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«  Payroll processing will be done based on HRMS attendance data

1.3.4. RESPONSIBILITY TOWARDS YOUR WORK
«  You have to Strictly follow the GMP guideline as per who WHO (World Health (0770 Ll Ll
. You are totally responsible for the maintenance of GMP as Laid down Under Drug & CARTORTE fiok AT
Leave Policy

2.1 OBJECTIVE

«  To define the procedure, entitlements & guidelines 10r employees 10 avail leave a5 por The A W FAIRTINN
Act for the respective states where the employees are located.

2.2 COVERAGE

«  Allemployees of the organization

2.3 POLICY GUIDELINES

= Calendar year is considered as a Leave Y ear which is January to December,

« At Shreechem Pharmaceuticals Pvt. Ltd. you are entitled to 21 days of leaven A s o Tert 99
service completed. Intervening offs will not be counted as part of the \eave availed

. The leaves mentioned above cover privilege, sick and casual {eaves, Y ou will need o wpy T A s

.  Youareentitled to 15 working days of privileged leave per calendar yeat for every yest of YAVKL et

« Youareentitiedto3 working days of Sick leave per calendar ye4r-

«  Youare entitled to 3 working days of Casual leave per calendar year.

«  You are encouraged to avail at least 15 privileged leaves in a calendar year-

«  Youare entitled to 6 working days’ of casual leave on account of sickness of PV Pt
be availed by you with the prior written approval from your Reporting Manags HIOLD (Mot of Scyaen

«  Your leave records of the employee will be maintained using HEMS.

s At Shreechem Pharmaceuticals Pvt. Ltd. it is mandatory that you avail & minimue 5 e SOnUTSS
of leave in a calendar year.

«  You are encouraged t0 submit your leave plan in consuitation with your Reposung Masez= oo
the leaves can be staggered, if required.

s Reporting Manager will approve the leave plan or reschedule the leave 0zsee 08 regaERTea

«  Youcan avail of leaves only subject 10 approval. Any jeave availed without approval Wl I pis i L
without pay, except in case of medical emergency which needs 1o b< apphied for WL dimee W
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The Employee disob
€ys a lawful directio i employee Code of Rules &
i rection of violates the ploy ¢ es
Regulation as amended from time to time &pdpement {A00.O%
cribed in the applicable

The Em, i . :
ployee is found guilty of commission or omission of any act or any misconduct pres
s, however, if the same

!m;s ] Olhe‘r misconduct which are not specifically mentioned under the applicable law
1s found to be misconduct in the opinion of Department head or Management §

The Employee is found guilty of any commission or omission amounting to any form of harassment, sexual or

otherwise, during the course of employment.
on-observance of the terms, conditions or stipulations

The Employee commits any serious or persistent breach orn . . !
connection with or affecting the business or affairs of

contained in this Agreement, or is guilty of any negligence in

Company or its affiliates.
\out prior written approval for a continuous period of five (5) working

The Employee remains absent from work witl

days (including overstay of leave)

The Employee commits an act or acts in breach of Company code of business conduct policy or corporate
confidentiality and intellectual property rig|
formance parameters after having been given opport

hts provisions as may exist from time to time.
unity to improve for a period

The Employee does not meet per .
of two (2) months from the date of notice to improve.

The Employee engages in conduct that brings or could bring the Employee into disrepute.
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