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This HR manual intends to keep our employess well versed with the TTL policies and practices. Though the
attempt has been made to cover and elaborate all possible factors, however, It Is not 3 conclusion,

This Manual supersedes all earlier amendments or changes com municated from time to time. Going
forward, if any amendment or new thing that may arise from time 1o timie shall be processed and
cameunicated to all concerned for additions/deletions.

Broadly, all are expected to adhere to these policies and procedures strictly and exceptional circumstances
demanding any deviation may be taken up with necessary approvals fram the appropriate authority,
supported by due justification.
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KENOW YOUR DRGANISATION

PREFACE

In pursuant to the revision of Corporate Policies, we take pleasure to revise the policies which comes info
effect from 1* October, 2021.

The Corporate HR Policies have been reframed with the inputs af the Committee Members comarising of —

& Nhir Bharat Vageria

Bdr. Naveen Jain

. Sandip Mod:

#r. Hemant Somm

Mr. Rameshwar Ramimurthy
K. Amit Shyamal

hr. Rajesh Bhagat

The palicy manual will be treated as a book of reference and rules contained therein may be guated
wherever regulre to adhere the System & Procedure in the Compary,

In this Corporate Policy we have maintained uniformity for all Units, Regional Offices of TTL.
The Corporate Policy will be implemented diligently & effectively under the guidance of Carporate HR Team,

further amendments shall be informed / recorded to this policy and the manual will be updated from time
to time,

INTRODUCTION

Time Technoplast Ltd [Time Tech} Is a multinational congiomerate with operations in Thailand, Malaysia,
Indonesia, Takwan, Egypt, Vietnam, Bahrain, Saudi Arabia, UAE & USA isa leading manufacturer of Polymer
and Compaosite products.

The Company’s portfelio consists of technically driven Innovative products catering to growing industry
segments like, Industrial Packaging Sclutions, Lifestyle Products, Automotive Components, Healthcare
Products, Infrastructure/ Construction related Products, Material Handling Solutions and Composite
Cylinders.
Time Tech group operates production facilities across the globe and is recognized for its innovative plastic
products.

Since its Inception in 1982, Time Tech has set itself apart from its competition by focusing on research and
development, futuristic product designing, superior customer service by setting up various manufacturing
units & 8 regional and marketing offices to meet the growing demand of Indian customers in all regions &
further to fill the need gap for global customers.

Time Tech Is promoted by qualified professionals with decades of experience who balieve In working hard for
the Company, its customers, [ts suppliers, its employees, its shareholders and its stakeholders.
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MESSAGE FROM THE DESK DF DIRECTOR

| am delighted to release the HR manual — Corporate Policies which is the outcome of

the collective wisdom of a team comprising of Senior Managers.

With ambitious growth and expansion plans in the pipeline, | have no doubt in my
mind that the enclosed set of guidelines and instructions will be useful to all
operating managers because policies form part of effective implementation in the

ongoing process through frontline managers.

(Bharat Vageria)
WHOLE-TIME DIRECTOR — FINANCE

Date: 01 October, 2021
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Dear Colleague,

It Is indeed a privilege to have you as a member of Time Technoplast family. It gives us immense pleasure 1o
share this HR manual containing the essence of cur HR Policies,

The HE manual provides us with an opportunity to learn about our various HR policies and enhance our
understanding of these policies in compliance with laws and company culture, Some of the policies are
applicable for the staffs, others are applicable for workers, and some group level policies are applicable for
both staff and the workmen. The pelicles and procedures meet the regulatory requirements at minimum and
in some cases are aimed at meeting good international industry practices related to working conditions.

Some of these overarching policies will be applicable for contract workers too. AL minimum, the contract
workers will have all regulatory provisions as applicable.

We are sure that this manual will make it easy for you to refer to these policies instead of relying on memaory.

Happy reading! |

Human Resource
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MISSION & VISION

MISSION

|
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ey

VISIOMN

* We Don't Mind
Seeing Competition
Ahead Of Us

50 Long As Thesy ane Few

Laps Behind *

™ We Shall be

Second to none

ir aur business 3

CORPORATE VALUES

Comimitment to Cuality
Custamer Orientation
Dedication and Commitment
Discipline

Homesty and Integrity
Learning Drganization
Openness and Transparency

b A A R .

Team Work
Trust

¥ ¥ Yy

Respect / Care and Concern for people
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DEEIMITIOM S

Uniess there is anything repugnant in subject or context thereof, the following words will have meaning
assigned to them herein below: -

ia)  COMPANY: - Company shall mean Time Technoplast Limited.

B} MANAGEMENT: -Management shall mean Directors/Board of Directors of such other officer of
Compary who has been autharised by the Management to manage the affairs of the Company.

(L] MAMNAGER: - "Manager” means Manager of the company appointed under Factories Act of 1948 of
any other officer vested for compliance by the management with authority regarding execution/ observance
i these standing Orders.

{0} HABITUAL: - Habitual means act of omission or commission, which is repeated three, or more tmes in
twelse months or an act of misconduct for which censure/ waming or any other punishment have been
administered

(E]  NOTICE: -Natice means a notice in writing required to be given or to be posted for the purpose of
standing orders

(FI  NOTICE BOARD: -“Notice Board” means all registered wherein the attendance of the workman is
marked and maintained under any law or enactment

(G]  WORKMAN: -Workman as defined in section 2{1} of Industrial Employment standing Orders Act -
1946,

I} “warker” means a person [employed, directly or by or through any agency (including a contractor) with or without
the knowiedge of the principal employer, whether for remeneration or not], in any manufacturing process, or in
cleaning any part of the machinery or pramises used for a manufacturing process, or in any other kind of work
incidental o, or connected with, the manufactunng process, or the subject of the manufacturing process 4 [but does
not melude any member of the armed ferces of the Union];

[il] Employee: All workers [including contract workers), staff, supervisors, and management,

(HI  FACTORY: -Factory or works means premises or work carried out in the premises of TTI
factories/units.

(NOTE: -The above definition of Works/ Factory would also include the place of work/duty where any
employees Is assigned to do any work in connection with the work of the factory) Establishment which might
be anywhere in the Company, outside the premises of the Factary.

{1}  WAGES: -Wages means all remuneration as defined under the provision of Payment of Wages Act-
1936.

{1} SUPERIOR: -Superior means any person who by nature of his duty, exercises authority, supervision of

control on an employee while on duty and/or under connection with the work of Company and includes any
officer of the Company.
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(%) wWord importing masculing gende sha lincude ferninne geider except wherg sxpressly ment oned
crihe s,

Ly wword importing the slagular aumber shall inglede the plural nomber and wice varsa.

(M1 IF amy wordf/terms not defined an thlz HR avanual, it will have same meaning =5 defined 11 the
Industria Dispute Aci-1947 a5 amended.

MY "MIGHT SHIFT™ means any Shift which commence after 10 0 P4
2] "TICKET” means anc include attendance card.

Pl “COMTINUED [LL HEATHY means and includes loss of efl.ciency permanent parsial disablement a7 Gn
accoant af illnass for rore than 3 manths and his [nfectious/contaglous efec:.

iG] “RESIGMATION' means act of relinquishing his lien onemployment by raptess or implisd intention on
part of the wordmen, The mene aceeptanse af res:pnation lonformal a®iermatve aet of the emploves o
acce-de to his request for settling his acoount.

(4]  “RETIREMENT" rneans termi-ation, discharge of surplus labase, which daes not include tamaraticn
due tc loss af lien, abandonment, and desertion of employment, retirement or cortinped il health, The
tarm natlon otho than the candibion of employment as noorgorated i the Standieg Orders shall be tormed
as rewent hment.

(%  “MEDICAL-CERTFFICATE" raeans a cortificate grankted by o registered Medical Practitioner and got
countersigned by the Medical Dfficer of the Hospital or Dispensary run by the State or Company Doctor. The
cost of petting the eorbificate countessigned will be borne by the Compay.

[7] CLASSIFICATICM OF WO RKMANAYORKEER: - The workers shall be dassified as under. -

[al Fermanent

(k) Prohat oner

lc Tempom@ary

[dy  Apprentise

lat Cazual

[ Badh or Sudsmtute

[a] & “Porenanent Workman® [s 3 workman who has been engrged on & permanent basis and includet
any person engaged againct a permanent post and confirmed @9 such Inodccerdance with Sub Clpuse (b
bie oy

[k {1l & “Peobationer” s a workman who is provisionally employed to fill vacancy in a parranent
and has not been confirmed as perrmanent in accordance with these Standing Grders, Drgdinarly the perod
af arabatiar shall ba & manths but it meay be extended by a perioz of three manths at a time af the
discretion of the Manzgement, if the Management coasiders It necessary I any case to further ad)udge the
wark an<d merits of 3 owarknan. The maximum probation pericd shall however, in no case extend boyond
beviz vears. IF at any time during the period of arobathan, 1he wierknan is foend wnsuitahte ar on-tie for tha

-
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iob, his services shall be liable to be terminated at the sole discretion of the Manager without-any notice and
compensation and also without assigning any reason whatsoever thereof under information to Corporate
HR.

(I In computing the peried of probation, the days on which the workman was absent due to leave,
sickness and maternity leave duly granted by the management, accident lockout of a strike [which is not
illegal] or temparary closure of the undertaking shall be included.

(i) If & permanent workman is employed as a probationer in a new post of a vacancy and his working
during probation is not satisfactory, he may at any time during the probation period, be reverted to his
substantive post and shall not loss his lien on his permanent post an this account.,

lc) A “temporary Workman” shall mean one who has been appointed for work of a temporary nature or
which terminates at the conclusion of specified contract time or undertaking or who is termporarihy
empleyed as additional employee in connection with a tem porary increase in work of 3 permanent nature or
for other reasons,

{di An “Apprentice” shall mean one who is a learner and is under tralning with or without an allowance
during thie pariod of his training. The maximum period of training shall ordinarily be of twe years, but either
at the written request of the apprentice or on the requisition of the Head of the Department or in a kKind of
|ob requiring highly specialised skill, the period mav be extended upto another period of one year,

{e] A "Casual” workman is a workman who is employed for work of a casual nature.
ifi "Badili or Substitute” is one who engaged to the post of permanent workman or probationer who is

tempararily absent or on leave on any day, a Badili's name will be entered in the Badlli Register and he will
not be entitled to any wages or compensation for the day on which he is not provided with work,

Page |16
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Uy ACTS CONSTITUTING MISCOMDUCTS: - Misconduct means an act of omisskon or commission of duty or
warranty expressed or imphlied custom or usage whether specified or herein or otherwise either single or in
collabaration with others. Any act of omission which iz done In any manner or which is detrimental to the
interest of the business discipline reputation or prestige of the Management and the Establishment whether
or not expressly regarded, as such small amount to misconduct whether cornmitted within or outside the
premises of the Establishment. Without prejudice to the general moaning of the misconduct it shall be
deemed to mean and include offence under or against the Standing Orders, specific service condition or
service agreement including those lsted in Annexure 4" attached to these Standing Orders, which are
ilustrated and not exhaustive.

page |17
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A Common Policies for Staff and Workers
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COMMIN SR POLICIES 1R 5TARL AND WIHEERS

1.

