
Introduction 

 
Mulamoottil Financiers expects its staff (including temporary, agency, interim, contractor or 
consultant staff) to be scrupulously impartial and honest in all affairs relating to the 
Company and their job within it. All staff also bears a responsibility as employees to act as 
ambassadors for the Company in terms of their general conduct both within and outside the 
organization. Mutual trust and public confidence are fundamental to our business. They 
take a long time to build up and can be lost in a moment. Irresponsible or unethical 
behavior can undo years of good work. Hence  everyone at Mulamoottil Financiers, at every 
level, has a responsibility to act and carry out business in the right way.  
 
Purpose of the Handbook 
 
This Mulamoottil Financiers Ltd. Employee Handbook establishes policies, procedures, 
benefits, and working conditions that will be followed by all employees as a condition of 
their employment at the Company. The Standards of Conduct describe the expected actions 
and behaviors of employees while conducting Company business.  
 
This Employee Handbook is not a contract of employment nor is it intended to create 
contractual obligations for the Company of any kind. 
 
Mulamoottil Financiers Ltd. strives to provide an employee-friendly environment in which 
goal-oriented individuals thrive as they achieve ever more demanding challenges. Your 
Company commitment to serving customers and to providing quality products at 
competitive prices is unwavering. These policies, procedures and working conditions 
provide a work environment in which both customer interests and employee-interests are 
served. Mulamoottil Financiers Ltd. values the talents and abilities of our employees and 
seeks to foster an open, cooperative, and dynamic environment in which employees and 
the Company alike can thrive. 
 
Please review the policies, procedures, working conditions, and benefits described in this 
handbook. You will be asked to affirm that you have read, understand, agree to abide by, 
and acknowledge your receipt of this employee handbook and employee Standards of 
Conduct. 
 
 

Welcome Message from the CEO (To be filled later ) 
 
Company History (To be filled later ) 
 
 
 
 



Company Vision 
 

We will become the number one NBFC in Central Kerala by March 2022 in terms of revenue, 
customers and trust. 
 

Company Mission 
 

Enable swift & easy access to affordable financial products for every person in Central Kerala 
and expanding to every panchayat in the districts of Pathanamthitta, Kottayam and Alappuzha 
while maintaining the highest standards of financial integrity & remaining true to our code: 
Veritas | Honors | Fortitudo. 
 

Company Code 
        

 Truth  

 Honor  

 Strength  
 
Corporate Values   
 
1. Honesty 
Company executives should be truthful to people involved. They should not intentionally 
mislead or deceive others by distorting information, exaggerating or giving partial truth. Nor 
should they discriminate against people by doing or abstaining from doing something required 
to be done. 
 
2. Integrity 
Company executives should exhibit their personal integrity and courage to uphold their 
convictions by doing things they perceive as right despite pressures favoring the opposite. They 
should be respectable, impartial, and committed to their principles. They should fight for their 
beliefs and never compromise their principles for any objective that would turn them into 
deceivers or immoral persons. 
 
3. Loyalty 
Our executives should exhibit their loyalty to the company by dedicating themselves to their 
respective duties and to its people by providing support and assistance whenever required. 
They should not use or disclose confidential information for personal advantage. On the 
contrary, they should maintain the ability to make decisions independently as professionals, 
avoiding inappropriate conduct and conflict of interest, as well as being faithful to the company 
and their colleagues. If the executives intend to leave and work somewhere else, they should 
notify appropriately in advance and treat the company information as important and 
confidential. They should not exploit their former positions for their own benefit. 
4. Fairness 



All executives should be fair and just towards all people. They should not use their power 
deliberately, neither should they resort to cheating or inappropriate tactics to obtain or 
maintain benefits or advantages from misled or distressed people. Fair-minded executives 
should disclose the agreements set for consideration and treat everyone equally, be open to 
disagreeable opinions, willing to admit the mistakes they make, and ready to shift positions and 
beliefs to appropriate and correct ones, if the situation demands. 
 
5. Concern for others 
Our executives should be considerate, sympathetic, kind, and well intentioned to others. As the 
golden rule says, “Treat others the way you want to be treated”, executives should provide the 
help that people need. They should also pursue proper means to achieving business objectives 
in a way that the business objectives are aligned with the objectives and interests of people. 
 
