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Employment Contract

I _____________________ (hereafter referred to as the Employee), wish to be employed by JEL Language Education, Inc. (hereafter referred to as JEL) and agree to adhere to the following document (hereafter referred to as the Contract) as outlined by the Director of JEL (hereafter referred to as the Employer):

1. Scheduling
Kindergarten classes are 40 minutes in length beginning at 10:00am ending at 7:00pm respectively.  Elementary classes are 50 minutes in length beginning at 2:30pm, 3:25pm, 4:20pm, 5:15pm, 6:10pm  ending at 3:20pm, 4:15pm, 5:10pm, 6:05pm, 7:00pm respectively. There will be no classes on weekends and national holidays.(Three of the 5 work days will finish at 7 :00 pm. The other 2 days will finish at 6:05 pm. The specific days of the week will be designated by the employer.)
The Employee’s schedule will be different during the summer and winter sessions of the school year and 

Each intensive session will be 4 weeks long and will take place in January and July or August of each year. And school ending time is the same as regular days during intensive session.    
Sixty (60) minute classes fulfill one (1) contractual hour.
The number of regular teaching hours will be 30 hours  per one week. 

The Employee has to be in school until 9:30 and leave school at 7:00 pm. 
The teaching schedule can be changed at any given time by the Employer.

The Employee is responsible for maintaining a pleasant working environment and following the schedule of conduct set up by the employer. 
2. Employee’s Duties

 The Employee’s duties shall include, but are not limited to, the following:
a) The Employee is required to teach the classes assigned to them using JEL’s prescribed outline and curriculum.

b) The Employee will prepare a big test and student report cards as required by the curriculum and administer an oral test and prepare student report cards on the subsequent months for each class.

c) Report to the Employer (or their designated representative) regarding any problems with students.

d) While conversing with students, the Employee will speak slowly, clearly and loudly.

e) The Employee will ensure an appropriate relationship with their students.

f) The Employee is required to check all homework, essays and journals to ensure students are adequately grasping the presented material.

g) The Employee will follow the rules and regulations as set by the Employer.

h) The Employee will provide the students with well-prepared and appropriately challenging homework on a daily basis.
j) The Employee will only use educational words with the students and refrain from colloquialisms, vulgar language, slang and casual wordings.
k) The Employee will attend all scheduled teacher’s meetings and seminars.
3. Vacation

There are ten (10) days of school vacation which are determined by the Employer. During this time the School will be closed.
The Employee may use three(3) days of sick leave. These are to be utilized by the following policy:

a) For each remaining sick leave at the successful completion of the Contract, 120 000 Won will be paid to the Employee. 
b) For each day the Employee is absent from work due to medical reasons, a Doctor’s note will be required to be presented to the Employer.
c) The Employee may not use sick leave for non-medical reasons.
d) The teacher must provide institute with the notice at least 24 hours in advance. 
e) The teacher must leave class material for the teacher replacing the class. 
4. Dress Code

The Employee is required to conduct him/herself in a professional manner and to wear appropriate attire while at school.  Events such as graduation, drama festival, open house and other events as determined by the Employer will require nice clothing. 

ex) Clean shirts, no ripped or torn clothes, no flip flop style sandals, no sagging or baggy pants, no tank tops, no attire considered provocative,  no clothing with any type of writing which may be considered offensive or inappropriate by Korean cultural standards, etc. No visible piercings or tattoos which may be considered inappropriate by Korean cultural standards
5. Lunch

Lunch will be offered from Monday to Thursday. The Employee only has lunch with the students in designated place per week. (Even if the Employee doesn’t want to have lunch in school, spend the lunch time with the students at least two times per week)
6. Training

There will be two weeks of training starting from the Employee’s first day.  During the training period the Employee will be paid 60 000 Won per day.  For each class that the Employee teaches during this period they will be paid an additional 10 000 Won.  The first day after the completion of the training period will mark the start of the Contract. 

7. Salary

The Employee will teach a total of  thirty(30) hours per week .
The Employer agrees to pay the Employee 2 300 000 Won per month.

The Employee’s salary will begin on their first day of teaching.  This date will also mark the beginning of the Contract. The Employer will pay the Employee on the tenth (10th) day of every month.  If this day falls on a Korean holiday or a weekend, the Employee will be paid on the next business day.

