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Dated: [Date]
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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 m s m “mmmm/mm
am’)

[Company address]
[employee name]

[employee address]

1. Entire understanding

1.1.  Except as noted below, this agreement contains the entire understanding
between you and us and supersedes all previous agreements and
arrangements (if any) relating to your employment. s s s s s s s s s ®
EE N , EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR

1.2.  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 EEE EEEEEEEEEEEEEEEEEEN

1.21 your curriculum vitae / resume, senftO s e s e e e e m [Em mm];

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

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

Start and continuity

2.1.  Your employment with the Company [starts /s s s s e s e [ mm].

2.2. No employment with any other Employer counts towards your continuous m m
EEEEEEEEEEEEEEEEEEEEEERE.

OR

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

m ]
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24.

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

Job title and job description

3.1.

3.2.

3.3.

3.4.

Your job title is [job title]

Your main tasks and responsibilities are setout s s s e e e e e e EE E R E N
EEEEN.

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 e E E E E N . EEEEEEEEEE SN, EEEEEEEENEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEENE.

Your duty is to perform your job to the best of your ability and to comply with
them e EEEEEEEEEEEEEEEEEEEEEEEEENNR:

3.4.1 hold any office and/or other appointment in or on behalf of the m m =
EEEEEEEEEEEEEEEEEEEEEEEEEEENEN,

3.4.2  report to the [title / chief executive / director / board] as often as
necessarytokeepthem e s e s e e EEEEEEEEEEEEEEEE
EEEEEEEEEEEEEEEEEEEEERE.

3.4.3  You agree to do all in your power to promote develop and extend the
business of the Company and in all respects conform to and comply
with the proper and reasonable directons s s s s s s s s e e En[n
EEN/EEEEEEEE/EEEEEEEN, EEEEEEEN EEEN]

3.4.4  comply with all rules or codes of conduct required by any regulatory
bodyine e e s EEEEEEEEEEEEEEEEEEEEEENEN.

Place of work

4.1.

OR

4.2.

4.3.

Your normal place of work is our above address but we reserve the right to
ChangelIIIIIIIIIIIIIIIIIII25IIIIIIIIIIII.

Your normal place of work is [address] but we reserve the right to change m m
llllllllllllllllll25llllllllllll.

You agree to work anywhere in the Republic of Ireland as the Company may
EEEEEEEEEEEEEEEEEEEENEEEEEEEEEEEE.
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4.4.

If the Company requires you to work permanently at a place which
necessitates a move fromyourpreseNni{ e e e EE E EEEEE EEEEEEEN
EEEEEEEEEEEEEEEEEEEEER.

Hours of work

5.1.

5.2.

5.3.

Your normal hours of work are [9.00 am to 5.30 pm] Monday to Friday,
excluding public holidays. However, owing to the nature of your job your
workingtime s s s e EEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEN.

It is in the nature of your job that the task on hand may frequently be more
important than the specific hours. Accordingly, you are required s e e m m m m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEENER.

You are 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 s s s sssssssssnnn ) nnn?200T mm
EEEEEEEEEEEENEEEEEEEEEEEEEER.

Salary

6.1.

6.2.

6.3.

6.4.

6.5.

OR

6.6.

6.7.

Your salary is € [0000] per annum payable in equal monthly instalments [by
credit transfer] on the 28th day of eachmonth, s s s s s e s m m m m m 28th m
EEEEEEEEEEEEEEEENEEN EEEEEEEEEEEEEENEER.

We reserve the right to change the pay frequency, day and method of
payment, at any time if we decide to do so. If we do thiswe willgive m m m m m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEERE.

You will receive no additionalpayment s s s s s s s s s s s EEN.

Your salary will be reviewed annually. We will tell you of any change. The
Companyshallnotbc s s s s EEEEEEEEEEEEEEEEEEEEEEEEN
EEEEEEEEEENN.

[The Company operates a bonus scheme in which you qualify for inclusion. m
EEEEEEEEEEEEEEEnmnnmi]

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

The Company may at any time during your employment and after its

termination deduct from your salary any money which youowe tothe s m m m
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6.8.

If you give notice to terminate your employment within [12] months of
attending any external course for which the Company has paid, you agree
that you will owe us [50] % of the cost of that course. fyoUn e s s e m mm &
EeE[0]EEEN EEEEEEEEEEEEEEEEEEEEEEENEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER.

Expenses

7.1.

7.2.

7.3.

The Company will reimburse to you all reasonable expenses incurred by you
in your work, providedyou provide{tO s s s s s s s , sEEEEEEEEEN
EEEEEEEEEEEEEEEEENE.

The Company reserves the right to change this arrangement so that the
expenses you may incur without the permissionof the s m e e e e e e e m E m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE.

The Company will reimburse to you the cost of a subscriptiontoca s s s s m =
EEEEEEEEEEEEEEEEEEEEEE.

Annual leave

8.1.

8.2.

8.3.

8.4.

8.5.

Your entitlement to holiday for annual leave days s s s s s s e s s e m m
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 by m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEN.

