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THIS EMPLOYMENT CONTRACT (“Contract”) is made in ___________ on _____/2022, 
between
COMPANY NAME

a company registered under the Companies Act 2013 having its registered office at ________________________________--. (hereinafter referred to as "we" or “us” or “our” or the “Employer”, whichever expression shall, unless repugnant to the meaning or context hereof, be deemed to include its permitted assigns and successors-in-interest)

and

EMPLOYEE NAME

an Indian national with PAN no. ____________- and a resident of ______________________- (hereinafter referred to as ""you" or “your” or the “Employee” whichever expression shall, unless repugnant to the meaning or context hereof, be deemed to include its permitted assigns and successors-in-interest).


[bookmark: _bookmark0]Introduction

A. This Contract sets out the terms of employment between you and us. It is effective from ______________-- and supersedes any previous agreements, whether written or oral, between us.
B. You must have the right to work in India and have provided us with the documentary evidence of this. If you do not have an unrestricted right to work in India, you are required to keep us updated with any change to your personal details and Indian immigration and employment visa status.
C. You agree you will promptly provide us with original documentary evidence of your academic or professional qualifications as requested by us.
D. You must not be subject to any restrictive covenants or other legal obligations that would prevent you from carrying out your job for us. You agree that by entering into this Contract and working for us, you will not be in breach of any obligation to any third party or of any court order and you undertake to indemnify us on demand against any claims, costs, damages, liabilities or expenses which we may incur as a result if you are in breach of any such obligations.
E. We must receive satisfactory references with regard to your prior experience and employment history if requested.

If the conditions in (C) to (E) are not satisfied and/or you have misled us, and/or you have failed to notify us of any change, the same shall be deemed to be misconduct and we have the right to terminate your employment without notice within a reasonable period of us discovering this.


1. [bookmark: _bookmark1]Commencement
1.1. Your employment with us commenced on _______________.
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The first 6 (six) months of your employment with us is a probationary period and the Contract may be terminated during this period at any time on 1 (one) week’s prior notice or payment in lieu of such notice. At the end of 6 months your probationary period will automatically expire, unless extended. We may, at our discretion, extend the probationary period for up to a further three months, provided that in case of such extension, this Contract may be terminated during this period at any time on 1-month prior notice or payment in lieu of such notice. During the probationary period, your performance and suitability for continued employment will be monitored.


1.2. NOTICE PERIOD: The termination of employment is subject to notice, in writing, by either party of 1 (one) weeks’ notice during the probation period if less than six months or payment in lieu thereof and 4 (four) weeks’ thereafter or payment in lieu thereof.
Upon you serving notice of termination post the probation period, we shall be entitled to unilaterally relieve you earlier. In such event, the we will pay you your compensation for one (1) month from the date of your written notice including for such period you have worked with us after serving such notice and such period after termination.


1.3. REPRESENTATIONS. You hereby represent that all the contents of your resume, testimonials, references, application form, previous employment details and other information furnished by you are true and accurate. If any of the said particulars are found at any time to be incorrect or misleading in any way, we shall have the right to terminate your employment forthwith on the grounds of deemed misconduct, without the requirement of providing you any notice or compensation in lieu thereof.


2. [bookmark: _bookmark2]Job Title and Duties
2.1. Your job title is _____________--.

2.2. You may be required to perform such other duties as directed by us to meet the needs of the business.

2.3. At all times you must act in our best interests and at all times faithfully and honestly discharge your duties.

2.4. You are responsible to your Supervisor and must report to him/her at all times, unless otherwise directed by him/her.

2.5. During your employment, you must not without our prior written consent be directly or indirectly employed, engaged in any trade, business, activity or profession, other than your employment with us (other than normally acceptable personal investment activity), whether part-time or full-time, or whether during or outside office hours or within or outside the office premises. Furthermore, the Employee is required to devote all its normal time of activity to the exclusive service of the Employer.

2.6. In addition to the terms of this Contract, you shall be subject to our standard terms of employment as stated in the Employee Handbook or any other policies or procedures communicated to you by us either orally or in writing (“Standard Employment Terms”). The Standard Employment Terms will be communicated to you from time to time or be accessible by you on our Intranet. The Standard Employment Terms are deemed to include other policies of the Employer that may be created including the policy for prevention of sexual harassment at the workplace, internet and network use policy, intellectual property policy, etc. The Standard Employment Terms may be changed by us from time to time, at our sole discretion, and such changed standard employment terms shall become applicable to you forthwith, upon receipt of notice of the same.
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3. [bookmark: _bookmark3]Hours of Work
3.1. Your normal working hours are from 11:00 to 20:00 hours, Monday to Friday with an hour-long break in total. Subject to applicable laws, we reserve the right to vary your normal working hours as necessary to meet the requirements of the business on reasonable notice to you.

