CONTRACT OF EMPLOYMENT

Fixed Term – Specified purpose
Replacement for Caretaker on Sick Leave

Terms and Conditions of Employment at ANYWHERE SCHOOL and list of duties
1. NAME AND ADDRESS OF EMPLOYER

EMPLOYER:


Board of Management,






Address





Address





Address





Reg. No. 
2. NAME AND ADDRESS OF EMPLOYEE
EMPLOYEE:


Name






Address










Address





Address
3. TITLE OF POST:  

Caretaker  –Specified Purpose

4. NATURE OF POSITION


a) This post is temporary full-time and will commence on _______________.
b) The Employee is engaged on a specified purpose contract to provide cover for a Caretaker who is absent on sick leave, and which will terminate upon the cesser of the said specified purpose.
c) As the Employee is replacing an employee who is on sick leave, the post cannot be filled on a permanent/ contract of indefinite duration basis in his/her absence.  
d) The Employee accepts the objective grounds and agrees that the contract offered is on a specified purpose basis that cannot be offered as a contract of indefinite duration.

e) The provisions of the Unfair Dismissals Acts 1977 – 2007 or any amendment thereto shall not apply to a dismissal consisting only of the expiry of the said term/purpose without it being renewed.
f) The Employer agrees to notify the Employee of any vacancies that become available for a permanent Caretaker post during the course of this contract.  Notification shall be given by way of advertising on the school notice board during term time.
g) Probation – The Employee will be on probation for six months with immediate effect. At the end of the said period the specified purpose appointment may be confirmed,   probation may be extended for a further period not exceeding eleven months or your employment may be terminated as the Board of Management may determine.  In the event that your performance is unsatisfactory during the probationary or extended probationary period, your employment may be terminated by one week’s notice.  
5. PLACE OF WORK

The normal place of work will ordinarily be the School.  The Employee may be required from time to time to work and/or travel outside of the normal place of work.  In such circumstances, the Employer will endeavour to give the Employee as much notice as is reasonably possible.  However, there may be occasions when it is not possible to give the Employee such notice.  

6. HOURS OF WORK 


All hours worked will be subject to and recorded in accordance with the provisions of the Organisation of Working Time Act, 1997 and the Organisation of Working Time Act (Regulations) 2001.  

The working week for a caretaker is a 39 hour, 5 day week. 


Hours of attendance will be such as may be laid down from time to time by the Board of Management. Caretakers, where required by special circumstances e.g. Board of Management Meetings, security call outs etc., to be available for duty during evenings and at night.

7. REMUNERATION

· You will be paid weekly (one week in arrears) for hours worked
· You will be paid by cheque/bank transfer.
· Your rate of pay will be €xxxxxx per hour gross

· Payment for overtime will be made where applicable.  You may receive time off in lieu of payment for overtime.

8. TIME SHEETS

Employees must complete a time sheet at the end of each week.   Time sheets are to be handed in to the main office and are then ratified by the Principal.

9. ANNUAL LEAVE 

Granting of annual leave, payment for annual leave and arrangements for public holidays will be governed by the provisions of the Organisation of Working Time Act, 1997.  Depending on time worked, employee’s annual leave entitlement should be calculated by one of the following methods:

a) An employee who works at least 1,365 hours per annum will receive an annual leave entitlement of 4 working weeks in a leave year, or;

b) One-third of a working week for each month in the leave year in which the employee works at least 117 hours (but subject to a maximum of 4 working weeks), or;

c) 8% of the hours the employee works in a leave year (but subject to a maximum of 4 working weeks).

Employees covered by two or more of the above calculations will be entitled to use whichever method results in the greater amount of annual leave.   Permission and prior authorisation is essential before annual leave is taken.  The granting of annual leave at any particular time is always subject to the requirements of the school and all annual leave is liable to suspension during periods of exceptional pressure.  The final decision in allocating leave rests with the Principal or other responsible officer acting on behalf of the Board of Management, having regard to the exigencies of the school


You are expected to avail of your leave allowance during the current leave 


year, and permission from the Principal must be given before any portion of 


the allowance may 
be carried forward. 
10. PUBLIC HOLIDAYS
Your entitlement to leave for Public Holidays shall be in accordance with the terms of the Organisation of the Working Time Act, 1997. Part-time employees who have worked 40 hours in the 5 weeks ending on the day before a public holiday qualify for public holiday benefit.

11. LAY-OFF AND/OR SHORT-TIME
The School reserves the right to lay you off from work or reduce your working hours where, through circumstances beyond its control, it is unable to maintain you in employment or maintain you in full-time employment. You will receive as much notice as is reasonably possible prior to such lay-off of short-time. You will not be paid during the lay-off period. You will be paid for hours actually worked during periods of short-time. 
You will not be paid for any school holidays including mid-term breaks, Christmas and Easter school holidays and June, July or August, unless you are specifically required to work during these times.
12. SICK LEAVE 
There is no provision for payment of wages to you during absences from work due to illness or injury. 
If you are absent from work due to illness, you should contact the Department of Social Protection to ascertain your entitlements.  The School reserves the right to have you examined by a Medical Advisor.

In the event of absence from work you are required to contact the School by 10.00 a.m. on the first day of absence.


The granting of sick leave will be subject to the following conditions in particular:


i)
that the absence is properly certified


ii)
that there is no evidence of permanent disability of service.

A certificate from a qualified medical practitioner must be submitted on the third day of a continuous absence and on a weekly basis thereafter. Sick leave will not be allowed for a longer period than one week on any one certificate.


Uncertified sick leave.
Sick leave for single or two-day absences in total not exceeding 7 days in a 2 year period (counting backwards from the date of your latest self-certified sick leave) may be granted without medical certificate.

Medical certificates must in all cases of continuous absence be furnished on the third day at the latest. Class ‘A’ PRSI staff, must submit their MC1 cert before the fourth day of illness
13. CONFIDENTIALITY

All information in the course of work is deemed to be confidential.  You shall not discuss or disclose any information of a confidential nature relating to the school or its business or in respect of which the school owes an obligation of confidence to any person during or after your employment except in the proper course of your employment or as required by law.
14. PENSION

The school does not operate a pension scheme.  However, the School has nominated ___________________________________to provide Personal Retirement Savings Accounts to employees.  While the School is prepared to facilitate deductions from your salary and the payment thereof to INSERT NAME OF PRSA PROVIDER, the School will not be making contributions.
15. VARIATION IN TERMS AND CONDITIONS


The Employer reserves the right to amend or vary the Employee’s terms and conditions of employment from time to time. The Employee will be given not less than one month’s written notice of any significant changes to the Employee’s terms and conditions of employment.  

16. GRIEVANCE AND DISCIPLINARY PROCEDURES
ACCS, on behalf of the school, and the main negotiating unions have agreed a procedure for dealing with grievance and disciplinary matters which will apply to your employment.  (Copy attached).
17. CODE OF PRACTICE FOR DEALING WITH COMPLAINTS OF BULLYING AND HARASSMENT OF STAFF

ACCS, on behalf of the school, and the main negotiating unions have agreed a procedure for dealing with complaints of Bullying, Harassment and Sexual Harassment which will apply to your employment.  (Copy attached).
18. HEALTH AND SAFETY

The Employer will take all reasonably practicable steps to ensure the Employee’s health, safety and welfare while at work.  In addition, the Employee undertakes to take reasonable care for his/her own safety and health and that of any of his/her fellow employees and any other persons who may be affected by the Employee’s acts or omissions while at work.  
The Employee hereby agrees to co-operate fully with the Employer, all of his/her fellow employees and any other persons to such extent as will enable the Employer, its employees, servants, agents and all other relevant persons to comply with any provisions of the Safety, Health and Welfare at Work Act 2005.  



The Employee is required to familiarise himself/herself with the 




Employer’s/School’s Health & Safety Policy.  Appropriate protective clothing will 


be provided. These will not carry an emolument benefit.