This section covers polices strietly ton all staffs and workmen {tategnry of werkmen as applicable unoe:
diffgrent subsections) at all sites of TTL and its subsidiaries In India. Any arendmeane 5hall be Put a5 Anresure
1 The palicy,

1.1 CODE OF CONDUCT

111 POLICY STATEMEMT

The purpase of the {ude of Conduct is o set and maintaln o skandard for acceptable behavlour fa all
slzkeholders a; TTL. The Code of Candurt is a reminder to the vmployees of what is expected frarr 1hem ana
liaw their actions showd be always alipred with Lhe ethas of the Loy e I

1.1.2 OBIECTIVES

The key chjective of this po.icy is to:
a- 1o setthe skandards of conduct in lne with the elaos af tha company; and
B. o orovide the understanding of rensequencas and disciplinery Actions if the rondurt is Brekern

1.1.3 PROCEDURE
113.1A07T5 OF MISCOMDLET

Wwithgut prejudice to the general imeaning of Lne term “miscenduct as detinad in Standing ardar” it shal ke
dewmed to mean and ne'yde these items enumerated in the Starding Dhdurs for warker and Sprvice rules
hor staff and managa ment.

1133 FORMS DF FUNISYHMEMT
An eimployee Found guilty of misconduct will be lable 1o any of the lolinwing forms of punishment:

A Lensure O warnng.
susprnsion withowt pay for a period nat receering 15,20 daye for staff and management and as aer
the pravisions of the stanglng srders for werkmen,

€. Withhal?lvg of grade inerement, reguetion ol pay or demation,

d. Discharge.

1.1.3,3.55UE OF CHARGE S4FLT £ LETTER UF EXPLANATION

Friscondirt 15 epored against an coployes, 1he site HA Maragement, selore taking any d.sciplnary
actign Jgainst himfher, wil! issue 3 Lharge sheet or letter of explanailan as the case may be, The charge
shoel f etter of explanatron should be served nn the employee whthin 3 working days frem the date an
which the a'leged misconduct has cone ta light When for spocial reasans ot s nat pustible to issue a charge
shest £ letter of expfanatlon within 3 days, the time limit may be extended 10 7 days fram the dake the
allgged miscongusl %8s come to notice of 1he oo mpeten; authoriry.

1.3 AAECUsAL TO ACCEPT OR JFLa% | REPLY MY CHARGL SHEE™

An employes who refrses to aocent a charge sheet [ latter of ex2lana;-on or fails to roply 10 a charge sheet
within 1he prescribed tlwe it of 48 hauss {unless clherwise sxtended by the compecent Autharity| froem
the time of issunr, should not he waken an duty Bl he actepls or rephes 1o the cwarge sheet f tekrer of
explanstian a5 the case may e The Pay Boll Section n HA de partm e nt $heuld be [nlimated of the same.
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113 5EXQONERATION FROM THE CHARGE IF REPLY |15 ACCEPTABLE

If the sxpianation given by the employee to the charge sheet f letter of explanation is satisfactory and
accepiable, the emplovee should be informed i writing that he/she has been excnerated from the charges
for which he/she was issued charge shieet / letter of explanation,

11,36 ENOQUIRY

If the explanation given by the emplovee to the charge sheet / letter of explanation is not satisfactory, an
official enguiry will be held by an officer|s) appointed by respective site for the purpose, Corporate may be
consulted as required. The employee charged with misconduct will be given a reasonable opportunity for
explanation and defending his actions. In case the charge sheeted employee gives the names of any
empioyee(s) as witness in his reply to the charge sheet / letter of explanation or at the beginning of the
enquiry, the enguiry officer will Intimate to such witnesses to be present for the enguiry. It is entirely up to
the discretion of such witnesses to appear at the enguiny.

An employes who has been issued a charge sheet [ letter of explanation for a serious act of misconduct or if
it is felt that his presence at the job is likely to affect the efficient running of the department or the
employee concerned is likely to influence the witnesses ar there is fear that he may destroy evidences
relevant for the enguiry, the delinguent employee may be suspended pending enguiry,

The order of suspension will be in writing and shall take effect immediately on communication thereof 1o the
employes. The suspended employes shall not enter the plant or Company’s premises durning the period of
suspension unless otherwise permitted by the competent authority, An employee under suspension pending
enguiry, during the peried of such suspension, will be paid subsistence allowance @ 50% of his/her salary up
o 50 days. I the enquiry gets delayed beyond 90 days due to the employee’s non-availability, the
subsistence allowance will be reduced to 25% and if the delay is attributed to the management's inability to
conclude the enguiry the subsistence allowance will be paid at the rate of 75% of his/her salary, Payment of
subsistence allowance will be made through the employee’s account to which salary is remitted.

1.1.3.B ﬁ.{'.FIGH TEII“EE TAHEH ON THEEDNELL.IEIDN lj-F Mn.l EH{]L!IM’ :

The enguiry Into the charge sheet [ letier of explanation will be conducted by the enquiry officer appointed
for the purpose as per the relevant provision of the Company’s Standing Orders / Service Rules.

1.1L.3.90RDER OF PUNISHMENT
Thi letter awarding the punishment will b2 given to the employee concernad by the HOD in the presence of
representative of HR, In case an employee refuses to accept such an arder it will be deemed to have been
served an him if 2 copy thereef is fixed on the notice board of the department and sipned copies are sent 1o
his local and home addresses by registered post with acknowledgement due.

1.1.3.10 PUNISHMENT

i.  Caution: If the misconduct isof aminor nature, the employes may be cautioned verbally or in writing.

i, Warning in Writing: An employee who is guilty of misconduct of a minor nature but committed mare
than once may be warned in writing and copy of the warning letter be kept in his service record
{specimen of the Warning Letter is attached in Annexure 21).

iiil.  Fines: An employee gullty of a misconduct may be fined in accordance with the provisions of
Payment of Wages Act, 1936,

iv, Suspension; Depending upon the gravity of the misconduct an emplovee may be suspended without

pay a; a disciplinary measure for a period not exceeding 15 days.
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v, Withhelding of Grade Increment: The grade increment of an employvee may be withheld at the
discretion of the Management if he s found guilty of misconduct depending upon the gravity of the

offence,

¥i.  Demotion or Reduction of Pay: An employee who is guilty of a misconduct not grave enough fo
warrant discharge may be demoted 10 a lower post or to a lower salary in the same post

vil.  Discharge: An employee who is found guilty of a serious misconduct may be discharged from the
services of the Company subject to the provisions poverning discharge of an employee. Refer
Annexure 5 for Termination Letter,

11311  GRADED PUNISHMENT FOR CHRONIC CASES OF MISCONDUCT
i UMNALUTHORIZED ABSEMCE
An employes whao 15 guilty of absence without infermation or permission is liable to be punished as follows:

First offence Warning in writing.
second offence Suspension for 3 days.
Third offence Suspension for 7 days,
Fourth offence Suspension for 14 days.
Fifth offence Discharge.

If an employee absents unauthorized for a period of 15 days at a stretch, he will be liable to be discharged
from the services of the Company.

i, HABITUAL LATE COMING
AR E!:nplcll,lee who is a habitual late comer s liable to be punished as under. & habitual late comer is an
emploves who comes late for more than three occasions in a manth far three consecutive months.

First offence Warming in writing.
Second offence Suspension for 1 day.
Third offence Suspension for 3 days.
Fourth offence Suspension for 7 days.
Fifth offence Discharge.

If an employee attends duty punctually for a pericd of six months, his previous punishment for habitual late
coming shall not be taken into account.

i, SLEEFING ON DUTY

Steeping on duty s 8 misconduct. In the event an employee is found guilty of sleeping on duty |:|n1.|r|-i5i:|I'r|ll'.'I'|l
will b awarded as follows:

First offence Warning in writing.
Second offence Suspension for 3 days.
Third offence Suspension for 7 days,
Fourth offence Suspension for 14 days.
Fifth otfence Discharge.

IV, LOSS OF [DENTITY CARD
For loss of Identity/Attendance Card attributed to negligence or carelessness on the part of an employee the
following punishment would be impoesed:
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First offence Warning in writing.

Second offence Replacernent cost and 2nd Warning Letter

Third offence Double Replacement cost and 3rd Warning Letter,
Faurth affence Suspansion for 3 days.

Fifth offence Discharge

1.1.4 DESIGHNATED AUTHORITY
Al business unit heads are responsible along with HR for implementing this policy,

1.1.5 REVIEW AND MONITORING

This policy may undergo change after review by management and as per revision of act/law as and when
required,
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1.2  COMPANY POLICIES AND COMPLIANCES

1.2.1 POLICY ON INDUCTION

1.2.1.1 PDLIC‘F E'I.'ATE.M-IIéNT

TIL ensures, workers are trained with their respective trade skills, company policies and culture upon
induction of an employee. The policy also alms to train the workers in accordance with statutory and legal
requirements in the country, It is mandatory that any employee recruited will have to first undergo induction
training (Annexure 15) before s/he is posted to the parent department.

1,212 l:'_'IE.JEET.I:."..I'E..E:. o
The objectives of induction training are to provide induction training consisting of the fallowing components:
= Familiarity with organization structure
#  Familiarity with the job-responsibilities / functions of his/her parent department
®  Familiarity with the HR Policies
*  Familiarity with products
»  Familiarity with their respective work procedure in the premises.

1.x.1.3 FHIDEEDLIH.E.
Class Room induction for new Joinees to be done within the unit, Induction training to cover compulsory
class room training for all new Jeinees for one day on Group's Vision, Values, Policies, Practices, Processes,
Expectations etc,

All business unit heads are responsible along with HR for implementing this policy.

1.2 1.5REVIEW AND MONITORING
This policy may undergo change after review by management and as per revision of act/ law as and when
required.

1.2.2 POLICY ON WAGE/SALARY DISTRIBUTION
1.2 2 1POLICY STATEI".I'IFI'-IT S

This procedure has been laid down to streamline the system of distribution of the salary/wages in the
various Units. This procedure is applicabie to all the Units of the TTL Group,

1.2.2.2 PROCEDURE PSRRI,
The following procedure is laid down for distributing the salary/wages.
» All employees’ will be paid their wages by cash/ bank transfer on 7th of every manth,
o Al employees will be paid their salary through bank transfer, where this facility is not available
payment will be made via chegues.,
& All Employees will get their salary slips along with the salary/wages,
= In case of holiday, weekly off on any mentioned date, the salary will be distributed a day before the
date of holiday,

' Employees are all members of TLL which include staff, workmen, and contract men
FPagpe |23
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This policy may undergo change after review by management and & per revision of act/ law as and when
required,

173 POLICY ON PROMIBITION OF RESTRICTING FREEDOM OF MOVEMENT AND UNLAWFUL

DETENTION

1.2.3. 1 POLICY STATEMEMNT
Mo employee at TTL shall be denied their basic human right of freedom of movement or subjected to
unlawful detention,

1.2.3.2 0BIECTIVES
« Touphold the basic human right of freedom of movement
+ Toensure prevention of detentlon, in accordance with prevaliing laws of the country

1.2, 3.3 PROCEDURE
The following activities are strictly prevented as part of the HR policy:
+ Limiting access to bathroom facilities or fresh drinking water is a restriction on freedom of movement
and denies the basic needs/rights of workers
s«  Restricting employees from exiting production areas and/or the factory grounds is a ferm of unlawful
detention and forced labour
s Preventing workers from leaving the area or country by retaining personal identification and travel
documents or work permits is a form of forced labour

1.2.3.4 DESIGNATED AUTHORITY
All busimess unit heads are responsible along with HR for implementing this policy.

1.2.3.5REVIEW AND MONITORING
This palicy may undergo change after review by management and as per revision of act/ law as and when
required,

1.2.4 MON-DISCRIMINATION POLICY

1.2.4,1 POLICY STATEMENT

All employees at TTLare employed on the basis of their ability to carry out duties of their job respansibilities
Time Technoplast Ltd., believes in excellent results in all areas of performance. TTL believes in equatity and
therefore does not discriminate any person with regard to race, colour, sex, age, religion/religious hellefs,
regian, caste, disability, marital status, nationality etc. or any ather personal characteristics or beliefs, in line
with our constitution.