[We ask you to agree the dates of your leave days at least 28 days in
advance with your supervisor or director. Forourpatwe s s s s s s e mm m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEE]

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 EEEEEEEEEEEEEEEEEEEESR

EEEEEEEEEEN)

We may also give you similar notice (or longer notice) of s s s s s s mm =
EEEEEEEEEEEEEEEEERE.
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8.6.

8.7.

8.8.

OR

8.9.

8.10.

You can take your annual leave only after you have completed three months
EEEE (EEEEEEEEEEEEEEEEEEEN)

A day's holiday pay for the purpose of this paragraphis 1/ 260th e s e s m m =

You may not carry holiday forward from one year to the next. The Company is
notallowed s e e e E EEEEEEEEEEEEEEEEEEEEEEEENEENER
EEEEEER.

You will be entitled to carry over a maximum of [five]daySsa e s e e e mmm m
EEEEEEEEEEEEEEEEEEEEEE.

If either of us terminates your employment by notice, then any annual leave
entitlement 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 taken m m m
EEEEEEEEEEEEEEEEN EEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEERENR.

Sick leave and sick pay

9.1.

9.2.

9.3.

9.4.

OR

9.5.

9.6.

Your entitlement to leave for sickness orinjury is (3]s s s e e Em m.

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] as soon
aspossiblebefore s e EEEEEEEEEEEEEEEEEEEEEEENEEER
EEEEEEEEEEEEEsnnnennnnnnnnn([11:00mmmnm]

You should inform us of the reason for your absence, likely duration and an
approximatetme s e e e EE EE EE EE EE EEEEEEEEEEEENENERN
EEEEEN.

Except in an emergency, you are required to inform [name of / your line
manager / your supervisor etc] personally. We do not accept any call on your
behalffomafriend/ sm e s /EEEEEEEEEEEEEEEEEEEEENER
[IIIIIIII/IIIIIIIIIIII/IIIIIIIIIIII].

Please note that it is not enough to ask a relative simply toringand m m =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEN .EEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEE,EEEEEEEEEEEEEEEEESRm
EEEEEEEEEENR.

If your absence continues for a number of days or weeks, you must continue
tocontacCtUS EE EEEEEEEEEEEEEEEEEEEEEEEEEEENEER
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10.

11.

9.7.

9.8.

9.9.

You must provide us with a medical certificate. Further medical certificates
must be provided to cover any continued absence. s s s s e e e EEEEE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEER . 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 = =
IIIIIIII)IlllllIIIIIIIIIIIIIIIIIIIIIIII
IIIIIIIIIIIIIIIIIIIIIIIIIIIIII[IIII/IIII
Illlllllllllllllllllllll],llllllllllllll
EEEE NN EEEEEEEEEEENR EEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEERNR.

Provided you have complied with the general terms relating to sickness
absencereferredtoabove, s s e EE EEE EEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEHRmR
IIIIIIIIIIIIIIII[IIII]IIIIIIIIIIIIIIIIII
E I EEEEEEEEEEER.

Sickness during annual leave

10.1.

10.2.

If you fall sick during your annual leaveperiod s s s s s s e s s e s EEEE®
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE.

If you do comply withtheprocedure s s s s e EEEEEEEEEEEEEEEN
EEEEEEN-SEEEEEEEEEEEEEEEEEEEEEEEEEEEENRN
EEEEEEEEN.

Other absence

11.1.

|fyOUFIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII:
11.1.1  maternity,
11.1.2 paternity,
11.1.3 adoption,

11.1.4 carer leave,
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12.

13.

14.

11.1.5 force majeure,
11.1.6  or any other reason

thenyoushouldask [ am e e EE S /EEEEEEEEEE NN / EEEEEEEEEN
mm]

11.2. We do have separate Company policeS s s s e e e e e e EEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER.

Pension

[Option 1: e e EEEEEEEEEEEEEEEEEESEEEEEEEEENEEENEENER
EsEmEnn.]

121, Weshal se s s s e es s s s [EEEEEEEEEEREN]

12.2. Contributions to the scheme are made by youandbyus. amem , smemmnm
EEEEEE(EEEN] S EEEEEEEEEEEEEEEEEEEEEEEEEN
BN, EEEEEEEEEEEEEEEEEnEn,[snnn]%.

[Option 2: Use thisoptionifthecm m e e e e EE EEEEEEEEEEEEEEENEN
EEEEEEN. . EEEEEEEEEE NN NN EEEEEEEEEEEEEEEEEEEERN
EEEEEEEEN.]

12.3. TheCompanyshallprovide s s s e e e e EEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEN.

124, Youmayfindmore s s s e s e e s e eSS E S EEEE 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
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER.

Health insurance

14.1. The Company will pay the premiumson a s s s EEEEEEEEEEEEEEN
EEEEEEEEE NN EE NN NN NN NN NN EEEEEEEEEEEN
EEEEEEEEEEEEENENN.

14.2. The Company reservestherighttO s s s s s s s s s s s s EEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
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15.

16.

14.3. The Companyis notitselfliable s s s e s e e s e e s e EEEEEEEEEES

Company car

15.1.

