TOOL 4.4 EMPLOYMENT CONTRACT – STANDARD 4.4 STAFF CONTRACT AND HEALTH RECORD

XYZ CITY/MUNICIPALITY DAY CAMP
PASSAGES HIGHLIGHTED IN GREY: This information may vary depending on your situation and your practices.
Note: It is desirable that, as a manager, you have a good understanding of the Act respecting Labour Standards, and specifically of divisions I to VIII of Chapter IV. If you have any questions, don’t hesitate to contact the Commission des normes, de l’équité, de la santé et de la sécurité du travail (CNESST).
EMPLOYMENT CONTRACT
Between





And

XYZ City / Municipality




Name: _________________________________
Address






Address: ______________________________
City







City: __________________________________
Postal code






Postal code: __________________________
Telephone






Telephone: ___________________________








SIN: __________________________________
Hereafter called:





Hereafter called:
XYZ City / Municipality




Employee
Represented by: 
Mr. or Ms. Lastname,
Municipal Day Camp Manager
1.  DESCRIPTION OF EMPLOYMENT
1.1 Position
XYZ City / Municipality hires the employee as a counsellor for the summer 2023 season, under the supervision of Mr. Lastname or Ms. Lastname, immediate supervisor.
1.2 Duties
The employee’s duties are as follows:
· Take part in pre-employment training sessions
· Attend meetings of the team of counsellors
· Lead and supervise groups of children aged between 6 and 12
· Represent the City / Municipality
· Any other related tasks
Note: The employee may explicitly refer to a detailed job description appended to the contract.
Note: Include a provision allowing you to modify duties.
2. HIRING CONDITIONS
2.1 Duration of contract
This contract takes effect on (start date) and ends on (end date), for a total of 8 weeks of counselling.
2.2 Work schedule
The regular work week is of 40 hours between (daily schedule). The lunch period is (duration). All employees must work X hours in the daycare service every week.
2.3 Remuneration 
For the duration of this contract, XYZ City / Municipality agrees to pay the employee an hourly wage of $(amount).
Payments will be made (frequency and payment method: by cheque, by bank transfer).
Note: The employer is required to pay employees at regular intervals of not more than 16 days.  An employer has up to one month to issue the first pay cheque. (Sections 43, 44)
2.4 Training and planning


The employee agrees to take part in all pre-employment training sessions and planning days. In the event that the dates of these activities have to change, the employee undertakes to attend them regardless.  
· New staff training: date and timetable
· Training for all staff: date and timetable
· Planning day: date and timetable
· First-aid training: date and timetable
· Setting up the premises: date and timetable
· National Holiday: date and timetable
3. ABSENCES AND LEAVE DAYS
3.1 Absence and lateness
The employee agrees to contact his or her immediate supervisor as quickly as possible to alert them to any unforeseen absence or late arrival at work. If the employee has to remain absent for more than two days for medical reasons, he or she must present an official certificate signed by a health professional.  
3.2 Leave days
The employee agrees to complete a leave application form and hand it to his or her immediate supervisor at least two weeks before the desired leave day. The leave day may only be granted if the employee’s presence is not deemed essential to the proper running of the day camp’s activities.
3.3 Vacation
The employee agrees to indicate, at the beginning of the summer, the week that he or she wishes to take as vacation.  Vacation will only be granted if his or her presence is not deemed essential during that week. In the event that several employees wish to have the same week of vacation, the supervisor will prioritize counsellors based on their seniority.   
OR 
Since this is a seasonal job, the presence of all employees is mandatory for the entire duration of the contract. 
4. STUDENT STATUS (IF APPLICABLE)
I (the employee) declare that I am a student enrolled in an educational institution and that I studied during the (year ending, e.g. 2021-2022) school year. I will resume my studies in the fall session (2022).
5. PERSONAL UNDERTAKING
The employee agrees to:
· comply with the camp’s policies, regulations, instructions and procedures (e.g. dress code, physical appearance, etc.)
· observe working hours
· wear the day camp official T-shirt provided by XYZ City / Municipality
· cause no harm to participants and the camp 
Note: Possibility for a clear reference to a code of conduct appended to the contract.
In witness whereof the parties have signed in duplicate. 
Employee’s signature: _________________________________

Date: _________________________
Signature of XYZ City / Municipality representative: ________________________

