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1. Reporting Time and Attendance Policy:
· Employees are expected to report to work promptly at 8:00 AM from Monday to Saturday.
· Late reporting beyond 15 minutes will be noted. If an employee is late for 2 days by 15 minutes or more, it will be considered as half-day leave. Similarly, 4 days of late reporting will result in one full day of leave deduction.
· Employees are required to adhere to the attendance policy to maintain productivity and efficiency.
2. Holidays:
· A total of 11 official holidays will be granted throughout the year as per the company's decision.
· Employees are encouraged to plan their leaves in advance and coordinate with their supervisors for smooth workflow management.
3. Communication Guidelines:
· All employees must use their official email IDs for communication within the office premises. Accessing personal email or accounts on office devices is strictly prohibited.
· Every employee is expected to hold a brief and quick morning meeting with their respective authority to review the day's task list and objectives.
· [bookmark: _GoBack]Daily work updates should be provided to the assigned authority and logged in the company’s portal before leaving the office. Training for managing task entries on company’s portal will be provided to ensure efficient workflow management.
4. Leave Management:
· All leave requests must be submitted through the Time Office application in advance and can only be availed upon approval. Unapproved leaves will be considered as unauthorized absence.
· In case of urgent leave requirements, employees should communicate with their senior authority for necessary approval.
5. Phone Usage and Office Decorum:
· Personal phone calls are strictly prohibited within office premises. If urgent, employees must seek permission from their authority before attending to personal calls.
· Employees are expected to maintain office decorum at all times, ensuring a professional and respectful environment.
6. Break Schedule:
· Employees are entitled to a 45-minute lunch break between 12:30 PM to 2:00 PM and a short 15-minute break from 4:00 PM to 4:15 PM.
7. Timekeeping:
· Employees are required to log their entry and exit times using the Time Office biometric device located at the main entrance. Failure to punch entry will be considered as leave.

[image: ]404 Dorado Complex Opp. Reliance Circle Manjalpur Cross Road, Vadodara, Gujarat 390010, India
image1.png




image2.jpeg
'-". BHAMASHA

J&k Innovative Solutions




image3.png




image4.jpeg
e

CONNECT WITH US




