MOLONEY & CO., SOLICITORS

CLIENT INSTRUCTION SHEET
EMPLOYMENT LAW INSTRUCTION SHEET
1. NAME_____________________________________________________________________________
2. ADDRESS

    ______________________________________________________________________

    ______________________________________________________________________

    ______________________________________________________________________
3. TELEPHONE NUMBER
4. DATE OF BIRTH____________________________________________________________________
5. PPS NUMBER___________________________________________________________
6. NAME OF CURRENT/MOST RECENT EMPLOYER?

    ______________________________________________________________________

7. ADDRESS OF CURRENT/MOST RECENT EMPLOYER?
    ______________________________________________________________________

    ______________________________________________________________________

    ______________________________________________________________________
8. YOUR EMPLOYER’S TAX NUMBER__________________________________________________
9. HAVE YOU A WRITTEN AND SIGNED CONTRACT OF EMPLOYMENT?  YES/NO
10.  DATE OF COMMENCEMENT OF EMPLOYMENT_____________________________________

11.  WERE YOU PROVIDED WITH A COPY OF YOUR EMPLOYER’S 

     BULLYING/HARRASMENT GRIEVANCE PROCEDURE?  YES/NO
12. HOURS WORKED PER WEEK AND DAYS   WORKED?________________________________
13. DETAILS OF YOUR SALARY _______________________________________________________

14. IF NO LONGER IN EMPLOYMENT, DATE OF THE TERMINATION OF 

      EMPLOYMENT____________________________________________________________________

15. IF NO LONGER IN EMPLOYMENT WAS NOTICE OF TERMINATION     

      RECEIVED?YES/NO

16. IF NO LONGER IN EMPLOYMENT, DID YOU RECEIVE NOTICE IN WRITING? YES/NO

17. PLEASE PROVIDE DATE OF THIS NOTICE?_________________________________________

18. PLEASE FORWARD A COPY OF YOUR CONTRACT OF EMPLOYMENT, COPY OF ANY 
      MEDICAL CERTIFICATES, COPIES OF LETTERS, MINUTES OF MEETINGS RECEIVED 
      FROM YOUR EMPLOYER AND ANY DETAILS OF ANY PREVIOUS DISCIPLINARY 
      ISSUES AND GRIEVANCES AND THE OUTCOME OF SAME.

19. PLEASE PREPARE A SUMMARY OF THE ISSUES THAT YOU WANT DISCUSSED AND 

      YOU WANT ADVICE ON__________________________________________________________
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
