
Terms & Conditions of Engagement – Temporary Agency Staff

This Sample Agreement is provided for your information only and may not be relied upon as legal advice. This sample agreement might not be appropriate for your requirements. The ERF accepts no liability arising out of the use of this sample agreement. Please consult your legal or business advisor for further information or advice.


The following Terms and Conditions apply to the contract between you, the Company and all associated companies:I 	 (Print employee name in block capital letters)
accept these Terms and Conditions and agree to be bound by them. I have also read, understand and accepted all employment conditions outlined in the Company Staff Handbook.
Signed by Employee: 	 Date: 	 Signed by Employee: 	 Date: 	
On Behalf of The Company


1. Name of Employee:     _______________________________________________________

2. Address: ______________________________________________________________________________________

3. Commencement Date of Employment: 	_________

4. Place of Employment: Your place of employment will vary from location to location subject to the clients’ needs. You are responsible for getting to and from the place of work.

5. Job Title: 	

6. Rate of Pay: 	 Your rate of pay may vary from client to client. However your rate of pay will always comply with the statutory minimum wage or if an REA, JLC or Employment Order is in force for your grade, that rate of pay as set out will apply.

MINIMUM WAGE STATEMENT FOR THE PURPOSES OF THE NATIONAL MINIMUM WAGE SECTION 23(4). 
This provision requires:
a) The employer shall, within 4 weeks after receiving the employee’s request, give to the employee a statement in writing setting out in relation to the pay reference period or periods—
b) details of reckonable pay components (including the value of all forms of remuneration) paid or allowed to the employee in accordance with Part 1 of the Schedule,
c) the working hours of the employee calculated in accordance with section 8,
d) the average hourly pay (including the value of forms of remuneration other than cash payments) actually paid or allowed to the employee, as determined in accordance with section 20, and
e) the minimum hourly rate of pay to which the employee is entitled in accordance with this Act. The frequency of payment is per week and this constitutes the pay reference period, that being weekly

7. STATEMENT FOR THE PURPOSES OF THE PAYMENT OF WAGES (Amendment) (Tips & Gratuities) Act 2022 
This provision requires:
a. An employer to which this section applies shall, in a manner that is fair in the circumstances and in accordance with this Act, distribute to his or her employees any tips or gratuities received by the employer by an electronic mode of payment.
b. Subject to subsection (3), an employer shall not retain any share of tips or gratuities received by the employer by an electronic mode of payment.
c. An employer may only retain a share of tips or gratuities received by the employer by an electric mode of payment in s far as such retention is required or permitted by this Act or:
d. Where that employer
i. Regularly performs, to a substantial degree, the same work performed by some or all of the employees. And
ii. Retains a share of tips or gratuities received by an electronic mode of payment that is no more than an amount that is fair and reasonable in the circumstances having regard to the amlunt of such work so performed by that employer. 
8. Payment Details: Please refer to our method of payment policy on in the Staff Handbook. The method of payment must be strictly observed.

9. Normal working hours: Your hours are subject to client needs and will be measured by application of timesheets in accordance with the terms of the Organisation of Working Time Act (1997). A normal working day typically is 	 hours, a normal working week typically is 	 hours.

Sick Leave: If the Temporary Worker is unable for any reason to work on an assignment they should inform the Company at least one hour before start time on the first day of absence to enable alternative arrangements to be made. Unless specifically agreed to the contrary, the Temporary Worker is not entitled to payment from the Company or its Clients for time not spent on assignment whether in respect of holidays, illness or absence for any other reason. 

SICK PAY SCHEME The Statutory Sick Pay (SSP) is the legal minimum sick pay. The entitlement to paid sick leave is being phased in over 4 years:
2025 - 7 days covered			2026 - 10 days covered


Sick days can be taken as consecutive days or non-consecutive days. Sick Pay will only be paid on the days you are rostered to work and you must provide an original sick cert for each  of the three days. The sick pay year is the calendar year, so it runs from 1 January to 31 December. You can get sick pay of 70% of normal weekly pay, up to a maximum €110 a day

10. Domestic Violence leave: Domestic Violence leave as per the provisions of the Work life balance and Miscellaneous Provisions Act 2023 may see you entitled to a maximum of 5 paid working days over a 12-month period. To discuss applying for this leave in the strictest of confidence please contact the HR department who will advise you of the terms of the scheme.

