 [EMPLOYMENT CONTRACT FOR SHORT-TERM CONTRACTS - LESS THAN 6 MTHS]
PERSONNEL MEMO # ______                                                         Date : __________
Mr. / Mrs. / Ms. _______________________

_______________________________________

_______________________________________

Your Employee Number___________________

                                  Sub:
Your Temporary Employment with CARE
Dear ________________ :

We are pleased to offer you a contract in CARE’s employment in ______________, on a purely temporary basis on the following terms and conditions :

1.
Period of Employment :

Your employment with CARE will be for a period of _______ (       )  month/s / year, and will begin on _____________ , 19__, and end on _____________, 19__.

2.
Probation Period : 

The first  days/month(s) of  your employment during the above period will be on probation. If  found satisfactory, you will continue in the employment of CARE. If however, your performance has  not been found satisfactory, your services may be terminated.

3.          Assignment and Position :

             a) You will be assigned to the ________ office

              b) Your position in the Organization will be : ____________________________________

4.  
Salary :


Your salary during the period of employment with CARE will be_________________

(in words________________________________________________________________) per month/per fortnight.


5. 
Overtime :

As this is an emergency situation, you will be required to work hours as required and no overtime  payments will be applicable. However, you will be entitled to receive compensatory time off as agreed to between you and your immediate supervisor.

6.
Medical Benefit : (If Applicable)

You will also receive a flat fee of ________________ per month as medical benefits for you and 
your family. This will be paid to you along with your monthly salary. Additional requests for 
reimbursement of medical expenses will not be entertained.

7.
Other benefits :


As your employment as per this contract is purely on a temporary basis, you will not be entitled 
to any other benefits such as leave (annual and sick) and accrued benefits. 


OR 

a) Annual Leave : You will be entitled to annual leave at the rate of          working days per year, 
pro-rated to             days per month.  Any unused but accrued leave can be encashed at the time of 
your departure from CARE.

        
b) Sick Leave : You will also be entitled to sick leave at the rate of        working days per year, 
pro-rated to         days per month. It should be noted, that any sick leave not utilized cannot be 
compensated in cash at the time of your departure from CARE.

8.
Duties and Responsibilities :


a)  Your duties will be assigned to you by __________________________________.


b)  Your job description which is attached, covers your areas of responsibility. It should be 
understood, that this job description is subject to change depending on the activity and 
responsibility you are entrusted with. 

9.
Absence from Duty :


Absence from duty for four (4) consecutive working days without written approval may subject  
the employee to termination of employment.

10.
Reports :


Any and all reports that are prepared by the employee are for the use of CARE exclusively.

11.
Standards of Professional Conduct :

Please refer to the attached Workplace Code of  Conduct which is detailed in two parts.

PART 1      Code of Conduct

This part establishes the minimum standards of conduct and integrity

expected from all employees.

PART II     Disciplinary Procedures

This part outlines the procedures approved in dealing with disciplinary, matters arising from a breach of the code.

All employees are expected to maintain a high standard of personal conduct and recognise that our company will often be judged by the way its employees represent it.

12.
Conflict of Interest :


The employee will work for CARE full time, and agrees not to assume any other job that might, 
in the judgment of CARE, interfere with his/her duties for CARE. The Country Director may 
prohibit the employee from engaging in any activity in the country of assignment, including, but 
not limited to, political activity, if, in the judgment of the Country Director, such activity is or 
may be detrimental to the interest of CARE. It is expressly recognized by the employee, that the 
authority to make such decisions is necessary for the continued effectiveness of the CARE 
programs overseas.

13.
Confidentiality :


Any employee who possesses confidential information, will not disseminate this information, 
either while working for CARE or after leaving the services of CARE.

14.
Termination :


a) The employee’s term of employment will automatically terminate on the due date as specified 
in Item 1 above.


b) The employee’s services can also be terminated any time during the period of employment, 
without notice, on the following grounds :


 i) if it is found that the employee has failed to carry out his responsibilities  as outlined in the Job Description attached;

                     ii) if the project is completed or terminated prior to the termination of this employment 
 contract;

                     iii) if CARE closes down its operations prior to the termination of this employment contract;

                    iv) any action or intended action which may be regarded as fraudulent shall be considered 

      grounds for dismissal with loss of termination benefits as per local laws and practices.

16. 
Extension :


This employment contract may be extended with the agreement of the employee for a stated 
period of time beyond the contract period specified in this letter. In such case, the provisions of 
this contract shall continue to be in effect for any period of extension, unless CARE and the 
employee agree in writing to other terms.

If the above terms and conditions are agreeable to you, please sign one copy in acceptance of the above.

Welcome to CARE!
                                                                                                        Yours sincerely

                                                                                                        _____________(name)

                                                                                                        Team Leader

I have read , understood and agree to abide by 

the above terms and conditions.

_______________________________________

Name of Employee : 

Option :  The above has been read and explained to me by

__________________________________________ and  I

hereby agree to the above terms and conditions.

Signature : ______________________________

cc : Personnel Section, Country Office

cc : Personnel Memo File

cc : Personal File of Employee

cc : Personnel  General File / Sub-office
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