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DearColleague,

It gives me greatpleasureto welcome you to Quint Digital Media Limited.

Quint Digital Media is an organisation with a strong focuson delivering solutions that are gamechangers.

The  companyhasa very eclectic mix of individuals who collaborate to create avery engagingwork

environment.

I amsureyou will enjoyyour stint with usand your contributions will be acknowledgedby not only peers,but  

by the world atlarge.

Welcomeaboard!

(Raghav Bahl)  

FounderChairman

WelcomeNote!



JoiningDocumentation

Asstipulated in the offer letter, the following documentshaveto be submittedat the time of joining:

 Twopassport sizerecent color photographs

 Copy of PANCard

 CopyofAadharCard

 Copyof residentialproof (Passport/RationCard/Voter’s IDCard/ DrivingLicenseetc.)

 Copyof Dateof Birth proof (Passport/DrivingLicense/Matriculation Certificateetc.)

 Copiesof educationalandexperiencecertificates.

 Proofof last drawn salaryandrelieving letter from the lastemployer

 NominationForms(PF/ESI/Gratuityetc.) – whereverapplicable.

AdetailedAppointment Letter outlining the terms of your employment isprovided to you at the time of your joining.Youareadvisedto

go through the samein detail andcontact the HRrepresentative in caseof anyqueries.

Induction Process

Wefollow an induction systemto acclimatisenew joiners with the organisation.Theinduction comprisesof the following:

 Issueof the companyHR/PolicyManual to brief you on companyrules/regulationsandbenefits

 Aface-to-faceinduction with your supervisorwho hasthe responsibility to introduce you to the organisationandthe team members.

Your

 Supervisorwill take careof arrangements like seating, computer,Email,LoginID, etc. Thissessionwill alsobe usedto set clear  

expectations

 from you andwhat you couldexpect from your supervisorandteammembers.

 Aface-to-facesessionwith the headof yourdepartment.

 Finally, anything elseyouwould want to know,you are free to get in touch with the HR/AdministrationTeam.

GeneralPolicies&Procedures



GeneralPolicies&Procedures

SalaryPaymentCycle

Thecompanyfollows the attendancecycleof 26th of the preceding month to 25th of the current month. Youmustopenasalaryaccount

with adesignatedBank(or provide your BankAccountdetails at the time of joining) sothat your salary is credited directly to your bank  

accountavoidinganyunwanteddelays.

Thesalariesarecredited to your bankaccountson the 1st of everymonth.

Update of personalinformation

TheHRDepartment maintainsall your personal records like yourApplicationForm,your Employmenthistory andother details (like

residential /permanent address,family details, qualifications, contact details, BankA/c numberetc.).Anychangein your personal

information shouldbepromptly communicatedin writing with relevantproof, whereverrequired.

TheCompanywill not be responsible for anyclaim, monetaryor otherwise, arising out of anyliability of whatsoever nature in the eventof  

team member’s failure to updatehisrelevantpersonalinformation.

GrievanceHandling

Despite our best efforts to keep you happy whilst working with us, there may be times when you feel otherwise. At such times, do notkeep

your feeling to yourself. Take up the matter with your immediate superior. If you feel that your problems remain unresolved, you can write

to the Human Resources function. The earlier you do so, the better. Please remember grievances if not brought out into the open will have

adisastrouseffect on both you andtheorganization.



GeneralPolicies&Procedures

OfficeTimings& Working Hours

Thegeneral office timings arefrom 10a.m. to 7 p.m. from Monday to FridayandalternateSaturdays.

Your work profile / departmental functioning may require a different or extended time schedule. Youare, therefore, advised to  

coordinateyour schedulein consultation with your immediatesupervisor. In fact, eachdepartment hasbeenempowered to finalize and  

communicateits respectivestart andendtimings.

Attendance Recording

Doremember to mark your attendancedaily by registeringyour accesscard into the accesscumattendancerecordingdevicesinstalled in

the office premises at the time of both coming to office and leaving office for the day. In case of outdoor duties (ODs) and outstation  

traveling, you are requestedto mark anemail to HRDepartment with acopyto your immediatesupervisor toregularize your attendance  

for the particularperiod/day.

AnnualAssessment

At Quint, we strongly believe andpractice that an individualdesignshisown career.Yourperformancewill be undercontinuous

appraisalespecially– initiative, efficiency,andability with which you produce results andyour senseof responsibility, commitment and  

integrity. Forsomeoneshowing thesetraits, asthey say,the sky is the limit!

Formal performance appraisal cycle will be April – March with annual increments effective from 1st April. The year-end appraisal is  

processedto assessyour overall performanceduring the year andto assessthe potential for taking on higher responsibilities in addition to  

potential salary increments and promotions. Please note that our appraisals are not based on your stay with the company, but on  

performance,commitment andconsistencyon the job.



LocalTravel

Individualsgoingout locally on official work shallbe reimbursedon the basisof the following:

 In caseof usingself Car– Rs.8/- perkm

 In caseof usingself two wheeler– Rs.3.00/- perkm

 In caseof usinganAuto/Taxi/ RadioCabs–Onactual

Theclaim to besubmitted to accountsdepartment after filling up the requiredTravelExpenseForm,duly approvedby the HOD.Noclaim  

older than 30dayswill be entertained by the accountsdepartment.

GeneralPolicies&Procedures



Exitfromthe Company

In caseyou decide to move on in life, do submit your formal resignation letter to your supervisor / functional head,who, after accepting

the same,will forward it to the HRDepartment. Pleaserefer to your Letter ofAppointment for the notice period that is applicable to you.  

During the notice period, you will not beentitled totake anyearned leaves.

Kindlysubmit the “ClearanceCertificate” to HRonor beforeyour last dayof work. Yourfinal settlement will bedonewithin 30daysof your  

exit.

Whistle BlowerPolicy

Quint Digital Media Limited iscommitted to strive for businessexcellencethrough highest standardsof professionalism, integrity and  

ethics. In our endeavourtoachievethis goal, we haveaformal “Whistle Blower” Policyin place.

Aspart of TheQuint family, you are encouragedto report to the Managementanypractice or incidence in the Companythat maycometo  

your notice which, you feel, is not in line of our professional values and ethics. Youmay report such concerns, practices or incidents at  

wb@thequint.com. Youmayalternatively call at +919899692277to speakwith Mr. SaurabhSaxena.

Needlessto say,suchintimations aredealt with strict confidentiality andgood faith while protecting the identity andprofessionalinterests  

of the whistleblowers.

In caseyou do not wish to discloseyour identity, you canalsoreport your concernsanonymouslythrough anyof the channelsas  

mentionedabove.

GeneralPolicies&Procedures
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WorkplaceGuidelines

DressCode

Thedresscodeof the companyisSemi-Formals/ SmartCasuals”.However, formal attire iscompulsory when anemployee ison official

tour or is likely to comein direct contactwith clients/ customers.

Useof Office Equipment &Resources

Thecompanyexpects its team membersto useoffice equipmentsandresources(Laptops,Tablets,Data-cards,Mobile Phonesetc.) with

utmost careandresponsibilitywithout compromisingon productivity. All the team membersare expected to usetheir rationality to ensure  

that the office equipment and resources are being utilized judiciously. In case you are authorized to use a personal Laptop, Tablet etc. for  

office work, you will be responsible to ensurethe safety andconfidentiality of the data, includingtaking regular backup of the sameto

avoid anydata loss.At the time of leavingthe employment, you will be required to handover all the relevantdata to the Companyand  

delete the samefrom you Laptop,Tabletetc.

Youshallobserve andrespect all Copyrightandrelated laws includingall laws of the land in respect of anycomputer, mobile and/or any  

other gadget related usage or application and desist from any violation or infringement of the Copyright Act or usage of any pirated  

software/stuff in anymanner.Ateam member,while usinginternet, browsingaweb or usingacomputer or anysuchmachine/gadget,  

without following dueprocessof law will be personally andsolely responsiblefor anyandall consequencesunder the law.

E-MailUsage

• All official communicationby the team membersshallbedonethrough their official E-mail IDsonly.

• EMail usagewithin the companypremisesis meant for official usageonly.Howeveracertain amount or minimalpersonalusageis

• accepted but should be confined to an absolute minimum and should be need based without violating any of the confidentiality,  

security normsandanyother rule or policies.TheCompanyhoweverhasthe right to record, monitor andaudit all suchusagewhich  

the team membersshallbeduty boundto bring to the notice of the Company.

• Usingin anymanneror watching or exchangeof obsceneinformation or evenpersonaldetails related to anyfellow colleague/  

superior / organization is strictlyprohibited.

• Forward/ ChainMails areprohibited over official email.



WorkplaceGuidelines

MediaRelations

Teammembersshall refrain from speakingabout or disclosingin anymanner,anycompanymatter/information to anyoneor to the media  

except when authorized or designated to do so in writing. Any violation of this shall be considered as a gross misconduct and dealt with  

accordingly.

ClientRelations

Eachclient detail shall be preserved by the concerned employee/or the team working with the client and stored in Company’sdata  

storagespaceonly.All communicationswith the client shall only beon professionalgrounds,only via one’sofficial emailaddressandunder  

no circumstance,usageof personalemailaddressfor official reasonsshallbe entertained.

Anydispute with the client shall immediatelybereported tothe respectiveHODs.

Gift Policy

Noteam memberor anymemberof his/her immediate family will acceptanyform of gifts or favours from contractors,suppliers,  

clients/customers,or anyother party havingbusinessdealingswith theCompany.

Gifts to be given to outsiders, i.e. clients, associatesor anythird party will be sourcedcentrallyby the Companyasthey needto conform to  

company’s brand guidelines. In case of exceptional circumstances where a gift (other than the ones provided by the Company) is to be  

given to a third party, team member(s) needto take prior approval from their HODs.

Whilegifting someone,employeesshouldensurethat suchgifts or favoursarenot extendedfor the purposeor with intentionof:
• Influencinganypresentor future act of decision by thatteam member;

• Inducingsuchemployeesto perform or omit anyact in violation of his/her proper duties andresponsibilities;and

Continued….



• Inducing such team member to use or direct any other person to use his/her influence with a government, or any of its  

representatives, divisions or agencies to affect or influence any act or decision of any such government, representative, division or  

agencyandin anyor all of the abovecases,for the purposesof expediting, benefiting, prejudicingor affecting in anyway whatsoever  

whetherdirectly or indirectly the businessdealingsor relationshipof the gift receiver with the Company.

Editorial team membersare advisedto go through the relevant sectionsof EditorialCodeofConductto know more details about the Gift  

Policyasapplicableto them.

WorkingEnvironment

It is the duty of all of us to keep Company’s premises tidy atall times. All of us should take collective responsibility for shared/common

areasand act proactively to keep these areas tidy. All team members are expected to clear their desk of paper and other paraphernalia  

before they leave after the end of day. Appearing for work under the influence of alcohol, drugs or controlled substances violates  

Company’sworkplace guidelines.Possession,useor saleof controlled substancesin Company’spremises,duringor after working hours

will amount to grossmisconductandattract appropriatedisciplinaryaction.

Relationshipswith Peers

The Companyencourages its team members to have healthy professional relationship among themselves. However, any relationship  

beyondthe professionalscopemust be reported promptly by the individual team membersto their respectiveHODs.Thisis to avoidany  

integrity and/or conflict of interest relatedissues.

Colleagues,thus involved in personal relationships, shallbe duty-bound to ensureprofessionalconduct in the organization,including  

confidentiality,professional integrity andavoidinganyconflict of interest.

TheCompanyreservesthe right to take suchstepsasnecessaryto ensurethat anyintegrity and/or conflict of interest related issues(that  

mayarisedue to suchpersonal relationshipbetween two colleagues),areavoided.

WorkplaceGuidelines



Conflict of Interest

Toavoidanypotential conflict of interest, you areadvisedto :

 Avoid anyconflict between your personal interest andinterest of thecompany.

 Refrainfrom taking for yourselvesopportunities discoveredthrough your useof companyassetsor through your position with the

company.

 Refrainfrom competingwith the companyin anymanner,and

 Declareto your reporting managersanypotential conflict of interest transaction,during the courseof business.In the event the

transaction isapproved,the HODshallensurethat you shallhaveno role or influence in theoutcome.

HODsshallbe requiredto report all suchcasespromptly to the HRDepartment.

Anti SexualHarassmentPolicy

At TheQuint, we arecommitted to providingawork environment that is free of discrimination andharassment.Actions, words, jokes,or

commentsbasedon an individual’s sex,race,ethnicity, region, age,religion,sexualorientation, marital status, disability etc. shallbe taken  

asviolation of company’semployment policies andworkplace guidelines.