11. Flexible Working – For the purposes of the Parental Leave Acts, 1998-2023, Flexible Working is a working arrangement where an employee’s working hours or working patterns are adjusted, including through the use of remote working arrangements, flexible working schedules or reduced working hours.  Flexible Working will be granted in accordance statutory provisions and entitlements.  To request this arrangement contact (INSERT CONTACT DETAILS)

12. Remote Working – For the purpose of the Work Life Balance and Miscellaneous Provisions Act 2023. Remote Working (RW) is an arrangement whereby some or all of the work ordinarily carried out by an employee at an employer’s place of business under a contract of employment is provided at a location other than at the employer’s place of business without change to the employee’s ordinary working hours or duties.

All employees have the right to make a statutory request for RW. You can request RW from your first day, however you must complete a minimum of 6 months continuous employment before an approved arrangement can start. Remote Working requests will be granted in accordance with statutory provisions and entitlements. To request this arrangement, contact (INSERT CONTACT NAME & DETAILS).  

13. Pension Entitlement: There is no Company pension scheme. The Company will facilitate an Information Day annually for all Temporary Workers on the PRSA schemes available.

14. Holidays: Your Holidays and Public Holidays will be applied in accordance with the terms of the Part Time Workers Act (1991) and the Organisation of Working Time Act (1997). Holiday pay requests should be made in writing. Holidays should be taken in the year in which they were accrued, they may be carried for 6mths after the year they were accrued.

15. Rest Periods and Breaks: Breaks will apply in accordance with the terms of the Organisation of Working Time Act (1997). Every Temporary Worker has a general entitlement to 11 hours daily rest per 24 hour period, one period of 24 hour rest per week preceded by a daily rest period of 11 hours. Rest breaks - 15 minutes where up to 4.5 hours have been worked; 30 minutes where up to 6 hours have been worked which may include the first break. All breaks must be recorded on the weekly timesheet. Failure to receive breaks must be recorded and notified to the Company.

16. Grievance Procedures: Should any member of our workforce, be it temporary or permanent, have a problem or concern about their assignment or working conditions they should aim to settle their grievance informally with the Consultant of the Company responsible for that assignment. If a temporary worker’s grievance cannot be settled informally, or a formal approach is preferable, the temporary worker should raise it formally with the Director of the Company as follows:

· Written Statement: The Temporary Worker must set out their grievance in writing and send this statement to the Director of the Company.
· Meeting: The Company will invite the Temporary Worker to attend a meeting to discuss the grievance once the Company has had a reasonable opportunity to consider its response to that information. After the meeting, the Company will inform the Temporary Worker of its decision and work towards rectifying the issues raised where practicable.
· Dismissal: The circumstances in which you may be dismissed are set out in the disciplinary procedure (Clause 15).

17. Disciplinary Procedures: The use of disciplinary procedures is imperative where an employee’s conduct, attendance or performance is of concern to an employer. The rules set standards of performance and behaviour, whilst the procedures are designed to help promote fairness and order in the treatment of individuals. It is our aim that the rules and procedures should emphasise and encourage improvement in the conduct of individuals, where they are failing to meet the required standards and not by a means of punishment. Every effort will be made to ensure that any action taken under this procedure is fair, with you being given the opportunity to state your case and appeal against any decision that you consider to be unjust.

The following rules and procedures should ensure that:
· The correct procedure is used when inviting you to a disciplinary hearing.
· Disciplinary action, where necessary, is taken speedily and in a fair, uniform and consistent manner.
· The employee will be advised of the nature of the complaint against him / her and will be given the opportunity to state his / her case before any disciplinary action is taken.
· You will only be disciplined after careful investigation of the facts and the opportunity to present your side of the case. On some occasions temporary suspension on full pay may be necessary in order that an uninterrupted investigation can take place. This must not be regarded as disciplinary action or a penalty of any kind.
· Other than for an ‘off the record’ informal reprimand, you have the right to be accompanied by a fellow employee, who may act as a witness or speak on your behalf, at all stages of the formal disciplinary process.

You will not normally be dismissed for a first breach of discipline, except in the case of gross misconduct or serious negligence when the penalty may be dismissal without notice and without payment in lieu of notice.

