
 

SERVICE AGREEMENT 

BETWEEN 

ZEAL INSTITUTE OF BUSINESS ADMINISTRATION COMPUTER APPLICATION AND RESEARCH 

AND 

EDUBRIDGE LEARNING PRIVATE LIMITED 

 

DATED 1st October 2022 

 

PRIVILEGED & CONFIDENTIAL 

 

This Agreement is made and executed at Mumbai, BY AND BETWEEN ZEAL INSTITUTE OF BUSINESS ADMINISTRATION 

COMPUTER APPLICATION AND RESEARCH, represented by Mr. Pandurang Ananda Patil, a college and having its place of 

business / registered office at A/P: Narhe, Sant Tukaram Building, Wetal Chouk, Third Floor, Narhe, Pune holding PAN 

BBZPP9989A (hereinafter referred to as the “Service Partner”, which expression shall, unless repugnant to the context or 

meaning hereof, be deemed to mean and include its successors and permitted assigns) of One Part 

AND 

EDUBRIDGE LEARNING PRIVATE LIMITED, a company having its registered office at 1/1, Pollock Street, Kolkata 700001 

(hereinafter referred to as the “Company OR EduBridge”, which expression shall, unless repugnant to the context or meaning 

hereof, be deemed to mean and include its successors and permitted assigns) of the Other Part. 

 

AND WHEREAS: 

The EduBridge is a company inter alia engaged in skill development and vocational training (workforce development) activities 

since October 2009.  

The Service Partner is professionally engaged in the business of providing education. The Company maintains a website under 

the name and style of www.edubridgeindia.com which provides full time, part time, formal and informal training programs on 

online and/or offline basis for individuals in order to help them meet the specific needs of the industry and business and equip 

them to meet the changes in technology; developing and publishing training materials for regular and distance education 

programmes; co-operating with national and international organizations, educational, research and other institutions in any part 

of the world having objects wholly or partly similar to those of the training franchisor; fostering a sense of partnership with the 

industry in promoting the cause of education, research, extension and in mobilizing resources for achieving the aforementioned 

objectives. 

 

Accordingly, the Service Partner has approached the Company and has offered to provide the Partner Services in accordance 

with terms and conditions of this Services Agreement 

 

In light of the above, the Company is desirous of accepting the proposal of the Service Partner for providing Services to the 

Company in accordance with mutually decided terms and conditions agreed between the Parties from time to time. 

 

Both Parties desire to obtain Services from the other party, more particularly mentioned in Annexure 1 and 2, on the terms and 

conditions set out in this Agreement.  

 

The Parties are therefore desirous of recording the detailed terms and conditions on which these Services will be provided. 

 

IT IS HEREBY AGREED BY AND BETWEEN THE PARTIES AS FOLLOWS: 

 

1. DEFINITIONS AND INTERPRETATION 

1.1 Definitions  

In this Agreement, unless the context otherwise requires, the following words and expressions shall bear the meanings 

ascribed to them below: 

“Affiliate” shall mean an entity that owns or controls, is owned or controlled by or is or under common control or 

ownership with a Party, where 'control' is defined as the possession, direct or indirect, of the power to direct or cause 

the direction of the management and policies of an entity, whether through ownership of voting securities, by contract 

or otherwise; 

"Agreement" shall mean this agreement, as amended, varied or supplemented by the Parties from time-to-time by 

written mutual consent of the parties; 

"Damages" shall mean: 

(a) any and all monetary (or where the context so requires, monetary equivalent of) damages, fines, fees, 

penalties as applicable under Indian law, losses, and out-of-pocket expenses (including without limitation any 

liability imposed under any award, writ, order, judgment, decree or direction passed or made by any court, 

tribunal or similar Person), 

(b) subject to applicable laws, any punitive, or other exemplary or extra contractual damages payable or paid in 

respect of any contract, and 



 

(c) amounts paid in settlement, interest, court costs, costs of investigation, reasonable fees and expenses of 

attorneys, accountants, actuaries, and other experts, and other expenses of litigation or of any claim, default, 

or assessment; 

"Effective Date" shall mean the date on which both parties sign this service agreement 

“Initial Term” shall mean the period from and including the Effective Date and continuing in force for period of this 

agreement; 

“Breach” shall mean, failure to comply with any material term of this Agreement; 
"Party" shall mean either the “Service Partner” or “EduBridge” and "Parties" shall mean the “Service Partner” and the 

“EduBridge” collectively; 

"Person" shall mean any natural person, limited or unlimited liability company, corporation, general partnership, 

limited partnership, proprietorship, trust, union, association, court, tribunal, agency, government, ministry, 

department, commission, self-regulatory organisation, arbitrator, board, or other entity, enterprise, authority, or 

business organisation; 

"Services" shall mean the services listed in Annexure 1 and Annexure 2 

“Service Provider”, depending on the Services rendered, shall mean the “Service Partner” when relating to the services 

offered by them to the “EduBridge”  

“Service Recipient”, depending on the Services received, shall mean the “EduBridge” when relating to the services 

received by them from the “Service Partner” 

“Term” shall mean an Initial Term or an Additional Term, as the case may be; and 

"EduBridge Employees" shall mean such of the EduBridge's employees who are assigned to perform any part of the 

Services pursuant to this Agreement. 

1.2 Interpretation 

Unless the context otherwise requires in this Agreement: 

(a) words importing persons or parties shall include firms and corporations and any organisations having legal 

capacity; 

(b) words importing the singular include the plural and vice versa where the context so requires; 

(c) reference to any law shall include such law as from time to time enacted amended, supplemented or re-

enacted; 

(d) reference to any gender includes a reference to all other genders; 

(e) reference to the words “include” or “including” shall be construed without limitation; 
(f) reference to this Agreement or any other agreement, deed or other instrument or document shall be 

construed as a reference to such agreement, deed or other instrument or document as the same may from 

time to time be amended, varied supplemented or novated;  

(g) the headings and titles in this Agreement are indicative shall not be deemed part thereof or be taken into 

consideration in the interpretation or construction of the Agreement; and 

(h) a time period for a payment to be made or an act to be done shall be calculated by excluding the day on which 

that period commences and including the day on which that period ends. 

 

2. ENGAGEMENT AND TERM THEREOF 

2.1 The Agreement shall be effective from the Effective Date. 

2.2 Both Parties agree to an engagement for the Initial Term to provide the Services to each other and accept such 

engagement on the terms and conditions described below.  Unless terminated prior to its expiry, this Agreement may 

be renewed upon identical or modified terms and conditions (as may be mutually agreed in writing) for up to two 

further terms of 1 year each (an “Additional Term”) by providing a written notice in that behalf within 30 days prior to 

the expiry of a Term. 

2.3 The Parties acknowledge and agree that the expiry or termination of this Agreement and its relationship with the other 

Party, shall not in any way affect the obligations of the Parties so far as they relate to the security measures and 

confidentiality obligations that are set forth herein and such obligations shall survive for a period of five (5) years after 

the expiry or termination of this Agreement. 

2.4 Both Parties acknowledge that the delivery of the Services shall be subject to the requirements detailed in the following 

Annexes: 

(a) Annexure 1:  Description of the Services, Roles and Responsibility and Charges  

(b) Annexure 2: Policies, Procedures and Methods to be adopted for service delivery (Standard Operating 

Procedures for each activity) 

 

3. INDEPENDENT CONTRACTOR 

3.1 Both Parties are acting, in performance of this Agreement, as independent contractors.  The Employees of both Parties 

are not the employees or agents of the other Party and shall work under the control and management of their 

respective employers who shall continue to be fully responsible for their acts.  Both Parties shall be solely responsible 

for the payment of compensation and all statutory benefits of their Employees and the Employees shall be informed 

that they are not entitled to any of the employee benefits of the other Party. The Employees of both Parties shall affirm 

they are not employees of the other Party for any purpose and that they shall not exercise any rights, seek or be 

entitled to any benefit accruing to the regular employees of the other Party. 



 

3.2 Neither this Agreement nor the disclosure or receipt of any information shall constitute or imply any promises or 

intention to enter into a partnership, principal and agent relation, Employee and Employer, agency or joint venture 

between the Parties to make or purchase any products or services by either Party. 

 

4. INTELLECTUAL PROPERTY 

4.1 With respect to the Services performed by the Parties, both Parties acknowledge that they will have exclusive, 

unlimited ownership rights to all copyright, title and other IP ownership in and to Services provided by them including 

derivatives therefrom. Both Parties acknowledge and agree that they shall not assume, by virtue of this collaboration, 

ownership or any rights whatsoever in any manner over any content, name, logo or other intellectual property of the 

other Party. Both Parties shall neither disclose, share, part with Intellectual Property Rights related information of the 

other Party to any third party nor use the information for their own benefit.  

4.2 Nothing contained herein shall be construed as granting or implying any transfer of rights (including license rights) to 

the other Party in the confidential information or other intellectual property relating to the other Party.   

4.3 Both Parties do not grant the other Party the right to use their name/logo for the purpose of promoting the Services as 

detailed in this Agreement through any form of private communication or public advertisements including print, 

electronic, radio, banners, wall painting etc. without the specific written approval from the other Party. 

4.4 Both Parties shall, upon the request of the other Party, or upon the termination, cancellation or expiration of this 

Agreement, within 30 days return to the other Party, all materials, information and/or deliverables prepared or 

developed as a result of the Services, which belong to the other Party in terms of this Agreement. 

4.5 The Service Partner shall ensure that no training modules, teaching processes and/or business processes and databases 

of the Company are at any point of time reproduced, unauthorized used and/or distributed on any occasion and/or for 

any reason whatsoever without prior written consent taken from such persons as are duly authorized by the Company. 

The consent of the authorized person and such letter seeking such consent shall expressly state the materials to be 

reproduced and/or transmitted and the specific purpose for which the same needs to be done. 

4.6 The Service Partner agrees and undertakes to protect the trade secret and business processes of the Company and 

make sure that their confidentiality is not breached by any of its employees, agents or sub-contractors. 

4.7 The Service Partner shall by no means whatsoever use any business processes or intellectual property generated by the 

Company, received during the duration of this Services Agreement for any commercial and/or non–commercial purpose 

except in connection with the Services to be provided by him under this Services Agreement. 

 

5. CHARGES AND PAYMENT 

5.1 The charges for the provisions of the Services are set out in Annexure 1.  Unless otherwise specified in Annexure 1, all 

such charges will remain fixed for the Initial Term and for an Additional Term. Any increase in any rates of existing Taxes 

or the levy of any new or additional Tax on the Services under applicable law shall be borne by the Service Provider, 

unless otherwise agreed in writing between the Parties. 

5.2 The Service Provider shall be entitled to invoice the Service Recipient for tax payable to Indian tax authorities in 

accordance with applicable law, for Services rendered in accordance with this Agreement.  Such tax shall be separately 

identified in the invoices delivered by the Party raising the invoice, pursuant to this Agreement.  The Service Recipient 

will be responsible for reimbursing the tax on the Services at the charges set forth in Annex 1. 

5.3 The Service Provider shall submit one invoice in respect of the Service Charges/Fee to the Service Recipient on a 

consolidated basis for all of the Services together within 5 days following the end of each month. Each invoice shall be 

accompanied by a detailed breakdown of the invoice and all supporting documents and calculations in line with the 

agreed pricing as per Annexure 1. 

5.4 All Service Charges/Fee due shall be paid by the Service Recipient within 30 working days of receipt of the Service 

Provider’s invoice.   
5.5 Any and all sums payable under this Agreement, unless otherwise stated, are inclusive of applicable Taxes and shall be 

paid by the Service Recipient to the Service Provider subject to applicable statutory tax withholdings. The Service 

Recipient shall additionally be responsible for the payment of all taxes relating to the provision of the Services received.  

5.6 Provided however that the Company may, in its sole discretion, change the amount of any Service Fees, at any time 

with 30 days’ notice to the Service Partner (“Pricing Change Notice”). The Service Partner’s continued use of the Partner 

Services after receipt of such Pricing Change Notice will be deemed to be acceptance of the new Service Fee. If a 

Service Partner does not agree to a change in the Service Fees, their sole recourse will be to cease using the Partner 

Services. 

5.7 The Service Partner agrees and consents that the Company shall have full access to its accounts and/ or records to the 

extent necessary to verify and audit Service Partner's billing procedures in relation to this Services Agreement, provided 

that the Company agrees to keep all such information confidential. The Company shall have the right, at any time, to 

review and audit the bills, and in the event that the Company believes the bills are not prepared by Service Partner in 

good faith and a reasonable manner, the Company may request that the bill be independently reviewed and adjusted 

by an independent certified public accountant reasonably acceptable to the Company and Service Partner.  

 

6. WARRANTIES AND UNDERTAKINGS 

6.1 Each Party represents and warrants to the other Party as follows: 



 

(a) it is validly incorporated under applicable law and continues to remain in existence (applicable only to 

incorporated entities), has all necessary authority to sign and deliver this Agreement and exercise its rights and 

perform its obligations under this Agreement; 

(b) this Agreement constitutes legal, valid, and binding obligations of such Party and is enforceable against it in 

accordance with its terms; 

6.2 In addition to Clause 6.1, the Service Provider undertakes to the Service Recipient as follows: 

(a) that it will provide the Services in a timely, competent and professional manner by appropriately skilled, 

experienced and qualified personnel having at all times due regard to the Service Recipient’s business 

operations.  

(b) that it shall ensure that all Recipients comply with the confidentiality obligations detailed in this Agreement; 

(c) that it will provide the Services in accordance with all applicable laws and regulations; and 

(d) that it has all necessary skill-sets, rights, authorisations and licences to provide the Services. 

 

7. INDEMNITY AND LIMITATION OF LIABILITY 

7.1 In the event of any proven breach by a Party of any representation, warranty, covenant, or agreement made or given by 

it in this Agreement (including the confidentiality obligations under Clause 12), such Party undertakes to indemnify and 

hold harmless the other Party, its Affiliates, directors, officers, employees, agents and representatives to the extent of 

any and all Damages suffered or incurred by them in relation to such breach of representation or warranty, covenant or 

agreement. 

7.2 In no event shall a Party be liable to the other, whether in contract, tort, under any warranty or any other theory of 

liability, for any special, incidental or consequential damages, including, but not limited to, lost business or profits.  

7.3 It is understood and agreed that in the event of a breach of the obligations of confidentiality by the Recipient, damages 

may not be an adequate remedy and the Disclosers shall be entitled to apply for appropriate injunctive relief to restrain 

any such breach, threatened or actual. 

7.4 The Service Partner hereby agrees to indemnify, keep indemnified and hold harmless Company and its officers, 

directors and employees, from and against any and all claims, demands, obligations, actual or alleged causes of action 

and lawsuits and all damages, liabilities, fines, judgments, costs (including settlement costs), expenses associated 

therewith (including the payment of reasonable legal charges and disbursements) and losses (including but not limited 

to any direct, indirect or consequential losses, loss of profit, loss of reputation and all interest, penalties and legal costs 

(calculated on a full indemnity basis)) and all other reasonable professional costs and expenses arising out of or in 

connection with any breach by the Service Partner of any term of this Services Agreement or arising out of any action 

brought by any third party relating to the Partner Services provided (or not provided), or actions (or failures to act), of 

the Service Partner or any person (other than Company) acting on its behalf, including, without limitation any action 

brought in connection with any Data Protection Legislation, Intellectual Property Rights, or a Customer visit to the 

Service Partner's place of business. 

7.5 The Service Partner acknowledges that Company enters into this Services Agreement for its own benefit but also as an 

agent for the benefit and on behalf of each of its officers, directors and employees (each an “Indemnified Third Party” 
and, collectively, the “Indemnified Third Parties’”) and that the rights in respect of indemnification set out shall be 

rights and benefits of each such Indemnified Third Party (as if, in each case, a party to this Services Agreement in its 

own right). Such rights shall be enforceable under this Services Agreement by Company as agent for each such 

Indemnified Third Party. Notwithstanding the foregoing, the Service Partner and Company may agree in writing to 

amend any provision of this Services Agreement without the consent of any of the Indemnified Third Parties, even if 

that amendment affects or will affect the rights conferred on any Indemnified Third Party hereunder. 

7.6 This Section shall survive the termination or expiry of this Services Agreement. 

 

8. COVENANTS OF THE SERVICE PARTNER AND THE COMPANY:   

The Service Partner covenants with the Company as follows: 

a) That it is running its business with compliance to the laws of India/he or she is at least eighteen (18) years of age 

managing a registered business or is an authorized signatory of duly incorporated business 

b) That it is an independent contractor which has agreed to provide Partner Services (as defined hereinabove) to 

customers in accordance with referrals made by the Company and mutually agreed between the Parties from 

time to time.  

c) That It has all necessary approvals, sanctions, capacity and is properly authorized and licensed to enter into this 

Services Agreement and to perform it obligations hereunder.  

d) That the execution and delivery of this Services Agreement and the performance of the transactions 

contemplated hereby have been duly authorized by it.   

e) That it shall comply with all applicable laws and advertising regulations in the marketing, sale and provision of 

the Partner Services and shall obtain all licenses, consents, authorities, qualifications and insurance it is either 

necessary or reasonably prudent for the Service Partner to obtain in respect of all its business activities and 

personnel (but especially in connection with the provision of Partner Services). 

f) That it shall exercise extreme assiduousness in maintaining high standards of overall work executed for the 

Company and its clients. In an event of such standard not being met, the Company can warn the Service Partner 



 

of the faltering standards and has the right to further terminate this Services Agreement thereafter with a 30 day 

notice period; 

g) That it shall exercise reasonable due diligence and professional skill and care in performance of all his duties, 

covenants and obligations under this Services Agreement. 

h) That it shall be responsible for timely delivery of Partner Services and shall designate sufficient skilled staff to 

complete the same in a time bound manner as expressly agreed between the parties.   

i) That it shall further ensure additional staff to complete any additional work provided by the Company, have 

necessary training and experience to develop, perform or execute the said work in the manner specified and 

expected by the Company. 

j) That it shall, in addition to the terms and conditions stated herein, also diligently follow and aide with the rules, 

regulations and such other practices, systems, procedures and policies framed, amended, modified or omitted 

by the Company from time to time, as codified in the Policy Manual of the Company. 

k) That it shall also be governed by applicable law, rules, regulations, and orders having the force of law as may be 

applicable to the Company and to him from time to time. 

The Company covenants with the Service Partner as follows: 

l) That it has full corporate power and authority to execute, deliver and perform this Services Agreement; 

m) That the execution of this Services Agreement and the implementation of the terms and conditions 

contemplated hereby do not constitute a breach of any agreement, arrangement or understanding, oral or 

written, entered into by it with any third party;  

n) That the execution of this Services Agreement does not violate any statute, regulation, rule, order, decree, 

injunction or other restriction of any governmental agency to which it is subject or any of the provisions of its’ 
constitutional documents. 

Any breach of the covenants detailed in this Section will be a material breach of this Services Agreement. 

 

9. CUSTOMER SERVICE AND COMPLAINTS 

The Service Partner agrees and consents that  

a) It shall use best endeavors to provide top quality Partner Services to the Company and shall promptly deal with 

any enquiries, matters or issues relating to enrolment of candidates for part time, formal and informal training 

programs provided by the Company, including dealing with Customer complaints; 

b) It shall be directly responsible to the customers for any failure to fulfill the customer’s expectations or for any 

other legal liability which arises in respect of the Partner Services, excepting for cases where such liability arises 

as a result of Company’s negligence; 

c) It shall acknowledge all complaints and shall respond to the relevant customer within 48 hours of the Service 

Partner’s receipt of a complaint, whether the complaint has come directly from the Customer or via Company. 

d) It shall make all efforts to reach a resolution to any complaints within 14 days, and must notify Company of any 

correspondence between the Service Partner and the Customer relating to the complaint and generally keep 

Company apprised of its progress and the status of the complaint. 

e) The Service Partner hereby acknowledges and accepts that the Company shall be maintaining a reviewing 

platform, upon which customers may post publicly viewable reviews about their experiences with the Service 

Partner (particularly in relation to the Partner Services). The Service Partner further acknowledges that a 

selection of reviews from preceding months can also be made available on the website of the Company (if 

applicable). The Service Partner should note that this platform may not be opted out from, and may from time to 

time contain negative reviews and/or feedback from Customers, which is outside Company’s control. 
 

10. NON-COMPETITION 

The Service Partner hereby acknowledges that during the course of his/her/its engagement/association with the 

Company, he/she/it will become familiar with the Company’s trade secrets and with other confidential information 
concerning the Company and its group companies and that the Partner Services will be of a special, unique and 

extraordinary value to the Company. Accordingly, the Service Partner hereby agrees that, he/she/it shall not, for a 

period of twelve (12) months following the termination of this Services Agreement, directly or indirectly, by himself or 

through any affiliate,  

a) Own (including owning any shares in any entity), manage, control, participate in, consult with, finance, render 

services for, or otherwise engage in any business competing with the business of the Company or its group 

companies within India, or with an intent to compete with the business of the Company or its group companies 

within India; 

b) Engage in, continue in or carry on any business which competes with the Company in the Company's Business or 

which is substantially similar thereto; 

c) Consult with, advise or assist in any way, whether or not for consideration, any corporation, partnership, firm or 

other business organization which is now or becomes a competitor of the Company if the principal purpose of 

such consultation, advice or assistance is to permit such corporation, partnership, firm or business organization 

to compete with the Company in the Company's Business, including, but not limited to, advertising or otherwise 

endorsing the products of any Competitor of the Company for such purpose; soliciting customers or otherwise 

serving as an intermediary for any such competitor of the Company for such purpose; loaning money or 



 

rendering any other form of financial assistance to or engaging in any form of business transaction with any 

competitor of the Company for such purpose; 

d) Undertake any business with or solicit the business of any person, firm or company who shall have been a 

customer or partner of the Company and with whom any executive of the Company or its subordinates has dealt 

with during the then immediately preceding 12 months which might adversely affect the Company's business 

relationship with such customer or partner, unless such solicited business relates to the Company's Business; or 

e) Engage in any practice, the purpose of which, is to evade the provisions of his covenant not to compete. 

 

11. NON-SOLICITATION 

Throughout the term of the Service Partner’s association/engagement by the Company and for a period of twenty-four 

(24) months following the termination of this Services Agreement, he/she/it shall not, directly or indirectly, solicit or 

attempt to solicit any existing client or vendor of the Company or employ, solicit for employment, or advise or 

recommend to any other person, firm or corporation any personnel of the Company. The Service Partner hereto also 

agrees that the Company may suffer irreparable harm from a breach of the covenants or agreements contained in this 

Clause, and that monetary damages may be inadequate to compensate the Company for any such breach. Accordingly, 

the Service Partner shall agree that in the event of any breach of this Clause, the Company or its Affiliates, successors or 

assigns shall be entitled to temporary and permanent injunctive relief to enforce or prevent any violations of this Clause 

and that such relief may be granted without the necessity of proving actual damages. Such injunctive or equitable relief 

shall be in addition to and not in lieu of any right to recover money damages for any such breach. 

 

12. CONFIDENTIALITY 

12.1 Both Parties acknowledge that they shall, in the course of performing their responsibilities under this Agreement, be 

exposed to or acquire Confidential Information of the other Party or its Affiliates (collectively the “Disclosers”) or their 
clients or to third parties to whom the Disclosers owe a duty of confidentiality.  Both Parties agree to hold the 

Confidential Information in strict confidence and not to copy, reproduce, sell, assign, licence, market, transfer or 

otherwise dispose of, give or disclose such information to third parties or to use such information for any purposes 

whatsoever other than the performance of this Agreement.  

12.2 Both Parties shall not publicize, disclose or allow disclosure of any information about the Disclosers, their present or 

former directors, officers, employees, agents or clients, their or their business and financial affairs, personnel matters, 

operating procedures, organization responsibilities, marketing matters and policies /procedures, with any Person, or 

take any other action seeking to publicize or disclose any such information in any way likely to result in such 

information being made available to the general public in any form, including books, articles or writings of any other 

kind, as well as film, videotape, audiotape or any other medium. 

12.3 Both Parties shall ensure that access to Disclosers is given only on a need to know basis to such employees and other 

personnel who are directly involved with carrying out the Services, in furtherance of the Agreement; they will ensure 

that such employees or other personnel who have access to the Disclosers are bound by and adhere to the same 

standards of security and confidentiality as are applicable to them , whether by way of executing separate 

confidentiality agreement with each such employee or otherwise.  

12.4 In the event either Party subcontracts its obligations under the Agreement, it shall ensure that the sub- contractor 

abides by and is subject to the terms and conditions of this Agreement. 

12.5 If any of the Parties, their employees, sub-contractors, agents representatives or other Person exposed to Confidential 

Information in accordance with the terms of this Agreement (the "Recipient") is/are requested to disclose all or any 

part of any Confidential Information or Disclosers under a summons or inquiry issued by a court of competent 

jurisdiction or by a judicial or administrative agency or similar Person or which is otherwise required to be disclosed by 

law, statute or regulation, the Recipient shall disclose the same for the reasons herein mentioned in this clause and 

shall immediately notify the other Party of the existence, terms and circumstances surrounding such request. 

12.6 Confidential Information shall not include information that is: 

(a) in or becomes part of the public domain other than by disclosure by the Recipient in violation of this 

Agreement; 

(b) demonstrably known to the Recipient previously, without a duty of confidentiality;  

(c) independently developed by the Recipient outside of this Agreement;  

(d) rightfully obtained by the Recipient from third parties without a duty of confidentiality; or 

(e) which is required to be disclosed by law, statute or regulation. 

12.7 Both Parties shall ensure that they have in place, requisite technical and organizational measures that are necessary 

and aimed at protecting the Disclosers against accidental or unlawful destruction or accidental loss, alteration, 

unauthorized disclosure or access, and against all other unlawful forms of processing.  

12.8 Both Parties will ensure that except as otherwise expressly authorized by the other Party, they will not make any copies 

or duplicates of the Disclosers otherwise than for the intended purpose as stated in this Agreement. 

12.9 Both Parties confirm that if any unauthorized use or disclosure of the Disclosers, or breach of the Agreement occurs and 

is within the knowledge of the Party, or the Party subsequently becomes aware of the unauthorized use or disclosure or 

breach of the security measures, as the case may be, they shall immediately report the same to the other Party. They 

shall provide a detailed report of such breach as requested by the other Party. 



 

12.10 That reasonable steps will be taken to delete information on any specific Disclosers, on obtaining the specific written 

request from the other Party, within 15 (fifteen) days of such a request. 

12.11 Upon the termination of the Agreement (or earlier if requested by the other Party), both Parties  shall return to the 

other, all copies of documents, papers or other material which may contain or be derived from the Confidential 

Information, which are in their possession or control, within 30 (thirty) days of such a request being received by the 

other Party, together, if requested, with a certificate signed by them in form and substance satisfactory to the other 

Party, stating that all the Confidential Information has been returned. 

12.12 Confidential Information shall be used by both Parties exclusively in connection with the performance of Services now 

or in the future to be performed by them under this Agreement. 

12.13 Both Parties will hold Confidential Information in strict confidence and will not, nor will they permit any agent, servant 

or employee to, copy, reproduce, sell, assign, license, market, transfer or otherwise dispose of, give or disclose 

Confidential Information to any person, company or corporation, including any partner or employee of the Parties who 

does not have a need to know the Confidential Information. 

12.14 Upon the termination of the services to be performed by them (or earlier if requested by the other Party) both Parties 

shall return to the other, all copies of documents, papers or other material relating to the other Party or obtained or 

developed in the course of performing services for the other Party.  

 

13. TERMINATION 

13.1 Unless terminated earlier pursuant to the terms hereof, this Agreement shall continue in force during the Initial Term 

and Additional Term, if any, 

13.2 Without prejudice to any other rights or remedies which it may have, either Party shall be entitled to terminate this 

Agreement forthwith by notice if: 

(a) the other Party shall have committed a Breach of this Agreement and either such Breach is incapable of remedy 

or shall continue un-remedied for thirty (30) days after a notice specifying the breach and requiring the same to 

be remedied has been given to the defaulting Party; or 

(b) if (save in relation to a re-organization, re-construction or amalgamation not affecting the credit-worthiness of 

the other party): 

(i) an order is made or resolution is passed for the winding-up of the other Party or if a provisional 

liquidator is appointed in respect of the other Party; 

(ii) a receiver (which expression shall include administrative receiver) is appointed in respect of the other 

Party or all or any of its assets. 

13.3 Notwithstanding anything to the contrary contained in this Agreement, either Party may, by giving 90 (ninety) days 

prior written notice to the other Party, terminate this Agreement. 