15.2.

15.3.

15.4.

15.5.

OR

15.6.

15.7.

15.8.

The Company will provide a car for yourbusinesSa s s s s s s e e mnnm. n
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE.

You mustcomplywithCompanycars s s s s s s s E S EEEEEEEENE
EEEEEEEEE NN EEEEEEEEEEEEEEEEEEEEEEEN.

When your employment terminates, you agreetoreturn e s s s s s e e mm m
EEEEEEEEEEEEN EEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEENERNR.

YouagreetotakegoodcCarc s s m e e e e e EEEEEEEEEEEEEEEE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN.

You agree that the finalpayments s s s s s s s s s s EEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEEN.

The Company will not provide you with a car. Instead the Company will pay
you a monthly car allowance of € [amoun{ | e s e e e EEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEENEEEEEEEEEEEEEEEEEESR
EEEEEEEEN EEEEEEEEEENEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEND EEEEEEEEEEERE.

Yourcarallowancewilbe s e e e e E R EEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEN.

Yourcarallowanceisfuly s s s s s s s s s EEEEEEEEEEEEEENN
EEEEEEEEEEEEEEEEEEEEEEN.

Staff handbook and Company policies

16.1.

You now acknowledge that you have beengivena s s s s s s s s s mnm
EEEEEEEEEEEEEED EEEEEEEEEEED EEEEEEEEEETSR
EEEEEEEEEEEEEEEEEEEEEEEEEEEERNR:

16.1.1 health and safety;
16.1.2 equal opportunities and non-harassment;

16.1.3 computers, email, Internet and communications;
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17.

18.

16.2.

16.3.

16.4.

16.1.4 company vehicles;
16.1.5 data protection.

You may not smoke anywhere during working hours. Outside working hours,
youmay s s s E E EEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE BEEESRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEER.

Insofar as any of these policies imposes an expectation of behaviour on you =
EEEEEEEEEEEEEED EEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERE.

You accept the importance for the Company in maintaining and enforcing fully
Up>- E E EE-EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER.

Other business or employment

17.1.

17.2.

17.3.

17.4.

You must devote the wholeof your s s e s , s e e s EEEEEEEEEEEEE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESN

You may notunderanycircumstancesSsdfO s s s e E E EE E N EEEENEENEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEER.

You may not do other work (even voluntarywork), Or s s s s s e s s mm =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEER.

You may not take or retain ownership of any interest in any business whether
or not competitive with the businessof s e e e EE e EEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
[5]% s EEEEEEEEEEEEEEEEEEEEEEEENNN.

Processing your personal data

To satisfy our legal obligation, we process your personal data accordnge e s s m m
EEEEEEEEEEEEEEEEEEEEEEEEnnEEEEnnnn?2018 ammEnm

IIIIIIIIIIIIIIIIIII2,IIIIIIIIIIIIIIIIIIIIII
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19.

20.

Disciplinary and grievance procedures

19.1.

19.2.

The formal grievance procedure need not be your first step in bringing to our
attention a work related problem. Weencourage s s s s s s e s s mm=®
EEEEEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEEEEEEER . EEEEEEEEESR
EEEEEEEEEEEEEEEENEEEEEEEENEEE EEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEENEEEEEEEEEEENEEEEEEEESR
EEEEEEEER.

If you believe somethingwe do orfailtodoenttle s s e e s e e e e e nm
EEEEEEEEEEEEEEEEEEEEEE EEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRmR
n .

Confidentiality

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

20.1.

20.2.

20.3.

In this paragraph, "Confidentia/l s s s s " s s s s s s s EEEEEEEEEER
EEEEEN EEEEEENEEEEEEEEEEENN:

20.1.1 informationaboutstaff, s e e e E EEEEEEEEEEEEEEEEER
EEEER;

20.1.2 ourbusinesses methodSE e e E EE E E E E E N , EEEEEEEN,
EEEN,EEEEEEEEENENER,

20.1.3 information about suppliers agents distributors and customers;

20.1.4 information aboutthe Intellecttal s e e e e EE EE EEE E R E N -B
EEEEEEEEEEEEEEEEEEEEENERN.

"Intellectual Property" means Intellectual Property of s s s mmmmm , s mmnm
EEEEEEEEEEEEEEEENEEEEEEEEEEEEEEEN .EEEEESRm
EEEEEEEEEEEENENR:

20.21 intellectualproperty s s s s s s s e e EEEEEEEEEEEEEEN
EEEEEENN;

20.2.2 patents, trademarks, unregistered marks, designs, copyrights, m m =
H, EEEEEEEN EEEEN  EEENE-EEEN  EEEEEEEEETSRm
HEEl , EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR
EEEEEEEN.

You now promise that you will:
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21.

20.4.

20.5.

20.6.

20.3.1 keep all records of Confidential Informationonly at m m m m = = m = (
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
IIIIIIIIIIIIIIIIIIIIIIIIIIIIII);

20.3.2 useyourbestendeavourS s s s EEEEEEEE N , EEEEEEEN
EEEEEEEEEEEEEEEEEENN.

