
	
	
	
	
	

	
	
	
	
	

	
	
	
	
	Employee Classification 

Employee position Grades have been removed
Working Hours
24X7 support center and non-standard workweek.
Attendance and Absence 
Types of leave – 6 days of CL being credited every half-year.
Leave would be accounted as per the fiscal year.

Paternity Leave – from 3 days to 1 week.

Encashment of leave – on retirement/ resignation
Employment practices

Relocation –Terms changed 

Compensation & Benefits
Percentage of FB in the salary break-up has been removed.

Childrens Education Fund – Claim eligibility 
Interest Subsidy – Removed

Induction & Training 

Management meeting with the new recruit within 7 days of joining.
Career Growth

Promotions

Travel Policy


	
	
	
	
	Staff Welfare

Library books

Business Ethics & Personal Conduct: Dress code removed
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PREFACE

In every organization it is necessary to establish a framework within which the efforts of the employees can be directed in a manner that will advance both the objectives of the organization and the interests of the individual.

A Personnel Policy is a statement that provides direction and/or guidance on matters relating to human resources. All employees, and in particular, the members of the management, should make themselves aware of the personnel policies. The objective is to help every employee understand their situation in the organization better and also bring transparency and consistency in management across the organization.

This Manual has been prepared as a reference for every employee of the organization. It will also serve as an essential guide for all levels of supervisory personnel/members of the management. All supervisory/management personnel must familiarize themselves with the provisions of the policies in order that all personnel policies are administered fairly and effectively. All employees are required to follow current policies to the letter and spirit. Any exception to the policies contained herein requires approval from the Managing Director.

The policies/statements contained within this Personnel Manual do not, under any circumstances, constitute a promise or guarantee the right of any employee outside the employment contract. Changes to Policy Manual may take place from time to time in order to conform to the context, relevance and evolutionary needs and are at the discretion of the management.

It is expected that from time to time questions will arise concerning the application/interpretation of a policy.

If you have questions, please contact the following departments for information:

	Section
	On
	Responsibility (whom to contact)

	1
	Preface
	

	2
	Employee Classification
	HR

	3
	Employment Practice
	HR

	4
	Termination
	HR

	5
	Working Hours
	HR

	6
	Attendance & Absence
	HR

	7
	Career Growth
	HR

	8
	Reviews and Appraisals
	HR

	9
	Compensation & Benefits
	Finance & Accounts 

	10
	Reimbursements 
	HR, Finance & Accounts

	11
	Staff Welfare
	HR, Admin

	12
	Induction & Training
	HR

	13
	Travel
	Admin

	14
	Ethics and Conduct
	HR

	15
	Workplace Security
	Admin

	16
	Communication
	HR, Admin

	17
	Work Environment
	Admin

	18
	Transfers & Deputation
	HR


EMPLOYEE CLASSIFICATION

Statement of Policy 

It is the policy of company) to classify employees by the contract duration, the nature of work, the number of hours in which it is performed, and Position Grades.
Policy Administration

The Human Resources Department shall be responsible for the administration of this policy and will determine the appropriate employee classifications from time to time in consultation with the management.

Classification 

Full-Time Employee

Individuals employed for an indefinite period of time to work a standard number of forty- (40) or more hours per week, inclusive of holidays and leave, shall be classified as Full-Time Employees. All functional areas shall have Full-Time Employees and this will be the primary mode of employment.

Full-Time Employees shall not take up any outside employment, assignment, job work, occupation or vocation in a manner whatsoever with any other company, agency, firm, institution or individual without prior written permission from the Company. If they do so, the employee shall be liable to termination. 

For the purpose of compensation management, Full-Time Employees shall be further classified into different Position Grades. A table below lists current the Position Grades. 

Part-Time Employee

Individuals employed for an indefinite period of time to work less than a Standard Work-Week of forty- (40) hours, inclusive of holidays and leave, shall be classified as Part-Time Employees.

Part-Time employment shall require justification and approval from senior management staff.

Temporary Employee

Individuals employed for a limited period of time (not to exceed six months) to work a standard number of forty (40) or more hours per week, inclusive of holidays and leave, shall be classified as Temporary Employees.

Temporary Employment shall require justification and approval from senior management staff.

Trainee

Full-Time students enrolled in an accredited college/university may work for vocational purpose or otherwise, as special Temporary-employees, classified as Trainees.

Induction of Trainees shall not constitute a part of overall organizational plans. Respective managers are required to obtain senior management approval for any specific plan to take trainees.

Nominal Employee

A Full-Time employee on Overseas Deputation shall assume the status of a Nominal Employee at the commencement of Overseas Deputation and shall remain a Nominal Employee during the period of such absence.

Following shall apply in respect of nominal employment: 

a) Any nominal employment shall be covered by a suitable agreement with the Full-Time employee 

b) The work assignment, performance review, compensation, leave, other office rules and policies in respect of the employment shall be administered by and under the purview of the organization or body to which the employee is nominated.

c) Employee’s Leave Credit, if any, shall not be carried forward from the Full-Time to Nominal Employment. Neither shall the leave from nominal employment be brought forward to the Full-Time employment. Only Privilege Leave credit of Full-Time employment, suspended during the nomination term, shall recommence and be available to the employee on resumption of Full-Time employment

d) Employee’s membership with Provident Fund owing to employment shall continue during the term.  However there shall be no contributions to these accounts by the Company during this term.

e) Employee shall retain the Gratuity Benefit while listed as a nominal employee.  For the purpose of computation of the period for gratuity calculations, the time elapsed under the Term shall be included provided that the employee has resumed Full-Time employment upon return and worked for a period equal to the nominal employment period.

Employment Terms

As per the discretion of the management, new joinees may be taken on probation. 

Probation

New joinees may be taken on probation for a period of 3 to 6 months, from the effective date of joining, as indicated in their letters of offer. Probation period may be extended or reduced at the discretion of the management depending on the performance of the employee. During probation the appointment is terminable by the company or by the employee by giving one month’s notice without assigning any reason. 

Confirmation

An employee will be reviewed at the end of the probation period and a Confirmation Letter will be issued on satisfactory completion of the probation. In certain cases, the probation period may be extended for a specified period of time as maybe thought necessary.  

Trainees

Candidates fresh out of college are taken as Trainees. Trainees will be under probation for a minimum of 6 months, after which their review will be conducted. Confirmation would be based on a satisfactory review. 

WORKING HOURS
Statement of Policy

It is the policy of company to fix working hours depending on workload / work-process, customer needs, and for the efficient management of human resources.

Policy Administration

Every manager along with the Human Resources Department shall be responsible for the administration of this policy. Human Resources Department will determine the appropriate mechanism to monitor the working hours.

Standard Workweek

The Standard Work-Week shall be Monday through Sunday, beginning and ending at the midnight of Sunday and consists of forty- (40) hours of work.
The normal shift of the Company shall be five days a week - Monday through Friday - 9.00 a.m. till 5:30 p.m. (includes 30 minutes break for lunch between 1:00 pm and 1:30 pm)
It is recognized that employees may be required to stretch their work hours or, on certain days or be present either late in the evenings or early mornings. To facilitate this, flexibility in work timings shall be acceptable with the expectation that:
Total duration during the employee’s workweek is not less than 40 hours. 

