[Date]
[Ref Number]

[Staff Name]

[Address]
Appointment Letter
We are pleased to appoint you (the “Employee”) as [Job Title] with the following terms and conditions:
	
	1. Job Title and Description- The Employee will be employed in the position of [Job Title] – [City] division of the Company. 
2. Joining Date - The Employee’s employment will commence on the first day of attendance at which the Employee, after completing all labour licensing and other requirements, is advised by the Company to present themselves for work. The expected date of commencement of this employment is [Date].

3. Salary Break up- The Employee shall be paid a monthly remuneration of [Salary] per month, which is comprised of the following amounts:
a. Basic Salary                                       ____________
b. Accommodation Allowance           ____________
c. Transportation                                  ____________
(together, the “Remuneration”).

The Employee will be paid in arrears on [Date] of each month. 
4. Working Hours and Place of Work- The Employee’s working hours shall be at least 48 hours per week as per the labour law. 
The Employee is required to work at the Company’s premises in [City], or at such other location in the [Country] as is notified to the Employee from time to time (including the places of work for any of the Company’s affiliates or business partners). The Employee agrees to travel on Company business (either within the country or abroad) as may be required for the proper performance of the Employees duties under this Contract.
If the Employee is required by the Company to be on-call, the Employee shall report to duty (and shall ensure to be available to perform the Employee’s designated duties and functions) for the duration in which the Employee is required by the Employer to be on-call. The Employee shall be subject to disciplinary proceedings for any failure to report to duty whilst on-call without the prior consent of the Company.
5. Probationary Period- During the first six (6) months of employment, the Employee will be on probation during which time the Employee’s employment may be terminated either by the Employee or the Company without notice (the “Probation Period”).
6. Education Leave- The Employee shall be entitled to six (6) working days paid education leave per year in order to attend to any continued education programmes in furtherance of their professional qualifications pursuant to the licensing requirements of the authorities.


	
	7. Annual Leave- Annual Leave is credited/accrued at the beginning of the calendar year/or first day of employment. However, the Employee will be entitled to avail of annual leave only after completion of the Probation Period. The Employee shall be entitled to 30 calendar days’ leave per annum to be calculated on a pro-rated basis where the Employee commences/leaves employment part way through the annual leave year. The Employee shall be entitled to carry over up to ten (10) days’ of untaken annual leave to the immediately following year. 

In addition, the Employee shall be entitled to national holidays as declared for the private sector by the government, or days in lieu where the Company requires the Employee to work on such national holidays. 

During the period of leave, the Employee shall continue to be paid on the basis of their total Remuneration.

8. Annual Air Ticket- The Employee is entitled an annual return air ticket to the Employee’s home country on the anniversary of each year of the Employee’s service after completing one (1) year of service. The annual air ticket will be based on the Company’s agreed air fare rate card (as issued and reviewed periodically).



	
	9. Duration, Notice, Termination and Non-compete- The term of this Contract shall be unlimited and the Employee shall be a full time employee. After the Probationary Period, the Company may terminate this Contract by providing thirty (30) days or the Employee may terminate this Contract by providing ninety (90) days written notice of intention to terminate this Contract to the other party.

The Employee shall pay the Company one (1) month’s Remuneration if the Employee terminates their employment prior to completing at least 12 months’ service as fair and reasonable compensation for the direct and indirect recruitment costs incurred by the Company. Such payment shall be deducted by the Company from any amounts owed to the Employee as at their last date of employment.
Upon termination the Employee agrees to be bound by the provisions stated in clause 11 of ‎Schedule B relating to the Employee’s Post Termination Restrictions. Should the Employee violate this clause the Employee undertakes to pay liquidated damages and compensation in the amount representing a multiple of up to 24 months’ gross Remuneration received by the Employee in the Employee’s final year of employment prior to the termination thereof.

10. Medical Insurance- The Employee will be entitled to medical insurance under the Company’s group wide insurance policy.
11. Rules and Regulations- The Employee shall abide by all the rules and regulations of the Company, as modified, updated or supplemented from time to time.

12. Condition- This Contract is subject to receipt of satisfactory references, the Employee being found medically fit for employment and the Employee’s application for residence visa and work permit being accepted by the authorities together with any other licenses, approvals, permits and clearances from any relevant regulatory authority having been obtained for you to lawfully perform your having been obtained for the Employee to lawfully perform the Employee’s duties and functions.




Please sign and return the copy of this letter as token for your acceptance of the employment and this Contract.
The employment is confirmed in writing only after satisfactory completion of the Probation Period.

[CEO Name]
Chief Executive Officer
I hereby accept the employment and the abovementioned Contract.

[Staff Name]
Date:

