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Terms & Conditions and other details



1. Manager (IT)

l Required

Qualification

Desired Qualification

/ Experience

Bachelor in Computer Science/ Electronics / 1T/ MCA

Minimum 10 years of relevant experience in implementing and providing
technical support for digital solutions with at least 5 years of working /
supporting Gol /State Government/ ULB or similar institution environment
in end to end implementation of 1CT centric e-governance/ Mission mode
projects,

lxperience in preparation of technical solutions for the ICT related
infrastructure services /e-serviees, ete.

Should have experience of at least two city- state- wide/ Nation-wide ICT
project implementation in the capacity of Manager- Technical / IT and
above.

Global exposure and/or working in a smart city environment will be an

added advantage

Age Limit

Maximum Age 50 Years

Salary Band

1,50,000.00 per month ( Basic Salary: Rs. 85,000.00 HRA: Rs.
30,000.00 Special Allowance: Rs. 15000.00, Conveyance Allowance:
Rs. 10000.00 medical Allowance: Rs. 10,000.00)

Target Profile

e Deep Knowledge of managing day to day ICT operation in a Smart
city /Safe city/Command and control system/ city wide ICT
infrastructure environment.

o Operational Knowledge of integration of various technologies and
applications in ICT domain.

e Good understanding of emerging technologies and frameworks
like ToT, Big data analytics, Artificial Intelligence, Block Chain,
cvber security ete. and developing innovative & smart urban
solution based on above

e Strong motivation to learn new technologies

e Lxtensive  knowledge of  Date/network  security,  Software
applications in e governance, Voice/ Video/ data domain.

e Ability to build innovative use case in a city environment focusing
on citizens ‘requirements /Problems.

e Ability to build strong technical knowhow in the team

Management Skills

A good team player
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e Citizen centricity Strong work ethics

e Ability to look beyond technology infrastructure with a focus on
prohlem solving, improvement on resource productivity

e Lixcellent written and verbal communication skills

e Ability to meet deadlines and work well under pressing time

e Ability to logically prioritize tasks and schedules

e Responsible for successful execution of ICT initiatives and provide
technical leadership in managing ICT operations of the smart city
including long-term sustenance.

e Managing day to day ICT operations to maximise productivity of
the operations/ sustenance Team, including engaging with
Vendors/ Solution providers regularly.

e Continuously monitor Service levels of the ICT infrastructure and
implementing improvement / risk management / best practices

plans and managing service contracts.

Responsibilities

e Organising the ICT and Network/Cyber Security Audits regularly
and implementing recommendations.

e Lead technical tcam in designing, developing and managing smart
city solutions considering technology advancements and fitment to
India context including integrating various applications,

e Capacity building regularly evaluates emerging technologies and
solutions  for  fitment in the network for optimising
cost/efficiencices.

e Managing the MIS and other performance Reports as per business

requirements,

2. Urban Planner

[ l_{_cq uired

Qualification

F Desired Qualification

/ Experience

Bachelors in Architecture / Planning / Civil Engineering

Masters in Urban Planning/Regional Planning/Town & Country Planning

5 years of experience in Architecture design Jurban planning / urban
infrastructure and urban government related programs

Should have prepared Master Plans/ Town Planning Schemes/ City
Development Plans/ Area Plans

Should have working knowledge of urban laws and regulations

Further experience inurban policy and strategy, city wise strategic

development plans, smart cities and innovative development planning
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Age Limit

Salary Band

Target Profile

solutions as an advantage

Maximum Apge 50 Years
Rs. 100,000/ per month ( Basic Salary: Rs. 65,000.00 HRA: Rs.
20,000.00 Special Allowance: Rs. 5000.00, Conveyance Allowance: Rs.

S000.00 medieal Allowance: Rs. 5,000.00)

e Should  have c‘\;wl'icnu‘- n ck\anp_i@ complex infrastructure
programmes, ideally with a focus in urban development and
infrastructure investment.

« Lxperience in the scctor highlighting cities, urban planning and urban
infrastructure,

e Should have very good presentation and report writing skills.

e Should have good communication skills in regional language and
English.

