ATTENDO PRESENTS
Joining Report Pack
Joining report formats, the joining day paperwork, and every clock the date of joining starts

For Indian employers: factories, offices, hospitals, stores and warehouses
•  Three joining reports: day one, after a transfer, and rejoining after long leave
•  The clocks one date starts: PF, first salary, probation, leave and the gratuity nomination, with the law for each
•  What the joiner declares, what you may hold, and who each rule reaches
•  Ten formats, nine mistakes and forty citations

From Attendo (formerly Petpooja Payroll). Reviewed 27-Oct-2026. General guidance, not legal advice.


CONTENTS
1.  Which report for which day
2.  Ten formats
3.  The clocks one date starts
4.  What the joiner declares
5.  The data you hold
6.  Who these rules reach
7.  Nine mistakes
8.  What this pack could not settle
9.  Forty citations

In a hurry? Format 01, the joining report letter, opens section 2, straight after the chooser. On day one the joiner fills three: Format 01, Format 07 (their details) and Format 08 (past PF and tax), and signs two you prepare: Format 06 (the documents receipt) and Format 04 (your acknowledgement). Run Format 05 yourself, and read section 3 before the month ends: the PF upload and the first salary both have dates. A small office or clinic: section 6 opens with what applies at your size.


1.  WHICH REPORT FOR WHICH DAY
A joining report is the employee's record that they reported for duty. It is short, and it should be: the work is in what the date on it starts. Pick the format by the moment:
	If you want to...
	Use

	Record that a new employee reported for duty
	Format 01

	Record that an employee reported at a new branch after a transfer
	Format 02

	Record a return after maternity, sickness or other long leave
	Format 03

	Confirm the date, the code and the probation end to the joiner
	Format 04

	Run the joining day without missing a clock
	Format 05

	Take documents and give a receipt
	Format 06

	Collect the details the law asks for
	Format 07

	Take the joiner's declarations: PF, tax, ESI
	Format 08

	Prove what the joiner was told on day one
	Format 09

	Keep every clock per joiner in one place
	Format 10



What a joining report is not
•  It is not the appointment letter. That is the employer's duty to every employee on appointment, in an establishment of ten or more workers, in the form the appropriate Government prescribes (OSH Code s.6(1)(f)). The Central rules go further: no employee is employed unless the letter has been issued (rule 6). The joining report answers it; it does not replace it.
•  It is not the offer or the acceptance. Those are made before the day; the report is made on it.
•  It is not the joining data form. The report records the date and the post; Format 07 collects the particulars.
What makes a joining report useful
•  The date, written in full, checked against the attendance record before HR countersigns. Everything in section 3 runs from it.
•  The appointment letter it rests on, by reference number and date.
•  The post, the department, the place and the person reported to.
•  HR's acknowledgement on the same sheet, so there is one record, not two.
Rests on  OSH Code, 2020, s.6(1)(f); OSH (Central) Rules, 2026, rule 6. The rest is practice


2.  TEN FORMATS
Everything in [CAPITALS] is yours to fill or delete. Where a bracket offers choices split by '/', keep one.
FORMAT 01  ·  JOINING REPORT BY THE EMPLOYEE
Note for HR, delete before sending: The employee writes it on the day they report, on plain paper or by email, and HR signs the acknowledgement below it on the same page. The date on it is the date of joining for every clock in section 3, so check it against the attendance record before you countersign. It is not the appointment letter: that is yours to issue, on appointment.
The letter starts below.
Date: [DD-MMM-YYYY]
To: The [HR MANAGER / HEAD OF DEPARTMENT], [COMPANY NAME], [BRANCH]
Subject: Joining report
Dear Sir / Madam,
With reference to the appointment letter [REF. NO.] dated [DD-MMM-YYYY], I report that I have joined [COMPANY NAME] today, [DD-MMM-YYYY], as [DESIGNATION] in [DEPARTMENT], at [BRANCH / PLANT / OFFICE], and have reported to [NAME, DESIGNATION].
I request that today's date be recorded as my date of joining.

Yours faithfully,
Employee's signature: ______________________
[NAME], [DESIGNATION]

ACKNOWLEDGEMENT BY HR (for the report above)
Received and verified. Date of joining recorded as [DD-MMM-YYYY]. Employee code: [CODE]. Entered in the service record and the employee register on [DD-MMM-YYYY].
For [COMPANY NAME]: [NAME, DESIGNATION] ______________   Date: ______________



FORMAT 02  ·  JOINING REPORT AFTER TRANSFER
Note for HR, delete before sending: For an employee reporting at a new branch, plant or department. The date of joining the company does not change; what changes is the place, and the service card and registers at both ends. Attach the transfer order.
The letter starts below.
Date: [DD-MMM-YYYY]
To: The [HR MANAGER / HEAD OF DEPARTMENT], [COMPANY NAME], [NEW BRANCH]
Subject: Joining report after transfer
Dear Sir / Madam,
In compliance with transfer order [REF. NO.] dated [DD-MMM-YYYY], I was relieved from [OLD BRANCH / DEPARTMENT] on [DD-MMM-YYYY] and have reported at [NEW BRANCH / DEPARTMENT] today, [DD-MMM-YYYY], as [DESIGNATION], to [NAME, DESIGNATION].
My date of joining [COMPANY NAME] remains [DD-MMM-YYYY], as recorded in my service record, and I request that the transfer be entered against it.

Yours faithfully,
Employee's signature: ______________________
[NAME], [DESIGNATION]

ACKNOWLEDGEMENT BY HR (for the report above)
Received and verified. Reported at [NEW BRANCH] on [DD-MMM-YYYY]; date of joining the company unchanged at [DD-MMM-YYYY]. Employee code: [CODE]. Entered in the service record and the employee register on [DD-MMM-YYYY].
For [COMPANY NAME]: [NAME, DESIGNATION] ______________   Date: ______________



FORMAT 03  ·  REJOINING REPORT AFTER LONG LEAVE
Note for HR, delete before sending: For a return after maternity leave, a long sickness or an accident. Continuous service is not broken by leave, sickness or accident (Code on Social Security s.54(A)), and maternity leave counts towards the 180 days for annual leave though it earns none (OSH Code s.32(1)(iii)). Nothing restarts.
The letter starts below.
Date: [DD-MMM-YYYY]
To: The [HR MANAGER / HEAD OF DEPARTMENT], [COMPANY NAME], [BRANCH]
Subject: Rejoining report after [MATERNITY LEAVE / SICK LEAVE / LEAVE]
Dear Sir / Madam,
I was on [MATERNITY LEAVE / SICK LEAVE / LEAVE] from [DD-MMM-YYYY] to [DD-MMM-YYYY], sanctioned under [REFERENCE], and I report that I have resumed duty today, [DD-MMM-YYYY], as [DESIGNATION] in [DEPARTMENT].
[IF A FITNESS CERTIFICATE WAS ASKED FOR: A fitness certificate dated [DD-MMM-YYYY] is attached.]
I request that my service record be updated to show the leave period and the date of resuming duty.