“Sexualharassment” refers to unwelcomesexualadvances,requests for sexualfavours, andother verbal or physicalconduct of asexual  

nature when such conduct has the purpose or effect of unreasonably interfering with an employee’s work performance, or creates an  

intimidating, hostile or offensive work environment. SexualHarassment"will includeanyoneor more of the following unwelcome actsor  

behaviour(whether directly or by implication)namely:

Continued…
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• Physical Contact andadvances

• Ademandor request for sexualfavours

• Making sexuallycoloured remarks

• Showingpornography

• Anyother unwelcomephysical,verbal or non-verbal conduct of sexualnature

However,harassmentcanalsotake other lessobvious forms, suchas:

•

• Discussionof aperson'sphysicalcharacteristics or dress

• Unwelcomesuggestionsregarding, or invitations to, socialevents or activities

• Tellingoffensive jokesor sexuallyexplicit stories

• Circulationor postingof offensive cartoonsor pictures

• Useof offensive languageor demeaningterms

• Any unwelcomeadvances

In accordance with the statutory laws on dealing with the complaints pertaining to harassment (including sexual harassment), the  

Companyhas constituted an Internal Complaints Committees (ICC) to ensure that the complaints of harassment, if any, are dealt with  

utmost compassionandconfidentiality in accordancewith the guidelinesstipulated under the law.Thecontact details of the membersof  

this committee and the detailed process of handling such complaints are available with the HRDepartment as well as on the HRportal /  

notice boardof the Company’soffices.

If a team memberhasbeenthe victim of harassment,or knows of another team memberwho hasbeen,he/ shecanreport it immediately  

in writing (byway of a typed / handwritten letter or ane-mail) to the following personnel:

Continued…
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•

•

•

•

Immediate Supervisor/ Manager  

Headof Department / RegionalHead  

Human ResourcesDepartment

Member/s of the Internal ComplaintsCommittee

If investigationprovesanallegationof harassment,individualsshallbe subjected to disciplinary action, up to andincludingdismissalfrom  

the employment.

Teammemberscanalsoregister awritten complaint for anyincident(s) of sexualharassmentdirectly with ICC.Theymaysubmit the report  

in person, through post / courier or emailaddressedto ICC@thequint.com

TheICCwould treat complaints regardingsuchincidents seriouslyandwould do its best to deter, prevent and,when required,punish  

perpetuators.Pleasenote that all the grievances,asapolicy, will behandledby ICCmaintaining utmost privacy andconfidentiality.

DisciplinaryAction

Any team member violating any service conditions as laid down in various policy documents, this HRHandbook and as agreed upon via  

letter of appointment, may invite disciplinary action. Procedure under the Disciplinary Action is designed to help and encourage all  

employees to achieve and maintain high standards of professional conduct. Disciplinary or corrective action is the process of  

communicatingwith the employee to improve unacceptablebehaviouror performance.Theprimary purpose for taking disciplinary action  

is to guide the employee to improve performanceor correct inappropriatebehaviour.

While initiating disciplinaryaction againstanyemployee, the Companywill ensurethat every stepof suchaction provides the team

memberwith the opportunity to correct the problem or inadequacy.

Continued…
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•

•

•

•

•

• Personalreconciliation/ Counselingshallbeoffered,where appropriate, to resolve problems(in caseof minor offences).

• The“principle of natural justice” shallbe observed in letter & in spirit by the Companyandaccordingly, fair opportunity shallbegiven  

to the team memberto presenthis/hercase.

Nodisciplinaryaction shallbe takenagainstanemployeewithout complete investigation.

At every stage in the procedure the team membershall beadvisedof the gravityof the complaintagainsthim or herandshallbe  

provided with the opportunity to state hisor her casebeforeanydecision ismade.

At eachstageof the procedure the employee shallhavethe right to beaccompaniedby awork colleague.  

Noteam membershallbedismissedfor first time offenceunlessthe caseisof grossmisconduct.

Teammembershallhavethe right to appealagainstanypenaltyimposed.

WorkplaceGuidelines

ProcessofDisciplinaryAction

Asaprocessthe following stepsare involved in DisciplinaryAction proceedings:

• Issueof a letter of chargeby the HRDepartment to the employee calling uponhim/her to submit anexplanation.

• Considerationof explanation andmerits of the caseby the HRDepartment alongwith the ImmediateSupervisor/ Department Head.

• Informing the employee of the penalty, if any,decided to be awarded to him.