3.2. You are required to effectively work for a minimum and maximum of 40 hours per week excluding break time (minimum 30mins and maximum 60mins per day).
3.3. Unless otherwise agreed and subject to applicable laws, you may be required to work different or additional hours to meet the needs of the job and to perform your duties.


4. [bookmark: _bookmark4]Place of Work
4.1. You may be required to work at such locations within and outside India as is reasonably necessary to undertake our business and perform your duties with or without any additional remuneration at the discretion of the management. This may include relocation to a different site or division. We will give you reasonable notice of any relocation.

4.2. You may, after the written approval from us, work from home under the conditions of our Smart Working Policy that will be comminuted to you by us prior to such arrangement. For avoidance of doubt, the approval can be revoked by us at any point. All conditions and policies of employment will apply during any such approved remote working arrangement.


5. [bookmark: _bookmark5]Remuneration, Benefits and Deductions
5.1. We will pay you a Gross Fixed Salary of INR ________- each year during your employment, which includes all allowances and other outgoings we incur for and on your behalf.

5.2. Salary accrues from day to day and is payable by equal monthly instalments. The monthly salary will be paid by the 5th day of the following calendar month by bank transfer.

5.3. We will review your salary periodically and it may be increased at our discretion without affecting the other terms of your employment. There is no obligation to award an increase at any time. There will be no review of your salary after notice has been given by either of us to terminate this Contract.

5.4. You agree that we have the right to deduct from your basic salary or any monies due to you, any sums that you may owe us or any costs which we incur on your behalf. This includes any loans and interest thereon made to you or overpayments, advances of expenses or unauthorized personal expenses, costs of repairing any damage or loss to our properties caused by you, any excess holiday taken over and above your entitlement subject to applicable law.

5.5. The tax liability, if any, including income tax and professional tax, arising on your compensation or rewards or awards will be your personal liability and will be governed by the tax laws of the country wherein your services are provided.

5.6. If at any time we ask you to return property belonging to us and you fail to do so, we will be entitled to withhold any monies due to you from us subject to applicable law.

5.7. BENEFITS. You would be eligible to receive applicable statutory benefits as detailed in our Employee Handbook. You will also be entitled to other non-statutory benefits offered voluntarily as per applicable policies of the Employer.
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5.7.1. You agree that any bonus payments linked with production/productivity or other compensation paid to you by the Company shall be in lieu of any bonus required to be paid to you under the statutory laws of India.


6. [bookmark: _bookmark6]Expenses
6.1. We will reimburse all reasonable travel, hotel, and other expenses properly and necessarily incurred by you in the performance of your duties, subject to our rules and policies relating to expenses. You must produce satisfactory supporting vouchers and receipts in respect of such expenses before such reimbursement is made.


7. [bookmark: _bookmark7]Holidays and Holiday Plan
7.1. You are entitled to (i) 21 days paid privilege leave in a holiday year (earned by the employee for providing more than 240 days of work); (ii) 9 days for sick leave and 12 days for casual leave; (iii) public holidays on 26th January (Republic Day), 1st May (Labour Day), 15th August (Independence Day), 1st November (Telangana Day) and 2nd October (Gandhi Jayanti); and (iii) such other public holidays as notified by us in our absolute discretion. A “holiday year” means the period from 1 January to 31 December. The list of public holidays will be communicated to you in the beginning of each holiday year or sooner. If your employment commences part way through the holiday year, your entitlement to privilege leaves during your first year of employment will be calculated on a pro-rata basis, rounded up to the nearest whole day.
7.2. Request to take leave must be made in writing to your Supervisor via our internal software system and

 you must have our prior agreement before taking any leave, save the medical emergencies. Taking leave at
 certain times of the year may have to be restricted having regard to the operational needs of the business. 

7.3. For any period of incapacity due to sickness or injury which lasts more than 3 consecutive days, you must at your own cost obtain a doctor’s certificate stating the reason for absence and supply this to your Manager. You must obtain further certificates if the absence continues for longer than the period of the original certificate. The leave protocol for sickness is better defined by the Employee Handbook.


8. [bookmark: _bookmark8]Corrupt Practices
8.1. During the period that you are employed by us, you shall not, on behalf of us or on the pretext thereof, give or pay to any person any money, Gratification or Valuable Thing of any kind (other than a legally acceptable, official and Company approved consideration) in order to induce or influence a Public Servant to do or forbear from doing any act in relation to us. The terms Public Servant, Gratification and Valuable Thing shall have the meaning assigned to them under the Prevention of Corruption Act, 1988.