Yours faithfully,
Employee's signature: ______________________
[NAME], [DESIGNATION]

ACKNOWLEDGEMENT BY HR (for the report above)
Received and verified. Leave from [DD-MMM-YYYY] to [DD-MMM-YYYY] and duty resumed on [DD-MMM-YYYY] recorded; date of joining unchanged. Employee code: [CODE]. Entered in the service record and the employee register on [DD-MMM-YYYY].
For [COMPANY NAME]: [NAME, DESIGNATION] ______________   Date: ______________



FORMAT 04  ·  ACKNOWLEDGEMENT OF JOINING FROM HR
Note for HR, delete before sending: The employer's side of the record: the date, the employee code, the type of employment, the reporting manager, the appointment letter it rests on and the probation end date. Signed, it is your admission of each, so take the date from the attendance record. Copy the probation term from the appointment letter or the standing orders that bind you; this letter must not set a new one, because a term first written after the joiner started is one they never agreed to, on our reading. Keep the probation line where standing orders bind, at 300 or more workers, and where your own appointment letter sets a term; delete it where neither does. Format 01's acknowledgement block stays on the employee's report as your receipt; this letter is the copy the joiner keeps. Not for contract labour (section 6).
The letter starts below.
[COMPANY LETTERHEAD]
Ref: [REFERENCE NO.]                    Date: [DD-MMM-YYYY]
To: [EMPLOYEE NAME], [DESIGNATION], [DEPARTMENT / BRANCH]
Subject: Acknowledgement of joining
Dear [FIRST NAME],
This confirms that you joined [COMPANY NAME] on [DD-MMM-YYYY] as [DESIGNATION], under appointment letter [REF. NO.] dated [DD-MMM-YYYY]. Your employee code is [CODE] and you report to [NAME, DESIGNATION].
	Item
	Detail

	Date of joining
	[DD-MMM-YYYY]

	Employee code
	[CODE]

	Designation and department
	[DESIGNATION], [DEPARTMENT]

	Type of employment
	[PERMANENT / PROBATIONER / FIXED-TERM TO DD-MMM-YYYY]

	Reporting manager
	[NAME, DESIGNATION]

	Appointment letter
	[REF. NO.], [DD-MMM-YYYY]

	Wage period and pay day
	[MONTHLY, by the 7th]



[WHERE A PROBATION TERM APPLIES, ELSE DELETE: As your [APPOINTMENT LETTER / STANDING ORDERS] set out, your probation runs for [SIX] months from your date of joining, to [DD-MMM-YYYY]. It may be extended on an assessment of your performance by not more than [THREE] months, and you will be told in writing either way, before that date.]
Your date of joining is the date from which your provident fund membership (where you are a member), your leave and your service with us are counted. Please tell HR within seven days if any detail above is wrong, so the PF upload is right; a mistake found later is still corrected.

For [COMPANY NAME]
[NAME], [DESIGNATION]

Received a copy.
Signature of the employee: ______________________       Date: ______________


FORMAT 05  ·  JOINING DAY CHECKLIST FOR HR
Note for HR, delete before sending: One sheet per joiner, ticked on the day. Each line names the clock it starts and the law behind it. The ESI line is honest about its gap: the registration timing sits in ESIC's regulations, which this pack did not read. Contract labour join the contractor, not this checklist (section 6).
The checklist starts below.
JOINING DAY CHECKLIST: [EMPLOYEE NAME], [CODE], joined [DD-MMM-YYYY]
	Step
	By when
	Clock or law
	Done

	Appointment letter issued and signed copy on file
	Before work starts
	OSH Code s.6(1)(f); the format is the State's for most private employers, rule 6 for the Central sphere
	[  ]

	Joining report taken and countersigned (Format 01)
	Day one
	Fixes the date of joining
	[  ]

	Documents received slip signed (Format 06)
	Day one
	Data notice given
	[  ]

	Joining data form completed, Aadhaar consent recorded (Format 07)
	Day one
	Rule 6 field (iv); EPF Scheme para 25(1); DPDP Act s.7(i), our reading
	[  ]

	Declarations taken: past PF membership, UAN, Form No. 122, ESI number (Format 08)
	Day one, before the first payroll
	EPF Scheme para 25; Income-tax Act s.392(4)(a)
	[  ]

	Induction done and signed (Format 09)
	First week
	POSH Act s.19(b) and (c); hours and holidays notices
	[  ]

	Employee code created, attendance device enrolled
	Day one
	Practice
	[  ]

	Entry in the employee register
	Day one
	Code on Wages (Central) Rules rule 51, Form I; the State's rules for most private employers
	[  ]

	PF: member from the date of joining; UAN linked or generated; joiner uploaded
	Within 15 days of the month's end
	EPF Scheme paras 9(2), 24(2); twenty or more employees
	[  ]

	ESI: registration where cover applies
	Per ESIC's regulations, not read for this pack
	SS Code, First Schedule; ten or more persons; wages up to ₹21,000
	[  ]

	First salary for the days from joining
	By the 7th of the next month
	Code on Wages s.17(1)(iv)
	[  ]

	Probation end date entered (Format 10)
	Day one
	MSO 2(5) at 300 or more workers; else the appointment letter
	[  ]

	Leave eligibility date entered (Format 10)
	Day one
	OSH Code s.32(1)(v): one-fourth of the days left in the year
	[  ]

	Gratuity nomination due date entered (Format 10)
	Day one
	SS Code s.55(1); rule 32(1)(ii), Central rules: within 90 days of completing one year of service
	[  ]



Completed by: [NAME, ROLE] ______________   Date: ______________


FORMAT 06  ·  DOCUMENTS RECEIVED ACKNOWLEDGEMENT
Note for HR, delete before sending: A receipt for what the joiner handed over, which originals went back and which copies you kept. The last line is the data notice: what you hold, why, and that it goes when the law no longer needs it.
The receipt starts below.
[COMPANY LETTERHEAD]
DOCUMENTS RECEIVED FROM [EMPLOYEE NAME], [CODE], on [DD-MMM-YYYY]
	Document
	Original seen and returned
	Copy kept
	Why it is asked for

	Appointment letter, signed copy
	[  ]
	[  ]
	OSH Code s.6(1)(f)

	Date of birth proof: matriculation certificate, birth register extract, or Aadhaar if the joiner agrees
	[  ]
	[  ]
	Service record; MSO clause 13 / 14(1)(iv)

	PAN
	[  ]
	[  ]
	EPF Scheme para 25(1); TDS

	Aadhaar: on the letter with consent; for PF to you or to EPFO
	[  ]
	[  ]
	Rule 6 field (iv); EPF Scheme para 25(1)

	Aadhaar-seeded bank account proof
	[  ]
	[  ]
	EPF Scheme para 25(1); salary

	UAN and past PF membership details
	[  ]
	[  ]
	EPF Scheme para 25(3)

	Form No. 122, if the joiner chooses
	[  ]
	[  ]
	Income-tax Act s.392(4)(a)

	Educational and professional certificates
	[  ]
	[  ]
	Service record item 15

	Relieving or experience letter from the last employer
	[  ]
	[  ]
	Practice

	Medical certificate at the time of joining, where asked
	[  ]
	[  ]
	Service record item 14

	Passport-size photographs
	[  ]
	[  ]
	Identity card



Data notice: the copies kept are used for your appointment letter, payroll, provident fund, ESI, income tax and the registers the law requires. They are held securely, used for nothing else, and erased when no law requires us to keep them. To correct any detail, write to [NAME / EMAIL].
Received by: [NAME, ROLE] ______________     Employee: ______________     Date: ______________


FORMAT 07  ·  EMPLOYEE JOINING DATA FORM
Note for HR, delete before sending: The fields come from the Central rules' appointment letter format and the model standing orders' service card, so nothing is asked that no rule needs. The joiner fills the rows down to identification marks; the last three are yours, marked HR fills. Past PF membership, the UAN and an ESI number are asked once, on Format 08, not here. Aadhaar goes on the letter and the service card only with consent, and the consent line is on the form; PF needs it either way, from the joiner to you or to EPFO.
The form starts below.
EMPLOYEE JOINING DATA FORM
	Particular
	Detail

	Full name, as on PAN
	

	Date of birth, and the proof produced
	

	Father's, mother's or spouse's name
	

	Gender
	

	Permanent address
	

	Local address
	

	Mobile number and email
	

	Emergency contact: name, relationship, number
	

	PAN
	

	Aadhaar number: I consent to its use on my appointment letter and service card [ ] Yes [ ] No. For PF I will give it [ ] to the employer [ ] to EPFO directly (EPF Scheme para 25(1))
	

	Bank account (Aadhaar-seeded) and IFSC
	

	Family members, as the service card asks, and a nominee for dues in case of death: name and relationship only. Not their Aadhaar: PF family details go on the EPFO portal (EPF Scheme para 25(2))
	

	Educational and other qualifications
	

	Languages read, written, spoken
	

	Identification marks
	

	Designation, department, category of skill (HR fills)
	

	Type of employment: permanent / probationer / fixed-term, to [DD-MMM-YYYY] / temporary / casual (HR fills)
	

	Date of joining (HR fills)
	



I declare that the particulars above are true to the best of my knowledge, and I will tell HR of any change of address or contact. Signature: ______________   Date: ______________


FORMAT 08  ·  PREVIOUS EMPLOYMENT AND TAX DECLARATION
Note for HR, delete before sending: Three declarations on one sheet: past PF membership and UAN, salary from another employer this tax year (with Form No. 122 attached, at the joiner's option), and an existing ESI insurance number. The PF line says what a false declaration costs the joiner.
The declaration starts below.
PREVIOUS EMPLOYMENT AND TAX DECLARATION
I, [NAME], joining [COMPANY NAME] on [DD-MMM-YYYY], declare:
	Declaration
	Detail

	1. Provident fund
	I [was / was not] a member of a provident fund before. UAN: [NUMBER / NONE]. Last PF-covered employer: [NAME]. I will give my past employment and membership details on the portal.

	2. Salary this tax year
	From 1 April [YYYY] to my date of joining I [did / did not] earn salary from another employer: [NAME]. If I did, the figures are on the Form No. 122 I attach and sign, and tax here is worked out from that form, not from this line.

	3. ESI
	I [hold / do not hold] an ESI insurance number: [NUMBER].

	4. Other employment
	I [am / am not] in any other employment, and will tell HR if that changes.



I understand that if I declare that I was not already a member of the provident fund and that is false, the employer may recover my share of the contributions from my later wages (EPF Scheme, 2026, para 22).
Form No. 122 is attached: [  ] Yes  [  ] No. I understand it is at my option, and that without it tax is deducted on my salary here alone.

Name: ______________________   Signature: ______________   Date: ______________


FORMAT 09  ·  INDUCTION RECORD
Note for HR, delete before sending: What the joiner was told on day one, signed by both. The POSH line and the hours line are duties, the rest is practice. Missing a POSH s.19 duty is a fine of up to ₹50,000 (POSH Act s.26(1)). Keep it with the personnel file; it is what you produce when someone says nobody told them.
The record starts below.
INDUCTION RECORD: [EMPLOYEE NAME], [CODE], joined [DD-MMM-YYYY]
	What was explained
	By (name, role)
	Employee's initials

	Hours of work, shifts, weekly off, and where the notice of hours is displayed
	
	

	Holiday list for the year, and where it is displayed
	
	

	Wage period, pay day and how the payslip is received
	
	

	Leave rules: how leave builds, how to apply, who sanctions
	
	

	Attendance: identity card, biometric or app, and late-coming rules
	
	

	Sexual harassment: the Internal Committee, its order on display, the penal consequences, and how to complain (the Local Committee where you have fewer than ten workers)
	
	

	Grievance route: whom to write to, and the committee where one exists
	
	

	Standing orders or service rules: where to read them
	
	

	Safety: exits, first aid, incident reporting, protective equipment
	
	

	Data: what is held, why, and whom to ask to correct it
	
	



I confirm the items above were explained to me and I know where to find each notice. Signature: ______________   Date: ______________


FORMAT 10  ·  JOINER CLOCKS TRACKER
Note for HR, delete before sending: One row per joiner, every clock from section 3 as a column, with the due date written in on the day. Fill the probation end only where a term applies, and the nomination due date from the completion of one year of service, not from joining.
The tracker starts below.
	Employee and code
	Date of joining
	Appointment letter ref. and date
	PF: UAN linked / uploaded by (15th)
	ESI no. / registered
	First salary due by (7th)
	Probation end (if a term applies)
	Leave eligible after (days)
	Gratuity nomination due by
	Form No. 122 taken
	Induction signed

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	




3.  THE CLOCKS ONE DATE STARTS
Enter the date of joining once, and these follow. The table says which law sets each clock and whom it reaches; the notes below say how each one works.
In practice. On day one: PF membership starts, the first salary's due date is fixed, and the probation end, the leave eligibility date and the gratuity nomination due date can all be written into Format 10. By the 7th of the next month: pay the first salary. By the 15th: upload the joiner to the PF portal. The detail is below.
	Clock
	Starts
	Due
	Law
	Reaches
	Format

	Appointment letter
	On appointment
	On or before day one; before work starts under the Central rules
	OSH Code s.6(1)(f); rule 6 field (x)
	Every employee, at ten or more workers (s.2(v))
	04

	PF membership
	Date of joining
	Upload within 15 days of month-end
	EPF Scheme paras 9(2), 24(2)
	Twenty or more employees; PF wages up to ₹25,000 at joining, or an existing member
	05, 08

	ESI cover
	Date of joining
	Registration: ESIC's regulations, not read for this pack
	SS Code, First Schedule; esic.gov.in
	Ten or more persons; wages up to ₹21,000
	05

	First salary
	Date of joining
	By the 7th of the next month
	Code on Wages s.17(1)(iv)
	Every employee
	05

	Probation
	Date of joining
	Six months, at most three more
	MSO clauses 2(2), 2(5)
	Workers, where standing orders bind at 300 or more
	04, 10

	Leave
	Date of joining
	Entitled, at one day per 20 worked, once one-fourth of the year's remaining days are worked
	OSH Code s.32(1)(v)
	Workers, ten or more
	10

	Gratuity nomination
	One year of service completed
	Within 90 days of it, under the Central rules
	SS Code s.55(1); rule 32(1)(ii)
	Ten or more employees
	10

	Earlier employer's salary
	Day one
	No time limit; before the first payroll is best
	Income-tax Act, 2025, s.392(4)(a); Form No. 122
	Any joiner who had another employer this tax year
	08



The date is a fact, not a choice
The date of joining is the first day the person worked for you, and the attendance record is its proof. On our reading a paid induction or training day before the 'official' start counts, because service had commenced. Recording a later date does not move the clocks: membership runs from the date of joining the establishment (para 9(2)), so the PF for the days between is still owed, with damages (para 23), and not paying a contribution is an offence (s.133(a)). Format 04, signed, is then your own record of the wrong date. Recording an earlier date admits service from it: PF, leave and continuous service for gratuity (s.54) all run from the date you signed. So never move the date to suit a payroll cut-off, a PF month or a probation end. A genuine error is corrected, with a note of what changed and why.
The appointment letter comes first
Every employer issues a letter of appointment to every employee on appointment in the establishment, with the information and in the form the appropriate Government prescribes (OSH Code s.6(1)(f)). An establishment is one with ten or more workers, or a mine or port at any size (s.2(v)), so below ten workers the duty does not arise unless your activity is one the Government has notified as hazardous (the proviso to s.2(v)). The Central rules prescribe a sixteen-field format and say no employee is employed unless it has been issued (rule 6); field (x) is the date of joining, field (iv) is the Aadhaar number 'after obtaining consent', and field (xiii) is whether EPFO and ESIC benefits apply. Those rules bind the Central sphere: railways, mines, major ports and the like. A private manufacturer, office or hospital is in the State sphere and follows the State's format, but the duty to issue the letter is the Code's and binds either way. What a contravention costs: the Code's general penalty is ₹2,00,000 to ₹3,00,000, and up to ₹2,000 a day while it continues after conviction (s.94).
PF starts on the date of joining
Every employee of an establishment the Scheme applies to 'is entitled and required to become a member of the Fund ... from the date of joining the establishment' (EPF Scheme, 2026, para 9(2)). Not after probation and not after the first salary. The Scheme applies at twenty or more employees (Code on Social Security, First Schedule, Chapter III). A joiner whose wages exceed the ceiling, ₹25,000 a month, when first entitled is an excluded employee (para 2(1)(f)), but a member stays a member until they withdraw (para 10(1)), so a joiner who never withdrew stays in at any wage. Within 15 days of the close of the month you upload the new member, or link the UAN of a transfer in (para 24(2)). The joiner furnishes Aadhaar, an Aadhaar-seeded bank account, PAN and UAN (para 25(1)), and puts family details and past employment on the portal (paras 25(2) and (3)). What getting it wrong costs: damages on arrears at 0.25% a month under two months, 0.50% from two to four and 1% beyond (para 23), and failing to pay a contribution is an offence under s.133(a) of the Code, with imprisonment of up to three years and, where the employee's share was deducted and not paid, not less than one year and a fine of ₹1,00,000.
ESI: who, but not when
ESI reaches an establishment of ten or more persons (First Schedule, Chapter IV), for employees on wages up to ₹21,000 a month, ₹25,000 for a person with disability (esic.gov.in). How soon a joiner must be registered sits in ESIC's own regulations, which this pack did not read, so Format 05 says 'per ESIC's regulations' rather than inventing a number. Treat the first day as the safe date.
The first salary is due by the 7th
Wages for a monthly wage period are paid 'before the expiry of the seventh day of the succeeding month' (Code on Wages s.17(1)(iv)). A mid-month joiner is paid pro rata for the days from joining; the Code fixes no divisor for a part month, so use the one your appointment letter or policy names, the same way every month. A breach is 'any other contravention' of the Code, fined up to ₹20,000 (s.54(1)(c)).
Probation: six months where standing orders bind
Where standing orders apply, at 300 or more workers (IR Code s.28(1)), the model orders make a worker permanent on satisfactorily completing a probationary period of six months, with interruptions for accident, leave, lockout, strike or involuntary closure counted as part of it (clause 2(2)), and a probationer is one who has not completed six months, with the period extendable 'upon assessment of performance' by not more than three months (clause 2(5)). Below 300 workers, and for anyone who is not a worker, the appointment letter's own term governs, and the Codes fix no length. Either way, Format 04 writes the end date down, and it is a deadline, not a reminder. The model orders have you confirm an eligible worker by a letter of confirmation, entered in the service card within thirty days (clause 15, 14 in manufacturing), and allow one extension of at most three months. On our reading a worker kept on past that without a word cannot be a probationer under clause 2(5), so decide before the end date and say so in writing: confirm, extend, or end it.
Leave: a mid-year joiner is owed it too
A worker is entitled to leave in a calendar year after 180 days worked in it, at one day for every 20 days of work, fifteen for an adolescent or below ground in a mine (OSH Code s.32(1)(i) and (ii)). A worker 'whose service commences otherwise than on the first day of January' is entitled to leave at the same rate 'if he has worked for one-fourth of the total number of days in the remainder of the calendar year' (s.32(1)(v)), and a worker who leaves before qualifying is still paid for leave at that rate (s.32(1)(vi)). Lay-off, maternity leave and annual leave count towards the 180 days but earn no leave for the period (s.32(1)(iii)), and untaken leave carries forward up to 30 days (s.32(1)(vii)). This reaches workers in an establishment of ten or more workers (s.2(v)); anyone employed mainly as a manager or administrator, and supervisors over ₹18,000 a month, are not workers (s.2(zzl)), and your policy governs them.
Gratuity: service counts from day one, the nomination from year one
Gratuity is owed after five years' continuous service (Code on Social Security s.53(1)), and continuous service is uninterrupted service including interruptions by sickness, accident or leave, with 240 days worked in twelve months deemed a year, or 190 for an employee below ground in a mine or in an establishment that works under six days a week (s.54). An employee who has completed one year of service makes a nomination (s.55(1)): Form-III in duplicate, 'ordinarily within 90 days of the completion of one year of service', and you verify the service particulars and return the attested duplicate within 30 days (Social Security (Central) Rules, rule 32(1)(ii) and (2)); a late nomination must still be accepted. Those are the Central rules. Section 55 leaves the time and form to the appropriate Government, which under the Code on Social Security is the Centre for the listed sectors and for any establishment with branches in more than one State (s.2(3)(a)). A single-State private employer follows its State's rules for the form and the time, and the s.55 duty binds either way. Gratuity reaches every factory, mine, oilfield, plantation, port and railway company, and any other shop or establishment with ten or more employees (First Schedule, Chapter V), counting anyone employed on any day of the preceding twelve months.
What a missed clock costs, and the chance to put it right
The fines are in the notes above. Two more: not submitting information a scheme requires, such as the month's new-member upload, is fined up to ₹50,000 (Code on Social Security s.133(e)), and so, on our reading, is a breach of the rules with no special penalty, such as not returning the attested nomination (s.133(m)). Where the employer is a company, the officers in charge are liable with it (Code on Wages s.55). Before prosecuting a first breach, the Inspector-cum-Facilitator must give you a chance to comply: thirty days under the OSH Code, except after an accident (s.110(1)), and a written direction with a time limit under the Code on Wages (s.54(3)) and the Code on Social Security (s.137). Comply within it and there is no prosecution. A repeat of the same breach gets no such chance: within three years under the OSH and Social Security Codes, five under the Code on Wages. A first offence punishable with a fine only can also be compounded, at half the maximum (OSH s.114; Code on Wages s.56; Code on Social Security s.138), but not a PF contribution deducted and not paid, which carries imprisonment of a year or more. So when you find a missed clock, put it right at once and keep the proof.
One joiner, worked through: joined 01-Jul-2026.
	Clock
	Date

	PF member from
	01-Jul-2026

	First salary due by
	07-Aug-2026

	Entitled to leave after (one-fourth of the 184 days left in 2026)
	46 days worked

	Gratuity nomination due by (one year completed on 30-Jun-2027, plus 90 days, Central rules)
	28-Sep-2027



Rests on  OSH Code, 2020, s.6(1)(f), s.32, s.94, s.110 and s.114; OSH (Central) Rules, 2026, rule 6; EPF Scheme, 2026, paras 2(1)(f), 9, 10, 22 to 25; Code on Social Security, 2020, First Schedule, s.2(3)(a), s.53 to s.55, s.133, s.137 and s.138; Social Security (Central) Rules, 2026, rule 32; Code on Wages, 2019, s.17 and s.54 to s.56; IR Code, 2020, s.28(1); Model Standing Orders, 2026, clauses 2 and 15


4.  WHAT THE JOINER DECLARES
Three declarations belong on day one, and each has a rule behind it. Format 08 takes them on one sheet.
Past PF membership
The joiner gives their past employment and membership on the portal (EPF Scheme para 25(3)) and their UAN (para 25(1)). It matters because of para 22: the employee's share of a contribution is recoverable only from the wages of the period it relates to, except where the employee gave 'a false declaration at the time of joining service that the employee was not already a member'. Then you may recover it from later wages. Format 08 says so in as many words, so the joiner signs knowing it.
Salary from an earlier employer this tax year
Tax on salary is deducted on an estimate of the year. The employee may, at their option, give particulars of salary 'from any other employer or employers during the tax year', which the new employer must then take into account (Income-tax Act, 2025, s.392(4)(a)(i)). The form is Form No. 122, which replaced Forms 12B and 12BAA; it is optional and has no time limit. Without it, tax is deducted on the salary here alone, and the shortfall lands on the employee at the return. Ask for it on day one, and take the Form No. 124 declarations with it.
If the joiner's figures are wrong
You take into account the particulars furnished 'in such form and verified in such manner as may be prescribed' (s.392(4)(a)), and the verification on Form No. 122 is the joiner's own: that what is stated is true to the best of their information and belief. A false statement in a verification is the signer's offence (s.482). So work out TDS from the Form No. 122 as signed, never from figures written anywhere else, Format 08 included, and keep the signed form with the payroll file. On our reading an employer that deducted on the form as furnished has done what s.392(4)(a) asks; one that changed the figures, or used figures that are not on the form, has not. Where the form and anything else you hold disagree, ask before the first payroll.
ESI number, and other employment
An existing insurance number stays with the employee; ask for it rather than creating a second. A line on other employment is practice, not law, and it is there because the Form No. 122 answer depends on it.
Rests on  EPF Scheme, 2026, paras 22 and 25; Income-tax Act, 2025, s.392(4)(a) and s.482; Income-tax Rules, 2026, rule 204


5.  THE DATA YOU HOLD
A joining data form collects a name, a date of birth, an Aadhaar number, a bank account and a family list. These rules decide what you may ask and how long you keep it.
•  Ask only what a rule needs. Format 07's fields come from the Central rules' appointment letter format and the model standing orders' service card in Form (ii), whose items include the date of joining, a medical certificate at the time of joining, the nominee for gratuity and the ESI number. The service card binds at 300 or more workers; the fields are a sound list at any size. Family members and a nominee for dues are asked at engagement, by name and relationship; PF family details, with their Aadhaar, go from the joiner to EPFO on the portal (EPF Scheme para 25(2)), so do not collect a family member's Aadhaar on this form.
•  Aadhaar: consent for the letter, but PF needs it. The appointment letter format asks for the Aadhaar number 'after obtaining consent' (rule 6 field (iv)) and the service card says 'if consented by the worker'. PF is different: every person required or entitled to be a member 'shall furnish' Aadhaar, to the employer or to EPFO (EPF Scheme para 25(1)). So Format 07 carries the consent line, and a 'No' is a valid answer for the letter and the service card; it does not take the joiner out of PF, who then gives Aadhaar to EPFO directly.
•  Employment is a legitimate use. On our reading, collecting joining data is processing 'for the purposes of employment' under s.7(i) of the DPDP Act and needs no separate consent. Three duties come with it. Sections 7 and 8 of the Act commence on 13-May-2027 (G.S.R. 843(E)), and the Rules that carry them commence on 13-May-2027 too (rule 1(4)), so build to them now: keep it accurate where it decides something, such as the date of birth that fixes retirement (s.8(3)); protect it with reasonable security safeguards (s.8(5)); and erase it once the purpose is served unless a law requires retention (s.8(7)). Registers have statutory retention; a rejected candidate's file does not.
•  Proof of date of birth. The model standing orders list what counts: a matriculation or school leaving certificate, a certified extract from the births register, or Aadhaar if the worker agrees (clause 13 / 14(1)(iv)). Take one on day one; a wrong date on the PF portal can need a joint declaration to fix later. Where the model orders apply, recording it is finished within three months of appointment, and once entered in the service card it is the sole evidence of age for every service matter, retirement included (clause 13(2) and (3), 14 in mining and services). And if a worker's age is ever in issue under the OSH Code, proving it is on you (s.117(1)).
•  Health, and what not to ask. A medical certificate at the time of joining is health data: ask for one only where the job or a rule needs it, keep it out of the general personnel file, and let only those who need it see it. Never ask a woman about pregnancy or plans for a family: no employer may discriminate on the ground of sex while recruiting or in the conditions of employment (Code on Wages s.3(2)(ii)), and the question on file is the evidence.
•  A joiner under eighteen, and a child in the family list. From 13-May-2027 the Act requires a parent's verifiable consent before you process the personal data of anyone under eighteen (s.9(1); DPDP Rules, rule 10). The exemptions in the Fourth Schedule (rule 12) do not name employment, so on our reading s.7(i) does not displace it. For an adolescent joiner, take a parent's consent with Format 07; for a child named in the family list, record that the joiner gave it as the parent. Build to it now, as with s.8.
Rests on  OSH (Central) Rules, 2026, rule 6; EPF Scheme, 2026, para 25(1) and (2); Model Standing Orders, 2026, clause 13 / 14 and Form (ii); OSH Code, 2020, s.117(1); Code on Wages, 2019, s.3(2)(ii); DPDP Act, 2023, s.7(i), s.8 and s.9(1), commenced by G.S.R. 843(E); DPDP Rules, 2025, rules 1(4), 10 and 12


6.  WHO THESE RULES REACH
In practice, by size. A worker here is anyone except a manager, an administrator, or a supervisor on over ₹18,000 a month. Under ten workers, and not a mine or port or a notified hazardous activity, the Code's appointment letter duty and its leave rule do not reach you: Formats 01, 06 and 07 are good practice, not duty. At ten or more workers, both apply. ESI applies at ten or more persons, on wages up to ₹21,000. The gratuity nomination applies in every factory, mine, oilfield, plantation, port and railway company, and anywhere else at ten or more employees. PF from the date of joining starts at twenty or more employees: below that, skip the PF lines in Formats 05, 08 and 10. Probation of six months plus three binds only where standing orders do, at 300 or more workers; below that, your appointment letter's term is the only one. The first salary by the 7th applies to everyone.
•  The appointment letter: every employee of an establishment with ten or more workers, or a mine or port at any size (OSH Code s.6(1)(f), s.2(v)). The sixteen-field format in the Central rules binds the Central sphere; a State-sphere employer follows the State's format.
•  PF from the date of joining: an establishment with twenty or more employees, for a joiner on PF wages up to ₹25,000 or who is already a member (Code on Social Security, First Schedule, Chapter III; EPF Scheme para 9).
•  ESI: ten or more persons, wages up to ₹21,000 (First Schedule, Chapter IV).
•  The first salary by the 7th: every employee (Code on Wages s.17(1)(iv)).
•  Probation of six months: workers in an industrial establishment with 300 or more workers, where standing orders bind (IR Code s.28(1)). Everyone else: the appointment letter's term.
•  Leave after one-fourth of the year left: workers in an establishment of ten or more workers (OSH Code s.2(v)), which leaves out anyone employed mainly as a manager or administrator, and supervisors over ₹18,000 a month (s.2(zzl)).
•  The gratuity nomination: every factory, mine, oilfield, plantation, port and railway company, and any other establishment with ten or more employees (First Schedule, Chapter V). The 90-day window is the Central rules', binding the Central sphere and any employer with branches in more than one State (Code on Social Security s.2(3)(a)); a single-State employer follows its State's.
•  Form No. 122: any joiner who earned salary from another employer this tax year, at their option (Income-tax Act s.392(4)(a)).
•  Apprentices under the Apprentices Act, 1961 are outside 'employee' in both Codes (OSH s.2(t); SS s.2(26)); their joining runs on the apprenticeship contract.
•  A fixed-term employee: every clock above runs from the date of joining. Gratuity does not wait five years where the term expires (Code on Social Security s.53(1), second proviso) and is paid pro rata (s.53(2)), so write the term's end date into Format 04.
•  A joiner under eighteen is an adolescent: hours run on the Child and Adolescent Labour (Prohibition and Regulation) Act, 1986 (OSH Code s.25(4)), which this pack did not read, and leave builds at a day for every fifteen (s.32(1)(ii)). Take the date of birth proof on day one, and from 13-May-2027 a parent's consent for the data (section 5).
•  Contract labour join the contractor, not you. The contractor is their employer (OSH Code s.2(u)) and issues the appointment letter and the joining paperwork, so do not run Formats 01, 04 or 07 for them: your own acknowledgement, employee code and register entry are the records that would argue they were yours, on our reading. Your duties as principal employer are your own. Declare every contractor on the EPFO portal in Form X, and you are jointly and severally liable with the contractor for their PF (EPF Scheme para 27). Pay the wages a contractor does not, and recover them from him (s.55(3)). Provide the welfare facilities of sections 23 and 24 to them (s.53). And where fifty or more contract labour work for you, use only a licensed contractor: employing through an unlicensed one is itself a contravention (s.45, s.54), with the s.94 penalty.
Rests on  OSH Code, 2020, s.2(t), s.2(u), s.2(v), s.2(zzl), s.6(1)(f), s.25(4), s.45 and s.53 to s.55; Code on Social Security, 2020, s.2(3)(a), s.2(26), s.53 and First Schedule; EPF Scheme, 2026, para 27; Code on Wages, 2019, s.17; IR Code, 2020, s.28(1); Income-tax Act, 2025, s.392(4)(a)