6. Respect for others 
Company executives should mutually respect each other’s honour, freedom, privacy, legal and 
human rights, as well as the interests of stakeholders. In making their decisions, executives 
should be gentle and treat everyone as equal without discrimination by gender, class, or race. 
 
7. Commitment to Excellence 
Employees should excel in their performance, i.e., should be equipped with knowledge, be 
prepared, and should work hard to enhance knowledge and skills to cope with every issue 
under one’s responsibilities. 
 
8. Leadership 
All employees should be aware of their own responsibilities and leadership requirements and 
should seek and comply with code of conduct models that would benefit themselves and the 
organization when put to work. They should also attempt to create an environment in which 
principles and ethical decision-making are given utmost importance. 
 
9. Reputation and Morale 
All employees specially senior executives should create and defend company’s reputation, as 
well as employees’ morale, by singly and collectively avoiding any action that would hurt the 
inter-relation between the company and employees. On the other hand, all employees must 
singly and collectively do everything necessary to correct and prevent any wrongdoing 
committed by others. 
 
10. Accountability and Transparency 
Transparency and accountability underpin everything we do. And how we act reflects on the 
company as a whole. So it’s up to each of us to maintain and protect the company’s reputation. 
Senior executives should create and defend company’s reputation, as well as employees’ 
morale, by singly and collectively avoiding any action that would hurt the inter-relation 
between the company and employees. On the other hand, all employees must singly and 
collectively do everything necessary to correct and prevent any wrongdoing committed by 
others. 



 
 
 
 
Duties of an Employee  

 To be ready and willing to work. 

 To take reasonable care in the exercise of that service, including the duty to be 
competent at work and to take care of the Company’s property. 

 To not willfully disrupt the Company’s business.  

 To obey reasonable orders as to the time, place, nature and method of service. 

 To work only for the Company in the Company’s time. 

 To disclose information to the Company relevant to the Company’s business: for 
example that they might know or discover. 

 To respect the Company’s trade secrets. 

 In general, to be of good faith and do nothing to destroy the trust and confidence 
necessary for employment. 

 To account for all benefits – monetary or in kind - received in the course of employment. 
 
While doing the above, we could enhance our dealing with customers - clients and colleagues 
by applying the below listed checklist all day, every day at work  
 

 Listen. 

 Give undivided attention and ask thoughtful questions to confirm facts. 

 Be ready to act in others’ best interests. 

 Understand. 

 Greet people in a polite and friendly way. 

 Be pleasant, enthusiastic and helpful. 

 Communicate relevant information clearly and accurately. 

 Treat everyone with dignity and respect, ensuring each person receives the best service. 

 Handle enquiries, instructions and complaints promptly, willingly, accurately and 
efficiently. 

 Deliver. 

 Take pride in providing excellent customer service and take personal responsibility for 
getting things right first time. 

 Challenge processes as necessary, either to improve our services or remove barriers. 

 Adopt a 'can do' approach. 

 Be straightforward. 

 
 
 
 
 



On Boarding Procedure 
 

Every Employee at the time of joining is required to fill in the Joining Report provided from 
the Human Resources Department. Along with the Joining Report, the Employee is required 
to submit the following documents: 

 Good Conduct Certificate  

 Original Graduation Certificate  

 4 passport size photograph 

 Photo Copy of the Aadhar Card  

 Bank Account Number  for Salary Transfer 

 Finger Print registration for Attendance  

All the above formalities are to be completed from the candidate at the time of joining or latest 
within the first week of joining the Company. All originals need to be submitted to HR 
Department and would be returned only at the exit of the employee from the company.  
 
On Boarding Forms  
Joining Report 

  



Induction Process 
 
 

 
Introduction  
 
Induction is a   systematic and formal procedure    for   integrating a new Employee in to the 
Organization. It aims at giving all the relevant information to the new employee and making 
him adjust comfortably in the new environment of the Organization. It is a structured 
orientation program which offers an excellent opportunity to new recruits to learn 
comprehensively about the organization. 
 
Objective of the Induction  
To ensure that a new employee settles down smoothly into organization so that he reaches a 
standard level of performance as soon as possible. 
 
Salient Points that are to be  Addressed   
 

 It familiarizes the new Employee with the Company’s - Vision, Mission Business Goals &  
Objectives , Organization set up, its Operations, People etc so  as to make the candidate  
productive  at  the earliest. 

 It enhances the image of the organization as people friendly organization. 

 It helps in reducing the turnover of the employees 

 It’s a perfect platform to provide the new employee with their Job Description, discuss 
their career path, and articulate their performance expectations. 

 To tell the new employee about expected behavior and office conduct 

 Introduce them to all the staff in the Office and Management 

 It gives maximum relevant information to the new employee in the shortest time. 

 It eliminates the feelings of uneasiness, anxiety, apprehensions etc.  in the new 
employee. 
 

 
Scope of Induction  
The practice of   Induction will be    applicable to all new employees in the Management Level in 
Head office initially. Subsequently, this process will be extended to  Regions   
   
Induction Module 
 A Model Induction Module is being practiced at the HO  is attached  
 
Responsibility 
HR Manager shall be responsible for administering the process of Induction. 
 
 



Method Of Implementation 
An   appropriate   Induction   Schedule   shall   be   prepared   by HR   just after the selected 
employee confirms his date of joining. 
 
The prepared Induction Schedule shall be sent to all concerned well in advance and a copy of it 
has to be given to the new employee on the day of his joining the Organization along with the 
guidance as how to go about it. 
 
Role of the Inductee  
The Inductee shall undergo the Induction in accordance with the Induction Schedule given to 
him. 
 
The Inductee is required to prepare a brief report on his Induction and   submit it to the HR  on 
completion of the Induction Process.       
 

Probation 
What is Probation? 
Probation is the process of managing performance to integrate new employees into the 
Organization. Probation is in effect an extension of the selection process. The probationary 
process  is to be operated in an open, clear and supportive manner so as to ensure that a “full 
picture” of the employee’s suitability for the employment is obtained. This will enable the 
management to make the appropriate decision as to whether the person should be retained in 
the employment. 
 
Principles of Probation 
Equity, effectiveness and accountability underpin the probationary process. For the benefit of 
both the employee and the employer, it is essential for managers to provide new employees 
with feedback on their performance; with training and development aimed at helping the 
employee to reach the required standard and with an opportunity to respond to comments on 
their performance. 
 
Objectives of Probation 
For the employee 
Probation provides the employee with an opportunity to train up on the job and to show that 
he or she can demonstrate and maintain satisfactory standards of job performance and 
behavior. It enables the employee to adapt to his or her new environment and to become 
familiar with the working procedures of the Organization. It also allows new employees the 
opportunity to decide whether they want to make a career in the organization. For those who 
satisfactorily complete the probationary process, their experience within the process should 
provide clear evidence that their employer is committed to the retention and development of 
staff who are motivated to do an excellent job. In addition, the employee should have gained 
an enhanced awareness of his or her strengths and areas for improvement. 
 
 



For the manager 
It allows the manager to monitor new employees’ progress in the job in order to establish their 
suitability for continued or permanent employment from the viewpoint of conduct, work 
performance and health. For probation to work properly the employee must be fully aware on 
an ongoing basis of the standards of conduct and performance against which his or her conduct 
and performance will be measured, both job specific and generally. The manager must ensure 
that the employee is given the necessary support to enable him or her to meet the required 
standard. If the employee does not meet the required standard in the probationary period, the 
manager is responsible for recommending that the employment is terminated. 
 
Appointment and Induction 

 
Managing the Probationary Process 
HR Responsibility 
The Organization will put in place a framework for probation management that is appropriate 
to their needs. As part of this framework, HR Department will provide information and support 
for managers on their role in the probationary process. Training materials and guidelines can 
also be used to support managers to manage probation effectively. HR department will also 
ensure that arrangements are in place for the maintenance of records and the conduct of 
reviews in an agreed timeframe. 
 
Line Manager 
Conducting formal reviews of performance 
The formal reviews of probation will be conducted by the Department Heads /manager. 
The purpose of these reviews is to allow the manager to assess whether the employee meets 
the conditions set out in the probationary contract, i.e. 

