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1. Introduction 

This Service Manual is designed to provide employees of IFFCO Kisan Sanchar 

Limited ( IKSL  or The Organization ) with information on HR policies and 

practices,  that are currently applicable in the Organization. 

The purpose of this Service Manual is: 

Ʒ To ensure consistency in people related decision making. 

Ʒ To ensure fairness, transparency and consistency in the relationship 

between IKSL and its employees. 

Ʒ To communicate and establish the desired culture and working 

environment for the Organization. 

The terms and conditions of the employment, wherever applicable, of the existing 

employees will stand modified in terms of these Manuals. 

The Organization reserves the right to interpret, modify, revise, supplement or 

rescind any Policies or portion of the Policies from time to time as it deems 

appropriate. Such revisions may be made at the Organization s sole discretion 

and may be made with or without prior notice. Any changes made thereof shall be 

communicated to the employees. 

The information contained herein is the property of IKSL. This Manual is for the 

information of employees within the Organization only and its content should not 
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be distributed to any person outside the Organization. Any duplication and re-

issue of the material contained herein would be construed as an infringement. 

2. About IFFCO Kisan Sanchar Limited 

IKSL is a Company registered under the Companies Act 1956 and promoted by 

IFFCO and Others as Joint Venture. 

Mission Statement 

The mission of IFFCO Kisan Sanchar Limited (IKSL) is : 

To empower Indian farmers 

 

¶ With timely and relevant and high quality information and services by 

leveraging mobile phone. 

¶ To improve informed decision making by farmers which could result in 

reduction in costs. 

¶ improvement in quality, increase in income and enhanced opportunities for 

livelihoods. 

¶ To work with like minded institutions for transformation of rural India. 

 

3. Scope of the Service Manual 

The policies and practices set out in these Service Manual are intended to apply 

across all offices of IKSL in India. The guidelines and band entitlements outlined 

in this Manual are applicable to the employees of IKSL, (also referred to as 

Company or Organization throughout the policy manual). These policies are, 
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however, not applicable for the employees/Associates/Commission agents/others 

engaged by the Company on contract/ for specified period, for various roles in the 

organization.  Such persons will be governed by the terms and conditions of their 

individual Contract/Agreement. The Organization may extend the Discipline and 

Conduct Manual to the employees engaged on contractual basis also for ensuring 

proper work atmosphere. 

The Management reserves the right to amend this Service Manual keeping in 

mind the business exigencies.  

If any question arises as to the interpretation of this Manual, the matter will be 

referred to the Managing Director through the Human Resource Department for 

clarification.  

4. Updating the Service Manual 

From time to time, changes to the policies and procedures contained in the 

manual may be necessary. The Organization reserves the right to interpret, add, 

modify, amend or withdraw any or all the manual from time to time as deemed fit, 

with or without prior notice and such interpretation, addition, modification or 

amendment will be final and binding upon all employees. 
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Such subsequent additions and deletions will be notified to the employees in 

writing or by e-mails informing them of the same. All notifications will be recorded 

in the Copy of the Service Manual kept by the Human Resources Department. 

Any employee, who has any suggestion regarding amendments, improvements or 

updation of this service Manual, may mail the same to the Corporate Human 

Resource Department for review and consideration. 

Changes to this service Manual will need to be authorized by the Corporate HR 

Department and approved by the Board of Directors as per the following process 

flow. 

 

 

 

 

 

 

 

 

 

 

 

 

  

Change Initiation 

Through one or more 

of the following: 

  Employee 
suggestions 

  aŀƴŀƎŜƳŜƴǘΩǎ  
initiative 

  Periodic updation 
  Regulatory 

requirements 
  Others 
 

HR Team 

  Conduct a thorough 
analysis of situation 

  Consult senior 
management & HR Head 

  Draft new or updated 
policies 

 

HR Head 

  Reviews updated/new 
policies 

 

Board of Directors 

The proposal for 
revision of 
amendment will be 
presented to the 
Board of Directors. 

 

Printing & Updating  

  Sharing the new version 
of the Service Manual 
with employees 
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5. Confidentiality of the Service Manual 

The Service Manual is the property of IFFCO Kisan Sanchar Limited and the 

details contained herein should be treated with utmost confidentiality and the 

contents should not be reproduced in part or in full without the prior permission of 

the Management. This Manual and its contents should not be distributed to any 

external person outside the Company without prior written permission from 

Management. 

6. Guiding Principles of the Service Manual 

Laws of the Land 

IKSL will comply with all applicable laws and regulations of the country and 

expects its Directors, CEO, COO, Managers, Executives, and associated staff 

members to conduct business in accordance with the letter, spirit, and intent of all 

relevant laws and to refrain from any illegal, dishonest, or unethical conduct. All 

legal dues will be paid strictly in compliance with the law and employees need to 

ensure that they cooperate fully in this effort. 

Business Ethics and Conduct 

The successful business operation and reputation of IKSL is built upon the 

principles of fair dealing and ethical conduct of our employees. The reputation of 



SERVICE MANUAL  

8 
 

the Company s employees for the integrity and excellence requires careful 

observance of the spirit and letter of all applicable laws and regulations, as well as 

scrupulous regard for the highest standards of ethical conduct and personal 

integrity.  

The continued success of IKSL is dependent upon its customer s trust and the 

Organization is dedicated to preserving that trust. Employees owe a duty to IKSL, 

its customers to act in a way that will merit the continued trust and confidence of 

its customers and the public. 

Equal Rights 

IKSL is an Equal Opportunity Employer and is committed to treating job applicants 

and employees equally irrespective of color, creed, race, religion, or ethnic origin, 

sex, marital status, or age. The Organization will not permit any job applicant or 

employee to be placed at a disadvantage by requirements or conditions that have 

a disproportionately adverse effect on him/her and which cannot be shown to be 

relevant to job requirements.  

7.  Definitions 

Competent Authority  means Managing Director or any Officer of the Company to 

whom powers have been delegated by him for any purpose. 
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Employee means a person in the employment of the Company, including a 

person on deputation or on contract basis, but does not include persons engaged 

on casual basis/outsourced/Sales Agents/ Marketing .Associates/Project 

Associates, Telecallers etc. 

Family means in relation an employee includes  

The spouse, parents who are fully dependent on the employee and sons and 

daughters  who are of below 25 years of age, as per the criteria specifically fixed 

by the Management. 

Gender  Masculine includes feminine, as the case may be 

Management:  means Managing Director or any other Officer assigned with the 

powers to act on his behalf and/or to whom any of his powers is assigned. 

8. Employee Classification 

Employees are classified as under:  

Permanent 

A permanent  employee is a person who has been engaged on a regular basis in 

a regular grade and against approved positions and includes any person who has 

been confirmed in writing as a permanent employee.  
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Probation 

Probation is a trial period that gives the employee a bona fide opportunity to 

demonstrate his/her suitability for continued employment. The probation period is 

a trial period, not a training period. The employee must demonstrate suitability for 

continued employment 

Trainee  

A Trainee  is a person engaged for being imparted in-house training on specific 

areas of operations under a training agreement specifying the training period. At 

the end of the training period his/her performance will be assessed to determine 

whether they should be offered permanent employment or the training period 

should be extended / concluded.  

Contractual  

A Contract staff  is one whose contract of engagement / assignment is for a 

specified period but will not include Service Agents, Marketing / Project 

Associates, Telecallers etc engaged to produce pre-determined results/ targets on 

fixed payment or on commission basis.   
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9. Employment 

Non-discrimination in Employment Policy 

Objective: 

The Organization will not discriminate against any employee or applicant for 

employment because of race, religion, color or sex, age. All employees and 

external candidates / applicants will be treated equally. The objective of this 

manual is thus to provide guidelines around resolution of employee grievances 

pertaining to perceived discrimination in employment policies. 

Scope: 

- This policy is applicable to all permanent employees of IKSL. 

Details: 

For the purpose of this policy such non-discriminatory treatment will include, but 

not be limited to the following: 

1. Employment; 

2. Promotion or transfer; 

3. Recruitment or recruitment advertising; 

4. Layoff or termination; and  



SERVICE MANUAL  

12 
 

5. All forms of compensation 

Ʒ Employees of the Organization shall be treated with dignity and in accordance 

with the Organization s policies to maintain a conducive and congenial work 

environment free of any discrimination or harassment, whether physical, verbal 

or psychological.  

Ʒ The policies and practices of the Organization shall be administered in a 

manner that would ensure that in all matters equal opportunity is provided to 

those eligible and the decisions are merit-based.   

Ʒ All grievances of the employees pertaining to perceived discrimination in 

employment policy will be addressed through the formal Grievance Redressal 

System for IKSL (Refer to Grievance Redressal Policy for details). 

Ʒ All complaints will be treated with utmost confidentiality and sensitivity. 

Ʒ Decision of the Grievance Committee in this matter will be final. 

10. Terms of Employment/Joining process 

Objective: 

The conditions of employment are set out in the appointment letter provided to the 

employee at the time of joining the Organization. The purpose of these guidelines 

is to acquaint employees with joining formalities and related issues 
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Scope: 

- This policy is applicable to all permanent employees of IKSL 

Details: 

I. The terms of employment will be as per the details contained in the 

appointment letter. The organization reserves the right to amend, alter, and 

/ or change any or all the terms and conditions governing employment. The 

organization will also be the sole judge of the meaning and interpretation of 

all or any of these terms and conditions and its decision thereon will be 

binding on all employees 

II. The employment contract is a contract between the individual employee 

and the organization and the terms of contract will be individual to each 

employee. Hence, all employees are expected not to share the terms of 

contract with others, including fellow employees 

III. The Organization relies upon the accuracy of information contained in the 

employment application, as well as the accuracy of other data presented 

and gathered during the employment process. Any misrepresentation 

(intentional or unintentional), falsification, or material omission of facts on 

the employment application or in interview(s) may result in rejection of the 
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application for employment or summary termination of employment (if 

appointed) of the concerned employee by the Organization 

IV. To ensure that individuals joining IKSL are well qualified and have the 

potential to be productive and successful, the Organization may conduct 

appropriate pre-employment checks of all applicants. These may include a 

combination of the following types of checks: 

a. Reference Checks 

b. Background Verification 

c. Police Verification 

d. Any other checks/verifications that IKSL deems necessary 

Every offer of employment is contingent upon the satisfactory outcome of these 

checks. If any negative information about a candidate surfaces at any time even 

after the employment offer has been made or the candidate has joined, the 

organization  reserves the right to take appropriate action as it deems fit, including 

but not limited to revocation of offer of employment/termination of service of the 

concerned employee without notice. 

Medical Fitness 

Every person joining the organization may be required to undergo a 

medical checkup at the prescribed Medical Centre and produce medical fitness 

certificate at the time of joining.  If he/she is found medically unfit for employment, 
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he will be not taken in the employment. The expenses, as prescribed marked on 

such tests will be allowed as re-imbursement at the time of joining. The 

Management will issue necessary instruction in due course.   

11. Joining Process 

Objective: 

The policy defines guidelines for the Joining Process of IKSL  

Scope: 

- This policy is applicable to all permanent employees of IKSL 

Details: 

I. Upon joining the employee will be required to fill the joining form and 

provide educational and other qualification certificates. Employees will fill in 

the joining form on the date of joining itself. 

II. The copies of the following documents will be submitted by an employee 

on the date of interview: 

a. Proof of residence and Permanent address 

b. Proof of age (birth certificate/ school leaving certificate/ passport 

copy) 

c. Educational and other qualification certificates 
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d. Documents supporting work experience 

e. Release letter and experience letter from the previous employer (if 

employed before) 

f. Last drawn salary slip 

g. Passport sized photographs (2) 

h. Copy of the Pan Card 

III. Employee will be issued Appointment Letter and they will be required to 

join duty within the time stipulated therein, failing which the offer will be 

withdrawn and cancelled.  

IV. Original copy of the appointment letter format will be retained by the 

employee, and one signed copy will be handed over to HR (for the 

personnel file and for payroll)  

V. The Administration will assist all permanent employees in opening a bank 

account with the appointed bank for remittance of salary.  

VI. Human Resources will assign an Employee Number to the new employee.  

VII. The following forms will be filled by the new employee on joining: 

a. Personal Profile form 

b. PF (New Account/ transfer forms) 

c. Gratuity Nomination form 

d. Personal Accident Insurance Cover form 

e. ESI related forms 
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f. Form 16 (if applicable) 

g. Other forms as decided by HR from time to time 

 

12. Induction & Orientation 

Objective: 

To ensure full utilization of the inherent skills of the new entrants and provide 

them with comprehensive foundations needed for successful performance in their 

job. 

 

Scope: 

- All new  employees joining  IKSL 

Details: 

I. HR / Identified person will receive the new employee on the first day of 

joining and introduce him / her to the Department Head after completion of 

all formalities and paperwork.  

II. All new employees joining should go through a one/two day induction.  

III. The Reporting Manager will ensure that the new incumbent is provided with 

an appropriate workplace and other facilities on joining duty. 
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IV. The inputs during induction may be provided through classroom 

presentations, discussions and sharing of experiences which will be 

followed by visit to various departments/sites as per the role requirements, 

if so required. 

 

13. Probation & Confirmation 

Objective: 

The probation period is meant to provide the employee an opportunity to get 

acquainted with the job responsibilities, work environment and demonstrate 

his/her suitability for continued employment on the job in the organization. The 

probation period is a trial period, not a training period. It is meant to serve the 

following purposes: 

I. Give adequate opportunity to new entrants to: 

a. Understand the Company's operations 

b. Learn to perform their tasks,  

c. Adjust to the culture of the organization  

II. Enable the company to assess the individuals' suitability for the concerned 

position. 
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Scope: 

- All new employees of IKSL joining against a regular position. 

Details: 

All new employees would initially be on probation for a period of six months from 

the date of their joining unless specified otherwise in the employment offer letter. 

At the end of the 6 months  probation period, their performance would be 

reviewed and appropriate action would be taken as detailed in the Probation 

Period.  

Until and unless an employee s employment is confirmed in writing, he/she will be 

deemed to be on probation. 

Probation Assessment of Work and Conduct  

I. On completion of the probation period, the employee s performance will be 

evaluated by his/her immediate superior in a prescribed Assessment 

Format 

II. On completion of the assessment, one of the following courses of action 

has to be recommended by the Reporting Manager to the Human 

Resource Department, generally within 15 days, of the expiry of probation 

period: 
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a. Confirm in the employment of the company 

b. Extend probation 

c.  Discharge from employment 

III. In each of these cases appropriate written communication will be generally 

issued to the employee within 15 working days of the expiry of the 

probation period and suitable acknowledgement obtained, as listed below: 

a. Letter of Confirmation of Employment (in case of satisfactory 

performance during Probation Period) 

b. Letter of Extension of Probation (in case of unsatisfactory 

performance during Probation Period) 

c. Letter of discharge from employment (in case of unsatisfactory 

performance during Probation Period) 

IV. The probation period may be extended at the discretion of the 

Management. 

V. Any extension of probation will require written concurrence of the 

Department Head and approval of the CEO and such an extension will be 

for a maximum period of three months, at a time. The total Probation 

Period will not exceed more than 1 year. 
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General Manual 

I. During the probationary period, either party (Company or Employee) can 

terminate the employment without assigning any reason by giving seven 

days  notice or salary in lieu thereof, to the other party. 

II. Payment in lieu of notice period would comprise monthly cash 

compensation which will include Basic plus Grade Pay. The same will not 

include Organization s contribution to Provident Fund, Gratuity and the 

Variable Pay. 

III. An employee under probation cannot avail any leave other than Casual 

Leave on Pro-rata basis during the Probation period or other than Leave 

without pay, as per rules. 

IV. An employee will not be allowed any increase in pay or increment during 

the probation period. 

14. Employee Code of Conduct 

Objective: 

This Code of Conduct and Ethics (Code) has been adopted by IKSL 

(Organization) and is applicable to all its employees.  
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This Code covers a wide range of business practices / procedures and serves as 

a guide to ethical decision-making. This Code does not cover every issue that 

may arise, but it sets out basic policies to guide employees of the Organization 

and its affiliates.  All employees must become familiar with this Code and conduct 

themselves in accordance with these policies and seek to avoid even the 

appearance of improper behavior. 

Those employees who violate the policies in this Code will be subjected to 

disciplinary action, up to and including dismissal from the Organization. If an 

employee feels that he is in a situation that he believes may violate or lead to a 

violation of this Code, he must report the situation as described herein. 

Scope: 

- All employees of IKSL  

Details: 

Ʒ All employees will be required to abide by all the staff Manual, regulations, 

policies and local laws which are in force for the time being, or may be framed 

from time to time. 

Ʒ Organization s values should be safeguarded and never compromised or 

altered for any reason. 
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Ʒ High ethical standards should be recognized and valued and any unethical or 

illegal behavior should be reported by the employees. 

Ʒ An environment of honesty, trust, and integrity should be maintained. 

Ʒ Organization is a property should be protected . 

Ʒ In all dealings with service providers and colleagues, the Code of Conduct 

should be complied with. 

Ʒ Employees should avoid any behavior or action which harms or could harm 

the integrity or interests of the Organization. 

Ʒ Employees must conduct themselves in a professional, courteous and 

respectful manner. 

Ʒ Employees shall not disclose any confidential information acquired in the 

course of their service. 

Work Product Ownership   

Work Product will be the sole and exclusive property of IKSL. No Work Product 

created while employed by IKSL should be claimed, construed, or presented as 

individual property, even after employment by IKSL has been terminated or the 

relevant project completed. This includes but is not limited to written and 

electronic documents, system code, and also any concepts, ideas, or other 

intellectual property developed for the Organization, regardless of whether this 

intellectual property is actually used by the Organization or not. 
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In case, either on demand by IKSL or in any event upon ceasing to be an 

employee of the Organization, employees will be required to promptly return all 

documents, papers, records, or computer diskettes, or other property in his/her 

possession or under control belonging to IKSL and he/she will not retain any 

copies thereafter. 

Corporate Business Opportunities 

In carrying out their duties and responsibilities, employees are prohibited from: 

Ʒ Appropriating corporate business opportunities for themselves that are 

discovered through the use of Organization resources or information or their 

position as employees of the Organization. 

Ʒ Using Organization resources or information, or their position as employees for 

personal gain. 

Ʒ Competing with the Organization, directly or indirectly. 

A corporate business opportunity is an opportunity: 

1. Which is in the Organization s line of business or proposed expansion or 

diversification. 

2. Which the Organization is financially able to undertake. 

3. Which may be of interest to the Organization.  
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An employee who learns of such a corporate business opportunity and who 

wishes to avail of it should first disclose such opportunity to IKSL Management. If 

the Management determines that the Organization does not have an actual or 

expected interest in such opportunity, then, and only then, may the employee 

avail of it, provided that the employee has not wrongfully utilized the 

Organization s resources in order to acquire such opportunity. 

Conflict of Interest 

A "Conflict of Interest" occurs when the private interest of an employee interferes 

in any way  or even appears to interfere  with the interests of the Organization. 

A conflict situation can arise when an employee takes actions or has interests that 

may make it difficult to perform his or her work objectively and effectively. Conflict 

of interest also arises when an employee or a member of his or her family, 

receives improper personal benefits as a result of his or her position in the 

Organization.  Each employee should avoid having his or her private interests 

interfere with: 

1. Interests of the Organization or.  

2. His or her ability to perform his or her duties and responsibilities objectively 

and effectively. 

Employees should avoid receiving, or permitting members of their immediate 

family to receive, improper personal benefits from the Organization, including 
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loans from or guarantees of obligations by the Organization.  An employee should 

make a full disclosure to the Organization of any transaction or relationship that 

he/she reasonably expects could give rise to an actual conflict of interest with the 

Organization and seek the Organization s authorization to pursue such 

transactions or relationships. 

Organization Property 

In carrying out their duties and responsibilities, all employees should endeavor to 

protect the Organization s assets and proprietary information, and ensure that the 

same are being used only for legitimate business purposes of the Organization.  

Any suspected incident of fraud, mismanagement of Organization assets or theft 

should be immediately reported for investigation to the Human Resources 

Department or such other person as designated in this regard.  

Confidential Information 

Employees should maintain the confidentiality of information entrusted to them in 

carrying out their duties and responsibilities, except where disclosure is approved 

by the Organization or legally mandated or if such information is already in the 

public domain.  Confidential information includes all non-public information that 

might be of use to competitors, or harmful to the Organization or its customers, if 

disclosed. The Organization s confidential information shall not be inappropriately 
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disclosed or used for the personal gain or advantage of anyone other than the 

Organization. These obligations apply even after the term of employment of the 

employee with the Organization ends. 

Fair Dealing 

In carrying out their duties and responsibilities, employees should endeavor to 

deal fairly, and should promote fair dealing by the Organization, its employees 

and agents, with customers, suppliers and competitors. 

No employee should seek to take unfair advantage of anyone (including the 

Organization) through manipulation, concealment, abuse of privileged information, 

misrepresentation of material facts or any other unfair dealing practice. 

Favours, Gifts and Entertainment 

The Organization has many business partners, all of whom are vital to our 

Organization s success. All of these relationships must be based entirely on 

sound business decisions and fair dealing. Business gifts and entertainment can 

build goodwill, and are a part of normal relationships with our business partners, 

but they can also create a perception of conflict of interest that can undermine the 

integrity of our relationships. On account of this, all employees are expected to 

know this policy and to know the equivalent policies of our partners and 

customers. Any courtesy should always comply with the policies of the recipient s 
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organization, and those we are doing business with should understand our policy 

as well.  

Favors, gifts and / or entertainment  means anything of value, including meals, 

lodging, discounts, loans, cash, favorable terms on any product or service, 

services, equipment, prizes, products, transportation, use of vehicles or vacation 

facilities, stocks or other securities (including accepting the opportunity to buy 

directed shares  - also called friends and family shares  - from a Organization 

where the employee is now or is likely to become in any way involved in 

relationship with that Organization), home improvements, tickets and gift 

certificates. The potential list is endless  these are just examples.  

Political Non Alignment  

The Organization shall not support directly or indirectly any specific political party 

or candidate for political office. The Organization shall not offer or give any 

Organization funds or property as donations, directly or indirectly, to any specific 

political party, candidate or campaign. 

Dowry 

The employees of the Company shall not give, take or abet the giving or taking of 

dowry or demand, directly or indirectly from the parent or guardian of a bride or 
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bridegroom, as the case may be, any dowry.  (For this purpose of this rule, 

dowry  has the same meaning as defined in the Dowry Prohibition Act, 1961. 

Applying for job outside 

A permanent employee will route his / her application through proper channel. 

Pursuing higher studies 

An employee desirous of pursuing higher studies will take the prior permission of 

the Management. Permission will be granted to only such course which has 

relevance to the profile of the employees concerned, subject to official exigencies. 

Leave for appearing in the examination may be granted.  Violation of this rule will 

also lead non recognition of such qualification for career progression. 

Compliance to Laws 

Organization complies with all legislations applicable and expects its employee 

not to violate knowingly and unknowingly any of the laws enacted from time to 

time 

Termination due to Misconduct 

Employment may be terminated by the Management after giving reasonable 

opportunity of hearing, in the event that the employee has committed any 
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misconduct acts of omission and or commission. Given below is an illustrative (not 

exhaustive) list of actions that constitute misconduct: 

Ʒ Commit any serious or persistent breach of any of the provisions of the Code 

of Conduct; 

Ʒ Willful insubordination or instigation thereof or disobedience, whether alone or 

in combination with another or others of any lawful and reasonable order of the 

immediate superior; 

Ʒ Slowing down work or inciting others in contravention of any lawful and 

reasonable order of the immediate superior; 

Ʒ Striking at work or inciting others for the same; 

Ʒ Taking or giving bribe or any other illegal gratification whatsoever; 

Ʒ Theft, fraud or dishonesty in connection with the organization s business or 

property; 

Ʒ Habitual unauthorized absence or absence without leave for more than Eight 

consecutive days; 

Ʒ Habitual late coming or irregular attendance; 

Ʒ Engaging in trade including money-lending or borrowing within the premises of 

the organization without written permission of employer; 

Ʒ Soliciting or collecting any money within the premises of the organization 

during working hours for purpose not sanctioned by the Management; 
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Ʒ Drunkenness or riotous disorderly or indecent behavior, in the premises or 

outside such premises where such behavior is related to or connected with 

employment. 

