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Welcome to Your Company name
Dear staff member:

We're very happy to welcome you to [name of Company]. Thank you for joining us!
We want you to feel that your association s s s S [ e eSS EEEEEEE | EEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEER.

Since [year], [name of Company] has been a leading software development
Company and now specializing in E-commerce development, Web based
technology, Object Oriented technology emphasizing in-house or onsite
development of custom built web based projects as well as individual consulting. = m
EEEEEEEEEN EESEEEEEEEEEEEENEEEENEENEENEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEE
EEEEEEEEEER,.

The policies, procedures, and programs outlined in this handbook are designed to
serve as guidelines to keep you informed of relevant facts about your employment.
They are not intended to create any kind of contractual relationship and are subject
to change at Company’s discretion, with or without notice. While the policies and
procedures outlined in this manual should give you answers to most of the general
guestions you might have about your job or the Company’s programs and
procedures, it cannot cover every situation that might arise. If you have questions
about these guidelines or need further information about any subject, please consult
the Management. We alsowelcomeyour s s s e s S S EEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEENE-
EEEEEEEEEEEEEEEN EEEEENEENEEEEEEEEEEEEEEEEEESHN
EEEEEEEEEEEEEEEEEEEEEEENEEEEEEEN EEEE  EEEEEERN
EEEEEEEEEEEEEEEEN EEEEEEEEENEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERE,.

Compensation and personal satisfaction gained from doing a job well are only some
of the reasons most people work. Most likely, many other factors count among your
reasons for working with Company like pleasant relationships and working
conditions, careerdevelopment, s e E EEEEEEEEEEEEEEEEEEEEE. N
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEHRE
EEEEEEEEEEEEEEEEEEEER,.

Please read this handbook carefully and retain it for future use. Try to familiarise
yourself with its contents as soon as possible, because it should answer many of
your initial and ongoingquestionsaboutyour s s s e EEEEEEEEEE NN EEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEN
EEEEEEEEEEENE.

Once again, | welcome you and wish you success as we turnto facethe s mmmm m
HEl EEEEN EEESEESEESEESEEEEEEEEERN.
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Sincerely,

Name:

Title:
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No one will be denied opportunities or benefits on the basis of age, sex, colour, race,
creed, national origin, religious persuasion, marital status, political belief, or disability
EEEEEEEEEEEEEEEEEEEEEENEEENEEEEEENEEE EENEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEER.

Purpose of This Manual

This Manual has been prepared to inform you about Company’s history, philosophy,
employment practices, and policies, as wellasthe benefis a s e e e e e e EEE R N
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE.

No employee manual can answer every question, nor would we want to restrict the
normal question and answer interchange among us. It is in our person-to-person
conversationsthat EEE EEEEEEEEEEEEEESEEEEEEN, EEEEEEER
AN EEEEEEEEEEEEEEEEEEEEEEEEEEER.

We hope this Manual will help you feel comfortable with us. We depend on you; your
success is our success. Please don't hesitate to ask questions. Company’s
Management gladly answers them. We believeyouwill s s e e e e e e e e e e m®
EEEEEEEEEEEEEEEEN EEEEEEEENEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEENEER.

We ask that you read this Manual carefully, and refer to it whenever questions arise.
We alsosuggestthatyoutake itE e e EEEEEEEEEEEEEEEEEEENEEER
EEEEEEEEEEEEEEEEEEEEEENE.

Company’s policies, benefits and rules, as explained in this Manual, may be
changed from time to time as business, employment legislation, and economic
conditionsdictate. Ifand S E E EEEEEEEEEEEEN ESEEEEEEEEEEERN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE.

Notice

The policies in this Manual are to be considered as guidelines. Company, at its
option, may change, delete, suspend or discontinue any part or parts of the
policies in this Manual at any time without prior notice. Any such action shall
apply to existing as well as future employees with continued employment
being the consideration between the employer and employee. Employees may
not accrue eligibility for monetary benefits that they have not earned through
actual time spent at work. Employees shall not accrue eligibility for any
benefits, rights, or privileges beyond the last day worked. No one other than
the President of company may alter or modify any of the policies in this
Manual. No statement or promise by any other than a management
representative may be interpreted as a change in policy nor will it constitute an
agreement with an employee.
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Should any provision in this Employee Manual be found to be unenforceable and
invalid, such findingdoesnotinvalidate e e EEEEEEEEEEEEEN EEEEEN
EEEEEEEEEEEEEN.

This manual replaces [supersedes] allothera s EEEEEEEEEEE R E N,

Receipt & Acknowledgement of company Employee Manual

This Employee Manual is an important document intended to help you become
acquainted with Company. This Manual will serve as a guide; itisnotE e e e e EE m
EEEEEEEEEEEEEEEE EEEEEEEEEEEEEEEEEEEEEEEEEER
N

Because the general business atmosphere of Company and economic conditions
are always changing, the contents of this Manual may be changed at any time at the
discretion of company. No changes in any benefit, policy or rule will be made without
duellllllllllllllllllll, EEEE EEEEESEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEENEEEEEEEENEE
EEENE,

Please read the following statements and sign below to indicate your receipt m m m m
EEEEEEEEEEEEEEEEEEEEEEEN.

| have received and read a copy of the Company Employee Manual. | understand
that the policies, rules and benefits described in it are subject to change at the
sole discretion of Companyatanytime. s s e eSS ESEEEEEEEEEEEN
EEEE|[EEENE | SEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
E[EEEm]

| am aware that during the course of my employment confidential information will
be made available to me, i.e., project and/or product designs, marketing
strategies, client lists, pricing policies and other related information. | understand
that this information is critical to the success of Company and must not be given
out or used outside of Company'spremiseSOrE S EEEEE N -EEEEEE NN,
EEEEEEEEEEEEEEEEEEEEEEEEENEEN EEEEEEEEEEER
EEEE EEEEEEEEEEEEEEEEESEEEEEEEEENEENEEEEEEEER
EEEEEEEEEEEEEEEEEEEEENEEEEEEN.

| understand that, should the content be changed in any way, Company may
require an additional signaturefrommeto R EEEEEEEEEEEEEEEEEE
EEEEEEEEEEEEENEEEEENEEEENEN,

| understand that my signature below indicates that | have read and understand
theabovestatementsand E e EEEEEEEEEEEEEEEEEEEEEEEEE
EEEEEEEEN.

