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DRAFT — FOR DISCUSSION PURPOSES

ON COMPANY’S LETTER-HEAD

[MANAGEMENT EMPLOYMENT CONTRACT]

[Date, Name and Address of Employee]

Dear [name of employee],

LETTER OF EMPLOYMENT

Following your recent tests/interview with the Company, we are pleased to offer you
employmentasa[ ] on the following terms and conditions:

1.

2.1

2.2

2.3

2.4

2.5

Commencement and continuous Employment

This employment will commence on and shall continue unless
terminated in accordance with the provisions of this Contract.

Probationary period

This Contract is subject to a probationary period of | | months. During this
period, your performance will be regularly reviewed and if completed
satisfactorily, the Company will appoint you a permanent staff and confirm the
appointment to you in writing.

If during or at the end of your probationary period, the Company is dissatisfied
with your performance, the Company in its absolute discretion, reserves the right
to either extend the probationary period for the better assessment of your
performance or terminate. You will be notified in writing if the Company extends
the probationary period.

During the probationary period, either party may terminate this Contract by giving
the other [ ] weeks’ written notice.

Once you have successfully completed the probationary period and are confirmed
a permanent staff, this Contract may only be terminated in accordance with the
provisions of this Contract.

It is understood and agreed that your career advancement within the Company
will depend principally upon your performance and in this regard, the Company
will periodically subject you to evaluation tests/interviews in accordance with
Company policy, as reviewed/amended from time to time.

13
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3.2
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4.2
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5.2
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Job title, reporting and obedience

Your job title shall be | ] and you will report to [ ] or
such other person as may be authorized by the Company and notified to you.

In addition, you shall obey all the rules and regulations of the Company set out in
the Handbook. The terms of the Handbook, and
other relevant corporate manuals of the Company are hereby incorporated into
this Contract by reference.

Job description and duties

Your main tasks and responsibilities are as follows:
411

4.1.2

4.1.3

The Company reserves the right to change your job description and to require you
to perform a different job consistent with your training, expertise and status and
any such change will not constitute a change of the terms and conditions of this
Contract. Your duty is to perform your job to the best of your ability and to
comply with the duties implied by all applicable laws.

Location

Your normal place of work is [Lagos] but the Company reserves the right to
change this to any location in Nigeria or any other part of the world.

The Company reserves the right, at any time during the term of this Contract, to
require you to proceed on secondment to any company within the group, affiliates
or associated companies in any part of the country for the purpose of rendering
specialist support services consistent with your training, expertise and status, and
it is a condition of this Contract that you shall comply with any such requirement.

You shall be obliged to comply with all applicable laws and regulations of Nigeria
or other country of operation, affiliate or associated company to which you may
be seconded, as well as the internal regulations of the entity concerned. In the
event of any inconsistency between the internal regulations of the entity and any
provisions of this Contract, the internal regulations shall prevail for the period of
the secondment.

14
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6. Salary and Entitlements

6.1  During your probationary period, your remuneration shall be | | per
annum payable monthly in arrears in accordance with a payment advice to be
provided to you by the Company [upon request].

6.2  Upon successful completion of your probationary period, the Company may
increase you annual remuneration in accordance with existing Company policy, as
amended by the Company from time to time.

6.3 Your salary will be reviewed [annually/biennially] in accordance with applicable
industry rates and depending on the performance of the Company, your
performance rating and disciplinary record in the preceding year.

6.4  Any remuneration payable to you shall be subject to all statutory deductions
required by law.

6.5  Your remuneration shall be made up of the following:

S/IN Compensation Element N
1 Basic
2 Housing
3 Transport
4 Meal
5 Leave Allowance
6 Utility
7 Entertainment Allowance
8 Tax
9 Pensions
TOTAL

7. Expenses
The Company will reimburse to you all expenses properly and reasonably
incurred by you in the proper performance of your duties, provided that the
expenses were duly authorized and you furnish the Company without demand,
such receipts, invoices or other evidence of actual payment of all expenses as the
Company may reasonably require.