There is about 6 hours overlap every day with Standard Work-Week timings. 

Non-Standard Work-Week/Additional Working Hours

As the company is providing 24X7 support services for customers in US, Middle East and Europe, employees would be required to work in shifts, as per the schedules given by the manager. 

ATTENDANCE AND ABSENCE

Statement of Policy

It is the policy of company  to record employee attendance/absence from work. The onus of registering attendance/absence shall lie with the employee.

Policy Administration

Human Resources Department shall administer the attendance/absence records and account for it through an appropriate mechanism. The authority to approve any absence shall be with the employee’s manager.
Definition of Attendance
Regular attendance shall be defined as 8 working hours during a day as per the shift timings defined for Standard Work-Week or as per the timing approved by the employee’s manager under Non-Standard Work-Week.

Attendance Registration
Recording attendance shall be a statutory and mandatory provision. All employees shall be required to mark their daily attendance in the Attendance Register, at the start of the shift.

Attendance Regularization
All employees shall be required to regularize any absence from work through the Leave Card. 

Advance Approval
Any absence, as far as possible, shall be with the prior sanction through the Leave Card from the employee's manager. When an employee could not take an approval in advance, he/she should make a sincere effort to inform his/her manager at the earliest. All post absence regularization must be done within 2 working days, failing which it may be considered as Leave Without Pay.

Employee Responsibility
Employees shall be encouraged to plan their leave in advance and be highly responsible so as not to impact the normal workflow.

Types of absences

Casual Leave 

All Full-Time (whether on probation or confirmed), Part-Time, Temporary, Contract, Trainee Employees shall be eligible for Casual Leave (ref: CL)  at one day per month  accruable as detailed below.

The minimum accounting unit shall be half a day of CL.

CL can be taken for a maximum of two working days at a time, and can be combined with holidays including weekly offs. However, CLs cannot be combined with Earned Leave (EL). This limitation of two working days may not, at the discretion of the management, apply in cases where the leave is for sickness. However, the employee may be asked to produce a medical certificate.

Casual Leave shall be credited, in advance on the 1st of April and September to an employee’s leave account. If an employee leaves in the middle of the half-year, his CL entitlement will be calculated on a pro-rata basis, and any excess availed as of the date of relieving, will be adjusted against EL at the time of leaving. In case there are no ELs in the leave balance, the employee shall pay salary in lieu of the excess CL availed, applied and recorded through Leave Application Forms. An employee serving notice period is not eligible for CL.

Unutilized Casual Leave shall automatically lapse at the end of the year (March).

Earned Leave

All Full-Time confirmed employees who have served more than 6 months with the company shall be eligible for Earned Leave (ref: EL).

Trainees, Temporary Employees or Full-time Employees on probation may also utilize Earned Leave under certain exceptional circumstances such as sickness, death in the family, academic examinations relevant to the employee's work, and/or marriage of the employee, but with explicit approval from their Project Manager.

Employees are eligible for twenty days of EL on working days for every completed year of service in the company. EL shall be credited in arrears at the rate of 5 days at the end of each quarter. In case the employee joins during the quarter, EL shall be credited on a pro- rata basis, rounded off to nearest one day, for that quarter. 

Earned leave can be accumulated up to a maximum of Sixty- (60) working days during the year; excess earned leave shall automatically lapse at the end of the fiscal year. 

Maternity Leave 

All full time women employees shall be eligible for Maternity Leave. Maternity leave of absence with full pay shall not exceed twelve (12) weeks within a twelve- (12) month period. A full time women employee shall be eligible for a total of 2 Maternity Leaves during her service in the company. 

MTP Leave of absence will be granted to a woman employee in case of voluntary or involuntary medical termination of pregnancy. Request for such leave shall be supported by documentary evidence from a doctor recommending the leave on medical grounds. MTP leave of absence, with full pay, shall not exceed three (3) weeks (including holidays) and must be availed immediately following the MTP. 

Paternity Leave

A male employee, on becoming a father, will be eligible for a Paternity Leave of 1 week, overlapping with the delivery period. The leave shall be a continuous one.

Sick Leave

There will be no separate provision for Sick Leave. The employee may use either Casual Leave or Earned Leave for absence due to illness. 

Encashment of Leave:

Unutilized Earned Leave shall be encashable only on retirement or resignation subject to the maximum of 40 days, but shall not be encashable if the Company terminates an employment.

Leave Record

Leaves have to be recorded and approved in the Leave card. Employee is responsible for getting approval and returning the card to HR. 

Payroll processing

The HR department will maintain the record of days present and leaves availed for each employee. Any unaccounted absences will be treated as leave without pay.
The accounts department based on the above calculation will prepare payroll work sheet.

EMPLOYMENT PRACTICES

Statement of Policy 

It is the policy of Oramasters Software India Private Limited  (Oramasters) to practice appropriate employment methods for recruiting new employees. The company ensures that all practices followed are as per the laws and the legislations of the country.
Policy Administration

The Human Resources Department shall be responsible for the administration of this policy and will determine the appropriate employment practices from time to time in consultation with the management. 

Job Opportunities

Oramasters provides online Oracle database services to Oracle users worldwide. The technical team consists of Oracle DBAs, with knowledge of Oracle technologies and related tools, Internet and Multimedia skills, and support staff for various functions.  

The trigger is a requirement for people, generated by the Project Manager/ Lead. This should have the skills, number of people, and the date by which they are required in the team and other relevant details. 

Sources
HR identifies the sources for obtaining suitable people, based on the requirement and the lead-time. Candidates may be obtained through scanning the databank, placement agencies, advertisements, or referrals.

Selection Process
The selection covers the recruitment of both technical and non-technical people meeting the following criteria:   

Technical: Engineering graduate with at least two years experience in related field.

Non-Technical: Graduate/Post Graduate with relevant experience in specified field.

Resumes identified from the various sources are short-listed based on Skills/ Educational Qualifications / Company History and Experience. HR and the Technical team will interview the short-listed candidates. The technical panel will consist of the Project Lead/ Manager or a team member recommended by the manager.

Candidates located in informed to present themselves in the office premises for the HR and Technical interviews. Preliminary interviews by HR and Technical team for outstation candidates are conducted over the telephone. 

Once a candidate is selected in both the HR and technical interviews, a meeting between him and the CEO is arranged. 

An outstation candidate coming to meet the CEO for a final interview is eligible for reimbursement of travel fare up to II A/C by train, at actuals. He will be reimbursed after submission of bills supporting the same. 

Based on the feedback from the CEO, an offer of appointment to join the Company is released to the candidate, or his candidature kept on hold for future requirements, or a regret letter is sent to him/her, as is the case.

Minors

As a policy, Oramasters does not recruit minors for its services. All employees in the company are above 18 years of age. 