¢ Review the plan & design and accord approvals.

e Oversee the urban development project.

e Should have experience of preparation of architectural drawing and
working drawings for different types of buildings

e Should have experience of review of plans submitted by other
architects

e Oversee the overall building design & architecture works

e Conduct field investigations, identify project feasibility and any plan
changes, and recommend whether proposals should be approved or
denied.

¢ Additionally, shall be able to do conceptual sketches bothe for design

and construction.

Responsibility

¢ Conduct field investigations, identify project feasibility and any plan
changes, and recommend whether proposals should be approved or
denied.

e Present reports to government officials about urban development
projects.

e Prepare terms of references for selection of consultants.

e Monitor implementation of projects and supervise adherence of
quality and safety standards and ensure that the work is going on the
site as per the drawings and specifications.

e Prepare/assistin- preparation of - landscape  plans, designs  for




management  of open  spaces including both natural and built

environments with a purpose to provide innovative and aesthetically
pleasing environment for people to enjoy, while ensuring that changes
to the natural environment are appropriate, sensitive and sustainable.

e Listablish priorities for public facilitics improvements, and preparing
design concepts for project implementation.

e Design the layout of parks, gardens and housing estates to city-center
design, other recreation and public spaces.

e Enhance progress of site by ensuring smooth flow of drawings,

review the quality at site.

3. Assistant Construction Manager

Required

Qualification

Bachelors in Civil Engineering from a recognized institute or university

Desired Qualification

/ Experience

10 years of experience in construction and development of urban
infrastructure works / buildings

Should have experience in leading and worked on complex
architecture/Civil/Infrastructure/Utility projects of city importance

Should have Engineering projects experience for mission mode projects/
flagship program

Should have worked on Govt organizations /ULBs

Experience in the sector highlighting cities and urban infrastructure

Age Limit

Maximum Age 50 Years

Salary Band

Rs. 1,10,000/- per month ( Basic Salary: Rs. 70,000.00 HRA: Rs.
25,000.00 Special Allowance: Rs. 5000.00, Conveyance Allowance: Rs.
5000.00 medical Allowance: Rs. 5,000.00)

Target Profile

e Should have experience of preparation / review of Engineering
designs, drawings, Structural Designs and working drawings for
different types of buildings & structures

e Should have experience of review of plans submitted by other
architects/ Structural Engineers

e Proficient in project management operations and taking cost saving
initiatives to optimize efficiency and enhance productivity.

e SKkilled in supervising projects with respect to drawing, resource

deployment, time over-runs and quality compliance; evaluating

project progress & taking adequate corrective actions,

SOl ¢
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Responsibilities

Familiarity  with  various  national and international  quality

standards such as 1SO. BIS and IS codes
Should be familiar with CPWD/PWD specifications, Analysis of

Rates, and ete,

Review the plans, t‘liusiigns and drawings and ensuring the work to
be done as per the drawings and following contractual obligations.
Modification in drawings as per the site conditions and taking
approval of the same before issuing to the Contractor.

Conduct field investigations, identily project feasibility and any
plan changes. and recommend whether proposals should be
approved or denied

Review the estimates and bill of quantities and accord approval of
the same.

Preparation of estimate of deviation / work slips items as per the
site conditions and co-ordination in approval process.

Preparation / verification of bills of executed works.

Sort out the issue of works during implementation.

Monitor implementation of projects and supervise adherence of
quality and safety standards

Preparation of weekly / monthly status report of ongoing projects.

4. Quantity Surveyor cum Billing Engincer

Required Qualification

Bach

civil

clors in Civil Engineering with 7 years experience or diploma in

engineering with 10 years experience from a recognized institute

or university

[Experience

Desired Qualification /

Should have experience in Civil Engineering and urban
infrastructure projects,

Should have experience as a Quantity Surveyor / Billing
Engineer.

Should have experience in leading and worked on complex
architecture/Civil/Infrastructure/Utility — projects — of  city
importance

Should have Engineering projects experience for mission mode
projects/ Magship program

Should have worked on Govt organizations /ULBs
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Familiarity with various national and international quality
standards such as 1SO, BIS and IS codes
Should be familiar with CPWD/PWD specifications, Analysis

of Rates, and etc.

Age Limit

Maximum Age 50 Years

Salary Band

Rs. 80,000/- per month ( Basic Salary: Rs. 40,000.00 HRA: Rs.