1.2.4. 2 OBJECTIVES
o Toensure that no employee is treated differently from another due to any biases
s To uphold the constitutional value af non-discrimination
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No persen shall be subjected to discrimination In any aspect of employment
1.2.4.4 DESIGNATED AUTHORITY
All business unit heads are responsible along with HR for implementing this policy.

This policy may undergo change after review by management and as per revision of act/ law &s and when
regulred,

1.2.5 POLICY FOR PROHIBITION & PREVENTION OF SEXUAL HARASSMENT
L25APOLICY STATEMENT -

This statement will be called as a policy for the prohibition and prevention of sexual harassment of any
employee either by the opposite sex or by the same sex,

The Company belleves that sexual harassment neads to be eliminated and there shall be no com promise
with such violations.

Sexual harassment s any unwelcome conduct of a sexual nature, which Includes, but is not limited to,
umwelcome sexual advances; the use or threatened use of sexual favours as a basis for manufaciuring or
employment decisions; conduct that creates a hostlle, Intimidating or offensive manufacturing or working
envitonment; conduct that has the effect of unreasonably interfering with an individual's work performance;
and other verbal, nonverbal, or physical conduct of a sexual nature that sufficiently severe, persistent, or
pervasive to limit a person’s ability to participate In or benefit from a organisation’s activity.

Although the Sexual Harassment of Women at Workplace Act 2013 mandates for prohibition, prevention and
redressal and statutory Internal Committee, the policy as well as the mechanism will be applicable and
available to all employees, regardiess of their gender. Word importing feminine gender shall include
masculine ar any other gender.

1.2.5.2 OBJECTIVES
For this purpose, the phrase “sexual harassment” means, any gesture, whether directly or by implications,
aims at or has the tendency to cutrage the modesty of an employes and includes such unwelcame sexually
determined behaviour (whether directly or by implication) as:

i} Physical contact and advances.

[} & demand or reguest for sexual faveur.

iii} Sexually-coloured remarks.

iv} Showing pornography.

vi Any other unwelcome physical, verbal or non-verbal conduct of sexual nature,

To prevent the above, if anyone violates the above rules or commits any of the above acts will be dealt with
strictly under the law and the Company rules & regulations.

1.2, 5.3 PROCEDURE

Page |25




TIME TECHNOPLAST LTD. TM’.IET

redrossal of Sexual Harassment shall be handled Internal Committee (IC), established and functioning under
the mandate of Sexual Harassment of Women at Warkplace (Prevention, Prohibition and Redressal), 2013

Act and the Rules. Some examples of sexual harassment may include:

s Pressure for a dating, romantic, or intimate refationship
e Touching, kissing, hugging, or massaging

e Pressure for or forced sexual activity

+ Unnecessary references o parts of the body

s Remarks about a person's gender or sexual orientation
#  Sexual innuwendoes or humour

o Dbscens gestures

s Sexual graffiti, pictures, or posters

s Sexually explicit profanity

e Stalking or cyber bullying

+  E-mail and Internet use that violates this policy

s Sexual assault

Circumstances which will be considered as sexual harassment
» Implied/explicit promise of preferential treatment in employment
»  Implied/explicit threat of detrimental treatment in employment
s Impliedfexplicit threat about present or future employment status
s interference with work or creating an intimidating/hostile environment
» Humiliating treatmant, likely to affect health or safety

Constitution of Internal Committee

A committee will be formed to be known as ‘Internal Committes’. Internal Committee shall consist of the

following members

al  Presiding officer who shall be @ woman employed at 2 senior level at workplace from amongst
employees. If a senlor level woman employee is not available at the workplace, the presiding officer
<hall be nominated from other workplaces, offices or admindstrative units of TIME Technoplast Ltd.

bl Mot less than two members from amongst employees preferably committed ta the cause of womean
or who have had expertence in social work or have legal knowledge

c) One member from amongst non-governmental organizations or associations committed to Lhe

cause of women or a person familiar with the issues relating o sexual harassment

At least one half of the total members so nominated shall be women.

Other rules of the Internal Complaints Committee will be as mentioned in the "The Sexual Harassment of

Women at Workplace (Prevention, Prohibition & Redressal) Act 2013,

Complaint of Sexual Harassment

a) Provided where the aggrieved woman is unable to made complain due to her physical inability, the

complaint can be made by
& Her relative or friend
o Her colleague
o Anofficer of National or State Commission of woman
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A persen appointed by weillen cansent of aggrieved woman who has all (vformanen of the
Incident
I} Provided where the aggrieved woman 15 unable 4 made complain duge to her
mentdl mability, the complant @n ke made by
®  Her relalne ar friend
A gnocially tralned tracher
= Aoualified psychoiogist or psychiatr s1
* & guardian under whose care she is getting treatment or being cared upon
" A person o who has all the information of Lhe sesral harassmeny jointly with a
sprciglly tralned teacher, a gualfied psychologist or psycmatrist or 3 gy ard.omn under
whose care she is getting treatment or being cored upon
i Whare due to any reasan the aggreved woman 15 unahle to make complart, the
romplaink can be made by 2 persen appainted by writken congent of agarie ved woman wha
has all infarmation o the incdone
il Whera the agprieved woman tes, the complaint wi'l be made by a persan whe bas
all the informmion of the incident with the consens of legal heir af the aggreved woman

Grievence Redressal Procedurs

-

-

0

The complaint should be made within 03 manths of the incidence to nterna' complainls
certmiltes [reasom of dolay beyond A3 monts shauld be recorded in Writingl.
‘Internal Commitias’ wil send one of Lhe copias 19 the accused within 07 dayy of recelhng
the carmplain:,
The accused whl submit kis reply along with list of docements & namesfacidress of the
Witnosse s within 10 days of receiving the copy of cormalain
The Internal Carvnittee will give wnilateral sdee sien, if complainant or accused rewans
centinuously absent during B3 hearings of 1he committes

*  Howewer unlareral decision will be taken only afrer giving a notice ol 15 days to

CONCerned party

The parties will nat be allowed ta represent 1helr matter befgre the sommittes by a legal
practitiongr
The miquiry will anty be condusted when at least 03 maembers of the rommitiee are prisent
including the prasiding offlicer or chairmen of the fommisteae
I7 the aggrieved woman reguesls for a settlemant afler comp.zin heng mace o the
committes, the commifies will se'tle the case; owever

= lhesetlement cannat B an menetarry trrms

#  The cormnittee will record the seltlement anc will fgrward the reoord of settlement

Fo sancernsed parties

" Mo further inguiry wil be required
If the apgi.eved woman does nat reguest for ssttlemet afier camplain being made to toe
committes, the cernrmt e will conduct ingulsy-

= Tha principle of natural justice o be followed while canducung the inquiry

*  Thetime pernod 1o complete inguiry will e 90 daye

= Inquiry repart will be submilties 1o employer £ the partice
Following interim =ghel will be given durng the geadency of the BNGLINY. Apon written
reqLiest by the aperieved employes

' Transfer the aggrleved woman or the respondert ta any othar workp lar e

*  Granl leave ta the aggrieved weman up to a period of three months

/
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o Ifallegations are not proved:
* Mo action will be taken
* Internal Complaints Committee to inquire inte whether the allegations were made
with a malicious intentican
* [Inability to substantiate the complaint or provide adequate proof will not amount to
malicious intention
o If allegations are proved:
" Punishment will be decided as per service rules
"  Punishiment of monetary penalty can be decided; payable to the aggrieved waman
@ If the parties are not satisfied with the decision of the committee they may appeal in the
court or tribunal

All business unit heads are responsible along with HR for implementing this policy,

1.2.5.5 H:E".;"IEW AH‘E&I |";'!|'D|"|'1TCIHIN-E

This policy may undergo change after review by management and as per revision of act/ law as and when
required,

1.2.6 POLICY ON ETHICAL STANDARDS
1.2.6.1 POLICY STATEMENT o -

Time Techneplast Ltd (TTL) as a part of its philosophy, way of working style and culture believes to
Implement strict standards of high morals and integrity. As a part for the achievement of there, TTL firmly
belevas that and will also act for that.

1.5.6.2 OBJECTIVES

*  No employee will receive or give any bribe to any fellow empioyes, any customer or any trade
partner including the vendor.

* TTL as & responsible body corporate will alse not receive ar gve any bribe to any individual or a body
in whatscever form the accomplishment of any work and/or job in full or part.

= TTL abides by central as well as state labour laws which mandate the formation and functioning of
statutory committees such as Waorks Committes, Health and Safety Committee, Grievance Redressal
Committee or any committee proposed by workers.

1.2 6.3 PROCEDURE

* A mechanism will be in force to look into the implementation of the policy of mon-bribery and also to
Investigate any complaint received from any Individual andfor body corporate for the alleged
violation of incident brought into the knowledge of the management.

* Nominated officer to ensure the implementation of the policy on the ethical standards wil be HR
Head and Head of Operations Unit Head.

# TTL commits to provide training, support, allot space, allot time, assist in problem resolution and
recording of meetings and activities with respect to the formation and functioning of workers’
commitiess

1.2.6.4 DESIGNATED AUTHORITY
All business unit heads are responsible along with HR for implementing this policy
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1.2.6.5REVIEW AMD MOMITORING
This policy may undergo change after review by management and as per revision of act/ law as and when
requlred,

1.2.7 POLICY ON FREEDOM OF ASSOCIATION AND COLLECTIVE BARGAINING

POLICY STATEMENT

All employees at TTL are welcome and encouraged to exercise their right to Freedom of Association and
Callective Bargaining.

DBIECTIVES )

The main objective of this policy is that the management shall respect lawful freedom of association and the
right of the employee to join a Trade Unlen of their choice inside or outside the factory and bargain
collectively.

1.2.7.1 PROCEDURE

At TTL we have an open attitude towards the activities of trade unions and their organizational activities. The
management shall not hinder the development of parallel means for independent and free associaticn and
tollective bargaining. It is ensured that any Employee representativas are not discriminated against and have
access to carry out their representative functions in the workplace,

We look globally and act locally to continual improvement in Freedomn of Association among for all persens
with influence of sphere. This Policy will be regularly reviewed and updated in accordance with
developments In Legislation, with particular reference to identifying peints that are critical to Freedom of
Assoclation for all persons with influence of sphere.

1.2.7.2 DESIGNATED AUTHORITY
All business unit heads are responsible along with HR for implementing this poficy.

This policy may undergo change after review by management and as per revision of act/ law as and when
required.
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1.2.8 SECURITY POLICY

POLICY STATEMERMT
Security is a feeling of being protected, being invulnerable, and being sheltered, a feeling of safeness,
impregnability, impenetrability and inviolability. TTL commits to ensuring security at its premises of busingss.

it iz the policy of Time Technoplast Ltd that in conducting its affairs recognition will be made of the need to:

¢ To maintain security of the property, Men, Machinery, Material, Building, Plant, Yehicles and any
other products or sub products of the Company.

* To regulate entry and exit of the employees/visitors and search inclueding their belongings,

* Checking, Recordings and regulating the incoming and ocutgoing maternal,

¢ Movement checking/recording of vehicle/personnel/material/product etc.

«  Vigilance to prevent pilferages, theft and also drawing Information, regarding untoward
activities/incidents,

s Responding to protests from the employees/ nearby community without the use of armed force and
im coordination with the local administration.