8. Hours of work

8.1  Your normal hours of work are a.m. to p.m. Monday through

15
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8.2

9.1

9.2

10.

10.1

10.2

10.3

104

11.

12.
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Friday, excluding national public holidays declared by the Federal Government of
Nigeria. You shall be entitled to lunch break of one hour between and
daily.

You may be required by the Company to undertake shift working or special duties
from time to time and if so, reasonable notice of such shift working or special
duties (including on public holidays) shall be provided by the Company.

Other employment

You must devote the whole of your time, attention and abilities during your hours
of work to your duties for the Company.

You may not, under any circumstances, whether directly or indirectly undertake
any other job (including voluntary work) or carry on a business, of
whatever kind, during your hours of work for the Company, without the consent
of the Company.

Holiday

You are entitled to [ ] working days’ holiday each calendar year after completing
a period of one (1) year in service.

The dates of your annual holiday shall be agreed in advance with [mention
designation of appropriate officer]. If you intend to take more than (five) days’
holiday, approval should be sought at least [ ] in advance.

On the termination of this Contract, any holiday entitlement which has accrued at
that date will be paid less any holiday entitlement already taken in accordance
with Company policy, as amended from time to time.

As a general rule, the Company will not permit you to carry over your holiday
from one holiday year to the next.

Bonus

You will be entitled to a Company administered bonus equivalent to [ %] of one
monthly gross salary payment of which will be made at the end of December of
each year.

Medical Care

You shall be entitled to medical care on the [specify health plan] at [name of

hospital] or other hospitals approved by the Company. On confirmation, this
benefit shall be extended to your spouse and a maximum of four (4) children.
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Company Car

You shall be entitled to a Company car worth no more than [N ] for
your official and personal use, which shall be replaced every four (4) years.
Insurance, maintenance and all other statutory taxes shall be borne by the
Company.

The Company shall pay you [N ] a month as petrol allowance.]
The company shall provide you with a company paid driver.]
Mobile Phone

You will be provided with a phone line and handset on resumption. Your phone-
line will be loaded with prepaid credit of [N ] monthly.

Housing Allowance

Your Housing allowance as indicated in the table above shall be paid on the first
month of resumption and subsequently on your anniversary.

Leave Allowance

Your leave allowance as indicated in the above table shall be paid in the month in
which the leave is taken provided the approval to proceed on leave is forwarded to
the HR department before the close of the monthly payroll.

Bank Account

You will be required to open a current or savings account with the Company’s
designated bank into which your remuneration will be remitted to at the end of
each month. The account shall be opened not later than twenty-eight (28) days
from your date of resumption.

Pension and Gratuity

In accordance with the Pension Reform Act, you shall participate in the statutory
contributory pension scheme and in this regard, a total of fifteen percent (15%) of
your Basic Salary, Housing Allowance and Transport Allowance put together shall
be contributed on a monthly basis and paid into your retirement savings account
(“RSA”) managed by a pension fund administrator of your choice.

Under the scheme, five percent (5%) of your Basic Salary, Housing Allowance
and Transport Allowance put together will be deducted on a monthly basis by the
accounts department and paid into your RSA. The Company shall contribute an

17
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amount equal to ten percent (10%) of your Basic Salary, Housing Allowance and
Transport Allowance and pay same into your RSA.

Medical Policy

You shall take such medical tests as are prescribed by the Company as a condition
precedent to the commencement of this Contract.

You shall be entitled to participate in the Company’s medical insurance scheme
for yourself, your lawful wife and a maximum of four (4) children only during the
period of your employment with the Company pursuant to this Contract. You are
free at all times to request the Company to provide you with the full details of
your medical entitlements.