 Work has been performed to a satisfactory standard 

 Sick leave record is satisfactory and does not exceed the limits set down for the 
probationary period 

 Attendance, punctuality and conduct are good. 
 
In assessing employees on the above basis, managers need to take the following matters into 
account: 
Work has been performed to a satisfactory standard. The standard required will be a matter for 
determination by the management. Clearly the Job Description, KRA and KPI will be parameters 
to assess the employee in his performance. It may be necessary to review the Job Description 
and if necessary clarify the requirements of the position. 
A manager will be looking to see if an employee is able to complete a range of tasks that make 
up the job. If the employee is failing to achieve targets set for him or her and not matching the 
requirements of the role profile agreed, the line manager may conclude that work is not being 
performed to a satisfactory standard. The manager should also consider at the first review what 
training or development might be required to bring the employee up to the standard required. 
Interventions may include on the job training; coaching; self-managed learning and formal 
training. 



Sick leave record is satisfactory and does not exceed the limits set down for the probationary 
period 
A written record should be kept of the assessment for the period under review. 
This should be signed by the supervisor (s) and the employee, to confirm that it is a fair and 
accurate record of the meeting. Any follow up action agreed at the review meeting should also 
be recorded where the performance of a probationer is not satisfactory 
 
Where the performance of a probationer is not satisfactory a number of steps should be 
considered: 
Each unsatisfactory action/poor performance/period of sick leave should be discussed with the 
employee. The discussions should be recorded in writing by the line manager(s) and the record 
seen and noted by the employee. · The objective should be to advise the employee that 
management would like to help the employee to perform his or her duties well and to achieve 
an acceptable standard of conduct. It should be made absolutely clear to the employee that 
help is available if required. Options in relation to coaching/training and development or other 
support that may help the employee improve his or her performance should be explored 
· Where the problems relate to conduct or attendance the manager should make sure that the 
probationer fully understands the appropriate rules and the Code of Standards and Behavior. 
 
Confirmation of appointment or termination 
 
The line manager is responsible for making a recommendation about the future employment of 
the probationary employee. Each review meeting should inform the decision made by the line 
manager regarding the employee’s continuation of employment. Where an employee 
consistently fails to meet standards, he or she should be informed at the review meetings of his 
or her deficiencies. The objective is to help the employee to improve while making it clear that 
failure to improve will result in termination. The employee should be in no doubt about the 
outcome if his or her performance and/or conduct does not improve. The line manager should 
make a recommendation to the HR Department for confirmation or termination of the contract 
based on the performance reviews. 
 
HR Section 
 Where the recommendation of the manager to the Personnel/HR Section, is that the employee 
has not established his or her suitability, the employee should be informed in writing by 
Personnel Section of that decision. The notification should state that the employment will be 
terminated on expiry of the probationary period or during the probationary period, subject to 
statutory notice. The employee should be given an opportunity to make verbal or written 
representations in relation to the proposed decision and these should be brought to the 
attention of the appropriate authority. 
The case for termination of the employment should be submitted to the appropriate authority 
as soon as it is clear that, despite efforts having been made to assist the employee, he or she 
has not attained the required standard. Cases for termination of employment should be 
submitted to the appropriate authority well in advance of the end of the probationary period. A 



decision on the case will then be made by the appropriate authority. The decision will be given 
to the employee in writing. 
 
Appointment following probation 
 
An employee who has satisfactorily completed his or her period of probation will be appointed. 
An employee who is appointed on a fixed term contract and who completes his or her period of 
probation will continue in employment in the company for the duration of the contract. 
 
Termination of Contract 
An employee who is on probation, who does not satisfactorily complete the period of probation 
as per the policies and the procedures of the company will be terminated. It is also 
recommended that HR Department conduct an exit interview with candidates on probation 
who have not been able to qualify the appointment for record purposes. This would ensure that 
the HR system has a record of the termination of all appointments and the reason for same. 
 
Provision for early Termination in the Probation period 
 
Short Term Assessment 
Although these guidelines are primarily directed at appointees on the three month 
probationary contract, it is good HR practice to provide a mechanism for the early assessment 
of the performance of all staff appointed to the company. It is recommended that Departments 
and Offices provide for a trial period of at least four weeks, Such a term would allow for an 
initial assessment of suitability by the line manager and early identification of any performance 
or conduct issues. At the end of the trial period the line manager should be required to make a 
recommendation on candidate retention for the full length of probation period. If the person is 
retained, other assessments may be conducted as appropriate to the term of the appointment 
in line with the recommendations in the guidelines.  
 
