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Casual employment contract

Dated: [Date]

Name: [Name]
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This contract is dated: [date]

Your employer is: [company name] (the Company’ s s s s “smmm/umnm

")

Your employer’s address is: [company address]

You are:

[employee name]

Your address is: [employee address]

The contract terms are:

1.  Start and continuity

1.1.

1.2.

1.3.

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,youwilbeiNneE e e e e EEEEEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEElR EEEEEEEEEEEEEEEEEEEEEEESR
EEEN:

1.1.1 your curriculum vitae / resume, sentftO s e e e e e e n [Em mw |;

1.1.2  certificates of education showing school and university qualifications
and in particular that you have achieved a [masterof arts] (m m m m m
EEE | EEEEEEEE[EEEEEEEEEEEEEENEN EEEN]

1.1.3  your statement that you have qualified as a [trade or profession] m m
EEEEEEEEEE[EEEN]

Your employment with the Company [starts /s m e s e e [mmmm].

[Previous employment with [name of employer] from [date] to [date] counts as
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
m.]

2. Probationary period

2.1.

2.2.

Your employment is subject to a probationary period of [3] months. If at the
end of that time we are satisfedwith e s s s e e e e EEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE.

If during or at the end of your probationary period we are dissatisfied with
your work we may terminate your employment by [one] week’s notice. If you m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEENER.
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2.3.

24,

The Company reserves the righttoextendthe s m e e e e e e e EEEE E NN
EEENE.

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

Job title and job description

3.1.  Your job title is [job title].

3.2.  Your main tasks and responsibilities are setoui m e e e e e e E R E R E R E N
EEEEN.

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 ai e e e E E EE S . EEEEEEEEEEEN , EEENEEEEENERN
EEEEEEEEEEENEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEERE.

3.4.  Yourduty is to perform your jobto the bestof your s m e s e e e e e e mm m
EEEEEEEEEEEEEEERE.

Training

4.1.  We provide training for employees at [our head office / a location chosen by
us]. Thedetailsof thc s s e e EEE EEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEENER.

4.2.  You must complete the training to the level required by [Employer name]. It is

in our discretion as to whether you have completed the training to a
satisfactorylevel. s s m e e e e e e e e e e EE s N (EEEEN
IIIIIII)IIIIIIIIIIIIIIIIIIII.

Place of work

5.1.

5.2.

Your normal place of work is our above address, but we reserve the right to
changethisa s s s ss s s [25 | ae e,

You agree to work at any other place we reasonably require, including the
premises of any customer, clientorcontractor s s s s mmmm , s mmm[25]
EEEEEEEEEEEEEEEEEEEE.
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Hours of work

6.1.

6.2.

6.3.

There are no fixed working hours for this employment. However, we require
you to be available for [enter number of hours]hoursina s s s e s e e E m
EEEEEEEEEEENEEEEEEEENEEEEEEEEEEEEEEEEEEEESR
EEEEEER.

We reserve the right to ask you to complete your working period as set out in
the last previous subparagraphatsucCh e s s s s s e EEEEEE EEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEER.

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 m s s e e e e e e e mn N )N
200 e EEEEEEEEEEEEEEEEEEEEEENEEN.

Payment in a non working week

7.1.  If on account of Company’s reason you are unable to complete your working
period as set out in this agreementthenwe s s s e s e e e €30 ] m
EEEEEEEEEEEEEEEEEEEEEEERE.

7.2.  You will not be entitled to any paymentunderthis s s s s s s e s s e Em®
EEEEEN:

7.21 we have agreed withyou short-tmec s s s s e e s e e e EEEEEN;
7.2.2  the non completion was due to an uncontrollable eventthat e m m m =
EEEEEEEEEEEEENENEN,;
7.2.3  you are unable to work due to illness or non completion was due m m
EEEEEEEEEEEEEEEEEEEEEEEENER.
Salary

Following provisions shall apply if you complete your workingperod s s s s s mm m
EEEEEEEEEEEEEEESR

8.1.

8.2.

8.3.

Your normal hourly rate of pay is € [00.00] per hour payable by [electronic
transfer / cheque] ininstalments inarrearsoNn e e e e [E e e EE EE E N E N
IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII].

When you are required to work at weekends, nights and/ or public holidays
the s EEEEEEEEEEEEEEEEEEEEEEEEEE|[EEEN]

You will receive a [commission] / [bonus] payment [monthly] / [m e mm]/[m
III],IIIIIIIIIIII:
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10.

[set out calculation].

OR

8.4. The Company may pay you a bonus from time to time at its discretion, m m m
EEEEEEEEEEEEEEEEEEEEEEEEERE.

8.5.  Your hourly rate will be reviewed annually in the month of [month]. s m m m =
EEEEEEEEEEEEEEEEEEEEEERN.

8.6.  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 overpaymentsorloans made s s s s s s e s s mmm ®
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEED EEEEEEEEEEEEEENEER.

Expenses

You have no authority to incur expenses.

OR

9.1.

9.2.

The Company will reimburse to you all reasonable expenses incurred by you
in your work, providedyouprovideUSE s e EE EE N , EEEEEEEEEEN
EEEEEEEEEEEEEEEERE.

