Working Hours Policy
Purpose
This policy sets the standard working hours and attendance expectations for the company, so staffing stays consistent and employees know exactly what's expected of them.
Who This Covers
Every employee at the company falls under this policy as a basic condition of employment.
The Legal Baseline
Under India's Factories Act, 1948, working hours are capped at 48 hours a week and 9 hours a day, with a maximum spread of 10.5 hours a day including breaks. The International Labour Organization sets the same 48-hour weekly standard. Any hours beyond this limit count as overtime and must be paid at the applicable higher rate.
Office Hours
Office timings are set separately for the head office and for branch, site, or plant locations, covering the working days and the punch-in and punch-out times for each. Employees get one weekly off, on the day specified for their location.
Reporting to Work
Employees are expected to report at their scheduled start time, with a short grace window beyond which arrival counts as late.
Exceptions
Arriving late or leaving early is allowed in exceptional cases, with prior approval from the employee's manager.
Repeated Lateness
An employee who's late beyond the allowed number of occasions gets a formal notification. If the pattern continues after that, any further late day is treated as unpaid leave.
