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I: Introduction:

It is expedient and for the mutual benefit of both the FOUNDATION and its employees to have
defined terms and conditions of employment for the employees. As such, the same are sebonkin
the succeeding paragraphs.

It may be noted that the Offer Letter would also contain a summary of the terms and conditions
of this Employment Manual. Thus, the terms of this employment manual read along with the
terms of the Offer Letter and employment agreement would comprise the ‘contract of
employment’ of an employee with the FOUNDATION.

However, in case of any conflict between the corresponding terms of this Employment Manual
and Offer Letter and /or employment Agreement, the provisions of this employment manual shall
prevail. It is further clarified that the terms provided under this employment manual but not
mentioned in employment Agreement, will not be considered as a conflict and will be binding on
the employee or the FOUNDATION as the case may be.

The FOUNDATION reserves the right to amend or vary the terms and conditions of employment
of its employees and /or the policiesior procedures of the FOUNDATION from time to time which

shall be applicable on the employees of the FOUNDATION.

1I: Rules, Regulations, Guidelines, Orders, etc.:

All rules, regulations, directions, guidelines, policies, and the like, contained in this Employment
Manual or formulated by the Management in future shall also be deemed to form part of the
contract of employment of the employees all the employee shall obey the same. Any breach of
the rules may invite disciplinary action. Any breach_es observed or reported, either by employee
or third party must be reported to the Head - Human Resources. Non-reporting of incidence will

be deemed as breach of this Manual.

I11: Recruitment & Employment:

Any person seeking employment with the FOUNDATION is required to apply for the available
post. Such application form will contain such particulars and terms as may be specified from time

to time by the Management.

All persons on appointment shall be deemed to have been appointed on the basis of
representations made or facts disclosed in their applications and/or during their
interviews/discussion with the Management of the FOUNDATION. In case any fact or
representation is found to be wrong or concealed, such appointment shall stand invalidated and
deemed to be automatically terminated with or without notice.

Candidates below 18 (eighteen) years of age shall not be considered for appointment.
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IV. Probation and confirmation:

Unless otherwise provided in terms of the appointment or the agreement or award. Following
rules shall govern the probation and the confirmation of the employee.

the FOUNDATION or employees

on probation for the
d with the view of

nt in the service of
en selection shall be placed
ormance will be monitore

e All the employees on the first appointme
appointed for higher studies on the basis of op
period of 6 months. All the employee’s perf
determining their suitability for confirmation against the regular post

e The period of probation may be extended at the discretion of the Compete

not be extended by more than one year other than those in exceptional case.
under the rules, every employee will be issued the appointment letter post

nt authority but will

s Unless exempted
confirmation on the satisfactory performance.
relating to the confirmation or ext
d within one month from the date of the comple

will not.result to automatic confir

formance progress and the general conduct of the
ices are liable to be terminated at any time by giving
without assigning any reason provided

ension of the probation will normally be
tion of the probationary period.
mation of the employee.

e An order
communicate
Non-compliance of this provision

e If during the probation period.the per
employee are not found satisfactoryhis sery

of such notice or the payment of salary in lieu thereof

hereinafter.

V: Verification of job perfoﬁnance and relation with staff

Confirmation on the initia'l'-_a_pppi‘ritment in the FOUNDATION shall be subject to verification of
job performance in the prescribed format the time of joining the organization. Such verification,
if necessary, may be obtained duringithe course of the employment.

VI. Training

iable to undergo such training /refresher courses for such period and undertake

Employees are |
st as prescribed by the management from time to time.

such examination te

VII: Office Facilities, personal Telephone Calls, etc.:

not use the FOUNDATION's address/ facilities/ equipment’s including
onal work. No personal affairs shall be'conducted during office

| telephone calls take precedence over business telephone
ssary but these shall

Employees shall
stationery, etc. for private or pers

hours. Further, in no case can persona
calls. Employees may occasionally attend personal telephone calls, if nece

be limited to family emergencies.
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VIIL Entry and Exit

* Every employee shall leave and enter the organization by such gates as may be prescribed.
Employees leaving and entering the organization are liable to be detained and searched by such

staffs as may be authorized for this purpose by the management.
IX. Identity cards.

* Every employee of the organization would be provided with an identity card for the employment
period.

* The firstissue of cards will be free of charge. Loss of cards shall immediately be reported by the
employee to the management. A new card will be issued on the payment of Rs 100/- only.

* [Every employee leaving the service of organization for any reason shall surrender his card.

X: Working Days, Working Hours, Attendance Leave & Holiday Policy:

“ Working Days & Working Hours:

» [Lvery employee shall comply with such instructions as issued from time to time relating to the
time attendance and departure, Every employee shall be at work at the time fixed and notified
by the competent authority from time to time. The standard working week shall be [40] hours
per week. Normal office hours shall be between 09:00 to 18:00 hours, Monday to Friday, having
one-hour lunch time preferably between 13:00 to 14:00 pm (“Normal Working Hours Schedule”).
The Management, based on the need of the business of the Company, can change the Normal
Working Hours Schedule as and when required and the same shall be notified to the Employees.

e No female employee shall'be forced to work in any establishment between 10:00 p.m. to 6:00

a.m.

e Employees of the Company are required to mark their atténdance according to method
prescribed by the management from time to time.

e Employees who are required to sign the attendance register will mark the time of reporting the
duty as per the directions.

XI. TRANSFER AND RELOCATION

e Employees are liable to be transferred (or lent or assigned or deputed or seconded) from one
post to another, from one department or section or unit or establishment to another, belonging
to or managed / operated by the FOUNDATION or any of its subsidiaries, affiliates, sister
concerns, associates or any franchisee of the FOUNDATION, in India or abroad, whether existing
at the time of the appointment of the concerned employee or whether coming into existence
subsequent to his/her appointment. Provided, however, that the total emoluments drawn by the

I HUB NTIHAC FOUNDATION — HR Manual #5




a)
b)
c)
d)

e)
f)

empl ' | ;

tra:;;yee shall not be adversely affected on account of such transfer. Consequent to such
ansfer, employee will be governed as per such terms and conditions as may be applicable on

him/her by the FOUNDATION.

I o , , :
n the discharge of their duties and responsibilities employees may be required to travel
throughout India or abroad.

Relocation Allowance for Emplovees:

If an employee of FOUNDATION is required to move base from one state to another due to
business requirements, he/she will be entitled to a relocation allowance/bonus as per the
guidelines below:

For all employees who are transferred due to business reasons within the country (India) are
entitled for getting the shifting charges reimbursed which shall not exceed the amount of their
basic salary or they are entitled to a stay in a hotel/Company’s guest house as per the entitlement
appended in the Travel Policy of the Company, for 7 (seven) days in the new state, subject to the
prior written approval from the CEO/COO of the Company. Further, such relocation expenses
will be submitted by such employeewithin 30 (thirty) days of relocation to new city. Submission
of bills is mandatory to claim theé aforesaid reimbursement.

The traveling entitlements for the Employee and his/her family shall be as per the Travel Policy
of the Company.

XI1. TERMINATION AND RESIGNATION
inati JUNDAT

The FOUNDATION at its sole discretion shall terminate the services of the employees
with/without serving a notice, if an employee is guﬂtyofthe following:

Is Guilty of Misconduct;

Physical or mental disability or infirmity, or the like, etc.;

Reasonable apprehension of jeopardizing the safety or interests of the FOUNDATION;

Continued low efficiency; or bad working; or unsatisfactory or inadequate performance; or
incompetence; or unsuitability for continued employment; or the like;

Giving wrong particulars at the time of seeking employment;

Serious Issues about the integrity of the employee;

#6
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rocte of the FOUNDATION; and
If the employee’s retention is not conducive to the intere sts of the |

, -eas soever, under Applicable Laws,
Absence on account of arrest or detention, for any reason whatsoever ppuce

S . ‘ igations, representation :
In case the employee fails to comply or is in breaci of any/all ohllg:tlu A l' n and

. L s . oy » Service Agreement.
warranties and other terms and conditions as set forth in the Service Af

L v rourt of law of any offence involving moral
If at any time the employee has been convicted by a court of law of any 5

turpitude
In case of any misrepresentations made by the employee, whether in entering into the
employment agreement, or in performing its obligations in pursuance to the Service Agreement

or any other ancillary contracts/agreements.

An order/letter of terminaricn of service of an employee shall be in writing on the letterhead of
the FOUNDATION and shail be signed by the HUMAN RESOURCE - HEAD or the PROJECT
DIRECTOR or any other officer authorized by the Management, and the same shall be

communicated by the Management to the emiployee,
FOUNDATION, notwithstanding anything weitten in this policy. may terminate the services of

any employee (regular or Adboc)by giving 30 days’ notice to employee or by paying a salary of
30 days to the employee indieu of the aloresatd notice,

{B]Resignation by the Employee:

An employee may terminate his/her contract of service by giving 30 (thirty) days’ notice or
surrendering wages /salary in liswof the specified uotice period thereof,

However, in the event the ‘3'“";‘-'}'&'133V?5,/ f.esisﬂf:'#i@‘aut serving the entire notice period, the
FOUNDATION, without prejudice to any other legal rights and ré'medies, shall have the right to
deduct or retain an amount equivalent to the employee's thirty (30) days’ gross salary or any

other dues payable by the FOUNDATION to the employee and/or waive off or reduce the notice
period at its sole discretion.




UNDATION
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* An employee Pt : ; .
: €mpioyee other than a permanent employee may terminate his/her contract of service by
ving suc % : - P

i{_ 8 such notice as he/she is entitled to receive from the Management for the termination of
/her contract of service. rlowever, in such case, the FOUNDATION will not accept the
wages/salaries in lieu of such notice.
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CODE OF CONDUCT POLICY
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CODE OF CONDUCT OF EMPLOYEE

jhhee :?ﬁgig:‘g:)gig: r“leS:mi regulations regm;dfng em ployuc. behavior that are necessary for

g : 1, 0 .t. e FOUI?DAT!(}N and lqr the benefit and safety of all employees.
atinterferes with operations or that is offensive to clients or co-workers will not be

tolerated, and will be grounds for disciplinary action, up to and including termination.

Every Emplpyee or Consultant of FOUNDATION shall work in compliance with the law and rules
and regulations of FOUNDATION. Various aspects of Code of Conduct are listed below and every
employee/consultant associated with FOUNDATION is expected to comply with each of them.

1. Conflicts of Interest:

Every employee shall always work in best interest of the Foundation and in any case conflict of
interest arises then best interest of the Company takes precedence to all. However, in case of any
breaches, the employees shall inform HR and legal department.

2. Families and Relatives:
No special preference shall be given to Family Members and Relatives:
a) When being hired, promoted, transferred or when compensation related decisions are taken.

b) When being selected asi)e;idors or benefactors of FOUNDATION's activities/Programs.

Competition:

Employees and Consultalltslréf'}_}élhi'hgi,'er-emp.loy unethical or illegal practices to:

w

a) Collect competitive informatifiﬁ.tu-giép‘jigéfin_:xﬁétke;';share;
b) Fix any Opportunity beneficial to FOUNDATION or against any of the FOUNDATION's

competitors;

c) Deal with Funding Bodies and Benefactoi's of FOUNDATION by unfair means and ways.

4. Briberyand corruption:

Emplovees and Consultants shall never. directly er indirectly offer or promise any improper
ﬁnap:'lci'al or other advantage in order to obtain or retain business accept anything in return for

any preferential treatment of a Vendor or Benefactor.

e #10
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Gifts & Entertainment:

Employees and Consultants shall not receive/offer any gifts from/to Vendors and Benefactors

Drugs and Alcohol:

.masala, narcotics drugs on the job, and/or

Consumption of drugs, alcohol, tobacco and/or pan ; Pl
I . inconsistent with the goals of FOUNDATION

being under its influence during working hours, are

and are strictly prohibited.

Unauthorized Possession of Weapons:

No person shall possess within the premises of FOUNDATION any firearms or other dangerous
weapons except police officers, transfer agents licensed to carry weapons. Any firearm either
long gun or handgun, or any device which fires any type of projectile utilizing gunpowder as a
propellant, any edged weapons like folding or fixed blade knives, daggers, dirks, swords, axes,
machetes, bow and arrow or any other sharp objects, any type of martial arts devices are
prohibited within the premises of FOUNDATION.

* Failure to comply:

a).Employees and Consultants shalli€éomply to the above listed code of conduct rules. Failure to
comply will be taken as serious offence by FOUNDATION.

b) Any such breach mayresultiin disciplinary action, and/or dismissal / legal proceedings/
criminal sanctions againstithem.

c) Employees and Consultants shall.reportiany practices or actions inappropriate/illegal under
this Code, by anyone, to their immediatelManagers,

s

CONFIDENTIALITY

Confidential Information:

The employee shall take proper measures to maintain the confi
unauthorized use/ disclosure of the confidentia] information relat
of the FOUNDATION, its affiliates and /or any client or customers

dentiality and to prevent any
ing to the business or activities
of the FOUNDATION.
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MISCONDUCT AND PUNISHMENT FOR MISCONDUCT

Misconduct:

Every employee is expected, at all times, to maintain absolute integrity and devotion to duty anq
to conduct himself/herself in a manner conducive to the best interests, prestige and credit of the

Management / FOUNDATION, and to use his ordinary prudence and intelligence in the discharge
of his duties. If an employee does not do so, the Management shall be competent to take

appropriate action against him/her.

For instance, acts that will constitute minor or major misconduct are mentioned herein below:

a) The use of profane or abusive language;

b) Insubordination or the refusal by an employee to follow Management's instructions
concerning a job-related matter;

c) Fighting or assault on a co-worker, client, client’s representative or contractor, or on
FOUNDATION's property, field office, jobssite; or when attending a work-related event;

d) Theft, destruction, defacement, misuse, or unauthorized use of FOUNDATION’s properties,
equipment, files, etc. or of another employee’s or client's property;

e) The possession of firearms on weapons or other instruments or devices intended primarily
used for causing injury, threatening, or intimidating any person in the FOUNDATION'’s offices or

otherwise;

f) lllegal gambling in FOUNDATION’s premises,in field offices, job sites, or when attending
workplace events; :

g) Falsifying or altering any FOUNDATION record or report, such as an application for
employment, a medical report, a work product including drawings, calculations, reports, records,
files, etc., a time record, an expense account, or shipping and receiving records; falsifying time
records is grounds for immediate termination:

h) Spending an excessive amount of scheduled work time performing unrelated tasks (such as
texting, making personal phone calls, etc.)

The examples above are illustrative of the type of behavior that is prohibited, but is not intended
to be an all-inclusive listing, '

1 #13




¢ Punishment for Misconduct:

10.

1.

An employee guilty of Misconduct may be -

a) Warned or censured; and/or

b) Fined subject to and in accordance with the Applicable Laws; and/or

¢) Punished by withholding of increment if any, with or without cumulative effect; and/or

d) Suspended without wages/salary, by way of punishment for a period not exceeding 15 days;
and/or

e) Reduced to a lower post or grade or a lower stage with consequential reduction in salary and

status; and/or

f) Termination without notice after expiry of 15 (fifteen) days from the Foundation written
warning, if misconduct still continues,

Escalation Process:

Misconduct activities can be @scalated.asper the guidelines below:
a) Any complaint/ grievange against the employee shall be submitted to the reporting manager.

b) On receipt of such complaint, Reporting Manager shall call upon the employee to show cause
why an appropriate actionishouldnot be taken against him/ her.

Enguiry and Decision on escalation:

HR will form a committee to conduetformal enquiry on the complaint received on the basis of

verbal hearings, statements and other evidences gathered from the employee

The Committee will submit its recommendation to the Chief executive officer and Project

Director. Once the misconduct occurrence is proved, disciplinary action will be taken by the

Project Director including warning, transfer, demotion or termination.

#14
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FOUNDATION employees can avail of the following leaves as mentioned below as per the norms

detailed hereunder.

neral Rules:

approval. An employee who desires to

All leave requests (except Sick leave) should have prior .
e Form to the Reporting Manager,

avail of leave shall make an application in the prescribed Leav
In case of Sick leave, Employee should inform Reporting Manager same day.

Calendar year (January to December) shall be followed for leave tracking.

Casual Leave can be combined with Special Casual leave. However, combination of any types

leaves (Casual, Sick, Earned) are not allowed.

TYPES OF LEAVES

2 a) Casual Leave (CL):

2b). Sick Leave (SL):

Casual leave is intended to cover the casual absence of the employees for the personal reasons.
Persons who join service in the middle of the year can be allowed to avail of casual leave
proportionately or the full maximum periodina year, at the discretion of the authority competent
to sanction the leave. & 7 '

Each employee will get creditof1 day of casual leave at the beginning of every month, which
shall be availed during that calendar year. No carry forward or encashment is applicable for
casual leave. i |

Unavailed casual leave will Japse at the end of the calendar year.

Sundays and closed holiday's'_j:canno'fl‘_q‘e prefixed or suffixed to the casual leave.

No employees are allowed to take mq_:l*\e"thar}i%daysﬁggsqal leave at any time.

Grant of special leave shall be sUbj_ect'tdgth@Bprov-ﬂ;of.,é_ompetent authority.

Handover of the work will be requ1redmbe§1vegih\{vhfm-leave is _t_aken for more than 10 days.

Each employee will get credit of 6 days of Sick leave at the be
shall be availed during the calendar year.

Beyond two days an Employee needs to submit medical and fitness
Practitioner along with his sick leave application,

ginning of Calendar year, which

certificate issued by a Medical

2c) Earned Leave (EL):

' HUB NTIHAC FOUNDATION ~ HR Manual
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t;)eclar;'z(yo f;ahrd lto add the balance to maximum accumulation of 45 days
nly o of the leave can be carry forward to the next calendar year.

Ll

2d) Holidays:

o List of the holidays shall be notified by :

: y wotified by the management in the beginning of the year or at any time
thereafter, if necessary.

3. Absence of Duty:

. Wher? an Elnp!oytle ta-ke:: off from duty without prior leave approval or proper intimation under
certal’n unavoidable circumstances, then those day(s) will be treated as absence from duty and
constitute Loss of Pay(“LOP").

e The Emp.loyee has to report to his/her department head or HR on rejoining duty from absence
and provide valid reasons for such absence in writing before taking up work again.

e If an Employee is absent from duty continuously for more than 7 days (including any
National/Festival/Declared/weekly off days which may fall in-between) without prior leave
approval or proper intimation, an official correspondence from the HR department will be sent
to him/her asking to report to duty and to provide explanation for his/her absence. If such an
absence is repeated for more than two times in a year by the Employee, appropriate disciplinary
action may be taken, and further enquiry may be conducted.

o Based on the enquiry, any disciplinary action deemed fit will be taken by the management of the
Company. , i

e If there is no response from the personnel within the stipulated time mentioned in official
correspondence, it would be assumed that the personnel have abandoned his/her service from
the Company on his/her own accord and would be treated and recorded accordingly.

(The leave policy of the Compaﬁy.,}_i' subject tc_) réifis._ibn fforn time to time, based on the approval
of the Project Director. implementation of any, prc_wision of the Company’s leave policy not
explicitly covered herein will be at the discretion of the' HR Department.)

4. Loss of Pay (LOP):

LOP stands for Loss of Pay; it is also called LWP or Leave without Pay.

It employees of FOUNDATION, who do not come for work and do not apply
imum of 30 daysina Calendar year. During the period of
LOP, the personnel is not entitled to any pay/salary or allowance. If the Employee fails to report
to duty on the specified date after the sanctioned LOP, it is assumed that the personnel has
abandoned their service with the Company of their own accord. LOP can be implicated f)n
disciplinary grounds with regard to attendance by the managemgnF r.e'gardless to the availability
of the other types of leave. LOP days will not count towards EL eligibility.

This is applicable for a
for leave. This can be availed to the max

#18
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5. Maternity Leave:

This leave shall be applicable
worked with the FOUNDATION for a pe :
date of delivery, in the preceding 12 (twelve) months period.

6. Paternity leave:
This leave shall be applicable as per Paternity Benefit Policy to
married (the employee should be married as per company s records).

7. X I P RNITY POLICY

i.Purpose:

FOUNDATION provides maternity benefits to its women employees to ensure the well-being of
both, the female employee and her child. The FOUNDATION recognizes the physical and
emotional demands of childbirth and supports its employees stepping into parenthood.

as per Maternity Benefit Policy to all women employees who haye
riod of not less than Six (6) months preceding the expecteq

all male employees who are

ii. Eligibility:
Every female employee of FOUNDATION shallbe entitled to maternity benefits if she has worked
in the FOUNDATION continuously for a period of not less than six (6) months immediately
preceding the date her delivery.

i Paternity and Maternity Benefits:
E I . I ' 1 : {

Paternity leave is applicable to'ali mé‘é‘-mpl_oyees’%who are married (the employee should be
married as per company'’s records and'as per ipfm;ﬁtiojn provided at the time of joining )

A male member of the Service (including a probationer) with less than two surviving children,
may be granted paternity leave by an authority competent to grant leave for a period of 15 days
during the confinement of his wife for childbirth, i.e., up to 15 days before, or up to six months
from the date of delivery of the child.

e The paternity leave may be combined with leave of any other kind.

* Leave cannot be carried forward or added to other leave categories

* A male employee (including an apprentice) with less than two' surviving children, on valid
adoption of a child below the age of one year, may be granted Paternity Leave for a e'riod of 15
days within a period of six months from the date of valid adoption. p

#19
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i, Leave-Eligibility and Entitlements:
| - Tt i
mney - | Avplicablebensis |
' A biological mother with no child or | The employee shall be enfitled to wenty-Six (26) weeks |
| having maximum one (1) surviving or 182 day; ofn];rer ‘mt't‘ﬂ [.0 M e \
| child | : aternity paid leave. \
A Eiological mother having two (2) or | The employee shall be entitied o twelve (12) weeks or |
' more than two surviving chi]dre:f ' 844 W\D Aye’e v ‘m‘:! ,be Q*.nt]ed 5 _twe}ve (18] eess o]
; ays of maternity paid leave, of which not more than |
r — - SRR £ E’LW_@E‘[‘:S shall precede the expected date of delivery |
A female employee who legally | The employee shall be entitled to twelve (12) weeks or |
adopts a child of up to three (3) | 84daysof maternity paid leave from the date the child is
months of age or a commissioning | handed over to the adopting mother
mother . ‘
Paid Leave in case of Miscarriage ' In case _of_'m_'%caz"l_age or “medical .tel‘l.nillé-t_i()_ll- 76?1
| pregnancy, the employee will be entitled to paid time off
i at the rate of maternity benefit, for a period of six weeks
._immediately following the day of her miscarriage or the
e B 1 medical termination of pregnancy.
haid Leave for Illness Arising outof | A f'eﬁé-l_e_e?nmé;hal_, oin'-l-a?fmac?tiio_n_ J;LEh_erc;f as |
| Pregnancy ' may be prescribed, be further entitled to paid leave for
| one month in addition to the period of leave mentioned
l [| above, on account of any illness or complication arising |
| out of pregnancy (delivery, premature  birth,
| | miscarriage, medical termination of pregnancy and
j ; ‘ Tubectomy.operation included).
. Y e R e S
iv.Work from Home
In case where the nature of work assigned to a ferale employee is such that she can work from
home, she may raise such a request to HR Head to allow her to do sfo. after completmn of hg:r
approved maternity leave. HR Head, in consultation with the respective manager (“Manager )
of the female employee, will take 2 call on the nature of work, and may allow the 9@P10¥ee to
work from home on terms as may be mutually agreed. Please refer to the norms detailed in the
manual for work from home.
#20
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vi.Nursing Breaks:

Every female employee of FOUNDATION, who is nursing her child, shall be entitled to two breaks
of thirty minutes duration each, in addition to the regular intervals of rest.

vil. Notification for Claim of Maternity Benefit:

Any female employee entitled to and wishing to avail the maternity leave and benefits listed, is
required to get in touch with HR department and notify through submission of the maternity
leave application form, that she wishes to avail her maternity leave and state the date from which
she wishes to avail it.

viil. Restriction of Employment of Pregnant Women:

As per the Act, the FOUNDATION cannot employ a female employee in the FOUNDATION during
the six weeks immediately following the day of her delivery or her miscarriage.

IX. Payment of Maternity Benefit In case of Death of Female employee:

In the event of the death of a female’employee before receiving the entire maternity benefit or
any other amount FOUNDATION is liable to pay maternity benefit (as per the Applicable Benefits).
Such Maternity Benefit will be payable to the nominee as mentioned in the maternity application
form submitted to HR. In the eventthere is no nomination, the payment shall be made to her legal

representative.

X.Forfeiture of Maternity Be ]
If an employee works in the FOUNDATION; after she has been granted leave in accordance with

this Policy, for any period during suc¢hsauthorized absence; sheishall forfeit her claim to the
maternity leave and benefit for such period.

xi.No Deduction in Pay:

hieshall b no deduction i payof ani e gible female employee availing the maternity leave
and benefits listed.

www.c3ihub.org




to meet out the hospitalisation (minimum 24 huu.-;s.)
Company’s norms. However, on

expenses, as per the Medical Insurance

. the written approval of the Project Director, the FOUNDATION
may also tie up with any other Medical Insurance Company which is not emp

anelled with 11T
Kanpur but providing better services.
o The Employee joining the FOUNDATION shall submit details of his/her dependants with the
HR/ADMIN department for coverage of the dependants.

The Employee shall abide by the Rules and Regulations of the Medical Insurance Company and

the Company shall not be responsible to reimburse any bill/claims etc. which is not paid by the
Medical Insurance Company.

8. Revision of leave policy

The leave policy of the Company is subject to the revision from time to time, sub;ect to Company
policies and changes to applicable laws. Implementation of any provision of Company leave
policies not explicitly covered herein will be at discretion of HR department.

For any queries/questions of the policy, please reach out to the HR department.

