W. English HR Forms Package
Includes: Employment Contract / NDA / Offer Letter / Reference Check Form / Performance Review Form / Resignation Letter


W-1. Employment Contract
This Employment Contract ("Contract") is entered into on ____________ (date) by and between ______________________ ("Company"), and ______________________ ("Employee").

Article 1. Position and Duties
• Position: __________________________________________
• Department: ________________________________________
• Reporting to: ______________________________________
• Duties: As described in the attached Job Description, and other reasonable duties assigned by the Company.

Article 2. Term
This Contract shall commence on ____________ and shall continue:
☐ Indefinitely until terminated in accordance with this Contract
☐ For a fixed term of _____ months/years, ending on ____________

Article 3. Probationary Period
The Employee shall be subject to a probationary period of _____ months from the start date. During this period, either party may terminate this Contract with _____ days written notice.

Article 4. Working Hours
• Standard working hours: _____ hours per week (_____ hours per day)
• Working days: ______________________________________
• Break time: _____ hour per day

Article 5. Compensation
	Annual Base Salary
	KRW ____________________

	Allowances
	Position: ____  Meal: ____  Other: ____

	Bonus / Incentive
	Per Company policy

	Payment Date
	Monthly, on the _____ of each month

	Payment Method
	Direct deposit to Employee's designated account



Article 6. Benefits
• Annual paid leave: As per the Labor Standards Act
• Sick leave: Per Company policy
• Insurance: National Pension, Health Insurance, Employment Insurance, Industrial Accident Insurance
• Severance pay: Per Employee Retirement Benefit Security Act

Article 7. Confidentiality
The Employee shall not disclose any confidential information of the Company during and after employment, including but not limited to trade secrets, customer information, and proprietary technology.

Article 8. Intellectual Property
Any intellectual property created by the Employee during the course of employment shall belong to the Company, unless otherwise agreed in writing.

Article 9. Non-Compete
During employment and for _____ months after termination, the Employee shall not engage in any business that directly competes with the Company within the agreed geographical scope.

Article 10. Termination
Either party may terminate this Contract by providing _____ days written notice. The Company may terminate immediately for cause, including breach of duties, misconduct, or violation of Company policies.

Article 11. Governing Law
This Contract shall be governed by the laws of the Republic of Korea. Any disputes shall be resolved through the competent courts in Korea.

Article 12. Entire Agreement
This Contract constitutes the entire agreement between the parties and supersedes all prior agreements regarding the subject matter.


IN WITNESS WHEREOF, the parties have executed this Contract on the date first written above.

	[Company]
Name: ______________
Title: ______________
Signature: __________
	[Employee]
Name: ______________
ID No.: ______________
Signature: __________




W-2. Non-Disclosure Agreement (NDA)
This Non-Disclosure Agreement ("Agreement") is entered into on ____________ between ______________________ ("Disclosing Party") and ______________________ ("Receiving Party").

1. Definition of Confidential Information
"Confidential Information" means any non-public information disclosed by the Disclosing Party, including but not limited to: business plans, financial data, customer lists, technical know-how, source code, designs, marketing strategies, and any information marked or identified as confidential.

2. Obligations of the Receiving Party
The Receiving Party shall:
(a) Hold the Confidential Information in strict confidence
(b) Not disclose the Confidential Information to any third party without prior written consent
(c) Use the Confidential Information solely for the agreed purpose
(d) Apply the same level of care as it does to its own confidential information, but no less than reasonable care
(e) Limit access to its employees who have a need to know and are bound by similar obligations

3. Exclusions
Confidential Information does not include information that:
(a) Is or becomes publicly known through no fault of the Receiving Party
(b) Was rightfully in possession of the Receiving Party prior to disclosure
(c) Is independently developed without use of the Confidential Information
(d) Is required to be disclosed by law or court order (with prompt notice to Disclosing Party)

4. Term
This Agreement shall be effective from the date of signing and shall continue for _____ years. The confidentiality obligations shall survive the termination of this Agreement.

5. Return of Information
Upon termination or upon request, the Receiving Party shall promptly return or destroy all Confidential Information and any copies thereof.

6. Remedies
The parties acknowledge that any breach of this Agreement may cause irreparable harm. The Disclosing Party shall be entitled to seek injunctive relief in addition to any other remedies available at law.

7. Governing Law
This Agreement shall be governed by the laws of the Republic of Korea.


IN WITNESS WHEREOF, the parties have executed this Agreement on the date first written above.

	[Disclosing Party]
Name: ______________
Title: ______________
Signature: __________
	[Receiving Party]
Name: ______________
Title: ______________
Signature: __________




W-3. Offer Letter

Date: ____________

Dear ______________________,

On behalf of ______________________ (the "Company"), I am pleased to offer you the position of ______________________ in our ______________________ department, reporting to ______________________.

This offer is contingent upon successful completion of background checks, reference verification, and any other pre-employment requirements.

Key Terms of Employment
	Position
	

	Start Date
	

	Work Location
	

	Annual Base Salary
	KRW ______________

	Sign-on Bonus (if any)
	KRW ______________

	Performance Bonus
	Up to ___% of base, per Company policy

	Probationary Period
	_____ months

	Working Hours
	_____ hours per week

	Annual Leave
	Per Korean Labor Standards Act

	Benefits
	4 major insurances + Company benefits



Confidentiality and Non-Compete
Your acceptance of this offer requires you to sign the Company's standard Non-Disclosure Agreement and Employment Contract on or before your start date.

Acceptance
Please indicate your acceptance of this offer by signing and returning this letter by ____________ (date). If we do not receive a signed copy by this date, this offer will be considered withdrawn.

We are excited about the prospect of you joining our team and look forward to your contributions.

Sincerely,


__________________________
Name: ______________
Title: ______________


Acceptance
I, ______________________, accept the offer of employment as outlined above.

Signature: __________________________  Date: ____________


W-4. Reference Check Form
	Candidate Name
	

	Position Applied For
	

	Reference Provider
	

	Relationship to Candidate
	

	Date of Contact
	

	Conducted By
	



Introduction Script
"Hello, this is ______ from ______ Company. We are considering ______ for a position with our company, and they have provided your name as a reference. Do you have 5-10 minutes to answer a few questions? Your responses will be kept confidential."

Q1. Verification
• How do you know the candidate? In what capacity did you work together?
• How long did you work together?
____________________________________________________________

Q2. Role and Responsibilities
• What were the candidate's primary responsibilities?
____________________________________________________________

Q3. Strengths
• What are the candidate's top 3 strengths? Could you provide specific examples?
____________________________________________________________
____________________________________________________________

Q4. Areas for Improvement
• What areas could the candidate improve upon?
____________________________________________________________

Q5. Collaboration / Interpersonal Skills
• How did the candidate work with peers, supervisors, and subordinates?
• How did they handle conflict?
____________________________________________________________

Q6. Performance / Achievements
• What was the most impressive accomplishment of the candidate?
____________________________________________________________

Q7. Reason for Leaving
• Why did the candidate leave the company?
____________________________________________________________

Q8. Re-hire
• Would you rehire this person if given the opportunity? Why or why not?
____________________________________________________________

Q9. Suitability
• On a scale of 1-10, how would you rate the candidate's suitability for the role of ______?
____________________________________________________________

Q10. Anything Else
• Is there anything else we should know that we haven't asked?
____________________________________________________________

Overall Assessment
☐ Strongly Recommend  ☐ Recommend  ☐ Neutral  ☐ Concerns  ☐ Strong Concerns
Key Takeaway: __________________________________________


작성일자: _____년 _____월 _____일

Conducted by: _____________________ (인)


W-5. Performance Review Form
	Employee Name
	

	Department / Position
	

	Reviewer
	

	Review Period
	

	Review Type
	☐ Annual  ☐ Mid-year  ☐ Quarterly  ☐ Probation



1. Goal Achievement
	Goal
	Result
	Achievement (%)
	Comments

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



2. Competency Evaluation
Rating: 5 = Exceptional / 4 = Exceeds / 3 = Meets / 2 = Below / 1 = Unsatisfactory

	Competency
	Rating
	Specific Examples

	Job Knowledge / Expertise
	
	

	Quality of Work
	
	

	Productivity
	
	

	Problem Solving
	
	

	Communication
	
	

	Collaboration / Teamwork
	
	

	Initiative / Proactivity
	
	

	Adaptability
	
	

	Leadership (if applicable)
	
	



3. Strengths
• ____________________________________________________
• ____________________________________________________
• ____________________________________________________

4. Development Areas
• ____________________________________________________
• ____________________________________________________

5. Development Plan for Next Period
• Goals: ______________________________________________
• Training / Learning: __________________________________
• Stretch Assignments: _________________________________
• Mentoring: __________________________________________

6. Overall Rating
☐ S (Outstanding)  ☐ A (Exceeds Expectations)  ☐ B (Meets)  ☐ C (Below)  ☐ D (Unsatisfactory)

7. Reviewer's Summary Comments
____________________________________________________________
____________________________________________________________

8. Employee's Self-Reflection / Comments
____________________________________________________________
____________________________________________________________


	Employee
	Reviewer
	HR / Skip-level

	Signature: ____
Date: ____
	Signature: ____
Date: ____
	Signature: ____
Date: ____




W-6. Resignation Letter

Date: ____________

To: ______________________ (Manager's Name)
       ______________________ (Manager's Title)
       ______________________ (Company Name)


Dear ______________________,

Please accept this letter as formal notification of my resignation from my position as ______________________ at ______________________. My last day of employment will be ____________ (date), providing _____ days of notice as required by my employment contract.

I would like to express my sincere gratitude for the opportunities I have been given during my time at the Company. The experience and skills I have gained here will be invaluable to my career.

During the notice period, I am committed to:
• Completing all current projects to the best of my ability
• Documenting ongoing work for a smooth handover
• Training my replacement or designated colleague
• Returning all Company property in good condition

I wish you and the Company continued success in the future. Please let me know how I can make this transition as smooth as possible.

Thank you again for everything.

Sincerely,


__________________________
Name: ______________
Employee ID: ______________
Signature: __________


---

[Optional - For Internal Use Only]
Reason for Leaving (Optional)
☐ New career opportunity
☐ Career change / industry switch
☐ Personal / family reasons
☐ Health reasons
☐ Continuing education / studies
☐ Relocation
☐ Retirement
☐ Other: ______________________

Forwarding Contact Information
• Personal Email: ______________________
• Phone: ______________________
• Forwarding Address: ______________________
