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	Name of company
	

	Address
	

	


CONTRACT OF EMPLOYMENT

	Entered into between
	

	
	(herein after referred to as the employer)

	and
	

	
	

	Name of Employee
	

	
	(herein after referred to as the employee)

	ID No
	

	
	

	Engagement Date
	


1.
Commencement


	1.1
	This contract will begin on this
	
	day of
	
	20
	

	
	and continue until terminated as set out in clause 2.1

	
	

	1.2
	Place of Work
	

	
	

	1.3
	Job Title
	

	
	

	1.4
	Job Description
	

	
	
	

	1.5
	Duties
	

	
	
	

	
	
	


2.
Termination of employment.


	2.1
	Termination of this contract will be 
	
	weeks. Notice must be given in writing. 

	
	In the case where an employee is illiterate notice must be given by the employee verbally.

	
	
	
	

	2.1
	The parties agreed that on termination of the contract of employment, the employer shall furnish the employee with a Certificate of Service and the UIF Card.


3.
Employee remuneration (where applicable)

3.1
The employee shall be entitled to the following weekly/monthly remuneration.



	Remuneration
	Details
	Amount

	3.1.1 Basic Wage / Salary.
	(Per Week) (Per Month)
	R
	

	3.1.2 Shift Allowance/ Overtime.
	(Per hour) (Per day) (Per Week) (Per Month)
	R
	

	3.1.3. Transport Allowance.
	(Per day) (Per Week) (Per Month)
	R
	

	3.1.4. Other allowances.
	
	R
	

	
	
	
	

	Total Weekly/Monthly Remuneration
	R
	



3.2.
The total value of above remuneration shall be (the total clause 3.1.1 to 


3.1.4) (Adjust or delete clauses 3.1.2 to 3.1.4. as needed)

3.3
The employer shall review the employee’s salary wages once a year.

4.
Working Hours


	4.1
	Normal working hours will be from
	
	am to
	
	pm

	
	on Monday to Friday.

	
	
	
	
	
	

	
	and from
	
	am  to
	
	pm on Saturday 

	
	
	
	
	
	

	4.2
	Overtime will only be worked if agreed to between the parties, from time to time

	
	
	
	
	
	

	4.3
	The employee will be paid for overtime at the rate of one and a half times his/her total wages as set out in clause 3.1.2.


5.
Meal Intervals 

	5.1
	The employee agrees to lunch break of (One Hour) (30 min.). Lunchtime will be taken

	
	from
	
	to
	
	daily


6.
Sunday Work

	6.1
	Any work on Sunday will be by agreement between the parties from time to time.  

If the employee works on a Sunday he/she shall be paid double wage for each
 hour worked for as in 3.1.1.


7.
Public Holidays

	7.1
	· The employee will be entitled to all Official Holidays on full pay. 

· If an employee does not work on a holiday, he/she shall receive normal payment for that day.

· If the employee works on a public holiday he/she shall be paid double.


8.
Annual Leave

	8.1
	The employee is entitled to
	
	days paid leave after every 12 months of

	
	continuous service. Such leave is to be taken at times convenient to the employer and the employer may require the employee to take his/her leave at times as coincide with that of the employer.


9.
Sick Leave

	9.1
	During every leave cycle of 36 months (3 years) the employee will be entitled to an amount of paid sick leave equal to the number of days the employee would normally work during a period of six weeks.

	
	

	9.2
	During the first six months employment the employee will be entitled to one day’s paid sick leave for every 26 days worked. There for the employee is entitled to 6 days paid sick leave after a period of 3 years work

	
	

	9.3
	The employee is to notify the employer as soon as possible in case of his/her absence from work through illness. A Doctors Medical Certificate must be produced (as proof) by the employee upon resume of duties otherwise the employer may not be obliged to pay the employee for hours and days absent.

	
	


10.
Maternity Leave  (Tick the applicable clause in the space provided)

	10.1
	The employee will be entitled to
	
	days maternity leave without  pay.
	

	
	
	
	
	

	10.2
	The employee will be entitled to
	
	days maternity leave on R …………..pay
	

	
	
	
	
	


11.
Family Responsibility Leave.

	11.1
	The employee will be entitled to three days family responsibility leave during each leave cycle.


12.
Deductions from Remuneration

	12.1
	The employer may not deduct any monies from the employee’s wage/salary unless the employee has agreed to this in writing on each occasion.


13.
Other Company Condition of employment or benefits:

	1. 
	By accepting this offer of employment, you imply that you are competent to efficiently carry out the work for which the instruction of your superior and insubordination will be tolerated.

	2. 
	You are not expected to act in manner, which could be considered to be improper or unproductive to the company nor may you commit neither illegal nor dishonest act. Should you witness any other employee committing any counter productive dishonest or illegal act, you are required to report immediately the matter to your superior. 

	3. 
	Punctuality, attendance times are to be adhered to in strictest confidence.

	4. 
	Employees are expected to treat all customers equally in a friendly and welcoming manner.

	5. 
	Time deduction and penalties shall be imposed on late coming and absenteeism.

	6. 
	All equipment, machinery, vehicles, remains the property of the company and may only be used for the company activities.

	7. 
	No private or personal software, documents or any other media may be installed in the company computers. You will not be permitted to do any private work without permission from the management.

	8. 
	You must ensure that you will carry out all procedures in the interest of safety and you must report to your superior, any thing that is likely to cause an accident or fire.

	9. 
	Please note Internet and Telephone facilities are being electronically monitored against unauthorized calls and misuse.

	10. 
	Visitors (on personal capacity) are not allowed to remain in the office (premises) for longer than 15 minutes.

	11. 
	The employee may not leave his/her post to entertain private visitors during working hours, or to attend to his /her personal duties with out permission of senior management.

	12. 
	Any time (minutes) spent outside work area or duties shall be deducted accordingly from the employee salary.

	13. 
	Smoking and drinking of liquor and fighting are not allowed on the company premises nor are encouraged even beyond working hours.

	14. 
	All offences or failing to adhere to the conditions by the employee shall be dealt with in a proper procedure as stated in the BCEA (Basic Conditions of Employment Act.)

	15. 
	From time to time selected employees may be required to go for training or attend seminars at the expense of the company.

	16. 
	You are required to abide by the Company Rules and regulations and amended from time to time.

	17. 
	The penalties for common offences will be displayed at Staff / Company Notice Board.


14.
General 

Any changes to this agreement will only be valid in writing and have been agreed to and signed by both parties. 

Thus done and signed at ………………………………………..…………………………………………………

on this …………  day of:……………………….……………………….20 ……………

………………………………………….


……………………………………………..

Employer





Employee

Witnesses:………………………………………………

This Contract of Employment is subject to review from time to time of which all applicable parties shall be consulted to facilitate and approve such changes.
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