13.4 The Company shall be entitled to terminate this Services Agreement with immediate effect by written notice to the 

Service Partner if: 

a) the Service Partner commits a material breach of any of the provisions of this Services Agreement (as defined 

throughout this Services Agreement), and either that breach is not capable of being remedied or, in the case of a 

breach capable of remedy, that party fails to remedy the same within 7 days after receipt of a written notice 

giving full particulars of the breach and requiring it to be remedied; or 

b) the Service Partner is in persistent non-material breach (whether remediable or not) of any of the provisions of 

this Services Agreement; 

c) the Service Partner goes into liquidation (except for the purposes of amalgamation or reconstruction and in such 

manner that the Company resulting there from effectively agrees to be bound by or assume the obligations 

imposed on that other party under this Services Agreement); 

d) an encumbrancer takes possession or a receiver is appointed over any of the property or assets of the Service 

Partner; 

e) the Service Partner makes any voluntary arrangement with its creditors or becomes subject to an administration 

order; 

f) anything analogous to any of the foregoing under the law of any jurisdiction occurs in relation to the Service 

Partner; or 

g) the Service Partner ceases, or threatens to cease, to carry on business. 

Provided further that pursuant to termination of this Services Agreement: 

h) The Service Partner shall have no further right to act on behalf of the Company;  

i) The Service Partner cannot be engaged as an individual/investor/shareholder or in any capacity in any activity 

that is competing in nature with the Company’s Business; 

j) the Service Partner will immediately deliver to the Company, all correspondence, manuals, orders, letters, 

notices, notebooks, reports, programs, proposals and any documents and copies concerning the Company’s 
customers or concerning products or processes used by the Company and will promptly deliver to the Company 

any and all other documents or material containing or constituting Confidential Information. 

k) Termination of this Services Agreement, however arising, shall not affect any of the parties’ rights and remedies 

that have accrued as at termination. 

 



 

14. CONSEQUENCES OF TERMINATION 

14.1 Following service of a notice pursuant to Clause 9.3 terminating this Agreement, but prior to the effective date of such 

termination, each Party shall continue to abide by the terms and conditions of this Agreement in effect at such time 

and comply fully with its obligations hereunder and it shall not in any way hinder or interrupt the performance of this 

Agreement during any period between the date of service of a termination notice and the date of actual termination.  

In addition, both Parties shall return all Confidential Information as well as other documents, material and other 

property belonging to the Disclosers which may be in their possession or any of its personnel within 30 days from the 

date of termination of the agreement. Both Parties shall fully cooperate with each other and their third party service 

providers to endeavor a smooth transition of the provision of Services to the other Party or an alternate third party 

service provider. 

14.2 On termination of this Agreement for whatever reason: 

(a) Both Parties shall render an invoice in respect of any Services performed since the date of the last invoice; and 

(b) Both Parties shall pay the undisputed amounts of such invoice in accordance with the provisions of this 

Agreement. 

14.3 Termination shall be without prejudice to any rights or remedies either Party may have against the other in respect of 

any antecedent breach of the terms of this Agreement. 

 

15. ARBITRATION 

15.1 If any dispute arises amongst Parties hereto during the subsistence of this Agreement or thereafter, in connection with 

the validity, interpretation, implementation or alleged breach of any provision of this Agreement or regarding a 

question, including the questions as to whether the termination of this Agreement by either Party has been legitimate, 

the Parties shall endeavor to settle such dispute amicably. 

15.2 In the case of failure by the Parties to resolve the dispute in the manner set out above within 30 days from the date 

when the dispute arose, the dispute shall be referred to a panel of three arbitrators, with both Parties appointing one 

arbitrator each and the arbitrators so appointed nominating a third arbitrator.  The place of arbitration proceedings 

shall be Kolkata, West Bengal, India.  The arbitration proceedings shall be governed by the Arbitration and Conciliation 

Act, 1996 and shall be conducted in the English language. The arbitrators shall also decide on the costs of the 

arbitration proceedings. 

15.3 The arbitrator's award shall be substantiated in writing and the award shall be enforceable in the competent courts at 

West Bengal, India. 

15.4 The provisions of this Clause shall survive termination of this Agreement. 

 

16. NOTICES 

16.1 Any notice and other communications provided for in this Agreement shall be in writing and shall be first transmitted 

by electronic transmission, and then confirmed by postage, prepaid registered airmail or by internationally recognised 

courier service, in the manner as elected by the Party giving such notice to the following addresses: 

(a) In the case of notices to the Service Partner: 

Address: A/P: Narhe, Sant Tukaram Building, Wetal Chouk, Third Floor, Narhe, Pune 

Attention: Mr. Pandurang Ananda Patil 

Telephone:  8856930890 

Email:  patil.zealdicer@gmail.com 

(b) In the case of notices to the EduBridge: 

Address:  #501, Sapphire, S. V. Road, Khar (west) Mumbai, Maharashtra India-400052 

Attention: Girish Singhania - Founder & CEO 

Telephone:  18001201193 

Email:  Girish@edubridgeindia.com 

 

16.2 All notices shall be deemed to have been validly given on (i) the business date immediately after the date of 

transmission with confirmed answer back, if transmitted by electronic transmission, or (ii) the business date of receipt, 

if transmitted by courier or registered airmail. 

16.3 Either Party may, from time to time, change its address or representative for receipt of notices provided for in this 

Agreement by giving to the other Party not less than 30 days’ prior written notice. 

 

17. MISCELLANEOUS 

17.1 Reservation of rights 

No forbearance, indulgence or relaxation or inaction by a Party at any time to require performance of any of the 

provisions of this Agreement shall in any way affect, diminish or prejudice the right of such Party to require 

performance of that provision.  Any waiver or acquiescence by a Party of any breach of any of the provisions of this 

Agreement shall not be construed as a waiver or acquiescence of any right under or arising out of this Agreement or of 

the subsequent breach, or acquiescence to or recognition of rights other than as expressly stipulated in this Agreement. 

17.2 Severability 

The Parties agree that the covenants, obligations and restrictions in this Agreement are reasonable in all circumstances.  

In the event that any of the provisions contained in this Agreement is found to be invalid, illegal or unenforceable in any 



 

respect by a court of competent jurisdiction, the validity, legality, or enforceability of the remaining provisions 

contained in this Agreement will not be in any way affected or impaired by such a finding.   

17.3 Assignment 

No Party shall be entitled to assign, sub-contract, transfer or otherwise deal with this Agreement or any right or 

obligation under this Agreement without the prior written consent of the other Party. 

17.4 Amendments 

No modification or amendment to this Agreement and no waiver of any of the terms or conditions hereto shall be valid 

or binding unless made in writing and duly executed by both Parties. 

17.5 Entirety 

This Agreement constitutes the entire Agreement between the Parties with respect to the subject matter hereof to the 

exclusion of all other understandings and assurances, either written or oral. 

17.6 Counterparts 

This Agreement has been executed in duplicate, each of which shall be deemed to be an original, and shall become 

effective when the Parties have signed both the sets. 

17.7 Governing law and jurisdiction 

This Agreement shall be governed by and construed in accordance with the laws of India.  Subject to Clause 12 

(Arbitration) of this Agreement, the courts at West Bengal, India shall have exclusive jurisdiction over any claims, disputes, 

differences and/or any other matter/issue in relation to this Agreement. 

17.8 Costs 

Save as otherwise provided in this Agreement, each Party shall bear its own costs (including Taxes) and expenses 

incurred in connection with the execution of this Agreement and all transactions herein envisaged.  Stamp duty on this 

Agreement shall be borne equally by both Parties. 

17.9 Non-exclusivity:  

Nothing in this Agreement shall be construed as creating any obligations of exclusivity on the Parties.  The Parties shall, 

at all times, be entitled to enter into similar arrangements with other third parties for the purpose of 

procuring/providing services similar or identical to the Services. 

17.10 Non-Solicitation. (To be agreed based on partner) 

Both Parties agree that during this agreement or for a period of one (1) year after termination of this Agreement, they 

shall not employ, solicit for employment, or recommend for employment any person employed by the other Party, 

unless agreed mutually. 

 

IN WITNESS WHEREOF, the Parties have executed this Agreement as of the date first written above. 

 

BY THE "SERVICE PARTNER" 

 

 

 

MR. PANDURANG ANANDA PATIL 

Through its authorised signatory 

Name: _________________________________ 

Designation: _____________________________ 

BY THE "EDUBRIDGE" 

 

 

 

EDUBRIDGE LEARNING PRIVATE LIMITED 

Through its authorised signatory 

Name: ________________________________ 

Designation: ___________________________ 
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DESCRIPTION OF THE SERVICES AND CHARGES 

This Annexure describes the Services to be provided by the Service Provider to Principal as per Services Agreement between the 

EduBridge and the Partner. 

 

1. SCOPE OF WORK (“SERVICES”) 
 

For Service Providers providing Mobilisation Services to Principal: 

1. The Service Provider shall mobilize youth to enrol and undergo training through various marketing activities and 

awareness creation activities. It is the Service Provider’s responsibility to conduct marketing & awareness creation 
activities in the local area through which mobilization can be driven. 

2. The Service Provider will refer students to Principal, who in turn will counsel candidates in order to provide more 

information to the candidates and to help in enrolling the candidates. 

3. The Service Provider shall comply with the company’s MIS, monitoring, reporting & quality guidelines as shared by the 
Company in writing. 

4. A minimum target is expected from the Service Provider, as part of this agreement, which has been enumerated in the 

policy document, attached as a part of this agreement. In addition, a monthly target planning would be undertaken by 

Principal team with the Service Provider. 

5. Any marketing or other material that the Service Provider uses for any activity needs to be either as per company norms 

or needs to be approved by the relevant authority in the company in writing. 

 

For Service Providers providing Mobilisation, Training, and Placements Services to Principal: 

1. The Service Provider shall mobilize the youth in the local area to enroll as per policy and eligibility criteria through various 

marketing and awareness creation activities. 

2. The Service Provider shall utilize its local presence, and manpower to carry out the mobilizing operations for the Principal 

Training programmes. They will have the manpower as agreed with Principal for the purpose of Business such as 

Counsellor and Mobiliser/Marketing executive at the centre. 

3. The Service Provider will ensure that the targets agreed upon are met as stated in the roll-out plan. 

4. The Service Provider shall comply with the company's PBF, SOPs, MIS, monitoring, reporting & quality guidelines at all 

times. These will be shared with the Service Provider time to time by Principal. 