Employee’s Printed Name Position:

4 © NL Document Library Ltd



Employee’s Signature Date:

Employer’s Signature Date:
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An Overview of Company

History
[Give details]
Vision

Our vision is to deliver customer centric, costeffectveand E e e e EEEEEEEE N
EEEEEEEEEREER.

To make sure that our solution continually supports client’s business strategy,
capitalizes ontechnologyinnovation, s e EEEEEEEEEEEEEEEEEEEN
EEEENE.

Dominance forour clientsinbusineSsSiSEEEEEEEEEEEEEE NN,

Culture

Our culture is:

Innovation: Thriving for continuous improvement.

Urgency: Value time and clients concerns.

Community: Creating a culture on trust and relationships.

Leadership: Forming, allying and leadingthe e s e e e e e EEEEEEE RN
Commitment: Committed to serve your best interests.

Ownership: We are proud of the work we do.

Honesty: Our best policy.

What can you expect from Company
Company’s established employee relations policy is to:

1. Operate an economically successful business so that a consistent level m m =
HEEEEEEEEEEEEEEEERNE.

2. Select people on the basis of skill, training, ability, attitude, and character
without discrimination with regard to age, sex, colour, race, creed, national
originreligous e e, EEEEEEEN, EEEEEEEN EEEEEEEER
EEEEEEEEEEEEEEEEEEEENEEEEEEEEENEEEEEN,

3. Pay all employees according to their effort and contributontoO e e e e e m m
EEEEEEEEEEER.
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4. Review wages, employee benefits and working conditions constantly with the
objective of providing maximum benefiSE e EEEEEEEEE N, EEEEEE
EEEEEEEEEEEEEN.

5. Provide paid vacations and holidaySto s s e e e e e E R E N .

6. Provide eligible employees with medical, s s s e e e EEEEEEEEEN.

7. Dedicate ourselves to "Constantand s s e m -seeeemmm"

8. Develop competent people who understand and meet our objectives, and who

acceptwithopenmindsthe s s s, EEEEEEEEEEEEEEENEENENEN
EEEEEEEN.

9. Assure employees, after talking with their manager, an opportunity to s m m m
EEEEEEEEEEEEEEEEEEEEEEEN.

10. Make prompt and fair adjustment of any complaints, which may arise, in the
everydayconductof EmEEEEEE SN, EEEEEEEEEEEEEEEEEEER
EEENE,

11. Respect individual rights, and treat allemployeeSE s s e e e EEEEEEE N
EE.

12.  Maintain mutual respect in our working relationship.
13. Provide offices that are attractive, comfortable, s s s e e e e e e e m N,

16. Keep all employees informed of the progress of Company, aswell s s s mm =
EEEEEEEEEEEEEEEEEEEEERE.

17. Do all these things in a spirit of friendliness and cooperation so that Company
willcontnuetO E E EEEEEEEEEE"EEEEEEEEEEEEEEEEEENER
m!"

What the company expects from you

Your first responsibility is to know your own duties and how to do them promptly,
correctly and pleasantly. Secondly, you are expected to cooperate with management
and your fellow employees and maintain a good team attitude and committed to
culture of Company. How you interact with fellow employees and those whom the
Company serves, and how you accept direction can affect the success of Company.
In turn, the performance of one individual can impacttheentre s s e e e EEEE R =
AEEEEN EEEEN EEEEEEEEEEEE EEEEENEEEEEEEEEEEEEERN
H EEEEEEEEEEEEENEEEEEEEEEEEEEEEEEEEEEEEEEEER.
EEEEEEEEEEEEEEEEEEEEEEEEEEENENEEEEEEEEENEEEN
EEEEEEEEEEEEEENEEEN,
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You are encouraged to grasp opportunities for personal development that are offered
to you. This Manual offers insight on how you can positively s s s s s s e s s e m ®
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN,

We strongly believe you should have the right to make your own choices in matters
that concern and control your life. We believe in direct access to management. We
are dedicated to making Company a Company where you can approach any
member of management, to discuss any problem or question. We expect you to
voice your opinions and contributeyoursuggestonS E s e e S EEEEEEEEE NN
EEEEEEEN, [IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII
lllllllllllllll.] EEEEEEEEEEEN EEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEENEER.

Remember, you help create the healthful, pleasant and safe working conditions that
Company intends for you. Your dignity andthatof s s s s s e s s sessEEEEN
EEEEEEEEEEEEEEEEEEEE EEEEEEEER.

Company needs your helpinmakingeachworking e s e s e e e e EEEEEEE N

Personnel Administration

The task of handling personnel records and related personnel administration
functions at Company has been assigned to: [NAME OF OFFICER AND TITLE].
Questionsregardinginsurance, s mE N, EEEEEESEEEEEEEEEEENEEER
EEEEEEEEEEEEEEE/EEEN.

Personnel File

Keeping your personnel file up-to-date can be important to you with regard to pay,
deductions, benefits and other matters. If you have a change in any of the following
itemS, llllllllIIIIIIIIIIII[IIIIIIIIIIIlllllll
ll] EEEEEEEEEEEEEEEEEEEEEEEENR:

1. Legal name;

2. Home address;

3. Home /cell telephone number;

4, Person to call in case of emergency;
5. Number of dependents;

6. Marital status;

You may request and receive copies of all documents you have signed is kept in
yourownpersonnelfleforass s e e e EEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEER.
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Employment Classifications

Full-Time Employees

At the time you are hired, you are classified as full-time, part-time or temporary
employee. Unless otherwise specified, the benefits described in this Manual apply
only to full-time employees. All other policies described in this Manual and
communicated by Company apply to all employees, with the exception of certain
wage, salary and timeoff s e e EEEEEEEEEEEEER"'EEEE-EEEER" [EHH
Illlllllllllllllll] E NN EEEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEENEEEEENEENEEEEN EEEEEEEEEEEER
HENE,

An employee who has successfully completed the Probation Period [see the
Employment Policies section for definition] of employment and who works at least
forty[40 | EEEEEEEEEEEEEEEEEEEEENEEEEEN-EEEEEENER

If you were a full-time employee and were laid off, you will be considered a full-time
employee uponreturntowork,provided E s e e E S EEEEEEEEEEEEEEEE
EEEEEEEEEEEEEEEEEN|]l] mEEN.

If you were a full-time employee and have been on an approved leave of absence,
upon return you will be considered afull-tme s s s s, EEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEEEEEEER,.