Length of Probation and the Extension of Probationary contract 
The probationary period should be of sufficient length to allow Departments and management 
to gauge an employee’s competency to carry out all aspects of the job. The length of the 
probation period for all purposes will be for three (3) months. While it not envisaged that 
probationary contracts will normally be extended, there are circumstances where an extension 
should be considered, if the performance of the employee is not up to the expected standards 
of the line managers and the HR department, but the line manger / HR manager and the 
management feels that there is scope of improvement on the part of the employee if the 
employee is given more time then the probation period can be extended to another three 
months making the probation period six months. After this there cannot be another extension, 
if with this period the employee does not perform up to the expected standards he will have to 
be terminated.                
 
 
 



Probation related Forms and documents 

 Probation Assessment Sheet 

 Probation Evaluation Form 

 Probation Extension Form 

 Probation Confirmation Form 

 Probation Report  
 
 

Working Hours & Attendance 
 

1. The Company will have a 6-day, 48-hour working week. The office working hours will be 
from 9:00 AM to 6:00 PM. Employees will be allowed to take a break for lunch anytime 
between 01:00 PM to 2:00 PM. 

 
2. It is mandatory for each employee of the Head Office Punch in and out at the Biometric 

System installed near the main door of the company. Every Employee is required to 
punch in and out upon his/her arrival and departure from office.  

 
3. Employees are required to punch in their attendance by 9.00 AM, however there will be 

grace period of 10 minutes. In case an employee is late due to any reason, he/she must 
contact HR Department immediately on arrival. If any employee comes after 9.10 AM 
(which is the maximum grace period of 10 minutes) red mark will be put in front of 
his/her name. Every 3 such late mark in a month will be treated as one day’s Leave 
without pay. 

 
4. Employees engaged in extended shifts and travel, as certified by the immediate 

supervisor may be allowed suitable grace for coming late the next morning. The 
supervisor / department head’s written authorization regarding this needs is to be given 
to the HR department.  

 
5. The employee will be marked absent in case he/she has not punched in at the Biometric 

System. In case of absence, employee will be liable for disciplinary action and no salary 
will be paid for that period. 

 
6. In case an employee goes for outdoor/official work, he/she has to inform his/ her 

supervising officer accordingly, fill the outdoors duty form and pass it to the HR 
Department. All Sanctioned Official Duty (OD) / Official Tour (OT) application, authorized 
by the relevant sanctioning authority in the prescribed format has to be submitted to 
the HR in advance. Only in very exceptional circumstances application can be submitted 
on return, if sanctioning authority is satisfied that reason for not submitting the 
application in advance is genuine.  
 



7. In case any employee has to move out of the office for any reason except during lunch 
hours, he/she is required to get prior approval from his/her immediate manager or HR. 

 

Leave Policy 
 

 Purpose 
The purpose of the leave policy is to lay down the guidelines under which employees become eligible for 
different types of leave and the rules and procedures for availing the leave. 
 
 Scope 
This policy is applicable to employees on the rolls of MFL . 
 
Definitions 

 “Employees” refers to an eligible permanent employee on the rolls of the Company. 

 “Sanctioning authority” will mean the person who is vested with the power to authorize leave of 
the employee concerned. 

 “Probationers” refers to employees who are not confirmed. 

 “HOD” refers to the Head of the Department 
 
Policy 
The policy aims to provide guidelines: 

 To set clear directions with the procedures of leave application 

 To provide a clear understanding of various types of leaves and regulations those govern the 
policy. 

 To regularize leave taken by employees and to ensure compliance with statutory obligations 

 Leave cannot be claimed as of right and when exigencies so demand, leave of any kind may be 
refused or revoked by the authority empowered to sanction the leave. 

