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GENERAL WORKING RULES

these regulations may result in disciplinary action ranging from reprimand, warning, layoff, or

The following is a list of behaviors that the company considers mandatory. Violation of any of
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dismissal depending on the gravity of the offense.

Employees shall maintain a professional appearance at all times while on duty and shall wear clothing
appropriate to their duties.

Employees shall be at the work place, ready to work, at the regular starting time.

Employees must notify their supervisor as far in advance as possible if they are unable to report for work,
or will be late for work.
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Employees shall not use Company equipmac, efiflls or facilities for personal purposes. Use of email,

phones and the internet is for work purposes only
Employees shall not engage in outside employment that is detrimental to the Company's interest.
Employees shall not reveal information in Company records to unauthorized persons.

Employees shall immediately report alleged violations of existing work rules, policies, procedures or
regulations to a supervisor.

19.Company Working Hours is 9.00 AM. to 07.00 P.M. & Lunch Hours 01.30 P.M. to 02.00 P.M.& Sunday

holiday.
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