« Apart from the above they are required to attend any other assignment given by the management
fromm Elme to tme.

1.2.8.2 PROCEDURE
In Achieving the above elements of Security Policy, it is aimed that standards shall be worked out and
effecthvely lﬁlplement&d 50 that

= Physical Security

®  ACCEss oontrol

& Truck and Container Security

s Personnel Security

& |nformation Technology security is best at their level,
In achieving the objectives, procedures shall be worked out documented, implemented, reviewed and
educated to all consumers-internal as well as extarnal,

1.2.8.3 DESIGNATED AUTHORITY
All business unit heads are responsible along with HR for implementing this policy.

This policy may underge change after review by management and as per revision of act/ law as and when
reguired,

1.2.9 ANTI-CORRUPTION & BRIBERY POLICY

1.2.9. 1 POLICY STATEMENT
Time Technoplast Ltd Group Business Principles set out our commitment to operate responsibly wherever
erwironmental and ethical impact of our activities in the different markets in which we operate, Our First
principle, integrity in corporate conduct’, states that Time Technoplast Ltd does not engage in bribery oF any
form of unethical inducement or payment Including facllitation payments and kickbacks.”
This policy shall be applicahle to all the units of Time Technoplast Ltd.
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1.2.9. 20BIECTIVES
» To prevent Corruption and Bribery
» Tofacilitate a Corruption and Bribery free business environment

1.2.9.3PROCEDURE

All employees are required to avoid any activities that might lead to, or suggest, a conflict of interest with
the business of the Company. Employees must declare and keep a record of hospitality or gifts accepted or
offered, which will be direct or indirect contribution to political parties.

We will uphold law relevant to countering bribery and corruption in all the jurisdictions In which we operate,
particularly laws that are directly relevant to specific business practices

1.2.9.4 DESIGHNATED AUTHORITY

All business unit heads are responsible along with HR for implementing this policy.

1.2.9.5 REVIEW AND MOMNITORING

This policy may undergo change after review by management and as per revision of act/ law as and when
required,

1.2.10 VENDOR MAMAGEMENT POLICY
1.4.10.1 POLICY STATEI'-.-'I.ENT = S R R S S

The Vendor Management Policy aims to lay down guidelines and procedure for evaluation of suppliers’
quality system evaluation criterla, and thereby take decisions on management of business with
businessvendarfsupplier partners. The policy will cover all supply ehain risks pertaining to labour and
working conditions, child labowr, forced labowr, etc, in accordance and compliance with laws and
regulations,

The scope of this procedure applies o all purchases by our Company.

1.2.10.2 DBIECTIVES

To provide for the evaluation of suppliers’ guality system who provide services or materials/products to our
COmpany.

Responsibilities:
»  Purchase - shall be responsible for maintaining and enforcing the requirements of this procedure.
®  Finance - is responsible for adhering to the requirements defined in this document,
#  Cuality Assurance - is responsible for adhering to the reguirements defined in this document

#  Ensure labour compliance at vendors sites

1.2.10.3  PROCEDURE

1. Reqguest for Evaluation
The Purchasing Department will request the supplier to be evaluated when it is necessary to approve 4 new

type supplier, examine a current approved supplier or when deemed necessary by Purchasing/Quality
Assurance,

2. vendor ldentification / Development
Potential Yendors should be identified / developed based on the followjng criteria:
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e Product / Service

®  Location

s Manufacturing facility / Capacity
#  Infrastructure

s Annual Turnover

#  Financial Strength

&  List of major customer & sub vendors
# Miaterial Handling System

e Juality Management

& Packing & Shipping facility

= Market Reputation

s Certification & documentation

3. Wendor Registration / Approval
Vendors should provide the infermation in the prescribed format:

e Offsite evaluation carried out by vendor managemient cell to judge the vendor capability
Dpsite evaluation of vendor carried out by the Internal audit team by visiting the vendor premises Vendors
are registered / approved based on the visit report of CFT of internzl audit team (The audit will cover
compliances on labour and working conditions on as aspects such minimum wages, overtime, child labour,
tforced labowr). The audit will cover compliances on labour and working conditions on aspects such as
minirmum wages, overtime, child labour, forced labour stc,

# |ncase of existing vendar of TTL group, government companies, reputed manufacturers with proven
track record and past experience, assoclate / sister concerns of already registered wendors,
authorized dealers of the approved vendors etc., deemed to be considered as Registered / Approved
vendor and onsite evaluation may not reguire o be carred, Howewer, the infermation of such
vendors must be available in the vendar database through the prescribed format,

e However, the information of such vendors must be available in the vendor database through Lhe
prescribed format

* Group companies’ recommendation also considered for the approval of vendor

=  HOD can approve the vendor without ansite evaluation

Approved vendors are registered for a period of 3 (Three) Years. At the end of the period, the vendor is
evaluated again to assess if they continue to meet the selection criteria of the compary, Howewer, decision
about business continuation can be taken based on periodical Vendor Performance Maonitoring

4.  vendor Performance evaluation
Based per the vendor evaluation methodelogy, Vender 1s evaluated en the feliowing criteria; —Price —Cuality
-Delivery- Compliance

v GUIDELIMES FOR VENDOR BLACKLISTIMG:

Cases of vendors reqguining review for blacklisting are summarized below:
s Mon-compliance with Company's ethical poficies
» Infringement of ethical standards in business dealings
# Resorting to malpractices that resulted in or might have resulted in loss to the Company
» Using Company's assets/rights/names etc. to vendor’s own advantage etc.
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¢ [|ssues of child labowr, forced labour, violation of minimum wage will be rero tolerance issues and wall
lead vo Black listing.

Any decision to blacklist a vendor is taken only after considering the entire performance of vendor, above
criteria and the Company in the context of the procurement as a2 whole. The performance also includes the
respective roles and obligations of the vendor and Company under the terms and conditions of the PO. The
vendor database clearly shows the "BLACKLISTED" status against each such vendor. System not allows raising

any PO against blacklisted vendor.

Registering a Blacklisted vendor again shall be dene only with the approval of MD/Director.

1.2.10

|

DESIGNATED AUTHORITY

All buginess unit heads are responsible along with HR for implementing this policy.

1.2,10

.5

REVIEW AMND MOMITORIMG

This palicy may undergo change after review by management and as per revision of act/ law as and when
required.

1.2.11 STATUTORY COMPLIANCES |AS APPLICABLE)

The following statutory compliances will be reviewed and accordingly revised when the lzbour codes are
implemented.
Table 1-1: Checklist of Statutory Compliances

leave with wages etc. to be submitted to
the Inspector of Factoriesf/ACL in FORM
34 junder Rule 125].

5. Name of the | Description Date of submission | Remarks
Mo, legislation of return
| 1| The Factories | Annual Return of the average daily | Latest by 15th
Act, 1948 employment and particulars  of | January of  the
' employment including man-days worked, | following year. '

Half Yearly Return of the average daily
number of male and female workers
separately for adults, adolescents and
chiidren and particulars of employment
to be submitted to the Inspector of
Factories/ACL in FORM 35 (under
RFule 100).

Latest by 15th July of
the current year,

Annual Return of the number and name
of fatal/non-fatal accidents during the
year and details of number of personc
injured and man days lost to be
submitted to  the of
Factories/ACL in

FORM 31 {under Rule 107{4)}.

Inspector

latest by 15th January
of  the succeeding
year
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Mame of the
legislation

Description

Date of submission | Remarks

Renewal of IEEEEEW llcense  through
submission of

FORM 2 (under Rule 4) to the Inspector of
Factories/ACL. |

by
December of the
current year,

it |

Report of accident, including dangerous
oecurrence resulting in death or bodily
injury, along with the details of the
accident and particulars of the persons
affected 1o be submitted to the Inspectar
of Factories/ACL in FORM 1B [under Rule
123).

within 12 hrs.
pccurrence  of
accident.

the

of
| |

The Employvees
Provident Fund
and
Miscellaneous
Provisions  Act,
1952

ECR {Electronic Challan cum Return) filing
of the monthly provident fund
contribution  [both  employer  and
employee). The challan is to be generated
online through 'Employer e-3ewa’ Web
page and submitted along with cheque to
be

submitted in authorized banks like SBI.

To be done latest by
15th the
succeeding month.

of

Annual individual contribution card [Form
3A) and consolidated annual contribution
staternent (Form 6A) to the Regional PF
Commissioner

latest by 30th April of
the succaading year

The annual
roturn wikl

not b
reguired
due
online
fllimg.

Employment

! Exchanges

(Compulsory
Motification

vacancies)

1959

af
Act,

' Cluarierly

Returm of the number of
persons employed on full-time basizs on
the company's payroll and the vacancies
occurred and numbers filled during the
quarter, to be submitted to the Asst
Employment Officer in FORM ER-I (under
Rule B).

within 30 days after
the the
quarter  concernsd
iLe., 31st March, 30th
June, 30th September
and 31st

Decambaer.

end of

1

to |

Dcocupational Return of the number of
employees in each occupation and the
number of vacancies in each occupation
likety to be filled during the next calendar
vear due to retirement, expansion ar
reorganization to be submitted to the
Asst,

Emmployment Officer in FORM ER-II

once In two years by
30th September of
the second year,

Requisition of vacancies stating the
nature of vacancy, post, job description
and gualification to be submitted to the

Local Employment Exchange in FORM X-6.

As and when vacancy
arises.

./
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Wame of the Description Date of subsmission | Remarks
legislatign af retarn
The  Swate | Annual subinssion of EI'I'I|:I-|D'!|I-';E-' and | Latest by 31t Janpary | Mot
Lebour Welfare | employer cantribution  towards  state | of  the  succeeding | Apphcable
rand Ace, 1965 soour wealfare fund through FORKM F oo | vear in 1he
the welfare Comm sslones stotes  of
Iharkhangd
&
_ Odisha
Renewal of the Sbostracl OF The Maternity | latest by 215t January ]
Bonefit Act o be sobmitted to the | of  1he  sicceoding
Inspector of Factorles \n FORM K (under | year
Rula 1%)
Annzal return of the dutails regarding the | latest y i'_ist lanuary ]
o, of hespitals, no. of beds in the | of Lhe suctceeding
hospital, no, of creches ete. al the mine | year
o be Subrmitled to the Inspecter of
Factories in FORM L [wndear Rule 18],
annual return of the aggrogate na, of | atest by 21st Janpary -
wamen  aermanently  ar  ternpararily | of  the  succeading
ernployed,  discharged or dismissed  yea
during the year alang with the detalls of
nurnbes of claims for materty benefit,
nerdical bornus ato. bo be sprbmitted 1o the
- ‘nepacter of Mactories [ FORM M [under
Rula 16).
Half  “early return of the  masinuem | lalesl by 31st January o
numaer af men, women,  cheldqseq @ and 31ss July
cmaloyed or aty day during the hall year,
number of man-days worked, amount of
wage; paid and detmls of faclities liks
canteen, rest- room, drins ng-water, Mirst- .
aid etc. providod, 10 bhe sent By the
Castracter ta the Licensing Dificer an
FORM KX 1 {unde Rule Bi1]}
Annudl Beturn of e ol number of | latest by 151h |
: contractars wha  workec in the | keheuary Al the
establishment during the weoar, ther | cacceeding vear.
purcd o work, the natura aof work,
maximum number of warkmen employod |
“dirgedly on oary day durng the vyear,
number af man cays warked by conlract
labour ckc. to be sent by the Frincipal
Employer to 1he Registerlng Dieer n
FORM xxW
[under Bula &M 21
The  Cantract i ReturnfMotice of Commencement or within_ 15 cas of
. i . —
Foaguw e

b
i
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Description

[Dale of submssian

af return
':DI‘I‘II:IlEtiDI.'i”Df each contract by the commencemeant !
principal employer o be submitted in | completon  of  the