Part-Time Employees

An employee who works less than a regular forty [40] hour work per week is
considered a part-time employee. If you are a part-time employee, please
understand that you are not eligible for benefits describped s e e e e e e EEEE B
EEEEEEEEEEEEEEEEENEEN EEEEEENEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEER.

Temporary Employees

From time to time, Company may hire employees for specific periods of time or for
the completion of a specific project. An employee hired under these conditions will
be considered a temporaryemployee. s EEEEEEEEEEN, EEEEEEEEER
EEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEEEEEEEEEEESR
EEENE,

Normally, a temporary position will not exceed six [6] months in duration, unless
specifically extended by s e e EEEEEEEE S EEEEEEEEEEEEEEEER
EEEEEEN.
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If you are a temporary employee, please understand that you are not eligible for
benefits described in this Manual, except as granted on occasion, or to the extent
required by provision of state and federal laws. Those temporary employees
classified as "non-exempt" [see the definition thatfollowsS] s e e EEEEEEE EE N
EEEEEEN S| EEEEEEEEEEEEEEEENEEEENEEEEEEEEEER|
40] HEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE.

"Non-Exempt" and "Exempt" Employees

At the time you are hired, all employees are classified as either "exempt" or "non-
exempt." Employees in certain types of jobs are entitled to overtime pay for hours
worked in excess of eight [8] hours per day or forty hours [40] per work week. These
EEEEEEEEEEEEEEEEEEEE'EEEN-EEEE' EEEEEEEEEEESR
. IIIIIIIIIIIIIIIIIIIIIllllllIIIII[IIIIIIIII
IIIIIII] EEEEEEENR,

Exempt employees are managers, executives, managers, professional staff,
technical staff, outside sales representatives, officers, directors, owners and others
whose duties and responsibilities allow them to be "exempt" from overtime. If you are
di EEEEEEESN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEENEEEEENEENEEENEENEEN EEEEEEEEER
EE,

Employment Policies

Anniversary Date

The first day you reporttoworkisyour " s s " EEEEEEEN EEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEER,.

Confidential Information

Our clients entrust Company with important information relating to their businesses.
EEEEEEEEEEEEEEEEEEEEEENEEENEEEEEENEEN EEEEEN
EEEEEEEEEEEEEN EESSEEESEEEEEEEEEEEEEEEEENEEEN
EEEEEEEEEEENER,

Your employmentwithCompanyassumeS E s s E S EEEEEEEEEEEEENEN,
EEEEEEEEEEEEEEEEEEEEEEEE.

As anemployeeof Company,yoUREEEEEEEEEEEEEEEEEEEEEEEEN
EEN EEESSSESEEEEEESSEEEEEEEEEEEEEEEENENEN.

Client Relations
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The success of Company depends upon the quality of the relationships among
Company, our employees and our clients. Our clients’ impression of Company and =
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEN EEEEEEEEEEEENR,
EEEEEEEEEEEEENEEEN EEEEEEENEENEEEEEEEEN EEEEEEEERN
EEEEEEEE NN EEEEEEEEEEEEENEEEEEEEEEEEEEEEEEERN
EEEEN EEEEEEEEEEEEEEEEEEEEEEEE.

HereareseveralthingSE e E E S EEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEEEEER;

1. Actcompetentyand e e E S EEEEEEEEEESEESEEEEEEEEENEN
EEEEEEEEN.

2. Communicatepleasanty s e s e EEEEEEEEEEEEEEEEEEEEER
EEEEEN,
3. Follow up on requirements and questions promptly, s s s s EEEEEEEEN

4. Takegreatpride E EEEEEEEE EEEEEEEEEEEEENEEEEEEEN
EEEEEE.

These are the buildingblocks S e EEEEEEEEEEEEEEEEEEEEEN. EN
EEEEEEEEEEEEEEEEEEEEERE.

Equal Employment Opportunity

Company will provide equal employment opportunity without regard to race, color, =
EENE EEEN EEESE EEEN ESEENEEEEN EEEEEEEN EEEEEN
Al EEEN BN S ESEEESEEEEEEN EEENEEEEEEEEEEEEEEHNm
EE.

The policy applies to all areas of employment, including recruitment, hiring, training m
EEEEEEE EEEE EEEN EEEN EEEEEEEN EEEEEEEEEEER
EEEEN EEEEEEEESEEEEEEEEEEESEEEEEEEEEEEEEENEEEN
EEEEEEEEEEEEEEN EEEEEEEEEEERE.

It is the policy of Company to comply with all the relevant and applicable provisions
of the Law of land. Company will not discriminate against any qualified employee or
jobapplicant E e EEEEEEEEEEEEEEEENEN, EEEN, EEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEENEEEEN, EEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEENEENEEEN
EEEEEEEEEEENEEN EESSEEEEEEEEEEEEENEEEEEEEENEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEENEENEEEN
EEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEENEEEEEEEENEE
EEEEEEEEEEENER,
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Management is primarily responsible for seeing that Company’s equal employment
opportunitypoliciessare s s e s, EEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEE.

Harassment Policy

Company intends to provide a work environment that is pleasant, healthful,
comfortable, s EEEEEEEEEEEEEEN ESSEESNEESEEEEEEEEN EN
EEEEEEEEEEEEEEEEEEEEEN EEEEEEEEEEEEEEEE- EEEN
B, EEEEEEEEEEEN- SEEEEEEEEEEEEEER.

What Is Harassment?

Harassment can take many forms. tmay be,butiSseE s s s e e EEEEE S BN EN
, HFEENE EEENE EEENE EEEEN ESEEEEEEN EEEEEEEN EEEN
EEEEEEEEEEEEEEEEEEEEEEEE.

Sexually harassing conduct may include unwelcome sexual advances, requests for

sexual favours, or any other verbal or physicalcontact s s e e e e EEEEEEEE N
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER

EEEEEEEEEEEEEEEEEEEEEEE EEEEEEEEEEEEEEEEEER
H EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETSNm
EEEEEEN EEEEEEEEEEEEEEEER.