It is a serious offence to falsify any document or manufacture evidence
fraudulently for the purpose of claiming through the expense procedure. m m m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEN.

Annual leave

10.1.

10.2.

10.3.

Your entitlement to holiday for annual leave daySs s s s s s s s s s n &
HE.

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 entitlement calculated m m =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEENR.

[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 mmm m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEN]
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11.

10.4.

10.5.

10.6.

10.7.

OR

10.8.

10.9.

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, ifyoUn s s e e e e e m m &

EEEEEEEEEEEEEEEEN  EEEEEEEEEEEEEEEEEEEESRm

EEEEEEEEEEEN)

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

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

You may not carry holiday forward fromone s s s s s s s e e e e e e Em N,
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERN
EEEEEEEEEEEEEEEEEEEEN.

You willbe entitledtocarry s s s s s s s s s s s s s e e [eenn]|nmnn
EEEEEEEEE NN EEEEEEEEEEEEEEEEEEENN.

If either of us terminates your employment by notice, then any annual leave

entitlement which will have accrued atthec s s s e e e e e e e EEEEEEEE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEND . EEEEEEESR
EEEEEEEEEEEEEEEER  EEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEED EEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
n.

Sick leave and sick pay

11.1.

Your entittementtolecave s s e e e e e e e e e e e |[3]|mmnn
EEEN.

If you are unable to come to work for sickness or any injury, you must inform
USIIIIIIII[IIIIIIII/IIIIIIIIIIII/IIIIIIII
IIII]IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
een[11:00mmmnm]

You should informus of thereasonfor s m e e e e e , e EEEEEEEEE N
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEER.

Except in an emergency, you are required to inform [name of / your line
managerlllllllllllll]lllI.IIIIIIIIIIIIIIII
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE/EEEE/EN
IIIIIIIIIIIIIIIIIIIIII[IIIIIIII/IIIIIIII
EEEE/EEEEEEEEEEEN]
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12.

OR

Please note that it is not enough to ask a relative simply to ring and m m m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEE .EEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEENERNR.

If your absence continues for a number of days or weeks, you must continue
tocontactUS EE EEEEEEEEEEEEEEEEEEEEEEENEEEENEENER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENE.EBN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERENER,
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
u.

You must provide us with a medical certificate. Further medical certificates
must be provided to cover any continued absence. s s s e e e e EEEE RN
EEEEEEEEEEENEEEEEEEEENEEEEEEEEEEEEEEEEEESR
EEEEEEE EEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER.

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 m =
IIIIIIII)IIIIIIIIIIIIIIIIIIIIIIIIIIIIII
IIIIIIIIIIIIIIIIIIIIIIIIIIIIII[IIII/IIII
IIIIIIIIIIIIIIIIIIIIIIII],IIIIIIIIIIIIII
EEEE NN  EEEEEEEEEEEN EEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEENEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEER.

Provided you have complied with the general terms relating to sickness
absencereferredtoabove, s s e EE EEEEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
IIIIIIIIIIIIIIII[IIII]IIIIIIIIIIIIIIIIII
EEEEEEEEEEEEER.

Sickness during annual leave

12.1.

12.2.

If you fall sick during your annual leaveperioC s s s s s s e s EEEEEEEE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEER.

If you do comply withthe procedurec s s s s EEEEEEEEEEEEEEEER
EEEEEEE-EEEEEE NN NN EEEEEEEEEEEEEEENEEEN
EEEEEEEEN.
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13.

14.

15.

Other absence
131, fyOoUrss s s e s EEEEEEEEEEEEEEESEESEEEEEENNEN:
13.1.1  maternity,
13.1.2 paternity,
13.1.3 adoption,
13.1.4 carer leave,
13.1.5 force majeure,
13.1.6 or any other reason

thenyoushouldask [ s s e EEEE S /S EEEEEEEEES /EEEEEEEEER
mm]

13.2. We do have separate CompanypoliceSaE s s s s s EEEEEEEEEEN
EEEEEEEEEE NN NN EEEEEEEEEEE NN EEEEEEN.

Pension

[Option 1: e e e EEEEEEEEEEEEEEEEEESEESEEEEEENEEEENER
EsEmEnn.]

141. Weshalssssssssssssssss[EEEEEEEEEEEN]

14.2. Contributions to the scheme are made by youandbyus. s s s s , s s mmmm
IIIIII[IIII]%IIIIIIIIIIIIIIIIIIIIIIIIII
BN, EEEEEEEEEEEEEEEEEnEn,[annn]%.

[Option 2: Use thisoptionifthecm m e e e EE EEEEEEEEEEEEEEEEN
EEEEEEN . EEEEEEEEEE NN NN EEEEEEEEEEEEEEEEEEEEN
EEEEEEEEn.]

14.3. TheCompanyshallprovide s s s s s s e s s EE S EESEEEEEEEEENEN
EEEEEEEEEEEEENNN.

144, Youmayfindmore s s e e e e e EEEEEEEEEE NN [EEEEEEEN
EEEEEEEEEEEN]

Work outside Ireland
You will not be required to work outside Ireland forany s s s s s s s s s s n[nm

IIIIII]IIIIIIIIIIII.IIIIIIIIIIIIIIIIIIIIIII
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN.