You now promise that you will not :

20.4.1 use for yourself nor divulge nor disclosetOm s s s e e (e mmm
IIIIIIIIIIIIIIIIIIIIIIIIIIII)IIIIII
EEEEEEEEEEEEEEEEEEEEERE.

20.4.2 store,copy,orusethc s s e EEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEESEEEEEEEEEEEEEEEEEENER
EEEEEEEEEEEEENNEN,

20.4.3 remove from Company's premises or copy or allow anyone s s m m m
EEEEEEEEEEEEEEEEEED EEEEEEEEN EEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE.

This paragraph does not apply to disclosure:

20.5.1 of information that it is reasonably necessary to disclose s s m m m =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEENEN;

20.5.2 made with the consentoftheproper s s s e e e e e e EEEEEE RN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEEEEEEEEEEEENNEN,;

20.5.3 of information or knowledge whichcomes s s s e e e e e e mE ®
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETRm
EEEEEEENEN,;

The provisions of this paragraph shall continue after termination of this m m m
EEEEEEEEEEEEEEEEE|[S|sEEE , EEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
HE.

New Intellectual Property

21.1.

21.2.

So far as Intellectual Propertyiscreated s s s s s s s s s s s s EEEEEE N
EEEEEEEEEE NS EEEE NN NN EEEEEEEEEEN
EEEEEEN.

You now agree that you will:
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22,

23.

21.3.

21.4.

2121 doyourutmosttoensurc s s s EEEEEEEEEEEEEEEEENEN
EEEEEEEEEEEEEEEEEEEEEEEENNEN,;

2122 telltheCompany s s e e e e e e EE EEE S EEEEEEEEEEEN
EEEEEN;

21.2.3 provide to the Company whatever full specification description m m m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEENNEN,;

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

The provisions of this paragraph shall continue indefinitely s s s s e e mm =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEENER.

Bribery and other corrupt behaviour

22.1.

22.2.

The Company has a strict anti-bribery and corruption policy. Ass s s s s m =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE.

If you bribe (or attempt to bribe) another person, intending either to obtain or
retain business for the Company, ortoobtainorretain e e e e e e e e e e m m
EEEEEEEEEEENEEEEEEEENEENEEEEEEEEEEEEEEEEEESR
EEEEEEEENR EEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN . EEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEN EEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEENE.

Garden leave

23.1.

23.2.

23.3.

AtanytimewemayrequireyoOUE E E EEEEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEN EEEEEEEEEEEN EEEEEEEEEEEEN
EEE.

You will cease to carry out your duties.

YouWill s e e e EEEEEEEEEEEEEEEEEEEEEEEEEEENENENERN
m
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24,

25.

23.4.

23.5.

We will continue topay youyourfullsalary. ss s s s s s s s ssssmsmnmm
EEEEEEEEEEEEEEEEEEN EEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEER.

YoumustcontinUE s e e E EE EEEEEEEEEEEEEEEEEEEEEEN
EEEEEEEENEENEER.

Termination of employment

24 1.

24.2.

24.3.

This contract will automatically s s s s s s s s EEEEEEEEEEEEEEE
EEEEEEEEE NN EEEEEEEEEEEENN:

Duringyourfirst s s s s mmmm: [Temmm]
Afteroneyearsammm: [3mmmnm]

At any time during a period of notice given by either of us, we may terminate
youremploymeni s s s s e s EEEEEEEEESEESEEEEEEEEEER
EEEEEEEEEEENEEEEEEEEENEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEES . EEEEEEEEEEEEEEEEEEEEEESR
EEEEN EEEEEEEEEEEEEEEE EEEEEEEEEEEEEEEESR
HEN.

TheterminatonofthiSE e EEEEEEE EEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEENEN.

Arrangements during notice period

25.1.

25.2.

TheCompanyexpectsyOURE E e EEEEEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEENN.

WereservelllllIII,IIIIIIIIIIIIIIIIIIII:

25.2.1 terminate your employment before the expiry of the notice period
andEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
IIIIIIIIIIIIIIIIII(IIIIIIIIIIIIIIII

);

2522 requreyoUE EEEEEEEEEESEEEEEESESEEEEEEEENEN
EEEN;

2523 requireyoutoremaneE e e EE EE EE EE EEEEEEEEEEERN
EEEEEEEEEEEEEEEEN.
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26.

Summary termination

The Company is entitled to terminate your employment by summary notice in writing
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENETR

26.1.

26.2.

26.3.

26.4.

26.5.

26.6.

26.7.

26.8.

26.9.

26.10.

26.11.

26.12.

26.13.

26.14.

