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Employment Contract
This employment Contract (hereinafter this “contract”) is made by and entered into between Mentor Institute (hereinafter “Employer”), and the native English teacher,       (hereinafter “Employee”) a                  citizen residing at           .
Article 1 (Purpose) This contract is made for the purpose of setting forth the terms and conditions of employment for assistant teachers who will teach English at Mentor Institute.

Article 2 (Duties) Employee shall perform the following duties.
1. Facilitating English classroom lessons and activities by familiarizing him/herself with the provided textbooks, preparing necessary handouts and visual aids, teaching the plan to the students and answering any questions they have regard to the lesson, attend monthly event such as fieldtrip, birthday party and speech presentation.
2. Grade and evaluate of students and fill out the Evaluation Forms once a month. 
3. Any time worked over 120 hours per month is deemed overtime. Only classroom contact hours in excess of over 120 hours per month approved by the Supervisor are considered overtime. Attendance at scheduled staff meetings, counseling for feedback, lesson planning and workshop are not considered overtime nor teaching hours.
4. Attend at teacher's meetings and workshops (weekday/weekend).

5. Do lesson planning and develop teaching materials with Korean co-teacher.
6. Employee must keep clean the class room at all times and will be responsible for daily upkeep of the supplies, materials, and classroom facilities.
7. In the event that Employee must miss classes or be late with a reason which Employer finds acceptable, Employee must inform Employer at least 12 hours in advance to allow Employer to arrange substitutes.

8. In accordance with Korean laws regulating teaching visas, the Employee should not accept any other paid employment in Korea.

Article 3 (Term of employment) The term of Employment shall begin on        and end on        .

Article 4 (Airfare and Resignation)

1. The airfare for Employee’s flight, actual purchasing price, to Korea shall be reimbursed by employer based on an economy class airfare of the least expensive flights available from his/her permanent residence to Incheon International Airport.

a. Teacher residing outside of Korea: The Employer shall pay for airfare between the nearest International Airport from the Employee's place of residency and the Incheon international airport in Korea. Airfare will be paid in the following fashion: A one-way ticket to Korea will be reimbursed after Employee’s arrival in Korea and after the completion of the employment contract a one-way ticket to the airport of departure will be provided.
b. Teacher residing in Korea: Teachers hired in country shall have the visa trip to the nearest country from Korea. The expense (round-trip airfare & E-2 visa pick up cost 60,000won & other cost 90,000won) will be reimbursed by the Employer. After the completion of the employment contract a one-way ticket to the Employee’s foreign residence will be provided.

c. Once the Employee receive E-2 visa, Employee must apply for an Alien card at the immigration office which is an indispensable card to live in Korea. It will cost 10,000won for the stamp, and it will not be reimbursed by Employer. 
2. If Employee should desire to resign during the Term of Employment, he/she must give Employer a sixty (60) day prior written notice of resignation stating a date of and a reason for resignation.

3. In the case of Employee’s resignation under Employee’s personal reason, the airfare for his/her return trip shall be borne by Employee and his/her visa shall be cancelled.

4. In the event that Employee to return home before completing the contract for reasons beyond his/her control, the airfares for his/her return trip may be provided by Employer under Employer’s decision.

5. In case of the termination of this Contract within eight (8) months, Employee shall immediately pay back 100% of the airfare to Employer. If Employee works more than eight (8) months during the term of employment, Employee’s obligation to pay back the reimbursement of one-way airfare provided pursuant to this provision shall be waived by Employer. If Employee does not give employer a 60 day prior notice, employer shall charge a penalty (amount up to one month salary) as damages for breach of contract.

Article 5 (Work Hours)

1. Employee shall work thirty (30) hours for five (5) calendar days per week from Monday to Friday and shall not work on Saturdays, Sundays and Korean national holidays.

2. An employee is required to complete all working days within a month to get monthly payment. 
3. Employee’s regular teaching hours shall not exceed thirty (30) hours per week. Employee may be asked to teach some extra classes. It is employee’s decision to accept extra teaching hours.