Right toAppeal

Ateam memberwho wishesto appealagainstadisciplinary decision must do sowithin three workingdays.Theappealshould bemade to  

TheManagementof the Companywho shallhearall appealsandreview the casebeforepassinghis judgment which shallbefinal.

Principles forDisciplinary Action

Thefollowing principlesshallbeobserved in DisciplinaryAction proceedingsagainstanyteam member:



GrossMisconduct

Quint Digital Media Limited is committed towards nurturing and encouraging a highly professional and people friendly work  

environment.Theteam membersare, therefore, expected to conduct themselves in the most professionalmanner.Thecasesof gross

misconductshallbe takenup very seriouslyby the Management, ensuring aswift action andclosureof thematter.

Theexamplesof GrossMisconduct are listed in ANNEXURE-1at the end of this policydocument.

Unapproved Leave&Absenteeism

Anyteam memberwho remainsabsentor proceedson leavewithout anyproper authorization andwithout anyvalid reasonfor aperiod of

up to 7 days shall be deemed to have abandoned his employment. Accordingly, his/her name shall be struck off from the rolls of the  

company.Thiswill be doneafter the Companysendsat least two formal communications(at the interval of minimum 5 days)to the absent  

team memberon his/her residential addressandpersonale-mail addressasavailable in the Company’srecords, askinghim/her to join the  

dutieswithin aspecifiedperiod. Failureto respond to the official communicationthrough anemailor through post shallbe deemedto be  

conveyingthe team member'sabandonmentof his/heremployment.

If any team member extends any period of his/her sanctioned leave without formal consent from the management and fails to provide  

sufficient reasons for such unauthorized absence, such leave shall be classified as leave without pay. It shall also call for appropriate  

disciplinaryaction againstthe employee. It will be requiredof the Reporting authority to essentially inform HumanResourcesDepartment  

of anysuchabsencewithin 2 workingdays.

WorkplaceGuidelines



Payroll &Other Benefits

Payment ofSalary

Youwill receive your salaryby the 1stdayof every succeedingmonth for the previous month. Thecompanyprovides the facility of direct

electronic transfer to your bank.Toavail this facility, you will needto openanaccount with the designatedbank.Contact the corporateHR

/Finance department for openingthe salaryaccount to get promptandseamlesssalarycredits.

The HRDepartment calculates your salary and benefits that you will receive and estimates the amount of tax that you will need to pay  

during the financial year.If you havebeenworkingwith another organizationbefore joining the company,pleaseensureyou obtain asalary

/TDScertificate mentioning the incomethat you haveearnedduring the financial yearandthe tax which hasbeendeducted.

Weexpect you to provide us with the investments that you will make during the year. On the basis of the information given by you, the  

payroll department will compute tax that you will payduring the financialyear.Youwill be required to showproof of the said investments  

madebyyou to the admin department in the month of January/ February.

SalaryAdvance

Teammemberswho havecompletedmore than 6 months of servicecanavail of asalaryadvance(up to 100%of the net monthlysalary).  

Theadvanceis sanctionedonly for emergencies/ exigenciesupon approvalby the HOD.Thesalaryadvanceis recovered in maximumof 3  

installmentsstarting the next payroll (if the advancewasdisbursedbefore20thof aparticular month) or 2ndnext payroll (if the advancewas  

disbursedafter 20thof aparticularmonth).

Anyexceptionto the aboveguidelinesneedsto be sanctionedbythe Managementin writing.



Payroll &Other Benefits

The Provident FundScheme

Thecompanyis registeredunder the Provident FundSchemeandall the team membersare coveredunder the same.Theteam members

are required to contribute 12%of their BasicSalarytowards the saidscheme.Anequalcontribution isalsoput in by the companyon behalf

of the team member.Theschemehasthree mainbenefits:

1. Provident Fund– Savingsfor the employee with avery attractive interest on contributions. Thecontribution andinterest is also  

exemptedunderSec80Cof IncomeTax.

2. Pension– Governedby EmployeesPensionScheme,1995,providing for the pension to the retired membersand to their dependents  

(after their demise),and

3. LifeInsurance– Governedby EmployeesDepositLinkedInsurance(EDLI)Scheme,providing for the life insurancebenefit to the

members.

