
1st Aug. 2025   
Confidential   

LETTER OF APPOINTMENT  

Dear Mr. Mohamed Shazada   

We are pleased to offer you a fixed-term position in ED with effect from 13 August 2025 with the  
following terms and conditions: -   

Contract Period   

This is a fixed-term appointment from 13 August 2025 to 31 May 2026.   

This contract may be renewed beyond the end date by mutual agreement.   
If renewed, there will be no additional probation period.  

Basic Salary   

Your basic salary will be <Basic Salary 3040 SGD> per month.   
CPF will be deducted from basic salary.   

Salary payment will be made on or around 20th
 of each month (From September onwards, salary will  

be paid on or around the 25th of each month ) and is subject to statutory deductions where  
applicable. All payments will be credited into an account specified by the applicant. Please note that 
your salary payout in the first month and last month of employment with the Company will be made  
via an agreed payment method by the last working day of the calendar month.   

Changes of salary will be considered at each half-year review, both parties will discuss the mission for  
the next period. Timing to change the salary amount is twice a year, either from 1st of December or 1st  
of June.   

Bonus  

Bonus will not be paid except for Science Bridge Leader (SBL hereafter) holders. The payment of  
additional 1 month basic salary will start from November of the following year after the SBL title is  
granted.   

Allowance  
a) Transportation expenses for sales-related activities, which include sales meetings with companies  

or other institutions, as well as attendance of activities where possible sales leads can be acquired  
(including trade shows, conferences, and other relevant events) can be reimbursed with the  
following conditions:   

i) Reimbursement will only be done for transportation to the meeting or event venue,  
and vice versa.   

ii) Meeting or event to be joined should be shared in the weekly meeting or slack a week  
prior to the scheduled date.   

iii) Employees are required to write a report (primarily the .report function in the Slack  
platform) after the said meeting or event as a final requirement for reimbursement.   

b) Reimbursement of medical expenses only in case of taking medical leave should be made with  
original receipts and medical consultation. Medical consultation should be issued by approved  
public institutions listed by the Ministry of Manpower. These expenses will not be approved in  
case of commuting to hospitals for chronic diseases or for cosmetic purposes. Employees are  
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encouraged to take health check ups every year, and allowed to claim reimbursement of expenses  
after health check up with original receipts. Medical allowance of SGD 250 will be provided from  
1st December 2025 until the end of the contractual period and employees will be able to cover the  
fees for both medical consultation and health check from this fee.   

c) Daily work commuting allowance   
i) A maximum of 100 SGD per month will be provided to those who are commuting  

from their residences to the workplace using public transportation vehicles.   
ii) An application sheet will be provided once you start working where the most  

economical commute route needs to be indicated.   
iii) The allowance will be granted only after proof of address has been submitted.* for  

details for the rules, please refer to the rules and regulations below on page 4   

Duties  

As a member in ED Development Division, you are required to perform the following duties and  
undertake the following responsibilities in a professional manner. From time to time you will be  
required to go on business trips to the country specified by the company.   

● To contribute to expand business scope of Leave a Nest Singapore and gather members  ● To 
accumulate and share knowledge gained through joining projects and programs with Leave  a Nest 
Group   
● To develop ED platform in Singapore and SouthEast Asia   
● To develop program on: Science Castle, Leave a Nest Grant, Hyper-Interdisciplinary  

Conference and TECH PLANTER   
● To build network: visit top universities and learn about emerging technologies  
● To continue writing magazines and communication with frontier researchers  ● 
To continue developing and conducting science workshop for schools   

● To continue sales activities to further expand corporate partners to nurture future generation   

In addition to your primary duties, you shall perform such acts, obligations and duties as are required  
by the Company from time to time and shall:   
   

● Observe such lawful directions as the Company may from time to time, give to you  
● Serve the Company faithfully and diligently exercising all due care   
● Act at all times in the Company’s best interests   
● Refrain from acting, or being seen to act in conflict with the Company’s reputation  ● Use your 
best endeavors to protect and promote the Company’s reputation  ● To the best of your abilities 
and knowledge, perform the duties assigned to you from time to  time   
● At all times during the employment, comply with your obligations under the Company’s  

policies and guidelines, code of conduct and work rules and regulations which may be revised  
by the Company from time to time.   

● To train other members in mindset and skills and exercise leadership to expand Leave a Nest  
business through various means including sales.   

