CONTRACT OF EMPLOYMENT TEMPLATE
Entered into between:
(Company Name)
(herein after referred to as "the employer")

(Registered address of company)
Registration No: ……………………………………………………………. and

(Name of Employee)
(herein after referred to as "the employee")

ID Number: ……………………………………………………………………
(Physical Address of employee)
1. Commencement

1.1 This contract will begin on (insert date) and continue until terminated as set out in clause 4.

2. Place of work

(Stipulate the physical address and location where the employee will be based and specify if the location may vary e.g. different shops belonging to the same company)
3. Job description

Job Title: …………………………………………………………………………………………………………………………………….
Key Duties:  (List the key functions and deliverables of the position and attach the job description or job profile as an addendum.)
· …………………………………………………………………………………………………………………………………………

· ………………………………………………………………………………………………………………………………………...

· …………………………………………………………………………………………………………………………………………

· …………………………………………………………………………………………………………………………………………

 (refer to Addendum 1 – Job Profile)

4. Termination of employment 

Either party may terminate this agreement with four weeks’ written notice. 

5. Salary 
	5.1
	The employee’s wage / salary will be paid by (specify the actual means of payment e.g. EFT and the day of week/month) and will be:
	R…………. per week /month

	5.2
	The employee will be entitled to the following allowances/payment in kind/benefits: (e.g. car allowance, accommodation allowance, meal allowance, travel allowance, performance bonus)
	

	5.3
	The total value of the above remuneration shall be
	R…………… per week / month


5.4 The employer will review the employee’s salary once a year. Increases are dependent on the company’s financial performance & the employee’s performance review.
6. Hours of work 

6.1 Normal working hours will be from (start time) …………….. to (finish time) …………… (Specify days of the week, especially if shift work or weekend work is required)
6.2 Overtime will only be worked if agreed upon between the parties from time to time. An overtime record will be kept by the employer.
6.3 The employee will receive equivalent R ……………………….. per hour overtime or time off in lieu.
7. Meal Intervals 

The employee is entitled to a lunch break of one hour. Lunchtime will be taken between the hours of (e.g. 12.30 and 13.30) ………………………. daily, as work load allows, or by mutual arrangement by the parties.
8. Sunday work 

8.1 Any work on Sundays will be by agreement between the parties from time to time.

8.2 The employee will receive (e.g. double time) R …………………….. per hour or equivalent time off in lieu for overtime.
9. Public Holidays
9.1 The employee will be entitled to all official public holidays on full pay
9.2 If an employee does work on a public holiday, he/she shall receive R …………………………. Per hour or time off in lieu for that day.
10. Annual Leave 

10.1 The employee is entitled to …………………. (Stipulate number of working or calendar days.) 
Note that according to the B.C.E.A, there must be a minimum of 21 (twenty one) working days paid leave after every 12 (twelve) months of continuous service. Such leave is to be taken at times convenient to the employer and employee.
11. Sick leave 

(Points below are as per the B.C.E.A. The employer may offer better than what is stipulated but not less.)

11.1 During every sick leave cycle of 36 months 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.
11.2 During the first six months of employment the employee will be entitled to one day’s paid sick leave for every 26 days worked.
11.3 The employee is to notify the employer as soon as possible in case of his/her absence from work through illness or injury.
11.4 A medical note will be submitted by the employee for sick leave in excess of 2 consecutive days. The employer may require a medical certificate before paying an employee who is often absent (more than twice in an 8-week period) or frequently absent on a Monday or Friday.
12. Maternity leave 

(Points below are as per the B.C.E.A. The employer may offer better than what is stipulated but not less.)


Female employees are entitled to at least four consecutive months’ unpaid maternity 
leave.
13. Family responsibility leave 

(Points below are as per the B.C.E.A. The employer may offer better than what is stipulated but not less.)

Employees who have been employed for longer than four months and for at least four days a week are entitled to take three days’ paid family responsibility leave during each leave cycle.
14. Deductions from remuneration 

The employer may not deduct any monies from the employee’s salary (Save for obligatory legal deductions) unless the employee has agreed to this in writing on each occasion.
17. Tools and Equipment

17.1 The employer may provide the employee with (stipulate equipment or tools and serial numbers e.g. cell phones or laptops) in order to fulfill his/her duties.
17.2 Any tools or equipment provided remain the property of the employer and will be returned to the employer as requested, or on termination of this agreement.
17.3 The employee is required to exercise due care in handling company property and storing such in safe keeping.

18. General
Any changes to this agreement will only be valid if they are 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:

…………………………………………………………….

…………………………………………………………….
Parties’ Initials