5. The Service Provider will provide center infrastructure (as required) as per company requirement and as agreed upon 

with the company. 

6. The local area assigned to the Service Provider shall be as per the Certificates issued by the Company from time to time. 

The Service Provider is permitted to start Business on behalf of the Company in any location only after receiving the 

Certificate of Commencement from the Company for that location. 

7. The Service Provider will be responsible to provide high quality training to the youth mobilized to undergo Principal 

Training programmes. 

8. The Service Provider shall be responsible for identifying and recruiting the trainers. However, the trainers will be 

permitted to conduct training only after getting certified by the Company and after going through the training conducted 

by the Company. 

9. The Service Provider will be responsible for the placements of the students as per the scheme requirements (70% of the 

incepted students). In case there is a financial impact which is faced due to noncompliance of placement targets or 

placement documentation then the Service Provider will be borne the impact completely and his accounts to that effect 

would be debited. 

10. In case of certain special projects, which are received by the company and execution of the same has also been awarded 

to the Service Provider, the revenue sharing for the same would be as per addendum being signed between the partners. 

11. In case an assessment fees or any other amount is collected by the Service Provider at the center from the student, entire 

amount as collected will have to be deposited in Company Bank account (details as mentioned below).  

12. In case a student fails an assessment and the company along with the Service Provider decide to organize a re-assessment 

for the student, the cost of the same will be borne by the company and the Service Provider in the ratio same as that of 

the revenue sharing.  

 

 

2. Program Commercials 

 

1. Target  

1.1 Each Partner will be expected to enroll a minimum of 60 candidates per year. 

1.2 For All EOn (100% online) Courses, each partner will be required to have a minimum enrolment revenue of INR 5 

Lacs per year. 

1.3 As per discussions between Principal and the Service Provider, a target enrolment figure will be shared by the 1st of 

each month, which the Principal Partner will be expected to meet in the month.  



Annexure 1 

 

 

2. Commercials for Service Provider providing Mobilization Services: Only ECA 

The commercials finalized with each partner will consist of the discount to be offered to the candidates enrolled through 

the partner and also the amount of revenue to be shared with the partner. The below table captures the total amount 

(including the student discount and the Partner share) that a partner is eligible for: 

Course Cycle 
Minimum 

Registrations 
Per Student Sharing 

ECA – Non Tech Monthly 5 & More Flat INR 500 

ECA – Tech Monthly 5 & More 50% of Candidate Payment 

GuruSchool Monthly 5 & More 40% of Candidate Payment 

E-On – Direct Monthly Rs 50,000 40% of Candidate Payment 

E-On – InDirect Monthly Rs 50,000 30% of Candidate Payment 

All the above rates are inclusive of all applicable taxes and will be subject to TDS deduction 

 

For all candidate enrolled under ECA Non-Tech / Guruschool courses, pay out and eligibility will be as per the following:  

• 1st tranche of 100%  ➔ to be raised post 15 days from inception for students who have attended 7/10 number 

of days or to be raised for eligible candidates who have appeared for the EXLAT. 

 

For all candidate enrolled under ECA Tech courses, pay out and eligibility will be as per the following: 

• 1st tranche of 50% ➔ to be raised post 15 days from inception for students who have attended a minimum 

11 number of days.  

• 2nd tranche 50% ➔ to be raised on training completion (% share amount for students' who dropout will get 

set off / adjusted in this tranche)  

 

For all candidate enrolled under Eon – Indirect ➔ Applicable for all enrolled learners who have used the UTM link of the 

partner. 

 

For all candidate enrolment under E-On courses, all those candidates who pay the entire enrolment fees will be 

considered eligible for pay out to the partner. 

 

For all candidate enrolment under E-On courses, all those candidates who pay the enrolment fees through EMI option, 

pay-out to the partner will depend on the net collection. Here, subvention fees plus processing fees will considered as 

discount and thus will be deducted from the total collection. 

 

For all candidate enrolment under E-On Secure You Salary or AWS courses, all those candidates who pay the enrolment 

fees through EMI option or full, pay-out to the partner will depend on the net collection. Here, Payment to insurance 

partner or AWS will be considered as discount and thus will be deducted from the total collection. 

 

 

For all EON courses which are termed as Money Back Job Guarantee (MBJG) courses, pay out to the partner will be in 2 

(two) tranches of 50% each. First tranche of 50% will be released on the enrolment of candidates and the second tranche 

will be released post the placement of the candidate. 

 

Only the data from ELITE will be considered and used for all calculations for the Service Provider’s pay out. Service 

Provider will also be provided access to ELITE to check and verify the data. 

 

Only those candidates that have enrolled using the Coupon Code provided to the Service Provider will be considered 

eligible for pay-outs to the Service Provider against direct enrolments. 
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3. Commercials for Service Provider providing Mobilisation, Training & Placements Services:  

The Service Provider will be paid according to the number of candidates mobilised/enrolled, trained and placed as per 

eligibility criteria into the Training Programs as follows: 

 

For Standard Chartered Project of 45 hours: 

The Company shall share Rs.500/- (Rupees Five Hundred Only) per candidate in below-mentioned manner.  

Tranche Sharing % Particulars 

1st 

Tranche 

15% On Inception - Can be raised after 15 days of training for the number of students 

incepted 

2nd 

Tranche 

25% Can be raised post 100% training completion for the number of students attended 

ExLAT 

3rd 

Tranche 

60% Can be raised after completion of placements of incepted student’s as per project 

requirement. 

The following method would be adopted for qualification under this tranche 

1. Placement >70% of incepted candidates – Tranche for all candidates 

2. Placement between 50-69% of the incepted candidate – Pro-rate for students who 

have been placed. 

3. Placement <50% - No payment 

What shall constitute to be placement has been detailed in the SOP as part of Annexure 

2 

 

Mentioned consideration will be inclusive of all taxes levied (GST, Other Indirect Taxes) as per law of the land applicable 

at any time. Company will withhold tax as per applicability on disbursement of the fees to the Service Provider. 

 

4. Only those candidates that have enrolled using the Coupon Code provided to the Service Provider will be considered 

eligible for payout to the Service Provider 

5. Only the data from ELITE will be considered and used for all calculations for the Service Provider’s payout. Service Provider 

will also be provided access to ELITE to check and verify the data. 

6. As defined in the agreement through clause 4.2.8, payment will be subject to the assessment of the data submitted by 

the service provider. Payment will be processed only based on the data and nothing else. 

 

3. INVOICE 

 

Service Provider will issue a monthly invoice statement to the Company (the “Invoice Statement”) which will include, among other 
things, the following contents: 

1. Number of successful enrolment of candidates; 

2. Details of Service Fees payable to the Service Provider by the Company; and 

3. Details pertaining to any extra Partner Service provided by the Service Provider to the customers pursuant to the receipt 

of instructions from the Company. 

 

All payments due from the Company to the Service Provider shall be made via bank transfer using the bank details provided to 

the relevant parties. The Service Provider agrees to fully indemnify the Company and hold Company harmless against any losses, 

damages or claims arising out of the Service Provider’s failure to notify Company of a change of bank account details, including 
but not limited to any Bank Charges incurred by Company as a result. 

 

In the event of a dispute between the Company and the Service Provider, any undisputed amount of Service Fees will be paid in 

accordance with this Section. The Service Provider must notify the Company of its disagreement within 14 days of receipt of the 

Invoice Statement setting out in detail the reason. If the Service Provider fails to do so, the Invoice Statement shall be deemed 

accepted by the Service Provider. 

 

In the event of fraudulent or alleged fraudulent activities by the Service Provider or if Company is required by law, court order, 

governmental instruction, arbitrational decision to make a refund, of all or part of the fees in relation to training sessions 

conducted by the Company, the Company reserves the right to claim a repayment from the Service Provider of any amount 

required to be repaid by Company to the customers and for any Bank Charges relating thereto. 

 

Further details on the process and roles and responsibilities are part of the policy document including Standard Operating 

Procedures as Annexure 2, which deals with the ‘Partnership Opportunity for Principal Partners’ and is integral part of the 
arrangement between both the parties. The said document has been shared with the Service Provider. Updated versions, if any, 

of this document will be rolled out to the Service Provider as per requirement and the latest document will be applicable 

thereafter. 
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4. Claim Process 

 

• Service Provider to raise Monthly (target vs actual) Invoices through the EP Claim Form. 

• For ECA Non-Tech/ECA Tech/GuruSchool - the claim can be raised once a minimum of 5 registrations is done as per the 

above table. 

• For EON - claim can be raised once minimum Rs, 50,000/- collections is done as per the above table. 

• Claim Form along with an Invoice must be raised to the respective Principal Representative assigned to the Partner within 

the 5th of each month for the enrolments done in the previous month. No older month claims will be accepted. 
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VISION: To be the first-choice provider of high-quality skill and career development in every corner of India. 

MISSION: Empower youth to impact India’s future by walking with them towards a better life. 

SCOPE OF SOP: The focus and objective of the SOP is to bring uniformity in the processes to create world class 

workforce development program, right from mobilization to placement of a candidate. 

 

Author Lovina Anthony 

Reviewer EB Leadership Team 

Authorizer Girish Singhania 

 

Effective date 1st April 2021 
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WHY 

To create better relationships with Channel Partners 

To ensure that channel partners have a pleasant working experience with EduBridge 

To ensure that there is a standardized and effective process that is followed by the 

Channel Partner 

 

Owner: BUSSM 

Collaborators: CM, PM, BUSM, BU Head, Sales Coordinator, Offline Sales Head 

 

When to engage with Channel Partners? 

There are 3 ways in which we engage with CP’s: 
1)  CP does mobilization, EB does training and placement 

 Applicable: - for all ECAs & Eon. 

 Sales Process: -  

o CP must do sales as per TAFs available with EB.  

o Plan mobilization for batches as per the calendar available on the website 

o PM / CM must share available TAFs with CP for mobilization before mobilization. 

2)  CP does mobilization and placement and EB does training 

 Applicable: - only when we do not have a Centre team, or we are Short on Targets or we exceed 

targets in any center. 

 Approval: - Should be approved by the CEO on an email with commercial/payment /sharing details. 

 Sales Process: - Sales must be done only as per TAFs. 

 Plan mobilization for batches as per the calendar available on the website 

 Placement Process: - 

o For placements, the CP will source and share TAF’s. EB PM will approve and upload the same 
on Elite (name it as a CP TAFs). 

o For scheduling interviews, PM must work with the CP. 

3)  CP does mobilization, training and placement 

 Applicable: - only when we do not have a Centre team, or we are Short on Targets or we exceed 

targets in any Centre. 

 Approval: - Should be approved by the CEO on an email with commercial/payment /sharing details. 

 All SOP’s and systems apply to a CP-like an ECA Centre, with no exceptions. 

 Sales Process: - Sales must be done only as per TAFs. 

 Trainer Selection:  

o For any CP, we must use a CP Trainer, the Trainer must be GuruSchool Certified with an A 

grade 

 Placement Process: 

o For placements, the CP will source and share TAF’s. EB PM will approve and upload the same 
on Elite (name it as a CP TAFs). 

Engagement Plan with Channel Partners 
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o For scheduling interviews, PM must work with the CP. 

 BUSM must conduct a complete training - the SOP and systems training for every CP partner. He / 

She must confirm the training completion with the BUSSM and BU Head via an email. Any work can 

be started only after training completion. 

 Every CP will get a “View Only” access to Elite. 

 Every CP must go through all SOPs on the Student Portal and pass assessments. 

 Branding: - applicable as per guidelines. 

 

 

WHY 

To ensure that as a team, the CP/Academy achieves Enrolment & Revenue targets as per 

plan 

To clarify that CP must enroll learners only by visiting the website  

To ensure that sales is very focused 

To facilitate training to be commenced in an orderly fashion 

 

Owner: CP and BUSSM 

Collaborators: TEM, OM, BUSM 

- Batches must be planned & started as per pre-defined Training Calendar only.  

o In Scenario 1, CP must adhere to the Batch Calendar provided on the website to mobilize 

learners 

o In Scenario 2, CP must adhere to the Batch Calendar provided on the website to mobilize learners 

o In Scenario 3, CP must share a quarterly batch planner with batch start dates with the OM & 

BUSM at EB, who must then raise a ticket on ELITE to update the same on the website 

- The pre-defined Training Calendar will have the Batch start date, Time, Trainer, Course bifurcation & 

Course name, guest/volunteering lectures and Field visits (If applicable) and must be discussed and 

closed by the TEM, OM and BUSM with the CP 

- The calendar will be synced with Student Portal, hence the students will be aware about their class 

schedule at all times. 

- The batches must be created by the OM on ELITE in line with the pre-defined Training Calendar.  

 

Enrollment 

- CP must explain the right training methodology to the student based on course ( ECA Blended - Learn 

with the Master Trainer + Learn at the Academy & Learn by Yourself or Eon 100% Online - Learn with 

the Master Trainer & Learn by Yourself ), wherever needed 

- Learner must choose the batch schedule as per the batch planner displayed in the student portal 

- Learner must upload/submit the required documents online through student portal.  

- Enrollment in the batch will be based on the highest qualification held at the time of enrollment. 

- CP Counsellor must validate learner credentials against the documents submitted by him/her. 

- OM must verify learner credentials against the documents submitted by him/her. 

Batch Calendar & Enrolment into a course 
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- Upon successful payment, student will get a complete access to view the curriculum of the course 

and access to the content. 

In some courses and projects, students will have to go through a Selection Test and pass before they can enroll into a course: 

- Learners must take and clear selection test. 

- Upon clearing the selection test, the learner will be asked to pay course fees online. 

- It is mandatory for the learner to clear selection test for enrolling in a batch. 

Documents verification and documents validation: 

Steps Action 

Section-1: Documents upload 

1 Learner visits the website 

2 Selects the course that the Learner wants to enroll for 

3 Clicks on “Enroll now” & chooses the schedule/slot to proceed further 

4 Document page will open with the list of documents in which the Leaner is required to upload the documents 

5 The learner has to browse and upload documents (The learner will have access to preview the uploaded document- incase 

if he/she wants to check documents that he/she has uploaded.  

6 Upon document submission a notification will go to the learner mentioning that the documents are successfully submitted 

Section-2: Document validation and verification 

6 Upon documents submission by the learner, a notification will go the respective CP Counsellor for document validation. 

7 CP Counsellor must login on ELITE→ Go to the leads→ View and validate the documents. If the documents are in line with 
the PBF. 

CP Counsellor will approve the documents within the TAT: 24 Hours. 

8 Once documents are approved by the CP Counsellor, the documents will go the respective OM for final approval. OM will be 

notified via system generated e-mail notification. Upon receiving the email, the OM must verify the documents and 

accordingly provide final approval on ELITE. 

TAT: 24 hours 

9 Once documents are verified by the OM a system generated email notification will go to the learner confirming that her/his 

documents are approved. 

10 Upon final document approval, the learner will get the zoom link for the training. 

Section-3: Document Re-submission 

10 If the CP Counsellor finds out that the documents are not as per the PBF – the CP Counsellor must reject the documents on 

ELITE. 

Upon rejection, a system generated email will go to the learner informing them that his/her documents are not verified 

with the reason of rejection along with the link where the learner can resubmit the documents. 

11 Once the documents are re-uploaded by the Learner – Step 6 to 9 to must be followed. 

12 If OM finds out that the documents are not as per the PBF, he/she must reject the document on ELITE. 

Upon rejection, a system generated email will go to the Counsellor and the learner informing them that his/her documents 

are not verified with the reason of rejection along with the link where student can resubmit the documents. 

13 Once the documents are re-uploaded by the learner – Step 6 to 9 to be followed. 

Please note:-  

In each batch 10% exception will be allowed where in if the learner fails to submit correct documents then the BU 

Head has the provision to approve those learners for enrollment. % of such student should not be more than 10% 

in any batch. 

At every stage and for every action (Documents Approval/Rejection/Exception done by the BU Head) detailed logs 

will be generated on the ELITE and it will be accessible to the entire Ops team. 
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WHY 

To ensure that the trainers are aware of all the courses which will run at the Academy 

To ensure that the right trainer is identified for the content 

To ensure that the trainers are imparting quality training 

 

Owner: Training Excellence Manager 

Collaborators: ECA Center Trainer (CT), ECA Training Partner (TP), ECA Master Trainer (MT), ECA Support 

Trainer 

 

Key points: 

- It is mandatory for every Trainer at the Channel Partner to attend the GuruSchool “Train The 
Trainer” (TTT) program. 

- Only a GS TTT certified Trainer will be trained by the TEM for 2 days on EB systems and processes 

and can be assigned to batches. 

- TEM will be responsible for ensuring that TTT is completed for every Trainer and that he/she is 

fully certified before assigning them a batch. 

- TEM will be responsible for ensuring that Refresher Training for all Trainers is completed by the 

L&D Team - once every 6 months 

 

EduBridge Internal Assessment Process:  

- Post completion of the training, Trainers must get evaluated through online assessments on SOPs 

and systems. 

- For online assessments, the Trainer must score a minimum or more than 80% to get certified. 

- In case, the Trainer fails in the assessments, he/she will get only 1 chance to clear the 

assessments. 

- If the Trainer fails again, he/she will need to be replaced immediately. 

 

 

 

WHY 

To impart quality training to enable good quality placements. 

Throughput – 90% - To minimize training dropouts and increase throughput. 

Attendance – Average batch attendance must be 70% or as per PBF 

Placement - Average batch placement must be 70% or as per PBF 

 

Owner: CP Trainer, TEM  

Collaborators: OM, BUSM, BUSSM 

Trainer Assessment & Certification 

Training Management 
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This section will cover all the key events and activities relevant to a batch lifecycle. The section will not cover the 

course or session specific guidelines instead it covers the generic processes of how the key stages of a training are 

executed. 

 

Training commencement: 

Every batch training is divided into three stages: 

1- Online training (Conducted by CP Trainer) 

2- Self-study modules (Learn by Yourself) 

 

Online Training (Conducted by ECA Master Trainer) 

1.1.1 Basic Rules: 

- Email will be sent from ELITE to every enrolled learner at least 2 days before the batch start 

date which lists the basic rules for online sessions. 

1.1.2 Trainer kit: 

Each CP Trainer must be provided with the following; 

a- Zoom Id pre-configured by the TEM 

b- One pager document about Online training etiquette - Soft copy to be shared via email 

1.1.3 Learner Kit: 

- Module wise soft copy of the content will be shared with the learner via the Learner Portal as 

and when the learner completes the training module 

- In certain projects, activity books may be printed and provided to the learners as per the client 

requirement 

1.1.4 ELAT: 

- CP Trainer must conduct the sessions as per the schedule and the modules assigned to 

him/her. 

- CP Trainer must conduct ELAT Assessment within 3 days from the batch start date. 

1.1.5 Attendance: 

- Learners who attend a minimum of 70% (or as per the PBF) of the daily session will be marked 

as “Present”.  For example, if daily training duration is 180 minutes then learner should attend 

the session for a minimum of 125 minutes. 

- Attendance will be auto captured from Zoom to ELITE. 

- The CP Manager must keep track of attendance for their respective batches. 

- Overall, 70%(or as per the PBF) attendance is compulsory for all learners in order to be able to 

apply for jobs recommended by EduBridge. 

- Overall Attendance in training holds 10% weightage in the scorecard. 

1.1.6 Adherence to the Daily Training Deck & Modules 

- All trainers must conduct the training strictly as per the ELITE/LMS and use the Facilitator 

Guide & other tools provided. 