7.  NINE MISTAKES
1.  Treating the joining report as the appointment letter
The appointment letter is the employer's duty to every employee of an establishment with ten or more workers, in the form the appropriate Government prescribes, and the Central rules say nobody is employed without one (OSH Code s.6(1)(f); rule 6). The joining report is the employee's record of the day. Keep both on the file.
2.  Taking the date from the offer, not the report
The clocks run from the day the person actually reported, which is what the joining report records. If the offer said the 1st and they came on the 3rd, on our reading the 3rd is the date of joining for PF, leave and service. The other way round matters more: never record a later date than the first day worked to suit a payroll cut-off or a PF month. The contributions for the days between are still owed, with damages (para 23).
3.  Starting PF after probation
Membership runs from the date of joining (EPF Scheme para 9(2)), in an establishment of twenty or more employees, for anyone on PF wages up to ₹25,000 at joining or who is already a member (para 10(1)). ESI cover has no probation either.
4.  Entering a detail nobody checked
A wrong name or date of birth on the PF portal can need a joint declaration to correct later. Check the proof on day one: the model standing orders list what counts as proof of date of birth.
5.  Collecting Aadhaar without consent
The Central format asks for the Aadhaar number 'after obtaining consent', the model standing orders' service card says 'if consented by the worker', and joining data held in payroll is digital personal data. Ask, record the answer, and keep the data only as long as a law needs it. Consent decides the letter, not PF: a member 'shall furnish' Aadhaar to you or to EPFO (EPF Scheme para 25(1)).
6.  Letting probation run silently
Where standing orders bind, at 300 or more workers, probation is six months and may be extended by not more than three on an assessment of performance. Write the end date in the acknowledgement and the tracker, and decide before it: confirm by letter, extend once on an assessment, or end it. On our reading a worker kept on past the extension without a word is no longer a probationer under clause 2(5).
7.  Counting leave from confirmation
A worker who joins mid-year is entitled to leave once they have worked one-fourth of the days left in the calendar year (OSH Code s.32(1)(v)), and one who leaves before that is still paid for leave at the same rate (s.32(1)(vi)). Nothing in the Code waits for probation to end.
8.  Missing the nomination at year one
Under the Central rules the gratuity nomination is due ordinarily within 90 days of completing one year of service, and you return the attested copy within 30 days; a single-State employer checks its State's rules. Put the due date in the tracker on day one.
9.  Keeping joining documents for ever
Erase personal data once the purpose is served, unless a law requires you to keep it (DPDP Act s.8(7), once in force). Registers have their own retention; a rejected candidate's documents do not.


8.  WHAT THIS PACK COULD NOT SETTLE
Said plainly, so a gap is not read as an answer.
•  How soon a joiner must be registered with ESIC. The timing sits in ESIC's own regulations, which this pack did not read; the Code and its First Schedule say only who is covered. Ask ESIC or your adviser, and treat the first day as the safe date.
•  Which date is 'the date of joining' when the offer letter and the joining report differ. The EPF Scheme says 'the date of joining the establishment' and the OSH Code says the day 'service commences'. Our reading is the day the person reported, not the day the letter named. No court has decided it under the Codes.
•  Which States have notified their own appointment letter format. The Central rules' sixteen fields bind the Central sphere; most private employers follow their State's rules, and this pack did not survey them. The duty to issue a letter is the Code's and binds either way.
•  Apprentices. Both Codes keep an apprentice under the Apprentices Act, 1961 out of 'employee', so their joining runs on the apprenticeship contract. Not covered here.
•  Whether collecting joining data is processing 'for the purposes of employment' under s.7(i) of the DPDP Act, needing no consent. Our reading is that it is, with Aadhaar on the letter taken on consent because the appointment letter format says so, and for PF under para 25(1) of the EPF Scheme. Sections 7 and 8 of the Act commence on 13-May-2027, the same day as the Rules that carry the employer's duties (rule 1(4)): G.S.R. 843(E) of 13-Nov-2025 brings them in eighteen months after publication. So section 5 states them as duties to build towards, not as offences today.
•  Which PF law decides. The repeal of the EPF Act, 1952 was left out of S.O. 5319(E) and the Act has been used since, while the EPF Scheme, 2026 calls it the 'Repealed Act'. This pack follows the 2026 Scheme, which EPFO now runs.


9.  FORTY CITATIONS
Each read at its own provision in the official text, 27-Oct-2026.
	Provision
	What it decides

	OSH Code, 2020, s.6(1)(f)
	Every employer issues a letter of appointment to every employee on appointment in the establishment, in the form the appropriate Government prescribes

	OSH (Central) Rules, 2026, rule 6
	No employee is employed in any establishment unless an appointment letter in the prescribed format has been issued

	OSH (Central) Rules, 2026, rule 6, fields (iv), (x) and (xiii)
	The format records the Aadhaar number after obtaining consent, the date of joining, and whether EPFO and ESIC benefits apply

	OSH Code, 2020, s.2(v)
	An establishment is one with ten or more workers

	OSH Code, 2020, s.2(zzl)
	A worker leaves out anyone employed mainly in a managerial or administrative capacity, and supervisors drawing over ₹18,000 a month

	OSH Code, 2020, s.2(t)
	An employee does not include an apprentice under the Apprentices Act, 1961