Re-hiring

Oramasters, where suitable, will re-hire people who worked with the company in the past. The decision to re-hire a person depends on the management.

Relatives

Employees may recommend their relatives for employment in Oramasters. The candidate will be selected if he/she is found suitable for the position. However, the new employee should not be reporting to the employee who has recommended his/ her selection, and should be working in different teams. In the event that two employees of the company marry each other, they should neither be working in the same team nor report to each other. 

Equal Opportunity

Oramasters believes in giving equal opportunity to all the people willing to join Oramasters, whether they are physically handicapped, men or women, senior citizens, ex-service men. Selection of people is entirely based on their performance in the interviews and suitability for the position.  

Employee Referral Policy

The organization encourages current employees to recommend personnel who would be suitable to join the Oramasters team and fit well in the work environment. Employees should propose resumes of individuals whose professional skills as well as personality are well known to them.

The employee is eligible for a referral bonus if the candidate’s resume was not submitted to the company earlier, either directly or through any other agency and if the candidate joins the company. The employee should be employed with Oramasters when the bonus amount is being released. 

The referral bonus amount is - Rs. 5,000/- for a person hired for a non-managerial position and Rs. 10,000/- for a person hired for a managerial position. 

The referral bonus is not given when -

The candidate is hired / appointed to work under the employee in his/her team

The candidate serves less than 6 months with the organization 

The candidate is appointed as a temporary employee

Employees of the HR team are not eligible for the referral bonus.

Relocation

Employees joining Oramasters, Hyderabad from other locations in India may  apply for relocation benefits. 
The company will reimburse expenses towards relocation, at actuals for  the following :

1. Tickets for the family (spouse and children) – The Company will reimburse for tickets upto/ by II a/c train fare. 

2. Rs. 150 per day as Journey Allowance

3. Transportation of personal effects:

	S No
	Distance (in Kms.)
	Maximum Amount (in Rs.)

	1
	<1000
	3000

	2
	1000 - 2000
	6000

	3
	> 2000
	10000


The employee has to submit his Reimbursement statement along with the bills.

All relocation expenses reimbursed by the company to the employee, will be fully refundable to the company should the employment of the employee with the company cease for any reason whatsoever, before the end of 12 months of full-time service. The company will deduct this amount from any monies due to the employee.  

In case of any government regulations applying tax on the relocation reimbursement, such tax will be payable by the employee.

COMPENSATION AND BENEFITS

Statement of Policy

It is the policy of Oramasters Software India Private Limited  (Oramasters) to base salaries on the nature and content of the job performed and the salaries paid by the industry for similar work.

Policy Administration

Human Resources Department shall be responsible for providing a compensation survey, and recommendation of the benefit structuring and compensation mechanism to he senior management for review and approval.

Finance and Accounts shall recommend the compensation structure in terms of the provisions of the Income Tax Act and will be responsible for disbursement of compensation.

Components of Compensation management

The compensation revisions shall take into consideration components like performance ratings, organizational value, inflation, market adjustments (if any) and promotions.

Compensation Structure

The structure of compensation shall allow flexibility only within the provisions of the Income Tax Act and other laws and shall be reviewed periodically by Finance & Accounts.

Confidentiality

It is the responsibility of every employee to respect the confidentiality of his/ her salary information. 

Benefits Structure

Structure of benefits shall be largely guided by statutory provisions and may change to accommodate the interest of the employees or changes in the legislation. Employee benefits are structured as Standard Benefits and Flexible Benefits.

Standard Benefits 

To provide long term benefit plans to employees which will assist them in meeting their financial needs during/after their retirement and to provide financial assistance to their nominees in case of death of an employee. Types of Standard Benefits shall be Provident Fund (PF) and Gratuity.

Provident Fund

Statement of Policy

It is the policy of Oramasters Software India Private Limited to provide a long-term savings plan with matching contributions from the Company and the employee administered under the Employees Provident Fund & Miscellaneous Provisions Act, l952.

Eligibility

All Employees, whether on probation or confirmed, are eligible. This scheme shall be applicable from the first day of joining the Company.

Benefit

The Company shall contribute 12% of the basic salary per month, for each employee.  The Company shall also deduct an equivalent amount every month from the employee's salary and remit both the amounts to the fund with the office of the Regional Provident Commissioner, Hyderabad. The contributions so made are credited to Provident Fund (PF) and Family Pension fund (FPF) account of the employee. The company also contributes to Deposit Linked Insurance Scheme (DLI). This benefit can be availed:

· On retirement from service, the employee will be eligible 

a) To claim the amounts credited to his / her PF account and 

b) Will be paid a monthly pension from the FPF account. 

· On resignation / termination of service (an employee leaving the Company)

a) The PF and FPF are transferable to the accounts with the new employer, or

b) The employee can claim the amounts credited to his/her PF account.

· In the event of death of an employee, 

a) The nominee shall be paid an Assurance Benefit under the DLI Scheme that is linked to the average balance in the PF Account.

b) The nominee can claim the amounts credited to the employee’s PF Account.

c) The nominee will be paid monthly pension from the FPF amount.

Procedure For Claim

The fund shall be administered by the Regional Provident Fund Commissioner and will be disbursed to the employee/nominee of the employee on retirement/ termination / death etc. Permanent withdrawal of funds and Interest free loans can be availed from this fund towards prescribed expenses, on fulfilling the required terms and conditions under The Employees Provident Funds & Miscellaneous Provisions Act, 1952.

Gratuity

Statement of Policy 

It is the policy of Oramasters Software India Private Limited to make provisions for payment of gratuity for long service to the organization, at the end of service by the employee.

Eligibility

All Full-Time Employees having completed a minimum of one (1) year of employment are eligible for this benefit.

Benefit

The Gratuity plan shall be administered through the Oramasters Gratuity Trust and Life Insurance Corporation (LIC) of India. The company makes the necessary contributions to the LIC of India.

The employee shall be eligible to claim the amount under the following conditions:

a) The employee has to put in a minimum of one (1) year of service in Oramasters. The period will be calculated from the date of joining the company as a probationary or confirmed employee.

b) Gratuity shall be calculated at fifteen days basic salary, at the last basic salary drawn, for each year of completed service up to the maximum allowed under the law 

c) The employee will be able to claim the benefit only after his/her retirement from / termination of services.

d) In case of death of an employee, the nominee of the employee will be entitled to the benefit. The minimum employment of one (1) year in the Company is not applicable, in case of death of an employee.

Procedure For Claim

When an employee or his/her nominee becomes eligible to receive gratuity benefit, the trust puts in a claim with the LIC of India. Gratuity amount shall be paid to the employee or his/her nominee after the completion of processing requirements.

Flexible Benefits

Flexible Benefit shall be a component of salary that enables employees to have flexibility in utilizing the eligible amounts and to plan their tax liability. The eligible amount under this plan will be paid to the employee irrespective of whether the amounts towards the expenses enumerated here under, were utilized or not:

1. Medical Expenses Reimbursement

2. Reimbursement of work-related books/magazines/compact discs

3. Reimbursement of Children Education Fee

4. Leave Travel Assistance (LTA)

5. Reimbursement of expenses on academic pursuits

Performance Bonus

Statement of Policy

It is a policy of Oramasters Software India Private Limited to enable employees to have flexibility in terms of utilizing the eligible amounts, so as to plan and minimize their tax liability.