7 © Andrew Taylor and Net Lawman Ltd



16.

17.

18.

Collective agreements

The Company has made an agreementwith[union| e e e EEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN EEEEEEEEEETRN

IIIIIIIIIIIIIIIIIIIIIIIII[IIII].

Other business or employment

17.1.

17.2.

17.3.

You must devote the wholeof your s m e m , s e e e EEEEEEEEEEEEN
EEEEEEEEE NN EEEEEEEEEEEEEEEEEEEEEEEEEEER

You may notunderanycircumstanceSdfO s s s e E EEE EE EEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEENR.

You may not do other work (even voluntary work), Or s s s s s e e e EEE ®
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEER.

No competition

18.1.

18.2.

18.3.

18.4.

18.5.

The following restrictions apply whetherintended s s s s s s e s e e E =
EEEEEEEEEEEEEN EEEEEEEEEEEEEEEEEEEEEEESR
EERENR.

You agree that you will not within [three] years of termination of this contract
directly orindirectly,advise, s s s m s e s e S EEEEEEEEEEEEENEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRmR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEENEEEEEEEEEEEEEEEEEEEEEEEEEEESR
IIIIIIIIIII[IIII]IIIIIIIIIIIIIIIIIIIIIII
u.

The restrictions imposed by the lastprevioUS s s s s s EEEEEEEEEE N
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEER.

You agree that you will not within [one] year of termination of your contract, m
E BN, EEEN  EEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER,
EEEEEEEEEEEEEEEEEEEE.

You agree that you will not within [one] year of termination of your contract, =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
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19.

20.

18.6.

18.7.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
IIIIIIIIIIIIIIIII[IIII]IIIIIIIIIIIIIIIII
EEEEEEN.

If any provision of this paragraph shall be void in any jurisdiction s s s s m = =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEERE.

You have carefully considered the provisionsof this s s e s e e e e e e EE ®
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEENE.

Processing your personal data

To satisfy our legal obligation, we process your personal data accordngm e s s m =
EEEEEEEEEEEEEEEEEEEEEEEEEnEEEEEnnEn?018 ammEnm

Staff handbook and Company policies

20.1.

20.2.

20.3.

You now acknowledge that you have beengivena s s s s s s s s s s nm
EEEEEEEEEEEEEED EEEEEEEEEEED EEEEEEEEEETSR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEENR:

20.1.1 health and safety;

20.1.2 equal opportunities and non-harassment;
20.1.3 computers, email, Internet and communications;
20.1.4 company vehicles;

20.1.5 data protection.

Insofar as any of these policies imposes an expectation of behaviour on you
ASA N EEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEER.

You may not smoke anywhere during working hours. Outside working hours,
youmayIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE EEER
EEEEEEEEEEENEEEEEEEENEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEER.
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21.

Confidentiality

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

21.1.

21.2.

21.3.

21.4.

In this paragraph, "Confidential s s s s " s s s s s s s s e s s EEEEn
EEEEEN EEEEEEEEEEEEEEEENEER:

2111

21.1.2

21.1.3

2114

information about staff, s s e e e e EEEEEEEEEEEEEEEEE
EEEEE;

ourbusinesses, methodSE E E E EE EEEEE N EEEEEENENN,
EEEN , EEEEEEEENENEN;

information about suppliers agents distributors and customers;

information about the Intellectual E e e e e EE EE EEEE R EE-B
EEEEEEEEEEEEEEEEEEEEEEEN.

"Intellectual Property" means Intellectual Property of s s s s s s mm s mnm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN EEEEESR

21.2.1

21.2.2

intellectualproperty s s s s s s EEEEEEEEEEEEEEEEER
EEEEEEEN;

patents, trademarks, unregistered marks, designs, copyrights, m m =
H, EEEEEEEN EEEN EEENE-EE NN EEEEEEEEETRm
HEEl EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENER
EEEEEEREN.

You now promise that you will:

21.31

2132

keep all records of Confidential Informationonly at m w = m = m = = (
EEEEEEEEEEEENEEEEEEEEEEEEEEEEEEEEETSRm
IIIIIIIIIIIIIIIIIIIIIIIIIIIIII);

useyourbestendeavours s s s EEEEE EEE N , EEEEEENEN
EEEEEEEEEEEEEEEEEENN.

You now promise that you will not :

21.4.1

use for yourself nor divulge nordisclose tOm s mm e e mn (A mmm
IIIIIIIIIIIIIIIIIIIIIIIIIIII)IIIIII
EEEEEEEEEEEEEEEEEEEEERE.
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22.

21.5.

21.6.

2142 store,copy,orusethc s s e e EEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEENENNEN;

21.4.3 remove from Company's premises or copy or allow anyone s s m m m
EEEEEEEEEEEEEEEEEEND EEEEEEEEN EEEEETSR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE.