The Employee State Insurance(ESI) Scheme

The company is registered under the ESIScheme and team members drawing a Gross Salary of up to 15,000/- per month are covered  

under the same.Theteam membersare required to contribute 1.75%of their GrossSalarytowards the saidscheme.4.75%of the Gross  

Salary is also put in by the company on behalf of the team member as the contribution. The scheme has following benefits for its  

members:

1. MedicalBenefit

2. SicknessBenefit

3. Maternity Benefit

4. DisablementBenefit

The GratuityScheme

All the team membersat Quint are eligible for the Gratuity benefit asspecifiedby the Paymentof GratuityAct. Gratuity is the reward

conferredby the employer to its employeesfor longservice (exceeding5years).

Toknowmoreabout the PF,ESIandGratuity Schemes,do contact the HRDepartment.



Payroll &Other Benefits

PaidLeaves

Youareentitled to the following leavesper calendaryearon monthly accrualbasis:

21 Days of earned/ privileged leave. The same will be credited to your account at the end of every calendar month starting from your  

dateof joining.Theunutilized leavescanbecarried forward to amaximumof 45days.Anyleaves,in excessof 45daysshall lapse/ cease  

to accrue. Earned leaves can not be availed for more than 15 days unless specifically approved by the HODas an exception. Youcan not  

availearned leavewithin 45daysof availingit once(calculatedfrom the dateof resumingyourduties).

15 Days of casual/ medical leave. The same will be credited to your account at the end of every calendar month starting from your date of

joining. The unutilized leaves shall lapse at the end of the calendar year. Any leave for more than 3 days will be required to be supported by

amedicalcertificate otherwise the sameshallbeadjustedfrom the earnedleaves.

Pleasenote the following points regardingthe leavepolicy:

1. Youshould try and get the prior sanction of leave from your immediate supervisor to ensure smooth functioning and avoid last  

minute confusions.Theleavesshouldbe markedby wayof anemail to your immediatesupervisor with acopyto the HODandHR  

Department. In case of any unforeseen circumstances where the prior sanction of leave is not possible, the same should be  

communicatedto the immediatesupervisorby anypossiblemodeof communication(sms/phone/emailetc) andsubmit a formal  

leaveapplication/ intimation immediatelyafter resumingthe duty.

2. Either a “prefix” or a “suffix” andinterveningholidaysshallbecountedwhile calculatingthe total leaveduration.

3. No leaves will be adjusted in lieu of notice period at the time of exit / separation from service.Any outstandingEarnedLeaves shall be  

en-cashed @ basic salary at the time of exiting of a team memberprovided he/she has completedone year of service.

4. Leave entitlement is not a matter of “right”. The leaves shall be recommended by the supervisor / reporting manager of the  

employee taking into account work exigencies.Themanagers,however, shall takeprudent judgments, taking into account the merits  

of individualcases.

5. Notwo types of leavescanbeclubbed together.Anyexceptionsto this rule shallbeapprovedby the Management consideringthe  

merits andcircumstancesof individualcase.

6. No leaveof anykind will be credited to anemployee for the period for which he/sheremains “without pay” thereby resulting in  

reducednumberof “payable days”dueto anyreason.



Maternity Leave

All the femaleteam membersare entitled to paidmaternity leaveasper the provisions of Maternity BenefitAct, 1961.Thebenefit period  

herein shallbe26weeks(includingpre & post natal period).Themaximumperiod entitled to maternity benefit by a femaleteam member  

having two or more than two surviving children shall be twelve weeks of which not more than six weeks shall precede the date of her  

expected delivery.

In caseafemaleteam member legally adoptsachild below the ageof 3monthsor the commissioningmother shallbe entitled to maternity  

benefit for aperiod of 12weeks from the date the child ishandedover to the adoptingmother or the commissioningmother, asthe case  

maybe.Theleaveissanctionedupon submissionof requireddocumentationof child birth / adoption.

Thereare following leavesthat canbeavailedadditionallyasper the new Maternity BenefitsAct provisions:

 In the unfortunate caseof miscarriage, a female team membershall, on production of acertificate from registeredmedical  

practitioner, beentitled to maternity benefit, for aperiod of sixweeks immediately following the dayofher miscarriage.

 In case of medical termination of pregnancy, a female team member shall, on production of a certificate from registered medical  

practitioner, beentitled to maternity benefit, for aperiod of sixweeks immediately following the dayof her medical termination of  

pregnancy.

