
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. 

 
 

 

 

 

 

 

 



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. 
 

Workplace Environment Policy 
 
 Smoke Free Environment 
 
To protect and enhance our indoor air quality and to contribute to the health and well-being of 
all employees, MFL shall be entirely smoke free. Additionally, the use of all tobacco products, 
including chewing tobacco, is banned from the workplace, except as designated in this policy. 
 



Smoking is prohibited in all of the enclosed areas within the company worksites, without 
exception. This includes common work areas, the manufacturing facilities, training rooms, 
conference and meeting rooms, private offices, hallways, the lunchrooms, stairs, restrooms; 
employer owned or leased vehicles, and all other enclosed facilities.  
 
Additionally, employees may smoke in their personal vehicles, but the smoke and tobacco 
products must be completely contained within the vehicle. It is not acceptable that either 
smoking or non-smoking employees are subjected to smoke that they must walk through to 
reach their vehicle or any other destination on the Company premises. 
 
No additional breaks are allowed to any employee who smokes. Finally, smokers and users of 
tobacco products must dispose of the remains in the proper containers. This helps to keep a 
neat and clean environment for all employees and our visiting partners and customers. 
 
Failure to comply with all of the components of this policy will result in disciplinary action that 
can lead up to and include employment termination. 
 
 Alcohol and drug free Environment 
 
MFL is an alcohol and drug free work place.  MFL has taken steps and initiated policies to 
ensure that employees, vendors, and customers are not: 
 

 Taking or using alcohol or drugs, 

 Selling drugs, or 

 Affected by the after effects of indulging in alcohol or drugs outside of the workplace 
during non-work time. 

 
Additionally, the goal of a drug-free workplace program, as they have traditionally been 
developed, is to encourage an employee with a substance abuse problem to seek treatment, 
recover, and return to work. 
 
Prohibitions and penalties 
 
The following activities are prohibited at the work place. Failure to comply with the company 
policies and rules is liable to be penalized. The penalties depend on the degree of the 
misconduct. Continuing acts of misconduct can even lead to employment termination. 

 Excessive tardiness 

 Failure to notify of an absence 

 Insubordination 

 Rude or abusive language in the workplace 

 Failure to follow "Departmental Rules or Policies 

 Dishonesty 

 Theft 



Employee Conduct and Performance 
 

 Report to work as scheduled and seek approval from their supervisors in advance for 
any changes to the established work schedule, including the use of leave and late or 
early arrivals and departures. 

 Perform assigned duties and responsibilities with the highest degree of public trust. 

 Devote full effort to job responsibilities during work hours. 

 Maintain the qualifications, certification, licensure, and/or training requirements 
identified for their positions. 

 Demonstrate respect for the agency and toward agency co-workers, supervisors, 
managers, subordinates, residential clients, students, and customers. 

 Use company equipment, time, and resources judiciously and as authorized. 

 Support efforts that ensure a safe and healthy work environment. 

 Utilize leave and related employee benefits in the manner for which they were 
intended. 

 Resolve work-related issues and disputes in a professional manner and through 
established business processes. 

 Meet or exceed established job performance expectations. 

 Make work-related decisions and/or take actions that are in the best interest of the 
Company. 

 

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 
 

 

Workplace Visitor Policy 
 
Introduction  
Workplace Visitors policy outlines the rules for receiving visitors at our Office premises. We 
want to ensure that visitors will not: 

 Pose threats to our premises and property 

 Distract employees from their work 

 Be exposed to danger 
 
Scope of the Policy 
This policy applies to all employees. “Workplace visitors” may refer to employees’ friends and 
family (referred to as personal visitors) contractors, external vendors, stakeholders and the 
public. 
 
Policy elements 
The following rules apply for all kinds of visitors: 

 Visitors should sign in at the [reception/ gate/ front-office] and show some form of 
Identification if asked.  

 Visitors will receive Badges/ Passess/ID and return them to [reception/ gate/ front-
office] once the visit is over. 

 

 Employees must always tend to their visitors while they are inside our premises. 