This paragraph does not apply to disclosure:

21.5.1 of information that it is reasonably necessary to disclose s m s m m =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEENN,

21.5.2 made with the consentoftheproper s s s s s s s e e EEEEEE N
EEEEEEEEEEEE NN NN NN EEEEEEEEEEN
EEEEEEEEEEEEEEEENN,

21.5.3 of information or knowledge whichcomes s s s s e s e e e s mn ®
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSRm
EEEEEEENEN,;

The provisions of this paragraph shall continue after termination of this m m =
EEEEEEEEEEEEEEEEE|[S|EEEE, EEEEEEEEEEEEEER
EEEEEEEEEEENEEEEEEEENEEEEEEEEEEEEEEEEEEEESR
HE.

New Intellectual Property

22.1.

22.2.

22.3.

So far as Intellectual Propertyiscreated s m s s e e e e e e e e e e nnE N
EEEEEEEEEEEEEEEEEEEEE EEEEEEEEEEEEEEEESR
EEEEEER.

You now agree that you will:

2221 doyourutmosttoensure s s s EEEEEEEEEEEEEEEEENEN
EEEEEEEEEEE NN NN EEEEEEEEEEN;

2222 telltheCompany s s s s e eSS EEEEEEEEEEEEEEEEER
EEEEEN;

22.2.3 provide to the Company whatever full specification description m m =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEEENENEN,;

To make this effective you now undertake to do whatever the Company m m m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
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23.

24,

25.

22.4. The provisions of this paragraph shall continue indefinitely s s s s s s s m =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEER.

Bribery

If you bribe (or attempt to bribe) another person, intending either to obtain or retain

business for the Company, orto obtainorretain e e e e e e e e e e e e e EEEE N
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER.
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEENEEEEEETRN
EEEEEEEEEEEEEEEEN EEEEEEEEEEED EEEEEEEEEENESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE EEEENESRN
EEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEEEEEE.

Disciplinary and grievance procedures

24.1. The Company's disciplinary and grievance procedures arc s s e e e mm m m
A EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEER.

24.2. The formal grievance procedure need not be your first step in bringing to our
EEEEEEEEEEEEEEEEEEEE . EEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEE  EEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
u.

24.3. If you believe somethingwe do orfailtodoentitesam e e e e e e mn
EEEEEEEEEEEEEEEEEEEEEEN  EEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
HE.

Notice of termination of employment

251. Thisistheperod s s e EE EEEEEE EEEEEEEEEEEEEEEEEEN
EEEEEEEEEN:

During your probationary period: one week

During your first week’s employment: none

Afterfoursme e e e Ee e EEEREN; EEEEEEEN
DuringtiwO s s s s s s EEEEEEEEEN: EEEEEENEN
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25.2.

Duringfve s m e e meeeeeenmmnn: EEEEEEEN
Duringten e s s e s EEEEEEEEEN: EEEEEEER
After fifteen e m m m : EEEEEEEN

If on the date you leave, moneyisowed s s e e e e e EE EE EE EEEEEN
EEEEEEEEEEEEN,EEEEEEEEEEEEEEEEEEEEEEEENER
EEEEEEEEEEEEEEEEESEEEEEEEEEEEEENN.

26. Arrangements during notice period

26.1.

26.2.

TheCompanyexpectSsyOUsE s e s EEEEEEEEESEEESEEEEEEEEN
EEEEEEEEEEEEENENN.

WereservelllllllI,IIIIIIIIIIIIIIIIIIII:'

26.2.1 terminate your employment before the expiry of the notice period
AN EEEEEEEEEEEEEEEEEEEEEEEEEEENEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
IIIIIIIIIIIIIIIIII(IIIIIIIIIIIIIIII

);

2622 requreyOURE EE EEEEEEEEEEEEEEEEEEEEEEEER
EEEN;

2623 requireyoutoremaneE e e EE EEEE EEEEEEEEEENEENEN
EEEEEEEEEEEEEEENNN.

27. Procedure after termination

27.1.

Howeverthisagreemenim m e m , s e e e EEEEEEEEEEN EEEEN
EEE:

2711 EEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEER
EEEEEEEEEEEEESEEEEEEEEEEEEEEEEEEENESR
EEEEEEEEEEENE EEER

2712 EEEEEEEEEEEEEEEEEEEEEENEEEEEEENEEEEER
EEEEEEEEEEEEESEEEEEEEEEEEEEEEEEEENESN
EEEEEEEEEEEEEEEEEENEN EEEN

2713 EEEEEEEEEEEEEEEEEEEEEEEEEEEEENNEEN,NN
EEEEEEEEEEEEEN,EEEEN

2714 S EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEN
EEEEEEEEEEEEEEEEEEEEEENEN.
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28.

27.2.

27.3.

27.4.

2721 EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEHN,

2722 EEEEEEEEEEEEEEEEEEEEEENEEEEEEN EEEN,N
EEEEEEEEEEEEEEEEEEN ,EEEN

Summary termination

28.1.

28.2.

28.3.

28.4.

28.5.

28.6.

28.7.

28.8.

28.9.

28.10.

28.11.

EEEN EEEEEEEEEEEEEEEEEEEEEEEENE EEEHR
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

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEN/ EEEEEEEEEEEEN
HENE.

serious infringement of health and safety rules; or
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29.

30.

28.12. breach of confidentiality; or

2813 EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENR
EEEEEEEEEEEEN EEEEN

2814 EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENER
EEEEEEEEEEEEEEEEEEEEEEEESESEEEEEEEEEEEEER
EE,EEEN

2815, AR EEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEENER
E NN EEEEEEEEEEEEER.