8.2. It is clarified that you shall not pay any “speed money” or “facilitation payment” in order to quicken the process of any act that needs to be performed other than a purely legal remuneration paid to a service provider.

8.3. During the period that you are employed by us, you shall not, on behalf of us or on the pretext thereof, receive from any person (or arrange for some other person to so receive on your behalf) any money,
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Gratification or Valuable Thing of any kind as consideration in order to do or forbear from doing any act in relation to us.

8.4. During your employment you shall not: (a) enter into any arrangement, contract or financial transaction on behalf of us with any relative or entity controlled or owned by a relative; (b) enter into such arrangement, contract or financial transaction with any person entity or organization for the benefit of some other person, entity or organization; or (c) claim any compensation/reimbursement or pay any amount on behalf of us for a purpose other than the purpose for which such amount is actually payable.


9. [bookmark: _bookmark9]Summary Termination
9.1. We may terminate your employment without notice and you will have no claim in respect of such termination if you commit an act of misconduct or negligence or if there are any other grounds justifying immediate dismissal including and/or any act which constitutes an offence involving moral turpitude. Acts that constitute misconduct shall include those resulting in a serious breach of the terms of your employment.

9.2. Our rights under clause 9.1 are without prejudice to any other rights that we might have under applicable laws. Any delay by us in exercising such a right of termination will not constitute a waiver of it.


10. [bookmark: _bookmark10]Suspension
10.1. We are entitled to suspend you on full pay in order to investigate any complaint of misconduct against you for as long as we consider necessary to complete the investigation.


11. [bookmark: _bookmark11]Termination
11.1. Subject to clauses 1.2, either you or we may terminate your employment by giving notice in writing, as required by applicable law.
11.2. You agree that in case of retrenchment, the principle of "last in first out" shall not be applicable.

11.3. We may, for all or any part of your notice period, require you to cease performing your job and/or exclude you from entering any of our premises (“Garden Leave”) subject to applicable law. During any such period, we will continue to pay basic salary and benefits and you will continue to be bound by the terms of this Contract.

11.4. On termination of your employment for whatever reason or on demand during the course of your employment, you must return in a reasonable condition all Employer property, documents (or copies), computer discs or tapes and all other tangible items (including but not limited to building key, security pass, desk/cupboard keys, stationery, records), lists of customers and any equipment provided by us in your possession or control belonging to us or containing any confidential information about us or third parties. You agree that you shall not copy, duplicate, recreate or record or otherwise keep in possession or deliver to anyone other than the Company, any of the aforementioned items.

11.5. Following the termination of your employment, you must not represent yourself as being in any way connected with our business (except to the extent agreed by us) or make any unfair or untrue remarks about us, our employees, officers, clients or prospective clients and any of our services.
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11.6. We have no fixed retirement age. We acknowledge that retirement is a matter of choice and will not pressurize you into retiring because you have reached or are approaching a certain age. For business and succession planning purposes, we will from time to time review your plans in relation to voluntary retirement or a different working pattern with you on a no obligation basis.

11.7. If you decide to retire, you must give us notice in accordance with clause 1.2.



12. [bookmark: _bookmark12]Confidential Information
12.1. You must not use or disclose to any person, either during or at any time after your employment with us has terminated, any Confidential Information about us, our business or financial affairs or any of our business contacts, or about any other matters which may come to your knowledge in the course of your employment. For these purposes, “Confidential Information” means any information or matter which is not in the public domain, and which relates to us, our business or financial affairs or any of our business contacts, whether partially or as a whole, of whatever description and in whatever form (whether written, oral, digital, electronic or printed).

12.2. The restrictions in these clause does not apply to:
a) Prevent you from whistleblowing; or
b) Use or disclosure that has been authorized by us or is required by law or by your employment with us.


13. [bookmark: _bookmark13]Intellectual Property
13.1. Any intellectual property developed by you during your employment with us, including any copyrights, designs, patents, layouts, mask works, etc. shall be deemed as “works for hire” under applicable intellectual property laws and shall be the exclusive property of the Employer. You will promptly disclose to us all works or designs (“the Works”) (whether or not capable of protection by any intellectual property right) originated, conceived, created, discovered, formulated, written or made alone or with others (except only those works originated, conceived, created, discovered, formulated, written or made by them wholly outside your normal working hours which are wholly unconnected with your appointment) which relate to our business with which you are involved or were involved within 2 (two) years before the creation.

13.2. In order to more effectively set out the detailed rights and obligations of the parties in relation to protection of confidential information and intellectual property, you may be required to execute other documents by us (such as an employee intellectual property assignment and confidentiality protection agreement) and you agree to be bound by any such additional terms.