 



  

                          

 

9 | P a g e  

 

 

 SOP No.: EDU/0010 Title: SOP for Channel Partners 

Annexure - 2   STANDARD OPERATING PROCEDURES 

1.1.7 Role of Trainer in Training & Placement Counselling: 

- CP Trainer must co-ordinate with learners to complete self-learning modules, daily 

assignments and knowledge assessments 

- CP Trainer must track learner attendance and follow-up with learners who are absent or not 

login in on time 

- CP Trainer must conduct mock interviews and capture remarks and scores on ELITE/LMS 

- Conduct Placement Counselling meeting-1 upon 15% of training completion in a batch  

- Conduct Placement Counselling meeting-2 upon 35% of training completion in a batch 

- Conduct Placement Counselling meeting-4 upon 75% of training completion in a batch 

- Drive the Refer & Earn policy in every batch and promote the same to get at least 2 referrals 

from every learner in the batch 

 

Placement Counselling: 

• Placement Counselling: Meeting 1 

• Done by the CP Trainer in the first 7 days of starting training in a batch 

• Task:  

• Understand the learners and his/her requirements & inform the learners about 

having an Aadhar card and Pan card during the time of job application. 

• Explain the Learner Portal with the help of the tutorial and inform the learners 

that access to the My Jobs section will be activated only after the learner 

completes 70% of the training.  

• Coach the learners about attendance and completing all assignments and 

assessments on time.  

• Placement Counselling: Meeting 2 

• Done by the CP Trainer before MLAT 

• Task:  

• Create the learner’s profile on the Learner Portal with complete details and coach 
them to complete all self-learning modules.  

• Introduce the My Resume section and help learners to explore this section. Make 

the learners comfortable with this facility that will help them to create 

professional resumes. 

• Placement Counselling: Meeting 3 

• Done by the Training Excellence Manager at MLAT 

• Task: Check learner’s understanding on placement, motivate them to take up 
jobs, guide them on how to do better in training to get better jobs. 

• Placement Counselling: Meeting 4 

• Done by the CP Trainer before ExLAT 

• Task:  

• Help learners build good quality resumes using My Jobs section on the Learner 

Portal. Review their resumes and prepare them for interviews based on questions 

from the resume. 
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• Assist learners in applying for jobs that are “Recommended By EduBridge” in the 
My Jobs section on the Learner Portal. 

• Conduct mock interviews for all jobs for which the learners have applied to in the 

Learner Portal 

• Placement Counselling: Meeting 5 

• Done by the Training Excellence Manager at ExLAT 

• Task:  

• Review the resumes and provide feedback.  

• Conduct mock interviews for all jobs which the learners have applied to in the 

Learner Portal 

1.1.8 MLAT  

- MLAT must be conducted by TEM as per the schedule updated on ELITE. 

- A trigger through the ELITE will go to the respective TEM, CP Trainer and the CP Manager 3 days 

before the MLAT date. 

- The learners will be sent an alert email on the Learner Portal, 3 days in advance. 

- Learner should take the online assessment via the learner portal. 

- TEM must try to conduct the mock interview face to face only. If this is not possible then, he/she 

may conduct the same via virtual medium – Zoom 

- TEM must update the score of the mock interview on ELITE. 

- Learner must provide their feedback about their experience with EduBridge via the Learner Portal 

- The Placement meeting-3 will be conducted by the TEM upon 50% of training completion in a 

batch 

- TEM must introduce the My Resume section and ensure that all learners have created at least 1 

good quality resume before completing 70% training so that he/she can apply for jobs. 

- The details of the meeting must be captured on ELITE 

1.1.9 Knowledge Assessments 

- The Learner will be sent an alert to take the Knowledge Assessments after every one or two 

modules and at the end of the self-study final assessment on overall course. 

- Learners must complete the Knowledge Assessments via the Learner Portal Login. 

1.1.10 Learner Referral – (Refer a friend and get REWARD) 

- Our learners are our best ambassadors as they have the first-hand experience of our life 

changing, convenient and career focused environment that each Academy strives to provide. 

- Once the learners join the centers, the CP Manager and the CP Trainer must give a 

presentation to the batch and encourage learners to refer their friends, family and colleagues. 

- Each learner is expected to provide minimum 2 referrals. 

- For each candidate whom they refer, the Learner will be paid the sum defined in the Refer & 

Earn policy on the website 

- The CP Manager/CP Trainer must ensure that all referral data is visible on ELITE with the 

correct source. 

- Payment will be made directly to the learner’s account, hence, learners must be encouraged to 
raise tickets correctly on the Learner Portal. 
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1.1.11 Learner dropout 

- No learner can be dropped from any batch by any one. Every learner will be allowed to give 

ExLAT assessments at the end of the course. 

- Every learner must complete EXLAT assessments within T+3 days of the assessment date. If any 

learner does not complete EXLAT assessment, then the learner will be marked dropout by the 

system automatically. 

- No manual entry of drop-outs is allowed as per process. 

1.1.12 EXLAT (To be conducted by TEM upon completion of 100% content in training) 

1.1.12.1 Pre EXLAT 

- 15 days before EXLAT, the CP Trainer must help the learner to create their profile on the My 

Jobs section on the Learner Portal 

- All learners must apply for every job that is “Recommended by EduBridge” so that the CP 
Manager/PM can schedule interviews. 

- 15 days before EXLAT, CP Trainer must guide the learners to build good quality resume using 

the various options on the Learner Portal and review their resume then prepare them for 

interviews based on questions from the resume. 

1.1.12.2 EXLAT Day 

- The atmosphere created at the Academy must resemble that of a corporate interview 

- The learner must be asked to dress in formal clothes 

- This should be treated like a dress rehearsal for the Final Interviews 

- The learner must take the online assessment via the Learner Portal 

- Every learner must complete EXLAT assessments within T+3 days of the assessment date. If any 

learner does not complete EXLAT assessment, then the learner will be marked dropout by the 

system automatically. 

- Mock interviews must be conducted by TEM and scores must be updated on LMS/ELITE. 

- TEM must try to do mock interview face to face only. If this is not possible then he/she can do 

it through virtual medium – Zoom. 

- The Placement meeting-5 must be conducted by the TEM upon 100% of training completion in 

a batch. 

- The details of the meeting must be captured on ELITE. 

- The Learner must provide feedback on their experience with EduBridge via the Learner Portal. 

1.1.13 Certification 

- Upon completion of training, the learner will be provided the certificate via the Learner Portal 

within 7 days of ExLAT completion. 

- Certificate of Completion and Certificate of Participation will be shared with the learner’s 

based on their grades. 
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Scoring Pattern 

Scores Grade Certificate to be provided 

90% + A+ Achievement Certificate 

76-89% A 
 

61-75% B+ 
 

50-60% B 
 

< 50 FAIL Participation Certificate 

Note, Placements will be provided to all learners irrespective of the scores/grades received by them. 

Any learner needs to complete 70% training only then the learner will be eligible for placement. 

Self-study modules 

- Learner will go through the self-study modules which will be available in the Learner Login 

- Learner will complete the study and quizzes/assignments/ assessments assigned to every 

module 

- The scores of the quizzes/assignments/ assessments will be showcased on the Learner Portal & 

ELITE. 

- During training, the CP Trainer must ensure learners completes all quizzes/assessments and 

assignments on time. 

- For all assessments, the learners will get 3 days to complete the online assessment after which 

it will be deactivated and the learner will show as absent in the scorecard. 

 

 

 

WHY 

To provide exposure into the industry to the learners to enable good quality placements. 

To build better relationships with Recruiters and CSR Partners 

Attendance – Average batch attendance must be 70% during the Guest Lecture 

 

Owner: CP Trainer, TEM  

Collaborators: OM, CP Manager 

 

- Guest lectures will be planned along with the batch calendar and details will be shared with 

learners via the Learner Login 

- Guest lectures will be planned on Saturdays, preferably 

 

 

 

WHY To provide books and materials needed to conduct training properly in all centers 

 

Owner: Admin Manager 

Collaborators: CP Trainer, TEM, OM, BUSM. 

 

Guest Lecture Management 

Inventory Management 
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This section will cover all the key events and activities relevant to a batch lifecycle. The section will not cover the 

course or session specific guidelines instead it covers the generic processes of how the key stages of a training are 

executed. 

Inventory 

Learner Kit:  

1. Learner Portal Access: Once the Learner Portal is ready and the course content is uploaded, the books 

will be uploaded as well and learners will be able to access the same directly. 

2. All resources will be given to learners in the online LMS. 

3. The Admin Team must check for New Vendors in following Locations for books Printing and Courier.  

(Mumbai, Thane, Pune, Chennai, Bangalore, Hyderabad, Delhi, Indore, Jaipur, Bhuvneshwar, 

Chandigarh, Ernakulum, Kolkata). 

4. Once all the Centers start functioning Admin will get the email for Printing and Courier of 

Materials(Books) from the BU-OM 

5. It will be 40-50 pages per book which we have to Print and courier locally.  

6. Advertising, Pamphlets and Banners will not be handled by Admin it will managed by Centre. 

 

 

 

WHY 

To impart overall training efficiency 

For robust monitoring of the batches  

To drive quality training 

Owner: Training Excellence Manager 

Collaborators: CP Manager and CP Trainer 

- TEM must visit each Academy once in two months. 

- TEM must have done the analysis of the performance of every batch on ELITE before their visit 

to the center so that they can help with completing the pendency 

- Every TEM will be assigned a maximum of 6-7 academies overall. (Centers, Colleges, CP) 

- The TEM will collaborate with the CP Trainers, CP Managers, OMs and BUSMs and provide 

them with a Training Excellence report that will assist in improving overall training efficiency 

- TEM will play the role of a Coach/Mentor to the trainers and provide them with a Trainer 

Coaching report focussed on improving Training delivery skills.  