Responsibility

All Company employees have a responsibility for keeping our work environment free
of harassment. Any employee, who becomes aware of an incident of harassment,
Whethel’lllllllllllllIIIIIIIIIIIIIIIIIIIIIII, | ]
EEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEENEEEEEEEENEE
EEEEEEEEEEEEEEEEENEEEN EEEEENEEEEEEEEEEEEEEER
EEEEEEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEN EEEEEEEEEEEEENEEEEEEEEEEEEEEER
EEEEEEEEEEEEEER,

Reporting

Any incidents of harassment must be immediately reported to a manager or

management representative. Appropriate investigation and disciplinary action will be
taken. All reports will be promptlyinvestigated s s e e e EEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEN EESEEEEEEEEEENENEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEENEENEEEN
EEEEEEEEEEEEEEEEN EESESEEEEEEEENEENEENEEEEENER
EEEEEEEEEEEEEEEEEEEEEEEEEES EESEEEEEEEEEEEEEN
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Company accepts no liability for harassment of one employee by another employee.
The individual who makes unwelcomeadvances, s s s s EEEEEEEEEEE NN
EEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEENEEEEEEEENEE
EEEEEEEEEN EEEEEEEEEEEEEENEEEEEEE EEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEEEEN.

Drugs

lllegal drugs of any kind are not permitted at anytime or any place. Company may
askthatyoUREEEEEEEEEEEEESEEEEEN | EEEEESEEEEEEEEEER
I] EEEEEE Nl EEEENEENEEEEEEENEEEEEEEEEEEEEEEEEESHN
., IHEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEHm
EEEEEEEEEEEEEEEEEEEEEEEEEE.

How You Were Selected

We carefully select our employees through telephonic interview, personal interview =
EEEEEEEEEEN EESEEEEEEEEEESEEEESEEEEEEEEEEEEER
EEEEN SEEEEEEEEEEEEEEEEEESEEEEEEEEEEEEEEEEEN
EEE.

This careful selection process helps Company to find and employ people who are
concerned with theirownpersonalsuccesSSEEEEEEEEEEE N ENEEENEEN,;
EEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEENEEEEEEEENEE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENENEEE  EEEEEEERN
EEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEENEEEEEEEENEE
EEEEEEEEENR.

Probation Period

Your first ninety [90] days of employment at Company are considered as Probation
Period, and during that period you will not accrue benefits described inthis s m m m m
EEEEEEEEEEEEEEE NN EENEEEEEEEEEEEEEEEEEEEESHN
EEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEENEEE EEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEENEEE  EEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEN EEEEEEEEEEEESHN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE
EEEEEEEEEEEEEN.

During this Probation Period, Company will evaluate your suitability for employment.
fatEEE NI NN EEEEEEEEEEEEEN[9 )] NN, EEEEEEEN
EEENE EEESN EEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEERN
EEEEEEEN EEEEEEEEEEEEEEER.
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At the end of the Probation Period, your manager will discuss your job performance

withyou. Thisreviewwill E e S e EEEEESEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEESEEEEEEEEEEEEEEEEEN-EEEEEEEN
EEEE-EEEEEEEEEEEEEENEENEEEEEEEN EEEEEEEEEEEEHR
EEEEEEEEEEN EEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEHN
EEEEEEEEEEEEE.

Please understand that completion of the Probation Period doesnot s s s s e mm m
EEEEEEEEEEEEEEEEEENEENEEEEEENEEEE EEEEEEEEEEEEETHm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEE"EEER'

A former employee who has been rehired afteraseparation s e e EEEEEEEE N
EEEEEEEEEEEN|] | S EEEEEEEEEEEEEEEEEEEEEEEEEER
EEEE (90| EEEEEEEEEEEN.

Job Descriptions

We maintain a job descriptionforeaCcCh e s s s e EEEEEE N EEEEEEEEEN
EEEEEEEEEEEEEEEEEE EEEEEEEEEEEEEEEEEEEEEEER

Knowledge of Company

Knowledge of the services and products of Company will help you avoid the “I don'’t

know” syndrome. Our clients’ confidenceinyouwill s s s e e s e e e EEEEEEN
EEEEEEEEEEEEENEEEEEEEENEEEN EEEE  EEEEEEEEEEEESEHN
EEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEEEEEEEEEEHRE

EEEEEEEEEEEN EEEEEEEEENEEEEEEEEEEEEEEEEEEEESRN
Al EEEEEEEEEEEEEEEEEEEEENEEEE EEEEEEEEEEEEEER
EEEEEEEEEEEEEEEENE.

Non-Compete Agreement

All new Company’s employees arerequiredtoSign e e e e EE E N -EEEEEEEE
EEEEEEEEEEESEEEEEEEEEEEEEEEEENEEEEEEEEEEER
EEEEEEEEENN,

Salesperson Agreement

When you are hired in or promoted to the position of salesperson, you will be asked

tosignanagreemen{ I E EEEEEEEEEEEEEEEEEEEEEEEEEEEER

EEEEEEEEEEEEENEEEEN EEEEEENEEEEEEEEENEEEEEEE EEERN
EEEEEEEEN EEEEEEENEEEEEEEEEEEENEEEEEEEEEEEEEEER
AN EEEEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEETERm
EEEEEEEEN.

Antecedent’s verification
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Company may conduct a pre-employment credit check and/ or background check on
all applicantswho areofferedand s s e EEEEEEEEEEEEEEEEEEENEN,
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEN/EEEEEEEEEEEEN. EEER
EEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEENEEEEEEEENEE
EEEEEEEEEEEEEEEEEEEEEERN.

Security Checks

CompanymayexerciseitSE s aE EEEEEEEEEEEEEEEEEEEEEENENN
EEEEEEEEEEEEEEEEEEN,

Employment of Spouse

You are expected to declare the employment details of your spouse at the time of
joningCompanyandE e e EEEEEEEESEEEEEEESEN, EEEEEEEEEER
EEEEEEEEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEENEEEEEEEENEE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE.

We Need Your Ideas

Remember, there may be areas in which Company’s operation can be improved.
These could be in service, development methods, equipment, communications,
safety, waystoreducecosts, smE S, EEEEEEEESEEEEEEEEEEEEEEER
EEEEEEEEEE NNl EEEEEEEEEEEEEEEEEEEEEEEEEEEESHS
EEEEEEEEEEEENEEEN EEEEEEEEN EEEEEEEEEEEEEEEEER
EEEENEN, EEEEEEEEEEEEEEER/ AN EEEEEEEEEEEEER
EEEEEEEEEEEEEEENEEE-EEEEEEEEEEEEEEEEEEEEEEESRS
EEEEEEEEEEEENEEEN EEEEEEEEEEEEEEENEEEEEEEEEERE N
EEEEEEEEEEEEEEN.

