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Terms and Conditions of  
Employment 

I Sector covered by the recommen-
dation

1 § Scope 

This recommendation applies to the 
employment relationships of com-
munications specialists in the employ 
of private sector companies, asso-
ciations, foundations and other 
organisations. 

II Employment relationship  

2 § Start of the employment  
relationship 

1.  An employment contract is 
drawn up in writing prior to the 
start of employment. 

2.  The employment contract is 
drawn up to be valid indefinitely. 
The employment contract may 
be concluded for a specific fixed 
term for a justified reason. The 
reason for fixed term employ-
ment must be specified in the 
employment contract in writing. 

3.  The employer and the employee 
may specifically agree on a trial 
period of a maximum of four 
months. In a fixed-term employ-
ment relationship of less than 
eight months, the trial period 
may comprise no more than half 
of the duration of the employ-
ment contract. 

4. If the employer and the employ-
ee have concluded a number of 
consecutive fixed-term employ-
ment contracts under which the 
employment relationship has 
continued without interruption or 
with only short interruptions, the 
employment relationship shall 
be regarded as having been 
valid continuously when benefits 
based on the employment rela-
tionship are specified. 

3 § Termination of the  
employment relationship 

1.  In an employment relationship 
valid for an indefinite period, the 
notice periods to be observed by 
the employer are the following, 
unless otherwise agreed: 

–  14 days, if the employment rela-
tionship has continued for up to 
one year 

–  one month, if the employment 
relationship has continued for 
more than one year but no more 
than four years 

–  two months, if the employment 
relationship has continued for 
more than four years but no 
more than eight years 

–  four months, if the employment 
relationship has continued for 
more than eight years but no 
more than 12 years 
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–  six months, if the employment 
relationship has continued for 
more than 12 years. 

2.  In an employment relationship 
valid for an indefinite period, the 
notice periods to be observed by 
the employee are the following, 
unless otherwise agreed: 

–  14 days, if the employment rela-
tionship has continued for up to 
five years 

–  one month, if the employment 
relationship has continued for 
more than five years. 

3.  The employment relationship of 
an employee with a fixed term 
contract is terminated at the end 
of the agreed fixed period. A 
fixed term employment contract 
cannot be terminated unless the 
possibility of giving notice has 
been specifically agreed on in 
writing. 

4. If the possibility of giving notice 
is agreed on for a fixed term em-
ployment contract, the aforemen-
tioned notice periods apply. 

5.  The termination of the employ-
ment contract is always made in 
writing or otherwise verifiably. 

III Working hours 

4 § Regular working hours 

1.  Regular working hours are 7.5 
hours per day at maximum and 
37.5 hours per week at maxi-
mum. 

2.  Working hours may also be ar-
ranged so that they average 37.5 
hours per week at maximum. In 
this case, a shift schedule must 
be drawn up in advance for the 
work in question for the period 
within which working hours will 
adjust to the set average. The 
reference period is eight weeks 
at maximum. Regular working 
hours shall not exceed eight 
hours a day or 48 hours a week. 

3.  The employee is entitled to a 
meal break of 0.5 to 1 hours.  
The meal break is not included 
in working hours if the employee 
has the right to leave the work-
place during the break. 

4. Good Friday, Easter Monday, 
Ascension Day, May Day, Inde-
pendence Day, Christmas Day 
and Boxing Day, New Year’s 
Day, Epiphany, Christmas Eve 
and Midsummer Eve are paid 
holidays. If the regular working 
hours of an employee, whose 
employment contract is based on 
hourly pay, vary, pay for midweek 
holidays will be based on the 
average earnings for regular 
working hours in the previous 
three months. 

5 §  Additional work, overtime and 
Sunday work 

1.  Additional work refers to work 
done during the time between 
the regular working hours 
agreed on in the employment 
contract and the longest lawful 
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regular working hours (8 hours). 
The basic hourly pay for each 
hour worked will be paid for  
additional work. 

2.  Work done in addition to the 
regular lawful maximum working 
hours (8 hours) or in addition to 
the working hours specified in 
the shift schedule in a day, con-
stitute overtime above the daily 
regular working hours. The wage 
payable for the first two hours of 
overtime above the daily regular 
working hours shall be the regu-
lar wage plus 50 per cent, and 
for additional hours, the regular 
wage plus 100 per cent. 