Eligibility

All Full-Time Employees are eligible to utilize the Flexible Benefits plan.

Concepts

Following concept of Flexible Benefit (FB) shall apply to every employee:

a) The FB plan covers Medical Reimbursement, Books/Magazine Reimbursement, Children’s    Education   Fee Reimbursement, Leave Travel Assistance and Pursuit of professional upgradation.

b) An employee shall be allowed to use the eligible amount towards any of the benefits under the FB Plan depending on his/her requirement. However, the maximum amounts exempt under the Income Tax Act may differ from the eligibility and shall be enumerated against each expense.

c) The amount eligible towards FB will be paid monthly irrespective of it having been utilized.

d) Utilized amount of the Flexible Benefits shall be considered towards exemption from income tax as applicable under each expense.

e) As all the amounts are settled and tax exemptions accrued during the financial year, there will be no carry-forward of medical reimbursement or Leave Travel Assistance to the following financial year.

Medical Expenses

Statement of Policy 

It is the policy of Oramasters Software India Private Limited to reimburse medical expenses incurred by the employee and his/her dependents as a part of Flexible Benefit component of the salary.

Eligibility

 All Full-Time Employees whether on probation or confirmed services are eligible for this benefit. The scheme covers the employee and his/her dependents

In case the employee's spouse is employed and having any medical benefits scheme, the employee is required to choose one of the two schemes and make a declaration to this effect.

Reimbursement

Reimbursement shall be admissible to the extent of medical expenses incurred and any purchase of medical insurance policy by the employee for himself/herself and dependents up to a maximum of the entire eligible amount under Flexible Benefit Plan per year.

Dependents

Dependents shall be defined as:

a) Employee's spouse and dependent children, if any.

b) Parents, and brother and sister of the employee, who do not have adequate source of income for subsistence.

Coverage of Medical Expenses

Expenses incurred on medical treatment under the supervision of a registered and qualified doctor for any of the following are reimbursed on actuals against valid prescription and bills/receipts:

a) Domiciliary Benefit - medical treatment for any illness/disease/injury taken while at home. The benefits include reimbursement of doctor's consultation fee, diagnostic expenses and cost of medicines.

b) Hospitalization Benefit - medical treatment for any illness/disease/injury taken at any hospital/nursing home/clinic. The benefits include reimbursement of hospital room/ nursing home charges/consultation fee/diagnostic expenses and cost of medicines.

c) Maternity Benefit - This includes reimbursement of hospital room/ nursing home charges/ diagnostics/ cost of medicines and delivery charges.

Exclusions

Where an employee purchases a hospitalization benefits/medical insurance policy the Company reimburses the insurance premium, any illness/disease/injury covered by the insurance policy and the expenses incurred on such illness/disease/injury can be claimed from the concerned insurance company only and not from Oramasters.

Benefit

All employees are entitled to claim medical reimbursement

A statement of expenses should be submitted in the prescribed format along with bills and prescriptions, to avail exemption from Income Tax. The current exemption is Rs. 15,000.

Procedure For Claims

Claims are processed once in a quarter. Employees may submit claim with the necessary prescriptions, bills, receipts, etc. to the Finance & Accounts Department in the prescribed form. The employee must ensure that all prescriptions are from registered medical practitioner and that all bills/receipts submitted are valid.

Purchase of Books and Magazines

Statement of Policy 

It is the policy of Oramasters Software India Limited to reimburse expenses on account of purchase of Books/Magazines/CD’s as a part of Flexible Benefit component of the salary.

Eligibility

All Full-Time Employees, whether on probation or confirmed services, are eligible for this benefit.

Benefit

 The eligible amount under the scheme shall be Rs. 6000 per annum.

Procedure For Claim

The claims are processed at the end of each quarter. The employee must submit the claim in prescribed format along with the original bills to Finance & Accounts.

Children’s Education Fund

Statement of Policy 

It is the policy of Oramasters Software India Limited to provide reimbursement of certain expenses to meet the education of the employees’ dependent children as per Income-Tax Act and as a part of Flexible Benefit component of the salary.

Eligibility

All Full-Time Employees, whether on probation or confirmed services, are eligible for this benefit.

Benefit

The employee shall be eligible to claim exemption from Income Tax to a maximum of Rs. 100 per month per child for a maximum of 2 children. For employees with child/ children staying in a hostel, the exemption amount shall be Rs. 300 per month per child for a maximum of 2 children.

Procedure For Claim

The claims are processed once in a quarter. The employee may submit the claim in prescribed format along with the original bills to Finance & Accounts.

Leave Travel assistance

Statement of Policy 

It is the policy of Oramasters Software India Limited to support Leave Travel Assistance (LTA) as provided by Income-Tax Act and as a part of Flexible Benefit component of the salary.

Eligibility

All Full-Time Employees on confirmed services are eligible for LTA for themselves and their dependents.

Benefit

The procedure for availing LTA is given below:

a) A statement of expenses is required to be submitted in the prescribed format to avail leave travel assistance and also to claim exemption from Income Tax.

b) Exemption from Income Tax shall be limited to travel expenses (on actuals), up to economy class air fare, by the shortest route, to any one place in India and shall be allowed for the first two (2) LTA claims in a block of 4 years starting from 1994. Travel can be made to any place in India to avail this exemption.

Procedure For Claim

Claims are processed as and when the LTA is availed. The employee should submit his/ her claim with the necessary copy of the tickets, receipts, etc., to Finance & Accounts after the LTA is availed. The employee has to ensure that he/ she has a copy of the valid tickets / receipts with date.

Academic Pursuits

Statement of Policy 

It is the policy of Oramasters Software India Limited to encourage employees in their academic, research and training pursuits and upgrade their skills in their respective fields as provided by Income-Tax Act and as a part of Flexible Benefit component of the salary.

Eligibility

All Full-Time Employees on confirmed services are eligible for reimbursement of expenses incurred for academic, research and training pursuits in educational and research institutes.

Benefit

Reimbursement shall be admissible for the amount of career pursuit expenses up to a maximum of all amounts under the Flexible Benefits plan and as provided under the Income Tax Act.

This benefit is exempt from the calculation of taxable income.
Procedure for claim

Employees are to submit their claims along with the original bills to Finance & Accounts Department.

Performance Bonus

This benefit shall be linked to the collective performance of the Company to which the employee is a contributor. The eligible amount shall be announced from year-to-year depending on the performance of the Company

INDUCTION & TRAINING 

Statement of Policy

It is the policy of Oramasters Software (India) Private Limited to facilitate the induction of new employees into the system. The company realizes the need for continual training programs for the development of the employees. 

Policy Administration

Human Resources Department is responsible for the administration of the policy. Training programs for technical skills will be conducted in coordination with the Project Manager. 