Standards of Conduct

Whenever people gather together to achieve goals, some rules of conduct are
needed to help everyone work together efficiently, effectively, and s mmm . smmm
EEEEEEEEEEEEEEEE'EEEE" EEEE'EEEEEEEN ' EEEEEERN
EEEEEEEEEEEEEEEEEEENEEEENEENEEEEEEEEE EEEE EEERN
AN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEENEEEEEEEENEE
EEEN.

By accepting employment with us, you have a responsibility to Company and to your
fellow employees to adhere to certain rules of behaviour and conduct. The m m m m =
EEEEEEEEEEEEEEEEEEEEEENEEENEEEEEENEN EEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
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Disciplinary Actions

Unacceptable Activities

Company Management expects each person to act in a mature and responsible way
at all times. However, to avoid any possible confusion,some s e e EEEEEE EE N
EEEEEEEEEEEEEEEEEEEEEEEN EEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER

EEEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENESR
EEEEEEEEEN EEEEEEEEEEEEENEEEEEEEEEEEEENEEEE EERN
EEEEEEEEEEEEEEEEEEEEEEEER,.

Occurrences of any of the following e e e e, EEEEEEEEEEEEEEEN, EEE
EEEEEEEEEEEEEEEEEEEEEEEEEN:

wilful violation of any Companyrule; s s s e e e e EEEEEEEEEEEEEE
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEEEEENR,

wilful violation of securityorsafety s s s e e EEEEEEEEEEEEEEEESN
EEEEEEEEEEEESEEEESEEEEEN SEEEEEEEEEEEEEEER

negligenceoranycareleSsSaEE N, SN EEEEEEEEEEEEEEEENER
EEEEEEEEEEEEEENENR,

being intoxicated or under the influence of Psychotropic substance drugs
Whileatwork, s e e EEEEEEESEEEEEESESEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEHR
EEEEEEEEEEEEEEEEE EEEEENEEEEEEEEEEEEEEEEHR
EEN;

unauthorized possessionofdangerousOr s s EEEEE N EEEEEEEEN
EEEEEEEEEEEEEEEEEEEEENEEEEEEEEERN,

engaging in criminal conduct or acts of violence, or making threats of m m m m
EEEEEEEEEEEENEEEEEENEEEEENEEEEEEEEEEEEEE EHN
AN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEER,
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insubordination or refusing to obey instructions properly s s s e s e e e m ®
EEEEEEEEEEEEEEEEEEEEE EEEEEEEEEEEEEEEER
EEEEEEEEEEEEEERNR,

threatening, intimidatingorcoercinE E e E I EEEEEEEEEEEEEEEN
EEEEESEEEEEEESEEEEEEN EEEEEEEEEEENR;

engaging in an act of sabotage; wilfully orwithgroSSE s e e e EEEEEEE N
EEEEEEEEEEEESEEEEEEEEEEN EEEEEEEEEEEEEEN
EEEEEEEEN, EEEN, EEEN EESEESEEEEEEEEEEEEEN
L
theft of Company property or the property of fellow employees; unauthorized
possessionorremova/ EEEEEEEEEEEEENEEN, EEEEEEEN NN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEN SEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEN EEEEEN
EEEEEEEEEEENEER;

dishonesty; wilful falsification or misrepresentation on your application for
employmentorotherwork E s e S ; EEEEEEEEEEEEEEEEEEEER
EEE EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEN SENSEEEEEEEEEEEEEEEEER
EEEEEEEEEENR;

violating the non-disclosure agreement; giving confidential or proprietary
CompanylllllllllllllllllIIIIIIIIIIIIIIIII
EEEEEEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEN SESEEESEEEEEEEEEEEEENEEENNN;

malicious gossip and/or spreading rumors; engaging in behaviour designed m
EEEEEEEEEEEEEEEEEEEEEEEENEEE EEEEEEEEEER
EEEEEEEEEEEEEEEEE EEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEENEEEEEEEEEERN,

immoral conduct or indecency on Company property;

conducting a lottery or gambling on Company premises.

Occurrences of any of the following activities, as well as violations of any Company
fUeSEEEEEEEE, EEEEEEEESEESEESENENSEENEENEEN EEEEEEN
EEEEEEEEEN SEESEEEEEESEEEEEEEEEEN-EEENEEEEN, EN
EEEEEEEEESN ESEESEEEEEEEEEEEE‘EEEEEEER’

unsatisfactory or careless work; failure to meet deadlineSa s s e e e mm ®
EEEEEEEEEEEENEEEEENEEEEENEEEEEEEN EEEEEEEHRm
EEEEEEEEEEEEEEEEEENEEEEEEEEEEEEERN,
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anyactofharassment,sexual, E N EEEEEEEE NN EEENEENEENENEN
EEEEEE-EEEEEEEEN EEEEEEEEEEEEEEEEEEERNR,

sleepingonthe e EE E ; EEEEEEEEEEEEEEEEEEEEEEER;
excessive use of Company telephone for personal calls;
creating or contributing to unsanitary conditions;

failuretoreportEEEEEEEEEEEEEEEEEEESN ESEEEEEEEER
EEEEEN;

obscene or abusive language toward any manager, employece s s e e e =
, AHINEEEEEEEEEENEEEEEEEENEEEEEEEEEEEEEEEE BN

IIIIIII/IIIIIIIIIIIIIIIIIIII;

failure toimmediately s s S EEEEEEEEEEEEEEEEEEEEEEEEN
EEEEEEEN;

soliciting during working hours and/or in working areas; selling merchandise

OfEEEEEEEEEEEEEEEEEENEEEEEEEEEEEEEEENEEEEENEHR
EEEEEEEEEEEEEEEEEE EEEENEEEEEEEEEEEEEEEERN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEHR
EEEEEEEEEN,;

failure to maintain a neat and clean appearance intermsof E e EEEEEE N
EEEEEEEEEEEEEEE EEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEE EEEEEEEEEEEEEEEER
HEHNE,

Disciplinary Actions

Unacceptable behaviour, whichdoesaE s E e EEEEEEEEEEEEEEEN EEN
EEEEEEEEEEEEEEEEEEEEEEEEEEENER;

Verbal Warning;
Written Warning;
Dismissal.

Written warnings will include the reasons for the manager’s dissatisfaction and
supportin e E @ e EEEEEEEN ESEESESSESEEESEESENEEEENEEEERN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEENER.