3.  Work done in addition to the 
regular lawful maximum working 
hours (40 hours) or in addition 
to the working hours specified 
in the shift schedule in a week, 
constitute weekly overtime. The 
wage payable for the first eight 
hours of weekly overtime shall 
be the regular wage plus 50 per 
cent, and for additional hours, the 
regular wage plus 100 per cent. 

4.  The wage payable for work done 
on a Sunday, Church holiday, 
May Day and Independence Day 
shall include the regular wage for 
the time in question plus basic 
hourly pay as Sunday work  
remuneration. 

5.  Subject to the employee’s con-
sent, the remuneration for addi-
tional work or overtime can also 
be converted into corresponding 
increased free time. 

6.  Additional work and overtime 
requires the employer’s initiative 
and employee’s consent. 

7.  If the employee is in a manage-
rial position or the employee’s 
primary duty is to supervise or 
oversee others, it may be agreed 
with this employee that the re-
muneration for overtime is paid 
as a fixed monthly remuneration. 

6 § Flexible working hours 

1.  The employer and employee may 
agree on flexible working hours. 
Flexible working hours allow the 
employee, within set limits, to 
determine the beginning and the 
end of regular working hours. 

2.  When agreeing on flexible 
working hours, agreement must 
be made on the fixed working 
hours, the limits of flexibility 
within 24 hours, the timing of 
rest periods and the maximum 
accumulation of hours in excess 
or falling short of the regular 
working hours. The maximum  
accumulation may be +/- 40 
hours at maximum. 

3. Flexible working hours may not 
be spent on working overtime. 

7 §  Weekly free time  

Working hours must be organised to 
allow employees at least 35 hours 
of uninterrupted free time each 
week, if possible around a Sunday.
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IV Illness and other absence

8 § Illness of employee 

1. The employer is obliged to pay 
wages to the employee for the 
period of illness. The precondi-
tion is that the employee did not 
cause the incapacity to work 
intentionally or through gross 
negligence. 

2.  The employee must make a no-
tification of the absence and its 
estimated duration without delay. 
On demand, the employee must 
present a medical certificate or 
other account approved by the 
employer for his or her incapacity 
to work. 

3.  The employer will pay the stand-
ard wages to the employee in 
connection with each case of 
incapacity to work, based on 
the duration of the employment 
relationship, as follows: 

–  If the employment relationship 
has lasted less than 1 month, 
50% of wages for the day on 
which the employee fell ill and 
for nine subsequent weekdays. 

–  If the employment relationship 
has lasted at least one month, 
but less than 3 years, full pay for 
a four-week period. 

– If the employment relationship 
has lasted at least 3 years but 
less than 5 years, full pay for a 
five-week period. 

–  If the employment relationship 
has lasted at least 5 years but 
less than 10 years, full pay for a 
six-week period. 

–  If the employment relationship 
has lasted at least 10 years, full 
pay for an eight-week period. 

4. If the regular working hours of an 
employee, whose employment 
contract is based on hourly pay, 
vary, sick pay will be based on 
the average earnings for regular 
working hours in the three 
months preceding the illness. 

5.  When the employer pays sick 
pay to the employee, the em-
ployer has the right to apply 
for itself the health insurance 
contribution pursuant to the 
Health Insurance Act, to which 
the employee is entitled for the 
corresponding period.

6.  During regular working hours, 
the employee may go to nec-
essary medical checkups and 
examinations and, in case of an 
acute dental illness, visit a den-
tist’s office without losing pay for 
the period in question. 

9 § Maternity-/adoption-, paternity- 
and parental leave and child care 
leave  

1.  The employee’s maternity-, 
paternity- and parental leave and 
child care leave are determined 
in accordance with the Employ-
ment Contracts Act and Health 
Insurance Act. 
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2.  The employer pays the employee 
wages for three months during 
maternity leave. The precondi-
tion for payment of wages is that 
the employment relationship has 
continued without interruption for 
at least 6 months immediately be-
fore the maternity leave begins. 
If the regular working hours of an 
employee, whose employment 
contract is based on hourly pay, 
vary, wages paid for maternity 
leave will be based on the aver-
age earnings for regular work-
ing hours in the three months 
preceding the maternity leave. 