 Our internet usage, they must not misuse our internet connection, disclose confidential 
information or take photographs of restricted areas. If they don’t conform, they may be 
escorted out or face prosecution if appropriate. 

Visitors are allowed during working hours. After-hours visitors must have written authorization 
from [HR/management.] 
 
Visitor Badges/Passes/ID 
Visitor should wear the Badges/ Passes/ID presented to them [at the reception/ gate/ front-
office] at all time. Employees are instructed to immediately report anyone not wearing a Visitor 
or Employee badge. 
 
 



Information Disclosure 
Visitors should not request information that does not pertain to their visit or that which is out 
of their nature of work being performed, confidential or otherwise inappropriate nature, 
requests for corporate documents, customer information, financial projections, comments on 
any matter currently under litigation, future products or future services, corporate direction, or 
requests for information or statements in the name of the company (as might be requested by 
a reporter or a lawyer) will be reported to the HR Department. 
 
 
Personal visitors in the workplace 
As a general rule, employees may not allow access to our buildings to unauthorized personal 
visitors. We can make exceptions on a case-by-case basis. Employees may bring visitors to  
company events/get together or after obtaining authorization from [HR/ Security Officer/ Office 
manager.]  
 
To avoid confusion or misunderstanding, authorization should be in writing. [HR/ Security 
Officer/ Office manager] may also give verbal authorization, when appropriate, but must also 
inform reception and security guards. 
 
Common areas, like lobbies, may be open to visitors. We advise our employees to only permit 
visitors in those areas for a short time and for specific reasons. Employees are responsible for 
accompanying any of their underage visitors at all times. 
 
Contractors and Service Vendors 
Contractors, suppliers and service vendors, like State Electricity board technicians, IT 
technicians, Phone technicians and plumbers, can enter our premises only to complete their job 
duties. Front-desk employees are responsible for providing contractors and vendors with 
badges and for instructing them to wear those badges at all times on our premises. 
 
Other kinds of visitors 
Our company may occasionally accept the following types of visitors: 

 Students 

 Investors 

 Customers 

 Job candidates 

 Business partners 
 
Those visitors should receive written authorization from HR or management before entering 
our premises. They should always be accompanied by an employee while on company property. 
 
Solicitation 
Visitors must not gather donations or request participation in activities while on our premises. 
Any visitors who violate this policy may be escorted out. 
 



Deliveries 
Anyone who delivers orders, mail or packages for employees should remain at the building’s 
reception or gate. [Front office employees/ security guards] are responsible for notifying the 
employee who expects the delivery. If that employee is unable to receive their order, front 
office employees may accept the order on the employee’s behalf upon request. 
 
Front-office personnel must sign for and disseminate all business orders and mail. Large 
deliveries (e.g. supplies) should be delivered to designated spaces (e.g. Store) Security guards 
should check appropriate documents, like bills of lading, before allowing access to delivery 
vehicles. 
 
Dangerous or restricted areas 
Employees may not bring or accept visitors in areas where there are dangerous machines or 
chemicals, confidential records or sensitive equipment. 
 
Representatives of regulatory bodies and stakeholders (e.g. investors) may be exempted, if they 
have received official authorization from [HR/ Security Officer/ Office manager.] In these cases, 
employees should provide visitors with the necessary badges and protective equipment to 
enter premises when needed. 
 
Unauthorized visitors 
Security staff who spot unauthorized visitors may ask them to leave. Visitors who misbehave 
(e.g. engage in hate speech, cause disruption or steal property) will be asked to leave and/or 
reported to the Police if the need arises.  
 
Employees who spot unauthorized visitors may refer them to [security/office manager.] 
 
Disciplinary Action 
Employees who violate this policy may face disciplinary consequences in proportion to their 
violation. HR will determine how serious an employee’s offense is and take the appropriate 
action: 

 For minor violations (e.g. bringing in personal visitors without authorization), employees 
may only receive verbal reprimands. 

 For more serious violations (e.g. bringing in unauthorized visitors who rob or damage 
company property), employees may face severe disciplinary actions up to and including 
termination. 