Ʒ Neglect of work or  habitual negligence in the performance of duty including 

malingering, slowdown of work ; 

Ʒ Commission of any act subversive of good behavior or the discipline of the 

organization; 

Ʒ Abetment of or attempt of abetment of any act which amounts to misconduct; 

Ʒ Sleeping while on duty; 

Ʒ Submission of false information regarding name, age, qualification, work 

experience or any other matter connected to self employment; 

Ʒ Absence without leave or over staying the sanctioned leave for more than 8 

consecutive days without sufficient grounds or proper satisfactory explanation. 

Ʒ Absence from the employees appointed place of work without permission or 

sufficient cause. 

Ʒ Disclosing to any person or persons whether or not employed in the 

organization any confidential information in regard to the working and running 

of the organization which comes to the knowledge of the employee during the 

course of his/her work; 

Ʒ Failure to attend work on holidays or Sundays when notified or directed to do 

so; 
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Ʒ Gambling within the premises of the organization or while on duty; 

Ʒ Breach of any rules or instructions for the maintenance and running of any 

department of the organization; 

Ʒ Damage due to willful negligence or willful carelessness to work or to any 

property of the organization or within the organization any instigation or 

abatement thereof; 

Ʒ Organizing, holding, attending or taking part in any meeting within the 

premises of the organization without prior sanction of the Management; 

Ʒ Engaging in other gainful employment while still in the service of the 

organization; 

Ʒ Refusal to accept a charge sheet, order or other communication; 

Ʒ Willfully making false, vexatious or malicious statements, public or otherwise, 

against the organization or any member or employee of the organization or 

committing any act prejudicial to the organization or any other  employee 

unless the employee concerned can prove to the satisfaction of the 

Management  that the statements are made in good faith; 

Ʒ Willful falsification, defacement, or deconstruction of personal records or any 

other records of the establishment; 

Ʒ Unauthorized possession of any lethal weapon within the premises of the 

organization; 
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Ʒ Doing private or personal work within the organization with or without materials 

belonging to the establishment without the previous permission of the 

management; 

Ʒ Issue of any matter which is prima facie defamatory without the due care and 

caution and /or without submission of such matter to the scrutiny of an 

appropriate designed authority in the office; 

Ʒ Be guilty of any grave misconduct or willful neglect in the discharge of one s 

duties and obligations to the Organization; 

Ʒ Be charged of any offense involving fraud, dishonesty or misappropriation; 

Ʒ Be guilty of conduct tending to bring oneself or the organization into disrepute; 

or be proven guilty of any criminal offence 

Ʒ Sexual harassment of women at work place; 

Ʒ Any act of omission and/or commission is violation of express rules, order or 

policy of the Company;  

Ʒ Commission of any act which amounts to criminal offence involves moral 

turpitude. 

Ʒ Absence from the employee s appointed place of work without permission or 

sufficient cause. 

Ʒ Unauthorized absence from duty. 
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15. Language of Communication 

Objective: 

To ensure a common and consistent language of communication amongst the 

employees 

Scope: 

- All employees of IKSL  

Details: 

I. Employees are preferred to have a working knowledge of spoken and 

written English at the time of joining. Employees will be encouraged to 

overcome any language deficiencies 

II. All nature of employee communication will be made in English/Hindi 

language 

 

16. Work Hours and Attendance 

Objective: 

To ensure a disciplined work culture on the basis of set work hours, punctuality 

and recording of employee attendance 
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Scope: 

- All employees of IKSL 

Details: 

Official Timings 

The normal working hours for employees in the Corporate Office and 

State/Branch Offices are as under; 

I. The normal working hours will be 8 hours a day and 48 hours a week.  

II. The above timings will include a 30 minute of lunch break. 

  For Corporate Office and State Office Saturday and Sundays would be 

closed holidays.  

  For field sales staff Saturdays will be working days and Sunday will be 

closed holiday. 

III. Employees may be required to work beyond official timings and/or on 

Saturdays and Sundays due to exigencies of work. 

 

Attendance Recording 

I. Regular record of attendance will be kept for all employees 
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II. All the employees are required to record their attendance in the attendance 

format and mode as provided by IKSL at the Corporate and Branch/State 

offices 

III. The attendance records will be subject to regular audit. Employees found 

indulging in any malpractices or irregularities will be seen as violating the 

code of conduct and appropriate action will be taken against them  

 

Late Coming/Early Going 

I. It s the responsibility of the employee to come to office on time. Employees 

should try and abide to office timings and not make late-coming a habit. 

II. If an employee is coming late he needs to take prior permission from the 

concerned Department Head. 

III. Guidelines on marking attendance and late coming/early going  will be 

issued on from time to time.  The current guidelines on the subject is 

issued  is  attached at Annexure III. 

IV.  Habitual late coming may have negative consequences on the employee s 

career progression and may also lead to disciplinary action, in addition to 

loss of pay.  
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General Rules 

Ʒ Employees can leave their workplace during working hours only in case of an 

emergency and need to take permission from the concerned Head of 

Department for leaving during working hours. 

 

17. Dress Code 

Objective: 

IKSL promotes a dress code that is professional and comfortable. A good 

dressing sense exhibited by employees enhances the reputation of the 

organization and reflects positively on the professional culture of the workplace. It 

is therefore, expected of the employees to dress appropriately at all times in and 

outside the office. 

Scope: 

- All categories of employees  

Details:  

Employees are expected to dress professionally to office and need to ensure that 

their personal appearance is pleasing, and linked to office decorum. 
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18. Security & ID Card Policy 

Identity Cards 

Every employee shall be provided with a non-transferable photo identity card. 

Every employee shall on demand show his identity card to the authorized security 

personnel or any other authority, at the gate while entering or leaving IKSL 

premises or at any other place within IKSL premises when asked.  

The identity card shall not be used by the employee to enter or pass through the 

establishment when he/she is not on official duty, unless authorized by the 

competent authority. Every employee shall enter and leave the IKSL premises by 

the prescribed gates only. Employees entering or leaving the premises are liable 

to be detained and searched by staff authorized for this purpose by the 

management. 

 

Losing and Issuing an Identity Card  

If any employee loses his identity card, he must immediately report the loss to the 

issuing authority and the in-charge of his section. If the identity card is lost by the 

employee, a duplicate identity card will be issued at the employee s request on 

submission of a copy of the FIR. Reasonable cost of issuing new identity card will 



SERVICE MANUAL  

39 
 

be recovered from the employee as notified by the Human Resource Department 

from time to time. 

If the identity card becomes illegible or disfigured due to normal wear and tear, it 

will be replaced free of charges. It shall be the responsibility of the employee to 

apply for a fresh identity card and deposit the disfigured one. 

The identity card issued to an employee shall be surrendered by the employee on 

his/her resignation from the company or on his/her termination from the services 

of the company.  The Company may deduct the cost of the ID card in case the 

employees fails to return the card. 

 

19. Confidentiality 

Objective:  

Owing to the nature of work at the Company, many employees would be handling 

confidential information that is critical not only for the Organization but for others 

as well. The Organization nurtures ethical work habits, in consonance with the fact 

that the Company believes in maintaining the sanctity of confidential information. 

Scope:  

-  This policy is applicable to all employees of IKSL. 
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Details: 

 

Ʒ All employees will have to duly sign the Non-Disclosure Agreement with the 

Company in the Appointment Letter, at the time of joining. Any breach of the 

same may lead to termination of employment. 

Ʒ Any employee, who has reason to believe that the confidentiality of the 

Organization is being violated by another employee, should counsel the other 

employee in question; Failing which, he should bring it to the notice of the 

concerned Department Head/HR Head. 

Ʒ All employees should take due permission from the Head of Department to 

take any official documents including photocopies of the same and carry the 

same out of office premises. 

Ʒ To ensure the sanctity of confidential information, each employee will ensure 

the safekeeping of all official documents, records or notes in whatever manner 

(including matter stored in computer memory) for which he / she is 

responsible. In the same spirit, he/she will also endeavor to ensure the safe 

custody of all files, floppies, tapes, CDs, documents or any other material 

which is transported outside the office. 

Ʒ All employees will agree and acknowledge: 
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Ʒ That during their course of employment there may be certain trade 

secrets of the Company disclosed to them. Such trade secrets may be 

consisting of but not necessarily limited to: 

Á Technical Information: Methods, processes, systems, 

techniques, inventions, design maps & plans, machines, 

computer programs, research projects and any other such 

technical information. 

Á Business Information: Customer lists, pricing data, sources of 

supply, financial data and marketing, production, or 

merchandising systems or plans or any other business 

documents. 

Ʒ Employee shall not during or at any time after the termination of his/her 

employment with the Company, use for himself / herself / others or disclose / 

divulge to others including future employees any trade secrets, confidential 

information, or any other proprietary data of the Company in violation of the 

non-disclosure agreement. 

Ʒ Upon the termination of the employment from the Company: 

Á Employee shall return to the Company all documents and property of 

the Company, including but not necessarily limited to drawings, 

blueprints, reports, manuals, correspondence, customer lists, computer 

programs, and all other materials and all copies thereof relating in any 
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way to the Company's business, or in any way obtained during the 

course of employment. Employee shall not retain copies, notes or 

abstracts of the foregoing. 

Á Company may notify any future or prospective employer or third party of 

the existence of the non-disclosure agreement, and shall be entitled to 

full injunctive relief for any breach. 

 

20. Sexual Harassment 

Objective:  

IKSL is committed to creating and maintaining an atmosphere in which employees 

can work together, without fear of sexual harassment, exploitation or intimidation. 

This policy is intended to prevent sexual harassment as per the guidelines laid 

down by the Honorable Supreme Court of India. Every employee should be aware 

that the Organization is strongly opposed to sexual harassment and that such 

behavior is prohibited both by law and by IKSL s policy. Through this policy, it is 

the intention of the Organization to take all necessary action(s) required to 

prevent, correct and if necessary, discipline behavior which violates this policy. 

Scope:  

-  This policy is applicable to all employees of IKSL. 
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Details: 

Definition 

Unwelcome sexual advances, requests for sexual favors and other verbal or 

physical conduct of a sexual nature constitutes sexual harassment when 

submission to or rejection of this conduct explicitly or implicitly affects an 

individual. Sexual harassment includes unwelcome sexually determined behavior 

such as: 

 Physical contact; 

 A demand or request for sexual favors; 

 Sexually  coloured remarks; 

 showing pornography; 

 Any other unwelcome physical, verbal or nonverbal conduct of sexual 

nature. 

 

Sexual harassment can take place in any of the following forms. e.g.: 

Ʒ Verbal: sexual innuendo and other suggestive comments or questions of a 

sexual nature, humour and jokes about sex or gender-specific traits, offensive 

written notes, sexual propositions and unwarranted pressure for dates, insults, 

threats, unwanted letters, phone calls or interviews which explicitly discuss 
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personal sexual matters, displaying sexually suggestive objects, pictures 

showing pornography, cartoons, gossip regarding one s sex life. 

Ʒ Non-verbal: leering, whistling, suggestive or insulting sounds and gestures   

Ʒ Physical: touching the body (brushing, patting, pinching), friendly  arms 

around the shoulder, actual or attempted sexual assault, actual or attempted 

rape. 

Guidelines 

Ʒ Each employee will maintain an appropriate standard of conduct with his / her 

colleagues 

Ʒ Each employee will be personally responsible for adherence to the laid down 

code of conduct in his / her range of work. The employee will ensure that he / 

she does not get involved in any inappropriate act, conduct, conversation or 

dealings in his / her official, private and personal spheres  

Ʒ It is the responsibility of every employee to communicate / report any 

unacceptable behavior of the kind mentioned in the definition to sexual 

harassment, initiated towards self or colleagues 

Complaints of Sexual Harassment 

Ʒ To redress complaints of sexual harassment, a Redressal Committee will be 

formed where women will have at least 50% representation in the Committee. 

The Committee will be headed by a woman representative.  



SERVICE MANUAL  

45 
 

Ʒ Employees can file a complaint on sexual harassment to any of the members 

of the Redressal Committee. The complaint can be filed through email or in 

writing. 

Ʒ Sufficient precaution will be taken by the Organization to ensure that complete 

confidentiality is maintained and no form of discrimination is faced by the 

employee who has escalated the complaint. 