If you are disciplined, you will receive an explanation of the penalty imposed and you will have the right to appeal against the finding and the penalty.

There are stages to the warning procedure. The employer can reserve the right to initiate the warning procedure at any stage, or to jump stages, depending upon the circumstances of the case. Minor faults will be dealt with informally, but where the matter is serious, the following warning procedure may be used;

· Formal verbal warning:		A formal verbal warning will be disregarded after a nine-month period
· Written warning:		A written warning will normally be disregarded after one year.
· Final written warning:	 	A final written warning will normally be disregarded after one year.
· Dismissal
· Appeal  - 			You will be informed at the time of your appeal who you need to address your appeal to.  This must 
be done in writing within 5 days of the decision. You will 
General Notes
· If you are in a supervisory or managerial position, then demotion to a lower status may be considered as an alternative to dismissal except in cases of gross misconduct.
· In exceptional circumstances, suspension from work without pay for up to five days as an alternative to dismissal (except dismissal for gross misconduct) may be considered by the person authorised to dismiss.
· Gross misconduct offenses will result in dismissal without notice.
· You have the right to appeal against any disciplinary action.
· The Company or the Client business may pursue a disciplinary procedure against you under the Unfair Dismissal Act 1977 (amended 1993). Both procedures will comply fully with fair procedure and natural justice.

18. Health & Safety: As a Temporary Worker, the Company wishes to ensure that you operate in a safe manner. The Company shall arrange that you participate in a site specific safety induction which will be organised by the Client and it is mandatory for you to attend this induction on every site on which you work. In addition to any Health and Safety requirement notified to you by the Company, you must comply with all of the Clients’ Health and Safety procedures. In this regard, whilst working on a site, you must comply with all Health and Safety instructions and directions given by the Client or their agents. In the event of any issue arising in respect of the Clients Health and Safety procedures, you should bring this to the attention of the Client Business in the first instance and notify the Company in the second instance. You have a duty of care to act immediately, for further information please refer to your Staff Handbook. Strict compliance with these policies is required. Failure to comply may lead to disciplinary action including dismissal.

19. CCTV: CCTV (recording 24/7) may be used to monitor Health and Safety and any breaches of discipline on the client business premises. Any alleged incident that may arise in which you are alleged to be involved will result in the employment of CCTV recorded footage. Footage may be made available to any Garda investigation and may be employed in any internal investigation. Please note that such footage employed in the context of such investigations may result in disciplinary action up to and including dismissal.

20. Mobile Phone Use: You may not use your mobile phone while on duty at any time, unless you have the permission of your Supervisor/Line Manager. Unauthorised use may lead to disciplinary action up to and including your dismissal.

21. Testing for Intoxicants: We (and our Client Businesses) reserve the right at all times to refer you for testing for intoxicants to a medical Doctor designated by us. Failure to attend such testing will be subject to disciplinary measures and may result in dismissal.

22. DATA Protection Permission: By signing this contract I am giving my express consent that my personal information may be shared with a third party for the purposes of establishing an ethical and employment law compliance audit.

Privacy Statement: The Company and its associated businesses are governed by the DATA Protection Act 1988 - 2003 and are registered with the DATA Protection Commissioner’s Office. The Company’s objective in providing this privacy statement is to ensure full compliance with the act and best practice at all times.  To secure the confidentiality attaching to the Proprietary Information stored by the Company and associated companies, the Company shall:  Keep separate all Proprietary Information and all information generated by the Company and arising from any and all discussions, documents and other records of the Company, its staff and its clients

Keep all documents and any other material bearing or incorporating any of the Proprietary Information at our usual place of business in a secure location

Not verbally disclose, use, reproduce, transform, or store any of the Proprietary Information in an externally accessible computer or electronic information retrieval system or transmit it in any form or by any means whatsoever outside of the Company’s usual place of business without obtaining the other party’s prior written consent

Should you have any reason for complaint or enquiry then please contact the company’s DATA protection officer.

23. Right to Search: By signing this contract I give my permission to allow, my person, any bags I may be carrying on my person, the clients company locker or any secured furniture or building, my car or any transport I may be a passenger in while on the client company premises, to be searched on request. I further accept that failure to co-operate in such a request will be considered gross misconduct and may lead to my dismissal.