All pertinent facts will be carefully reviewed, and the employee will be givenam m m m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEN

EEEEEN ESESESSESESESESEEEEEEEEEEEEEEEEEEEEEEEEEEEER
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Crisis Suspension

If you commit any of the actions listed below, or any other action not specified but m
EEEEENENR, EEEEEEEEEEEEEEEEEEEEEEEE/  EEEEEEEEN/HE
EEEEEEEEEEEEEEEEEEEEEEEEEEEENEE EEEEEEEEEESHN
EEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEENEEEEEEEENEE
EEEEEEN,

1. theft;

2. falsification of Company records;

3. failure to follow safety practices;

4. conflict of interest;

S. threatof EE EEEEEEEEEEEEEEEEEEEEEEEENEN;
6. wilful or negligent destruction of property;

7. Useand/llllllllllllllll,IIIIIIIIIIII;

8. neglect of duty;

9. refusaltoperformeEEEEEEEEEEEEEEEEEEEEEEEEEEEER
N,
Dismissal

Employment and compensation with Company is "at will" and thattheycan s m m m m
EEEEEEEEEEEEENEEEEEEN EEEENEEEEEEEEENEEEEEEEEE EHN
EEEEEEEEEE EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
, IHNHEEEEEEEEEEEEEEEEEEEER.

If your performance is unsatisfactory due to lack of ability, failure to abide by
CompanyruleSE s EEEEEEEEE NSNS NS SN SN EEEEEEEENEENEEDN
B, EEEEEEEEEEEEEEESEEEEEEEEEEEEN EEEEEEEEEEEE
EEEEEEEEEEEN, EESEEEEEEEEEEEEEN EEEEEEEEEEEEE
EEEEEEEEEEEEEEN.

Wage & Salary Policies

It is Company’s desire to pay wages and salaries that are competitive with other m m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER,
EEEEEEEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEEEERN

EEEEEEEEEEEEEEEEEEEEEEEEEE.
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You are employed by Company and will be carried directly on our payroll. No person
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEN

EEEEEEEEEEEESEEEEEEEEESN EESEESESENEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEENEEEEEEEENEE

EEEEENE,.

Application

Company applies the same principles of fairnessand externa/ s e e e EEEEEE N
EEEEEN EEESESEESEEEEEEEEEENEEE EEEN EEENE  EEEEEEEER HEH
EEEEEEEEEENR.

Salary and Commission

For all Company employees salary and commission willend atthe s s e e e e mm =
EEEEEESN EEEEEEEEEEEEEEEE EEEEEEEEEEEEEEEEERN
EEEEEEEEEEEEEEEEEEEEEENEEEENEEEEEEEEEEEEEEEE.

Computing Pay

Should you be one of our "salaried"” employees whose pay is not based on an hourly
rate,theremaylllllllllIIIIIlllllllllllllllllllll
EEEEEEEEEEEEEEEEENEEEEEEEN EEEEEEEEEEEEEEER,
lllllllllllllllllIlllllllllllllllllllllI[8]
EEEEEEEEEEEEEEEEEEEEN(2000 S EEEEEEEEEEEEEEEEN
HE,

Deductions from salary

Company isrequiredbylawtomakecerfain e e E e e EEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEENEEN EENEEEENEEEEEEEEEEEEEEEENEEHE
EEEEEEEEEEEEER,

Any other mandatory deductionsto be madefromyour s s s, EEEEEEEEE N
EN-EEEEEEEN, EESSESEEEEEESSSEEEEEEEEEEEEEEEEEEE
EEEEEEEEEEEEN.

Repayment of Company Loan

Funds you owe to Company may be deductedfrom e s e e e e e e EEEEEEEN
EEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEENEEEEEEEENEE
EEEEEEEEEEEEEEEEEEEEEENE.

Error in pay

Every effort is made to avoid errors in calculation of your pay. If you believe mm m m
EEEEEEEEEEEEEEEN EESN|[EEEEEEEEEEEN]| EEEN, EEN
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Pay Cycle

Payday isnormallyonthe[lst] s e EEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEN.

Changeswilbemadeand s e e e EEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEN.

Performance Review

EEEEEEEEEEEENEEEEEEEENEEEEEEEEEEEEEEEEEEEEEER

EEEEEEEEEEEEEEEEEN EEEEEEEEEEEEEEEENEEEEEEEEER
EEEEEEEEEEEEEEEEEEEN EEEEEEEEEEEEEEEEEEEEER
Al EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEENEEEEEEEERN

EEEEEEEEEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEENEEEEEEEENEEEEEEEEEEEEEEEEEEEEEER

EEEEEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEN EEEEEENEEEEEE EEEEEEEEEEEEHR
EEEEEEEEEEEENEEEEEEEENEEEEEEEEEEEEEEEEEEEEEER

EEEEEEEEEEEEEEEEEEEEEENEEN EEEEEEEEEEEEEEEEHN
IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII[IIIIIII
IIIIIIIIIIIIIIIIIIIIIIIIIIIII] EEEEEEEEEEEER
EEEEEEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEERN
EEEEEEEEEEEEEEEEEEEEEEEEE EEEEEEEEEEEEEEEER
EEEEEEEEEEN/ EEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEER.

Absence or Lateness

EEEEEEEEEEEEEEEEEENEEEEENEEEEEEENEEE EEEEEEEEER
EEEEEEEEEEEE NN EEEEFEEEEEEEEEEENEEENEEEE EEEEEEHRm
EEEEEEEEEEEEEEEEEENEEEEEEEENEEEEEEEEEEEEEEEEE B
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEN EESEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
m.
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IIIIIIIIIIIIIIIIIIII[3] EEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
N,

Excessive Absenteeism or Lateness

EEEEEEEN, EEEE (S| eeEEEEEEEEEN(O0-EEEN ]| EEEN, EN
EEEEEEEEEEEEEEEEEEEEEN, EESEEEEEEEEEEEEEN EEN
R RRERERRERERERERENRERERERERRERERERRINRERYE
R RRERERRRRERERERERRERERERERRRERERERERRHRRE
B EEEE (| EEEEEEEEEEEEEEEE (O 0-EEEN]| EEEEEEEEEN
EEEEEEEEEE ' EEEEEEEE’  EEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEES EEEEEEEN EEEEESEEEENENEEEEEEEER
EEEEEEEEEEEN,

Record of Absence or Lateness

IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII[3] EEER
EEEEEEEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEER. IIIIIIIIIIIIIIIIIIII[S] |
EEEEEEEEEEEEEEEEEEEEEEE EEEEEEEEEEEEEEEEEER
EEEEEEEEEEEENEEEEEEEENEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEENEEEEEEEENEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEN EEEEEEEEEEEEENEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEER.