26.15.

theft s mEEEEEEEEEEEEEEEEEEEEEEEEEN
physical violence; or

serious 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

bringing alcohol or any recreationaldrug e s s s e s EEEEEEEEEEEE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EENE.

incapabiltywhilstoOn s s s s s s S EEEEEEEEEEEEEEEEEEEEER
EEEE;EEEN

negligencewhichcauseSE s s EEEEEEEEEEEEEEEEN , EEEEEN
EEEEEEEN EEEN

serious infringement of health and safety rules; or
breach of confidentiality; or
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27. Procedure after termination

271 mEEE , EEEEEEEEEEEN EEEEEEESEEENEEENENEN EEEEN
EEE:

27711 EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENER
EEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEENEEEENEENER
EEEEEEEEEEEEEEEEEEEEEEEEEEENEN;EENEN

2712 EEEEEEEEEEEEEEEEEEEEEEEEEENEN EEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEN
EEEEEEEEEEEN EEER

2713 EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEENENEEEN

2714 EEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEN EEER

2715 EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEESEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEN EEER

2716 EEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEEER
EEEEEEEEEEEEESEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEERN.

271.7 AN EEEEEEEEEEEEEEEEEEEEEEEEEEEEN BB
E NN EEEEEEEEEERER.

27.2. If requested by the Company, you will

2721 EEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEER
EEEEEEEEEN,

2722 EEEEEEEEEEEEEEEEEEEEENEEEEEEN EEEN,N
EEEEEEEEEEEEEEEEENEN.

27.3. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEDR,
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
IIIIIIIIIIIIIIIIIIIIIIIIIIIIII(IIIIIIII
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII).

27.4. EEEEEEEEEEEEEEEEEEEEEEEE EEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEE O EEEEEEETR
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28.

27.5.

27.6.

No competition

28.1.

28.2.

28.3.

28.4.

28.5.

28.6.

IIIIIIIIIIIIIIIIIIIIIIIIIIII[IIII]IIIIII
EE IS EEEEEEEEEEEEEEEEEEEEEEEEEN ONENEE BEEERN
, AIFE T I IS EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRmR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII[IIII]II
EEEEEEEEEEEEEEEEEEEEREER.

IIIIIIIIIIIIIIIIIIIIIIIIIIII[IIII]IIIIII
EEEEEEEEEEEEEEEEEE EEENEN  EEEN ,EEEEEEEEEETRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEE , EEEEEEEEEEEEEEEEEETR
.

IIIIIIIIIIIIIIIIIIIIIIIIIIII[IIII]IIIIII
EEEEEEEEEEEEEEEEEEN , EEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII[I
III]IIIIIIIIIIIIIIIIIIIIIIII.
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29.

30.

287. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
E NN EEEEEEEEEEEEEEEEEEEEEEEN.

Reconstruction or Amalgamation

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR
EEEEEEEEEEEEN-EEEEEEEEEEEEEEEEEEEE/ EEEEEEEN
EEE N EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEETSR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEN.

Miscellaneous matters

301, EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESN
EEEEEEEEE EEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEENEERN.

302, EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE N
EEEEEEEEEEE EEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEE  EEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEE . EEEEEEEEEEEEHE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EE N EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN.

30,3, EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN
E NN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
E NSNS EEEEEEEEEEEEEEEEEER.

304, EEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEEEN
EEEEEEEEE NN EEEEEEEEEEEEEEEEEEEEEEEEEENR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEE[/2]sEEEEEEER
EEEEEEE[2{ | eEEEEEEEEEEEEEEEEEEEEEEEEEENER
EEEEEEEEEENN.

30.5. EEEEEEEEEEEEEEEEENEEE , EEEEEEEEEEEEEEEENE EHN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
HENE.

30.6. EEEEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE . EEERN
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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 1: Bonus system

Here explain the system, including:

° to whom it applies

° what triggers the bonus payment

° how the payment is calculated

o when the payment becomes due, and is made

o EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER.
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Schedule 2: Data Protection Act 2018 Compliance

1. Definitions

HE:
llACtll

“Directive”

“the Data Protection
Regulations”

“the Law”

means the Data Protection Act 2018.

ssssnnnn (ennn)2016/680 s e e EEEEEEEE
EEEEEEEEEEEEEEEEEEEEEEEEE’2/ EEEE
20 EEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEERN
EEEEEEEEEEEEEEEEEEEEEEEEEEEENEN
EEEE, EEEN, EESEEEEEEEEEEEEEEEENEN
EEEEEEEEEEEEEEEEEEEEEEEEEEE, EEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEENN,N
ssnssnnnnnnnnnnnnnn?2008/977 /mmmnm.

sssnnnnn(ennn)2016/679a e e EEEEN
EEEEEEEEEEEEEEEEEEEEEEEER?/ EEEE
206 e EEEEEEEEEEEEEEEEEEEEEEEEENEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEN
EEEEEEEEESEEEEEEEEEEEEEEEEEEEEN,
sssssnnnnnEnd5/46/aaen(EEEEEEEEE
EEEEEEEN)

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.

“
EEEEEEEEEEEEN EEEEEEEEEEEEEEEEEEEE EEEEEEETR

n "
EEEEEEEEEEEE, EEEEEEEE EEEEEEEEEEEEEEEEEEETSR
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Data Protection

21.

2.2.

2.3.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEn  EEEEEEEEEEEN.

Legal basis of processing your personal data

3.1.

3.2.

EEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEENE NN
EEEEEEEEEEEEEEEEEEEEEEENEEN ,EEEEEEEE EEERN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEER.

