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Probation Period

1.1 All newly hired employees will undergo a probationary period of 3 (three) months, during
which their performance and suitability for the role will be assessed.

1.2 The company reserves the right to terminate the employment of an employee during the
probationary period if their performance does not meet the company's expectations.

1.3 During the probation period, employees will be entitled to one day of general leave and
one day of sick leave per month. Unpaid leave will not be allowed under any circumstances.

Leave Policy

2.1 Leave Application: All employees are required to submit leave applications at least 24
hours in advance. Applications submitted within 1-23 hours will be considered as Emergency
Leave.

2.2 Emergency Leave: Any employee can take Emergency Leave upon getting approval from
the respective Project Manager.

2.3 Maximum Consecutive Leave: No employee can take leaves for more than 10 consecutive
days by adding up all types of leaves, weekends, or any holidays.

2.4 Monthly Leave Limit: Employees are not allowed to take more than 15 days of leave per
month by adding up all types of leaves.

2.5 Newly Appointed Employees: For newly appointed employees, the annual leave
entitlement will be divided by their working months.

Note: Both ""General Leave™ and ""Unpaid Leave™ fall under this policy.

2.6 Annual Leave: All employees are entitled to 25 days of leave per year, of which 12 days
are designated as Sick Leave. The remaining 13 days can be used for any personal reasons and
are considered Casual Leave.

2.7 Hospitalization Leave: In case of personal illness requiring hospitalization, an employee
can receive up to 30 days of leave, provided they already have 50% (6 days) of Sick Leave in
the same year.

2.8 Unused Leave: Unused leave for a particular year may be paid out by the company, with
an attendance bonus of up to 200% at the company's discretion.

2.9 Travel Leaves: Annually, 02-05 days will be allocated for travel leave, and the company
will announce the dates for the annual tour leave.

2.10 Unpaid Leave: Employees can take 2-7 days of unpaid leave monthly, with a maximum
of 35 days in a year. For leaves exceeding 2 days, a minimum 7-day prior notice is required.
Salary deduction for unpaid leave will be calculated as per the monthly salary divided by the
working days of that month, multiplied by the number of leave days.

2.11 General Leaves and Government Holidays: Friday is the weekly holiday. The company
will announce leave dates and observe government holidays and reserves the right to determine
which government holidays to observe.

2.12 Absent: Unauthorized absence may result in salary deductions, including a 3-day
deduction for being absent without leave and potential termination for absences.

2.13 Late Rules: Lateness (attending after 20 minutes of office starting time) for 3 days in a
month may result in salary deductions or the option to deduct a Casual Leave at the company's
discretion.

Termination Process

3.1 The company reserves the right to terminate an employee's employment at any time for
several reasons such as poor performance, violations of company policies, theft, violence,




harassment (both mentally and physically), sexual offenses, using drugs, any other illegal acts
or other justifiable causes. The company will provide notice as per company policy.
3.2 A Termination notice of 60 days will be provided as per the company policy.

Company Rules and Regulations

4.1 All employees are expected to adhere to the rules and regulations of the company, as
outlined in the company handbook.

4.2 Employees are required to maintain the confidentiality of company information and are
prohibited from engaging in any activities that could be considered conflicts of interest.

4.3 Any violation of company rules and regulations may result in disciplinary action, up to and
including termination of employment.

Annual Bonus Facilities for Employees

5.1 All employees who have completed 8 months of service with the company are eligible to
receive bonuses, including Festival Bonuses, Travel Bonuses (if applicable), and Performance
Bonuses.

5.2 Festival Bonuses: Employees will receive a 60% bonus of their Basic Salary during 2
designated festivals (Eid-ul-Fitr, Eid-ul-Adha, Durga Puja, Buddha Purnima, Christmas
whichever applicable for the person).

5.3 Travel Bonuses: If the company does not arrange an annual tour, employees are entitled
to a Travel Bonus of 50% of their Basic Salary, in addition to the allocated 02-05 days of travel
leave mentioned earlier.

5.4 Performance Bonuses: Performance bonuses will be calculated based on a 12-month
evaluation and are typically granted at the beginning of each year. In cases of poor
performance, bonuses may be withheld.

Non-Compete Clause

6.1 Non-Compete Agreement: All employees are required to sign a non-compete agreement,
which prohibits them from working for a competitor of Glossy IT for a specified period after
leaving the company.

6.2 Duration of Non-Compete: The duration of the non-compete clause will be 6 months,
commencing from the employee’s last day of employment with Glossy IT.

6.3 Scope of Non-Compete: During the non-compete period, employees are prohibited from
engaging in any business or employment that directly competes with the services or products
offered by Glossy IT.

Non-Disclosure Clause

7.1 Non-Disclosure Agreement (NDA): All employees are required to sign a non-disclosure
agreement (NDA), which prohibits them from disclosing or using any confidential or
proprietary information belonging to Glossy IT during and after their employment.

7.2 Confidential Information: Confidential information includes, but is not limited to, trade
secrets, client data, software code, business plans, financial information, and any other sensitive
information related to the company's operations.

7.3 Obligation to Protect Confidentiality: Employees are obligated to take all necessary steps
to protect the confidentiality of company information, including not sharing it with
unauthorized individuals or entities.




7.4 Post-Employment Obligations: The NDA extends beyond an employee's termination or
resignation, and they are required to maintain the confidentiality of company information
indefinitely.

Intellectual Property Rights

8.1 Ownership of Intellectual Property: All intellectual property developed by employees
during their employment with Glossy IT, including software code, designs, and inventions, are
the sole property of the company.

8.2 Assignment of Rights: Employees agree to assign all rights to any intellectual property
created during their employment to Glossy IT, and they will not use such property for personal
gain or for the benefit of any other organization.

8.3 Protection of Third-party Rights: Employees are required to respect the intellectual
property rights of third parties and must not incorporate third-party intellectual property into
company projects without proper authorization.

Code of Conduct

9.1 Professional Conduct: Employees are expected to maintain a high standard of professional
conduct and ethics while representing Glossy IT, both within and outside the workplace.

9.2 Harassment and Discrimination: Glossy IT is committed to providing a harassment-free
and all inclusive work environment. Any form of harassment, discrimination, or offensive
behavior will not be tolerated.

9.3 Use of Company Resources: Employees are responsible for the appropriate and ethical
use of company resources, including computer systems, software, and facilities.

9.4 Conflict of Interest: Employees must disclose any potential conflicts of interest that may
arise due to personal or financial interests that could affect their ability to perform their duties
objectively and in the best interest of the company.

Resignation

10.1 Resignation: In case of voluntary termination, employees need to notify the company at
least 2 months prior to their discontinuation.

Governing Law

11.1 Governing Law: This agreement is governed by the laws of Bangladesh, and any legal
proceedings will take place in the appropriate courts within the jurisdiction of Bangladesh.

All employees are expected to adhere to these terms and conditions to ensure a productive and
ethical work environment.
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