	OSH Code, 2020, s.32(1)(i) to (iii) and (vii)
	Leave after 180 days worked in the calendar year, one day for every 20; maternity leave and lay-off count towards the 180 but earn none; leave not taken carries forward, up to 30 days

	OSH Code, 2020, s.32(1)(v) and (vi)
	A worker whose service starts after 1 January is entitled to leave at the same rate once they have worked one-fourth of the days left in the year; one who leaves is paid for leave even before the qualifying period

	OSH Code, 2020, s.2(u), s.45 and s.53 to s.55
	A contractor is an employer; at fifty or more contract labour a contractor needs a licence, and employing through an unlicensed one is a contravention; the principal employer provides the welfare facilities and pays the wages a contractor does not, recovering them from him

	EPF Scheme, 2026, para 9(2)
	Every employee is entitled and required to become a member from the date of joining the establishment

	EPF Scheme, 2026, paras 2(1)(f), 9(3) and 10(1)
	An employee whose wages exceed the ceiling when first entitled is excluded, and joins forthwith on ceasing to be excluded; a member stays one until they withdraw

	EPF Scheme, 2026, para 24(2)
	Within 15 days of the close of each month the employer uploads new members and transfers in by UAN linkage

	EPF Scheme, 2026, para 25
	The joiner furnishes Aadhaar, an Aadhaar-seeded bank account, PAN and UAN, to the employer or EPFO; family details and past employment go on the portal

	EPF Scheme, 2026, para 22, second proviso
	The employee's share may be recovered from later wages where the joiner falsely declared they were not already a member

	EPF Scheme, 2026, para 23
	Damages on arrears: 0.25% a month under two months, 0.50% from two to four, 1% beyond

	EPF Scheme, 2026, para 27
	The principal employer declares every contractor in Form X and is jointly and severally liable with the contractor for contractual employees' contributions; Forms XI and XII follow each month

	S.O. 5109(E), 17-Sep-2026
	The PF wage ceiling is ₹25,000 a month

	Code on Social Security, 2020, First Schedule
	PF at twenty or more employees; ESI at ten or more persons; gratuity at every factory, mine, oilfield, plantation, port and railway company, and at ten or more employees elsewhere

	Code on Social Security, 2020, s.2(26)
	An employee does not include an apprentice; employees above the wage ceiling still count towards PF and ESI coverage

	Code on Social Security, 2020, s.2(3)(a)
	The Central Government is the appropriate Government for the listed sectors and for an establishment with branches in more than one State; the State Government for any other

	Code on Social Security, 2020, s.53(1)
	Gratuity after five years' continuous service, with the exceptions the section makes; not needed where a fixed term expires (second proviso), and paid pro rata to a fixed-term employee (s.53(2))

	Code on Social Security, 2020, s.54
	Continuous service is uninterrupted service, including interruptions by sickness, accident or leave; 240 days worked in twelve months is deemed a year, 190 below ground or where the establishment works under six days a week

	Code on Social Security, 2020, s.55(1)
	An employee who has completed one year of service makes a nomination

	Social Security (Central) Rules, 2026, rule 32(1)(ii) and (2)
	Form-III in duplicate, ordinarily within 90 days of completing one year, accepted late; the employer verifies and returns the attested copy within 30 days. Central sphere and multi-State employers

	Code on Social Security, 2020, s.133, s.137 and s.138
	Failing to pay a contribution: imprisonment up to three years, not less than one year and a fine of ₹1,00,000 where the employee's share was deducted and not paid; a return not submitted, or a rule broken with no special penalty: a fine up to ₹50,000; a written direction to comply before a first prosecution; a first offence punishable with fine only compounded at half the maximum

	ESIC, coverage
	The ESI wage limit is ₹21,000 a month, ₹25,000 for a person with disability

	Code on Wages, 2019, s.17(1)(iv)
	Monthly wages are paid before the expiry of the 7th day of the following month

	Code on Wages, 2019, s.3(2)(ii), s.54(1)(c), s.54(3), s.55 and s.56
	No sex discrimination in recruiting; any other contravention: a fine up to ₹20,000, with a written direction to comply before a first prosecution; the officers in charge of a company liable with it; compounding at half the maximum fine

	IR Code, 2020, s.28(1)
	Standing orders bind an industrial establishment with 300 or more workers

	Model Standing Orders, 2026, clause 2(2)
	A worker becomes permanent on satisfactorily completing six months' probation; interruptions by accident, leave, lockout, strike or involuntary closure count as probation

	Model Standing Orders, 2026, clause 2(5)
	A probationer has not completed six months; the period may be extended on an assessment of performance by not more than three months

	Model Standing Orders, 2026, clauses 13 and 14 (manufacturing), 14 and 15 (mining, services)
	A service card in Form (ii) per worker; address, contacts and nominees at engagement; date of birth proof, recorded within three months and then the sole evidence of age; confirmation by letter, entered in the service card within thirty days

	Income-tax Act, 2025, s.392(4)(a)(i) and s.482
	At the employee's option, salary from any other employer in the tax year counts for TDS; Form No. 122 under rule 204(1) of the Income-tax Rules, 2026, verified by the employee; a false statement in a verification is the signer's offence

	DPDP Act, 2023, s.7(i)
	Processing for the purposes of employment is a legitimate use needing no consent

	DPDP Act, 2023, s.9(1); DPDP Rules, 2025, rules 10 and 12
	A parent's verifiable consent before processing the personal data of anyone under eighteen; the Fourth Schedule's exemptions do not name employment

	DPDP Act, 2023, s.8(3), (5) and (7)
	Accuracy where data decides something; reasonable security safeguards; erasure once the purpose is served unless a law requires retention. Sections 7 and 8 commence on 13-May-2027 (G.S.R. 843(E), para (c))

	OSH Code, 2020, s.94, s.110(1), s.114 and s.117(1)
	General penalty for a contravention: ₹2,00,000 to ₹3,00,000, and up to ₹2,000 a day while it continues after conviction; thirty days to comply before a first prosecution, except after an accident; compounding at half the maximum penalty; where a worker's age is in issue, the employer proves it

	POSH Act, 2013, s.19(b) and (c)
	Display the penal consequences and the order constituting the Internal Committee; hold awareness programmes

	POSH Act, 2013, s.26(1)
	Failing a duty under the Act: a fine up to ₹50,000

	DPDP Rules, 2025, rule 1(4)
	The rules carrying notice, security safeguards and data principal rights commence eighteen months after publication, on 13-May-2027
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