Reconstruction or Amalgamation

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEN-EEEEEEEEEEEEEEEEEEEN/ EEEEEEEN
EEE N EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEETSR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
E NN EEEEEEEEEEEEEEEEEEEEEEEEEN.

Miscellaneous matters

301, EEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEN
EEEEEEEEN  EEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEENEERN.

302 EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEHE
EEEEEEEEEEE  EEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEN  EEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEE . EEEEEEEEEEEEHE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN.

30,3, EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN
EEE NN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
E NN EEEEEEEEEEEEEEEEEEEEER.

304, EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
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EEEEEEEEEEEEEEEEEEEEEEEEEEE[/2]aEEEEEEER
EEEEEEE|[2 | sEEEEEEEEEEEEEEEEEEEEEEEEEENER

30.5. EEEEEEEEEEEEEEEEEEEEEEEN EEEEEEEEEEEEESR
Nl EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR

30.6. EEEEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE . EEERN

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]

Schedule: Data Protection Act 2018 Compliance

1. Definitions

HE:
llACtll

“Directive”

“the Data Protection
Regulations”

means the Data Protection Act 2018.

s nnn(ennn)2016/680 s e EEEEEEE
EEEEEEEEEEEEEEEEEEEEEEEEEEN27N
een20lCEEEEEEEEEEEEEEEEEEEENEER
EEEEEEEEEEEEEEEEEEEENENEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEN
EEEEEEEEEEN EEEN EEEEEEEEEEENEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEN
EEEEEEN EEEEEEEEEEEEEENEEENENEN
EEEEEEEEEEN EEESEEEEEEEEEENEENEN
mmm2008/977 /mmmnm.

ssnnnnnn(ennn)2016/679 e ummEmnEn
EEEEEEEEEEEEEEEEEEEEEEEEEE2/m
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Een20lCEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEENENEEEEEEN
EEEEEEEEEEEEEEEEEEEEENEENEEEEEN
EEEEEEn, e EnnEnd5/46/mmmn(
EEEEEEEEEEEEEEEN)

“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.

“
EEEEEEEEEEEED EEEEEEEEEEEEEEEEEEEE EEEEEEESRN

Data Protection

2.1.

2.2.

2.3.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR
EEEEn  EEEEEEEEEEEN.

Legal basis of processing your personal data

3.1.
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3.2.

Change in the legal basis of processing

41.

4.2.

4.3.

EEEEEEEEEEEEEEEEEEEEEEEN, EENEEEEEEEEEEN
EEEEEEEEEE|(EEEE-EEEEN]

Disclosure and/ or sharing of your personal data

5.1.

5.2.

5.3.

5.4.

5.5.
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Your access request

6.1.

6.2.

6.3.

EEEEEEEEEEEEEEEEEEEEEEEEEEEN, SEEEEEEEEN
EEEEEEEEE NN EEEE NN NN NN NN EEEEEEEEEEN.
EEEEEEEEEEEN, EEEN|(EEEE|EEEE(EEEE-EEEEEEEN

1

EEE N EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEEEEN EEEEEEEE EEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEE EEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEN EEEEEEEEEEETR
EEEEEEENE EEEEEEEEEEEEEEEEEEEEN.

Removal of information

Who handles your data

8.1.

8.2.

EEEEEEEEE NN EEEEEEEEEEEEEE NN EEEEEEEEEEEN
B . EEEEEEEE NN EEEE NN NN EEE NN NN EEEEEEN
EEEEEEEEEEEEEEEEEEN, SEEEEENN|[EEEEEEEEN]|EEN
En[EEEEEmEN]

19 © Andrew Taylor and Net Lawman Ltd



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.
1.2
1.3.

1.4.

1.5.

1.6.

1.7.

1.8.
EEEN

2.1.

2.2

2.3.

2.4.
2.5.

EEEEEEEER  EEEN ,EEEEEEEE EEEEEEEEEEEER.

all information you gave to us.

financial information processed through the banking system.
EEEEEEEEEEEEEEEEEEEEEEENEEEEEEEED EEEEEEENR NN
EEEEEEEEEEEEEEEEEEEENEEEEEEEEEEEEEEEEEEEEEESR
EEEEEERN.

information relevant to the performance of your contract.

A EEEEEEEEEEEEEN  EEEEEEEEEEEEEEENEEEEEEEEEEEHNm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN EEEN EEEEEEER
EEEEEEEEEEEN EEEEEEEEEEEEEEEEEEEEEEEE EEEEEER
EEEEEEEEEEEEER.

EEEEEEEEEEEEEEEEEEEEEEEE  EEEEEEEEEEEEEEEEETSRmR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSRm
HENE.

[IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII].

satisfy our obligations under this contract;
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN,;

EEEEEEEEEEEE/EEEE/mEEE/AEEE/AEEN;

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEE(EEEEEEEEESEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEESEEESEEEESEEENEEEEEEN
EEEEN)

Post termination

3.1.
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3.2.

3.1.1.

3.21.

3.2.2.