For the avoidance of doubt, the Company will not reimburse medical expenses
incurred in private medical clinics otherwise than in accordance with Company

policy.
Notice of termination

Without prejudice to the provisions of the Company’s Handbook, except for
termination during probation:

either party is required to give the other one (1) month’s written notice of
termination or pay one (1) months’ [basic] salary in lieu of notice;

if on the date you leave any sums are owed by you to the Company for any reason
whatsoever, the sum will be deducted from the final severance payment due to
you, which deduction you hereby authorize in advance;

where you have accepted to attend a course or training programme at the expense
of the Company and you resign or leave the services of the Company within
eighteen (18) months of the completion of the course or training programme, you
shall repay a sum to be agreed between you and the Company to cover the costs
of the course or training programme incurred by the Company

Dismissal

Without prejudice to the provisions of the Handbook, the Company is entitled to
terminate this Contract summarily without notice, if you:

commit any serious or material breach (with or without warning) of any of your
obligations to the Company;

have been guilty of conduct tending to bring the Company into disrepute;
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fail to perform your duties to a satisfactory standard after having received a
written warning from the Company relating to the same;

commit theft;

damage Company property maliciously;
falsify attendance or sickness records;
consume or distribute narcotics at any time;

commit any criminal or civil acts prejudicial to the Company whether or not
committed in the course of your employment;

abandon your duty for more than [ ] days;

commit any other offence of a similar gravity to the examples above, as these
examples are neither exclusive nor exhaustive.

Any delay by the Company in exercising such right of dismissal shall not
constitute a waiver of that right. Upon the termination of this Contract, you shall
hand over to the Company all the Company’s property in your possession or
under your control including but not limited to and and
leave the Company’s premises.

Disciplinary and Grievance procedures

The purpose of the Disciplinary and Grievance procedures is to ensure that any
problem, concern or grievance you have about your work, working environment
or working relationships, ensure that the standards established by the Company’s
rules are maintained and that any failure or alleged failure to observe the
Company’s rule is fairly and properly dealt with. The Company’s current
Disciplinary and Grievance procedures, are set out in [ ].

Confidentiality

The Company has expended, and continues to expend, time, money and effort in
obtaining, retaining and maintaining its customer base and has invested
considerably in developing its methods, trade secrets and business. Therefore you
agree and covenant as follows:

In this document, the term “Confidential Information” means all confidential
information and trade secrets of the Company and includes:

23.1.1 information relating to the business affairs, products, financial accounts
and reports, costings, other accounting information, marketing plans, sales
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plans, prospects, price information supplier lists, research, financing,
products, inventions, designs or processes; computer databases and
computer software; and  data surveys, member and client lists,
specifications, technical data, original samples, detail sheets, drawings,
diagrams, records and reports; including any copies, which are not
generally available to the public and to which you gain access or of which
you become aware whether before, during or after your period of
employment with the Company.

You acknowledge that you have no rights or interest in respect of the confidential
information.

You covenant and undertake:
23.3.1 to keep confidential all Confidential Information;

23.3.2 to endeavour to prevent the use of, or disclosure of, any Confidential
Information to or by any third party;

23.3.3 maintain proper and secure custody of all confidential information; and
23.3.4 not to disclose any Confidential Information to any person, except:
(i) as required by law;
(i) with the prior written consent of the Company;
(ili)  to the Company’s agents, employees or advisers in the proper
performance of your responsibilities and duties to the Company

whether under this agreement or otherwise; and

You covenant not to use any Confidential Information other than in connection
with your employment on behalf of the Company.

In the event of uncertainty as to whether:

23.5.1 any information is Confidential Information; or

23.5.2 any Confidential Information is lawfully within the public domain,

such information shall be deemed to be Confidential Information and as such is
deemed not to be within the public domain, unless advised by the Company in

writing to the contrary.

You shall deliver all Confidential Information which is in physical form,
including all manuals and other written material, copies of computer files
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(whether on magnetic medium or otherwise) and dictaphone tapes to the
Company:

23.6.1 promptly upon the expiration of your employment with the Company; or
23.6.2 at any time upon request of the Company.

You acknowledge that the conditions of employment contained in this agreement
have effect from the first day of your employment with the Company.

Your obligations in relation to the Confidential Information shall survive the
termination of this agreement and the determination of your employment with the
Company and your obligations in relation to the Confidential Information shall be
enforceable at any time at law or in equity and shall continue to the benefit of, and
be enforceable by, the Company.