#22
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n et and Email Policy

a) Voicemail, emall', and internet usage assigned to employees or consultants are only for the
purpose of conducting company business.

b) Internet can be used only by company-owned devices that are connected to the company
network j

¢) No un-authorised program/applications can be installed in devices. In such cases where that
are required for testing purpose, permission should be sought from system admin prior to usage.

Email Policy:

a) Email accounts are company's property. The Company has a right to scan any mails that are
received /sent by employees/consultants.

b) Emails are to be used for business purposes only. Mail IDs shall not be used for sending

personal mails.

c) Email accounts should not be used for forwarding non-business messages and used as source

for sending bulk messages.
d) Emails shall not contain ady text, image, or materials which are political, sectorial, indecent,
pornographic, obscene or illegal. *

e Password Policy

%

All systems/software should be passwords protected.

Only Employees shall have access for any system thatis used in FOUNDATION.

I NE

* Residential Address:

Every employee shall submit the permane

department immediately on engagement / appointment pro
communicate to the Management/ Foundation Line reporting manager any change in his/her

residential address. In case an employee does not communicate to the Management / Foundation
Line reporting manager any change in his residential address, his/her last known address as per

the Management's records shall be treated as his residential address.

nt as well as temporary residential proof to the HR
and, thereafter, promptly

#24
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Reporting of Relative:

Though the FOUNDATION is eage
externally, i.e. employees and vendo
must report to his/her Foundation Line repo
relative working in the FOUNDATION or witht
service providers or with a competitive organization to ours.

r to induce the appropriate talent both internally ang
rs, however, to avoid any situation of conflict, employees
rting manager and Head HR in writing, about any
he Client or any of the FOUNDATION's vendors o

No two “Close Relatives” should work in the same department in the FOUNDATION. Close

relatives in this case can be defined as spouse, brother, sister (including in-law), Foundation

blood relative - nephew, niece or the like.
No two relatives should be in the reporting line in a department. Relatives in this case would be
cousins, second level uncle, and aunt (including in-laws).

iii. In case a relative of an employee is working with a vendor, such employee should not be in

control of the performance review of such vendor.

In case of any “close relative” of an employeeis a stakeholder oris in senior Management position
(Director, SVP etc.), hiring of such vendor for the same business function in which such employee
is working, is avoidable. Howeveryin case of different function, an exception approval must be

taken in writing.

g9 a5
ME AND INTE I L

Media Interaction:

All press releases, publications, speeches, or other official declarations given on behalf of the
FOUNDATION must be apprigedey ﬁﬁ;ing by the HR head or any other designated authority

and will be communicated through email.

i FOUNDATION_FESpeC_tS the right of any employee to create, maintain and/or participate ina
Plog or other on-line social network site, and also respects the legal rights of our employees
including their rights under the Applicable Laws to engage in concerted and protected activities

(on-line social networksites include, but are not limited to, Facebook, Twitter, MySpace, You Tube
and LinkedIn). ' - . e i

;owever, it is impf)rtant to remember that when an employee participates in social networking
ey are representing both themselves and the FOUNDATION

The f B -&ikin E v
Perf?n?l;er;czc::l :t;serlsn : rt!(iuts}‘?l(()i; B et atenr e employee’s job performance, the
» Or the NDATION's business in N
' € to the faline ter this polic)
Enjlployees must adhere-tnﬂle’fd]idwing'g'uidenﬁe& i e1S:ts are the focus for this P
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FOUNDM'ION'-" electronic equipment

it d

nd communication syste s
business use only. ystems are primarily intended for
All FOUNDATION poiicies regarding confidential hu:
social network sites, especially those found in the
employee with the FOUNDATION in this regard.

siness information apply in full to blogs and
other agreement that m ay be executed by the

o Employees nulist h("j respectful (_)i‘ the FOUNDATION's current, former and potential clients,
partners, em‘p oyees and competitors. Do not engage in behavior that will reflect negatively on
your or the FOUNDATION's reputation. :

o Any conduct which under the Applicable Laws or the FOUNDATION's policy is not permitted,
such as sexual and workplace harassment, and improper employee conduct is also
impermissible if expressed through a blog or on a social network site,

Subject to the limited restrictions above, while an employee’s free time is generally not subject
to any restrictions by the FOUNDATION, the FOUNDATION urges all employees to not post
information regarding the FOUNDATION or their jobs which could detrimentally affect the
FOUNDATION's business. g

Any unpatriotic posts found on soci;i]'media made by an employee of the FOUNDATION, such
employee will be terminated with immediate effect without any notice by the organization.

Failure to follow these guidelines may result in disciplinary action, up to and inciuding
termination.

The FOUNDATION reservesthe rightto monitor all blegs for purposes of protecting its interest.

Ethics Reporting & Escalation:

Though the Management encourages its employees, clients and vendors involved in various
processes to voice out their concerns or to report any unethical, unlawful or socially
unacceptable practice openly, the Management also undérstands the apprehensions people
might have in coming out openly.

Management also appreciates the Whistleblower's discretion to remain anonymous.

. Initiative:
* To meet these requirements, the provision of an email id is being provided, where people can
report the concerns from any email id.