19. EQUALITY 
ANYWHERE SCHOOL is committed to a policy of Equality of Opportunity in its employment practices.  The school is also committed to the maintenance of a working environment free of all forms of harassment including sexual harassment and harassment on the grounds of gender, marital status, family status, age, religion, race, disability, sexual orientation and membership of the Traveller Community.  
20. NOTICE OF TERMINATION

Except in circumstances justifying immediate termination of your employment by the School, you will be entitled to receive the appropriate period of notice set down in the Minimum Notice and Terms of Employment Act, 1973-2001.

Your employment may be terminated without notice for serious misconduct or failure to carry out such duties as may be assigned to you by the School from time to time.

You are required to give 1 weeks notice of termination of your employment.
21. GOVERNING LAW

The Employee’s employment shall at all times and in all respects be governed by the laws of Ireland and subject to the exclusive jurisdiction of the Irish courts.

I accept and agree to all the above terms and conditions of employment and to 

perform the duties as listed at Appendix 1


AND


To perform such other similar duties as may be required and generally to carry 

out such duties as may be required from time to time by the Board of 
Management, Principal, Vice-Principal or other person placed in charge. 


Signed:  ____________________________________Date:______________




Employee

Signed:  ___________________________________ 
Date:______________


         

(For the School )


Position:____________________________________
Appendix 1

The Principal acting on behalf of the Board of Management will decide the duties that are to be performed and the actual hours to be worked each week.

List of duties
(this list is indicative but not exhaustive)

a) To take care of the school premises and contents, and to prevent, as far as possible, any damage to the structure, furniture, fittings and equipment.

b) To keep clean the school premises, furniture and fittings and/or to ensure that they are kept clean.

c) Caretakers shall co-operate in introducing new plant and equipment.

d) To undertake the necessary duties associated with the heating of the building.

e) To exercise economy in the use of fuel and light throughout the building and prevent all unauthorised use of same.

f) To keep in safe custody the keys of all rooms in the building and to ensure that no unauthorised person has any access to any part of the building.

g) To carry out painting, distempering and general maintenance of the school premises, furniture, equipment and plant.

h) To carry out such improvements to the school building and grounds as may be practicable, depending upon local circumstances.

i) To write up such records relating to their work and the work of cleaning staff as are required

j) To open and close the school and to admit and direct authorised persons, as directed by the responsible officer.

k) To have all classrooms ready for the meeting of classes at least half an hour before the official time of commencing.

l) To note and arrange for the receipt/collection of stores, fuel, timber, iron, parcels of glass and other materials, and for the transfer of stores, equipment and similar materials.

m) To be responsible for the maintenance of stocks of fuel, cleaning materials, toilet requisites, electrical fittings, etc.

n) Co-operate with new technology

· Paging systems,

· T.V. security (closed circuit),

· Swipe card (security purposes/not disciplinary),

· Burglar alarms (security/controls/call outs),

· Computers.
Where necessary adequate training will be given at the expense of the school management to caretakers where new technology is introduced.

o) Multifunctioning and Multiskilled all staff will carry out all duties appropriate to their grade and will learn and utilise all the necessary skills. All staff will discharge in full the range of maintenance and semi-skilled tasks assigned to include those devolved from V.E.C. Craftsmen.

p) To give such assistance as may be required in connection with the planting, care and maintenance of the school garden and demonstration plots.

q) To keep the school grounds and recreational areas generally in good order and to prevent trespass thereon.

r) To co-operate on management initiatives.

s) To co-operate with CES, and other such initiatives.

t) To bring to the notice of the appropriate authorities any acts of misconduct observed.

u) To supervise the behaviour of children. This, however, is not intended to relieve teachers of their duties in regard to the supervision of pupils.

v) Semi-skilled work

w) To perform such other duties as may be required and generally carry out such instructions as may, from time to time, be given by the Board of Management, the Principal or other responsible officer.
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