14. [bookmark: _bookmark14]Maternity Rights
14.1. You are entitled to the appropriate leave/pay in accordance with the statutory provisions from time to time in force.

Women employees (only) are entitled to avail statutory maternity benefits as provided under Annexure-A enclosed herewith.
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15. [bookmark: _bookmark15]Data Protection
15.1. You consent to us holding and processing both electronically and manually "Personal Data", i.e. the data we collect in relation to you in the course of your employment for the purposes of our administration and management of our employees and our business and in order to comply with applicable procedures, laws and regulations.

15.2. You consent to us holding and processing both electronically and manually "Sensitive Personal Data" such as information relating to your racial or ethnic origins, political opinions, physical or mental health, criminal offences or charges or religious beliefs as reasonably required by us in the administration and management of our employees and our business. All Sensitive Personal Data shall be dealt by us in accordance with the provisions of the Information Technology Act, 2000 and the Information Technology (Reasonable security practices and procedures and sensitive personal data or information) Rules, 2011.

15.3. You agree to comply with the standard of the Data Protection Legislation, including the General Data Protection Regulation ((EU) 2016/679) and any other European Union legislation relating to personal data.



16. [bookmark: _bookmark17]Collective Agreement
16.1. There is no collective agreement which directly affects your employment.


17. [bookmark: _bookmark18]Changes in Terms of Employment
17.1. We may make reasonable changes to any or all of the terms of the employment. You will be notified of any changes in writing including as may be required under applicable law.

17.2. Where appropriate changes in terms and conditions will be implemented only after consultation with you with a view to reaching agreement.
9


17.3. You will be taken to have agreed to any changes made in accordance with these provisions by acceptance of salary on the next payroll date unless you object to them in writing.


18. [bookmark: _bookmark19]Indemnity
18.1. You agree to fully and unconditionally indemnify on demand, defend and hold us harmless, immediately upon demand at any time and from time to time, against any loss, claims (including tax claims), damages, costs, charges and expenses (including reasonable attorney fees), actions, proceedings, etc., caused to or taken or made against or suffered by us by reason of or in connection with any breach of any covenants or undertakings contained herein by you. Our right to claim damages hereunder shall not constitute or be construed as penalty.


19. [bookmark: _bookmark20]Governing Law and Jurisdiction
19.1. This Agreement is governed by and construed in accordance with Indian laws.

19.2. DISPUTE RESOLUTION. Except as provided herein, all disputes in relation to this Contract shall be settled through arbitration in accordance with the Arbitration and Conciliation Act, 1996. The arbitration shall be conducted by a single arbitrator to be selected by you out of a list of three arbitrators provided by us. The arbitration proceedings shall take place at Telangana, India and shall be conducted in English.
19.3. You acknowledge that damages alone will not be an adequate remedy in the event of breach of any of your obligations under this Contract. You therefore agree that we shall be entitled (without limitation of any other rights or remedies otherwise available) to obtain injunctive or equitable relief from any court of competent jurisdiction.


20. [bookmark: _bookmark21]Notices
20.1. Service of Notice: Any notice or other communication to be given by one party to the other party under, or in connection with, this Contract shall be made in writing and signed by or on behalf of the party giving it and shall be sent to the other party at the addresses mentioned in this Contract. It shall be served by letter or e-mail transmission and shall be deemed to be duly given or made when delivered (in the case of personal delivery), at the time of transmission (in the case of e-mail transmission) or 10 (ten) business days after being dispatched by post, postage prepaid, by the most efficient form of mail available and by registered mail if available (in the case of a letter) to such party at its address or e-mail ID specified in this clause 23, or at such other address or e-mail ID as such party may hereafter specify for such purpose to the other party hereto by notice in writing.

20.2. Details of Notices: For the purpose of clause 21.1, the details are as follows:

	For the purpose of notices to us:

Email: 
	For the purpose of notices to you: 
Address: 
Telephone: 
Email: 
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21.2. You will promptly inform us in writing of any change in your residential address or contact details.


21. [bookmark: _bookmark22]No Assignment
21.1. Your obligations under this Contract are personal in nature and shall not be assigned or transferred by you.


22. [bookmark: _bookmark23]Survival
22.1. Notwithstanding anything to the contrary contained herein, clause 12 (Confidentiality), clause 13 (Intellectual Property), clause 16 (Restriction on the Employee), clause 19 (Indemnity), clause 20 (Governing law and Jurisdiction), Clause 21 (Notices) and this Clause 23 (Survival), shall survive expiry or earlier termination of this Contract.


FOR AN BEHALF OF:
COMPANY NAME


……………………………………………..



I have received a copy of this Contract and agree that the terms and conditions set out will form the basis of my employment.


FOR AND BEHALF OF
    EMPLOYEE NAME
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