Kitchen Facility

22 © NL Document Library Ltd



The Benefits Package

Eligibility for Benefits

Temporary employees are not eligible for benefits.

Paid Leave of Absence

Holidays
EEEEEEEN-EEEEEEEEEEEEEEEEEEEEEEEEEEEN,
Recognized Holidays
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EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER:
Republic Day

Independence Day

Holiday Policies

EEEEEEEEEEEEEEEEEEENEEEEENEEEEEEEEEEENENEEN. NN
EEEEEN EEESESEEEESEEEEEEEEEN|[EEEN/EEEN]| EEEEEN
EEEEEEEEEEEEEEEEEEEEEEEENEEEENEEEEENEEEN, EEN
EEEEEEEEEEEESESSSSSSEEEEEEN EESSEEEEEEEEEEEER
EEEEEEN[3 | S EEEEEEEEEEEEEEN.

Vacation, Holidays, Sick Days and Leave of Absence

Payment in Lieu of Vacation/leave/holidays

Sick/Personal Leave

EEEESEEEEEEEE-EEEEEEEN ESESSESESESEEEEEEEEEEEEER
EEEEEEN EEESEESEEEEEEEEEEEEEEEEENE/EEEEEEEEER
EEEEEEEEEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEN EEEEEEEEER
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EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER

Al EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERN
EEEEEEEEEEENR, IIIIIIIIIIIIIIIIIIII[IIII] EEEN
EEEEEEEEENEEEEEEEEEEEEEEEEEEER.

EEEN /EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEN EEEE/EEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEENEEEEENEEEEEEENEEEEEEEEEEEEEEEEE.

Unpaid Leaves of Absence

Disability [Including Pregnancy] Leave of Absence

EEEEEEEEN EEEEEEFEEEEEEEEEEEENEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEENEEEEEEEENEEEEEEEEEEEER
EEEEEEESN EEEEEEEEEEEEEEEEEEEEEEENEEEEEE-EEEERN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
IIIIIIIIIIIIIIIIIIIIIII/IIIIIIIIIIII, EEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEENEEEENEEEEEEEEEEEEER:

EEEEEEEEEEEEEEEEEEEE/EEEEEEEEEEEEEEEEEEEEER
AN EEEEEEEEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEN EEEEEEEEEEEE EEEEEEEEEEEEEEER
EEEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEENR. [IIIIIIIIIIII, EEEEEEEEEEEEEEEEEEEEER
HE, IIIIIIIIIIIIIIIIIIIIIIIIIIll.] EEEEEEEEER

IIIIIIIIIIIIIIIIIIIIIIIIIIIIII[IIII] EEENE HEBR
EEEEENR, IIIIIIIIIIIIIIIIIIII[IIII] EEEEEEEEER
IIIIIIIIIIIIII[IIII]. EEEEEEEN EEEEEEEEEEEEER
EEEEEEEEEEEENEEEEEEEENEEEEEEEEEEEEEEEEEEEEEER

EEEEEEEEEEEEEEEEEEEEEEEE.
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EEEEEEEEEEEEEEEEEEEEEEEEENEEN, EENEEEEEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEEEEN, EEEEEEEEEEEEEEEEN
[EEEEEEEEEEEN ]| SEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEESN, EEESEESSEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN[30] EEEEEE
BN EESEEEEEEEEEEESEEEEEEEEEN EESEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEN.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
IIIIII/IIIIIIIIIIIIIIIIIIII, EEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEENEEEEENEEN EEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEENEEEEEENEEEEE EEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEER.

Accepting Other Employment or Going into Business While on Leave of
Absence

Group Insurance
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EEEEEEEEEEEEEEEEEEEN(35% S EEEEEEEEEEEEEEEEN
EEEEEEEEEEEEEEEEEN[OGS5Y% EEEEEEEE

EEEEEEEEEEEEEEEEEENEEEEENEEEEEEEENEEEEENEEE EEEEEHR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE/EEEEEEERN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE.

Travel & Entertainment
1. Coverage
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER.

2. Mileage Reimbursement Policy for local Travel

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEESEEEEEEEEEEES EEEEEEESEEEEEEEEEEEEER
EEE[Q EEEEEEEEEEENN]

EEEEEEEEEEEENEEEEENEEEEEEEEEEEN EEEEEEEEHRm
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Petty Cash

IIIIIIIIIIII[IIII] EEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEE EEEEEEENEEEEEEEEEEER
EEEEEEEEEEEEN EEEEEEEEENEENEEEEEEEEEEEEEEERN
EEEEEENR.

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE, EEEEN
EEEEEEEEEEEEEEEEEEE([ISth sEEEEEEEEEEEEEES
., A EEEEEEEEEEEEN SEEEEEEEEEEEEENEEEEEEN
EEEEEEEEEEEEEEEEEEEEEEN EEEEEEEEEEEEEER
EEEEEEEEEEEEN.

Documentation of Expenses

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEESESN EEEEEEEEEEEEEEEEEEEEEEEEEEEER
EEEl EEEEEEEEEEEEEEEEEEEEEEEE EEEEEEEEER
IIIIIIIIII[IIII] EEEEEEEEEEEEEEEN EEEEEERm
EEEEEEEEEEEEEEEEEENEEEEEEEENEENEEEEEEEEEEEER
EEEEEEEEEEEEEEEEENEEENEEEEEEEEEEEEEEE.

EEEEEEEEEEEENEEEEEEEEENEEEEEEEEEEE EEEEEHRm
EEEEEEEEEEEEEEEEEE EEEENEEEEEEEEEEEEEEEERN
EEEEEEEEEEEEEEEN EEEEEEEEEEEEEEEEEEEEER
EEEEENE EESEEEEEEEEEEEEEEEEEEEEEEEEEEN/EEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERE.