The Employee’s salary will be directly deposited into a Korean bank account.  It is the Employee’s responsibility to open a Korean bank account upon arriving in the ROK.
A deduction of 200,000 won per month will be made from the first three pay periods.  The total amount of 600,000 won will be held as a deposit in case Employee is unable to fulfill the one year contract.  The total amount will be returned to the Employee at the completion of the contract after all outstanding utility bills have been paid.

8. Overtime

Overtime is based on weekly working hours spent actively in the classroom or on JEL sponsored student field trips.(Field trip would be 2 teaching hours)  For any additional hours worked(Only teaching hours in excess of the given teaching hours by the employer will be paid overtime) , the Employee will receive 30 000 Won per class (one teaching hour is Sixty(60) minutes). Work related to improving teaching methods such as teacher seminars, lesson preparation time (The Employee will complete more than one hour of lesson preparation per teaching day at school) and teacher’s meetings will not constitute overtime hours. Break times on Friday will also not constitute overtime hours. (But  kindergarten’s activity classes or events on Friday will constitute overtime hours)
9. Severance
Upon completion of the Contract in accordance with school policy the Employee will receive a severance pay bonus equal to one month’s salary.

10. Income Tax

3.3% Korean income tax will be deducted from the Employee’s salary each month.

11. Medical Coverage/National Pension

The Employee must pay 50% of the medical insurance coverage and the national pension.  The Employer will pay the remaining 50%.  National pension money will be returned to the Employee upon termination of the Contract.  The amount returned will be equivalent to 200% of the Employee’s contribution to the national pension.

12. Airfare

The Employer agrees to provide the Employee’s with airfare from the closest international airport to the Employee’s place of residence.  If the Employee is currently residing in Korea, the Employer agrees to provide the Employee with a round trip flight from Korea to any city in Japan with a Korean consulate.

If the Employee or the Employer terminate the Contract prematurely, the Employee must repay the cost of the ticket to the Employer as follows: the Employee or the Employer terminate  the Contract before three (3) months – 100% of the airfare ticket cost;  the Employee or the Employer terminate the Contract after three (3) months – 50% of the airfare ticket cost.

13. Living Arrangements

A fully furnished apartment will be provided for the Employee.  Fully furnished includes (but is not limited to): bed and bedding; TV; one (1) air conditioner; clothes washer; gas range top (stove top); kitchen table; two (2) chairs; table settings for two (2) people; cooking pot; frying pan.  All items within the Employee’s provided accommodation remain the property of the Employer, unless otherwise noted.

Utilities and maintenance fees incurred as a result of occupying the provided accommodation are the responsibility of the Employee.

14. Prohibition of Dual Employment

The Employee, after signing the Contract and receiving a work visa from the Employer, can only legally work for the Institute designated by the Employer.  If the Employee works for any other institute, companies or individuals without the written consent of the Employer and the Korean Immigration Office, the Employee shall face legal consequences which will/may include a fine and possible deportation.

15. Grounds for Termination of Contract

The Employer may terminate the Contract if the services rendered by the Employee are not satisfactory to the Employer.  It shall be at the sole discretion of the Employer as to the level of satisfaction required.  Services to be considered by the Employer in making this decision include, but are not limited to, adequate class preparation, effective presentation of class lessons, and the ability to work professionally with other staff members.
a) Not following scheduled class timetables and dismissing, canceling, or starting classes late without the prior approval of the school director. 

b)  Absence without sufficient notice. (minimum of one hour before class)

c) Conducting oneself in an unprofessional manner within the workplace.

(cursing, yelling, throwing things etc.)                                                                                                                                           

d) Inappropriate behavior in accordance to Korean culture or law in or outside the school which may reflect negatively upon the school.

16. Resignation

The Employee agrees to inform the Employer at least eight (8) weeks in advance of any significant changes in plans which might have some bearing on the Employee’s period of employment and their ability to complete the term of employment as outlined by the Contract.

17. Clarification

Any questions, concerns or comments should be directed to the Employer before signing the Contract below.

18. Duration of Contract

The Contract will start on _______________________________ (Day/Month/Year)

The Contract will terminate on ___________________________ (Day/Month/Year)

	JEL Language Education, Inc. 

Employer / President Kim Hee Joong

____________

Signature

____________

(Day/Month/Year)


	____________

Employee

____________

Signature

____________

(Day/Month/Year)