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.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEENEENR EEEEEEEEEEEEEEEEEEEETR
21 © Andrew Taylor and Net Lawman Ltd



5.2.

5.3.

5.4.

5.5.

Your access request

6.1.

6.2.

6.3.

EEEEEEEEEE NN NN EEEEEEEEEEEEEN EENEEEEEEEN
EEEEEEE NN NN NN EE NN NN NN NN EEEEEEEEEEN.
EEEEEEEEEEEN, EEEN[EEEN|EEEE[EEEEN-EEEEEEEN

].

EEEEEEEEEEEEEEEE , EEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN.
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Removal of information

Who handles your data

81, EEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEEEEEN
N . EEEEEEEEEEEE NN NN NN NN EENEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEN EEEEEEEN[EEEEEEEE]EN
En[eEEEEEERN]

8.2. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEE  EEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEENEENEER.
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Appendix 1 to Schedule 2

Data Processing Activities

What we or you may process in each category

1. We shall process this basic personal data

11.

EEEEEEEEN EEEN  EEEEEEEN EEEEEEEEEEREER.

1.2. all information you gave to us.

1.3. financial information processed through the banking system.

1.4. EEEEEEEEEEEEENEEEENEEENEEEEEEEEEEEEE EEEEEEENR NN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEN.

1.5. information relevant to the performance of your contract.

16 EEEEEEEEEEEEEEEN  EEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEE NEEEN EEEEEEER
EEEEEEEEEEENE EEEEEEEEEEEEEEEEEEEEEEEEN EEEEENER
EEEEEEEEEEEEER.

1.7. EEEEEEEEEEEEEEEEEEEEEEEE EEEEEEEEEEEEEEEEERN
EEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEEEEEER
HENE.

18 (NS EEEEEEEEEEEESEESEEEEESEEENENEEENEN]

2. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEETSR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEENENEN:

2.1. satisfy our obligations under this contract;

2.2. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER;

2.3. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEENR.

EEEEEEEEEEEEEEEEEEEE EEEEEEEEEEEEEEEEEEEEEEEEER

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEER.

2.4. EEEEEEEEEEEE/ EEEn/mEEn/ mEEE/ EEER;

2.5. IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII(II
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
IIIIIIIIIIIIIIIIIIIIIIIIIII).

3. Post termination
31 EEEEEEEEEEEEEEEEEEEEEEEEEEEE EEEEEEEEEEEEETSRm

3.1.1. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEE-EEEEEEEEEER
EEEEN,;
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3.2.

3.1.2. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEN,N
EEEEEEN, EEEN, EEEEEEEEEEEEEEEN . EEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEENEEN.

3.2.1. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEN,;

3.2.2. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR

3.2.3. EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSR
EEEEEEEEEEEEER.
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Explanatory notes

Employment contract: management level employee

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. Entire understanding

This paragraph prevents a party from later saying he was relying on some other
dOCumentOFWGbllllllIIIIIIIIIIIIII.

2. 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 s s ssEEEEEEEN.

3. 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
mUStbelIlllllllllllllllllllllIlIIIIIIIIIIIII
EEEEEEEEEEEEEERE.
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Provision for change is important. If it is not included in the contract, then any attempt
by you to change theplaceortype s s s s e e e EEEEEEEEEEEEEEEEEEN
EEEEEER.

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 e m , s e EEEEEEEEEEEEN
EEEEEEEN.

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, 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
finishnge e e s , EEEEEEEEEEEEEEEEEEEEEEEEEEEENEENEEER
EEEEEEEEEEEEENR EEEEEEEEEEEEEEEEEEEEEEEEEEETR
Sammnm.

Salary

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

Expenses
We have no comment.
Annual leave

This and the following paragraph relate directly to the statutory leave entitiements.
Because there are statutory requirements, we have worded the document for
compliance. If / when you edit these paragraphs to 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
paymentinlIIIIIIIIIIIIIIIIIIIIIIIIIII.IIIIIIII
EEEEEEEEEEEEEEEEEEEEEEER . EEEEEEEEEEEEEEEEETR
HE.

Annual leave entitlement is governed by the Organisation of Working Time Act 1997.
The version provided in this contractisthe s s e s e e e e e EEE - EEEEEEER
EEENE.

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
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10.

1.

12.

This paragraph continues in the vein of the previous one. The version provided here
isthemnmuMesesesEeEeEEE - EEEEEEEEEEEN.

The sick leave and sick pay rules are governed by the Sick Leave Act 2022 and Sick
Leave Act 2022 (Prescribed s mm s s m e e e mmnnn)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 during his annual leave period. Of course if the employee
providesyoumedicCal s e s e EE EE EE EE EEEE SN SN EENENEENEENEENEN
EEEEEEREN.

Other absence

Under the law employees are entitled to different types of leave days. It is good idea
that you do mention all such types in this paragraph s s s s s s s s s s s s s E =
EEEEEEEEEEEEEEEEEEEE.

