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Labor Policy of Paragon

1. Purpose and Scope

This Labor Policy outlines Paragon Engineering Consultancy and Research Centre Pvt. Ltd.’s commitments and
procedures relating to employment, working conditions, rights and duties of employees, compensation and benefits,
leave entitlements, social security, occupational health & safety, and dispute resolution. It is designed to ensure
compliance with the Nepal Labour Act, 2074 and associated rules as well as core donor standards for ethical
employment. This policy applies to all employees (full-time, part-time, contractual, trainees/ interns and outsourced
staff) of Paragon Engineering Consultancy and Research Centre Pvt. Ltd.

2. Employment and Contracts
2.1. Employment Types

Employees may be hired under:

Regular (Permanent)
Time-bound / Fixed-term
Work-based / Project based
Part-time (less than 35 hrs/week)
Trainees / Interns
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All employees must receive a written employment agreement detailing duties, remuneration, benefits and conditions
of service.

2.2. Probation

New employees will undergo a probation period of up to six (6) months. Performance will be evaluated during
probation, after which status will be confirmed, extended (only with documented justification), or terminated in
accordance with Nepal's Labour Law.

3. Working Hours and Overtime

Normal working hours are 8 hours per day, 48 hours per week.

Employees are entitled to at least a 30-minute rest break after 5 continuous working hours.
Overtime may be assigned only as necessary and must not exceed limits set by law;
Overtime pay will be 1.5x the regular rate.
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4. Remuneration and Benefits
4.1. Salary and Minimum Wage

Salaries must be paid in accordance with government-declared minimum wage and remuneration standards.
Employees shall receive full remuneration and benefits from the start of employment.

4.2. Festival Bonus (Dashain / Tihar)

Where applicable, employees will be entitled to festival bonuses as per legal requirement or contractual agreement.
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5. Leave and Holidays

5.1. Annual Leave

Employees earn leave at the rate of 1 day per 20 days worked (subject to organizational calendar and law)
5.2. Sick Leave

Employees are entitled to paid sick leave (law-prescribed number of days) supported by medical certification.
5.3. Maternity and Paternity Leave

Female employees are entitled to maternity leave consistent with law (e.g., 14 weeks with paid and unpaid
components). Male employees are entitled to paternity leave as per legal provision.

5.4. Mourning Leave
Employees may receive mourning leave following the death of a family member as prescribed by law.
5.5. Public and Festival Holidays
Employees will observe public holidays as prescribed by annual office caledar issued for each Nepali calendar year.
6. Social Security, Insurance and Provident Funds
Paragon Engineering Consultancy and Research Centre Pvt. Ltd. shall ensure compliance with social security
and insurance obligations:
» Contribution to Provident Fund as required (employee deduction plus employer match).
» Provision of accidental insurance covering prescribed minimum amounts for each employee.
7. Occupational Health and Safety
Paragon Engineering Consultancy and Research Centre Pvt. Ltd. is committed to maintaining a safe and healthy
workplace:
» A Workplace Safety & Health Policy shall be implemented and monitored.
» All unsafe conditions or hazards shall be reported and remedied promptly.

8. Non-Discrimination and Equal Opportunity

The Company prohibits discrimination on the basis of caste, gender, religion, ethnicity, disability, sexual orientation,
or age. Employees will be selected and treated on the basis of merit and organizational needs.

9. Notice Period and Termination

> Notice periods for resignations or terminations will be that of one month in case of all employees.
» Termination will be managed fairly with documented reasons and compliance with legal severance provisions.
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10. Grievance and Dispute Resolution

Employees may raise grievances with HR and senior office management. If unresolved internally, issues may be
referred to the Labour Office or Labour Court as provided under the Labour Act.

11. Compliance, Records and Registration

Paragon Engineering Consultancy and Research Centre Pvt. Ltd. shall maintain proper employment records,
social security filings, and ensure compliance with all statutory reporting requirements. The Company shall cooperate
fully with labour inspections and regulatory audits.

12. Policy Review

This policy shall be reviewed annually to ensure alignment with Nepal’s legal changes and best practice.

Paragon Engineering Consultancy and Research Centre Pvt. Ltd.
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