Reimbursements
EEEEEEEEE SN EEEEEEEEEEEEEEEEN/EEEN,

EEEEEEEEEEE NN EE NN NN SN NN NN EEEEEEEEEEN
EeEEEEEEE(30th EEEEEEEEEENES EESEEEEEENEEENEN
EEElSth eeeEEEEEEEEEEEEN.
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Guidelines for Travel Expenses

(R ERERERRRERARRERERRNERERERENRERERERERNRERE R
EEEEEEN EEESEEESEENESEEENEEEENEEEN EEEN, EEEN,
EEEEEEEEEEEN | EEEEEEEN | EENEEEEEEEEN|EEEN] EEN
R RRERERRRRERERERERRERERERERRRERERERERRHRRE
EEEEEEEEEEEEEEEEEEN EESEN EEESEEEEEEEEEEEER ]

EEEEEEEEEEEN SEEEN/EEEEN |[(EEEN]
EEEEEEEN/EEEN [mmmm]
Breakfast/lunch/Dinner [Amount]

EEEEEEEEEEEENEEEEEENEEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEN/EEEN.

Probing Closing Deals/Major Client Work
EEEN [mmmm] [mmmE]

Dinner [Amount] [Amount]

Miscellaneous Expenses

EEEEESEEESEEEN|(EEEN EESEN ENESEN EEEN EEEEEEEEN, E
EEN | EEEEEEEEEEEEEEEEEEEEEEEEN'EEEESG EEEE" EEE
EEEEEEEEEEEEEEEEN EEEEEEEEEEEEEEEEEENENEEEER
EEEEEEEEEEEEEEN.

Dress Code/Personal Appearance

EEEEEEEEEEEEEEEEEENEEEEEEEEEEEEEEEEEEEEEEEER
I R R R R R R R RRRRRRRRRRRRRRRRRRRRRERRREREBREE
, IHIHEEEEEEEEEENEEEEEEEEEEENEEEEEEEEEEEEEEEEEEHm
EEEEEEEEEN EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
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Exit Interviews

©
=+
”n

Resolving Problems

Housekeeping
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Payroll Advances

Office Monitoring Policy - Employee Use of Office Equipment, Telephone, Fax,
Computers, etc

EEEEEEEEEEEEEEEEEEEEEENEEE EEEEENEEEE EEEEN EEEHm
, IHIHE-EE Nl ESEEEEEEEEEEEN EENEEN EENEEEN EEESEEEEEER
EEEEEEEEEEEEEEE/EEEEEEEEEEEEEEEEEEEEEEEEEER
H EEEEEEEEEEEN EEEEEEEEEEEE EEEEEEEEEEEEEEENm
EEEEEEEEEEEENEEEEEEEENEEEEEEEEEEEEEEEEEEEEEER
EEEEEEEEEEEEEERE.

EEEEEEESN EEEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEERN
Al EEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEEEENEEEE EEBN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER

AN EEEEEEEEEEEEEEEEEEEENEEEEEEEEENEEEEN BEEEEERN
EEEEEEEEEEEEEEEEEES EEEN EEEEEEEEEEEEEEEEER

EEEEEEN SEEEN-EEEN EEEN-EEEN, L  EEEEEEEE EEEEEETHm

EEEEEEEEN EEEN EEEEEEEE.

EEEEEEEN/EEEN-EEEN; EEEEEEEEEEEEENEEN-EEEE EEE
EEEEEEEEEEEEEEEEEENEEEEENEEEEEEE EEEEEEEEEEEER
EEEEEEEN EEEEEEEEEEEEENEENEEEEE EEEEEEEEEEEEEHR
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEN EEEEEEEEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEERN
EEEEEEEEEEEEEEEEER.
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Unlawful use of telecommunications equipment

References

Return of Company Property

Security

Substance Abuse

EEEEEEEESEEEEEEEEEENEEEEEEEEEEEEEN, EEEN EEEEER

EEEEEEEEEEEEEEEEEEEEEEN EEEEEEEEEEEEEEEEEEER

EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESR
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IIIIIIIIIIIIIIIIIIIIIIIII[IIIIII
IIIIIII] EEENEEEEEEEEEEEEEEEEE EERN
EEEEEEN EEEEEEEEEEEEEEEENEEEEEEEER
EEEEEEEN ESEEE EEEEEEEN-EEEE-EEEHN
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Explanatory notes:

Employee handbook

General notes:

1. You are advised to amend this document only so far as to make it applicable
in the context of your business, industry ororganisaton. s s s s s s s s s = =
EEEEEEEEEEEEEEEEEEEER,.

2. A trial/probation period policy has been provided. References to this may be
deleted if not required. We however, suggest that you retain it forthe mm m m
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEEN.

3. Make it a point to have each and every employee acknowledge the receipt of
a copy of the Policy Manual or havingreadit s s s e e e e e EEEE. EEN
EEEEEEEEEEEEEEEEEEEEEEEEEEEEE EEEEEEEERN
EEEEEEEEEEEEEEEEEEEEEENEEEEEEEEEEEEEEEEHR

4. We have created policy headlines on the issues relating to Confidentiality,
non-compete and non-disclosure, you may have certain clarifications m m m m
EEEEEEEEEEENSEEEESEEEEENES EEEEEEEEEENEN-H
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENE
EEEEEEEEEEENER,

5. What we have defined and detailed as Travel, holidays, leave, medical,
insurance, absenteeism, lateness policies or other such headings are the
standard formats for providing facilities to the employees or making provisions
assuch. Inthe s e EEEEEEEEEEEEEEEEEEEEEEEENEEEER
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEN EEEEEEEEEEEENEEEEEEEENEEEEEEEEEEEHRm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEESRm
EEEEEEEEEEEEEEEEEEEER,.

6. This Manual has been prepared to provide you with a readymade set of policy
guidelines on the concept of employment practices. Youcan e e e e e E E N
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEHR
EEEEEEEEEEEEEEENEEEEEEEEEE EEEN EEEEEEER
EEEEEEEN,

7. With our document in your hand,youcanhave a s e e e e EEEEEEE NN
EEEEEEEEEEEESEEEEEEEESEEEEEEEEEEEEN/EEEN
EEEN EESEEESSEEESSEEESEEEEEEEEEEN, EEEEEEEEE
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8. Our document has been designed to helpusersinthe s e e e EE N ; e N
H, EEEEEEEEEEEEEEEEEEEEENEEN EEEEEEEEEEERm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEETERm
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEENEHR
EE.

9. The policy framework for s s s e EEEEEEEEEEEEEEEEEEEEESR
EEEEEEEEEEESEEEEEEEEEEEEEEENEEEN.

End of notes
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