Restrictive Covenants

You hereby irrevocably accept that the restrictions in this clause 24 are in the
interest of the parties hereto and afford reasonable protection to legitimate
business interests of the Company. For the period of six (6) months’ after the
termination of this Contract, you will not directly or indirectly:

solicit or seek in any capacity whatsoever, any business, orders or custom which
is similar to or in competition with any Restricted Business;

accept in any capacity whatsoever, any business, orders or custom which is
similar to or in competition with any Restricted Business;

induce or attempt to persuade any employee of the Company to leave employment
or engagement by the Company or offer employment or engagement to any
employee with a view to the specific knowledge or skills of such person being
used by or for the benefit of any person carrying on business which is similar to or
in competition with any Restricted Business.

You will not at any time after the termination of your employment, directly or
indirectly:

24.4.1 disclose or make use of any Confidential Information; or

24.4.2 represent yourself or permit yourself to be held out as having any
connection with or interest in the Company.

If, during the period of this Contract or the period in which any of the restrictions
in this clause 24 operate after the termination of this Contract, any third party
makes the Employee an offer of employment or a contract for services or any
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other contract (which would or might involve you being in breach of any of the
said restrictions), you undertake to promptly, and before accepting any such offer,
bring the terms of this agreement to that third party’s attention.

In this clause 24 “Restricted Business” means [........................ ] and all or any
other commercial activities carried on or to be carried on by the Company or any
affiliate.

Code of Conduct/Ethical Standard

You are expected to observe and comply with the Company’s code of conduct,
rules and regulations and ethical standards as defined in the Company’s policies.

Gifts

You shall not under any circumstance either directly or indirectly accept any gift,
commission, rebate, discount, gratuity or profit for your benefit from any person
or company throughout the duration of this Contract.

Alcohol and Drug Test Policy

You agree to participate in the Company’s alcohol or drug test policy from time to
time, with or without notice.

Governing law

This Contract shall be interpreted and construed in accordance with the laws of
the Federal Republic of Nigeria under the exclusive jurisdiction of Nigerian courts.

Referee/Guarantor

The Company is at liberty to require you to furnish a referee or a guarantor as a
pre-condition to the commencement of this Contract.

Employment Documentation

You expressly warrant the accuracy of all information/documents provided by
you to the Company and agree that any material non-disclosure may, at the sole
discretion of the Company, lead to the termination of this Contract.

Amendment

The Company reserves the right to amend this Contract either in whole or in part,
provided that you will be duly notified of each such amendment and afforded
reasonable opportunity to accede to such amendment. If you are unable to do so,
either party hereto may take steps to severe the Contract.
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Yours sincerely,
FOR: [NAME OF COMPANY]

(AUTHORISED SIGNATORY)

READ, UNDERSTOOD AND ACCEPTED BY ME

(NAME OF EMPLOYEE)

SIGNATURE AND DATE
In the presence of:

Name:

Address:

Occupation:

Signature:

Copyright©2022 JETRO. All rights reserved. ZEMEWT#LH;
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[ON COMPANY’S LETTER-HEAD]

[FOR JUNIOR STAFF]

[Name and Address of Employee]

Dear

LETTER OF EMPLOYMENT

Further to the application and interview which you had with us recently, we are pleased to
offer you provisional employment with [name of company] (the “Company”) upon the
following terms and conditions:

1.

TYPE AND PLACE OF EMPLOYMENT

Q) You are hereby offered the position of
at the Company’s offices in [

], Nigeria or such other place(s) as may be designated by duly
authorized officials of the Company form time to time.

2 You shall undertake such duties as shall from time to time be assigned to you
by the Company and specifically: [ insert duties depending on the company

in the group]
a)
b)
c)
DILIGENCE

You shall devote substantially the whole of your time and attention during business
hours to the discharge of your duties and use your best endeavours to develop and
extend the Company’s business and will on no account engage in any other
employment throughout the duration of this Contract.