4. Employee shall be paid for the extra teaching hours. (20,000won / hr)
5. If Employee shows up late more than 30 minutes, Employer must give an official warning and the salary will be deducted for 20,000won per hour.
Article 6 (Salary)

1. Employee shall be paid _      won per month. Korean income tax (3.3%) shall be withheld each month from Employee’s salary. However, medical insurance and national pension as required under Korean law shall be withheld each month from Employee’s salary. (50% of medical insurance and national pension will be supported by employer.)
2. Employee’s salary from 1st day of the month to last day of the month shall be paid on the 10th of month following each pay period. If this day falls on a National Holiday, Saturday or Sunday, the salary will be paid on the immediately preceding business day.

3. When Employee has not worked a full month, salary for that month shall be paid on a pro rata daily basis from the first day until the last day of the previous month. (Ex. Start date: 06.13. ( 6.13 ~ 6.30 payment will be made on July 10th)

4. If Employee is absent from work without a prior approval, his or her salary for that month shall be deducted by the amount calculated on a pro rata daily basis for the number of unauthorized absent days.

5. Upon completion of a one-year contract, after clarifying the damage of housing equipment, facilities and utility fee with outstanding bills, Employer shall pay Employee thirty (30) calendar days’ average wage as a severance pay for Employee’s continuous employment of one year.

6. Employee shall not claim against Employer any compensation and/or payment other than those provided for in this Contract.

7. Employee whose contract is renewed for a second term or subsequent terms may be eligible for an increase in salary. The increase is not automatic and will depend, in all cases, upon the Employee’s teaching performance and contribution toward the achievement of the educational goals of elementary school that he/she works for.

Article 7 (Contract Completion)

1. The Term of Employment stated in Article 3 may be renewed by a mutual written agreement between Employer and Employee, provided that each renewed employment term is one year.

2. For renewal, Employee must get more than 80 points out of 100 points in his/her annual evaluation completed by the supervisor.

3. If Employee completes the Term of Employment and leaves Korea within 14 days from the expiration date, Employer shall pay for Employee’s return flight.

4. Once employee re-signs on the contract with employer for another year, employee shall be paid a special budget for 300,000won.

Article 8 (Housing)

1. Employer shall provide Employee with housing. All efforts will be made to provide an apartment within walking distance of the school. 

2. Housing selected by Employer may be, including but not limited to, a leased house, dormitory, or an apartment. A single teacher will be provided with a one-room apartment and a married couple will be provided with a residence with at least two bedrooms. Any and all fees, charges, costs, taxes, expenses, etc. incurred in using the housing shall be borne by Employee.

3. Employer may provide temporary housing until the appropriate housing for Employee becomes available. If Employer doesn’t have to provide housing for Employee, Employer shall provide Employee with 300,000 won per month, as a rent subsidy, in lieu of the housing set forth in the foregoing 1.

4. Employer shall decide whether to provide Employee with housing or a rent subsidy. Once decided, Employer’s decision shall not be subsequently changed during the Term of Employment.

5. If Employer provides housing to Employee, Employer may provide appliances and furniture (confer appendix 1). Employee shall not request or demand any other appliances or furniture than those provided by Employer. Employee shall take the responsibility for the maintenance and repair for the appliances and furniture provided by Employer.

6. Employee who is provided with housing shall pay a one-time only security deposit of 300,000 Korean Won and it will be deducted from Employee three month pay check (100,000 won per month). The security deposit will be returned to the Employee at the end of the Contract, less the last month’s utilities.

Article 9 (Vacation)

1. Employee shall be entitled to have a vacation for a total of 2 weeks (1 week in summer, 1 week in winter) during the term of the employment. A Vacation must be taken at the time when Mentor Institute is not in session. Unused yearly vacation may NOT be carried over to the new contract period. 