Ʒ The Redressal Committee will investigate all complaints thoroughly and 

promptly, in a free and fair manner. The investigation may include private 

interviews with the person filing the complaint, the person alleged to have 

committed the offence and witnesses, if any. The person filing the complaint 

will be informed of the outcome of the investigation. As far as possible, all 

efforts will be made to complete the investigation within 30 days from the date 

of the complaint 

Ʒ If the investigation reveals that Sexual Harassment has been committed, the 

Committee will have a recommending role and cannot decide the punishment. 

It will forward its recommendations to the Competent Authority, who will decide 

further action on the same. 

Ʒ Redressal Committee will maintain a complaint register keeping track of 

complaints received and the process followed.  

Ʒ Redressal Committee will also make a report to the concerned government 

department on the complaints and action taken by them. 
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Ʒ In third party harassment, i.e. sexual harassment caused by outsiders who are 

not the employees of IKSL, the Committee will play a role of providing moral 

support. If a regular complaint is received then action can be taken by 

informing the police in that area. 

Disciplinary Action 

Ʒ If the investigation reveals that Sexual Harassment has been committed by 

any of IKSL employees, prompt and appropriate disciplinary action will be 

taken, as decided by the Competent Authority.  Such action(s) may include 

written or verbal warnings, suspension, or termination of employment. 

Ʒ Retaliation against an employee who has complained of sexual harassment 

will attract disciplinary action.  

Ʒ False accusations of sexual harassment or other unlawful behavior can be 

damaging to an accused employee and disruptive to IKSL s operations. Thus 

intentional misuse / abuse of this policy will also result in strict disciplinary 

action against the employee misusing / abusing the policy. 

Review of the guidelines 

 The above guidelines will be subject to any law passed by the Government 

etc., and in such event the law of the land will prevail. 
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21. Grievance Redressal 

Objective:  

The objective of the Grievance resolution procedure is to provide the employees 

of IKSL with an easily accessible mechanism for settlement of their individual 

grievances and adopt measures for expeditious settlement of the grievances. This 

would in turn lead to increased satisfaction, resulting in improved productivity and 

efficiency. 

Scope:  

-  This policy is applicable to all employees of IKSL. 

Details: 

i. Employees are expected to discuss problems or questions concerning 

employment with their immediate managers. If they fail to reach a satisfactory 

solution, the employee could meet with his / her Department Head if the 

employee so desires. 

ii. Any aggrieved employee may take up his grievance in writing with his 

immediate Manager. The Manager will record his / her comments on the 
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representation within four days of its receipt and communicate the same to the 

aggrieved employee. 

iii. If the concerned employee is not satisfied with the decision and the comments 

of the immediate manager, he / she may choose to represent the grievance to 

his Department Head. The Department Head would convey his / her decision 

to the aggrieved employee within seven days of its receipt. If however, the 

Department Head is of view, that the matter should be referred to the 

Grievance Resolution Committee, he / she may do so and inform the 

employee accordingly. 

iv. Grievance Resolution Committee will consist of the respective Business Unit / 

Functional Head, Human Resources Department Head and one other 

Business Unit / Function Head. For any complaints regarding sexual 

harassment the committee constituted for the purpose will process the 

complaint.  

v. Grievance Resolution Committee should communicate their decision to the 

aggrieved employee through the Head of Department within a span of three 

days from the date of the decision. 

vi. All complaints will be treated with utmost confidentiality and sensitivity. The 

decision of the Grievance Resolution Committee would be final.  
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22. Electronic Communication 

Telecommunication 

Objective:  

To provide guidelines around proper telecommunication etiquette at workplace. 

Scope:  

-  This policy is applicable to all employees of IKSL. 

Details: 

To someone calling on the telephone / cell phone, the voice that answers is the 

voice of the Organization. The employee may be the caller s first contact with the 

Organization. Sometimes the employees are the caller s sole contact with the 

Organization. Employees are expected to adhere to the following guidelines at 

workplace or while interacting with internal / external customers: 

Ʒ Answer promptly and politely. Give one s name and department; 

Ʒ Return and forward messages in a prompt and courteous manner;  

Ʒ Be considerate and polite, especially if the call has to be transferred;  

Ʒ Give concise and accurate information. Do not try to deal with questions that 

one is not qualified to answer;  
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Ʒ Personal telephone calls during business hours, both incoming and outgoing, 

should be kept to a minimum and limited to emergency situations;  

Ʒ Personal long distance telephone calls from office telephone are prohibited for 

reasons other than official work and needs approval in advance by an 

appropriate supervisor or manager. Employees are expected to reimburse the 

Organization for such calls; 

Ʒ Employees should keep decent and low volume ring tones to ensure that other 

people are not disturbed; 

Ʒ During meetings and other important interactions employees should switch off 

or put the cell phones on the silent mode. 

 

Information Security 

Objective:  

To provide general guidelines to employees with respect to all aspects of IT 

security. This would include email, internet, passwords, etc. 

Scope:  

-  This policy is applicable to all employees of IKSL. 
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Details: 

Information and information systems are critical corporate assets which must be 

protected to help assure competitiveness in industry. Information must be 

protected in a manner commensurate with its value, sensitivity and criticality. All 

employees are expected to protect the information assets which they are 

entrusted with. Being a business enabler, protection measures have been 

developed using a risk-based approach.   

All information must be classified by the information owner into one of the four 

classifications: 

Ʒ Restricted 

Ʒ Confidential 

Ʒ Internal 

Ʒ Public 

The information should be protected at all stages of its life cycle from the moment 

it is created/received through processing, communication, transportation, storage, 

and dissemination to others. 

The Do s & Don ts of IT Security that employees are expected to understand and 

follow are summarized below: 
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Password 

Ʒ Keep your password confidential 

Ʒ Do change your password immediately after the first log-in. (Required for all 

new users.)  

Ʒ Ensure your password is:  

At least 6 alphanumeric characters e.g. z9dgk8 

Not same as user id 

Ʒ Passwords should not be based on the following: 

o Names of family members, telephone nos., vehicle nos., etc. 

o Date of birth or other such identifiers which could be easily cracked 

o Family names or initials 

o Employee No. / Employee ID or designations 

o Project or department name or references 

o Organization names, identifiers or references 

o Telephone numbers or similar all-numeric groups 

o User ID, user name, group ID or other system identifier 

o More than two consecutive identical characters 
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E-Mail 

Ʒ Ensure that all e-mails are identified with a user s name or e-mail id 

Ʒ E-mail must be handled as a confidential and direct communication between a 

sender and a recipient 

Ʒ Do compress all large attachments before sending 

Ʒ Do restrict your incoming and outgoing e-mails as per the criteria defined by IT 

team 

Ʒ Do not use or access an e-mail account assigned to another individual to 

either send or receive messages 

Ʒ Do not open attachments that are from an unknown or un-trusted source 

Ʒ Do not send following information over e-mail 

o Credit card numbers 

o Passwords 

o Any confidential information such as: 

o Personal Identification Number 

o Customer Identification Number 

o Telephone Identification Number 

o Any other confidential information of customers 

Ʒ Do not automatically forward your e-mails to any address outside the 

Organization networks unless approved by Head of Department 
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Ʒ Do not use official E-mail systems for non-business purposes 

Ʒ Do not use any profane, obscene or derogatory remarks in e-mail messages 

Ʒ Do not employ a scanned version of a hand-rendered signature 

Ʒ Do not send e-mail greetings on festival occasions like Diwali, X mas, New 

Year, etc. to multiple recipients/ mailing lists.  Also do not send attachments 

(.exe/.gif/.pdf etc) on such occasions 

Ʒ Do not use Reply all  option unless it is need based and the message is of a 

critical / official nature 

Ʒ Do not use mailing list  option for sending messages to multiple recipients 

unless required for business purposes 

Ʒ Ownership of all mails received / sent by the employees using the mailing 

solution of the Organization rests with the management and employees would 

be liable for scrutiny by the concerned authority 

Anti-Virus 

Ʒ Ensure that the antivirus software is installed in your machine and the latest 

patches are updated regularly as per the guidelines set by IT 

Ʒ Scan the software downloaded from Internet 

Ʒ Do take regular backups of business critical and sensitive data on your 

computer 

Ʒ Do not use any un-scanned diskettes, CDs and DVDs 
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Ʒ In case of any virus attack, stop using the involved computer and report to IT 

helpdesk immediately 

Ʒ Do not attempt to eradicate the viruses without expert advice 

 

Physical Security 

Ʒ Do use file and folder password protection wherever required 

Ʒ Do keep boot-up and screen saver passwords, for extra protection of 

computers form misuse when unattended 

Ʒ When sending any soft media to third parties, ensure safety of the same by 

using sealed non magnetic envelopes/ packaging 

Ʒ Do not make/ allow an unauthorized entry into restricted areas like server 

room 

Ʒ Do not remove any equipment from the premises without proper authorization 

Ʒ Do not relocate any equipment inside the premises without proper 

authorization 

Ʒ Do not leave laptops in unsecured areas 

 

Internet Access 

Ʒ Browser and chat facility must be used for official purposes only 



SERVICE MANUAL  

56 
 

Ʒ Internet access using dial-up accounts will be restricted to authorized users 

only.  All such users will be required to change their Internet Access password 

at least once in 15 days 

Ʒ Do not compromise the network security by giving unauthorized access to any 

outsider 

Ʒ Do not visit sites which contain obscene or other objectionable material. 

Third Party Security 

Do not give access of internal systems to third party (e.g. External Auditors, 

consultants) without proper authorization by the concerned Head of Department of 

IT Department. The concerned department will define the period of such access 

and will ensure the removal of such access at the expiration of the period, by 

proper communication to IT Department. 

23. Updating of Personnel Data 

Objective:  

To provide guidelines regarding updation of the personnel records of the 

employee. 

Scope:  

-  This policy is applicable to all employees of IKSL. 
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Details: 

 

Updation of personnel records is required when there is a change in the personal 

details originally provided by the employee to HR Deptt.  

Concerned employee will inform the Human Resources Department of any 

changes through an internal memo/e-mail 

Ʒ All updation will be supported by valid documents 

Ʒ A return mail confirming the updation would be sent by the Human Resources 

Department to the concerned employee 

Ʒ In case an employee wishes to change his nominees for PF, Gratuity or 

Insurance, he/she will update the same through internal memo or as per the 

process specified by the HR department 

24.  Relocation/Transfer Policy 

Objective: 

To assist employees in relocating to a new place of work for business purpose 

Scope: 

- All employees of IKSL transitioning to a new place of work based on 

business needs  
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Details:  

Relocation is defined as movement of employee from one location to another for 

meeting organization related needs for a period less than or equal to three months 

only. Any movement over three month s duration will be classified as transfer in 

organizational parlance.  

 

Relocation Benefits 

In case of relocation, employees will be entitled to reimbursement of relocation 

expenses for self only, from their place of the current stay to the new place of 

work. Such expenses (as decided at the time of acceptance of offer or transfer) 

will be payable against submission of receipts. 

Ʒ Employee will be reimbursed (against submission of original bills), on actuals, 

subject to the maximum eligibility, for one-way fare (as per Grade/Level 

eligibility specified in the Domestic Travel policy) and cash allowance for the 

journey  period for self to the new place of work 

Transfer Benefits 

Ʒ In case of transfer, employees will be entitled to reimbursement of expenses 

for self and dependent family, from their place of the current stay to the new 
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place of work. Such expenses (as per company policy and grade entitlement in 

domestic travel policy) will be payable against submission of receipts. 

Ʒ Employee will be reimbursed (against submission of original bills), on actual, 

subject to the maximum eligibility, as per their grade,  the following expenses: 

o One way fare (as per Grade/Level eligibility specified in the 

Domestic Travel policy) for self and dependent family (includes 

spouse, children below the age of 25 years and dependent parents, 

as declared by employee and accepted by the organization, in 

writing,  in accordance with the  guidelines on the subject). 

Guidelines for treating a family member on the employee will be 

issued separately. 

o Expenses on transfer of household goods and personal transport 

(Car or Two Wheeler owned by the employee) to the new place of 

work subject to the limits defined for each Grade/Level under the 

relevant Rules. 