Communication shall be sent to all the employees, client and the vendors with whom

FOUNDATION has a business arrangement by a valid agreement, prompting them m_u_;%_: 2[2“
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AC FOUNDATION

Realstered Qftice
[ i) iy K

£ -cnnes like ethic egrity, anti-trust, |
facility for any situation they may face, rising out of isSU€s like ethics, integrity, anti-trust, in-

v e ilkewise.
competition, harassment, unp:‘u!chsumd!ssm or likewise
e et acte is unethical.
e Ignoring anyone else’s misconduct or unethical acts is unethi

FOUNDATION appreciates and respects the decision of the complainant to remam-am_mymu.us
and in order to main the same, undertakes that the identity and C(mt?nFs of cs-.@latmn to _mhm
mail id & investigation thereof, shall be treated with utmost confidentiality, subject to applicable
laws,

e In case the need to provide the copy of the complaint to any other person is felt in order to
investigate and resolve the complaint, the identifiable information of the whistleblower must be
deleted or masked.

e All submissions/suggestions will be treated as strictly confidential and only the designated staff
as may be appointed by the Management will have access to the suggestion box. Suggestions will
then be forwarded to the appropriate department/office for action, in a timely manner.

e In case the identity of the whistleblower is reveaied by any chance irrespective of the reason, and
in case the complainant was found to be a genuine complainant, irrespective of the fact that the
allegations pressed by the complainant against the alleged person are proven or not, the

Management, in its best possible endeavor, recognizes the need to provide career / work
protection to the complainant.

Note: In the event of any ing:ide'n’t'of breach, either by internal or external party, of any of the
provisions of this Employment Manual & Policy, observed by or escalation received by any
employee, it must be reported to the CEQ/CO0 immediately, without disclosure to anyone.

Pay Procedures:

i,  General: Itis the policy of the FOUNDATION to pay émployees by cheque or direct depositin a

manner so that the amount, method, and timing of wage payments comply with any Applicable
Laws in India.

i, ng_QLEgy;'The regularly scheduled pay day for al
date such wages/salary are payable.

I employees is usually on the 15t day from the
iii.  PayPeriod: Pay period is based on monthly basis. Certain deductions, required by law or elected

by the employee, will be taken automatically deducted from the employee’s pay. These include

but are not limited to Tax Deduction at Source (TDS), Nati :
L onal Pe
etc. : ‘ | nsion scheme , Meal Voucher

| HUB NTIHAC FOUNDATION — HR Manual _ 427
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v

heque Mistakes, .LOSS or Theft: It is the policy of the FOUNDATION to accuratel
compensate empl(;yees in accordance with all Applicable Laws, To ensur-e that em I:fugd e
paid pmper]y for all time worked and that no improper deductions are made. em ﬂi\;;e: r:tiri
record correctly all work time and review their pay promptly to identify and toP rep;rt-’iﬁ ;rrm;
Further, employees who discover an error in their pay cheque should nétlfv the HR de;;artment.
immediately. Every repert will be fully investigated and, if app]icablé, employees will be
reimbursed for any improper deductions and/or time owed in accordance with all Applicable
Laws. The FOUNDATION will also make a good faith effort to ensure that the mistake does not

occur again.

Employees that experience any issues with their direct deposit or pay cheque should contact the
HR department immediately, who will attempt to stop payment and reissue compensation to

the employee.

Further, if FOUNDATION at the time of audit comes to knowledge or employee has reported to
his/her HR department, about excess of pay being paid to an employee/ received by an
employee in any pay period what he/sheiwas entitled to receive as per the period, then, the
FOUNDATION shall deduct the same from:the pay of the employee in subsequent month.

Performance Evaluation, Pay Increases and Promotion:
Performance Evaluation:

Employees may be eligible fora periodic performance evaluation. The evaluation may be used
as a basis for merit increases and premotions, for employee improvement goals, and applicable
FOUNDATION poiicies. The Foundgtibn shatl follow foilowing instruments for evaluating and
appraising the performance of the Employee-

. KRA based Appraisal System - It applie.s to all the employees, except the employees referring

to the Junior Management or such levels as prescribed by the Project Director. It shall outline the
mployees and define focus area of their role in a

key accountabilities / responsibilities cf the e
xercise encompass the major areas of

particular year. The performance measures under this e
the employee’s job and are aligned to department goals. Under this process, the Employee shall

submit his/her KRAs {Key Responsibility Areas) and KPIs (Key Performance Indicators) with
Weightage and Annual Target Vs Actuals to his /her reporting manager. The reporting manager
will check, verify, amend and approve the KRAs and KPIs and will inform the employee for the
same. During the performance appraisal, the Employee shall submit his/her actual results
against the Annual Targets agreed in advance. The Appraisee (employee whose performance is
being reviewed) and the Appraiser (immediate superior of the Appraisee) agree upon the

performance measures and targets and submit markings for the same.

B. Appraisal Rating Sheet - It applies to the employeesfgfjf_g.titﬁe Junior Management or such
! HUB NTIHAC FOUNDATION — HR Manual s
. & : F @
@ I (&\ f v c3ihub.org
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employees eligible for Appraisal under this method and discusses with the immediate SUperior
and the head of the department concerned for their performance rating in the Rating Sheet on a

5-point scale (5 being highest and 1 being lowest).

3 W NS e ) any of the above instr THER)
Rating Scale- Performance of the employee assesse d through any t ve Instruments i

determined on a five-point scale as given below-

| ] “ gt
Rating . Rating Title | Description
Levels ‘1 ‘
5 | Outstanding Performance that sets new standards
4, | Very Good Performance that is significantly better thap |

what we expect

Good Performance that is exactly what we are

Lad

looking for
Performance that is below expectations

Average
Below Average Performance that is much below standard

|
| |
i)

¢ Performance evaluation forms will be retained in the employee’s personnel file; employees may
request a copy of their performanee evaluation(s) in writing from the Reporting Foundation

Line Manager.

