusinesstoprocesSEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
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EEEEE N, EEEn'EaEEn' (EEEEEEEE' EEE ' EEEE"'EEEN"). 0
EEEEEEEN:

Oneorbothof s EEEEEEEEEEEEEEEEEEEEEENEEEEEER
EEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEERE.

Lesscommonly,somedata s s e e e e EEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEEENEN.

Where the data subject is an employee the mostobviousbasis s s s e s e EE ®
EEEEEEEEEEE ' EEEEEEEE . EEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEN. EEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEER
EEEEEEEEEEEEEEEEEEENEEN.

You must make sure that when you ask specificallyforams s, s e ssssnnn
EEEEEEEEEEEEEEEEEEEEEEENEEEEEEEENEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEER. . EEEEEEEEEEEEEEEEEEHRm
EEEEEEEEEEEEEEEEEEEEEEENEEEEEEEENEEEEEEEEER
EEEEEEERNR.

Change in the legal basis of processing
YoOUREEEEEEEEEEEN. EEEEEEEEEEEEENEENN.
Disclosure and/ or sharing of personal data

You must say who gets to see or use youremployee’'S s s s e e EEN. EEEE N
EEEEEEEEEEEEEEE‘EEEEEEEE’ EEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEER
EEEEEEEENNEN.

Access to personal data

The Act provides that a data subjecthas s s e e EEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEN, SESEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEN.

Removal of information

Youshould EEEEEEEEEEEEEEEEEEEN. EEEEEEEEEEEEER

8.

Who handles your data
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ThisparagraphsetS e s e e EEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEENE.

|nanycase,youmUStllIlIllIllllllllllllllllllllll
EEEEEEEEEEE NN, EEEEEEEEEEEEEEENR. . EEEEEEEEEEN
EEEEEEEEEEEEER.

Notes to the Appendix to the Schedule

We have separated these provisionsinto an appendix s s s s s s EEEEEEE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN. EENEN,EN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEN.

The appendixissimplyyour s s s s, s S S EEEEEEEEEEEEEEENEN, N
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEENEEER
EEEEEEEENN.

ThepurposeOfllIlIlIllIIIIIIIIIIIIIIIIIIIIIIII
EEEEEEEEEEEEEEEENEEEEEEEENEEEEEEENR.

WehavegivenyoOUE EEEEEEEEEEEEEEEEEE N . EEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENNEN.

Make e EEEEEEEEEEEEEEEEEEEEEEN, EEEEEEEEEEER.

The third numbered heading is unlikely torequireedit s s s e e e e EEEEEEE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEENR. . EEEEEEEEEEEEEEEEEEERN
- EEEEEEEEEEEEEEEEENEEEEEEENEEEEEEEEEN.

BasiclrishlawrelatingtO s s s e EEEEEEEEEEEEEEE N, EEEEEEER
, AN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEN
EEEEEEEEENEN.

End of notes
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	A trial period has been provided.References to this may be deleted if not required.An employee has the same right duringa trial period as at any other time.However, dissatisfaction such that the employment is terminated at ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ “ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ”.

	A job title is not strictly required; a job description is. If the description is short, it can be stated in the contrac.If it is contained in another document, then that document must be ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ .

	Provision for change is important.If it is not included in the contract, then any attempt by you to change the place or ype ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ .

	The main purpose of this paragraph is to give the employer the right to move the employee around.If frequent moves may b ■ ■ ■ ■ , ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ .

	The Organisation and Working Time Act 1997 states that the maximum average working week for many employees cannot exceed48 hours. This does not mean that a working week can never exceed 48 hours, it is the average that is important. The Organisation of Working Time (Records) (Prescribed Form and Exemptions) Regulations 2001 requires all employers to keep detailed records of start and finishing ■ ■ ■ ■ , ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ . ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ 3 ■ ■ ■ ■ .

	Necessary provisions.The last sub paragraph enables deductions which would ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ .

	We have no comment.

	Holiday entitlement is governed by the Organisation of Working Time Act 1997. The version provided in this contract is te ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ – ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ .

	Because there are statutory requirements, we have worded the document for compliance.If / when you edit this paragraph t provide more generous leave provision, beware of accidentally reducing any part intended to benefit the employee.Note in particular that holidays not taken may carry forward an entitlement to payment in lieu after the ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ . ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ . ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ .

	You may find more details at:

	http://www.citizensinformation.ie/en/employment/employment_rights_and_conditions/leave_and_holidays/annual_leave_public_olidays.html

	Edit to your requirement.

	Delete if not required

	Edit to your exact requirement

	Provisions against competition are contrary to national policy. To be effective they must not be unreasonable. Reasonablness depends on the circumstances. We cannot therefore say that the provisions inserted her are more than an example. But the longer you wish to tie up a former employee the more likely it is that a judge will tell ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ . ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ , ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ . ■ ■ ■ ■ , ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ , ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ .

	Self explanatory provisions.

	This paragraph deals with the obligations ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ .

	You may need to add other data, ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ , ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ .

	We suggest leave these provisions as is ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ .

	It is an excellent idea to have and maintain a comprehensive staff handbook as a bible of procedures and policies. Thesepolicies all relate to areas where ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ . ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ , ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ .

	For you to comply with some of these policies you need co-operation from your staff.Indeed, co-operation in maintaining our health and safety policy is crucial.We have therefore incorporated compliance into this ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ . ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ . ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ .

	A staff handbook is a good place to keep them together and available.Your health and safety policy and guide may be so lrge as to merit its own separate book. Good ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ . ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ , ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ .

	Because this provision is so important to most organisations, your employees must be left in no doubt as ■ ■ ■ ■ ■ ■ ■ ■■ ■ ■ ■ . ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ . ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ .

	This is an area which may be irrelevant or may be essential immediately.In most businesses, you never know what an emploee will discover - personally or through ■ ■ ■ ■ ■ ■ ■ ■ . ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ , ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ “ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ” ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ .

	We have provided notice period required under the law - - the Minimum Notice and Terms ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ 1973 ■ ■  ■ 2001 . ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ .

	For detailed information about ■ ■ ■ ■ ■ ■ ■ ■ , ■ ■ ■ ■ ■ ■ ■ ■ :

	http://www.citizensinformation.ie/en/employment/unemployment_and_redundancy/losing_your_job/losing_job_entitlements.html
	When an employee is under notice, the relationship suffers, ■ ■ ■ ■ ■ ■ ■ ■ . ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■  ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ .

	Substantial deletion may be required. Care should be taken in looking to future to consider what this employee might ■ ■■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ . ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ , ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ . ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ . ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ .

	At Net Lawman we hate lists in legal documents. ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ , ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■  “ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ”, ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ .

	Despite this precise list, it is still essential to investigate in accordance with your disciplinary policy.It is importnt ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ . ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ . ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ . ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ , ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ .

	This ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ . ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ .

	A number of technically important ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■  ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ .

	This paragraph sets ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■  ■ .

	In any case, you must ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ , ■ ■ ■ ■  ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ . ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ ■ .