Ʒ The employee would also be entitled to 3 days transfer leave to facilitate the 

shifting to the new location. This leave can be availed within 30 days of joining 

at the new place of posting, subject to permission from the Management at the 

new location. 
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25. Transfer & Posting Policy  

Objective: 

The objective of this policy is to provide guidelines and procedure for 

implementing transfer and posting of employees from one location to another, 

necessitated by reasons of needs of IKSL. The policy would serve to fulfill the 

following objectives: 

Ʒ Cater to the changing needs of the organization 

Ʒ Ensure optimum utilization of manpower & their skills 

Ʒ Accomplish specific tasks/objectives with the available resources 

Ʒ Address the developmental needs of the employees 

Ʒ Meet the individual employee needs while aligning it with organizational 

requirements 

Ʒ Ensure continuity of management and systematic succession planning for key 

posts in IKSL 

Scope: 

- All  permanent employees of IKSL   
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Details:  

Movement of employees from one location to another for a duration exceeding at 

least 3 months will qualify as transfer. This movement may be necessitated due to 

one or both the following reasons: 

1. Organization initiated- Movement is initiated by the organization for meeting 

specific organizational/project related needs  

2. Employee initiated- Movement is initiated by employee owing to a pressing 

personal need of the employee (in very exceptional cases on merits and 

subject of official exigency). 

Transfer Need 

Transfer of employees from one location to another becomes necessary to 

meet organizational needs as well as employee developmental and personal 

needs. Various considerations could, broadly, be classified as under:- 

Ʒ Meet organizational requirements, as envisaged in the manpower plan 

Ʒ Fulfill business related needs across various locations  

Ʒ Meet exigencies of the organization s work 

Ʒ Meet the needs at a particular location requiring specialized 

knowledge/experience 
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Ʒ Towards career development of employees through job-rotation and increased 

exposure 

Ʒ Accommodate various personal constraints of employees, to the extent 

feasible and subject to Organization requirements 

Transfer Criteria 

Ʒ Transfer of employees will be made in line with the requirement and/or as per 

the sanctioned manpower strength. Criticality of manpower for both the current 

and future department/location also needs to be kept in view. 

Ʒ For transfers from Corporate/State roles, employees will be considered for 

transfer after they have spent a minimum of 1 year in the given role, except in 

case of company's exigencies. In case of request of an employee for transfer 

to a particular location, the same may be considered on merit of each case, 

keeping in view the requirement etc., and subject to other conditions. Transfer 

requests needs to be forwarded through proper channel.  

Ʒ Management may also take appropriate disciplinary action against an 

employee who brings in outside influence, either orally or in writing, in respect 

of his transfer, in violation of the Organization s Code of Conduct. 

Ʒ Notwithstanding what has been stated above, an employee may be 

redeployed in the exigency of Organizational needs and/or public interest. 



SERVICE MANUAL  

63 
 

Transfer Process 

Movement from one Department to the other within the Corporate Office will not 

qualify as transfer. Transfer can only be from the Corporate Office to any other 

department in the State Office and vice-versa, from one State office to another 

State office and within different locations in the same State. The duration of 

such movement also should exceed three months. 

1. For self-initiated request transfer, the transfer request has to be forwarded to 

the immediate Reporting Manager. Reporting Manager will forward the request 

to the Head of Department with his comments and a decision will be taken by 

the Competent Authority. 

2. For organization initiated transfer, the Head of Human Resources Department 

will, after review, initiate action in consultation with the Head of Current 

Department and the Future Department and take approval of the Competent 

Authority. 

3. All transfers need to be approved by the Competent Authority. 

Timelines & Transfer Benefits 

Ʒ All employees in respect of whom orders of transfer are issued will be released 

promptly by the Current department/office/Team. However, in case it is not 

done, the employee will automatically stand released on completion of 2 
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months from the date of issue of the transfer order unless a specific order 

otherwise has been passed by the Competent Authority.. The concerned 

employee will draw wages only from the new place of posting after expiry of 

two months from the date of issue of transfer order in case there is no specific 

order otherwise. 

Ʒ For self-initiated transfers, the employees will only get traveling allowance as 

detailed in the Joining & Relocation / Transfer Policy section of this Manual. 

They will not be entitled to accommodation related/or other benefits. 

Ʒ For transfers initiated by IKSL, employees will get all the benefits as 

mentioned in the Joining & Relocation / Transfer Policy section 

On transfer an employee may be allowed joining time up to 5 days, which will be 

availed within 30 days from the date of joining at the new place of posting. 

26. Domestic Travel Reimbursement  

Objective: 

The policy defines limits for reimbursement of travel, boarding and 

accommodation limits for Business related travel within the country. 

Scope: 

- All   permanent employees of IKSL   
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Details:  

Ʒ Travel must be made as per the approved travel plan. All travel programs 

should be approved by Head of Department preferably 3 days in advance,  in 

the prescribed format. 

Ʒ TA/Cash Allowance claim statement must be submitted immediately on return 

from the tour and under no circumstances later than 15 days from the end date 

of the tour. 

Ʒ Timings for commencement and end of travel should be always mentioned. 

Ʒ Expense statement must be accompanied by proper supporting 

documents/proofs like invoices/receipts for conveyance, telephone calls, 

lodging and boarding charges etc. 

Ʒ In case of rail journey, Train Number, Ticket Number and Class of Travel must 

be mentioned (ticket to be enclosed) and breakup must be given in case of 

combined journey by Rail and Road. 

Ʒ In case of Air Travel, copy of boarding pass must be attached along with the 

tickets.  

Ʒ Expense statement must be duly certified and authorized by the Controlling 

Officer before submission to Finance & Accounts Department. 

Ʒ Names of the accompanying employees need to be mentioned in case of any 

joint travel undertaken and also for lodging and boarding. 
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Ʒ No allowance shall be claimed for Casual Leave/Earned Leave while on tour 

(forced or otherwise).  

Ʒ Travel advance should be returned immediately in case of cancellation of any 

tour. 

Ʒ The details of TA/DA/Local Conveyance rates and other detailed  terms and 

conditions are given the Annexure I to this Manual,  which are subject to 

change as the Management may deem fit. 

27. Late Working 

Objective: 

To provide guidelines for reimbursement of expenses for all employees working 

beyond regular office hours owing to business exigencies 

Scope: 

- All employees of IKSL   

Details:  

Late Working 

An employee may be required to work beyond his normal working hours on 

exigencies of official work 
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Ʒ For work extending beyond 7 p.m. on regular working days, employees may 

be allowed reasonable conveyance expenses. 

Ʒ All such late working expenses need to be approved by the  Controlling Officer  

of the employee. (State Manager for employees in the State and CEO for the 

Corporate Office will be the Controlling Officer.) 

Working on weekends and Holidays 

Ʒ For working on weekends and holidays (only in cases where, the employee 

has been specifically instructed to do so by the HoD /Reporting Manager 

owing to business exigencies), employees may be allowed reasonable 

reimbursement of local conveyance expenses and food expenses.  

Ʒ All such late working expenses need to be approved by the State Manager for 

employees posted in the State Office and CEO in case of Corporate Office. 

Specific instructions regarding the entitlement/maximum limits for the above  

expenses will be issued by HR Department from time to time. 
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28. Employee Compensation 

Objective: 

To provide information on employee compensation and associated benefits. The 

Organization would like to ensure that compensation is not only as per internal 

parity but also competitive with the external market. 

Scope: 

- All  permanent employees of IKSL 

Details: 

Key Components 

I. Fixed components: 

ï Basic Pay 

ï HRA 

ï Cash Allowances 

ï Retirals 

ï Perquisites & Benefits 
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II. Reimbursements 

III. Performance Linked  Awards 

IV. Performance Linked Incentive ( Variable Pay) 

A specified portion of the salary will be treated as Performance Linked Pay, 

which will be payable on achievement of targets and other compliances as per 

the rules on the subject made from time to time. 

The Management may alter, amend or completely change the components of 

the compensation/PLI structure or introduce a new pay structure / PLI as it 

may deem fit and appropriate in the interest of the Organisaton. 

Compensation Review 

I. In deciding employee compensation, due regard may be given to factors 

including 

ï Nature and scope of the job 

ï External market data in the applicable market segment 

II. Besides compensation adjustments based on market data or conditions, there 

are two types of compensation increases which are applicable to IKSL 

employees: 

ï Merit Increase  Annual increments based on job performance. 

ï Promotions - Elevation to next higher grade/post. 



SERVICE MANUAL  

70 
 

ï Compensation Administration 

I. All employees will be paid their compensation on a monthly basis by the 

seventh working day of the following month by bank transfer or through an 

account payee cheque.   The Variable Pay called Performance Linked Pay 

(PLI) will be released at prescribed intervals based on the achievement of 

targets/compliance,  performance levels and KPIs as fixed from time to time.  

II. Compensation is considered confidential and should only be discussed with 

the reporting Officer or the concerned Human Resource Deptt. s 

representative. 

Tax Compliance 

I. All employees are expected to ensure that they comply with tax,  exchange 

control and other legal requirements applicable at all times. 

II. The Organization will deduct income tax at source/ other statutory 

contributions as required by the law on a monthly basis from the employees' 

compensation. 

III. The Income Tax to be deducted is arrived at by computing the tax deductible 

at source on an annual basis and pro-rating it over the period that each 

employee is with the organization during any relevant fiscal year. 
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IV. In computing the tax deductible at source, the organization will take into 

account any rebate, which is available to the employees as per the Income 

Tax Act. 

V. All employees will be provided a certificate of tax deduction (Form 16) for filing 

their return of income.  It is the responsibility of employees to file their 

respective income tax returns on time as required by law. 

29. Retiral Benefits 

Objective: 

To provide information on employee retiral benefits 

Scope: 

- All  eligible employees 

Details: 

Employees would be eligible to the following benefits:  

Ʒ Gratuity  Gratuity to be paid as per the Gratuity Act, 1972. 

Ʒ Provident Fund  The Provident Fund is as per The EPF and (Miscellaneous) 

Provisions Act, 1952 shall be applicable. 
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30. Leave & Holiday Policy 

Objective: 

To define the types of leaves and number of holidays available to an employee. 

IKSL recognizes the importance of providing certain amount of flexibility to the 

employees so as to take care of personal, domestic and social necessities.  

Scope: 

- All employees of IKSL 

Details: 

Holiday Policy  

Ʒ Holidays are the days on which the organization provides employees time 

away from work in order to celebrate certain days of national significance and 

remembrances based upon customs, history and local traditions common to 

the organization.  

Ʒ Holidays are granted in addition to the annual leave. 

Ʒ The list of holidays for each location is released by Corporate HR in the first 

week of New Year.  
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Leave Policy 

There are broadly five categories of leave available to employees: 

1. Casual Leave 

2. Privilege leave 

3. Sick Leave 

4. Maternity Leave 

An employee leaving the headquarters without availing any leave will also send 

information to his Controlling Officer as station leaving information. 

I. Privilege Leave 

Scope: 

- All employees of IKSL 

Details: 

1. Privilege Leave (PL)   -   20 days in a year 

Employees on completion of continuous service of one year with the Company will 

be entitled to Privilege Leave. For the first year, the Privilege Leave will be 

credited at the above rates on completion of 12 month s continuous service. For 
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subsequent years the leave will be credited at the rate of 1 leave for every 18 

working days.( For calculation of Privilege leave  the period spent on approved 

leave for the previous year will be considered as spent on duty.  However, periods 

of Leave without Pay and unauthorized absence from duty will not be treated as 

spent on duty for the purpose) 

Sundays, holidays and off-days falling before, during and after the PL will not be 

counted as part of leave provided prior permission is taken for these days. 

Privilege leave for more than three days to be planned / applied at least 7 days in 

advance. 

Employees will be allowed to avail privilege leave for a minimum of 1(one) day.  

There shall be no encashment of privilege leave during the service tenure.  

Privilege leave can be granted any number of times during the year subject to 

eligibility and availability. 

The un-availed portion of the Privilege Leave can be accumulated subject to the 

prescribed ceiling. 

 2. Sick Leave   -   10 days in a year 

Sick Leave is given to employees to meet health exigencies. 

Sick Leave is granted for every completed year of continuous service. 
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SL will be granted on production of medical certificate from an Authorized Medical 

Attendant/ Registered Medical Practitioner.  SL for a period of less than three 

days can be granted on the basis of prescription of Authorized Medical 

Attendant/Registered Medical Practitioner advising rest without production of 

fitness certificate.  

Any un-availed Sick Leave at the end of the year would automatically stand 

forfeited. 

Sick leave is not en-cashable. 

Sick leave can be granted any number of times subject to eligibility and 

availability. 

Intervening holidays falling within the spell of SL will be excluded while reckoning 

the period of Sick leave. 

Employees will be allowed to avail Sick leave for a minimum period of 2 days. 