PERIOD OF EMPLOYMENT

Q) For permanent staff:
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The employment shall commence on and subject to the
completion of a successful probationary period continue indefinitely unless
otherwise terminated by either of the parties in accordance with this Contract.

You shall be subject to a probationary period of months. Upon
successful completion of the probationary period, your appointment may be
confirmed by the Company. Please note that the Company is at liberty to
extend the probationary period in its absolute discretion.

[For casual workers:

The employment shall commence on and last for a period of
6 (six) months from the date hereof unless otherwise terminated by either of
the parties in accordance with clause 12 of this Contract. However, the
Company may renew the Contract for such further period or periods as it
may deem fit in its absolute discretion.]

HOURS OF WORK

(1)

@)

3)

Your hours of work shall be from[ ]Jto[ ] on Mondays to Fridays
excluding public holidays declared by the Federal Government of Nigeria.
You shall be entitled to lunch break of one hour between _ pm and
_____pmdaily.

You may be required to undertake shift working or special duties from time
to time and if so, reasonable notice of such shift working or special duties
shall be provided by the Company.

You shall also conform to such further hours of work as may be required of
you by the Company and shall receive overtime allowances based on rates
approved by the Company from time to time.

REFERENCES AND MEDICAL EXAMINATION

The appointment is subject to satisfactory references and a satisfactory report
following a medical examination.

CONFIDENTIALITY

The Company has expended, and continues to expend, time, money and effort in
obtaining, retaining and maintaining its customer base and has invested considerably
in developing its methods, trade secrets and business. Therefore you agree and
covenant as follows:
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In this document, the term “Confidential Information” means all confidential
information and trade secrets of the Company and includes:

6.1.1

information relating to the business affairs, products, financial accounts
and reports, costings, other accounting information, marketing plans, sales
plans, prospects, price information supplier lists, research, financing,
products, inventions, designs or processes; computer databases and
computer software; and  data surveys, member and client lists,
specifications, technical data, original samples, detail sheets, drawings,
diagrams, records and reports; including any copies, which are not
generally available to the public and to which you gain access or of which
you become aware whether before, during or after your period of
employment with the Company.

You acknowledge that you have no rights or interest in respect of the confidential
information.

You covenant and undertake:

6.3.1

6.3.2

6.3.3

6.3.4

to keep confidential all Confidential Information;

to endeavour to prevent the use of, or disclosure of, any Confidential
Information to or by any third party;

maintain proper and secure custody of all confidential information; and
not to disclose any Confidential Information to any person, except:

(1) as required by law;

(i) with the prior written consent of the Company;

(ili)  to the Company’s agents, employees or advisers in the proper

performance of your responsibilities and duties to the Company
whether under this agreement or otherwise; and

You covenant not to use any Confidential Information other than in connection
with your employment on behalf of the Company.

In the event of uncertainty as to whether:

6.5.1

6.5.2

any information is Confidential Information; or

any Confidential Information is lawfully within the public domain,
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such information shall be deemed to be Confidential Information and as such is
deemed not to be within the public domain, unless advised by the Company in
writing to the contrary.

You shall deliver all Confidential Information which is in physical form,
including all manuals and other written material, copies of computer files
(whether on magnetic medium or otherwise) and dictaphone tapes to the
Company:

6.6.1 promptly upon the expiration of your employment with the Company; or
6.6.2 at any time upon request of the Company.

You acknowledge that the conditions of employment contained in this agreement
have effect from the first day of your employment with the Company.

Your obligations in relation to the Confidential Information shall survive the
termination of this agreement and the determination of your employment with the
Company and your obligations in relation to the Confidential Information shall be
enforceable at any time at law or in equity and shall continue to the benefit of, and
be enforceable by, the Company.

REMUNERATION

(1) Your gross remuneration will be N per month (or such
higher or lower rate as may be determined by the Company). This includes
basic salary, medical, transport, lunch, housing and all other allowances,
calculated in accordance with a Payment Advice which shall be made
available by the Company to you.

(2)  Where your employment continues for more than , your gross
remuneration shall be reviewed based on your performance assessment result
and disciplinary record in the preceding year.