Induction

All new employees undergo Induction within three days of joining Oramasters. During the induction period, the HR will inform the new employee about processes in the company and introduce him/ her to all the team members. The company provides certain basic facilities such as a workplace, a system, storage space, stationary, and ID card etc. to all new employees. The new employee will have a meeting with his/ her reporting manager and is inducted into his role. 

A Buddy is assigned to the new employee from the same team. Buddy is a person who helps the new employee understand the company culture, processes and makes him comfortable with the team. 

The Management will meet the new employee within 7 days of joining to talk briefly on the Company’s Vision, Mission and Goals. 

Training

Oramasters encourages employees to obtain formal training in various skills each fiscal year. Training programs are conducted to develop the skills and the knowledge of the employees at all levels in the organization. Training is provided to build the skill base of the organization, to fill the specific needs of the projects, and to develop the skills of the employees. 

The training for the organization is performed in accordance with the organization's training plan. The plan covers all aspects starting from identification of the training requirements, preparing and announcing the training calendar, nomination of participants, coordination for faculty, collating the feedback and evaluation of the effectiveness the training program. 
Identification of Training Needs

Training needs are identified at various stages. New employees go through a pre-defined training program as soon as they join. Their needs maybe identified while recruiting. Training needs for existing employees, at all levels, are identified at various stages like performance appraisal, project requirements, employee’s request for training or as recommended by the Manager etc.,  

Nomination of participants

The training calendar is finalized on the consolidated training requirements and the Managers can nominate the employee(s) who can attend the training sessions. 

For external training programs/Seminars that are conducted in other cities/locations, the Project Lead will nominate the employee who can be sent for the training program. The employee has to disseminate the knowledge acquired in the training program/ seminar within 3 days of his return.

Faculty

Internal faculty conducts training, but if an external faculty is required for the training program. HR and the Training Coordinator will arrange for the faculty. Based on the training needs and the availability of skills within the organization, the Project Lead shall recommend the faculty for Technical training. Wherever applicable, internal faculty is used. In case the requisite skills are not available in-house, the HR/Project Manager shall identify an external expert consultant. 

Respective Project Leads shall identify the public training programs and seminars appropriate to the training needs of the team. Project Manager/HR shall assist them in this activity by providing brochures or information received from external training agencies/consultants.

Feedback and Evaluation

Feedback is collected at the end of each training session by the training coordinator from the faculty and the participants. 

The training program is evaluated on a periodic basis for consistency with, and relevance to, the organization's needs. 

CAREER GROWTH

Statement of Policy

It is the policy of Oramasters Software (India) Private Limited to encourage growth of the employee in their tenure in Oramasters. 

Policy Administration

Human Resources Department and the reporting manager are responsible for administering this policy through appropriate mechanisms. 

Job Mobility

Oramasters encourages its employees to build their career at Oramasters as they move from one job to another for which they are qualified through transfers or promotions. The company realizes that it is in its interest to let the employees learn and expand their capabilities by working in different jobs within the company. Movement of an employee into a position that more closely meets his/her evolving skills and interests, and which the employee can make his/her most enthusiastic contribution, is an obvious benefit to both the employee and the company. 

Performance Review Policy

In accordance with the Oramasters Performance Review policy, performance appraisal will be conducted for all existing and new employees twice a year – in June and December. Provided that they have been employed for a minimum period of 2 months – i.e, if they have joined on April 1 and October 1 respectively. 

Bonus will be determined on an individual basis based upon performance as well as the financial results of Oramasters.

Performance Bonus

All employees are eligible for the performance bonus program as may be notified by the Company from time to time. Payment of bonus and/or the amount thereof varies in accordance with the employee’s performance and the company performance. 

Annual Increment

Employees are eligible for an increment in their salary based on their annual performance review conducted in December. Salary increments during any other time of the year require the CEO’s authorization.

Promotions

Promotion of an employee to a higher designation is based on the performance review, tenure in the company and availability of a position in the hierarchy. As per the management, an employee maybe promoted even when there is no position at the higher level. 

REVIEW AND APPRAISAL 

Statement of Policy

It is the policy of Oramasters to conduct Performance Review and Appraisal of all its employees at a prescribed frequency. Performance appraisal is a continual process of evaluation of accomplishments and potential for development of employees. The organization recognizes the need for every employee to receive feedback on their performance in respect of expectations and assigned tasks as a basis for future improvement. 
Policy Administration

The performance appraisal mechanism, process and successful monitoring are the responsibility of HR. The implementation of the process is the responsibility of every reviewed employee and every reviewing manager. Reviewers, at their discretion, may involve a representative from HR in the actual review process.

Review Objectives

The primary objective of the performance review process is to assist the employee and management in increasing their overall effectiveness on a continual basis. 

Also, managers and employees both need to communicate about Organization goals and objectives, employee's duties, expectations for employee, feedback on performance, career planning for employee, training and development, Recognition, Correction, Planning, Pay increases, and layoffs. 

Review Frequency

Performance reviews will be done bi-annually for all employees, in the months of June and December. The employee should have completed more than 3 months with the company at the time of the review.

The performance review for trainees and employees on probation, who have completed their 3 months of tenure, is done at the end of their traineeship/probation period. 

Review Process 

Beginning of every quarter expectations are defined by the manager with the employee. The manager rates the above at the end of the quarter. 

The half-yearly performance appraisal would consist of self-appraisal and appraisal by the employee's manager. The employee shall discuss his appraisals in the review meeting with his reporting manager. The discussions should cover accomplishments, as well as shortcomings, so that the positive aspects of job performance are reinforced and unsatisfactory performance is targeted for improvement. The employee shall be given the opportunity to examine the written evaluation, and make written comments concerning any aspect of the evaluation. 

The Performance review will be forwarded to the HR for record and necessary action. 

Unresolved Differences

If the written evaluation contains a comment or rating which the employee believes is unfair or unjustified, and the matter has not been resolved to the employee’s satisfaction, he/she may take further action by writing to the next level Manager stating all the facts and asking for a review. The next level manager will arrange for a meeting with the reviewer and the reviewed in his presence. He shall then, submit a written decision to the reviewer.

If the employee believes the matter still has not been resolved in an equitable manner, he/she may write to the HR stating all the facts and requesting a review.

HR will conduct a review with the CEO and prepare a final written decision and distribute it to the employee and all related levels of management. This review is the final level of the appeals process.

TRAVEL 

Objective

This is only a summary of the major policies affecting employees and the day-to-day operations of the company. The objective is to provide employees with an understanding of the various policies in effect for travel, visa process, lodging and boarding, salary, advances, immigration, work locations and relocation. Clarifications may still be required and will be provided by the concerned employee/ group as and when required. A copy of the policy document will be given to every employee before he/she travels, but shall remain the property of the company.

Domestic Travel

Statement of Policy 
It is the policy of Oramasters Software India Private Limited to provide employees with reasonable comforts while they travel on official work.