Date: _________________________
OTHER POSSIBLE CLAUSES (IF APPLICABLE)
AUTHORIZATION REGARDING PUBLICITY MATERIAL
The employee authorizes XYZ City / Municipality or its agents to take photos and/or videos of activities during the course of his or her contract and to use this material wholly or partly for publicity purposes, such as brochures, magazines, newspapers, television etc. All material used will remain the property of XYZ City / Municipality.
PROBATION AND EVALUATION PROCESS
At the end of the trial period of (duration of probation), the employee will keep his or her position.  An evaluation process involving the immediate supervisor and the employee will be held.
Note: Don’t forget to enter a probation period (e.g. six months).  The Act respecting Labour Standards stipulates that no notice is required if the period of employment has lasted less than three months.
NON-SOLICITATION CLAUSE
The employee acknowledges that for a period of (maximum duration one year) following the date on which he or she ceases to be employed by la XYZ City / Municipality, he or she must not, either on his or her own behalf or on behalf of an enterprise operating a day camp or carrying on activities of the same nature as a day camp, solicit the clients and personnel of XYZ City / Municipality day camp.
Note: The clauses are only applicable in cases of voluntary departure. We would also stress that the longer the duration, and the greater the number of regions covered, the more constraining this clause becomes and the higher are the chances that a court will quash it and rule in favour of the ex-employee. 
EXCLUSIVITY OF SERVICES
Throughout his or her employment, the employee must devote all his or her time, energy, dynamism and skill to carrying out his or her duties.  The employee may not hold other employment without having obtained prior written consent from his or her employer, this consent being revocable. The employer will not refuse permission for double employment without good and sufficient reason.
CONSENT FOR JUDICIAL RECORD CHECK
I authorize XYZ City / Municipality day camp and any enterprise mandated by the same, as part of the examination of my candidacy, to contact my former employers, my current employer, or any persons I have given as references, for the purpose of obtaining information necessary to assess my present candidacy.  In so doing, I authorize my former employers, my current employer and any persons I have given as references to pass on to these enterprises the information necessary for the evaluation of my candidacy.
This consent is valid only for the period necessary for my hiring and for the duration of my employment; in the event of termination of my employment, the consent shall be valid only for the duration of any dispute arising from my employment or the termination thereof.
CANCELLATION OF CONTRACT
Either party may terminate this contract on provision of (number of business days or weeks) written notice delivered by hand or by registered mail to the address given in the contract.
Without restricting the generality of the provisions set out above, XYZ City / Municipality reserves the right to cancel the provisions of this contract in the event of an insufficient number of campers requiring a reduction in the number of employees, an evacuation on grounds of an epidemic, or any other chance occurrence.
Note: Ensure that there is a reasonable clause in the case of an employee having responsibilities related to the safety and monitoring of children. 
Note: Some employees are exempt from these provisions of the Act respecting Labour Standards:
Example:
· an employee who has not completed three months’ continuous service
· an employee who has committed a  serious offence (alcohol, drugs, sexual or physical abuse, vandalism, etc.)
· an employee whose fixed-duration contract expires
· an employee laid off because of a chance occurrence (e.g. fire)
OVERTIME
Applicable to non-students only (ALS, section 55)
Overtime, authorized by the immediate supervisor, is paid at 150% of the usual rate.
OTHER ASPECTS TO CONSIDER
Disciplinary process:
You can include in the contract a provision reminding the employee that harmony at work is essential to the smooth running of day camp activities and that if the employee fails to comply, day camp management may take sanctions ranging from a simple warning to dismissal without notice.
Note: We suggest that you open and maintain a written file containing all information concerning relations between the employee and the employer.
Mandatory wearing of special clothing (ALS, section 85: for-profit and nonprofit organizations)
When an employer makes the wearing of special clothing mandatory (day camp T-shirt), it must provide it to the employee free of charge
.
Travel costs:
Establish a clear policy and specify that travel costs are only granted if prior permission is obtained from the management.
Statutory general holidays and non-working days with pay
See the Act respecting Labour Standards (sections 60, 63 and 65) and the National Holiday Act.
Annual leave with pay
See sections 66 to 77 of the Act respecting Labour Standards.
�This is not quite what the act says. It seems to apply to employees paid the minimum wage and not necessarily to others.  "An employer that requires the wearing of special clothing must supply it free of charge to an employee who is paid the minimum wage."
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