 Afemale team membersuffering from illnessarising out of pregnancy,delivery,prematurebirth of child or miscarriage, medical  

termination of pregnancy or tubectomy operation shall, on production of a certificate from registered medical practitioner, be  

entitled to maternitybenefit for a maximumperiod of one month.

Payroll& OtherBenefits



Payroll &Other Benefits

PaternityLeave

All the male team membersareentitled to paidpaternity leaveof 7 days.Thesameshouldbe availedwithin 15daysof child birth /

adoption . Theleaveissanctioneduponsubmissionof requireddocumentationof child birth / adoption.

MarriageLeave

All the team membersare entitled to paid leaveof 7 daysfor their marriage.Theleaveis sanctioneduponsubmissionof required

Documentation.

BereavementLeave

All the team membersareentitled to paid leaveof 7 daysin the event of unfortunate demiseof their family members(spouse/ parents /

children / In-Lawsin caseof married females) . Thesameshouldbe availedwithin 15daysof the demiseof the family member.Theleave is  

sanctioneduponsubmissionof requireddocumentation.

Sabbatical Leave

You are entitled up to a maximum of 14 days of Sabbatical leave.

Please note the following points regarding the Sabbatical leave policy:

1. Sabbatical leaves are subject to the EL balance.

2. Total up to maximum of 14 leaves can be sanctioned in any circumstances in which 7 days will be adjusted against EL balance

and rest 7 days will be approved by the Management considering the circumstances of individual case.

3. In case, If you do not have sufficient EL balance, only up to a maximum of 7 days will be sanctioned.

4. You are entitled to the sabbatical leave once in a year.

5. All leave request will be required to be supported by a relevant document.

Holidays

In addition to the paid leaves,the team membersshallbe entitled to10 daysof paidholidaysper calendaryear .A list of suchholidays

shallbenotified by the HR Department at the beginningof eachcalendar year.



Mobile Phone ExpensesReimbursements

Team memberswhose job requiresconstant connectivity through emails / mobileare entitled to reimbursement of their mobile phone  

expensesasper the designatedentitlements.Thefollowing important points are to benoted aswell in thiscontext:

1. The Annexureof yourAppointment Letter will containyour entitlement limit, if applicable.

2. Thereimbursementwill not be given againstthe pre-paidconnection.

3. Themobile connectionshould be in your nameonly.

4. Thereimbursementwill all inclusiveof voice, data, rentals, taxesetc.

5. Bills shouldbe submitted in original to AccountsDepartment in proper ReimbursementClaimForm,duly approvedby the HOD.

Payroll& OtherBenefits



MediclaimCoverage

Teammembers and their respective families (including spouse, dependant parents and 2 children up to the age of 21 years) arecovered  

under the group mediclaim policy.Thepolicy provides for the reimbursementof hospitalizationexpenses/ cashlesshospitalization asper  

individualcoverageentitlement andpolicy terms & conditions.

Life& AccidentInsurance

Teammembersarecovered under the GroupTermLifeInsuranceaswell asGroupPersonalAccidentpolicies which insure the individual

against the unfortunate event of his/her demiseandin the event of anaccidental injury. Thebenefit /sum insured isasper team member’s  

grade/ entitlement andpolicy terms & conditions.

Youareadvisedto contact the HRDepartment to understand the provisions and individual entitlements of Mediclaim, LifeandAccident  

Insurance indetail.

Goodies!



ANNEXUREI–GrossMisconduct

Without prejudice to the generalityof the term ‘misconduct’the following actsof omission andcommissionshallbe treated asgross

misconduct :-

•

• Theft, fraud or dishonesty in connection with the businessor property of the Companyor anyclient of the Company.

• Takingor giving bribesor anyillegalgratification, or demandingor offeringbribesor illegalgratification.

• Possessionof pecuniary resourcesor property disproportionate to the known sourcesof incomeby the employee or on hisbehalf by

another person,which the employeecannotsatisfactorilyaccountfor.

Furnishingfalseinformation regardingname,age,father’s name,qualifications, experienceor previous service or anyother matter  

germaneto the employmentat the time of employmentor during the courseof employment.

• Acting in amannerprejudicial to the interest of theCompany.

• Wilful insubordinationor disobedience,whether or not in combination with others, of anylawful andreasonableorder of his  

superior.

• Unauthorizedabsencefrom duty. Habitual late or irregularattendance.

• Neglectingwork or negligencein the performanceof duty includingmalingeringor slowing down of work.