Policy Administration
All travel requests require approval from employee’s manager. The employee will submit his Travel Sanction Form, duly attested by his Manager to the Travel Department. Travel Department is responsible for making the travel arrangements as per the policy. Finance & Accounts Department shall be responsible for disbursing fund for travel as well as for overall budgetary monitoring.

Guidelines 

· All amounts, except the Daily Allowance indicated in the policy, are maximum amounts up to which reimbursement of actual expenses is made. 

· Allowances will be the same for both long term (more than 3 months) and short-term (less than 3 months) travel.

· Reimbursement of travel expenses is made only against valid receipts and bills. 

· Higher mode or class of travel needs to be specifically sanctioned by the employee’s senior manager depending on the circumstances. 

· The employee on tour is expected to exercise discretion on travel expenses. 

· The Ravel Expense Report shall be submitted immediately (within 3 days) upon return. 

Mode Of Travel

The preferable mode of travel shall be by air or by train. Domestic Travel by road may be used only when necessary. 

Allowances on Travel

The Daily Allowances on domestic travel is Rs. 600. Daily Allowance for stays of 6 hours or less will be Rs. 300.

The prescribed forms for obtaining Domestic Travel Approval and submitting statement of Domestic Travel Expenses, given at the end of this section, should be used.

Telephone Expenses:

Actual telephone expenses would be reimbursed for calls to their residences only in case the stay is for more than 4 days.

Advances

The requisition for travel advance should come at least 2 working days in advance so that the necessary arrangements for cash/traveler’s cheques can be made. The (Reasonable) amount of sum that may be advanced by Finance & Accounts Department to the employee in order to facilitate Domestic Travel would depend upon the duration of travel at per diem rate and lodging charges depending on the place to visit and the status of travel arrangement.
Travel advance exceeding Rs 5000, if needed, shall be in the form of traveler’s cheque. 
It is required by the Finance & Accounts Department that the sum advanced for Domestic Travel be accounted by the employee through Travel Expense Report (Domestic/Overseas Travel) form, immediately upon return.
Attendance Regularization 

Employees on Domestic Travel should use provision for On Duty absence to regularize attendance record immediately on return.

Overseas 

Statement of Policy 

It is the policy of Oramasters Software India Private Limited to provide employees reasonable comforts while they travel abroad on official work.

Policy Administration
All Overseas Travel requests to Travel Department shall require approval from employee’s manager. The Travel Department shall be responsible for making the travel arrangements including Work Permit/ Visa. The senior manager in charge of Travel shall have the authority to permit or postpone Overseas Travel depending on the status of arrangement of accommodations and transportation for the traveling employee. The request for travel arrangements has to come at least 15 days in advance.

Finance & Accounts Department shall be responsible for disbursing funds for travel as well as for overall budgetary monitoring.

Work Permit and Visa processing
Work permit and visa process are specific to each country. The process and relevant documents required will be available in separate documents. The Travel Department can be consulted on all the queries.

The usual time taken for processing work permits is 6 to 8 weeks. Query cases will extent to another 15 days than the normal cases.

The Travel department will inform about the documents, specific to a country. These documents should be in original form with the employee, whether he is in India or abroad. 

Spouse Visa:

Spouse visa can be considered if the employee is relocating on a work visa and the duration of stay is more than 6 months. Processing of spouse visa will be as per the country. 

Medical Insurance

The company provides for medical insurance for employees traveling on short-term assignments. The insurance is valid for the period of stay. Employees on long-term assignment are required to take a medical insurance from a local company at the customer location. 

Travel Route & Class
The company will organize and pay for one-way travel for the employee only. The company pays for return tickets when the project assignment has been completed. The stated policy is applicable for each long-term overseas project assignment. 

The company shall make necessary travel arrangements for the professional from his base (place of posting) only, by economy class or excursion fare. All travel shall be through the shortest possible route. Air travel not exceeding 12 hours shall be by economy class. Longer travel, exceeding 12 hours of journey, for short duration of stay, may be in higher class. The company will decide the airlines and route for travel. Any deviations in the route/ airlines requested by the employee must be approved and the fare differentials, if any borne by the individual. 

Travel within India, including travel to obtain visa for overseas assignments, will be as per the Domestic travel rules. 

Unused return tickets should be returned within the stipulated time. The company shall pay airport taxes as and where applicable. However, in case of any deviation sought by the employee such as change of route or stopover, the amount paid as airport taxes enroute should be borne by the employee. 

Salary/ Allowances

Long-term Assignments – Salary
Employees on long-term assignments will be given monthly salary. The salary amount is based on the policy for overseas salaries. The amount will be informed to the employee before his travel.

Short-term Assignments - Daily Allowance

Employees on short-term assignments will be given a daily allowance/ per diem. The per diem shall be admissible depending on the cost of living prevailing in the country of visit.

Daily Allowance (per diem) for visit to USA shall be US $50 per day including the holidays in USA. 

Daily Allowance shall not be admissible if the employee is on leave during Overseas Travel except when the leave is due to sickness certified by a medical professional

Accommodation

Reasonable arrangement or provision thereof shall be made for the accommodation of employees on Overseas Travel through the Travel Department.

Work Assignments and Work location

The company will determine assignments and work locations that depend on business necessities as well as an employee’s skill. All employees are required to relocate to different work locations / assignments as deemed necessary by the company.  Frequent relocation is intrinsic to the nature of the Information Technology industry and must be appreciated by all. After completion of an assignment, every attempt will be made to place the employee at a suitable project in the same location. If that does not materialize within a maximum period of two weeks, the employee will have to move to another location / assignment, as determined by the company.  As will be appreciated by all, this is in the best interest of the employee and the company.  Any delay on part of the employee in moving to a new location /project will be considered as leave of absence. 

Appraisals and Salary revisions 

Performance will be reviewed (self-appraisals and performance evaluation) on a periodic basis and salaries revised accordingly. The process followed is similar to Performance Appraisal conducted in India. All salary revision will be effective only when the employee is productively deployed.

Leave and Holidays

Leave

The policy for Earned Leave in India will be applicable for employees on overseas assignments. Casual Leave and company holidays will be as per the policies at the client site. 

The employee should take approval for vacation from his/her manager in India, the reporting manager at client site, and inform all the concerned people. 

Employees are encouraged to plan their leave in advance and be highly responsible so as not to impact the normal workflow.

National Holidays
The national holiday provisions of the onsite customer govern onsite employees. Onsite employees will enjoy all national holidays applicable to the client.  

Attendance Regularization 

Employees on Overseas Travel should use provision for On Duty absence to regularize attendance record immediately on return.

Reimbursements

All claims towards expenses incurred on official work shall be reimbursed against bills/ vouchers, with management approval. The claims should be submitted in the required format (Reimbursement form) and accompanied by the original receipts. The claim will be settled within ten days of receiving a complete and valid claim. An employee must submit original receipts along with the reimbursement report.

Others

Employees are advised to take global credit cards for their convenience. 

Based on the role of the employee, the company may provide for beeper/ mobile phone/ laptop, if required. 