● Understand and work with the 15 principles of Leave a Nest written in the Heart book.  1  
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You shall report to your immediate supervisor or any person nominated by the Company from time to  
time and in the manner required by the Company.   

Working Hours   

● Leave a Nest is a company that sets things in motion. Therefore, please turn your questions  into 
passions, create projects, recruit others, and launch them into the world.   

● Work hours per week are estimated to be 40 hours. Monday through Friday will be the  
basic working days. Sundays should be determined according to your work schedule. It is  
also possible to use Sunday as a leave of absence. However, as a whole Leave a Nest group, it  
is a work day and there may be a possibility of having meetings scheduled on Sunday. Please  
understand this in advance.   

● During the probationary period, please consult with your mentor, senior, to determine your  
working days and hours. An example of the working hours is as follows;   

○ Mondays to Fridays, 8:30 to 18:00 (8 hours) includes one and half hour lunch break  
between 11:30-13:00.   

● In principle, traveling time is not considered working time.   

Substitute day off will be granted for working on Saturday or public holidays if so required by the  
Company. From time to time company events may be held on Saturday or public holidays. When that  
happens, employees are entitled to take substituted leave during weekdays as the Company may direct.  
Employees should request substitute leaves at least 2 weeks as much as possible, before the working  
day on Saturday or public holidays, and strongly suggested the date to take substitute leave within 7  
days from the working day for employees to recuperate from extra working days in a week.   

If you work on Sunday, you can adjust your working hours on weekdays to make up for the hours  
worked on Sunday.   

There is no overtime payment for employees.   

Annual Paid Leave   

● You will be entitled to 9 days of paid leave, calculated on a pro-rated basis for the period of  
your fixed-term contract from 13 August 2025 to 31 May 2026.   

● Please note that annual paid leave may only be taken after you have completed 3 months of  
service, starting from your first day of probation.   

● Any leave taken within the first 3 months will be considered unpaid leave.  
● All leave must be applied for in advance and approved by the Company.   
● Unused paid leave cannot be carried forward beyond the contract end date or encashed.  
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Compassionate leave   

Compassion
ate  leave  

a) Death of biological or adoptive parents, spouse,  
or child  

3 days  

b) Death of grandparents, brothers and sisters  1 day  

c) Death of spouse's parents  1 day  

 
 
Additional compassionate leave will be given according to the category of pre-registered family  
members and it is subjected to the approval of management   

With respect to the Medical Leave, you are required to provide a medical certificate from a recognized 
clinic/hospital for the Company to grant you your medical/hospitalization leave. For the avoidance of  
doubt, the leave under this section is not cumulative and unused leave will not be paid out on  
termination of employment.   

CPF Contribution   

Employee and Employer shall contribute to CPF at per statutory rate.   

Confidentiality  

All information and knowledge gained in connection to Leave a Nest Group and our partners in the  
duration of employment shall be deemed to be strictly confidential. No such information shall be  
divulged to any outside party. This holds true for the time when an employee decides to leave the  
company. You warrant and covenant that during employment with the Company after such termination  
with the Company:   
Those includes following items:   

1. Information with respect to technology or project ideation, product development,  
manufacturing and marketing   

2. Information with respect to our finance or recruitment   
3. Information with respect to collaboration with third parties   
4. Any other information that is designated as confidential by a responsible official  5. Any 
other information that is designated as confidential by Leave a Nest and its subsidiary  
companies   

Notice of Termination   

Either party may terminate this contract by giving the following prior notice in writing. In addition, the  
last date of work will be discussed, agreed and approved by the director upon: -   

After the probationary period : 4 weeks   

Fourteen days’ notice on either side during the probationary period.   

If you are involved in any project as a Project Leader, you are expected to finish the project.  4 
months in advance notice is strongly expected. As Leave a Nest Group's work cycle is every three  
months, including magazines and pillar projects. Therefore, we ask for your cooperation in   

3  
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anticipating the handover period of that work and the paid leave period and ask that you do so.   

Rules & Regulations  

The Company reserves the right to take disciplinary action, including termination of employment, in  
the event the Employee engages in any of the following misconduct:   

- Submitting false or misleading information to the Company;   
- Altering, concealing, or tampering with personnel records, attendance logs, or other important  
company-related information;   
- Engaging in conduct that damages the Company’s reputation or credibility;   
- Committing any other serious misconduct that disrupts the order or discipline of the Company.  