Form WI-B |under Rule E1(3)] w0 Lhe
Inspactar apponted ofs 23 of the Act
intirmating  the date  of
Lomifnoncermernt Jf completion of such

coniract work

dclual

eanliace work.

| Mame of the
legislption
Labour  [REBAT
Act 1570

B! rhe  Mibaremem
Wagas Act,
1843

7. | The Paymient aof

! FactariesfLabour officar in FORM 1Y

Annual Return of the sverage :iaiT,r
Autnber of persons employved durlng the
year, to%al wages paid in cash/fking,
deductions made during the vear, to be
sdbmitied in FORM W (uider Rue 21
(A4} to tae

{mbour Inspector

latest by st February

Anhuoal Return -:ul'lhe 1ol wages paic
during the year and dedoctions made o
ke  subrnitked 10 the Inspector  of

_Eunn.'ler Rule 13)

; Eﬁplicatlun far renewal of the registratlan

- {3 appointad for the purpose of Lhis act].

afl  tha  succeeding
¥Edr

latest by Ihth
Tebivary  of  the

succepding vaar

Aonual Retrn i FORM IV to the Ags,
Commissioner of Labour,

cartificata 1o be wmade 14 FORM | [under
Eale 3] and submiled rta the Inspector

Half Yearly Return of the number of |
gpprentices  under thel-
particulars and number of apprentices 1o

training,

be engaged durlng the year, to be
submilled to the Oy Appresticeshls
Adwisorin FORKM APE-3,

By 1st February ‘ N

A1 least .Eu-ﬂ_da-};f.
before the expiry of
Lhe registration
certificars,

latest by 30th Aprl
andd 31t Cctober

Wagis Act,
1935

3 : The hctar
TRnapodt
Workin'y A,
19E1]
|
|

4. The
Apprenticeship
Act, 1961

19| The E-m_plul.rl:r:s'
State Insuramer
Art, 14948

Hall yearly retwn of employess' and
amployer's  tantribution [rmonth wise)
tawards ESIC po be submitted 1o the =5
Regianal Comimlssioner in FORM B.

late:st by 11th M:I}f_
and 11th Maovember,

Challan fos  Rewitlance  of
contribution [emplayer and employes|
towards [SIC 1o be generated anline and
submitted with the cheque in

the althanzed banks like SBI.

manthly

Repart af Dualh-.n"r'dtal accident a1 be |

svJabrnitzed in Form 12 gor ophne also w

the E5l Loial Oice & dispensan.

latest by Z1s* of the
sacceeding nonth

death and within 43

hrs, im ordinary cases,
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Remarhs

5. Mame of the Description Data of subrmizsion
Mo, legislation of return
I Claim form {FORM 1G] for payment et '
| denendent’s benefit, in case of [atal
- accldent, duy signed by the claimant, o
be submitted immediately w the C3
Local Cffice & dispensary. _
11| The Fmﬁlnwm' " Annual inforeation zhout the factory § | Latest by 315t Jannary
State Imsutdace  estabhshment o be sugmitted in Form | of  tne succeeding
Act, 1943 314A} under segulation 10C io the | year
regional office (RS or Sub RAD «r
divisional offlee,
T 12| The Emialoyges’ T qopan of serous badly impties [ fetal | within 7 days ul
Compensatian accidents to be submitted v Farm EE Lo | accidont
Act, 1923 1he concerned {ommissioner appainted
" under The act.
13| The Suate Shops | Annaal " Rerurn  of the details of | latest by 3dth
and emplovess, such 3¢, hours of wetk, Ieave | Seproraber.
Establ shmen availeg, remungratinn oaid  and
Act, 1953 deduction: made by the employer dunng
the year to be subrmiitted ta the Labour
resp e in FORM G (under Rule 14).
Puriah aii Hnﬁe-wal af Lii:!:-nse' thﬁ;ug'l. |atact by a0th
suamissicn of FORM A& to Lhe Labour | 3epieriber
[ Tu LA (12 3 |
o Renewal of Registration certilicates. O exaiy  of  Lhe
certficates
14| Professianal 1zx | Renewa:  of  Corolment through | Latest by
act, 1976 submissipn of cheque o the  aAsst | AkrhScptomber.
Profussivnal Tax Oificer
B Monthly Katurn of the professiomal 1ax | lakest oy 15th 4l the -
deducted from the cmployecs stating the | susceeding mgnth.
monthly salary  range, the rate  of
professional  tax  apalicable and tne
number of employgess in thas ranga, to be
submitted to tho Asst. Profossiaonal Taw
Oflleer in FORM Y . _
15[ The National & | Application for approval of nolidays with | By 20th Noverber
Zuetidal 'list o be submitted to the Labour QFicer
X Aiplidays Act, | in FORM | & FORRM 1.
! © 1963 o
' 10 The Pn-,-rrinr.} of | Annwal Return of the banus pald te the  within 30 days from
Ro-us Act, 1965 | employees for the accountng year ta be | The date ¢f payment
suamitted ke tRe Asst. cabouwr | of oonue. The Domugs
Camnbnlssianer 1 FORM Jduncer ruic 5} payment iz ta be
nade wilhin a
i_ montrs  trom the
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TIMET

S. | Name of the | Description Date of submission | Remarks |
Mo. | legislation nfretun-!_
accounting year
ending.
17] Payment of | Notice of opening of the establishment | Within 30 days of the
Gratuity Rules | stating the details of the establishment, | rules becoming
employer and number of employees to | applicable 1o the
be submitted to the Controlling Authority | establishment.

in FORM A [under Rule 3[1)).

Notice of change In respect of the
establishment o be submitted to the
Controlling Authority in FORM B {under
Rule 3(2)).

Within 30 days of any
change 0 name,
address, employer ar
nature of business.
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1.3 IT BASED COMMUNICATIONS

This chapter contains detalls of various channels of communication available in the Company for
gisseminating infermation, instructions and opinions across different levels of organizational hberarchy. The
objective is to strengthen two-way communication and create transparency in the organization.
1. MD's Online
Open House Forum
Vartalaap
E-mail
Common Information Platform
Training Mews
Video Conferencing

A) FINANCE DIRECTOR'S ONLINE

Director's Online, popularly known as ‘Log-on-to Director’, is an initiative for employees to directly approach
the Finance Director through a number [022-7111 9209} and communicate their views, grisvances and
suUgpestions.
The number has been activated at varlous units of Time Technoplast Group. When an employes calls an this
number, he gets connected to Executive Assistant at Finance Director’s Office. The employee can leave his
views in the form of a message along with his Employee Code or any other relevant details to indicate his
identity. The messages get noted with the EA and the same is been discussed with the Director for
suggestions.  This system is restricted to Director’s Office only and care is taken to maintzin utmost
confidentiality

By OPEN HOUSE FORUM
This 15 & two-way communication between the Director and the employees at various levels to support the
Company's objective of creating an open and transparent organizational culture. The farerm ic prirariby
meant te share Company related information, discuss improvement ideas related to workplace, inputs,
processes, safety, cost, marketing, business growth etc, Discussion on individuat grievances is discouraged,
CGpen House s organized for all levels of employees

C} VARTALAAP
"Vartalaap® is similar to Open House forum which is conducted by the Unit Heads accompanied by the Unit
HR Head and other senior executives. The ebjective s to meet employees in one to one basis to understand
their concerns and grievances and address them appropriately. It covers emphoyees at the lovels of
suparvisory, office staf® and management staff up to Sr. Manager, The forum s conducted
weekly/fortnightly/monthly, depending upon the convenience and issues prevalent at the respective
locations but not less than ance in a month.

Record notes of the proceedings are prepared and corrective actlon is taken. A copy of the record notes i
sent to the Managing Director / Corporate HR Head.

* stafl: Employees who are involved in intellectual work, supemvision and are not in manua labaur,
maintenance or machine operator or direct or indirect manufacturing processes.

Hoakj? ¥ |ﬂ-D
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D} E-MAIL
The Company uses Microsoft Outlook as its Officlal E-mall System. This is the most commonly used mode of
communication for sharing data and information between emplovees, departments and the Organizalion as
a wkole. E-maii id is allotted to an employee based on job requirement. The persen concerned has 10
request the departmental head for allotment of e-mall id in the prescribed format and the same is sent 10
the IT department for email id creation, Use of internet (s governed by the Security Policy of IT Departmient
and is sccessible to imited sites only, Some basic guidelines for using corporate E-mail id:

1. The management has the right to access and disclose all e-mail messages transmitted or received via
the Companty’s computer system. The Company is free to exercise its legal right to monitor
employees' e-mail activities. When it comes to e-mail, employees should have no expectation of
privacy,

The e-mail system is reserved primarily for business use.

The use of corparate e-mail system for personal communications is strictly prohibited.

Unnecessary or large file should not be attached in the mail.

Misuse of passwords, sharing of passwords with non-employees, and/or the unauthorzed use of

anather employee's password will result in disciplinary actien including termination of service.

6. Privacy does not exist when using Company’s computer system including deskiop computers,
laptops, and handhelds. Confidential or personal information should never be semt via e-mall
because it can be intercepted. Employees should exercise extreme caution to ensure that the
intended recipient’s e-mail address is correct,

7. Proper care must be taken while distributing e-mall messages. Client-related messages should be
carefully guarded and protected like any other written materials

£ Employees are prohibited from sending jokes via e-mall, Jokes, which often contain objectionable
material, are easily misconstrued when communicated electronically.

4, Employees must not waste computer resources and thus others’ time. E-mail messages and coples
should be sent only to those with a legitimate need to read your message. Chain messages and
executable graphics should be deleted, not forwarded, as they can overload the system.

10. Do not averuse the *high priority” and “reply to all' option,

11. Do not request Delivery and Read receipts.

5 - SR S

“CIP" the in-house enline platform of Time Technoplast Group, |s updated once in every three months on our
HR rolated activities, This communication medium is designed with the objective of providing a common
platform, for sharing infermation related to the significant happenings across the Group with all ermployess.
It festures important information abowt the Company, significant achievements, achievement of individual
employees both at work and in their professional field, Installation of new facilities, awards and accolades,
HR updates and the activities pertaining 1o Corporate Social Respensibility (C58) carried out by the Company
im and around its different units,

F} VIDED CONFEREMCING (VC)
Skype for Business is used for conducting meetings between two or more locations simultaneously. Thisisa
very effective tool for keeping in contact with the key personnel posted at various locations and knowing the
status of operational activities and sort eut critical issues. Skype for Business facifity is available at iho
[seations) Dffices where ever s required,
The Skype for Business facility is maintained by the IT Department at the respect locations.
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1.4 COMPENSATION, ENTITLEMEKTS ANE BEMEFITS

TimeT

1.4.1 POLICY STATEMENT

The Policy ch COMPEEnsaton, Entitemants and Banelits aims W provice information w management, staff
and workers abaut the payroll process and grade structwre follpwed In the corapany. Cempenszatioh Jnd
Bencfitx payabie to 3l regular emplovees of 1he Campany eacept these who are covered uncet 410y separate
dfresment.

