
  THE LAW STIPULATES SOME ELEMENTS THAT MUST ALWAYS BE INCLUDED IN THE CONTRACTS

The employment contract must be signed by both parties 
(employer and worker) in two copies: one for the worker and 
one for the employer.

The contract is the main document that establishes the conditions of any 
work and takes the form of a Hiring Letter.

In the contract, the financial conditions and regulations that govern the 
employment relationship are described.

FAC-SIMILE

THE EMPLOYMENT CONTRACT



 IDENTITY OF THE PARTIES

In the upper part of the contract, the following are iden-
tified: Company name of the employer and address of 
the registered office or work location; Surname and 
name of the employee and place of residence or home 
address

 START DATE AND LENGTH

The employment relationship start date is always 
indicated.
If the relationship is fixed-term, the date on which it 
ends is also indicated.
If a person is being hired to replace another worker 
who is absent for sickness, injury, maternity leave, or 
holidays, the contract must include the following:
Length: until the actual return to service of the em-
ployee__________who is absent for _________	 and, in 
any case, not after the day _________ .

 WORKPLACE
In the part relating to the workplace, the contract 
could simply indicate the work location and “any other 
place that the company reserves the right to commu-
nicate”.

 WORKING HOURS
The contract can also indicate the working hours and 
days. The contract could add that, in any case, the 
working hours are defined by company management 
and may be subject to change.

  JOB, CATEGORY, CLASSIFICATION
  AND LEVEL
THE JOB  is the activity that the worker must carry out, 
for example: maintenance mechanic/accounting per-
sonnel, etc.
THE CATEGORY:  according to the job performed, Italian 
law stipulates four categories: worker, office employee, 
supervisor, and manager.
THE CLASSIFICATION AND THE LEVEL  define, on the 
other hand, the pay and the regulations (for example 
notice times for dismissal or resignation) based on the 
National Collective Labour Agreement (C.C.N.L.).

If there is no reference to the C.C.N.L., the contract 
must indicate:
• the gross pay;
• the length of the trial period;
• the length of holidays;
• the working hours;
• �the notice period in the event of dismissal or resig-

nation.

 FINAL CLAUSES
For everything not included in the contract, please 
refer to the law, National Collective Labour Agreements 
(C.C.N.L.), and company agreements.
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