• Causingdamageto work in progressor to anyproperty of the Companyor client either wilfully or throughnegligence.

• Drunkennessor riotous or disorderlyor indecent behaviour in the premisesof the Company,client or outside suchpremiseswhere  

suchbehaviour is related to or connectedwith theemployment.

• Indulgingin Sexualharassmentof aco-employee.

• Gamblingwithin the premisesof the Companyor theClient.

• Collectionof anymoneyor valuableswithout the permissionof the competentAuthority within the premisesof the Companyorthat  

of the Clientexcept asauthorized andsanctionedbyanylaw of the land for the time being in force.

• Commissionof anyact which amountsto acriminal offence involvingmoralturpitude.

• Absencefrom the appointedplaceof work without permissionor sufficientcause.

• Commissionof anyact subversiveof disciplineor of goodbehaviour.

• Abetment of or attempt at abetmentof anyact which amounts to misconduct.

Continued…



•

• Canvassingin support of businessor insuranceAgency,CommissionAgency,etc. owned or managedby the spouseor anyother  

member of the family oftheemployee.

• Spreadingrumoursor giving falseinformation which tends to bring into disrepute the Companyor aClient or spreadingpanicamong  

the employees.

• Refusaltoaccept achargesheetor order or anyother communication from the Company.

• Striking work alone or in combination with other employees,or inciting them to strike work in contraventionof the provisionsof any

law or ruleshavingthe forceof law.

• Givingperformanceor results not in accordancewith outlined targets or not accordingto Companypolicy.Deliberatecontravention  

of safetyrules or failing to obeyanyinstruction which couldaffect the safetyof anyemployee and/or Clientcompanyproperty.

• Grossunprofessionalconduct with respect to anemployeeor customer.

• Failingto report anychronicailment or communicablediseasesor deliberatelyendangeringthe health of anyemployee or customer.

• Tappingof telephoneconversation, interceptingE-mail/faxmessages.

• Failureor refusal to submit for medicalexaminationwhen sorequiredby the company.

• Failureor refusal to co-operate in anyinvestigation/enquiryasregardssafety/ accidentsor incidents in the companypremises.

• Publication or disseminationof information relating to the companyeither through the pressor broadcastor speeches.

• Indulgingin indecent behaviour,abusivejokes, passingfilthy remarksagainstanyother personwithin the Company.

• Wilful or deliberate or intentional or knowingly operatingor attemptingto operate company’scomputer Systemswith other co-

employee’spasswordandusername.

Committinganyoffence within the meaningof Indian PenalCodeor anyother law of the landwithin or outside the premisesof the  

Company and committing any act of omission or commission within or outside the premises of the Company which would tend to  

result in impairingthe reputation, publicconfidence,disciplineor the prestigeof theCompany.

• Wilful falsification,defacementor destruction of anypersonal record of theCompany.

• Obtainingleaveor attempting to obtain leaveonfalsepretence.

• Refusalto accept or obeyanorder of transferof service.

• Unauthorizeduseof the company’sname,address,telephone,e-mail, fax, website or other suchdescription.

• Intimidatingother employeesby threats, pressuresor other means,with a view to preventingthem from carryingout their duties.

• Unauthorizedremoval from or affixing of notice on the notice boardsor anyother placein thecompanypremises.



Important

Theaboveinstancesof misconductare illustrative in nature, andnot exhaustive.Thepunishment for proved chargesof misconduct shall

dependupon the gravityof the offenceandits consequentialeffect.

Theterms andconditions of appointment ascontained in the letter of appointment, general terms & conditionsare in addition to these  

rules and will apply conjointly. In case of any conflict, the interpretation or decision of the Company shall be final and binding on the  

team members.

Disclaimer

Thisdocument doesnot create anyrights, benefits or duties which are not set forth in government regulations,policies andprocedures  

and it doesnot constitute acontract with theemployees.

The Management reserves the right to change the policies / procedures / rules and regulations as mentioned in this document in the  

interest of the employeesandbusinessoperations.Anychangesmadeshall, however,be notifed to the employeesin writing andthey shall  

beboundto begovernedby thesame.

Nopart of this presentation maybereproduced,stored in aretrieval system,or transmitted in anyform or by anymeans—electronic,  

mechanical,photocopying, recording,or otherwise. Thispresentation isan intellectual property of Quint Digital Media Limited.