Article 10 (Sick Leave)

1. Employee should take a medical exam to check his/her health condition prior to the lesson. If Employee doesn’t take a medical exam with intent to evade when he/she asked to do, this can cause termination of the contract under Employee’s personal reason.
2. Employee shall be entitled to a paid sick leave if an illness or injury prevents him/her from performing the duties under this contract, provided, however, that he/she obtains Employer’s prior consent.

3. These sick days must be validated through a signed release from a doctor. 

4. If Employee does not submit a written diagnosis, a sick leave may be regarded as an unpaid leave.

5. Paid sick leaves are 3 days a year.

6. Vacation can not be linked with sick days. Unused sick days can not be carried over to the next contract.

Article 11 (Office Regulations and Restrictions)

1. Employee shall faithfully observe his/her Director’s requests on his/her duties defined in Contract.

2. Director shall evaluate Employee’s performance of official duties under a guideline.

3. Employee shall devote his/her full working hours and occupational attention to the defined duties in these terms and conditions, except for cases specially provided.

4. Employee shall not damage or tarnish the reputation of the teaching profession. Employee shall comply with and observe any codes of conduct acceptable for Korean teachers.

5. Without Director’s permission, Employee shall not be employed or involved in other paid business (including a part-time job).

6. If Employee has a contagious disease or other illness as set out in the following items, Director may prevent Employee from performing duties.

i. The fear exists that Employee with a contagious disease is not taking measures to prevent the spread of the disease.

ii. The fear exists that labor will significantly worsen Employee’s disease from which Employee suffers.

iii. Employee is affected by a disease as determined by the Ministry of Health and Welfare.

7.  Teachers must dress professionally at all times.

Article 12 (Termination of the Contract)

1. Employer may terminate or cancel this Contract upon occurrence of any one of the following events;

a. If Employee violates the laws of the Republic of Korea.

b. If Employee fails to perform or unsatisfactorily perform any of the duties stipulated in this contract.

c. If Employee fails to perform continuously his/her duties for more than 3 days without any excuse.

d. If any of the information provided in Employee’s application is neither true nor accurate.

e. If Employee refuses to cooperate the manager designated by the school.

f. If Employee fails to perform or unsatisfactorily perform any of the duties stipulated in the contract.
g. If Employee additionally violates the above mentioned articles after he/she received 2nd warning.

2. In the event that this contract is terminated pursuant to the foregoing 1, Employer shall pay Employee a pro rated salary based on the number of days Employee actually worked for. In this case, Employee shall be responsible for his/her return trip to his/her home country. Employee’s visa will subsequently be cancelled.

3. In the event of termination of this Contract pursuant to any of the provision set forth in the foregoing 1, Employee shall immediately pay back the airfare to Employer according to Article 4, item 1.

4. If Employee is sentenced to a term of imprisonment (or any other more severe penalty), Employee shall automatically be dismissed and Employer will not provide any financial compensation.

Article 13 (Matters not explicitly stated in the Contract) Matters not explicitly stated in the Contract shall be determined by Employer by taking Employee’s concerns into consideration.

Article 14 (Attending the training program)

1. Employee shall complete Mentor Introductory Training Period conducted by Mentor Institute before they start work. (3-4 days) 
Article 15 (Governing Law, Language and Venue)

1. The terms of this contract and the rights and obligation of the parties hereto shall be construed, interpreted and determined in accordance with the laws of the Republic of Korea.

2.  If a dispute or disagreement should arise in connection with or out of this Contract, the parties hereto shall first try to resolve it in accordance with a principle of good faith. However, if the parties fail to mutually resolve such disputes or disagreements or come to amicable settlements, their disputes or disagreements shall be finally resolved by arbitration of the Korean Commercial Arbitration Board.

Article 16 (Signature) In witness whereof, the parties hereto sign the Contract in triplicate on the date entered below with each party retaining one copy and submitting the third copy to an immigration office for Employee’s visa application.

서명일(Signing Date) :  2009  .   12  .   15   .
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