3.2.3.
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Explanatory notes:

Casual employment contract

General notes

The following materials contain the main legal sourcestowhichyous s s e s s e e EE R
EEENE.

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/act/20/enacted/en/print.html

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/

https://www.workplacerelations.ie/en/what_you should know/employer-
obligations/transparent-and-predictable-working-conditions/

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, as s s e e e s e e e s eEEEEN.

2. Probationary period

In Ireland, there is no specific law that requires employers to provide a probationary
period for new employees. However, it is common practice for employers to include a
probationary period in employment contracts. The period can be from a few weeks to
months. Where you provide a probationary period, the Transparent and Predictable
Workingeemeeeee202 se e eSS EEEEEEEEEEESEEEEEEEENER
EEEEEEEEEEEEEGCEEEN . EEEEEEEEEEEEEENEN.

Moreover, an employee has the same right during probationary period as at any
other time. However, dissatisfaction such that the employment is terminated at the
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expiryofth e m s e e EEEEEEEEEEE ‘EEEEEEEEEEEEEEEEEEN

n .
You can delete this paragraph if not required.
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. If it is contained in another document, then that document
mUStbelllllllllllllllllIIIIIIIIIIIIIIIIIIIII
EEEEEEEEEEEEEERE.

Provision for change is important. If it is not included in the contract, then any attempt
by youto changetheplaceortype s s s e e e e EEEEEEEEEEEEEEEEEN
EEEEEER.

Training
This is an optional paragraph. Editordeletc s m s s s s e e e mm.

However, please note that if employee training is a legal requirement in your industry
then you should keep it. In that case, the law requires you to make sure your
employees get the training. Forthat, s s s s s s s s s s e s EEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEERE.

Mandatory training is required by law in the health and safety sector and food
industry. Formoreinformation, s s s s s s s s s EE S EEEEEEEEEEEEEEEN
m:

https://www.citizensinformation.ie/en/employment/employment_rights_and_condition
s/employment_rights_and_duties/employer_obligations.html

Place of work

The main purpose of this paragraph is to give the employer the right to move the
employee around. If frequentmoves maybe s s mm s s e e e s EEEEEEEER
EEEEEEREN.

Hours of work

The recent change in the Organisation and Working Time Act 1997 has removed the
phrase ‘zero hours practice'. It means that an employer will no longer be able to
engageanIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII
EEEEEERNR.

The Organisation and Working Time Act 1997 also states that the maximum average
working week for many employees cannot exceed 48 hours. This does not mean that
aworkingweekcannever s e 48 s . EEEEEEEEEEEEEEEEENEN
EEEEEEEER.
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10.

We have provided flexible range of hours with an option to call the employece m m m m
EEEEEEEEEENER.

Edit to suit your actual arrangement.

5.3: The Organisation of Working Time (Records) (Prescribed Form and Exemptions)
Regulations 2001 requires all employers to keep detailed records of start and
finishing times, hours worked each day and eachweekand s s s s s s s s &
III.IIIIIIIIIIIIIIIIIIIIIIIIIIII3IIII.

We suggest you leave it as is.
Payment in a non working week
We have worded this paragraph for compliance. Leave s m s s e e e e mm m m.

The recent changes in the employment law have introduced a floor payment. This is
foproteCtlEEEEEEEE-EEEEEEEEEEEN.

Under the law there will be a new minimum floor payment, of three times the national
minimum wage to compensate workers if they are called in to work but do not receive
the expected hours of work. This is the law. Section 18 of the Organisation and m m =
senneneEn 097 amm e S EEEEEEEEEN (REEEN
mum)smnnm2018.

You may find details at:
http://www.irishstatutebook.ie/eli/2018/act/38/section/15/enacted/en/html#sec15

Here is current rate of national minimum wage. You may set higher rates but an
atempi e e EEEEEEEEEEEEEEEEEEEEEN.

http://www.citizensinformation.ie/en/employment/employment rights and conditions/
pay and employment/pay inc_min_ wage.html

Salary

Necessary provisions.

The last sub para enables deductions whichwould s s s e e e e e e E N .
Expenses

We have no comment

Annual leave

This and the following paragraph relate directly to the statutory leave entitlements.
Because there are statutory requirements, we have worded the document for
compliance. If / when you edit this paragraph to provide more generous leave
provision, beware of accidentallyreducin e e s e s e s e EEEEEEEEEEEEN
EEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENESRN
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1.

12.

13.

Annual leave entitlement is governed by the Organisation of Working Time Act 1997.
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
E—EEEEEEEEEENER.

You may find more details at:

http://www.citizensinformation.ie/en/employment/employment rights and conditions/
leave and_holidays/annual leave public_holidays.html

Sick leave and sick pay

This paragraph continues in the vein of the previousone. The s s s e e e s e m E ®
EEEEEEEEEEEEEEEEEEEENE- - EEEEEEEEEEEE.

The sick leave and sick pay rules are governed by the Sick Leave Act 2022 s m m m m
ssnnnnnEnEn?2022 (e eeeEEEE N )nnnn2022.

You may find more details at:

https://www.citizensinformation.ie/en/employment/employment rights and condition
s/leave _and holidays/sick leave.html#:~:text=1f%20you%20become%20ill%20durin
g,leave%20at%20a%20later%20date.