(3) All necessary deductions for income tax, pension as well as other deductions
that may arise from time to time by operation of law or pursuant to Company
policy may be deducted from your salary.

HOLIDAYS

Q) You shall be entitled in addition to normal public holidays (as advised by the
Federal Government of Nigeria), annual holiday of working days
after working for a continuous period of one year to commence at a time
which will be mutually agreed between you and the Company.
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2 During the said annual holiday, you shall be entitled [to a holiday allowance
in addition] to your usual monthly remuneration.

ABSENCE FROM WORK

Q) Where for any reason you are to be absent from work, you shall ensure that
someone informs the Company of the reason for your absence no later than
the end of the day on which the absence occurs.

2 In respect of illness lasting [ ] or more calendar days, you must produce a
medical certificate from a qualified medical practitioner attesting to the fact
of the illness.

(3) If the illness persists for more than [ ] months, the Company reserves the
right to terminate this Contract.

GIFTS

You shall not under any circumstance either directly or indirectly accept any gift,
commission, rebate, discount, gratuity or profit for your benefit from any person or
company throughout the duration of this Contract.

RETIREMENT SAVINGS (PENSIONS) SCHEME

Q) In accordance with the Pension Reform Act, you shall participate in the
statutory contributory pension scheme and in this regard, a total of fifteen
percent (15%) of your Basic Salary, Housing Allowance and Transport
Allowance put together shall be contributed on a monthly basis and paid into
your retirement savings account (“RSA”) managed by a pension fund
administrator of your choice.

(3) Under the scheme, five percent (5%) of your Basic Salary, Housing
Allowance and Transport Allowance put together will be deducted on a
monthly basis by the accounts department and paid into your RSA. The
Company shall contribute an amount equal to ten percent (10%) of your
Basic Salary, Housing Allowance and Transport Allowance and pay same
into your RSA.

(4)

OPENING A BANK ACCOUNT

You will be required to open an account with the company’s designated bank, into

which your remuneration will be remitted at the end of the month. This account shall
be opened not later than 21 days after your resumption date.

MEDICAL CARE
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You shall be entitled to free medical care within the facilities available at Lagoon
Hospitals. On confirmation, this entitlement is extended to your spouse and up to
four (4) children under the age of eighteen (18) years.

GRIEVANCE PROCEDURE

If you have any grievance regarding your employment with the Company, you shall
in the first instance speak to [rank of officer of the Company]. If the grievance is not
satisfactorily resolved, then you shall have recourse to [officer of higher rank in the
Company] and ultimately to management if desirable whose decision shall be final.

CORPORATE EMPLOYMENT MANUALS

All existing corporate employment manuals including but not limited to the
Employees’ Handbook, Exit Benefit Scheme, [ 1, [ ]
as amended from time to time are hereby incorporated by reference into this
Contract.

TERMINATION/DISMISSAL

Q) During the probationary period, either party can terminate this Contract by
giving two (2) weeks notice or payment of two (2) weeks basic salary in lieu
of such notice.

(2 Following confirmation, this Contract will terminate at the end of one (1)
months notice by either party, or payment of one month’s basic salary in lieu
of such notice.

(3) Upon the termination of this Contract, you shall hand over to the Company
all the Company’s property in your possession or under your control
including but not limited to

4) The Company may dismiss you for gross misconduct with or without a prior
hearing or previous warning in accordance with the provisions of the
Employees’ Handbook.

GOVERNING LAW

This Contract shall be construed in all respects in accordance with Nigerian law.

Finally, please confirm your acceptance of this offer of employment by signing and
returning the duplicate of this letter to the Human Resources Department within[ ] days
from the date of this letter.

Yours sincerely,
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FOR: [NAME OF COMPANY]

(AUTHORISED SIGNATORY)

READ, UNDERSTOOD AND ACCEPTED BY ME

(NAME OF EMPLOYEE)

SIGNATURE AND DATE

In the presence of:

Name:

Address:

Occupation:

Signature:
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