 
Types of Leaves 
There are 5 different types of leaves 

 Casual Leave 

 Sick Leave 

 Leave without Pay 
 
Casual Leave: 
Employees will be eligible to 1 Casual Leave every month of the year;  Yearly  12  working days. 
Casual leave can be taken with approval from the respective Department Head. 
Notice of casual leave application must reach HR department 2 days in advance, and the employee 
should get it approved before commencement of leave. 
Casual leaves cannot be taken for more than 1 day at a time. 
This leave cannot be accumulated in any calendar year. 
 
Sick Leave: 
Employees will be eligible to Sick Leave of 6 working days for every year of service. 
Sick leave cannot be taken for more than 1 day at a time. If the employee is unable to attend his/ her 
duties for two continuous days or longer, he/she will be required to produce a registered Medical 
Practitioner's leave & fitness certificates on his/her return to duties. 



This leave cannot be accumulated in any calendar year. 
 
 
Leave Rules: 

 All probationary/confirmed employees are eligible for the above-referred leaves of  12 days CL 
and 6 days SL. 

 Casual Leave and Sick Leave can be availed only for the period of one day maximum.  Casual 
Leaves taken for more than one day will be considered as loss of pay  leaves. 

 Any employee who joins after the 15th of a month does not earn any leave for the month of 
joining. 

 When an employee serves the company only for part of a month, he/she will be entitled to 
Casual and Sick Leaves on a pro -rata basis depending upon the leaves for every completed 
month of service and it will be rounded off to the nearest day. 

 The HR Department will update the leave record of all employees on a monthly basis. 

 It will be the responsibility of the employee to ensure that he/she would proceed on leave only 
after the sanctioning authority has duly approved his/her application for leave. 

 If the employee wishes to extend leave originally granted he/she will be required to make an 
application by email or inform the sanctioning authority over telephone or by any other method. 
The sanctioning authority will send a reply granting or refusing such extension to the employee. 
If the employee does not receive any such reply, the application for extension of leave will be 
treated as rejected and the employee will be required to resume duties on completion of leave 
originally granted. 

 The sanctioning authority will have the discretion to revise, curtail or revoke leave already 
sanctioned to an employee depending upon the requirements of presence of the employee in 
the office. 

 If an employee remains absent without leave or overstays leave without sanction for a period of 
three consecutive days or more, disciplinary action may be initiated against the employee by the 
Company. 

 In case of genuine and extreme emergency, the Management may, at its sole discretion, grant 
leave before it has been earned and credited to an employee’s account. Such leave will be 
debited to an employee’s leave account to be adjusted as and when the leave is actually 
credited. 

 Advance leave may be considered only on a case -to-case basis by the HR Dept. in consultation 
with the Management and Department Head. However, this is a deviation and will not be 
approved in the normal course. 

 In case the employee leaves the services of the Company before this advance leave credit has 
been earned and ratified, the same shall be deducted/ adjusted as a part of the full and final 
settlement of the employee. 

 Leave cannot be considered for adjustment against notice period at the time of an employee 
leaving the services of the Company 

 
Leave Procedures 
Leave should be applied through specified Leave Application Format. 
 
 National & Festival Holidays 



The company selects a maximum of 13 holidays per year based on considerations such as national 
celebrations, religious festivals & bearing in mind the preferences of our teams. The national and festival 
holiday list is reviewed every December and will be published shortly thereafter. 
 
 
 

OFF BOARDING /SEPARATION POLICY 
         
Any Employee leaving MFL is a loss of knowledge and value for MFL. Our attempt will always be to 
retain our talent and make all efforts to do so. In the event, a Employee decides to leave MFL , we 
should understand their reasons in depth and learn their perspective.  
 
A detailed exit process is carried out for all team members leaving MFL. This is necessary from a 
security, financial, administration, asset management and information management perspective. The 
exit process applies to all team members leaving MFL whether they are permanent employees or on 
contract with MFL.  
 
The services of an employee may be terminated under the following ways: 
 

1. Resignation (By the employee) 
2. Termination by Notice (By the employer) 
3. Retirement 
4. Death of Staff member 

 
Voluntary 
 
The following would apply to Employees who are resigning from the company, voluntarily.  
 
Notice period & relieving  
When an Employee resigns, the Manager should attempt to understand his reasons and identify means 
to retain the team member. In case, there is no possibility of retaining the employee the exit process 
should be initiated.  
 
