Employment Agreement - sample
Note: This employment agreement is provided for reference purposes.  It is advisable to seek legal counsel to confirm details of the document specific to the terms and conditions of your offer of employment.  

Date

Name

Address

City, Province

Postal Code
Confidential

Dear Mr. /Ms. Last name,

We are delighted to offer you the position of Position Title with ABC Funeral Home at XXX location.  By joining our team you will become part of a dedicated team that works together to provide our clients with the highest possible level of service. The following outlines the terms and conditions of our offer of employment.  This offer is contingent upon (example: a satisfactory credit bureau report; bonding approval) and is valid until (example: 5:00pm 4 business days from date of letter). Your signature in the space provided will attest to your acceptance.     

Job duties:

Your duties are outlined in the attached job description.  During your employment other duties and responsibilities may be assigned to you from time to time consistent with the position accountabilities and your qualifications and experience.
Reporting relationship: 

You will report to: indicate the position that this position will report to

Start date: 
Your start date will be XXX.  Please report to (name, title) at (location) at (time).  Include in this section any special arrangements such as orientation, training or meetings details that the new hire should be aware of.  
Compensation:  
Your starting salary will be ($X per hour/$x per annum) which will be paid bi-weekly less statutory deductions by payroll deposit to your designated account/by cheque.  Future increases will be in accordance with our standard employee compensation practices.  

Provide information on any bonus, incentive or variable pay programs including eligibility and terms and conditions or make reference here to an attached policy.

Probation: 
Describe your organization’s probationary policy.  For example: 
You will serve a probationary period of 6 consecutive months. During this period your performance and suitability will be evaluated. If we determine that you are unsuitable for continued employment, but that we do not have cause we may terminate your employment, during this period, by providing the greater of one weeks' notice or the notice required by the Employment Standards Act (B.C.), as it is amended from time to time. 
Termination of Employment:
Insert your termination of employment policy.  Example provided below:

After successful completion of your probationary period, and if there is no just cause, your employment may be terminated by providing the following notice*:

· Following successful completion of your probationary period and up to three consecutive years' employment, four weeks' notice.

· Following completion of three consecutive years' employment, six weeks' notice, plus one week's notice for each additional year of employment up to a maximum of 16 weeks' notice. 

Notice will not be provided where there is just cause for your dismissal, which includes but is not limited to the following: malfeasance, substance abuse, incapacitation, insubordination, breach of trust, non-performance of duties under normal standards. 

If you wish to resign, we ask that you provide us with 4 weeks' notice in writing.

* Notice may be given in writing or as pay in lieu, or any combination, at the employer's discretion.

Your legal right to notice or pay in lieu is governed by this provision, rather than the common law.

Group benefits: 
Describe the group benefits plan, including when the new employee will be eligible.
Sick days:
Describe the sick day eligibility.  
Relocation:

Describe relocation expenses as applicable.  For example:

ABC Funeral Home will reimburse relocation expenses to facilitate your move from XXX city to XXX city on the following terms and conditions.  Allowable expenses include packing and transportation of personal goods, interim accommodation, and personal travel and real estate sales commissions to a combined maximum assistance of $x.  Reimbursement is provided upon submission of receipts to xxx (position title, location). 
The relocation cost will be amortized over three years, at 1/36 per month.  If you voluntarily resign before 36 months is past, you shall be responsible to repay ABC Funeral Home the unamortized amount. The repayment of relocation assistance benefits will be due and payable immediately upon your termination.

By accepting relocation assistance benefits from ABC Funeral Home you agree to authorize ABC Funeral Home, at its option, to deduct the balance of any relocation assistance benefits which you do not repay from any compensation owed to you including, but not limited to, wages, vacation pay, severance pay, bonuses, commissions or other compensation.
Education Assistance 

Describe details of payment and repayment obligations for example:

During your employment and tenure as an Apprentice Funeral Director, ABC Funeral Home will pay, in addition to your salary, your education fees, books and supplies as required during the two year term of your apprenticeship.

If your employment is terminated involuntarily for cause or should you elect to voluntarily terminate your employment with ABC Funeral Home during your apprenticeship OR the twenty-four month period immediately following your licensing and effective promotion date to Funeral Director Embalmer you will be liable to repay all benefits relative to your Educational Assistance according to the following graduated scale:

	Departure Period:
	Repayment Due:

	During two year Apprenticeship Term 
	100%

	Promotion date to twelve (12) completed months
	100%

	Thirteen (13) to Twenty-Four (24) completed months following licensing and promotion date to Funeral Director Embalmer
	50%


Further, all payment made under this agreement, including any submitted but not yet reimbursed, cease as of the date of termination pending reconciliation of all expenses.  The repayment of educational assistance benefits will be due and payable immediately upon your termination.

By accepting educational assistance benefits from ABC Funeral Home you agree to authorize ABC Funeral Home, at its option, to deduct the balance of any educational assistance benefits which you do not repay from any compensation owed to you including, but not limited to, wages, vacation pay, severance pay, bonuses, commissions or other compensation.
Other benefits/perquisites:

Describe other benefits offered to the employee such as expenses, mileage, dry cleaning, expenses, pager allowance, memberships, cell phone/PDA etc.    

Hours of work: 
Describe the hours of work per week this position requires.  Include information on on-call, overtime and/or pager requirements. 
Vacation: 
Explain your funeral home’s vacation policy including how many days they are eligible this calendar year, how they are accumulated in subsequent years etc.
Conflict:
Other terms and conditions of your employment are set out in ABC Funeral Home’s policies issued and/or amended from time to time.   These policies are integral to and a binding part of this letter.  If ABC Funeral Home’s policies and this letter conflict, this letter shall prevail to the extent of the inconsistency. 

This Offer describes your entire Employment Agreement with ABC Funeral Home.  It supersedes and replaces any and all earlier or additional agreements or representations, whether oral or written.  
Name, we look forward to the opportunity to having you join our team at ABC Funeral Home. Should you have any questions in regards to the terms and conditions outlined in this offer, please contact XXX.
Sincerely,

Your name

Your title

Your organization

With the signature below, I accept the terms and conditions of this offer of employment.

___________________________

______________________

Signature 




Date
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Refer to FSABC HR Toolkit for additional information and resources
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