24. Sunday Premium: If you have been rostered 5/7 and rostered to work Sunday as part of your normal working week then you will be paid a Sunday premium. This may be as an increased rate of pay for the Sunday worked or it may be included in your hourly rate as a Sunday premium payment. The rate if applicable for Sunday working will he advised to you at the time of your placement

25. Termination of Employment: In the event of termination of your employment (except in circumstances where dismissal without notice is provided for in legislation) the company undertakes to give you notice as per the Minimum Notice and Terms of Employment Acts 1973-1994. 

The Company is reliant on our Client Business to confirm when this contract will be finished. Where possible notice will be provided, however, the contract can be terminated with immediate effect. Where possible the Company will attempt to source new employment for you on your behalf.

The Company may without notice and without liability instruct the Temporary Worker to end an assignment at any time.

26. Personal Information: You confirm that all personal information supplied to the Company, including, but not limited to, details of identity, career information, professional and academic qualifications, criminal record and eligibility to work in Ireland is correct and undertake to inform the Company without delay of any relevant changes to such information or any additional information that may affect any assignment (and/or your suitability to continue in it) as appropriate.

27. Equipment: You are obliged to wear the appropriate Health and Safety personal protection, as designated by the Client Business.

28. Deductions: The Company operates a voluntary scheme in conjunction with Temporary Workers permission whereby the company will provide for the purchase of equipment, uniforms, transport and deposits for PPE and then deduct these amounts from the amount due at intervals by arrangement. When arrangements are being made Temporary Workers will sign permission for these deductions from wages.

29. Confidentiality Clause: All Temporary Workers under a PBA or managed service contract must adhere to this strict policy on client confidentiality. You acknowledge and agree that during the term of your placement/employment, you may have had access to information which is confidential and/or proprietary to the Client Business, including but not limited to information of a business, financial, or technical nature and all other information relating to the business and affairs of the Client Business. You hereby agree that all such information shall remain at all times the exclusive property of the Client Business. You further agree that you will at all times maintain such information in your possession in confidence and shall not disclose such information to anyone else nor shall you use it for your own benefit or for the benefit of others. In order to preserve the Client Business intellectual property, it is a condition of employment that any Temporary Worker may be searched by a recognised officer employed or retained by the Client Business. Such officers have the authority to search a Temporary Worker’s placement’s belongings, including his/her bag/motor vehicle, when he/she is entering or leaving the Client Business premises. Random searches may take place at the employee staff entrance/at the security barrier. Any Temporary Worker found in possession of unauthorised articles belonging to the Client Business or to another employee is liable to dismissal and he/she may also be prosecuted.

30. Disclosure of Information: Temporary Workers shall not disclose any information relating to the Company or the Client Business, its structure or performance to anyone except senior management within the Company or the Client Business. Employees shall on no account discuss the Company or the Client Business or its affairs with the press, media or any unauthorised persons. Any requests for information received must be referred to your Section Manager. Any breach of this rule will lead to disciplinary action that may include your dismissal.

31. Temporary Agency Work Act 2012: Your employment with the Company entitles you to the protection of all relevant Irish Employment Legislation. In particular a Temporary Worker contract with the Company is covered by the terms of the Protection of Employees (Temporary Agency Work) Act 2012 (hereafter referred to as the 2012 Act). The objective of this act is to ensure that you are treated no less favourably than an employee employed directly by a Client Business (hirer), carrying out the same work. This specifically covers basic pay, working time, overtime, rest periods, rest breaks, night work, annual leave and public holidays.

In addition, you are entitled to benefit from collective facilities and amenities within the hirer company. You are also entitled to information on job vacancies in whatever client business you have been placed for the duration of your term with them.

The terms of the 2012 Act do not apply if you have been taken on as a direct employee of the Company under a paid between assignments contract or you are employed directly under a managed service contract supervised directly by the Company. A copy of the 2012 Act is available at all branches of the Company for your information.

Tick this box if you require this contract in your primary language [image: ]

Please note it is the Employee’s responsibility to download the Staff Handbook from the relevant website. These Terms and Conditions of Engagement must be read in conjunction with the Staff Handbook and fully complied with as they form a legal Contract of Employment.
This Contract and its Terms and Conditions may be altered by the company giving 4 weeks notice in writing.
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