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Contract Ref. No [Insert unique reference number]
A  CONTRACT  made on this                day of                     Two Thousand and  Fourteen BETWEEN  [insert name of school] a limited liability company incorporated in Kenya of  P O  Box ……….,  Nairobi  (hereinafter referred to as “ the institution”) and ________________________of Post Office Box  …………………………., ……………….. (hereinafter referred to as “the employee”).

Whereas

The institution hereby agrees to employ the Employee and the Employee agrees to serve the institution in the capacity of ______________________ at [insert name of school], upon the terms and conditions hereinafter appearing. 

1. TERM OF EMPLOYMENT 

The employment of the Employee in the capacity set out above and upon the terms and conditions hereinafter appearing shall commence on ________ and continue for an indefinite term until terminated in accordance with the provisions of this agreement.

1. The Employee shall:
a. attend punctually at the assigned work station or at such other place 
or places as the Employee’s duties may require;
b. devote his/her whole time and attention to the institution and diligently and to the best of his/her skill perform his/her duties as shall be communicated to the Employee by the institution; 
c. whenever directed by the institution proceed to such place or places as the institution may require and the institution shall provide for the Employee the reasonable traveling expenses and subsistence in connection with such mission;
d. perform his/her duties in accordance with the directions he/she receives from the institution;
e. observe and effectively execute the institution’s policies and processes, applicable statutory obligations, and all laws and regulations governing learning institutions and their employees
f. take all proper precautions to prevent the loss, destruction, embezzlement damage, or waste of any property of the institution;
g. at all times during and out of office hours conduct himself/herself in a becoming and proper manner.
2. The Employee shall not:
a. do anything which would bring discredit to the institution;
b. without the consent of the institution take part in any political activities in Kenya;
c. be engaged whether as a principal or servant or agent and whether directly or indirectly in any other business whatsoever without the consent of the institution (except as a shareholder in a public quoted company for investment purpose only);
d. during or after the termination of this contract, except in so far as is necessary and proper in the ordinary course of his/her employment with the institution or with the written permission of the institution, make public or disclose to any person any information or data regarding the dealings, business or affairs of the institution or regarding any other matter which may come to his/her knowledge in the course of his/her employment;
e. be unreasonably absent at any time during the said office hours without the consent of the institution.
3. The institution shall pay to the employee, a consolidated salary of Kes_______ which will be subjected to all statutory deductions. This amount shall be paid to the employee in arrears at the end of each month of service.
4. The employee may be summarily dismissed if he/she:
a. willfully disobeys any of the lawful orders and instructions of the institution; or
b. is guilty of any serious misconduct or neglect in the performance of his/her duties; or
c. makes away with any money or property of the institution; or
d. is a party to any fraud or dishonorable act; or
e. commits any breach of any of his/her obligations hereunder; or
f. is convicted and confined for committing an offense under any of the Laws of Kenya and such confinement results in the delay or disruption of the institution’s activities or business; or
g. absents himself/herself without good reason (to be determined by the institution at its discretion) from his/her place of work for a period of five or more days or without the institution’s permission; or
h. is guilty of any other gross misconduct;
the institution may terminate this Agreement with immediate effect and dismiss the Employee forthwith without notice.
In any other event, the institution may terminate this Agreement by giving the Employee ____’ notice of such termination, or payment in lieu of such notice.
If during the period of service, the employee should wish to leave the service of the institution, he/she must give the institution [insert preferred notice period] notice or payment in lieu of such notice.  In the event of termination by the employee pursuant to this subsection, the institution may immediately relieve the employee of all duties and immediately terminate this Agreement, provided that the institution shall pay the employee at the then applicable base salary rate to the termination date included in employee’s original termination notice.
5. Subject to Clause 1 above the Employee shall be stationed at _________________
8.
This contract contains all the terms and conditions of the agreement between you and the institution and entirely replaces and supersedes any previous agreement.  The Employee agrees that no representations have been made to him/her by or on behalf of the institution other than those contained in this contract.

SIGNED by __ _____________________________________ for and on behalf of the institution.

SIGNED by (Employee)______________________________________________ in the presence of:

Witness __________________________________
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