12,000.00 Special Allowance: Rs. 8000.00, Conveyance Allowance:

Rs. 5000.00 medical Allowance: Rs. 5,000.00)

Analyzing of the drawing and specifications of the works.

L

e Managing the finances for construction projects and making
them cost-effective

e  Preparation of an effective budget estimate for each stage of the
construction process/ completed projects.

e Preparation of estimate as per the preliminary drawings /
detailed drawings for the proposed / executed projects.

Target Profile e Preparation of bills / entry in measurement books for the works

exccuted by the Agencies.

e Preparation of tender and contract documents, including bills of
quantities.

e Undertake cost analysis for repair and maintenance project
work

e Perform risk, value management, and cost control

e Identify. analyze and develop responses to commercial risks

e Preparation of the estimates and bill of quantities and accord
approval of the same

e Support in preparation of tender documents

e Preparation of bills / entry in measurement books for the works

Responsibilities exccuted by the Agencies.

e Monitor implementation of projects and supervise adherence of
quality and safety standards

e Present reports to government officials .
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CODE OF CONDUCT

The objective of this Code is to ensure that every employce of the Company is
aware of and practices acceptable conduct and cthical behavior in their day to day
work and in dealing with co-workers and stakeholders of the Company. The Code
applies to all permanent, temporary and contractual employces of the Company. It
also applies to those employees on deputation from other organizations/departments.
The Company expects that all employees will adhere to this code / policy. The
management will take serious note of any violation of this code / policy or acts of
omission / commission leading 1o violation of this code / policy.
General Standards of Conduct

All employees are expected to conduct their business dealings honestly. openly.
fairlv. diligently and courteously and in a manner befitting their grade of employment
and that enhances the image of the Company. All employees should be aware of all

policies and procedures of the Company and abide by them fully

a. Comply with applicable laws. rules and regulations and promote honest
and ethical conduct of the business. They responsibilities include helping
the Company to create and maintain a culture of high ethical standards
and commitment to compliance, and maintaining a work environment
that encourages the employees to raise concerns to the attention of the

munagcmcnl

b. Act in the best interests of the Company and fulfil her / his obligations to
their best of abilitics and competence.

¢. Conduct herself / himself in a professional. courteous and respectiul
manner Comply with all applicable laws. rules and regulations Act
i 4 manner to enhance and maintain the reputation of the Company .

d. Respect and uphold the confidentiality of information relating to the
alTairs of the Company acquired in the course of her / his service as

an I'mployee.

""

Not use confidental mformation acquired in the course of his/her
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service to personal advantage and not disclose such confidential
information to a third party unless expressly authorized by the
Competent Authority or when legally required to disclose such
information.

[ Dedicate sufficient time, energy and attention to the Company o
ensure diligent performance of his/her duties, including preparing
for meetings and decision-making by reviewing in advance any
materials distributed and making reasonable inquiries.

o. The cemployees  shall not use  Company's property and/or
information for their personal gain/use. Employees and their
relatives are prohibited from competing directly or indirectly for
business opportunities that the Company pursues in its normal
course of business.

h. All employees are expected to work in a collaborative manner and
as a well-knit team towards the achievement of Company's goals.
putting the interests of the Company before their own. They should
work in a manner that is open, honest, straightforward and fair.
respectful of the roles and views of others and actively listening and
dialoguing with tecam-mates. Employees will freely share required
information with each other. learn from cach other, help one another
to develop and grow, and contribute towards making the experience
of working for the Company an enjoyable one.

i Sexual harassment and harassment of any kind based on race.
religion. caste. disability. marital status, pregnancy/ childbirth. or

any other basis is completely prohibited.
Procurement Practices

The Company shall make all procurement of goods and services based on
need. quality. service, price and terms and conditions. The Company®s policy is
(o select significant suppliers or enter into significant supplier agreements

through a competitive bid process as may be required under the Smart Cities



MissionSmart Cities Mission Guidelines and/or Company’s own Policies and
Procedures. The suppliers shall be sclected based on merit, price. quality and
performance.. Under no circumstances should any Company employec, agent or
contractor attempt (o cocree suppliers inany way. Employees are also forbidden
to influence. manipulate or otherwise abuse the bi;] processes and selection of

suppliers.

