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Dear 

I refer to your recent interview following your application for the position of ____________ in our 
Kitchen at the _____________ Hotel. I have pleasure in confirming the following.

Appointment
You will be employed in the capacity of …………..

Terms
€………………..0 per Annum live out with meals while on duty. Wages are paid weekly direct into 
your bank account and will be subject to statutory and other agreed deductions. Deductions for 
overpayments will be made from subsequent wages once discovered.  Overtime is paid after 40 hours 
per week.

Commencing
You will take up your new position, week commencing …………….

Probationary Period
Your employment will be probationary for the first two months after which time there will be a salary 
review based on performance. The probationary period may be extended at the Company’s discretion 
and may be extended to account for any period of absence or where it is deemed necessary to 
determine if the employee’s performance is satisfactory. The probationary period will not, in any case 
exceed 12 months. Termination of this agreement within the probationary period shall be at the 
discretion of the company. 

Duties
Reporting to >>>>>>>>>>>>>>>>>> and general management you will be responsible for the 
smooth running of the kitchen area you are appointed to. This will include all aspects of the normal 
functions that one would associate with a three star Hotel. 

Hours
These will be flexible determined as much by the business of the hotel as by the demands of your 
particular responsibilities and will be based upon a five day week. You may be required to from time 
to time to work overtime depending on the requirements of the department and at the discretion of 
your manager. Where possible you will be notified in advance.  

Annual Leave
The company holiday year runs from 1st January to 31st December and holidays must be taken within 
the holiday year. You will be entitled to three weeks and four working days holidays per annum. This 
equates to 1.66 days annual leave for each complete calendar month worked by you (you must work 
120 hours or more within the calendar month) Public holidays will be given in accordance with the 
Organisation of Working Time Act 1997 (a maximum of 2 weeks of your holidays can be taken at any 
one time). The payment received for bank holidays will be either double time or a day in lieu as 
deemed appropriate by management and shall be accordance with the terms of Part 111 of the 
Organisation of Working Time Act 1997.



When a termination of this contract occurs and the paid holidays already taken exceed the paid 
holiday’s entitlement on the date of termination, the Company will deduct the excess holiday pay 
from any termination pay.

Lay-off and Short Time
The Company reserve the right to lay you off from work or reduce your working hours, where 
through circumstances beyond its control is unable to maintain you in your employment. You will 
receive as much notice as is reasonably possible prior to such lay-off or short time. You will not be 
paid during lay-off periods and will be paid only in respect of hours actually worked during periods of 
short time.

Illness 
Should you be absent from work for 2 or more days a Doctor Certificate must be produced and these 
days will be recorded on your file. Wages lost through sick days can be clamed from the Department 
of Social Welfare.

Notice
In the event of termination of your employment, you are required to give the company and the 
company undertakes to give you 4 weeks notice. However, both parties are free to waive their rights 
to notice and/or accept pay in lieu of notice, if agreed between them. Nothing in this agreement shall 
prevent the giving of lesser period of notice by either party where mutually agreed.

General
As a developing hotel our emphasis is on constantly raising our standards and efficiency. We 
therefore depend on your skills and knowledge to maintain our high standards and reputation for 
excellence. We therefore expect you to contribute as part of our team through hard work, flexibility 
and commitment, to discuss with your Departmental Manager or Human Resource Manager any 
problem or difficulties, and to offer any constructive views you may have.

The Hotel operates a policy of non-discrimination on grounds of gender, marital status, sexual 
orientation, religion, age disability, race or members of the travelling community. In addition the 
Hotel undertakes that any person alleges a breach of this policy will have their complaint dealt with in 
a fair confidential and proper manner and any person connected with such a complaint will not be 
victimised in any way.

It is my understanding that there is an agreement in principle for you to remain in this position until at 
least _____________. To indicate your acceptance of the position as offered, please sign and return 
one copy of this letter to me. If in the event you do not wish to accept please advise us as soon as 
possible.

We very much look forward to welcoming you to this new position for what we hope will prove to be 
an enjoyable employment experience

Yours sincerely,

  
 General Manager

Date:

I accept and agree to all the terms and conditions of my employment as set out above



Date:


