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DO & DONT’S

Welcome to _________. We hope that you will have an interesting and challenging experience with our company. 

We take pride in our company, our services and products, and especially our employees.  Our growth to date can be attributed to the dedication and total effort of every one of us; our future depends on everyone's ability to remain flexible and open to change whenever necessary. 

Look forward to your continuing to participate for this great company’s unique and exciting growth.

For more details log on to www._________

[image: image1]
All employees will be full time employees who will devote their whole time and attention to their duties to promote the interests of the Company and will apply the best knowledge, skills and experience and work diligently. 

_________ _________impression and image begins with your appearance.

Joining Formalities:-

Upon joining, you will be handed over the Employee Joining Kit to facilitate the filling of necessary forms for benefit enrolment as detailed below:

Benefits: Statutory

· Provident Fund 

· ESI / Insurance
Provident Fund – For joining the _________ PF, you are required to fill up the PF Nomination Form. In case you wish to transfer the PF accumulation from the previous company, you are required to fill up the PF transfer form.  

ESI – In case your salary is within the ESI Limit (which is presently Rs.21, 000 /- gross per month), then you are required to fill up the ESI Application Form.

Gratuity - Details to be furnished after discussion with Directors.
The Joining Kit would also consist of the following forms:-

1. Company Application Form – to be filled and returned to HR

2. Duty Joining Report – to be filled and returned to HR

3. Appointment Letter in duplicate copy to be signed and returned to H.R.

4. Job Description

Appointment Letter
Job description– remuneration – Termination of contract – Notice period 

Employee Number

On joining, you will be allotted an employee number which should be used and referred for all official purposes.

Identity Card 
On joining, the employee will be issued an Identity Card. While Identity card has to be always displayed by you while on duty, Access Card is for gaining entry into the office.  Loss of card should be immediately reported to the Issuing Authority.

E-Mail
On joining, depending on role requirement, a mail id will be created and configured as firstname@_________.in.  Use of Personal Email IDs for official use is strictly prohibited for security reasons.

Domestic Travel Policy

Business needs shall require the employee to undertake travel to outstation locations within the country on official duty.    For details regarding the respective entitlement, the HOD will approve as per the  Domestic Travel Policy prior to undertaking travel. Simultaneously, travel requisition form to be filled and duly submit the same to the Admin Dept to process it .Minimum 2 days prior notice should be given.                                                                         
Mobile

Depending on the category of the employee/requirement, the slabs are finalised (for official use only). All personal calls from the mobile to be borne by the employee. The slabs can be reviewed based on the usage periodically, on ratification by the respective HOD.
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All employees are expected to dress in an appropriate and professional manner. 

_________ recognizes the benefits of casual business dress and the positive effects it can have by creating a more comfortable work environment.
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Training is seen as an essential and integral function. 

· On the Job

a. Internal training sessions

b. Technical
· External

a. Designed by the HR

b. Targeted for career growth

c. External certifications

d. Vendor related training
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· Standard Hours of work shall be 8.1/2 hours (including the breaks) per day. This may vary depending on critical business needs.  
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Leave shall be allocated on the basis of the calendar year.

a. Casual  Leave – 6
b. Sick Leave – 6
c. Earned Leave – 18 
·  Sick leave lapse at the end of each calendar year cannot be encashed.
· Sick leave cannot be clubbed with any other kind of leave

· Earned leave can be accumulated to a maximum of 100 days

All leaves to be applied in advance and approved by the respective HOD (except for Casual leave) 

· The employee should ensure that you have notified Human Resource of your leave. Employees must fill in the leave application form and submit to the HR after due approval from the respective authority before availing leave. 

· Maternity and Paternity Leave will be approval of the Reporting Manager.

· Any excess leave taken will be accountable for salary deduction.
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· _________ expects all employees to have attendance habits, such as reporting to work on time, that reflect a high sense of responsibility toward your colleagues, your jobs, and the goals of your department.  

· Good attendance is a job requirement you are expected to meet – just as you meet other job requirements. 

· Excessive and repeated absences will lead to some form of disciplinary action
You are required to record your daily attendance manually by signing the attendance register.                                                                                     
Wherever electronic systems have been implemented, you are required to record your attendance using your Access Card / finger prints.

Holidays

· _________ offers Time off with pay for specified statutory holidays. The statutory holidays will be declared every year prior to January. 

· The statutory holidays shall include:

1. Republic Day (26-Jan)
2. Labor Day (01-May)
3. Independence Day (15-Aug)
4. Gandhi Jayanthi (02-Oct)
5. Karnataka Rajyothsava Day (01-Nov)
· Other Holidays

1. Makara Sankranthi

2. Ganesha Chathurthi
3. Ayudha Pooja/Mahanavami

4. Vijaya Dashami

Employee Performance Review 

_________ will review the performance of all employees Quarterly and set goals (objectives) that are tied to the strategic goals of the company.  

On change of responsibility or swap to a different project (or to whom they report) the manager will complete the evaluation at the time of the change and forward to the new manager.  

The new manager will discuss the new position and expectations with the employee

Probation Period 

· 6 months from the date of joining _________
· After the completion of 6 months, performance shall be reviewed and confirmed.
Performance Review Milestones

· Confirmation On completion of 3 months

· Half yearly Review and Feedback

· Annual Performance Appraisal - In April every year depending on Date of Joining.