 
On Courtesy 
All our employees of are to bear in mind at all times that all Visitors are either Customers or 
potential Customers. Even in the case of clear violations of this policy, all actions, dealings and 
conversations are to be courteous but firm in nature. 
 
 
 



Gifts 
 
General Rule 
As a general rule, Employees should not accept gifts or favors from a person or entity conducting or 
seeking to do business with MFL including, but not limited to, customers, vendors, job candidates, 
and/or employees. It is appropriate to tell the customer or vendor, “MFL does not allow Employees to 
accept gifts.” If there is not an opportunity to refuse, or if it could reasonably be perceived as rude or 
awkward to refuse, follow the reporting procedure below. 
 
Monetary Gifts Prohibited 
Cash gifts or cash equivalents of any amount (monetary gifts) are never permissible. 
 
Gifts Valued $100 and Over 
Presentation of a gift valued at $100 or over must be reported for disposition as set out below. 
 
Exceptions 
The following exceptions may apply: 

 Nominal Gifts: Nominal gifts of appreciation are generally permissible if the value of a non-
monetary gift is less than $100. 

 Family Gifts: Gifts from family, independent of any business of MFL are generally permissible. 

 Gifts Available to the Public : If the benefit is available to the public under the same conditions 
 
Reporting 
Questions regarding Gifts should be referred to the HR Department. The HR Department will follow the 
review process as outlined in Section X. Attempted monetary gifts and/or any gift valued at $100 or 
more received from any person or entity doing business or seeking to do business with MFL, other than 
family members, must be disclosed to by way of one of the reporting methods in writing within five 
business days of being presented with the gift. 
 
 
Open Door Policy 
 
MFL has adopted an Open Door Policy for all employees. This means, literally, that every manager's door 
is open to every employee. The purpose of our open door policy is to encourage open communication, 
feedback, and discussion about any matter of importance to an employee. Our open door policy means 
that employees are free to talk with any manager at any time. 
 
If any area of your work is causing you concern, you have the responsibility to address your concern with 
a manager. Whether you have a problem, a complaint, a suggestion, or an observation, your company 
managers want to hear from you. By listening to you, the company is able to improve, to address 
complaints, and to foster employee understanding of the rationale for practices, processes, and 
decisions. 
 
Most problems can and should be solved in discussion with your immediate supervisor; this is 
encouraged as your first effort to solve a problem. But, an open door policy means that you may also 
discuss your issues and concerns with the next level of management and/or Human Resources staff 
members. No matter how you approach your problem, complaint, or suggestion, you will find managers 
at all levels of the organization willing to listen and to help bring about a solution or a clarification. 



Personnel File Policy 
 
A personnel file is maintained for each employee of MFL.  These personnel files contain 
confidential documents and are managed and maintained by Human Resources staff. 
 
Typical documents in a personnel file include the employment application, a family emergency 
contact form, documented disciplinary action history, a resume, employee handbook and at-
will employer sign off sheets, current personal information, and job references. Not all 
personnel files contain the same documents but each personnel file has some documents that 
are the same. 
 
Payroll files are also maintained; payroll files contain a history of the employee's jobs, 
departments, compensation changes, and so on. 
 
An employee may view his or her personnel file by contacting a Human Resources staff person 
during normal business hours. No employee may alter or remove any document in his or her 
personnel file which must be viewed in the presence of an HR staff person. 
 
 
Travel Reimbursement  
 
The following guidelines are to be followed by  staff who need to travel as a part of their job  
 

 Employees who travel on official work are eligible for reimbursement. However, employees in 
the Audit/ Inspection/ IT Support / General Maintenance department and in ranking below the 
designation of Manager, will be paid a conveyance component as part of their Cost to Company 
(CTC) 

 Official travel to any location/ branches has to be pre-approved by the reporting authority 

 The traveling employee is required to fill and submit the 'Travel Requisition Form' to the 
Accountant/ Cashier 

 It is very important that this form bears the signature of the reporting authority before it is 
submitted 

 
Employee should ensure the above process is followed as a mandate, failing which the travel expenses 
shall not be reimbursed. 
 
For Head Office employees: Approval to be taken from HOD 
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