- TEM should connect with the trainers to drive quality training regularly.  

- TEMs must try to plan their visits during assessments, so that MLAT or EXLAT can also be 

conducted on the same day. 

a. 15-16 assessments (MLATs/EXLATs) will be conducted remotely via Zoom/Skype (for all learners)  

b. 3-6 assessments (MLATs/ExLATs) will be conducted physically at the academies during their 

scheduled visits (for all learners). 

- In-class monitoring with Trainers – Shadow the Trainer when they are training. 

- Collecting Feedback from Learners about their training and placement experience. 

Training Excellence and Coaching Report 
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- TEM will fill the Training Excellence Report during every visit, have detailed discussions with CP 

Managers about the same, and then email this report to the CP Manager, OM and BUSM every 

month. 

- TEM will be responsible for Briefing/De-Briefing with Trainers every 2 days to ensure 

adherence to quality in Training - this can be done via Call or Zoom. 

- TEM will be responsible for coaching/mentoring/developing 12-15 trainers (in 6-7 Academies) 

(In class monitoring/Shadowing) 

a. Every Trainer Coaching session must be documented using the Trainer Coaching Form during every visit to the 

Center. 

b. Trainer & TM must discuss the Coaching Form, agree on doing things to improve performance and sign off on 

the Form. 

c. Center-wise Trainer Coaching Report must be sent to the CP Trainer, OM and BUSM after every visit. 

 

 

TAF Creation and Approval on ELITE: 

- All TAFs generated by the CP Managers must be shared with the EB PMs  

- PM must enter all TAFs on ELITE which will be assessed by the CPT  

- The CPT must make changes/amends to the content in the TAF if needed and approve the same 

on ELITE for it to go live on the Learner Portal in the My Jobs section. 

- All the TAFs updated on ELITE are to be approved by CPT.  

- For approving the TAFs on ELITE, the PM must arrange a call between respective recruiter, CP 

Manager, CPT and himself/herself. 

- CPT SPOC must verify all the aspects of TAF as per EduBridge SOP with the recruiter, if satisfied 

need to approve the TAF on ELITE. 

- Each TAF must have following information on ELITE: 

o Job title 

o Company name 

o Company logo 

o A short write up about the company (2-3 lines only) 

o Experience needed 

o Salary 

o Location 

o Start Date (Immediately/Timeline) 

o Job Overview 

o Roles and Responsibilities 

o Skill Required 

o Who can apply (age and education criteria) 

o Perks and Benefits 

o Number of Openings 

o Special questionnaire as per requirement of the Recruiter 

o Documents needed to be uploaded by learners/learners to apply for the job 

 

Talent Acquisition Form (TAF) 
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Owner: Placement Manager (PM), CP Manager (CM) 

Collaborators: OM, BUSM, TEM, CPT and BU Head 

Journey through the Job Portal: - 

- CPT creates TAFs as and when they are received – these TAFs will be auto mapped to centers via 

ELITE 

- On ELITE, every TAF must be categorized in any one of these categories: Only ECA,  

- On ELITE, every TAF should be mapped to centers/batches for which these will be visible to learners 

on the Learner Portal. (a minimum of 5 TAFs must be mapped to every learner) 

- Learners will see the latest job vacancies in the My Jobs section of their Learner Portal– based on 

their batch / center 

- Every time a batch in ECA completes 50% training, an auto email will be sent from ELITE to 

Recruiters/ CM/PM /CPT to inform the about the upcoming batch end dates. This is being done so 

that the team can figure and update vacancies on a real-time basis. (This will be added to CPS as 

well.) 

- Once the learner has completed 70% of training, then they can apply for jobs. 

- Once the learner has applied for a job, an email is sent from ELITE to the CPT, PM and the CP 

Manager to schedule and align the interviews. Once the interview is scheduled, the respective 

stakeholder must update ELITE with the schedule and the status of the application will be updated 

on My Jobs dashboard and an email will be sent to the Learner on the Learner Portal. Every time the 

stakeholder updates the status on the application, the same will be updated on My Jobs dashboard 

and an email will be sent to the Learner on the Learner Portal. 

- An SMS confirmation will be sent to learners informing them that they have selected the said TAF 

and interviews will be scheduled shortly. 

- CPT will monitor / control all TAFs across all academies. 

- Various status updates are Applied, In Review, Interview Scheduled, Results Awaited, Selected, 

Rejected, On Hold. 

 

 

 

 

WHY 
To ensure that all trained learners get placement 

To ensure that placement is closed within TAT 

Owner: CP Manager, PM, CPT 

Collaborators: CP Trainer, Ticketing Support Team, BUSM and BU Head 

 

WHY To ensure that all of the trained youth meet the skill requirement of corporates. 

Recruiter Mapping – On ELITE & EduBridge Job Portal 

Interview Scheduling and Placement Closure 
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Key Points: 

- All Primary and Secondary TAFs will be visible to the learners on Learner Portal under the “My Jobs” 
section. 

- Upon completing of 70% course, the learner will be asked to apply for the JOB via the Learner Portal. 

The Support Trainer must ensure that every learner applies for all the jobs that have been 

“Recommended by EduBridge”. 
- Interview scheduling must be done 10 days before EXLAT and details of the same needs to be updated 

on ELITE for it to reflect on the Learner Portal. 

- Learners will be informed about the interview schedule on their Learner Portal. 

- Please note that Primary & Secondary Recruiters should be a paying Recruiter with good brand name, 

good salary/ incentives (above minimum wages) and should have month-on-month vacancies. 

- A minimum of 30% placement should be done through paid recruiters. 

- The CPT/PM/CP Manager must review the resumes of all learners once they complete 50-60% of the 

training and provide feedback to the Trainer to make amends wherever necessary. 

- The CPT/PM/CP Manager must always have view access to the resumes, training scorecard and 

attendance % of every learner so that they can plan learner interview scheduling based on 

performance. 

- The CPT/PM/CP Manager must have view access to all Placement Counselling remarks so that they are 

aware about the communication done with learners by the Trainers & TEMs. 

Interview Process 

- The PM should review the performance of every learner on ELITE. 

- The PM must place all learners who are willing to be placed in the cities outside of their 

hometown. This needs to be completed in 1 week after ExLAT. 

- There should not be more than 2 interviews in one day for any learner. 

- The PM must get the interview result from the company by the end of the next day and update 

the same on ELITE. 

- The PM must follow up with each learner to ensure that they take up jobs. Once learner is 

marked “Joined” on ELITE a system generated e-mail trigger will go the Learner to confirm 

joining. Learners will not be considered as Joined unless he/she confirm the same via Learner 

Portal.  

- The learner must have an option to upload their Offer Letter on the Learner Portal. 

- CP Manager, PM and OM need to ensure that the offer letters are updated on the respective 

portals, after which this will also be visible in the My Job Applications section on the Learner 

Portal.  

- In case, the learner expresses an inability to join, then the PM along with the CP Manager needs 

to counsel the learner and understand their requirements to re-initiate the mapping process. 

- Overall, every batch must have the Placement TAT of 60 days or less. 

 

 

 



  

                          

 

17 | P a g e  

 

 

 SOP No.: EDU/0010 Title: SOP for Channel Partners 

Annexure - 2   STANDARD OPERATING PROCEDURES 

Self – Placed Learners (students who get jobs on their own and join) 

- PM must submit valid proofs on an email with the BU Head and get an approval to mark the 

leaner as self-placed. 

- PM must raise a ticket on the Ticketing portal and attach the BU Head approval along with the 

valid proofs. 

- The ticket will then be sent to the CEO for approval. 

- Once the request is approved by the CEO, the Ticketing Support Team will share the details 

with: 

o the CPT to add the Recruiter on ELITE 

o the Placement Manager to add the TAF on ELITE and 

o the IT team to approve the TAF on ELITE 

- In case, approval not received then the student is considered not placed. 

Placement Proof 

- Only Offer Letter from the Recruiter will be considered as valid placement proof. 

- PM/CM/Learner must upload the soft copy of offer letter/appointment letter on ELITE/Learner 

Portal 

Placement Closure (TAT - 60 days) 

- Once all learners are placed, the data is captured on ELITE and placement documents are 

uploaded on the Learner Portal then the PM must send the placement closure request to OM via 

ELITE. 

- All learners should have provided feedback about the placements on the Learner Portal. 

- OM must check and validate all the documents and data entered on ELITE against each learner. 

- In case of any discrepancy, OM must immediately talk to the PM and resolve the issue. 

- CM must record video testimonials of learners who are placed and upload the same on the 

Google Drive. 

- Post verifying all details and PPC verification, OM must send the final placement closure request 

to BU Head and upload placement data on other third party portals. 

- BU Head cannot close the batch unless all placed candidates are verified. 

 

Note, PMs will upload placement data only on ELITE – All other third party/Recruiter portal will be managed 

by their respective OMs. 

End goal - Learner needs to be provided a job where the learner can build a career! 
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WHY 

To ensure resolution of all issues within turnaround time (TAT) to enable smooth operations 

To ensure that issues are raised with senior authorities in case issue not resolved 

within stipulated TAT 

To ensure that there is accountability at each level 

  

Please note that these issues can be raised by anyone in the organization. The proper channel of 

communication must be followed while raising issues – All issues must be raised only with the help of the 

Freshdesk Ticketing Tool on ELITE. 

  
Any issue related to ELITE/Website/Student Portal (Sales, Training, Placement, 

Operations) 

Query/Complaint Raise a ticket using the FreshDesk Ticketing Tool on ELITE 

TAT for resolution 72 hours 

Escalation – Level 1 Email the ticket with complete details to Reporting Manager with a cc to the BUSM 

TAT for resolution + 3 days from the date of receiving the escalation 

Escalation – Level 2 Email the ticket with complete details to the BU Head with cc to Ops Head 

TAT for resolution + 3 days from the date of receiving the escalation 
 

Issue Resolution / Escalation Matrix 