The notice period to be served will be as per agreement. 
 
During the notice period it is essential that the necessary project related information is transferred to 
another designated Employee under supervision of the Head of Department or Manager as appropriate.  
 
Exit Interview  
On receipt of the resignation letter HR will conduct the exit interview.  
 
The exit interview records are important because they capture the perception of the people who are 
leaving the organization. The exit interview discussion with the Employee is documented and will be 
shared with the Functional Head and Reporting Manager. The exit interview analysis would throw light 
on how the work, the management and the manager are perceived by the team members. These could 
serve as inputs for improvement programs - both for MFL and the Managers themselves.  
 



The exit interview will also facilitate the process of return of all company assets such as PCs, laptops, 
mobile phones, security passes, company cards, etc  
 
  
Full & final settlement  
 
•The Employee is to get the necessary sign offs on the clearance form from the concerned  
   departments and hand over the necessary documents for his/her relieving to the HR  on the last     
   working day for his/her final settlement.  
 
•HR will give all the required inputs needed to process the full and final settlement of the Employee. 
 
• The employees ’s final settlement will be processed once all documents are received and submitted to  
    the HR/Payroll team. The HR/Payroll team will ensure that the team member’s final settlements      
    are carried out within at least two weeks after the exit.  
 
 SEPARATION POLICY (Involuntary) 
 
Each employee is considered key member in maintaining quality of our business operations. Maintaining 
integrity is a vital part of our business and the behavior of each employee reflects the success of our 
organization. When prevailing circumstances justify such action in relation to an employee, the 
company’s management reserves the right to subject that employee to corrective action up to and 
including termination of employment. A Corrective Action Procedure has been developed which enables 
the company to deal effectively and consistently with employee related issues in a fair and just manner.  
 
The policy is intended to be a guideline and is not all-inclusive as circumstances and incidents may vary. 
This guideline is not intended to limit the right of the company to discipline or terminate employees at 
any time at its sole discretion where the company’s opinion is that such steps are justified.  
 
MFL  reserves the right to change or modify the policy-set forth below at its discretion and without prior 
notice to employees. This policy is not intended to and does not constitute a contract of employment.  
 
This policy applies to Employees who are being separated from the company, involuntarily.  
 
Progressive Disciplinary Steps  
Where the company finds the employee’s performance, behavior or conduct warrants such action, MFL 
may, at the discretion and judgment of management in appropriate circumstances, pursue the following 
steps for disciplinary action. If an employee fails to respond to coaching and/or informal counseling, the 
following action would provide the framework for corrective measures.  
 
1. Initial Verbal Warning  
This is basically a problem solving session wherein the Immediate Supervisor / Reporting Manager 
conduct a “verbal discussion” related to the performance problem in a private conversation with the 
employee. The employee is reminded of the need to adhere to and be committed to the work rules and 
the organizational standards.  
This is a first formal step in the disciplinary process and the respective supervisor should end the 
discussion on a positive note by reiterating the confidence in the employee and the ability to take 
corrective action within the prescribed timeframe.  



The discussion should be documented for reference, with a copy to the Department & HR, even though 
it only constitutes a verbal warning, as this initial warning will chalk the path for a second verbal 
discussion before moving to the Second Warning Stage.  
 
The onus of initiating the initial oral warning and the documentation thereafter lies solely with the 
Supervisor and the Department Head. The Department Head will also be required to keep the HR 
informed about the same and a note with proof will go into the Personal File of the employee.  
 
 
2. First Written Warning 
  
If after the Initial Verbal Warning, the problem persists the Immediate Supervisor along with the 
Department Head and HR will conduct a formal discussion with the employee and fully describe the 
incident and/or action that may have resulted in the next warning, i.e. this First Written Warning.  
 
The Manager must set the expectation that the employee within the specified time frame must show 
significant improvement in his/her performance. Also reconfirm the employees understanding of his/her 
responsibility to change.  
 
The 1st Warning Letter will be applicable for a max period of 3 months and the employee must be 
informed that this is the second step of the Disciplinary Process.  
An Official Written-Memo needs to be prepared by HR to meet the commitment for bringing the 
employee’s performance to the required standard-level, the manager must draft a detail corrective 
action-plan for improvement of performance. Copies of all documents will be maintained in the 
personnel files of the employee.  
A copy of the Memo along with the detail Draft-Action-Plan should be handed over to the employee 
who should also be informed that this will be a last step in the Positive Discipline process and any 
further infractions may result in severe action from the management.  
 