Conflict of Interest

The Employees are expected to dedicate their best efforts to advancing the
Company's interests and to making decisions that affect the Company based on
the Company's best interests and independent of outside influences. Employees
should avoid 'conflicts of interest' with the Company. In case there is likely to be
a conflict of interest. she / he should make full disclosure of all facts and
circumstances thereof to the Board of Directors and obtain a prior written

approval for the same

A conflict of interest occurs:

e When an Employee takes action or has interests that may make it

difficult to perform her / his work objectively and effectively.

e On receipt of improper personal benefits from any party dealing with
the Company by the employee and/or his/her family as a result of his /
her position in the Company.

e  When an employee or his/her family members act as a broker or on
behalf of a third party in transactions involving or potentially involving
the Company.

e  When employees or their family members have any financial/other
business interest in any outside enterprise/third party that does business

or secks to do business with the Company or is a competitor of the

Company.
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Gifts

.

The Company will not make any contribution of funds, property or

services 1o a political party or religious organization, or to a candidate for

or holder ol any Government office.

Employees of the Company shall not accept or permit any member of
his/her family or any other person acting on his behalf, to accept gift of
any kind directly or indirectly from people/institutions/companies that
deal with them in their official capacity and for the business of the
Company. —Gifil for this purpose means and includes any cash or
non-cash benefit accruing to the employee of a value exceeding Rs. 1000.
It shall include free-transport. boarding and lodging expenses or other
services received or any other pecuniary advantage accrued to the

employee by virtue of his/her employment.

Employees of the Company shall not accept offers to be entertained by
an individual or organizations with whom the Company transacts

business or contracts to transact business in future.

IEmployees will not offer any gifts, favours or entertainment to others that
are not consistent with customary business practice or could be construed

as a bribe or pay-off in violation of applicable laws or ethical standards.

Confidentiality

All employees shall maintain strictest secrecy of the Company's affairs and

shall not divulge. directly or indirectly, any information to others, unless

authorized to do so by a competent authority or compelled to do so by operation

of any law. They shall use information received in course of their business

dealings and by virtue of their relationships only for the purpose it is intended

and never for any personal gain.

I'mployces shall comply with the Non-Disclosure Agreement (if any) signed at

the time ol joining. Employees should use information received in the course of



their business dealings only for the purpose it is intended or normally used and
never for personal gain or for a third party's gain. | hey should also not release

confidential data or information to others without proper authorisation
Fair Dealing

An Emplovee should deal fairly with customers, suppliers, competitors and other employees of the
Company. They should not take unfair advantage of anyone through manipulation, concealment,
abuse of confidential, proprictary or trade secret information, misrepresentation of material facts, or

any other unfair dealing practices
Use of Electronic Resources

Only licenced software shall be used by employees in all Company’s
operations. Data backups should be done in accordance with the Company*s I'T
policy. Electronic resources including the information systems shall not be used
in such a manned that threaten the integrity of the system, the privacy of others.
or that are otherwise illegal. The Company reserves the right to access and
monitor all messages and files on its system, including information regarding
emplovee internet use. as and when deemed necessary and appropriate. The
clectronic resources shall be used in an effective, ethical and lawful manner.
Users who receive or notice obscene or inappropriate messages are needed to

report the same immediately to their superior/s and/or the HR Department.
Employment of Near Relatives

No employee shall use his position or influence directly or indirectly to
secure employment in the Company for any of his/her relatives. whether such
persons are dependent on the employee or not.

No employee shall. except with the previous sanction of the competent
authority. permit his son. daughter or any member ol the family to accept
employment with any

Private firm with which he has official dealings, or with any other firm, having

official dealings with the Company. %



Provided that where the acceptance of the employment cannot await the

prior permission of the competent authority. the employment may be accepted

provisionally subject to the permission of the competent authority, to whom the

matter shall be reported forthwith.

No employee shall in the discharge of his official duties deal with any
matter or give or sanction any contract to any firm or any other person if any
member of his family is employed in that firm or under that person or if he or
any member of his family is interested in such matter or contract in any other
matter and the employee shall refer every such matter or contract to his official
superior and the matter or the contract shall thereafier be disposed of according

to the instructions of the authority to whom the reference is made.