3.  The employer pays the em-
ployee wages for 18 days during 
paternity leave. The precondition 
for payment of wages is that the 
employment relationship has 
continued without interruption 
for at least 6 months immedi-
ately before the paternity leave 
begins. If the regular working 
hours of an employee, whose 
employment contract is based on 
hourly pay, vary, wages paid for 
paternity leave will be based on 
the average earnings for regu-
lar working hours in the three 
months preceding the paternity 
leave. 

4.  An employee who has adopted 
a child who is under 7 years old 
has the right to 3 months paid 
adoption leave.

5.  The employer has the right to 
receive the maternity/paternity/
parental allowance due to the 

employee for the same period,  
or the part of it corresponding  
to the wages paid.  

 10 § Temporary child care leave 

1. If the employee’s child or some 
other child who is under 10 years 
of age and who lives permanently 
in the employee’s household falls 
suddenly ill, the employee is enti-
tled to temporary child care leave 
for a maximum of four working 
days in order to arrange for care 
of the child or to care for the child 
personally. A parent who does 
not live in the same household 
with the child is also entitled to 
temporary child care leave. 

2.  The employee shall notify the 
employer of temporary child care 
leave and of its estimated duration 
as soon as possible. If so required, 
the employee shall present a reli-
able account of the grounds for 
temporary child care leave. 

3.  Wages will be paid to the employ-
ee for three working days during 
the temporary child care leave. 

11 § Temporary absence 

1.  A possibility will be arranged for 
the employee for a brief tempo-
rary unpaid absence from work 
due to a sudden case of illness 
suffered by his/her family. The 
annual holiday benefits of em-
ployees will not be reduced due 
to such absence. 
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2. The employee is entitled to brief 
temporary paid absence due to 
the death and funeral of a close 
relative. The annual holiday 
benefits of employees will not be 
reduced due to such absence. 

V Annual holiday and holiday bonus

12 § Annual holiday  

1.  Employees’ right to annual holi-
day and holiday compensation 
is determined pursuant to the 
Annual Holidays Act. 

2.  Employees earn two and a half 
weekdays of annual holiday for 
each full holiday credit month, 
if the employment relationship 
has lasted at least one year by 
the end of the holiday credit year 
(31 March). If the employment 
relationship has lasted less than 
a year, the employee earns two 
weekdays of annual holiday for 
each full holiday credit month. 

3.  For the duration of the annual 
holiday, annual holiday pay will 
be paid to the employee accord-
ing to the provisions laid down in 
the Annual Holidays Act.

4.  At the end of an employment 
relationship, the employee is 
entitled to holiday compensation 
instead of annual holiday for any 
holiday entitlement or holiday 
compensation earned but not yet 
received.

5.  The employer confirms the timing 
of the annual holiday. A total of 24 
days of the annual holiday must 
be taken in the holiday season, i.e. 
between 1 May and 30 Septem-
ber. The employer and the em-
ployee may agree otherwise on 
the timing of the annual holiday, in 
compliance with the provisions in 
the Annual Holidays Act. 

6.  The employer must notify of the 
timing of the holiday no later 
than one month before the start 
of the annual holiday. If this is not 
possible, notification of the tim-
ing of the holiday must be given 
at least two weeks before the 
start of the holiday. 

 
13 § Holiday bonus  

The employee will be paid a holiday 
bonus, which is 50% of the pay for 
the employee’s statutory annual holi-
day. The holiday bonus will be paid 
in connection with the holiday pay. 

As a rule, payment of holiday bonus 
requires taking holiday. If the taking 
of annual holiday is prevented be-
cause the employee’s employment 
contract is terminated by the em-
ployer on financial and production-
related grounds, the holiday bonus 
will be paid also for the holiday com-
pensation paid when the employ-
ment relationship is terminated. 
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VI Provisions concerning pay

14 § Minimum pay

The pay is determined in accord-
ance with the Union of Communica-
tions Professionals’ valid minimum 
pay recommendation.

15 § Divider for calculating hourly 
pay

The divider for calculating minimum 
hourly pay is 158. 

VII Miscellaneous provisions

16 § Travel 

1.  Compensation for travel expenses 
and payment of per diem al-
lowances comply with the Tax 
Administration’s valid decision on 
tax-exempt allowances for travel 
expenses. 

2.  If an employee travels extensive-
ly outside of the regular working 
hours in order to complete work 
duties, the employee is to be 
reimbursed for the travel time by 
payment of the basic hourly pay 
for each hour used for travel, or 
given leave of the same amount. 