You shall observe all rules and regulations set by the Company.   

The Employee shall notify the Company in writing of any change in their residential address within  
seven (7) calendar days of such change.   

Intellectual Property   

Leave a Nest Group shall own all the rights to the results of your work, invention, discovery, device, 
work of authorship, and other intellectual property developed in connection with your employment  
with the Company as well as those developed using Company equipment, supplies, facilities or trade  
secret information. Leave a Nest Group shall also own all the rights to any of your effort (outside of 
your performance of work within the Company) that relate directly to to the Company’s business or  
actual or demonstrably anticipated business research or development.   
The Leave a Nest Group’s rights extend to anything that You authored, conceived, written, reduced to  
practice, improved or made, alone or jointly with others, during the period of your employment with  
the Company or any of its affiliates and subsidiaries. To the extent that the results of your work or  
other effort constitute a “work made for hire”, the copyright shall belong solely to the Leave a Nest  
Group. Otherwise, to the extent that such results are legally protectable, then You hereby irrevocably 
assign all copyrights, patent rights, and other proprietary rights therein to the Leave a Nest Group, and  
no further action by You is required to grant ownership to the Leave a Nest Group. You will assist in  
preparing and executing documents, and will take any other steps requested by the Leave a Nest  
Group, to vest, confirm or demonstrate its ownership rights, and You will not at any time contest the  
validity of such rights. You understand that the termination of your employment will not terminate or  
invalidate any of your obligations or the Company or Leave a Nest Group’s rights, as described in this 
Agreement.   
You shall not use, reproduce, edit, record, or publish works in which You has been involved or have  
knowledge by virtue of your employment without permission from the Company. The same shall  
apply after leaving the Company.   

Non-compete  

You warrant and covenant that during employment with the Company and for a period of twelve (12)  
4  
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months after such termination with the Company:   

1. You will not directly or indirectly engage in any business activities that are competitive with the  
Company’s business. (This also includes the case if you are setting up a new company.) 2. You will not 
solicit or entice away or seek to entice away any of the Company’s employee or  offer employment 
of engagement to any of the Company’s employee   

3. You will not work with our competitor, engage in any business arrangements or hold any  
material interest in any business which is or shall be wholly or partly in competition with us.   

Consent to provide and share personal information  

We will handle the personal information entrusted to us with care. How and where that information is  
used as follows.   
Purpose of use of employee information   

1. Basic information: name, telephone number, address, date of birth, gender, NRIC, passport  
(valid passport) , and emergency contact information.   

a. Purpose of use: business communication, payment of remuneration, personnel  
evaluation, social insurance related procedures, provision of benefits, and various  procedures 
required by law, identification, and other employment management.  2. Wage-related information: 
bank account information   

a. Purpose of use: to determine and pay remuneration, verify identity, and process  income 
tax returns   

3. Personnel information: qualifications, resumes, personal histories, and personnel evaluation  
forms   

a. Purpose of use: to determine and notify personnel evaluations and assignments  4. 
Health information: health checkup results, physical measurement records, medical certificates  a. 
Purpose of use: to ensure healthy working conditions and proper health management  by workers   

Employee information will be shared with group companies( Leave a Nest Co., Ltd., Leave a Nest  
Capital.co.,Ltd., Leave a Nest Singapore Pte. Ltd., Leave a Nest Malaysia Sdn. Bhd.,Leave a Nest  
Philippines, Inc., Leave a Nest United Kingdom Ltd., Leave a Nest America Inc.) for the following  
reasons.   

● Personal information will be shared among the group only for SBL training, personnel  
evaluation, and other necessary occasion. The information to be shared will be name, age,  
gender, educational background including major, employment history, and contractual  
agreements.   
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If you agree to the above terms and conditions, please sign the attached duplicate of this letter and  
return it to us forth with.   

Yours faithfully,   
For and on behalf of Leave a Nest Singapore Pte. Ltd.   

Kihoko Tokue  
Managing Director, Leave a Nest Singapore Pte. Ltd.  

________________________________________________________________________________   

I accept your offer of employment on the above terms and conditions.   
Verified by pdfFiller  
08/05/2025 

………………………………………………….   
Name :  Mohamed Shazada 
Address :   
IC No. :   
Date : S(522524) S9444419E  
5th August 2025  