Suspension of Employees

The Company may place an employee under suspension when:

A disciplinary proceeding against him is contemplated or is pending: or

e A casc against him in respect of any criminal offence is under investigation or
trial.

e An employece who is detained in custody. whether on criminal charge or
otherwise. for a period exceeding 48 hours shall be deemed to have been
suspended with effect from the date of detention by an order of the
appointing authority and shall remain under suspension until further orders.

e  Where a penalty of dismissal or removal from service imposed upon an
cmployee under suspension is set aside on appeal or on review under these
rules and the case is remitted for further enquiry or action or with any other
directions. the order of his suspension shall be deemed to have continued in
force on and from the date of the original order of dismissal or removal and
shall remain in force until further orders.

e Where a penalty ol dismissal or removal from service imposed upon an




emplovee is set aside or declared or rendered void in consequence of or by a
decision of a court of law and the disciplinary authority. on consideration of
the circumstances of the casc. decides to hold a further inquiry against him
on the allegations on which the penalty of dismissal or removal was
originally imposed. the c.mpln_\'cc shall be deemed to have been placed under
suspension by the appointing authority from the date of the original order of
dismissal or removal and shall continue to remain under suspension until

further orders.

An order of suspension made or deemed to have been made under this Rule
mayv at any time be revoked by the authority which made or is deemed to
have made the order or by any authority to which that authority is

subordinate.

An employee under suspension shall be entitled to draw subsistence
allowance equal to 50% of his monthly pay provided the disciplinary
authority is satisfied that the employee is not engaged in any other
employment or business or profession or vocation. Where the period of
suspension exceeds six months, the authority which made or is deemed to
have made the order of suspension shall be competent to vary the amount of
subsistence allowance for any period subsequent to the period of the first six

months as follows :

The amount of subsistence allowance may be increased to 75 % of monthly
pay if. in the opinion of the said authority. the period of suspension has been
prolonged for reasons to be recorded in writing not directly attributable to
the employee under suspension.

The amount of subsistence allowance may be reduced 1o 23% of” monthly
pay il in the opinion of the said authority. the period of suspension has been
prolonged due to the reasons 1o be recorded in writing. directly attributable

to the emplovee under suspension.

If an employec is arrested by the Police on a criminal charge and bail is not

eranted. no subsistence allowance is payable. On grant of bail, if" the

A



competent authority decides to continue the suspension. the employee shall

be entitled to subsistence allowance from the date he is granted bail

Disciplinary Action

An employee who commits a breach of the Rules of the Company. or who
displavs negligence. inefficiency or indolence, or who knowingly does anything
detrimental to the interests of the Company or in conflict with its instructions, or
who commits a breach of discipline or is guilty of any act of misconduct, shall

be liable to the following forms of punishment.

Forms of Punishment

An emplovee found guilty of misconduct will be liable to any of the
following forms of punishment:

i) A censure or warning.
i) Suspension without pay for such period as deemed fit by the CEO

iii) Withholding of grade increment. reduction of pay or demotion as may be

decided by the CEO.

iv) Discharge/Dismissal/Termination as may be decided by the Competent

Authority.

The authority to decide on issues relating to employee discipline is the
CEO  of the Company except when such indiscipline leads to
termination/dismissal. where the CEO may decide to refer the case to a
Competent Authority as may be constituted by the Company to resolve such

cases.
Issue of Charge Sheet and Receipt of Explanation

If misconduct is reported against an employee, the HR Department before
taking any disciplinary action against him. will issue a charge sheet under the

signature ol the Head of HR Department. The charge sheet / letter of



explanation should be served on the employee within 7working days from the
date on which the alleged misconduct has come to light. An employee who
refuses to accept a charge sheet or fails to reply to it within the prescribed time
limit. should not be allowed 1o report for duty until he/she accepts or replies to
the charge sheet. The employee is cxpcélcd to reply to the charge sheet within
such time as may be prescribed. If the explanation is satisfactory to the
Company. the employee may be exonerated from the charges and informed

accordingly.