Sanction of Sick leave must be taken from immediate superior/ Reporting 

Manager. 

Where any employee is constrained to stay away from work for more than 2 days 

on grounds of illness, in such case(s), the employee will be required to produce 
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evidence of medical advice / hospitalization that called for his/her recuperation 

from sickness beyond 2 days. 

An employee at the time of resuming duty after availing leave on grounds of 

illness of more than 2 days period will submit of  a medical fitness certificate. 

The Management, if so felt, may require an employee to be examined by IKSL s 

empanelled doctor before he/she resumes duty.  

3. Carry forward of PL 

Carry forward of privilege up to a maximum of 90 days is allowed. Any excess 

leave credit would automatically stand forfeited. 

4. Casual Leave. 

An employee joining in between the calendar year will be given Casual Leave on 

Pro rata basis@ one leave for one month. 

Balance of CL will lapse at the end of the calendar year and will not be allowed to 

carry forward. 

Casual leave cannot be combined with any other type of leave. 

Casual leave can be availed for ½(half a day) 
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5. Procedure for applying/grant of leave  

Prior approval should always be taken before proceeding on leave unless it is a 

case of emergency or sickness where it is not possible to give prior intimation. In 

all such cases, superiors should be immediately informed as soon as it is possible 

either through mobile or through e mail. 

Leave approval should be taken from the immediate superior or the person who is 

designated as the authorized person to grant leave. The employee will apply for 

the leave through the HRMS or any other designated system.  In case the leave is 

sought on emergent situations, an intimation of the same will be sent either 

through e mail or in writing.  

Leave cannot be claimed as a matter of right. Leave applied for by an employee 

may be refused on account of business requirements. The Company reserves the 

right to refuse, rescind or curtail the leave of the employee even after it is 

sanctioned, in the exigencies of work. 

All employees must make every effort to contact their respective Reporting 

Manager (Manager, Supervisor, and Department Head) no later than one hour 

after their usual starting time if they will not be reporting for work for medical 

reasons/other emergent grounds. If the concerned employee's Reporting 

Manager is not available another member of the team should be contacted. The 
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following information should be provided to the reporting manager by the 

employee:  

¶ Reasons for the absence  

¶ Anticipated length of absence  

6. Leave Crediting/Debiting  

Leave will be credited on a pro  rata basis at the end of each month. The debits 

will be based on the leaves taken by the employee during the month as reflected 

in the attendance system.  In case of a fresher, the PL and SL can be availed on 

completion of continuous service of one year only.  Subsequently, the leave can 

be available based on the eligibility and availability of leave to the credit. 

7. Negative Leave Balance  

Employees are allowed to utilize leave as per their eligibility for that respective 

year. Any leave taken, over and above this with proper approval of the leave 

sanctioning authority, the same will be treated as Leave Without Pay (LWP) and 

accordingly necessary deductions will be made in the next salary or any time 

thereafter.  

If an employee remains absent without leave and approval, he will be treated as 

Absent and he will be liable for appropriate administrative action in addition to 

loss of wages and other benefits.  
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8. Maternity Leave 

Scope: 

- Women employees of IKSL are eligible for maternity leave as per the 

Maternity Benefit Act 1961.  

- On implementation of Employees State Insurance Act, 1948, female 

employees covered under ESI Act will be governed by its provisions. 

Female staff can avail maternity leave up to a maximum of 12 weeks without any 

restriction of any duration of leave during pre-natal and post-natal periods. 

The applicable provisions of the Maternity Benefits Act, 1961 and Rules as 

prescribed in the various State Rules will apply. 

In case of miscarriage or medical termination of pregnancy, female staff can avail 

of leave up to a maximum period of 6 weeks, immediately following the date of 

miscarriage or MTP. However, to avail this leave, the employee will have to 

submit a medical certificate from a certified medical practitioner.  

9. Applying for Maternity Leave  

Prior approval should always be taken before proceeding on maternity leave 

unless it is a case of emergency where it is not possible to give prior intimation. 

The proposed leave application for Maternity Leave must be submitted using the 
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HRMS Leave System/or  any other designated system, at least 15 days in 

advance to the immediate superior indicating the dates and duration of requested 

leave. Any changes in leave plans should be communicated through the same 

channels immediately.  

Any leave of absence on account of maternity which is greater than the maternity 

leave entitlements may be adjusted against leave standing to the employee s 

credit (except Casual Leave) if the application is supported by a medical 

certificate from an Authorised Medical Attendant, as a special case,  if merited, up 

to a reasonable period, approved by the  CEO. 

Maternity Leave will be approved by CEO on proposals moved by Corporate HR 

Department. 

10. Leave Sanctioning Authorities: 

A.  Casual Leave     

a) The Casual Leave will be granted by State Manager for employees 

under his Control in the State. 

b)  In Corporate Office, the respective Departmental Heads will 

approve the CL of the employees under their control. 

CL cannot be granted for more than 8 days at a time. 
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B. Privilege Leave/Sick Leave.   

A copy of the circular issued on the eligibility of leave and leave sanctioning 

authorities is placed at Annexure II.  The leave sanctioning authorities may be 

amended, changed or altered as per the requirement from time to time. 

31. Loan  

Objective: 

To provide policy guidelines governing loan related benefits to IKSL employees  

Scope: 

- All permanent employees of IKSL  

Details: 

Employees can avail of one month s basic salary and grade pay as interest free 

advance to be repaid over 10 equated monthly installments. These installments 

would be deducted from the employee s monthly salary. 
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32. Separation and Exit Management 

Objective: 

To provide policy guidelines to ensure proper exit of employees separating from 

the organization owing to various reasons  

Scope: 

- All regular employees of IKSL  

Details: 

Employees may be separated from the organization due to the following reasons: 

Ʒ Resignation 

Ʒ Termination 

Ʒ Death 

Ʒ Abandonment 

Resignation 

Ʒ Management reserves the right to accept or refuse to accept the resignation 

for valid reasons. 

Ʒ Employees on probation need to give seven days  notice or salary in lieu of the 

notice period.  
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Ʒ Confirmed employees need to give one month s notice or  salary in lieu of the 

notice period.  

Ʒ No leaves can be adjusted against the notice period 

 

Ʒ Resignation of an employee will not become effective till the Organization 

accepts it and the acceptance is conveyed, in writing, to the employee 

concerned. 

Ʒ An employee who has tendered resignation from the services of the 

Organization can withdraw the same at any time before resignation is 

accepted by the Organization. 

Ʒ A resignation will not be accepted, if submitted by an employee while on leave, 

or if any disciplinary action is contemplated/pending or the employee fails to 

give full account of the stocks/property dealt with by him and clear the dues of 

the Company. 

 

Procedure: 

Ʒ An employee resigning will give his resignation letter, duly signed,  to his 

Department/ Functional Head, giving due notice to the Organization. 

Department Head will forward the same with his comments, to Head HR 

Ʒ HR department will seek advice of acceptance of the resignation from the CEO 

and will convey acceptance of the resignation to the employee and concerned 
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Division / Function Head. In case the resignation is not accepted, the reasons 

for non-acceptance will be communicated to the Employee and/or concerned 

Department Head  

Ʒ In case the resignation is accepted, it will be the responsibility of the employee 

to obtain clearance from various departments on the prescribed form and 

submit the same to HR for final settlement. The list of departments for seeking 

clearance will be specified in the clearance form.  

Ʒ Employee compensation and other dues, if any, will be subject to deductions 

towards employee claims.  Salary will be paid to him/her on the last day of 

attending the office, post full and final settlement 

Ʒ Employee will fill in and submit the exit interview form to HR before leaving. It 

will be the responsibility of HR to ensure that the exit interview is conducted 

properly  

 

Exit Interview: 

Ʒ It is Company s intent to gather feedback and suggestions from exiting 

employees hence Exit Interview may be conducted, if it is considered 

necessary by the Management. 

Ʒ Exit interview for the employee tendering his resignation, will be conducted by 

the concerned Division / Function Head  
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Ʒ Final exit interview will be conducted by Human Resources Department and 

the form will be filed in the employee s personnel file 

Ʒ Exit interview will include discussions on the following:  

o Reason for resignation  

o Feedback on areas of improvement in department/ organization  

Implementation Guidelines  

Ʒ Exit interview of each voluntarily terminated employee who is willing to 

participate will be conducted to ensure that management has timely 

information for the separation trends so that appropriate action can be taken, 

as required 

 

Ʒ In addition, this information will also be useful for Recruitment and Selection to 

design and modify specifications for recruitment and selection, as well as to 

Employee Relations 

Ʒ Responsibility to conduct timely exit interviews rests with Human Resources 

Department. Human Resource Department will conduct the interview or 

delegate it to a member of management, preferably not the employee s 

immediate manager 

Ʒ Summary data will be prepared by Human Resources Department on a 

quarterly basis. Such summary data is to be provided to appropriate 

leadership and forwarded to the practice owner. 
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Termination 

 The services of an employee can be terminated in accordance with their 

terms of appointment and these Rules, by giving one month (30 days) notice or 

salary in lieu thereof, by either side. Similarly, In the case of a probationer, 

services of an employee can be terminated by giving seven days (7 days) notice 

or salary in lieu thereof, by either side. 

Retirement 

Ʒ An employee will retire from the services of the Organization on attaining the 

age of 60 years 

 

Procedure 

Ʒ HR will issue a letter to the employee intimating him about his retirement date 

along with clearance form with copy of the letter to the Department Head, one 

month prior to the date of retirement 

Ʒ It will be the responsibility of the employee to obtain the clearance from 

various departments and submit to HR for final settlement 

Dismissal from service 

Ʒ An employee who has committed an act of omission and/or commission, 

misconduct will be liable for disciplinary action and such action will be taken 

after affording him a reasonable opportunity  of being heard 
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Ʒ An employee who is dismissed from the service  would not be eligible for re-

employment in any capacity in the Organization. 

Ʒ No notice is required to be given to employees who are guilty of gross 

misconduct 

Ʒ An employee can also be awarded a penalty, other than termination/dismissal, 

in case of misconduct established against him, including reduction  to next 

grade/pay level 

 

Abandonment of Services 

Ʒ Abandonment of services occurs when an employee keeps away from duty 

without sanction for a period of 8 or more days. In such cases, the employee s 

name will be struck off the rolls of the company 

Procedure 

Ʒ Whenever the unauthorized absence of an employee comes to notice, a 

communication will be addressed to him/her, asking him/her to rejoin duty 

within a specified time 

Ʒ This will be followed up at reasonable intervals by two more communications 

asking the employee to rejoin duty (if he/she has not reported by then) 
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Ʒ Second and third communication should clearly indicate that absence will lead 

to a loss of lien on his employment and he/she will be deemed to have 

voluntarily abandoned the services of the company. 

Ʒ All communications should be from the HR Department. 

Ʒ Communications should be through e mail and/or  in writing ( by registered 

post ). 

Ʒ  Communications should be sent to the recorded address of the individual 

given either in the leave application or in his/her personal file. Copies may be 

sent to any other address known to the company. 

Ʒ Accounts department should be advised to ensure that no payments of any 

kind are made to the individual or his/her representative during this period. 

Note:  

Ʒ Only the respective Department Head in consultation with the HR Department 

will deal with all matters pertaining to separation. 

Ʒ Company will endeavor to make any payment due under the final settlement of 

accounts within a period of one month from the date of final communication or 

from the last date of working which so ever is later. 

Ʒ However, this applies only if the employee has returned all company property, 

documents etc. and there is a proper handing/taking over of duties and there 

are no dues from the employee under any head. 
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Death 

Ʒ In the event of death of an employee in service, the HR department will ensure 

all necessary actions such as settlement of accounts, return of property, 

payments etc. are completed on time. 

     

General 

 

These Rules supersedes all circulars on the respective subjects issued in the 

past.  These rules may be amended, withdrawn or rescinded as deemed fit and 

proper in the interest of the official requirements. 

     _______________ 
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           Annexure I 

COPY OF CIRCULAR  DATED 27.12.2011 DOMESTIC TRAVELLING 

ALLOWANCE / LOCAL CONVEYANCE RULES FOR PERMANENT 

EMPLOYEES OF IKSL.  