STAFF WELFARE 

Statement of Policy

It is the policy of Oramasters Software (India) Private Limited to suitable take measures for the welfare of the employees. 

Policy Administration

Human Resources Department and Operations shall administer the policy by appropriate methods or schemes. The authority to approve or discontinue any scheme shall be with the management. 

Company get-togethers

The company will organize for trips to outdoor locations within the city or around the city for all employees once every quarter. 

Food & Coffee

Subsidized lunch at Rs. 150 per month is provided to all employees between 1:00pm and 2:30pm from Monday through Friday, barring holidays. The employees can have coffee from the coffee dispenser in the premises. 

Library

The company library has a large collection of technical books and manuals relevant to the employees of Oramasters. Any employee who feels that certain books can be added to the library may forward their request to the Librarian through their Project Leader.

To borrow the books, the employee has to write details of the book(s) being borrowed/ returned in the Library Register. 

Books from the company library cannot be taken out of office. The employees have to return the book before end of day.

Regular feedback on any of the facilities provided can be sent to the Operations team. 

REIMBURSEMENTS

Statement of Policy

It is the policy of Oramasters Software (India) Private Limited to reimburse expenses incurred by the employees while on office duty. 

Policy Administration
Finance and Accounts Department shall administer the reimbursement of expenses to the employees upon submission of relevant forms. 

Conveyance

Employees may use the office vehicle for official travel within the city depending on availability. If alternate mode of transport is used, reimbursement could be availed at the following rates:

Auto – Actual fare

Two Wheeler – @ Rs.2.50 per km

Four Wheeler – @ Rs.5.00 per km

Employees who have been provided a company car would not be entitled to claim any conveyance reimbursement beyond the maximum monthly entitlement specified in their employment letter

Food Expenses

Employees working late hours, for more than 3 hours after the usual working hours or 8pm, whichever is later, or on holidays, on explicit e-mail or written request of their manager, may claim reimbursement of expenses towards food, up to Rs. 50 per day, at actuals. To claim reimbursement, the employee should submit the duly filled and attested Reimbursement Form to the Accounts Department. 

Others

Employees are eligible for claiming reimbursements for expenses towards LTA, Medical, Child Education Fund, Books and Periodicals and Professional Development. For more details, please refer the policy on Compensation and Benefits.  

TERMINATION

Statement of Policy 

It is the policy of Oramasters Software India Private Limited  (Oramasters) to ensure a smooth exit of its employees who have been terminated or have resigned from the services of the company. 
Policy Administration

The Human Resources Department shall be responsible for the administration of this policy and will coordinate with Finance and Accounts for the release and settlement of the all dues with the company at the earliest. 

Submission of Resignation

In the event that the employee decides to resign from the company, he/ she is required to send a Resignation Letter to the HR group through his/her manager.

Disciplinary Grounds

Employees may be terminated/ asked to resign, as required, by the management on disciplinary grounds. When an employee is terminated, his /her notice period maybe waived off by his/ her Manager, or he may serve till such time the management feels as necessary. 

Notice Period

An employee who wishes to resign from the company has to give a minimum notice period of 1 month. Accrued leave cannot be adjusted against the shortfall in notice period and the notice period has to be served fully before being relieved from the services of Oramasters. 

Oramasters reserves the right to terminate the services of an employee whether by giving one month’s notice or one month’s salary in lieu of notice.

Notice period of an employee may be waived as per his/ her manager.

Exit Process

When the employee’s resignation is accepted, HR will inform the Systems, Operations and Accounts Teams. 

The employee is expected to transfer project related knowledge to his manager or a team member identified by the manager. He/ She may also need to train a team member incase he/she possesses special knowledge.

HR or a Senior Manager will conduct the exit interview of the employee. Exit Interview is conducted to understand the reasons for the resignation, to obtain feedback on the organization and areas for improvement. 

The employee has to return any CDs/ Floppys taken, and a backup of relevant data from his system will be taken. He/ she will be asked to forward customer or business related emails and other information to an identified team member of to the manager.

Employee has to return office stationary, workplace keys, library books, ID card and other office property to Operations.

Dues with Finance and Accounts will be cleared while his payments are processed. 

Settlement Procedure

HR will get clearance from all concerned departments on the No Due Certificate 3 to 4 days prior to relieving date. The clearance form will be submitted to the Finance & Accounts for final settlement. Final settlement will be made within 10 days of relieving and sent to the employee along with the settlement details, Form 16, Relieving Letter and Experience Letter. 

BUSINESS ETHICS AND PERSONAL CONDUCT

Business Ethics and General Guidelines

Oramasters sets moral standards and upholds ethical business practices. Employees must understand confirm to law, to custom, if within the law, and to human values. Oramasters’ values of integrity, mutual respect, teamwork, communication, and innovation are the overriding principles that guide the company in business conduct. An employee’s behavior on job and in conduct or in Oramasters business is a direct reflection on the company, hence he/she should avoid or correct any situation in which he/her actions might adversely affect, publicly embarrass or discredit Oramasters.

Ethical Standards

Oramasters expects all employees to adhere to all laws applicable to the business and to observe the highest standards of business ethics. Each employee is individually responsible for meeting this obligation and exercising sound and mature judgment in all business relationships so as not to damage his/her image and that of Oramasters. 

The company expects each employee to compete fairly and ethically for all business opportunities. The company expects employees who participate in agreement or contract negotiations to ensure that all statements, communications and representations to customers are accurate and truthful.

While no policy or rule can encompass all situations that may arise in a fast-paced and changing business environment, the company expects the employees to apply best judgment and seek help from HR in ambiguous or difficult situations to ensure compliance with applicable laws and regulations. 

Professional Conduct

Oramasters is embarking on a new era of growth and prominence, and with it, a new level of attention and respectability. The reputation and success depends upon the conduct of each of its employees. The company strives to set the highest professional and moral standards for its employees and each employee has a duty to maintain these standards. This duty to act professionally extends to all activities within Oramasters facilities and those outside the office in which you may be identified as an Oramasters employee, including all business events in which customers, partners, press or analysts may be present. The company trusts that each employee will make a personal commitment to observe the highest standards of conduct.

Personal Conduct in Workplace

Conduct of employees in the workplace is governed by all policies that govern employment at Oramasters. Employees are prohibited from harassing individual, corporation or organization. Employees should refrain from making any false or disparaging comments about other employees. 

COMMUNICATION

Statement of Policy 

It is the policy of Oramasters Software India Private Limited to ensure regular, effective communication in work place through proper channels. 

Open Communication

To enhance open, honest and regular communication, the organization encourages one-on-one meetings between the employee and reporting manager.  In cases where issues are not resolved in open discussions, the HR-Manager may serve as a facilitator and offer advice for resolution.

Company Meetings

All the employees of the company shall be called for a meeting every quarter. The objective of the meeting would be to share information on the status of on-going projects, new projects in the pipeline, Oramasters’ strategic plans and any other company related information. 

E-mail

Oramasters uses e-mail to facilitate communication in workplace.  Authorized access begins as soon as the employee receives his/ her userid information. Standards of decorum, respect, professionalism apply to the use of e-mail.