Enquiry and Suspension

If the explanation given by the employeec to the charge sheet is not
satisfactory. the Company shall hold an official enquiry by an officer(s)
appointed for the purpose. The employee charged with misconduct will be given
a reasonable opportunity for explanation and defending his actions. The enquiry
office may also examine the witnesses as named or as found in the course of the
enquirv. The process of enquiry shall be determined by the Officer 1n
conjunction with the Head of the HR Depariment. Where it is proposed to hold
an inguiry. the Officer appointed for the purpose in conjunction with the Head
of HR Department shall frame definite charges on the basis of the allegations
against the employee. The charges. together with a statement of the allegations
on which they are based. a list of documents by which and a list of witnesses by
whom. the anticle of charge are proposed to be sustained shall be communicated
in writing to the employee. who shall be required to submit within such time as
may be 2 written statement whether he/she admits or denies any of or all the
anticles of charge. On receipt of the written statement of the employce. or if no
such statement is received within the time spcciﬁt;'d. an enquiry may be held by
the disciplinary authority or by the inquiring authority appointed. However. an
enguirs may not be necessary if the concerned emplos ce admits to the charges.

Ihe Company may suspend the employee if it deems necessary during the

course of enguinn. The order of suspension will be in writing and shall ake
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effect immediately on communication thereof to the employee. The suspended
employee shall not enter the Company's premises during the period of

suspension unless otherwise permitted by the Company.

Award of Punishment

Upon conclusion of the enquiry by such methods and means as the enquiry
officer in conjunction with the lead of HR Department may decide, the
company shall take the following actions:

a. Exoncrate the employee if the charges are not proved.

b. Award punishment if the charges are proved or the employee admits to

the charges.

The scale of punishment will depend upon the nature of the charges (minor
or major). A letter explaining the charges, the enquiry conducted and awarding
punishment will be sent to the employee under the signature of the CEO of the
Company. In case an employee refuses to accept such a letter it will be deemed
to have been served on him if a copy thereof is fixed on the notice board of the
department and signed copies are sent to his local and home addresses by

registered post with acknowledgement due.

Punishment:

The punishment to be awarded depend upon the type of charges, minor or
major and will generally follow the following guidelines. The enquiry officer in
consultation with the Head HR Department will determine the gravity of the
charges and will recommend appropriate action to CEO. The CEO shall decide

on the extent of punishment and his/her decision shall be final.

¢. Caution: If" the misconduct is of a minor nature, the employee may be

cautioned verbally or in writing.



d. Warning in Writing: An employee found guilty ol misconduct of a minor
nature but committed more than once may be warned in writing and copy
of the warning letter be keptin his service record.

¢. Suspension: For major charges of misconduct, an employee may be
suspended without p.uy as a disciplinary measure for such period as the
CLEO may decide.

| [ Withholding of Increment: Depending on the gravity of the charges, the
orade increment of an employee may be withheld at the discretion of the
CEO if the employvee is found guilty of misconduct,

o. Demotion or Reduction of Pay: An employee who is guilty of a
misconduct not grave enough to warrant discharge may be demoted to a
lower post or to a lower salary in the same post

h. Discharge: An employee who is found guilty of a serious misconduct
may be discharged from the services of the company subject to the
recommendation from the Competent Authority.

Sexual Harassment

The Company believes in a positive work environment centered on its

values and requires the effort of all to create a culture where employees can

work together without fear of sexual harassment. The Company is committed to
providing a safe environment for all its employees free from discrimination on
any ground and from harassment at work including sexual harassment. The
policy aims at ensuring that all employees maintain appropriate standards of
business and personal conduct with colleagues, clients and with the public at
large. 1t is the intention of the Company to take all necessary actions required to
prevent. correct and if necessary. discipline behavior which violates this policy.
These policy guidelines will be subordinate to the Sexual Harassment of

Women at Workplace (Prevention, Prohibition and Redressal) Act 2013 and the

Y
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Definition

Sexual harassment can involve one or more incidents and actions and it
may be physical, verbal and non-verbal. Examples of conduct or behavior which

can constitute sexual harassment include:

(1) Unwarranted/Unwanted Physical contact including patting, pinching.

stroking. kissing, hugging, fondling, or inappropriate touching;

(i1) demand for sexual favors or to engage in sexual activity as a
condition ol employment:

(i) Work environment that is hostile, intimidating or
humiliating for the employee:

(iv)  physical violence including physical assault:

(V) Sexual comments, stories and jokes, Sexual advances:

(vi)  Insults based on the sex of the worker: and

(vii)  Display of sexually explicit or suggestive material and/or Sexually-
suggestive gestures.
Where any of these acts is committed in circumstances where-under the victim
of such conduct has a reasonable apprehension that in relation to the victim®s
employment or work whether she is drawing salary, or honorarium or voluntary.
whether in government, public or private enterprise such conduct can be
humiliating and may constitute a health and safety problem. It is discriminatory
for instance when the woman has reasonable grounds to believe that her
objection would disadvantage her in connection with her employment or work
including recruiting or promotion or when it creates a hostile work environment.
Adverse consequences might be visited if the victim does not consent to the

conduct in question or raises any objection thereto.
Complaint and Redressal Procedure

The Company will constitute a Complaint Redressal Committee (CRC) as



required under the Sexual Harassment of Women at. Workplace (Prevention,
Prohibition and Redressal) Act 2013 and as further laid down by the Hon'ble

Supreme Court of India, in its various judgments.

Aggrieved employees can file a complaint on sexual harassment to any of the
members of the CRC. The complaint can be filed through email or in writing.
Sufficient precaution will be taken by the Company to ensure that complete
confidentiality is maintained, and no form of discrimination is faced by the
employee who has escalated the complaint. Sexually harassed women at
workplace can also file an FIR directly at the police station, under section 509 of
Indian Penal Code as a criminal offence — —Outraging the modesty of women
physically / verbally / gestures / exhibitsl and in such cases the process as

required by the Police/Courts will have to be followed.

The CRC will investigate all complaints thoroughly and promptly. in a free and
fair manner. The investigation may include private interviews with the person
(iling the complaint, the person alleged to have committed the offence and
witnesses. 1f any. The person filing the complaint will be informed of the
outcome of the investigation. As far as possible, all efforts will be made to
complete the investigation within 90 days from the date of the complaint. The
CRC will maintain a complammt register keeping track of complaints received
and the process followed. If the investigation reveals that sexual harassment has
been committed, the CRC will send an appropriate note to the Board of
Directors who shall decide on the level of action/punishment required to be
cnforced. The CRC will also make a report to the concerned government
department on the complaints and action taken by them.

Sexual harassment will involve the following sanctions/penalties:

I. verbal or written warning

2. adverse performance evaluation

3. reduction in wages ///

4. Transfer. demotion, suspension., dismissal from service.



The nature of the sanctions will depend on the gravity and extent of the
harassment as determined by the CRC. The CRC will determine suitable and
deterrent sanctions to ensure that incidents of sexual harassment are not treated
as trivial. Certain serious cases. including physical violence. will result in the

immediate dismissal of the harasser.




DRAFT OFFER LETTER

Appointment Letter for [insert position]

We are pleased to offer you an appointment on contractual basis as [insert
position/designation] to Prayagraj Smart City Limited on the following terms and
conditions. This offer of employment and continued employment are contingent upon
satisfactory backeround checks. You shall perform your duties from [name of office].
However, the Company may at its sole discretion. transfer or assign you to work in any
unit or department within the Company group or the Clients® offices in India or abroad
in future depending on the exigencies of work, with or without any change in the terms

and conditions of the appointment.

1. Commencement Date

Your appointment will commence on [insert date] subject to satisfactory
background checks. If you wish to join earlier or defer you're joining date. please
inform HR Talent Acquisition team 7 days before your likely date of joining. This
offer will stand automatically withdrawn if you are unable to report on the joining date
or if the Company is unable 10 accommodate your request for change in the date of

joiming.

Salary

Your gross annual compensation package will be as stated in [Annexure A] in
accordance with the breakup amounts stated there-in. Taxes and statutory deductions.
i"any will be borne by employee. In all other matters concerning the allowances and
benefits. vou will be governed by such policies and rules as may generally be
applicable 1o other staff’ or as specifically intimated 10 you, and as modified and
amended from time to time. Please note the Management reserves the sole right to
modify the allowances/benefits applicable in a particular category depending on

relative merits/demerits of any individual, determined on case-to-case basis.
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Probation Period

The initial six months® of your employment shall be a probationary period during

arty may terminate this employment contract by giving on¢ month notice

which either p
rformance and suitability for

in writing or onc month salary in licu of notice. Your pe

continued employment will be reviewed at the end of the probation.