1.4.2 OBFECTIVES

&« Tpdefine the payrall proces:

¢ Todefine grade stractu-e

o To define components of compensatlon

«  To prowide eligibility criteria and avallable eptitle ments benefitz applicable t all emp'oyecs
+  To provide employes benefits in accordanse with employment |aws

1.4 3% PROCEDURE

14.3 1FSLICY QN PAYRO L PAOCESS APPLICAL L FOR ALL ERPLOCYEES
Payroll af all regular empioyess [s1aff and regular workmen) is processed by 1he HR Drpartmert at the
rowpecl e [pcalions. The salary of new empleyces who jein in HEY ROS Units before 25th date of a manth
will be processed dunng 1he same month. But I any new employees join after 25¢th nf a month then thair
salary will be procesced in the hoxe monthly salary processing cycle. The empowess willi necessarily have bo
provide a copy of their PAR card at the time of jaining sw 1hal there 5 no delay ia crediting the sa'ary ahd the
datails are 3t mertioned belaw:

1.4 3.2 GSADE STRLCTLIRF
The follawing table showss the desigrations and coresponding gradi a1 varlous levels of arpanizal-onal
hierdrehy

Tahie 1-2; Qrpanisational Hicrarchy: Grades and Carresponding Levels

Grade Descrplich Grade  Description ) - ___" __!
MANAGENLENT STAFF SUHPE RISORY STAFF [TEC A RICAL) '
Al . IManaging Dirocor L2 .Sup. Frod - T -I
AZ Lrcetor TTL ] 53 )r. 5Lp Prod -
ey Cupeesnr Sister Concerns ] 1] Trainee Sup T
w1 St WP o GGENERAL GTAFF [QFF.CEf MDM-TECH) .
Wi ve ) 551 Sr Service Staff | Peans / Office [!.n_','s_]_ ) !
Sw3 AE 552 Lervice Etaf'f_-:_ﬁeuns [ Offlee L’.n:u-i.-;]-__ .
M1 GM 553 | )= Service Staff (Peons / D ce Boys)
M2 DGMZAGM WORKERS {rompany wir ) T
(M2 St Manager o Ll 4kl led Wi ke I ._“l
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k4 Manager Uz semi-skilled Workers
M5 D-.-.‘ﬁ.ﬂa nager u3 Linskiled Workers
MG Asst Manager o1 Lr Driver
El 3r Executive o2 Driver

(E2 Exgcutive 03 Ir. Driver - o
E3 Jr. Executive f Trainee T1 5r Technlcian {Fitter / Welder / Turner etc, |
SUPERVISORY STAFF [TECHNICAL) T2 Technician
PE1 & Production Enginser T3 i, Technician
PE2 Production Engineer Wi Sr Watchman

| PE3 Ir. Engineer / Trainee W2 Ir. Watchman
01 Sr Officer 0A1 Office Asst / Gffice Boy .
02 Officer 0A2 Office Asst / Office Boy 1
03 Jr. Officer / Trainee 0A3 Office Asst [ Office Boy

1.4.3, 3EDMF‘DNENTE. EI'F EALAR‘I" [CTE]
The following table shows the percentage of monthly gross salary [CTC) as Basic Pay to variows levels of
employees,

Table 1-3: Employee Levels: Average CTC Range

hevel Grade Percentage of monthly Gross®
Manageﬁlent Staff AL1-E3 0% .
Supervisary / Office Staff PE1 and 553 15%

Workmen U1 to OA3 |55-?E

Mote; *absolute figure rounded off to nearest ten digit

R HOLISE REMNT ALLOWAMCE (HRA)
Employees are pald House Rent Allowance between 25% to 50% of Basic Salary based on the Grade structure
and varance of maximum 20% based on Citles.,

Wil LEAVE TRAVEL ALLOWARNCE [LTA)® APPLICABLE OMLY FOR MANAGEMENT AHD STAFF
Leave travel allowance are guided by the following provisions:

1} Management and 5taff are paid 8.33% of Basic Salary per month as LTA.

41} Payment of LTA
a, Management staff (V1 & above) are paid LTA annually as per grade structure
b. Employees, other than those in Management cadre, are paid LTA through monthly salary.
¢. Employees are entitled for payment of LTA per year of service on pro-rata basis.

iii) Management and staff availing LTA under the provisions of Income Tax Act will be governed:
a. Year is defined as calendar year. Only two journeys in @ block of faur years are exempt Trom
income tax
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b. The amount exempt under [T Act is the value of travel concession received from the
employer for the employes and his family in connection with proceeding on leave to any
place in India.

c.  LTA amount payable is the actual expenditure incurred by the employee and his family for
travelling subject to a maximum of ong month’s basic salary per annum.

d. Family in relation to member means, (a) Spouse and children (b) Parents, minor brothers
and sisters who are wholly o mainly dependent on him.

e The leave for availing LTA may either be CL, PL, Holidays or combined.

. LTA should be claimed In the prescribed form. Approval of leave must be attached at the
time of claiming LTA.

g Proof of expenditure will have to be submitted while claiming non-taxable LTA.

h. The IT exemption is allowed only in respect of fare, Expenses incurred on porterage,
conveyance, boarding and lodging duning the journey do not qualify for exemplion,

i Accumulation of unclaimed LTA ks allowed up to two years within the block of four years
specified under the Income Tax Rules. However, the fourth year's LTA cannot be carried
forward to the mext block period.

|, LTA amount is paid as reimbursemient; 1T shall not be paid in advance

Wil BOMUS [ EX-GRATIA

i} Employees are paid Bonus / Ex-gratia @ 8.33% of monthly Basic Salary as part of CTC, l.e., up to ane
month's basic salary per annum.

i) Bonus / Ex-gratia for a particular financial year is paid in the month of October-November of the
next financial year (Diwall Festival)

iii] Bonus / Ex-gratia is paid on pro-rata basis for part vear of service,

X, PROVIDENT FUND (EMPLOYER'S CONTRIBUTION)

Employer's contribution to Provident Fund of an employee is 13% (Including other Charges) of basic salary [
per month. For example, employees drawing basic salary of more than Rs. 15000/- per month, the basic !
salary 1$ deemed to be Rs. 15000/- per month and a PF contribution of Rs. 1950/- per month is ta be
deposited as employer's contribution to PF

Qut of the employer's contribution of 12%, 8.33% subject to a maximum of Rs,1250/- per month Is diverted |
ta Fmplovee Pension Fund and the remaining 3.67% will be diverted to Provident Fund under the PF Act. |

1.4.94 DES!GM,&EED AUTHORITY
All bsiness unit heads are responsible along with HR for implementing this policy.

1.4.5 REVIEW AND MONITORING
This policy may undergo change after review by management and as per revision of act/ law as and when
required.
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1.5 FOLICY OMN LEAWE

The Palicy an Leawe dims 1o provide information to management, staff awd woarkers on avai ehility of
diffuremt paid 2nd anpaid leave entislemonts such 25 Paid National Moldays, Comipusery/Restricted ko idmys,
Acridert  leawe™, Casual Leave, Privilege Leave, Stk leave, KWaternity Leave, Lleawe without Fay,
Trans O Offlcial Ledve, Specral Leave, Campensatory CFF This chapter will provide a Famewark for te
submssicn and considegrallon of regquests for leave.,

1.5.2 OBIECTIVES

a. Togive provisign 12 the empluyees to balance their personzl as well as professienal lil:
To define the policy and prazedura; emploveas lzave entet lemnonts
Tex flfil statutory reguiremenls regarding leave and holidays

1.5.3 PROCFOURE

LA A 2TH95 Dk IEAVES
Ihe prewision: of leave as contained in this Chapter are applicable w permanen employess warking in all
units of the company.’ Sulject to the condhivns allached to each, employees are &ligible Tor the following
bypes of ledwe and pald halidays:

it Accident Leave (Injury on War 43

il Jolmbg be g

i} €Casual Loave

v} Privilege Leave

vl Sck Leave/ESIC lgave
vi] Maternlpy Leave
Vil Coave WIbsut Fay
111} Transit Leave [O0} anc
5] Specal Leave f Dptisnal Leave,

LE 320810 "-.IF.TIDN."-..L HIﬁLI-DAT_':;
I} *ethJanuany - Republls Day
i) Istitay - mternational Labour Day ¢/ Maharashtra Day
i) 15th August — Indepeagence Cray
i) 02" October  Gandhi lavanti

Units will avail Govt. Holidays every yea- based on the above while the other halidays wil he availed as
per she pract ce helng Fallowed B Unit Committos decision.

1.53.3 3 COWPULSORY f RESTIICTED HOLIDANS
Aeheaatt 1 shaws the Festlval Holidays admissib o ot various lacations,

1.5.3 4 ACCIDENT LEAVE NNIURY QN WORKS)Y - AFPLICARLE QMLY FOR WORKERS
Tre provis on for accident leave is as ‘ol lows:
il  Ancrployee, wholsotherase not governed oy the provisions of Cmployess” Campensat on Act, 1523
anc ESIC, if hefshe meets with an accident while on duty is granted accice e leave maney during the
oengd of hsfher temporary disablerent due ko the imjury sustaimad by hom wehile o gty as carthied

\/ Page s
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by the Company’s medical authority. The accident leave money 50 paid will include basic pay and all
ather allowances.

ii} &n emplovee who is on accident leave and whose retirement falls within the period during which
he/she is still undergoing medical treatment for the accident should be continued on service and
paid accident leave money until hefshe is declarad fit or hisfher disability = finally assessed,

The payment of accident leave money is subject to adjustment against the amount paid under Group
Personal Accident Insurance policy, iF amy.

1.5.3.5 CASUAL LEAVE
The provision for Casual leave is a3 follows.

il #n emplovee is entitled to 7 (seven) days casual leave in a calendar year which |s credited to hisfher
account on 15t January. For an employee joining employment during the year, casual leave is credited on
pro-rata basis. Casual leave cannot be carried forward and not to be encashment tothe following year
and shall lapse if not availed of during the calendar year.

i} Casual leave cannot be granted for more than 2 {bwa) days at a stretch in a calendar manth,

i} Weekly Off Mational Holidays or Paid Holidays, either Compulsory or Restricted, falling in between
Casual Leave will be counted as Casual Leave,

v} Casual Leave cannot be suffixed or prefized with any other type of leave,

v} Casual Leave can be availed of for a minimum of half-a-day.

1.5.3.6 PRIVILEGE LEAVE
An employes is entitled to 15 days privilege leave in @ calendar year. Privilege Leave on pro- rata basis in
respect of an employee whao joins employment during the year, gets credited to his/her leave account on 13

lanuary of the following year and he/she is entitled to avail of the same with effect from 158 January

1} Privilege leave can be granted for a minimuem of half-a-day.

11} Privilege leave cannot be suffixed or prefized with any other type of leave,

il Weekly off, national holidays and paid holidays, compulsory or restricted leave, failling during
privilege leave will be count as privilege leave,

iv) Privilege leave can be accumulated up to a maximum of 60 days beyond which it lapses.

v) The Management may, at Its discretion, grant pro-rata privilege leave to an employes, including a
new entrant, to cover the period of sickness duly sepported by a medical certificate to the
management’s satisfaction. Pro-rata privilege leave is the quantum of leave which has accrued to the
employee but hefshe has not become eligible to avail of the same.