(A). CLASS AND MODE OF TRAVEL 

Category  IKSL Grade Class of Travel on Tour Journey By 

Road 

I MO and above By Air Economy Class/II AC Rail Car/Taxi (AC) 

II Grade S2 to 

S4** 

 

By II(Second) AC Rail Auto 

Rickshaw/Motor 

Cycle 

III E2 and S1 By II(Second) AC Rail Auto 

Rickshaw/Motor 

Cycle 

IV E0 to E1 III (Third) AC Rail Auto 

Rickshaw/Motor 

Cycle 

 1.  Sales Managers in S4 Grade will be allowed air travel with approval of CEO. 
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 2.  State Managers on contract basis will be allowed TA/DA in Category I or in 

terms of their contract.  

  3.  Only State Managers and Sales Managers will be entitled for use of car for 

journey by road. 

4.   These rules may be made applicable to an employee on contractual basis,  on 

case to case basis,  which will form part of the  terms and conditions of the 

contractual engagement. 

(B)CASH ALLOWANCE AND LODGING CHARGES (Updated as on 23/03/2012) 

Category/ 

Grade 

Group of  

Cities 

Cash 

Allowance 

Lodging 

charges 

Lodging 

charges without 

receipt 

Remarks 

Category I 

Grade M0 

and above 

 

A 

 

 

B 

C 

Rs.625/- 

 

Rs.600/- 

Rs.575/- 

Actual 

equivalent to 3  

star Hotel 

 

Rs.475/- 

 

Rs.360/- 

Rs.290/- 

 

Category II 

Grades S2, 

S3 and S4 

A 

B 

C 

Rs.495/- 

Rs.430/- 

Rs.380/- 

Rs.1600/- 

Rs.1150/- 

Rs. 950/- 

Rs.475/- 

Rs.360/- 

Rs.290/- 

 

 

Category III 

Grades  E1 

E2, S0 and 

S1 

A 

B 

C 

Rs.220/- 

Rs.180/- 

Rs.170/- 

Rs.850/- 

Rs.650/- 

Rs.550/- 

Rs.240/- 

Rs.175/- 

Rs.140/- 
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Category IV 

Grades E0  

A 

B 

C 

Rs.195/- 

Rs.170/- 

Rs.140/- 

Rs.650/- 

Rs.450/- 

Rs.350/- 

Rs.140/- 

Rs.110/- 

Rs. 85/- 

 

 

 

CLASSIFICATION OF CITIES 

Group Cities 

A Bangalore, Chennai, Delhi, Hyderabad, Kolkata, Mumbai 

B All State Capitals, including Kanpur 

C Other Places 

 

(C ) LOCAL CONVEYANCE EXPENSES 

The following rates will be applicable for local visits: 

Sl.No.  Class/Mode of Vehicle Rate per KM 

1. Car (Petrol Driven) Rs.6.00/-  

2. Motor Cycle/Scooter Rs.2.70/- 

3. Moped Rs.1.35/- 

 

I. Procedure for Approval of Tour Programme, Settlement of TA/DA Claims  

1. Every employee shall get his tour Programme approved by the designated 

Controlling Officer before proceeding on tour. 
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Controlling Officer (Tour within the State) 

 

- For employees in State Office (except Sales Manager)  State 

Manager 

- For State Manager  -  CEO 

- For Sales Manager  State Manager 

- All Tour programmes of Sales personnel in State Office will be 

recommended by Sales Manager and that of Content personnel 

by Manager (Content) before sent for approval to State Manager. 

All tour programme out of the State will be recommended by the 

respective Head of the Departments and approved by CEO. 

 

2. All employees while on tour shall travel by the mode or class as provided 

under these rules.  The reimbursement of the actual air fare/rail fare /bus 

fare, including surcharge/reservation/sleeper charges will be by the 

shortest route. Shortest route is that by which the traveller can most 

speedily reach the destination by the ordinary mode of travelling. 

 

3. An employee travels by a class lower than his/her entitlement will be 

eligible for reimbursement of the actual expenses incurred by him. If the 

journey is undertaken by a higher class/mode, the entitlement will be 

limited to his entitled mode/class. 

 

4. In emergent/ special circumstances and in the exigencies of official work 

the Controlling Officer may for specific and justifiable reasons, permit an 
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employee to travel by a higher class/mode, with the specific prior approval 

of the CEO. 

 

5. Where more than one employee is deputed for the same job at the same 

destination, they should combine their road travels so as to engage only 

one conveyance. 

 

6. Cash Allowance will be paid at the rates mentioned in under para B under 

these Rules.   Cash allowance will be calculated on the basis of calendar 

day beginning and ending at midnight. 

 

7. Cash allowance is to be calculated for the period of absence from the 

headquarters.  Actual time of departure of air/rail/bus will be considered for 

calculation of Cash Allowance and the duration of time spent in travel from  

place of residence/office to airport/railway station etc., shall be ignored. 

 

8. In addition to cash allowance, a touring official will also be reimbursed 

reasonable conveyance expenses, as per his entitlement, towards local 

conveyance charges from residence/place of stay, to airport/railway 

station/bus station and back at headquarters and at the touring station. 

 

9. If a touring official has to incur onerous expenses on local conveyance 

while on tour( excepting expenses at item 8 above), the Controlling Officer 

may allow him reasonable  expenses based on full details thereof  as 

actual conveyance expenses , subject to 15% recovery of the cash 

allowance and subject to a ceiling of 50% of the Cash Allowance. 
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10. No lodging allowance will be admissible for night or day spent while in 

travel.  Lodging charges will be based on the supporting bills.  The Lodging 

charges mentioned at Col.B above are excluding taxes. 

 

11. Days of leave whether spent at the touring station or otherwise and, 

intervening/preceding and succeeding holidays/weekly off days spent away 

from the touring station will also not be counted as tour and no Travelling 

Allowance, Cash Allowance or Conveyance will be permissible for these 

days. Calculation of cash allowance for broken period. 

12. Any other expenses incurred while on tour, except those provided under       

these Rules, cannot be claimed under the TA Bill. 

 

13. Calculation of Cash Allowance for broken period will be as under: 

 

 Event Broken period Percentage of Cash 

Allowance 

A.  In case employee  

on tour does not return 

to headquarters on the 

same day 

i.    Up to 6 hours 

ii.   More than 6 hours 

and up to 12 hours. 

iii. More than 12 hours 

i.   25% of cash allow. 

ii.   50%      - do  

iii. 100% 

 

B. In case employee on 

   tour and returns to the 

   headquarters 

i.   Up to 6 hours 

ii. More than 6 hours  

and up to 12 hours. 

iii. More than 12 hours 

i.   NIL 

ii.  50% 

iii. 100% 
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II.  Actual Expenses/Relaxation 

 In exceptional circumstance, any expenses in excess of these Rules 

may be allowed with the special approval of MD/CEO if the same are found 

to be justified in the exigencies of work. 

 

III.   Tour Advance 

 An employee may be allowed tour advance to the extent of 90% of 

the anticipated expenses, one day in advance and will be settled within 3 

days from the date of return of the tour. 

 

IV.   Submission of TA/DA Bills 

1. The employee will submit his TA/DA bills within 7(seven) days on 

return from the tour.  All travel claims in terms of these rules shall be 

prepared in such form and with such details and supporting documents as 

required by the Company from time to time. The TA bill should be in the 

approved format and duly supported with approved tour programme, Bills 

of actual expenditure incurred on Hotel expenses, tickets of train/Bus/ Air 

travel (including boarding pass in case of air journey.)  will be attached in 

original and the employee will make a declaration on each bill as: Paid by 

me   

2.  The TA Bills of State Manager and Sales Manager will be approved 

by the CEO.  In case other employees, it will be approved by the respective 

Controlling Officers. 

 

3. In case the journey is made by Taxi, as per the entitlement, the 

claims therefor will be made with supporting Taxi Bill.  If the journey is 

made by own car,  details of the vehicle used,  starting and closing meter 
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reading and toll bills (if  no toll paid,  a self-certification to the effect there 

was no expenses on account of toll to be made) will be submitted. 

 

4. If for any reasons an employee is not able to prepare the TA bills, 

due to any reason, the estimated balance tour advance, if any, should be 

deposited with the Accounts and receipt of the same could be attached 

with the TA bills.  In any case, all TA bills should be settled by the end of 

the month in which the tours were undertaken, except in those cases, 

where the tour is continued in the succeeding month also. 

 

5. All TA bills should be countersigned by the immediate Reporting 

Officer and approved by the Controlling Office, who is delegated with the 

powers for approving payment. 

 

6. Travelling and Cash allowance shall not be a source of income/profit 

to the employees and any wrong claims will entail recovery of excess 

amount and appropriate administrative action. 

 

V. Travel on Transfer 

 

 An employee who is transferred from one place to another will be 

entitled for reimbursement of the following expenses.   

 

1.  Travelling Allowance for self and dependent family members (as 

declared by the employee and accepted by the Management) by the 

same class and mode of travel to which the employee is entitled for his 

official journeys. 

 

2.   Cash allowance for the day (s) of travel for self and dependent family 

members at the same rate as applicable for official journey. 
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3.   Cost of transportation of house hold goods subject to the maximum  

limits as given hereunder and personal conveyance  

(Car/Scooter/Motor Cycle etc.,) owned by the employee, by  passenger 

train on production of receipts. If the transportation is done by road, the 

claim will be restricted to the rates of passenger train calculated on 

KM/Per kg basis.   

 

 Grade    Baggage Allowance (in Kgs.) 

     (With Family)  (Without Family) 

 E0 to E2    2500   1500 

 S1 to S4    3500   2500 

 M0 & above    4500   3500  

  

4. Transportation charges of personal vehicle by passenger train. At the 

     following rates: 

 

Motor Car Rs.5.00 per KM, subject to a maximum of 

Rs.3000 

Motor Cycle Rs.3.00 per KM subject to maximum of 

Rs.1500/- 

 

Personal vehicle shall mean Car  for employees in Grades S4 and above 

and Motor Cycle/Scooter  for grade S3 and below, owned by them. 

 

      5.     Settlement Allowance equal to one months  basic pay.  
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 In case of employee-initiated on request transfer he will not be 

entitled to any expenses.  In case relocation, only TA/DA will be allowed for 

self only. 

 

Procedure for claiming Transfer TA/DA/Other charges 

 While issuing the transfer orders, a specific mention will be made 

regarding eligibility or otherwise of the Transfer TA/DA/Other charges.  An 

employee who has been transferred will submit his claim for Transfer 

TA/DA/other   applicable charges after joining at the new place of posting, 

in the prescribed pro forma, attaching therewith a copy of the transfer 

order, original bills for transportation charges, original train/air tickets 

(including Boarding pass) and a copy of joining order at the new place of 

posting.  The HR Department will verify the same in accordance with the 

Rules and after taking the approval of State Manager/CEO, as the case 

may be the same will be sent to Accounts for settlement of the same. 

    _____________ 
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                      Annexure II 

COPY OF CIRCULAR DATED 26.12.2011 ON ELIGIBILITY OF LEAVE FOR 

IKSL EMPLOYEES 

      

 Sub:   Working hours, leave and holidays for IKSL offices 

 The IKSL offices will observe the working hours,  weekly/public holidays  as 

per details given hereunder.  The employees will also be eligible for Privilege 

Leave, Sick leave and Casual Leave at the rates given below. This supersedes all 

communications/circulars on the subject and will  take effect from 1st January, 

2012.  

Working hours 09.30 AM to 6.00 PM 

Lunch break 30 minutes  1.30 PM to 2.00 PM 

Privilege Leave 20 days in a year(  on completion of one 

year s continuous service) 

  

Sick Leave 10 days in a  year( on completion of on 

one year s continuous service) 

  

Casual leave 12 days in a calendar year. 

  

Weekly holidays Saturday & Sunday for Corporate/State 

Office staff and Sunday for field staff. 

Saturdays will be working days for Field 

staff. 
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Public holidays 10 days in a calendar year as notified 

by the Management at the start of the 

year** 

Maternity Leave As per Maternity Benefit Act, 

1961/Employee State Insurance Act 

1948, as the case may be 

 

1. Privilege Leave (PL)   -   20 days in a year 

Employees on completion of continuous service of one year with the Company will 

be entitled to Privilege Leave. The existing employees, who have completed one 

year or more continuous service as on 1st December, 2011 will  be entitled credit 

of  20 days PL. 