Only Oramasters employees and contract employees are allowed to use Oramasters office and e-mail system.

Unauthorized access or use of the company e-mail system is prohibited and may subject the violator to disciplinary action.

E-mail efficiency

This method of communication should be as effectively as possible by using it efficiently, responsibly and economically. For example, do not create or forward chain-mail notes that explicitly request recipients to forward a non-business message to several parties.

Do not use e-mail for any message that may be offensive to others.

Password requirements

All Oramasters e-mail accounts are password protected to deter unauthorized network access.  The first time an employee uses his/ her account, he/she is given a default password, which should be changed to a private password. 

Monitoring

Oramasters respects the privacy of its employees. The company does not monitor e-mail arbitrarily. In certain circumstances, the company may review e-mail. For example, the system administrator may see the contents of messages in the course of performing their duties. If the employee is unavailable or no longer employed with Oramasters, the company may access his/ her e-mail to retrieve business information. If warranted, Oramasters may monitor e-mail systems to investigate internal misconduct or system security breaches.

Telephone Policy

Telephone services play a critical role in daily business communication. The employees should restrict use of telephone services to business, although they may occasionally need to make a personal call at work.

Oramasters uses systems and procedures to streamline telephone services and reduce costs, such as call detail recording, restricted services, and investigation of abusive or fraudulent activities. To resolve confirmed instances of telephone abuse or fraud, Oramasters in its discretion may seek payment for the charges incurred or disciplinary action against the employee.   

Internet Access

The following guidelines need to be used while accessing Internet for business on Oramasters’ behalf:

· Do not access or download inappropriate website or materials or information using Oramasters facilities

· Conduct over the Internet is governed by policies that govern employment. Applicable laws bind all employees from disclosing any confidential or proprietary information

· Employees authorized by the company to speak on its behalf may respond or comment over the Internet about the company, its employees, products, or services

· Do not access a third-party computer system without the express authorization from the owner

· Scan all downloaded, executable Internet files for viruses. The employee is responsible for any damage to the network and the computers due to any virus that may be introduced inadvertently. The employee should notify the System Administrator immediately, if he/she thinks that a virus may have been released

· The employee can take the help of the System Administrator to encrypt any sensitive or proprietary data to be relayed to third party via the Internet 

If the above guidelines are not followed, the employee may be subject to disciplinary action, including loss of Internet access privileges.

WORKPLACE SECURITY 

Statement of Policy

It is the policy of Oramasters Software (India) Private Limited to provide security for employees while they are in the office premises, to the company property and to other facilities in the premises.

Policy Administration

Operations team is responsible for the administration of the policy. It is also the responsibility of each employee to cooperate with the company in maintaining the security of the workplace. 

Security Services

Oramasters maintains security services at the company facilities and limit vendor and visitor access within the company. Security personnel monitor the premises 24 hours a day. An employee must escort vendors and visitors at all times. Also, they must wear visitor badges and register at the front-office desk. 

Security personnel can assist employees in emergency situations, report incidents and resolve lost-and-found issues. 

Personal and Company Property

Each employee is responsible for his/ her personal property on the company premises. The company will not reimburse loss, theft, or destruction of personal property, including vehicle parked or operated on Oramasters premises. 

The company premises contain a large amount of expensive hardware and software as well as books and technical manuals. Employees are required to co-operate in maintaining a high-level of security for these resources.

For removing company property from the premises, the employee must present his/ her identity card and the authorized Gate Pass to the Security officer. 

While bringing personal books, or other items, the employee has to ensure that they are entered in the register maintained by the security. Security will permit outward movement of such items only if it was brought by the employee or has an authorized gate pass.

Confidentiality

Employees should ensure that all company confidential documents, such as internal papers, vendor quotations etc., are kept inside files or, preferably, in drawers. While carrying out potentially sensitive telephone conversations, the employee should remain aware of whom else is around, this applies particularly to employees who may be involved in dealing with contractors, or talking about Oramasters internal matters. 

Viruses

Employees should not put any foreign diskettes into the system, nor use company diskettes to transfer files outside the company environment. If floppy/CD transfers are absolutely necessary, the employee should report to the System Administrator and do a virus scan. 

Workplace Safety

Oramasters supports an active safety and health program. The employees are expected to support these efforts by reporting any unsafe conditions or practices, helping to minimize hazards and accidental injuries and responding to directives and procedures in an emergency.


No Smoking

Oramasters maintains a smoke free environment. Employees may smoke in outdoor areas only.  

WORK ENVIRONMENT

Statement of Policy

It is the policy of Oramasters Software India Private Limited to provide its employees environment that is conducive to efficient and productive work. .

Policy Administration

The Operations team is responsible for the administration of the policy. However, it is expected of all employees to take the initiative to ensure the smooth running of the facility. 

Pantry

The pantry door should be closed at all times to prevent odour from circulating in to the workplace. Employees are expected to empty the leftovers into the dustbin and rinse used cups, glasses, mugs, or plates and place them in the plastic tub/ sink. All spillage in the pantry or workplace should be immediately informed to housekeeping. 

Air conditioning and Lighting

The office premises have four A/c Units. The temperature is set to 24 degrees centigrade, considered the optimal temperature for a work environment. Requests for regulating the temperature must be sent to the security or the Operations team. Employees are requested not to handle the regulator. Constant changing of the thermostat could damage the air-conditioners.

Any leakage from the A/c units is to be reported to the Operations team for necessary action.

Controlling Costs

To help the Operations team control maintenance costs, employees working on holidays or after work hours are requested to use their discretion in usage of air-conditioning and lighting. 

Toilets

The toilet doors must be kept closed at all times. The housekeeping staff makes efforts to ensure that the toilets are always dry. Any water spillage or odours should be reported to them immediately.

Printing and Stationary

The Front desk handles all printing and stationary. Orders for new supplies will be placed on the first and fifteenth of every month. Employees are expected to plan their stationary requirements accordingly. Only urgent needs will be accommodated at short notice.

Photocopies/Facsimiles/National and International calls

All requests for photocopying documents, facsimiles, ISD and STD calls must be made to Front desk. Any such requirements after office hours will need to be done externally and the costs claimed from the company. Only the Front desk is authorized to access these equipments.

Keys 

All employees are provided with a storage unit at their workstations, and a filing cabinet, if needed. One set of keys is given to the employee and the duplicate kept with Operations team.

Loss of key(s) should be immediately brought to notice of the operations team. The employee will be provided a duplicate key within 3 working days and the cost of the duplicate key will be recovered from the employee.

Cloakroom 

The clock room should be used to keep helmets, jackets and raincoats, umbrellas and any other items, which employees would, other wise keep at their workstations. 

The employees are requested to remove raincoats before entering the office. 

Lost and Found

The company expects all employees to be careful with their personal and company property. The company will not reimburse loss of any personal property. Any loss should be immediately reported to the Security or Front desk. Any items found should be handed over to the Security or Front desk.
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