Sickness during annual leave
Leave it as is.

The law requires you to deduct sick leave days from annual leave period if an
employee gets sick duringhisannual E e e e E e E S EEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENETR
EEEEEEEEEEEEER.

Other absence

Under the law employees are entitled to different types of leave days. It is good idea
thalm e e EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENER
EEEEEEEEEEEEEEEEEEEENEEEEEEEEEEEE.

Good practice is to hand a personal copy to each new employee starter and to
maintainalIIIIIIIIIII.IIIIIIIIIIIIIIII,IIIIIIII
EEEEEEEEEEEEEEEEEEEEEEEEEEEERE.

You may finddetailsof al n e e e e e e e e e e e e e e EEEEEEEN;

http://www.citizensinformation.ie/en/employment/employment_rights_and_conditions/
leave_and_holidays/
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14.

15.

16.

17.

Pension

Your obligation as an employer is to make provisionforapensione s s s e e m m
IIIIIIIIIIIIIIIIIIIIIII/IIIIIIIIIIII.

We have providedtwooptions.Byal s s s s s s s e s s s s ss s EEEEEEER
EEEEEEEN.

Option 1: If you have an internal company operated pension scheme s s s e e m 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 enter m
EEEEEEEEEENE-EEEEEEEENEEEEEEEE EEEEEEEEEEEEESR
EEEEEEEEEEEEEEENEEE  EEEEEEEEEEEEEEEEEEEEEEETRN
EEEEEEEEEEEEEEEEEEEEEEEEEEEE EEEEEEEEEEEEETRN
EEEEEEEEEEEEENR EEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEENEEEEEE.

You may find more information at:

http://www.citizensinformation.ie/en/money_and_tax/personal_finance/pensions/pers
onal_retirement_savings_accounts.html

Work outside Ireland

Another provision to enable you to move the employce s s s e e e e e m m =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEER.

Collective agreements
Delete if not required.
Other business or employment

The European Union (Transparent and Predictable Working Conditions) Regulations
2022 has set a restriction that an employer cannotpreventan e s s s e e e e mm m

EEEEEEEEEEEED EEEEEEEEEEEEEEED EEEEEEEEEENESR

EEEEEEEEEEEEEEEEEEEEEEEEEEEERE.

However, there is an EXCEPTION that such restriction on the rightto s s s s s m m =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENETR
n.

The law has not set a precise definition of the ‘objective ground’ but to be effective
theymustnotbe s s e . EEEEEEEEEEEEEEEEEENEN EENEENENEN
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18.

19.

You can find details at
https://www.workplacerelations.ie/en/what _you should know/employer-
obligations/transparent-and-predictable-working-conditions/

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 it is that a judge will
(el e EEEEEEEEEEEEEEEEE N EEEEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENETR
EEEEEEEEEEEEE EEEEEEEENEEEEEEEEEEEEEEEEEEEETRN
EEEEEEN EEEN  EEEEEEEEEEEEEEEEEEEEEEEEEEEEETRmN
EEEEEEEEEE EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRN
EEEEEEEEEEER.

Processing your personal data
Self explanatory provisions.

This paragraph deals with the obligatonS s s s s s s s EEEEEEEEEEEEEEE
Em.

Youmayneedtoadd otherdata, s s s s e e e e e s sEEEEEEEEEEER
EEE.

We suggest leave theseprovisionsas iSE s s e E e EE EE EE EEEEEEEEEN

20.

Staff handbook and company policies

It is an excellent idea to have and maintain a comprehensive staff handbook as a
bible of procedures and policies. These policies all relate to areas where s s m m m =
EEEEEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRN
EEEEEEEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEEEETRmN
EEEEEEEEEEEEER.

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 policy is crucial. We have
therefore incorporated compliance intothiS s s e s e e e EEEE S EEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEEEEEEEE . EEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEENE.
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21.

22,

23.

24,

25.

26.

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. Good
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEED . EEEEEEEESR
EEEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
u.

Confidentiality

Because this provision is so important to most organisations, your employees must
beleftinnodoubtaS e e EEEEEEEEE N EEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEER EEEEEEEEEEEEEEEEEEEER.

New intellectual property

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
EEEEEEEN . EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
IIIIIIIIIIIIIIIIIIIIII,IIIIIIIIIIII“IIIIIII
EEEEE ' EEEEEEEEEEEEEEEENEENEN.

Bribery

It is good practice to make cleartoemployeeS s s s s s EEEEEEEEEEEEE
EEEEEEEEE NN NN EEEE NS EEEEEEEEEEEEN
EEEEEEEEE NN EEEEE NN NN EEEEEEEEEN
EEEEEEEEEEEEEEEEEEEN.

Disciplinary and grievance procedures

Net Lawman has provided a very elegant, step-by-step approach to these m m m m m
EEEEEEEEEEN EEEEEEEEEEEEEENEEEEEEEEEEEEEEEEETRN
EEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEETRN
EE Nl EEEEEEEEEEEEEEEEEEEEEEEEEEEE EEEEEEEEESR
EEEEEEEEEEEEEEEEEEENEEEEENEEEEEEEENEEEEEEENEEEEEETRN
EEEEEEEEEERN.