For the first year, the Privilege Leave will be credited at the above rates on 

completion of 12 month s continuous service. For subsequent years the leave will 

be credited at the rate of 1 leave for every 18 working days.( For calculation of 

Privilege leave  the period spent on approved leave for the previous year will be 

considered as spent on duty.  However, periods of Leave without Pay and 

unauthorized absence from duty will not be treated as spent on duty for the 

purpose) 

Sundays, holidays and off-days falling before, during and after the PL  will not be 

counted as part of leave provided prior permission is taken for these days. 
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Privilege leave for more than three days to be planned / applied at least 7 days in 

advance 

Employees will be allowed to avail privilege leave for a minimum of 1(one) day  

There shall be no encashment of privilege leave during the service tenure. . 

Privilege leave can be granted any number of times during the year subject to 

eligibility and availability. 

The un-availed  portion of the Privilege Leave can be accumulated subject to the 

prescribed ceiling. 

 2. Sick Leave   -   10 days in a year 

Sick Leave is given to employees to meet health exigencies 

Sick Leave is granted for every completed year of continuous service. 

SL will be granted on production of medical certificate from an Authorized Medical 

Attendant/ Registered Medical Practitioner.  SL for a period of less than three 

days can be granted on the basis of prescription of Authorized Medical 

Attendant/Registered Medical Practitioner advising rest without production of  

fitness certificate.  

Any un-availed Sick Leave at the end of the year would automatically stand 

forfeited. 
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Sick leave is not en-cashable  

Sick leave can be granted any number of times subject to eligibility and availability 

Intervening holidays falling within the spell of SL will be excluded while reckoning 

the period of Sick leave 

Employees will be allowed to avail Sick leave for a minimum period of  2 days 

Sanction of Sick leave must be taken from immediate superior/ Reporting 

Manager 

Where any employee is constrained to stay away from work for more than 2 days 

on grounds of illness, in such case(s), the employee will be required to produce 

evidence of medical advice / hospitalization that called for his/her recuperation 

from sickness beyond 2 days  

An employee  at the time of  resuming duty after availing leave on grounds of 

illness of more than 2 days period will submit of  a medical fitness certificate. 

The Management, if so felt,  may require an employee to be examined by IKSL s 

empanelled doctor before he/she resumes duty.  

3. Carry forward of PL 

Carry forward of privilege up to a maximum of 90 days is allowed. Any excess 

leave credit would automatically stand forfeited . 
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4. Casual Leave. 

An employee joining in between the calendar year will be given Casual Leave on 

Pro rata basis@ one leave for one month. 

Balance of CL will lapse at the end of the calendar year and will not be allowed to 

carry forward. 

Casual leave cannot be combined with any other type of leave. 

Casual leave can be availed for ½(half a day) 

5. Procedure for applying/grant of leave  

Prior approval should always be taken before proceeding on leave unless it is a 

case of emergency or sickness where it is not possible to give prior intimation. In 

all such cases, superiors should be immediately informed as soon as it is possible 

either through mobile or through e mail. 

Leave approval should be taken from the immediate superior or the person who is 

designated as the authorized person to grant leave. The employee will apply for 

the leave through the HRMS or any other designated system.  In case the leave is 

sought on emergent situations, an intimation of the same will be sent either 

through e mail or in writing.  
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Leave cannot be claimed as a matter of right. Leave applied for by an employee 

may be refused on account of business requirements. The Company reserves the 

right to refuse, rescind or curtail the leave of the employee even after it is 

sanctioned,  in the exigencies of work. 

All employees must make every effort to contact their respective Reporting 

Manager( (Manager, Supervisor, Department Head ) no later than one hour after 

their usual starting time if they will not be reporting for work for medical 

reasons/other emergent grounds. If the concerned employee's Reporting 

Manager is not available another member of the team should be contacted. The 

following information should be provided to the reporting manager by the 

employee:  

¶ Reasons for the absence  

¶ Anticipated length of absence  

6. Leave Crediting/Debiting  

Leave will be credited on a pro  rata basis at the end of each month. The debits 

will be based on the leaves taken by the employee during the month as reflected 

in the attendance system.  In case of a fresher, the PL and SL can be availed on 

completion of continuous service of one year only.  Subsequently, the leave can 

be available based on the eligibility and availability of leave to the credit. 
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7. Negative Leave Balance  

Employees are allowed to utilize leave as per their eligibility for that respective 

year. Any leave taken over and above this with proper approval of the leave 

sanctioning authority, the same will be treated as Leave Without Pay(LWP) and 

accordingly necessary deductions will be made in the next salary or any time 

thereafter.  

If an employee remains absent without leave and approval, he will be treated as 

Absent and he will be liable for appropriate administrative action in addition to 

loss of wages and other benefits.  

8. Maternity Leave 

Scope: 

- Women employees of IKSL are eligible for maternity leave as per the 

Maternity Benefit Act 1961.  

- On implementation of Employees State Insurance Act, 1948,  female 

employees covered under ESI Act will be governed by its provisions 

Female staff can avail maternity leave up to a maximum of 12 weeks without any 

restriction of any duration of leave during pre-natal and post-natal periods. 
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The applicable provisions of the Maternity Benefits Act, 1961 and Rules as 

prescribed in the various State Rules will apply 

In case of miscarriage or medical termination of pregnancy, female staff can avail 

of leave up to a maximum period of 6 weeks, immediately following the date of 

miscarriage or MTP. However, to avail this leave, the employee will have to 

submit a medical certificate from a certified medical practitioner.  

9. Applying for Maternity Leave  

Prior approval should always be taken before proceeding on maternity leave 

unless it is a case of emergency where it is not possible to give prior intimation. 

The proposed leave application for Maternity Leave must be submitted using the 

HRMS Leave System/or  any other designated system, at least 15 days in 

advance to the immediate superior indicating the dates and duration of requested 

leave.. Any changes in leave plans should be communicated through the same 

channels immediately.  

Any leave of absence on account of maternity which is greater than the maternity 

leave entitlements may be adjusted against leave standing to the employee s 

credit (except Casual Leave) if the application is supported by a medical 

certificate from an Authorized Medical Attendant, as a special case,  if merited, up 

to a reasonable period, approved by the  CEO. 
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Maternity Leave will be approved by CEO on proposals moved by Corporate HR 

Department. 

10. Leave Sanctioning Authorities: 

A.  Casual Leave     

a) The Casual Leave will be granted by State Manager for employees 

under his Control in the State. 

b)  In Corporate Office, the respective Departmental Heads will 

approve the CL of the employees under their control. 

1. System: CM(Systems) 

2. Content Advisor (Content) 

3. Finance VP(Finance) 

4. HR  Head (HR) 

5. Sales  Head(Sales)  

CL cannot be granted for more than 8 days at a time. 

B. Privilege Leave/Sick Leave 

Employee category Sanctioning Authority Leave Sanctioning 

Authority with 

recommendation of lower 

authority. 

Accounts Staff 

(States) 

 

Up to 5 days State Manager 

 

More than 5 days & up to 

10 days- VP(Finance). 
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Accounts staff 

(HO) 

 

Up to 10 days by VP(F)-. 

 

Beyond 10 consecutive 

days CEO- HO/States 

 

System Deptt. Up to 10 days - Chief 

Manager(Systems) 

Beyond 10 consecutive 

days CEO 

HR /Legal Deptt  -.HO Up to 5 days  Head (HR) Beyond 5 days-- CEO 

HR Deptt.- States Up to 5 days, State 

Manager 

Beyond 05 consecutive 

days - CEO 

Content  HO/States 

Content  States 

a) Up to 10 Days, 

Advisor (C) 

b) Up- 5 days, State 

Manager 

a) Beyond 10 days CEO. 

 

b) Beyond 5 days CEO 

Sales Manager 5 days  State Manager 

10 days  Head (Sales) 

(All application will be 

recommended by Head 

(Sales &Mktg) 

Beyond 10 days - CEO 

Jr.TM/TM/Sr.TM/AM(M) 

 

Up to 10 days State 

Manager with 

recommendation of Sales 

Manager 

For any period of beyond 10 

days the leave will be 

recommended by Head 

(Sales & Mktg)  to CEO. 

Beyond consecutive 10 

days -- CEO) 

Company Secretary ----- CEO 

Allied Sales- States Up to 5 days by Sales 

Manager 

Up to 10 days  State 

Manager 

Beyond consecutive 10 

days-- CEO 
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Note: CEO as Sanctioning Authority for leave beyond consecutive period of 10 

days. 

The above rules may be brought to the notice of the employees under your 

control. Any doubt/clarification on these rules may be sought from the Corporate 

HR Department. 

     __________________    

      

          

 

 

 

 

 

 

 

 

 

 

 

 



SERVICE MANUAL  

111 
 

Annexure III 

COPY OF CIRCULAR  DATED 29.01.2013 GUIDELINES FOR THE USE OF 

COMPUTERISED (BIO METRIC) ATTENDANCE RECORDING SYSTEM FOR 

THE OFFICE STAFF 

 

 It has been decided to introduce computerized attendance recording 

system of all employees of IKSL posted across India  w.e.f. 1.2.2013 with a view 

to maintain attendance records in a scientific and convenient manner.  Bio Metric 

attendance Recording System  has been installed in Corporate H R and Pune and 

in other State Office is will be installed in the coming week. This System will be  

linked to the ERP System.  Every employee will record his/her attendance through 

the bio metric attendance recorder every day.  While recording the attendance, 

each employee will follow the instructions, which are displayed near the machine.  

All employees should record their attendance through the machine in the morning 

and in the evening.  If any employee makes more than one entry by mistake, the 

first entry will be treated as attendance for morning and the last entry in the 

evening.  Such mistake should be avoided. 

2. An employee is allowed a grace time of 10 minutes in the morning and 

he/she can record attendance by 9:40 AM, without any penalty.  Similarly, in the 

evening the attendance can be recorded at 5:55 PM.  In other words, attendance 

recorded up to 9:40 AM in the morning and from 5:55 PM in the evening shall be 

deemed to be regular attendance for a particular day. ( If an employee is having 
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any doubt of his marking his attendance in the morning, he should first verify from 

the HR whether his attendance has been recorded before making another 

recording of attendance. ) However, the total grace period for late coming for a 

calendar month will be 02 hours (120 minutes).  If an employee records the 

attendance at 9:41 AM will be considered as late by 11(eleven) minutes and 

similarly if the attendance is recorded before 5:54 PM, will be treated as early 

going by 6 minutes.  Loss of time due to early going will not be adjusted against 

the total grace period of 2 hours allowed for late coming. 

3.  Thus, if an employee comes late for two hours, cumulatively, in a calendar 

month, no deduction will be made from the salary.  If it exceeds two hours, 

necessary deduction will be made.  For early going, deduction will be made 

without any grace period. 

4. If an employee comes more than 2 hours late in any particular day, he will 

be treated on half day  leave and half day Casual Leave will be deducted from 

the salary.  If there is no Casual Leave, one full day PL will be deducted.  In those 

cases where there no leave balance, half a day salary will be deducted.   

5. In case an employee  remains on leave during the first half, he has to 

report for duty in the second half  within the above mentioned grace period 

(including cumulative grace period, if available to his credit) as applicable for first 

half. If an employee leaves the Office before 4,00 PM in the second half, he will 
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be treated on half -a- day CL.  If an employee leaves office after 4.00 PM, he/she 

will treated as early going and salary will be deducted for the hours of such early 

leaving. 

6. If an employee is required to attend official duty at a place outside his 

office, he will mark the incoming and outgoing attendance while entering office or 

leaving office, as the case may be, and will regularize his absence through a Out 

Door Duty Attendance Regularisation Slip , which will be duly certified by his 

HOD.  Based on such authorization, HR Department will enter the data manually 

in the computer system.  Such manual entries will be distinguishable from the 

machine recorded attendance. 

7. The HR Department will maintain the record of any late coming and will 

also ensure that the appropriate deductions are being made in the salary for late 

coming. Also, the HR Department will be sending the punching reports of all the 

employees to their respective State Manager/HOD for verification and attendance 

regularization purposes. If in a very rare case situation, due to any technical issue, 

the employees are not able to punch there attendance then the attendance of the 

employees will be regularized with the approval of the State Manager/HOD., with 

a certification that the employee concerned was available at his working place for 

the period of working hours. 
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8. All employees are advised to co-operate with this new initiative and 

address their doubts and queries to the HR Department. These guidelines are 

issued with the approval of CEO. 

    _______________________ 

                              

      

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