Annual Increment-

Annual Increment is based on the following parameters:
a) Individual performance’ |

b) Company’s performance

¢) Last year's increment trends

d) Industry trend

Increment is based on percentage increase in CTC and is disbursed once in a year. The range of
percentage increase is decided taking the above factors into a ccount, The percentage increase in
the salary shall be recommended by the reporting manager and finally approved by the CEO/

COO in consultation with the Project Director, The Management retains the discretion to make
exceptions to the Policy.

Reimbursable Expenses:

. AI;;: ployee of the company while travelling on FOUNDATION's business will be entitled ©
reimbursement of actual expenses as Incurred as per the Travel Policy of the FOUNDATION a8

#29
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Campus
up

time to time in accordance i
jmen ded from ince, with the position held by ti
y the employee i
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: : ‘scussions at trade associations, i -
B like dis ations, industry meetings or
! . Yy meetings or otherwise, on sensitive &

anti- _trust to
pe promptly aVo!

project Directors such as FOUNDATION's policies, Management, str:
ided. ‘ment, strategy etc., should

general:
: Nothing contained in this Employment Manual shall be deemed to make employee

a partner, joint venture of FOUNDATION for any purpose.

w: This Employment Manual shall be governed in accordance with the Applicable
Laws of India.

UNDATION and employee arising out of this Employment

: Any dispute between FO
opriate jurisdiction.

il
Manual shall be adjudicated by the courts having appr

AMENDTMENT

AVIGINIZ L 22l
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Kanpur 208016, Up. India

IHUB NTIHAC FOUNDATION' C

pELINES FOR THE APFOINTMENT OF THE EMPLOYEES AND pAYROL| STRUCTUR

p/rg_g,nlb—lf—:

Tt

jis DOCUMENT IS A SUPPLEMENTARY DOCUMENT OF THE HR MANUAL OF IHUB NTIHAC
FOUNDATION. THESE GUIDELINES EXPLAIN THE PROCESS OF RECRUITMENT OF THE

EMPLOYEES AND THEIR PAYROLL STRUCTURE.

(. - SOURCING, RECRUITMENT AND ON-BOARD

Hiring of Regular Employees

a.

The Project Director may from time to time constitute a Selection Committee
comprising of the faculty members, Chief Executive Officer (CE0), Chief Operating
Officer (COO) and the Project Director as members of the Committee for
evaluating applications, conducting interviews, and appointing suitable
employees of the Company and the terms of their appointment.

In case of appointment of the CEO and COO, the Selection Committee as

constituted by the Project Director shall comprise of the faculty members of the

IIT Kanpur and the Project Director.

The Selection Committee shall be chaired by the Project Director.

Ad hoc appointment

At times it may become necessary to recruit someone on an ad hoc basis for a short
period. Ad hoc appointment can be made only for SIX months. Employee on-
boarded through the ad hoc process may not be offered a consolidated salary of

more than Rs. 1,00,000 per month.

For this purpose and under this clause, the Project Director is entitled appointany
Employee on ad hoc basis as per the provisions mentioned above.

e
@

S
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2: PAYROLL STRUCTURE -

I'he employees of the Company shall be employed as per the following payroll structure.

A. Management Staff

Sr.No. | Designation ' Minimum | Salary Range (Per
- - Qualification | Month) Rs.

1. | Chief Executive Officer | PhD/MBA 1,10,000-2,20,000

2 | Chief Operating Officer PhD/MBA ‘ 82,500-1,65,000
| 3 | Marketing and Outreach Manager | MBA _ _ 27,500-55,000

4. Senior Project Management and ' 82,500- ],(n,()ﬂﬂ

| Industry Liaison Manager

B. Legal, Finance and Administrative Staff

' Sr.No. | Designation | Minimum er

i | y Qualification *_Month) Rs.

& | Legal Manager - IP, Patents and CS/LLM ‘ 27,500-55,000

i Contracts P 2 |

o2 Accounts Manager (Auditor -Part CA | 22,900-45,800
¢l time) o - |

3. | Executive- Operations (Nun T Graduation 20000-40000

I
[ Technical)

C. Research Staff

| Sr.No. i Designation ‘ Minimum \ Salary Range (Per

' [ S ) 1 Qualification | Month) Rs.

' 1. Senior Executive Research 60000-100000

- Engineer 7 l Pty

! 2. | Executive BesearchEngiveer L . = 30000-80000
3. | Executive- Opcratlons[!echnlcal) T_ T | 20000-40000

D. Fellowship

'SNo. | Designation Minimum | Fellowship Amount
S5 S TATEE FTR IR U Qualification | (Per M Month) Rs.
1 UG Fellowship | 5000

2. M. Tech/MS Fellowships L 20000

3. PhD Fellowships R . 50000 _
4 Post-Doctoral Fellowships A Ifi_ 71,00,000

_//
‘ Q | @
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3: Modifications: The Project Director of the Company is entitled to approve, subject to the

approval of the chairman of the Board, the amendment or modification or alteration of any of the

above guidelines for exceptional reasons to be recorded in writing

@ | S | @
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