3. Second Written Warning  
In case the particular act continues to persist even after the 1st warning letter is issued then after a 
formal discussion with the respective Department Head, HR will issue a 2nd Warning letter to the effect.  
The Second Written Warning should comprise of structured documentation highlighting the previous 
feedback provided to the employee and the improvements, if any. The Functional Head will also be 
required to keep HR informed about the same and a note with proof will go into the Personal File of the 
employee.  
 
4. Final Warning  
Final Warning is given when there is occurrence of the act even post the 2nd warning letter. The Final 
warning could result in the termination/suspension of the employee according to the severity of the 
case.  
Termination normally occurs only when the disciplinary action process has failed to bring about a 
positive change in the employees performance in an acceptable time frame or in case of gross 
misconduct. The Functional Head, in a joint review, will present the case to the CEO/Director and HR.  
 
Prior to termination, the Manager must consult HR to help determine whether the previous 
documentation is sufficient to initiate this step. The termination letter however, can be only authorized 
by the HR Department.  



A Termination Recommendation note must be completed at this stage and forwarded to the Senior 
Management. HR will then conduct a private one to one conversation with the employee to determine 
the facts from both angles.  
 
HR will reserve the right to approve/disapprove the Termination based on the relevant facts and 
severity of the case. This will be done in consultation with the Senior Management and will be executed 
as per the standard process followed by a formal communication to the employee through HR.  
 
Team member’s employment will be immediately terminated, whenever it is deemed necessary in the 
judgment of the management, including but not limited to the following:  
• Engagement in Fraud or other dishonest practices  
• Falsification of records  
• Violation of Company Policies / Records / Equipments / Systems  
• Behaving in a manner that is Threatening, Intimidating or Insubordination  
• Removing or destroying company or customer records or property, releasing confidential or    
               proprietary information without appropriate approval  
• Being under the influence / use / sale / possession of any intoxicating substance or illegal drugs  
               within the company or customer premises  
• Possession of weapons of firearms or gambling on company or customer premises  
• Engaging in other acts which would be contrary to the best interest of the Company  
• Improper use of Company or customer equipment and systems  
• Violations of Indian Central and State laws and regulations  
• Breach of Customer and/or Company confidentiality  
• Breach of Customer and/or Company personal information confidentiality  
• Bringing disrepute to the company in any manner or form 
 
In certain cases, the Disciplinary Process may start at the Warning Stage. The seriousness of the offense, 
history of the past disciplinary action and the totality of circumstances surrounding the affected 
employees overall performance may contribute to this decision. 
 
Separation Policy Forms  

 Exit Interview Form  

 Exit Clearance Form  
 

DRESS CODE POLICY 
 
Dress, grooming, and personal cleanliness standards contribute to the morale of all employees and 
affect the business image our company presents to customers and visitors. During business hours or 
when representing our company, you are expected to present a clean, neat, and tasteful appearance. 
You should dress and groom yourself according to the requirements of your position and accepted social 
standards.     
 
The following are examples of items that are not acceptable: 

 Ripped or Torn clothing  

 Colored hair, Extreme hairstyle 

 Slippers  or Sandals 

 Shirts and T-shirts with writing or images  



 Sportswear  

 Short & skimpy shirts/outfits 

 Flashy and heavy ornaments 
 
 
In addition you are requested to  

 Keep your hair clean, trim and neat.  

 Keep beards and mustaches trimmed and well maintained or clean shaven 

 Do not chew food, gum or Pan/Pan masala/gutkha in the office 
 
In charges/Managers reserve the right to request a staff member to dress to an appropriate standard as 
a condition of employment.  
 
Corrective Action  
If clothing fails to meet these standards, as determined by the Management and Human Resources staff, 
the employee will be asked not to wear the inappropriate item to work again. If the problem persists, 
the employee may be sent home to change clothes and will receive a verbal warning for the first 
offense. Progressive disciplinary action will be taken for further dress code violations 

 


