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small business services





EMPLOYMENT AGREEMENT



Bold areas are subject to change

THIS AGREEMENT made in duplicate this Xth day of  XXXX , 200__             

BETWEEN:




XXXXXXX ,  British Columbia;




(the "Employee")

AND:




Company Name and address




(the "Employer")

RECITALS:

A. Company Name (the "Employer") is a company incorporated under the Company Act of British Columbia, and is engaged in the operation of a business offering technological support services to other individuals and businesses.

B.
The Employer desires to obtain the benefits of the services of the Employee as ____________________; and the Employee desires to render such service on the terms and conditions set forth.

C.
This contract is of an indefinite term commencing xxxxxxxx, and that all prior contracts between the parties are null and void as of this date.

IN CONSIDERATION OF THE MUTUAL PROMISES CONTAINED IN THIS AGREEMENT, THE PARTIES AGREE AS FOLLOWS:

Service To Be Performed By Employee 
1. The Employee agrees that he/she will at all times faithfully, industriously, and to the best of his/her skill, ability, experience and talents, perform all of the duties required of her position.

2. In carrying out these duties and responsibilities, the Employee shall comply with all Employer policies, procedures, rules and regulations, both written and oral, as are announced by the Employer from time to time.

3. It is also understood and agreed to by the Employee that his/her assignment, duties and responsibilities and reporting arrangements may be changed by mutual agreement without causing termination of this agreement.

4. A job description of the as of the commencement date above is attached.

5. The Employee shall be available not less than 37½ hours per week.  The position requires flexibility on hours worked.   

6.
The terms and conditions of this agreement shall be effective on the date of signing.

Compensation To The Employee
As full compensation for all services provided for herein, the Employer shall pay or cause to be paid, to the Employee, and the Employee shall accept:
A salary, at an annual rate of $ XXXXXX to be paid in regular instalments in accordance with the Employer's usual paying practices, on a bi-monthly basis;

Salary and performance reviews will take place annually on or near June of each year.   

The Employer shall make all statutory deductions including but not limited to taxes, Canada Pension Plan, and Employment Insurance as required by law.

There is a Group Health Benefit Plan – see attached brochure which begins once the 3 month probationary period is completed.

Expenses
1.
The Employee shall be reimbursed for all reasonable expenses properly incurred in connection with duties arising from their employment, including but not limited to parking, mileage, meals, as authorized by the employer in advance.

Benefits
1.
The Employer shall maintain Workers’ Compensation Board premium for the benefit of the Employee.

Vacations
1. The Employee shall be entitled to all statutory holidays as set out in the Employment Standards Act and Boxing Day.

2. The Employee, when required to work on a holiday or vacation day may credit the wages for statutory holiday or vacation day(s) to a time bank and may schedule an alternative day off at overtime rates according to Labour Standards.

3. The Employee shall be entitled to paid vacations in the amount of ____days per annum plus time taken over the Christmas period.
4. Upon successful completion of their three (3) month probation period and a minimum six (6) months employment, all full-time and part-time employees may access any accrued vacation time, at a rate of four percent (4%) of total wages for the first five (5) years and six percent (6%) thereafter to be paid at least seven (7) days before the employee’s annual vacation.  The Company uses January 1st as a common date for calculating the annual vacation entitlement of all its employees.

5. Annual vacation must be taken within twelve (12) months of being earned, and should be scheduled in periods of one or more weeks unless the employee requests shorter periods. 

6. Vacation requests for periods of more than one (1) week at a time will require consideration of the Company’s operations first before approval, to ensure client services are maintained during the employee’s absence.

7. All employees are required to complete and submit a Vacation Request Form outlining all their vacation requests for the upcoming year, by mid-March of each year.  Alternatively, send an e-mail to the Office Manager and Managing Director.  Additional requests or changes to vacation time will require at least two (2) weeks notice and approval by the Office Manager or Managing Director.  All vacation requests will be considered and approved based on seniority and staffing levels.

Absences

1. The employee must inform the employer of any required absence, and accompanying reason, prior to 9:00 am on the day in question.

2. Absence may be authorized by the employer for any reason, or for illness without authorization.

3. In the event of illness which exceeds seven consecutive days, a doctor’s note is required.

Termination

This agreement may be terminated in the following manner in specified circumstances:

During the first three months of employment - Probationary Period

1. The first three months of your employment shall be probationary, during which period your performance and suitability for continued employment will be continually reviewed.

After the first three months of employment

1. By the Employee on the giving of 2 weeks notice to the Employer, the Employer may waive the notice, in whole or in part.

2. By the Employer on the giving of 2 weeks working notice to the Employee, for each year of service, in which case the Employee shall be free to seek other employment.  Should the Employee obtain other employment prior to the end of this three month period, the Employer’s obligation shall cease as at the date the other employment is obtained.  

3. Alternatively, your employment may be terminated by the Employer on the giving the Employee, pay in lieu of notice of 2 weeks in addition to one week for each year of service. The Employee shall be free to seek and accept other employment immediately.

4. By the Employer, at its option, for cause including but not limited to:

5. A material breach of the provisions of this agreement, fraud, dishonesty, dereliction of duties or refusal to follow the instructions of the Employer;

6. The absence of the Employee from the performance of their duties for any reason other than for authorized vacation for a period in excess of twenty working days total in any twelve month period.

7. Upon termination, the Employee shall have no claim against the Employer for damages and hereby releases and forever discharges the Employer from all causes of action, claims and demands, 

8. Except in respect to payment of remuneration as provided for by this agreement.

9. Notice of termination of this agreement must be given in writing, delivered personally, or by pre-paid registered mail.

Other Employment
1. The Employee shall use their best efforts to promote the interests of the Employer and shall not engage in any activities that conflict with the Employer’s interests.

2. The Employee shall not approach any client with the view to work for them outside of their contract with (Name of Company ___________), during the term of their employment or within six months of termination of their employment.

3. The Employee shall not approach any other employee with the view of enticing them to cease employment with the Employer, during the term of their employment or within six months of termination of their employment. 

Confidentiality Agreement

1.
The Employee shall not, during the term of the agreement or any time thereafter, in any manner, except where required by law or by the Employer in writing, disclose divulge or communicate to any person, firm, company, or media, or organization, any information concerning the enterprise or affairs of the Employer and the clients of the Employer, including, without limiting the generality of the foregoing, any information concerning the Employer’s technology, products, product designs, systems, customer lists, prices, suppliers, manner of operation, market development, product development, plans or financial affairs. 

Severability
1.
If any term or provision of this Agreement is declared illegal or unenforceable by any court of competent jurisdiction and cannot be modified to be enforceable, such term or provision shall immediately become null and void, leaving the remainder of this Agreement in full force and effect.

Laws
1. This agreement shall be governed by the laws of the Province of British Columbia.

IN WITNESS WHEREOF the Employer has caused this agreement to be 

executed by its duly authorized officers and the Employee has hereunto set her hand as of the date first above written.

SIGNED SEALED AND DELIVERED in the presence of:                                                                      EMPLOYER'S REPRESENTATIVE:     

Name of Manager and address of company

Signature

SIGNED SEALED AND DELIVERED in the presence of:

EMPLOYEE:

Signature