1.5.3.75ICK LEAVE
An employes ks entitled to 8 days Sick Leave in a calendar year.

i} Sick Leave can be availed of without medical certificate up to two days. Beyond two days =n
employee needs to submit medical certificate issued by a Registered Medical Practitioner aleng with
his/her sick leave application,

it} A new entrant who joins employment during middle of a year is entitled to sick leave on pro- ratd
basis.

iii) Sick leave can be availed of for a minimum peried of half-a-day.

iv) Sick leave falling on 2 Weekly Off. National Holiday or Paid Holidays, Compulsory or Restricted, is
counted as Sick Leave
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v} Sick Leave can be prefined or suffined with any other type of leave as per case to case.
vi} An employee who is covered under Employees’ State Insurance Scheme is entitled to sick leave as

per the pravisions of the Act.
vii} Sick leave can be accumulated up to a maximum of 48 days beyond which it lapses.

1.5 3. B MATERMITY LEAVE
Subject to the provisions of the Maternity Benefit Act, 1961 and Materaity Benefit (Amendment) Act, 2017,
a female employee who has worked for a period of not less than 240 days in the 12 months immediateaiy
preceding the date of her expected delivery, is entitled to Maternity Leave with pay as follows:

i} The act is applicable to all those women employed in factories, mines, and shops or commercial
astablishments employing 10 or more employees.

i} The duration of paid maternity leave available for women employees is 26 weeks.

m} Howzver, for those women who are expecting after having 2 children, the duration of the lpave is 12
weeks,

v} Benefits are available to the adoptive and commissioning mothers by providing them 12 weeks of
maternity leave from the date of adoption. Mote: The commissioning mother has been defined as a
biological mother who uses her egg to create an embryo planted in any other woman ar surrogate
muother.

¥} The paid maternity leave can be availed B weeks before the expected date of delivery. Before the
amendment, it was 6 weeks. Remaining 18 weeks can be availed post childbirth.

vi} “Work from home” can be exercised after the expiry of 26 weeks leave period. Depending upon the
nature of work, a woman employee can avail of this provision on such terms that are mutually
agreed with the company

viihA cridche facllity will be available for every unit employing 50 or more employees. The women
employees will be permitted to visit the facility 4 times during the day.

viil) Women employees will be educated about the matemnity benefits available 1o them at the time of
their appointment.

ix) Company will communicate to a pregnant woman in written or e-mail about her rights and the
detalls thereof,

A} A pregnant employee is by default, exempted from the regular performance appraisal cycle,

xi) The company will not give a pregnant employee difficult tasks, including long-standing working
hours, ten weeks bafore the delivery, such that it might affect both mother and child.

#ii) The company will ensure the health and safety of the female employer and mandates that she
should not be involved in any work six weeks following the defivery as well as miscarriage.

xiii) The company will ensure that no female emplovee will be dismissed or discharged during the
miatermity leave period.
xiv) The maternity leave payment is at the rate of the average dally wage for the period of absence.
x¥v) & medical bonus of Rs. 3500 is entithed in addition to the 26 weeks of paid leave & 12 weeks of paid

leave for already a mother of two

1.5.3. 9 LEAVE WITHOUT PAY
An employee who has exhausted all his leave may be granted leave without pay not exceeding 10 days in a
calendar vear, either at a stretch or intermittently subject to the discretion of Management. The emiployee
will be required to obtain prior approval of the approving authority before proceeding onleave.
i) An emploves may be granted leave without pay on medical grounds, including a female employee
on expiry of maternity leave, up to @ maximum of 30 days subject to certification of the sickness by a
Registered Medical Practitioner,
it) Weekly off and Holidays falling between Leave without Pay will be treated as Leave without Pay.
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1.5.3.10 TRANSIT / 0D JOFFICIAL LEAVE
Emiployees posted at sites, availing of sanctioned leave are entitled to transit leave in a calendar year subject
ko the following:
i} The transit leave has to be availed of during the calendar year in which it is sanctioned otherwise it
willl lapse.,
it} An employee will be entitled to transit leave provided the sanctioned leave is availed of outstation
for which the employee concerned will have to produce proof of travel, such as, rallway/bus ticket.
iii} 1If an employee avails of leave outstation after exhausting transit leave, he will not be granted
sttendance for the day before commencement of his leave and/or one day after end date af his
lsave as at present. He has to avail of his earned leave for these two days also.
] On expiry of the leave spent outstation, if an empioyvee does not report for duty in time, he has o
sither apply for transit leave/due leave or else the employee concerned shall be marked absent,
v} The application for transit leave has to be submitted to the H.R department which will maintain
recard of the leave availed.
vi) If an employes joins employment on any day after 1st January, he will he eligible for proportionate
transit leave, i.e., one day's transit leave for every two months.

1.5.3.11 SPECIAL LEAVE
An employee, subject to the discretion of the management, may be granted special leave with pay for any of
the followingreasons.
i1 Blood Donation — One day's special leave is granted for donating blood at an authorized Blood Bank
Centre or hospital provided such a donation is made with the knowledge and permission of HOD,
i} Employess warking in general shift are allowed up to four hours ralease from duty on special leave for
casting vote during 5tate Assembly/Parliamentary elections.

¥ GEMERAL PRINCIPLES AND PROCEDURE FOR GRANT OF LEAVE
Al leave is granted at the discretion of the Management, Mothing can limit the discretion of the ma}nagemenl
to refuse, revoke or curtail leave subject to the exigencies of work,

1} The autharity to sanction leave shall be such officers of the Company as may be autharized by the
management.

ii) Weakly Off, National holidays and Paid Holidays, Compulsory or Restricted, may be prefized and
suffixed ta any leave subject to the provision governing grant of such leave.

i) An employee who desires to avail of leave has 1o make an application in the prescribed Leavz Form
or through e-FR [Leave Management System). Refer Annexure 2.

iv) Application for leave of absence for three days or less should ordinarily be made at least 24 hours
prior to the beginning of the period for which leave is required, Such leave application is to be
disposed of immediately.

v) Application for leave of absence for more than three days shall ordinarily be made at beast 7 days
tefore the date from which the leave Is required, The leave application in such cases is to be
disposed of within three days.

vi} An employee who desires to extend his leave shall make an application In writing to the leaye
sanctioning autharity before expiry of the leave already sa nctioned. If the application for leave is on
medical grounds, he has to submit a medical certificate issued by the Registered Medical Practitioner
stating the probable pericd for which leave is required. On receipt of such an application the HR
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depariment will immediately inform the employee in writing at the address given by the employee
whether the extension of leave has been sanctioned, and If so, for what pericd, or wheather
extension has been refused.

vil) Employees separating from Company's service may, if they so desire, get thelr notice period adjusted
against privilege leave due to them on the date of resignation, but it will be at the discretian of the
management through HR.

1.5.3.12 ENCASHMENT OF LEAVE ON SEPARATION FROM SERVICE
Employees shall be entitled to receive pay (Basic Pay) in lieu of privilege leave due to them in the following
Cases only:

i) Death,

it} Resignation after due intimation.

1ii) Discharge or termination of service,

1.5.3.13 COMPEMNSATORY OFF
Lompersatory off, in liew of having worked extra hours or wiarking on Weekly OFf or National Holldays, or Paid
Holidays, Cempulsory or Restricted, is allowed to employees, as applicable, in umits.

i}  Anemployee who attends duty for minimum six hours on Weekly Off, National Holidays, Paid Holidays,
Compulsory or Restricted or works extra hours beyond duty on a particular day is eligible to get one
day’s Compensatory Off forsuchduty.

ii} Compensatory Off is to be availed of within 90 days from the date it becames due beyvond which it
lapses.

i) An employee can avail of two days Compensatory OFf in a week,

Lompensatory off can be preficed or sufficed with Weekly Off, National Holidays, Paid Holidays, Compulsory
or Restricted or Privilege or Sick Leave.
Refer Annexure 3 for Leave Register,

1.5.4 DESIGMATED AUTHORITY
All business unit heads are responsible along with HR for implementing this policy.

_1-.-5.5 REVIEW AND MONITORING

This policy may undergo change after review by management and &5 per revision of act/ law asz and when
FELui red.
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1.6  GRIEVANCE REDRESSAL MECHANISM

1.6.1 POLICY STATEMENT

The policy on Grievance Redressal Mechanism (GRM) aims to reinforce TTU's commitment towards providing
falr and equitable work opportunities to all employees. This policy aims to provide a mechanism for
individual employees to raise a grlevance arising from their employment. The policy will also ensure that
such grievances are dealt with promptly, falrly and in accordance with other related policies of the company
This policy is applicable to all categories of employees including contract workers at TTL

1.6.2 OBJECTIVES

s The Grievance Redressal Procedure seeks to provide an easily accessible machinery for setilement of
Erievances

s It ensures expeditious settlement of grievances at lowest level of authority

= At organizational level |t seeks to promote a fair and equitable mechanism to minimize
discontentment and dissatisfaction amongst employees

163 PROCEDURE

1.6.3.1 DEFINITION
Grievance for the purpose of this scheme would mean a grievance related to any staff or worker tompany of
contractual/ directly hired or indirectly hired any employee arising out of the implementation of the
policies /rules or decisions of the organization. It can include matters related to leave, increment, allowances,
bonus, non- extension of benefits under rules, interpretation of service rules, etc., of an individual nature,
The following Is an illustration {including but not limited to) of probable situations giving rise io individual
grievances :
1) Economic: Wage foation, wage computation, Bonus, etc, Emplovees feel they are getting less than
what they ought to get.
ii1 Weark enwironment: Poor working condition, defective equipment and machinery, tools, materials,
sgfety appliances, etc.
iii} Supervision: Disposition of the superior towards the employee. Perceived notions of favourtism,
nepotism, bias, etc.
iv] Work group: Strained relations or incompatibility with peers. Feeling of neglect, seclusion ar
victimization, sexual harassment in any form, physical assault,
v] Work Organiration: Rigid and wnfair rules, too much or too less work responsibility, lack of
recognition etc.
vi} Disciplinary Action: Discharge, dismissal, suspension, fines, or any other form of punishment arising
out of an act of misconduct. {Grlevances under this category may be taken up directly at Stage 1.

1.6.3.2 APPLICABILITY
The procedure is applicable to any staff or worker company or contractual/ directly hired or indirectly hired.

1.6.3.3 PROCESS TO HANDLE GRIEVANCE
The process to redress grievances has three tlers as explained below:
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Grievance Redressal Committes:
The tota! number of members of the Grievance Redressal Committes shall not exceed more than six and will
comprise of the following:

TJIJH- 14 Grisvance th-ru:nl_l:qmml-tl“; BAzmbers

!I Grievance Redressal Committee Member Designation
1 | Head of the Plant/Unit Member

2. | Head of HR/IR Member/Secretary

3, Hobr Member B
4, Contract workers representative Workers rEp-rE!Eﬂtalll.IE-
5. | Company workers representative Worker Representative
B Company/Cantract workers representative {who so ever | Warker Representative

is higher in proportion) |

Grievance Redressal Committees (GRC) will be functional at corporate as well, which will include HR
manager, plant operations and staff representative.

S5ome key points regarding the functioning of the GRC;

The chairperson of the Grievance Redressal Committee shall be selected from the emplayer and
from among the workmen/staff {as applicable for corporate or site) alternatively on rotation basis
BVETY Year,

Provided that there shall be, as far as practicable, one-woman member if the Grievance Redressal
Lommittee has two members and in case the number of members are more than two, the number
of women members may be increased proportionately. Selection of workers represontative should
be via process of election ameng workers.

Grievance Redressal Committee will meet monthly jevery 30 days).

The Grievance Redressal Committee will be the be the nodal authority for receving, tracking and
addressing the grievances.

DISCLOSURE OF THE GRIEVANCE REDRESSAL MECHAMISM

The Grievance Redressal Mechanism {GFtr:.ﬂ] will be disclosed on the company's bntrangnﬂrrai.."
regular mailfinduction training/ ongeing training and Importantly through display at prominent
places at the compary premises (staff canteen, meeting areas, entry gate etc.]