17 § Compensation for tools 

If it is agreed that the employees 
will use their own tools for perform-
ing work duties, the compensation 
paid for this is subject to separate 
agreement. 

18 § Training

1.  The employer shall provide  
employees with training required 
by changes and development  
in work duties. 

 2.  The training provided by the 
employer for employees  
during working hours is included 
in working hours.

3. If the training provided by the 
employer takes place outside 
working hours, the employee’s 
participation in the training and 
compensation for the time used 
and the expenses incurred are 
subject to separate agreement.

19 § Copyright 

Copyright is determined in accord-
ance with the Copyright Act. Trans-
fer of copyright and remuneration 
for copyright are subject to separate 
agreement. 
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VIII Validity  

This recommendation is valid from 1 April 2018 to 31 March 2020. 

Helsinki, 16 March 2018

AKAVA SPECIAL BRANCHES

Salla Luomanmäki                                Tuire Torvela
Executive Director              Legal Adviser

THE UNION OF COMMUNICATIONS PROFESSIONALS

Heta Koski                                                  Siina Repo
Chairperson              Executive Director
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Employment contract/The Union of Communications Professionals

1. Employment contract parties 

Employer: ___________________________    Business ID____________________

Employee: _________________________Personal identity code _______________

2. Validity of the employment contract 

Employment start date: ________________________________________________

The employment contract is valid

  indefinitely          for a fixed period __________________________________

Reason for fixed-term employment contract: ________________________________ 

__________________________________________________________________

3. Job title and work duties 
__________________________________________________________________

__________________________________________________________________

4. Place of work 
__________________________________________________________________

5. Working hours 
The working hours are _______ hours/day and ___________ hours/week.

The average working hours are____________ hours/week. 

6. Pay and pay period 
At the start of the employment relationship, the monetary pay is: __________________

Pay period: _________________________________________________________

Fringe benefits: ______________________________________________________

7. Period of notice for the employment contract 
In accordance with the recommendation by Akava Special Branches and the Union  
of Communications Professionals. 

8. Matters subject to separate agreement 
The following is agreed on a trial period: __________________________________

Travel time is compensated in accordance with the recommendation by Akava Special 
Branches and the Union of Communications Professionals in money / time off. 

The following is agreed on remuneration for tools: ___________________________

9. Other Terms and Conditions 
The recommendation by Akava Special Branches and the Union of Communications 
Professionals on terms and conditions of employment relationship applies to this employ-
ment contract.  

10. Date and signatures 

_____________________________             _____________________________
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Instructions for concluding an 
agreement on remote work

Definition of remote work  

Remote work refers to work per-
formed outside the employer’s 
premises on a regular basis. 

Agreement on remote work 
Remote work is voluntary for both 
the employee and the employer. A 
written agreement must be drawn 
up on remote work to agree on at 
least the following:  

1.  Start and duration of remote 
work 

  Remote work can be effective 
until further notice or for a fixed 
period. 

 
2.  Work performed as remote work 
 The agreement must define the 

work performed as remote work 
and the place for remote work.  

3.  Terms and Conditions of  
Employment 

  Valid labour legislation, includ-
ing the Employment Contracts 
Act, the Working Hours Act and 
Annual Holidays Act apply to 
remote work. 

 
 The recommendation by Akava 

Special Branches and the Union 
of Communications Profession-
als on terms and conditions of 
employment relationship applies 
to remote work.  

4.  Contacts 
 The agreement must define how 

and when the employer and em-
ployee are accessible for each 
other. 

5.  Tools and equipment for work 
 The employer acquires and pays 

for the tools, equipment, soft-
ware and connections required 
for remote work. The employer 
is responsible for their installa-
tion, servicing, maintenance and 
insurance required to cover any 
damage, and the costs incurred. 
If the employer and employee 
agree that the employee use 
their own tools and equipment 
for work, their use and the costs 
incurred must be agreed on. 

 
6.  Workroom and furniture 
 The agreement must define the 

employer’s obligation to com-
pensate the costs incurred from 
remote work with regard to work-
rooms, work furniture and their 
upkeep. 

7.  Cancellation of remote work 
 The agreement must specify the 

procedure to be followed by the 
employer and the employee if 
remote work is to be cancelled 
and the employee may return or 
move to work on the employer’s 
premises.
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