Employee Recognition Program 

_________ believes that effective recognition contributes to job satisfaction and pride in one’s work and creates loyalty to the company.

Promotion Policy 

It is _________ policy to recruit/promote from within the organization but team members should recognize that it may be necessary to recruit from outside of the organization as part of expansion plans or when seeking specialized skills, experience or qualifications.

· Internal Job Postings

· Deployment

Recruitment Policy 
· Our recruitment policy aims to select the best possible team members and 

· To reward them based on carefully drawn out internal and external ‘equity’ criteria                                                                                                            
The Employee Referral Program

_________ encourages its employees to identify friends or acquaintances that are interested in employment opportunities and refer qualified outside applicants for posted jobs. 

· Obtain permission from the individual before making a referral, share your knowledge of the organization 

· Rewards for successful referral-One month basic salary?

Personal Information 

To ensure updated personal and insurance records, any personal / professional changes should be submitted to Finance OR Human Resources immediately.

Transferability

· It may be that the company at some point in the future may require you to transfer to another geographical location or new division.
· You should be prepared to undertake such a change or transfer if required.  

· However, the company will attempt to ensure that this is done in as convenient manner for the employee and the company.

· In the event of the relocation is done in the interest of the company, the expenses will be borne by the company (relocation expenses, temporary accommodation till a permanent one is obtained.

Compensation

· The payday is on the 5th of every month.  If this day falls on a weekend or holiday, the payday will be on the succeeding working day.

·  Salaries - Reviewed once a year with increments as per appraisal, typically granted with effect January.

· Bonus - In addition to this the company bonus plan will also undergo pro rata increases

Benefits: Medical Insurance

·  _________ offers Group Medical Insurance Benefits for its employees. _________ bears 100% of premium for the employee 

· “Dependent” shall include spouse and upto two children. This will NOT include dependant brother and sisters, parents or parents –in-law.                                                                                                           

Benefits: Personal Accident Insurance Coverage

· _________ offers this benefit for employees. (Accident insurance covers disability and death due to accident) Included in the accident insurance is Total Permanent Disability (TPD). TPD is a lump-sum benefit provided to an employee if he/she is permanently disabled due to an accident.  

· The benefit for the accident insurance depends upon the Grade.  _________ bears 100% of the annual premium. 

· Compassion appointment – to be discussed and included if found necessary.
Reimbursement towards purchase of Technical Books 

· Employees are encouraged to keep themselves abreast with changes and developments in their area of work. 

· Technical books purchased for improving the developmental skills or to gain higher knowledge in each person’s specified area of work with _________ shall be reimbursed on a case to case basis and on prior approval from the Reporting Manager. 

· This category does not cover newspapers or other general magazines 

Confidentiality 

· Divulging our company details pertaining to technical and financial or disclosing any other input of _________ which may be detrimental to the company’s interest is a violation.  This may attract penalty or legal action may be taken against the individual involved.
Use of Company Property/Resources 

· Any employee found to have utilized the Company property/resources in violation, or to have utilized Company property/resources for purposes found to be Harassing or Discriminatory , shall be subject to appropriate disciplinary action.

·  _________ expects the people to share the resources as and when directed to do so.
E-mail and Internet Access 

As an Employee of _________, use of various forms of electronic communication i.e., E-Mail to be strictly for official  purpose.  

Office Administration
Maintenance of office Stationery, Labour Bills, Mobile bill & Purchase of any items related to office must be routed through Admin Dept. 

Company Monitoring

· In order to ensure proper use of the Company property/resources, _________ may monitor use of the electronic communications and/or other computer systems.  Such monitoring may include but is not limited to, interception and reading of messages.  Approval of such monitoring is a condition of your employment with the Company. 

Workplace Harassment Policy 

· It is the policy of _________ to provide equal opportunity and maintain a work environment free from unlawful discrimination, workplace harassment or offensive behavior. This policy is applicable to the workplace as well as company sponsored activities outside of the workplace and while traveling for the company.                                                                                                              
Grievance Policy

· If you have a grievance in connection with your work you should discuss this with your immediate superior. 

· You and your manager should take every step to ensure that any grievance is fully satisfied and explanations given by both parties.  

· If you are not satisfied with the outcome of such a discussion, then you should put your grievance down in writing and submit it to Human Resources 

DO’s and DON’T’s

1. Our telephone lines are strictly for business use.  Personal calls, either outgoing or incoming are discouraged, except for emergency reasons.

2. During working hours, intake of alcohol or being under the influence of alcohol or drugs is forbidden.

3. No form of notice, written or printed materials may be displayed on the bulletin boards without the prior approval of the management.

4. Passing derogatory remarks about the organizations, its members, its policies, operations are not within the acceptable norms.  If you have any suggestions to make or constructive criticism to offer, please do the same with your immediate supervisor / Departmental Head who would be pleased to hear the same.  Your suggestions and comments will always be welcome and encouraged.

5. Insubordination and disrespect will render you liable for disciplinary action.

6. _________ views Integrity very seriously.  If you are found guilty of having committed a fraud, you are liable to immediate dismissal irrespective of the value of the fraud.  Dismissal would be done after the employee has been given enough avenues for redress and defense as required under the statute. 

7. Carrying company property including printed and electronic media outside office premises is strictly prohibited.

We are happy to have you as a member of the _________ team.                                                                                                 
Name of the Employee:

Signature of the Employee: 
 Date: 