Working Hours

Normal working hours are from 10:00 am to 5:00 pm. from Monday to Saturday

hour break for lunch. However, you shall be at the

(Except 2" Saturday) with %2
be called for

disposal of the company 24*7 and in the event of exigencies you may

work on weekends and holidays.

Leave
Paid leave of absence maybe allowed at the rate of 1.5 days for each completed
month of service.
Holidays
The company shall follow the list of State Government Holidays as released by the
Government from time to time. However. you hereby agree that if exigency of work

require you will work on any holiday.
Medical Certificate
Medical fitness certificate from registered medical practitioner is require to be

submitted at the time of joining.

Employees Provident Fund

If you are eligible. you shall be entitled to Employee Provident Fund in
accordance with the regulations of the Employees Provident [Fund Organization.
Income Tax & Business Travel

Jsmployees are fully liable for the payment of income tax payable in respect of all
sourced emoluments in all jurisdictions. Prayagraj Smart City Limited has a policy of
100% compliance with regards to individual tax. corporate tax, and work authorization.
If. during the course of employment, you believe you may trigeer foreign individual

income tax liability due to your work activities. you are advised to rais¢ the issue



immediately to your manager. Human Resources and your Finance representatives. In
the absence of any prior written agreement to the contrary, you shall be personally
responsible to track your own travel and scttle any foreign individual tax that you may

trigger.

Retirement
You will automatically retire from the service of the company on attaining the age
of superannuation i.e. 60 years (or at the age of 65 for retired personals only ) . unless

the management gives an extension in writing.

Termination of Engagement after Confirmation

We may at any time terminate your engagement by giving you One months® notice
in writing or by paying you One months® compensation package in licu of notice and.
except as otherwise expressly provided, you will have no further claim on us. You may
terminate your service during the course of your engagement by giving us one months’
notice of resignation in writing or by paying to us one months* compensation package
in lieu of notice. However in the event of your resignation you can be relieved at the
sole discretion of the company without payment of any balance notice period.
However, the Company will not be required to give any notice or compensation
package in lieu thereof. if the termination is due to act of indiscipline, furnishing of
incorrect particulars/information during appointment etc. Treatment of any outstanding
leave entitlement within the notice period is at the discretion of the Company. We may
instruct you to take leave on specific days within the notice period or pay for your
outstanding leave entitlement. If we terminate your engagement for reason of
indiscipline and/or misconduct, you will forfeit all accrued and untaken leave.

Conformity

You will conform to the Company’s laid down expected standards of discipline,
policies. rules ete. As amended and modified from time to time or understood by
convention as company norms. Any breach of such discipline. commission of
misconduct will render your appointment liable for termination with immediate effect,

without any obligation on the Part of the Management/Company.
Policy and Procedures

You agree and confirm that you will comply with all Company policies and
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procedures issued including. for the avoidance of doubt. the Company’s Terms and

conditions and related training.



Confidentiality Undertaking

You are required to observe and comply with the confidentiality undertakings as
more particularly set out in the attached Confidentiality Undertakings. Please sign and
return a copy of the attached Confidentiality Undertakings to acknowledge your
acceptance and understanding of the same when you sign back a copy of your

employment letter.

You agree and confirm that you will comply with all Company policies and
procedures issued including. for the avoidance of doubt, the Company’s Terms and
conditions and related training. We would be pleased to have your confirmation in
writing that you agree and accept this contingent offer on these terms and conditions.
Please sign and date the attached copy and return it to our Human Resources

3

Department immediately.
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Well below

Not the Meet Exceeds
ieativ | relevs i ‘equi irements
Parameter I‘"gft",‘_'i} Lelcvant Requirement requirements; require
¢ HCOre U S[}‘% 751%, 100%

Educational
' Qualification

25
(from =
profile)
[Experience
| (from 25
i Profile)
| Interview 50
| Total 100

/4