Good practice is to hand a personal copy to each new employee starter and to
maintain a single central copy. When updates are made, s s s s s s e e e e e mm®
EEEEEEEEEEEEEEEEEEEEEERE.

Youmay finddetailsof all se e s e s s s e s e s s e e eeeeenEEN;

http://www.citizensinformation.ie/en/employment/employment_rights and conditions/
leave and holidays/

Pension

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

We have providedtwooptions.By all s s s s s s s s s s s s s ssEEEEEEEER
EEEEEEEN.

Option 1: If you have an internal company operated pension scheme s s s s 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 m m m
EEEEEEEEEEEENE-EEEEEEEEEEEEEEEE EEEEEEEEEEESR
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13.

14.

15.

16.

17.

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 theemployece s s s s s e s e e e e e E
EEEEEEEEE NN EEEEEEEEEEEEEN.

Health insurance

We have no comment.

Company car

We have no comment.

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 areaswhere s s m m m m
EEEEEEEEE EEEEEEEEEEEEEEEEEEEEEEEEEEEEEENESR
EEEEEEEEEEENR EEEEEEEEEEEEEEEEEEEEEEEEEEEENESRN
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 infothis s s e e e e e e e E e EEEEEEEE
EEEEEEEEEEEEEEEEEEENEEEEEEEEEEEEEEEEEENEEEEEETRN
EEEEEEEEEEEEEEEEENEEEEEEEEE . EEEEEEEEEEEEEEEETRN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEENEEEEEETRN
EEENE.

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
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEENEEEEEENEEEEEETRN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEND . EEEEEEEESR
EEEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEESRN
u.

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 s s s s m m

EEEEEEEEEEEEE EEEEEEEEEEEEEEEE EEEEEEEEEENESR

EEEEEEEEEEEEEEEEEEEEEEEEEEEERE.
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18.

19.

20.

However, there is an EXCEPTION that such restrictionontherightto s s s s s m m =m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
u.

The law has not set a precise definition of the ‘objective ground’ but to be effective
theymustnotbe s e e EEEEEEEEEEEEEEEEEEEN EEENEEEENER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEENE.

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

Edit to your exact requirement
Processing your personal data
Self explanatory provisions.

This paragraph deals withthe obligatonS s s s s s s EEEEEEEEEEEEEEEE
Em.

Youmayneedtoaddotherdata, s s s s s s e s EE S EEEEEEEEEEENEN
EEE.

We suggest leave these provisionsaSS s s s s s s s s s s e EEE’2EEN
EEEEEEEER

Disciplinary and grievance procedures

The code (S1/146/2000 — Industrial relations Act, 1990 Order, 2000) provides the
guidelines on the general principles regarding dismissals and grievance procedures.
The principles and procedures of this Code of Practice should apply unless
alternative agreed procedures exist in the workplace which conform to its general
pl"OViSiOﬂSfOFIIIIIIIIIIIIIIIIIIIIIIII.IIIIIIIIIII
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEENEEEEEENEEEEEETRN
EEEEEEEEEEEEEEEEEEEEEEENEEE EEEEEEEEEEEEEEETRN
EEEEEEEEEEEEEEEN , EEEEEEEEEEEEEEEEEEEEEEEEETRN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEENEEEEEETRN
EEEEEEEEEENR.

For detailed guidelines, please visit:

http://www.irishstatutebook.ie/eli/2000/si/146/made/en/print

Confidentiality

Because this provision is so important to most organisations, your employees must
beleffinnodoubtaS e e e e EEEEEEE N EEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEE NN . EEEEEEEEEEEEEEEEEEEER.
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21.

22,

23.

24,

25.

26.

New intellectual property

This 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
anOtherllll.llllllllllllIIIIIIIIIIIIIIIIIIIIII
IIIIIIIIIIIIIIIIIIIIII,IIIIIIIIIIII“IIIIIII
EEEEE ' EEEEEEEEEEEEEEEEEENN.

Bribery and other corrupt behaviour

It is good practice to make clear to employees that any contravention is a breach of
confracttoo. Thal e e e EEEEEEEEEEEEEEEEEEEEEEEEEENENERN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENETR
EEEEEEREN.

Garden leave

If you need to enforce this provision it is likely to be in a time of crisis. The last thing
youwantiSIllIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII
EEEEEEEEEEEEEEEEEENR EEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEER.

Termination of employment

Edit to your requirement. Fordetailled s s s s e e e e s e e EEEE N EEEEEEEN
m:

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

Arrangements during notice period

When an employee is under notice, the relationship suffers, s s s s s s s s . s nm =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEENEEEEEENEEEEEETRN
EEEEEEEEEEEEEEEEEEEEEEEEEER.

Summary termination

At Net Lawman we hate listsin legaldocuments. s s s s s s s s s e e e mEEE, &
EEEEEEEEEEEEEEEEEEE ‘EEEEEEEEEEEEEEEEEEER’ EN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEN.

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

disciplinary policy. Itisimportani s s s s s s e EEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEE . EEEEEEEEEEESR
EEEEEEER . EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE.HN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENETR
EEEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
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27.

28.

29.

30.

Procedure after termination

Substantial deletion may be required. Care should be taken in looking to future to
consider what thisemployeemight s s s s s s s EEEEEEEEEEEEEEEEEEN
EEEEEEE NN NN EEE NN NS NN NN NN NN EEEEEEEN
EEEE EEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEENN,N
EEEEEEEEEE NN EEE NN EEEEEEEN . EEEEEEEEEEEEEERN
EEEEEEEEEE NN EEEEEEEEEEEEN SN EEEEEEEEEEEERN
EEEEEEEEEEEEEEE NN EEE NN NN EEEEE NN EEEEEEEN
EEENE.

No competition

Provisions against competition are contrary to national policy. To be effective they
must not be unreasonable. Reasonableness depends on the circumstances. We
cannotthereforesaythaim e e e e EEEEEEEE EEEEEEEEEEEEEEEEN
EEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEETRN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEEEEEEEE . EEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEENEEEEEETRN
EEEEEEEEEEEEEEEE  EEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEN EEEN ,EEEEEEEEEEEEEEEEEEEEEEEEEETRmR
EEEEEEEEEEEEE EEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEEEEEEEEERE.

Reconstruction or amalgamation
ThSEEEEEEEEEEES . EEEEEEEENEEEEEENNN.
Miscellaneous

A number of technicallyimportani s s s s s s s s s s e s s EEEEEEEEEEER
EEEEEEE NN NN EE NN NS NN NN EEEEE NN EEEEEEEN

Schedule 2:

Paragraph s s s s s e s e s e sEEEEEEEEEEEEEERER2.

1.

Definitions

BaSiCEmmEEEEEEEEEEEEEEEEEN EEEEEEEEEEEEEEEEENN

Data protection

AEEEEEEEN EEEEEEEEEEEEEEENEENENN.
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Legal basis of processing

The Act allows a person or businesstoproceSSE s s EEEEEEEEEEEEEENE
EEEEEEEEEEEEEE NN EEE NN NN EEEEE NN EEEEEEEN
sn . seEn"'seEn" (aeEEEEEn"'enEn"'eEE " EEn") EEEEEE
(I

Oneorbothof E e e EEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERN.

Lesscommonly, somedato s s e e e e e EEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENNEN.

Where the data subject is an employee the most obvious basises s s s e e e e m m m
EEEEEEEEE ' EEEEEEE N EEEEEEEEEEEEEENEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN . EEEEEEEENEN
EEEEEEEEEEEEEE NN NN NN NN EEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEN.

You must make sure that when you ask specificallyforamm s , s ss s s nnn
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEEETRN
EEEEEEEEEEEEEEEEENEEE EENEEEEEEEEEEEEEEEEEEEETRN
EEEEEEEEEEEEEEEEEEEEEEEENEEEEEEENEEEEEEENEEEEEETRN
HE.

Change in the legal basis of processing
YOUREEEEEEEEEEN . EEEEEEEEEEEEEENEN.
Disclosure and/ or sharing of personal data

You must say who gets to see oruseyouremployee’'S s s e s e e s . s EEEEEN
EEEEEEEEEEEEE‘EEEEEEEE EEEEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEE NN NN NN NN EEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEE NN NN NN NN EEEEEEEEEEEEEEEEN

HE.
Access to personal data

The Act provides thatadatasubjecthaSs s s s e EEEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEENR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEN.

Removal of information

YoushouUlE e EEEEEEEEEEEEEEEEES . EEEEEEEEEEEEEEER

8.

Who handles your data
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Thisparagraph setfS e s s s s s  EE EEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEENN.

|nanycase,youmustllllIIIIIIIIIIIIIIIIIIIIIIIIIII
EEEEEEEEEEEEN EEEEEEEEEEEEEEEE . EEEEEEEEEEETRm
EEEEEEEEEEERN.

Notes to the Appendix to the Schedule 2

We have separated these provisionsintoanappendiXx s s s s s s s e e EEEEE N
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN .EEEE EEEHRN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETR
EEEEEEEER.

Theappendixissimplyyourss s s , s e s s eSS ESEESEESEEEEEEEN, ENN
EEEEEEE NN NN NN EEEEE NN NN NN NN EEEEEEEEEEEEN
EEEEEN.

ThepurpOSGOflllllIIIIIIIIIIIIIIIIIIIIIIIIIIIIII
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEN.

WehavegivenyOUsE e s e EE EE EE EEEEEEEEEN EENEEEEEEENEER
EEEEEEEEEEEESEEEEEEEEEEEEEEEEEEEN.

MakellllllIIIIIIIIIIIIIIIIII,IIIIIIIIIIII.

The third numbered heading is unlikelytorequircedit. s s s s e e e EEEEEEE N
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENETR
EEEEEEEEEEEEEEEEER . EEEEEEEEEEEEEEEEEEEE-EERN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEE.

BasiclrishlawrelaingtO s s s e s e s e e e EE EE EE EEE N , EEEEEEEN,N
EEEEEEEEEEE NN SN NSNS NN NN NN NN NN EEEEEEEEEN
EEEEEEEN.

End of notes
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