Notice of termination

We have provided notice period required underthe law - s s s s e s e e e e Em E ®
snnennnnnnEnnEEEEN973 aeen200] smEeEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEENEN . EENEEESEEEEEEEEEEEEEN
EEEN, EEEEEENEN:

http://www.citizensinformation.ie/en/employment/unemployment _and redundancy/lo
sing _vyour job/losing job entitlements.html

Arrangements during notice period
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27.

28.

29.

30.

When an employee is under notice, the relationship suffers, s s s s s e e s . s mum
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEE.

Procedure after termination

Care should be taken in looking to future to consider what this employee might be
doinginamatter s s s e s EEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEENEEER . EEEEEEEEEEEEEEEEEEEEEEETRN
EEEEEEEEEEENR EEEEEEEEEEEEEEEEEEEEEEEEEEEE.HN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN . EEHN
EEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEENEEEEEEEEEEEETRN
EEEEEEEEEEEEEEEEEE.

Summary termination

At Net Lawman we hate lists in legal documentS. s s s s s s s s s s e s s EE N, &
EEEEEEEEEEEEEEEEEEN ‘EEEEEEEEEEEEEEEEEEER EN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER

Despite this precise list, it is still essential to investigate in accordance with your
disciplinary policy. ltisimportani s s s s s s s s S EEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEE . EEEEEEEEEEESR
EEEEEEENR . EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE.HE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEER.

Reconstruction or amalgamation
ThSEeEEEEEEEEEES EEEEEEEEEEEEEEEN.
Miscellaneous matters

A number of technicallyimportant s e e e e e e EEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN

Schedule:

Paragraph.lllllllllIIIIIIIIIIIIIIIIIIIIII.

1.

Definitions

BaSiCEmmEEEEEEEEEEEEEEEEEN EEEEEEEEEEEEEEEEEENN

29 © Andrew Taylor and Net Lawman Ltd



Data protection
AENEEEEEEN EEEEEEEEEEEENEEEEEENNN.
Legal basis of processing

The Act allows a person or businessto processpersonal s s s e e e e e EEEEE N
EEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEENENER
s s’ enen" (eeeeeene ' senn'snen"'eEEn")  EEEEn
EEE:

Oneorbothof e e e EEEEE EEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEN.

Lesscommonly,somedato s s s e s e e e EEEE EEEEEEEEEEEEEEEER
EEEEEEEEEE NS EEEEEEEEEEEEEEEEEEN.

Where the data subject is an employee the most obvious basisoOf s e e s e e mm ®
EEEEEE ' EEEEEEEE EEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN EEEEEEENEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEER
EEEEEEEEEEEEEENEN.

You must make sure that when you ask specifically forconsent , s s s s s s s nm m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEENR EEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
HE.

Change in the legal basis of processing
YOUIIIIIIIIIIII.IIIIIIIIIIIIIIII.
Disclosure and/ or sharing of personal data

You must say who gets to see or use your employee’spersonal s s s s . s s mnm
EEEEEEEEEEEEEE‘EEEEEEEE SN EEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN
EEE.

Access to personal data

The Act provides that a data subjecthaSs s s s s s EEEEEEEEEEEEEEEER
EEEEEEEEEE NN NN, EEEEEE NN NN EEEEEEEEEEEEEEEN
EEEEEEEEE NN EEEEE NN NN EEEEEEEEEN
EEEEN.

Removal of information
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Youshouldleave s s e E e E EE EEEEEEE N . EEEEEEENEEEEEEENEERN
EEEEEEN.

8. Who handles your data

ThisparagraphsetfS e s s e e S EEEEEEEE N EEEEEEEEEEEEEEENEN
EEEEEEEEEEEEEEEEEEEN.

|nanycase,youmUStllllIllllIIIIIIIIIIIIIIIIIIIIII
EEEEEEEEEEEEE EEEEEEEEEEEEEEEE . EEEEEEEEEEERN
E NN EEEEEEEEN.

Notes to the Appendix to the Schedule

We have separated these provisions intoan appendix s s s s s s s s s EEEEE ®
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEN EEEEN EEEHN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENETR
EEEEEEEER.

The appendix is simplyyourstatement, s s s s e e e EEEEEEEEEEEEN BN
EEEEEEE NN SN NN N NN NN NN EEEEE NN EEEEEEEN
EEEEEEN.

ThepurposeofthisE e e EE EE EE EE EE EE EEEEEEEEEEEEEEENEERN
EEEEEEEEEEEEEEEEEEEEEEEEEENN.

WehavegivenyOURE e S S EEEEEEEEEEEEESEEN EEESESEEENENEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEENNN.

MakesurelllllllllIIIIIIIIIII,IIIIIIIIIIII.

The third numbered heading is unlikely torequireedit. s s s s e e e e e e e EE E N
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEER . EEEEEEEEEEEEEEEEEEEE-EESRN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEERE.

Basic Irish law relating tolimitaton s s s s e e e e e e e e e e e s e EEEEEEN,
EEEEEEEEEEEEEE NN SN NS NN NN EEEEEEEEEEEEEEEEEN
EEEEEEEEN.

End of notes
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