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O U R  

O F F I C E
T I M I N G S
&  W O R K
G U I D E

TIMINGS

 

Official Work Timings are from 10:00 a.m. to 7:00

p.m. Monday to Friday.   However, you do have

access to the office 24X7 between Mondays to

Saturday. Should you [for some strange reason]

willingly, want to come to office on a Sunday, give

your manager a heads-up! 

 

Our clients start their day earlier and hence, all

team members are expected to be in office latest

by 10:15 a.m. every day. This not only ensures

prompt response but also helps us channelize

work. 

 

FLEXI HOURS 

 

At the time of joining the company, depending on

the role, you may have worked out a flexible time

arrangement. This would be for a fixed time

period and a fixed number of hours daily. Such an

arrangement would be on a case to case basis and

in rare cases, may be subject to change should the

business so require. Team members on flexible

hours / part-time may be required to come in

during core business hours in occasional cases,

with prior intimation. 

 

ATTENDANCE TRACKING

 

We’re not the kind of company that likes to keeps

tabs or aimlessly track attendance. Hence, we will

never track attendance on a daily basis. 

 

At the end of the day, what matters is that client

deadlines & project roll-outs do  not suffer. 

 

Should such a scenario arise and we [company or

line managers] feel taken for granted/ your

actions begin to impact work, this may lead to

managers taking action including re-alignment,

placing one on a performance improvement plan

or termination of employment in repeated

behavioural cases. 



O U R  

L E A V E  P O L I C Y  A N D
W O R K  G U I D E L I N E S
You’ve joined a place which believes that taking leave is important. It gives us our much-

needed break and space away from work. So find a hobby, take a break, have fun and be back

rejuvenated. If you miss work while you are on leave, please do not call or visit us. Take your

separation anxiety with you. 

 

GUIDELINES & INCLUSIONS 

All team members are eligible for 21 working days of ‘Paid Leave’ during a particular calendar

year and do not Include Saturdays and/or Sundays. This covers casual leaves and sick leaves as

well. Apart from the Paid Leaves, the company will announce a list of up to 10 holidays each

year. 

 

The leave policy shall follow a pro-rata allocation as per the calendar year i.e. January to

December and all team members shall be entitled to leaves on a pro-rata basis even during

their probation period. This rule is also applicable during 'exit period' and any pro-rata leaves

pending till the end of the calendar year will be adjusted as leave without pay during the

notice period.  There is no facility or option to carry forward or en-cash your leaves. 

 

Leave can be availed for a minimum of one full day. Considering our work schedules and office

hours, we’d rather have you take a full day off as opposed to a half day. Leaves should be

approved two days in advance.   Due to active client deadlines, leaves applied for during any

week where there are less than 5 working days would be at the sole discretion of the

manager. Ideally, no two members of the same department can avail of a block leave during

the same period. This comes on a first-come-first-approved basis. 

 

Any leaves availed without approval will be counted as leave without pay.  In case of an

emergency, speak to your manager and apply online before informing the team.

 

WORK IS CRAZY AT TIMES! 

If an event/ client job requires you be present in office on a pre-announced holiday [that are

part  of the leaves announced in a year], you can take a comp-off i.e. one alternate day which

can be availed by giving a three-day notice. We work in a world that thrives on servicing

clients and hence, on certain important project deployment dates, you may be required in

office on a Saturday/Weekend. Such occasions do not qualify for a comp-off. However, you

have our word that on these days, food is on the house! 



G U I D E L I N E S  F O R

W O R K  F R O M  H O M E
Defined as days when you are  not physically present at work but remain accessible, available and
actively manage work during the day from home. This option, though unlimited on the # of days one
can avail, is available in case of an emergency / unplanned situation & in cases where you believe
work productivity will be enhanced by doing so.  

 

WFH requests are to be applied for at least 2 working days in advance &

Would require your manager's approval on the online perk system. 

A report on the key deliverable/s achieved during the WFH day/period is to be

submitted at the end of the day on email. 

Carrying your company laptop to adhere to IT guidelines and ensuring access to the

Internet for the entire duration of work hours would be your responsibility.

 

Repeated failure to adhere to the above steps may result in WFH being treated as a leave

without pay with due notification. 

 

Work From Home requests in the following scenario/s may be rejected/disapproved

 

On days when you are unwell.  [Strict no to approvals]

Requests up to two days prior or post a block leave or privilege leave. 

When work report emails from previous WFH days have not been submitted. 

On days where the working week has 4 or less days. 

 

Note: Take online approvals on system before you inform the team to avoid Leave Sans Pay.

 

 

 

 

 



T H E R E  I S  M O R E
Peace Be With You

Sometimes, life brings us to a standstill and throws us into situations where we have to deal

with the loss of a family member. In such a case, you are entitled up to one calendar week of

paid leave. These leaves are not something you need to apply for and are over and above all

the leaves mentioned above. Family members are defined as parents, in-laws, siblings,

spouse and immediate grand-parents. 

 

Mandatory Leaves

If we see you becoming a workaholic, we may decide to send you on a 2-week mandatory

leave. This might happen if you do not avail leaves and almost half your leave is pending. In

such a scenario, you will not have access to office facilities and work email. But then, why

bring it to this point? Plan ahead.  

 

Sharing is good!

Here's the thing. If you have already availed your mandatory leaves of a minimum of 14

days, you can donate/pass on your remaining leaves to any colleague across the company.

You can only donate a maximum of 7 days of leave in a year to someone else. If you donate

leaves and need some yourself at a later date, you can either ask others for a few days or

accept a leave without pay for the extended leaves. 

 

Leave Sans Pay  

We are not huge fans of this. Actually, we prefer not doing this at all. But if you exceed your

leaves in a year or do not apply for leave using existing systems, leave without pay for the

# of working days that are applicable will come into effect even if you turn up to work. 



O U R  V I E W  O N

P R E S E N T E E I S M
Cough! Cold! Flu. Aachooo! Bless You! We’d like you to stay healthy. But sometimes, there

are just those days. So, here goes. Any medical leaves taken for 3 or more working days will

require a medical certificate that needs to be submitted in original within 2 days of you

joining back to your manager failing which, the leave will be counted as leave without pay for

that month. 

 

Presenteeism Might Actually Hurt You & Others

What’s that? It’s when you believe you need to come to work in spite of having an injury or an

illness. Instead of taking leave, you choose to come to office. If you are not feeling well, we’d

rather have you get well soon than spread a cold/flu virus. 

If you see a pattern in you falling ill, you need a doctor along with some soup! 

 

Coming to Work When You are Unwell

Here’s the thing. We don’t support this one bit! You are either fit & prepped up to give it

your best at work or you are not.  Work from home requests when you are unwell will not be

approved or entertained  unless you [absolutely if-I-don’t the earth will explode] have to!

The discretion stays with your line manager. Yes! We’d like client deadlines to be met but

not at the cost of your health. Plus the chaos that comes out of work done when unwell can

be catastrophic and may not be your best! What is however expected is that you give your

manager a heads up on your situation and see that work / projects are distributed among

other members in the team. 

 

Medical Aid

The office has a well-equipped medical kit. Should you however, want a certain medicine to be

kept in stock for an emergency situation, we will be happy to do so! Simply ask for it.


