
Drafting Employment
Contract
This playbook provides a detailed guide on creating an

employment contract, focusing on including all essential

clauses to ensure the agreement is legally binding and

comprehensive.

Step 1: Preparation 

Gather necessary information regarding the job position, employee

details, salary, benefits, and company policies that will inform the

contract's clauses.

Step 2: Introduction 

Start the contract with a clear introduction that includes the name

and details of the employer, the employee, and the date of the

agreement.

Step 3: Position 

Define the job title, role, and responsibilities ensuring clarity on the

employee's duties.

Step 4: Duration 

Specify the contract's duration, whether it's for a fixed-term or

ongoing, including start and end dates if applicable.



Step 5: Compensation 

Detail the salary, wage, or other compensation the employee will

receive including the frequency and method of payment.

Step 6: Benefits 

Describe any benefits the employee will receive, such as health

insurance, retirement plans, or paid time off.

Step 7: Confidentiality 

Include a confidentiality clause that obligates the employee to protect

the company's sensitive information.

Step 8: Non-compete 

Add a non-compete clause if necessary, which restricts the employee

from working with competitors after leaving the company, ensuring

legality based on the jurisdiction.

Step 9: Termination 

Outline the terms under which the contract may be terminated,

including notice periods and any grounds for immediate termination.

Step 10: Dispute Resolution 

Specify the process for resolving disputes arising from the

employment relationship, which could include arbitration or

litigation.



Step 11: Signature 

Leave space for both parties, the employer and the employee, to sign

and date the contract, signifying agreement to the terms.

General Notes

Legal Review 

Before finalizing the contract, have it reviewed by a legal professional

to ensure compliance with local and national employment laws.

Customization 

Customize the contract clauses to suit the particular position and the

company's policies; avoid using generic templates without

modification.

Clarity 

Ensure the language used in the contract is clear and understandable

to avoid ambiguity and potential legal issues.
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