GRIEVANCE 5UBMISSION & RECEIPT OF GRIEVANCES

i}

An aggrieved employee shall take-up his grievance in writing in the prescribed form {Annexure 6 or
in any format with his Immediate superior/ directly to Grievance Redressal Committee or through
amy means such as walk in person/ phone call/ complaint in suggestion box, etc. and the GRC will
give hearing and enguire into the matter to resolve the grievance.

1) Employee can approach via suggestion box in case they want to malintain anonymity,
iii) Suggestion box is placed at various locations and sites such as canteen, washroom and other

cemmaen areas. They will be placed away from CCTV maonitoring and places where management
representatives or securily guards are present, to respect ananymity of aggrieved person.
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v Suggestion box every week will be opened (on a particular day decided by management and GRC) by
HR and in presence of grievance committee members. Grievances will be recorded in presence of
GRC

Ine RECORDING OF GRIEVANCES

1}I' The GRC through HR rﬁa'n'aguf {at the corporate and site level) will F@ep record of the grievance and
facilitate obtaining details from the concerned depariments.

i1} A record of the grievance receipt, content, type of grevance, date of grievance, concerned

department, action taken, outcome, closure/ pending status will be maintained by the GRC (or the

HR as member of the GRC).

GRIEVANCE REDRESSAL

i) The Head of HR/IR at the respective locations will be the Member/Secretary of the Grievance
Redressal Committee and provide the necessary secretanial support to the Committes.

i} The GRC with the help of HR Manager/ or any designated member of the GRC, specifically
nominated by the unit/plant HR Head, will enquire inta the details of the issue. Apart from site level
GRL, corporate level GRE will be functional as a nodal point for grievances from department heads.

i} The GRC will share the relevant details and documenis with the concerned department heads, The
GRC will be fully associated with the process of resclving the grievance and facilitate obtaining all the
details required by the head of the department.

iv} During the course of examination of the grievance by the GRC, the Committee may ask the aggerieved
empioyee to be present during the meeting and produce such records/documents as he may wish to
do in support of his grievance.

¥) Incase of anonymous complaint HR will investigate the matter. Committee will respect anonymity cf
aggrieved employee strictly.

vi) The unanimous decision of the Committee shall be communicated to the emploves concerned by
the Member/Secretary within three days of the Committee's Meeting.

vii) The Grievance Redressal Committee may complete its proceedings within forty Fve days on receipt
of a written application by or on behalf of the aggrieved party,

vill) Every decision made will be given to aggrieved in writing within period of 45 cays of recelving the
complaint. In case of anonymous complaint, decision should be posted on notice board.

ix} The workman whao is aggrieved of the decision of the GRC may prefer an appeal to the empioyer
against the decision of GRC and the employer shall, within one month from the date of receipt of
such appeal, dispose off the same and send a copy of his decision to the workman concermed,

%) All meeting minutes of GRC will be posted on notice-board.

xi) If the Committee is unable to take a unanimous decision on any grievance, the same should be
referred to the Director within three days. If the employee is not satisfied with the decision or falls o
receive a reply within 45 days or he may present his grievance for consideration to the Direcior.

xii) In a unit where there is a recognized union, corresponding number of union representatives may be
associated as Members of the Grievance Redressal Committee. In ather units corresponding number
of Employee Representatives may be nominated as members of the committee,

xiii) In case the employee is still not satisfied, the company will not object If the employee chooses

recourse to law,

xiv) The company will not take retaliatory action against the employee for raising grievances o

choosing legal recourse,
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Y. GRIEVANCE TEACKIMG
i) Grievances, suggestions and action taken will be discussed in monthly meeting.
i1} The GRC will maintain and update the grievance register and track the pending grievances on a
imcntnby basis,
1t} The status of the grievances will be shared with the senior management on a maonthily basis.

1.6.3. 4 GENERAL GUIDELINES
i) Only individual grievances of employess will be entertained under this procedure Joint
representation or collective grievances will be outside the Scope of Grievance Redressal Procedure
i} Matters falling within the ambit of collective bargaining which are decided in consultation with the
trade union in some of the Units will be outside the scope of the Grievance Redressal Procedure.

1.6.4 DESIGMATED AUTHORITY
All business unit heads are responsible along with HR for implementing this policy.

1.6.5 REVIEW AND MONITORING

This policy may undergo change after review by management and as per revision of act/law as and when
reguired.
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1.7 SUGGESTION SCHEME

1.7.1 POLICY STATEMENT

The policy on Suggestion Scheme aims to provide employees with the information on the abjectives,
procedure and benefits of the Suggestion scheme. The Suggestion Scheme policy aims to encourage and
implement Innovative suggestions to improve productivity at TTL, and also reward employees who provide
valuable suggestions.

1.7.2 OBJECTIVES

The Company believes that an employee on the job knows the best and can contribute significantly towards
its growth and prosperity by enthusiastically participating in managerment of the affairs of the Company. The
Employee Suggestion Scheme gives an opportunity te employees at all levels to participate in the affairs of
the Company and to achieve the goal set by the Company by giving their innovative and creative ideas and
getting them implemented through a structured process (specimen of the Suggestion Form is attached in
Annexure 7).
The Scheme is introduced with the following objectives:

s Tostimulate creativity and constructive thinking.

* Toenhance participation and belongingness amaong the employees.

s Torecognize constructive ideas by personal rewards.

» Torecognize Supervisors / Managers who motivate employees and implement the suggestions.

1.7:3. 5COPE 3

1.7.3.1 ELIGIBLE EMPLOYEE[S)

all permanent employess on the Company’s rolls inchuding Trainees are eligible 1o participate in the scheme.
They are however, eligible to submit suggestions pertalning to safety and other items connected with the
plant in general

1.7.3.2 ELIGIBLE SUGGESTIONS

It should be an original idea which will lead 1o:
I} Increased praduction, higher productivity or improvement in products or their design;
i} Improved product guality
i) Improvement in metheds, machinery, equipment or tools and layouts process and procedures;
iw)  Reduction of costs, wastes or spillage;
v}  Remowing bottle-necks
wil  Reduction in the frequency of idle time or repairs and maintenance of machinery, egquipment oF
tools;
wiil Increase in the utility, guality, yield or output of products;
vill} Conservation of materials, energy or time in processes or their utilization for better purpose;
i®]  Import Substitution;
%) Increased safety and prevention of accidents, better housekeeping, improving the environment elc.
xi}  Any suggestion, which is beneficlal to the Company.
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1,7.3.3 NON-ELIGIBLE SUGGESTIONS

1) Suggestions on Government Policies and other activities beyond management's contral,
i) Suggestions which are already under consideration of management or already implemented
lii) Suggestions on problems of planning, capital Intensive schemes or works dovelopment and
management.
v} Matters of collective bargaining or industrial relations.
v] Repeated suggestions.
vi) Suggestions on matters which are the primary respensibility of the suggester,
vil] Suggestions without feasible solutions.
vill) Suggestion simultaneously initiated by and in line with the management thinking.
ix}) Routine maintenance and normal services.
1.7.3. 4 NUMBER OF SUGGESTIONS
A person f group of persons can submit any number of suggestions.

1.7.4 PROCEDURE FOR SUBMITTING SUGGESTION(S)

|, Suggestion should be in writing (Hindi or English) in the prescribed farm,

ii Suggestion can be submitted by Individual or jointly by eligible emplovess (not more than four).

. Suggestions will be submitted in prescribed form to the Suggestion Committee through the
concerned HOD. The HOD concerned will forward the suggestion to the Suggestion Scheme
Secretariat within 48 hours of the receipt of the suggestion from the employee

w.  Employees may also, if they so wish, drop their suggestions In the Suggestion Boxes kept at
ronspicuouws places in the plant

1.7.4,1 5UGGESTION COMMITTEE o

The Suggestion Committee shall consist of four members from the management {excluding the Chairman)
and two Employees’ Representatives. In addition, there will be a Member- Secretary. One of the members
must be from Accounts Department. The period of membership is limited to two years. The Committee will
meet at least once in a month, Names of the Committee Members will be declared separately,

1.7.4.2 SUGGESTION PROCESSING T
i, Receipt of suggestions will be acknowledged and the suggester will be informed of the action
Laken.

i The Suggestion Committee will examine the suggestion on the aspects of quality, savings and
wviability, which results in benefit to the Company either in terms of manetary savings or otherwise.
After discussing the suggestions at the Suggestion Committee meeting, feasible suggestions will be
forwarded to appropriate persons for implementation,

. Fermal approval for award will be taken from COO/Plant Head. Awards will be given at sultable
functions in the presence of other employees.

Iv. Wheneyver a suggestion is found not practicable or implementable, it shall be intimated to the
supgester with reason thercal

v, The Member-Secretary of Suggestion Committee shall maintain department-wise statistics of
suggestions received, disposed of and implemented, These reports will be submitted to the
Suggestion Committee once in every quarter for record. A quarterly MIS will be simultaneously
sent to the higher management,
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The suggester will be glven an option either to remain anonymous or disclose his/her identity
Correspondence from the Suggestion Committee will be sent either to hisfher departmenzal
address or to his local address, as indicated by the suggester.

Due to urgency, If the suggestion has been implemented with the approval of departmental head,
the suggestion should reach Suggestion Committee within 30 days from the date of first
implementation with certification by the heads of the departments concerned.

The Member-Secretary will facilitate further examination of a suggestion in case it needs more
data or consultation with multiple agencies or any other intervention.

The Suggestion Committee will take such measures from time o time as would promote the
culture of creativity and innovation amongst employees.

1.7.4.3 AWARDS

Table 1-5: .lmu_.rnl Arnoant Entitlzment for Implementabls Suggeaticas

Token award scheme for every suggestion: In order to iImbibe the culture of participation and a
sense of ownership, a token gift worth Rs.100/- (Rupees One Hundred only] will be given to the
suggester even if the suggestion does not fall within the scope of non-eligible suggestions (Clause
4.0} i.e. irrespective of its subsequent acceptance / non-acceptance for implementation The
system of giving token award may be reviewed after one year of implementation of the Scheme.
Awards for Implementable Suggestions:

5. Type of Savings for Company Award Amount
M.
1.| For intangii:r-lt / tangible savings minimum award Rs. 1000/- or Gift item :
For intangil:'}'le benefits = ! maximurn award will be Rs, 10000/- or gift item E
|
3.| For one-time saving 10% of the yearly saving subject o a maximum of
R5.100000/- ar gift item
a4.| For técur.rlng SAVINE 103 of the yearly saving for a period of five WEArS
subject to a maximum of Rs.1,00,000/- in a year or

i gift item

Extension of Suggestion: Suggestions, which are not new / original in idea but are similar to those acce proad
earller and considered suitable for implementation, will be called “Extension of Suggestion”. Any such
extension of suggestion under this category also qualifies for a reward which will be limited 10 a maximurm of

15% of the value of the original award given.

1.7.5 DESIGNATED AUTHORITY
Al business unit heads are responsible along with HR for implementing this palicy.

1.7.6 REVIEW AND MONITORING

This policy may undergo change after review by management and as per revision of act/law as and when

reguired.




1.8 TRANSFER AND DEPUTATION

1.8.1 POLICY STATEMENT

The pelicy on Transfer and Deputation is to provide TTL employees with information on conditions and
process of transfer

1.8.2 OBJECTIVES

* To faciiitate transfer of any employee according to business requirements or to accommodate
personal considerations of the employee
* Tofacilitate deputation of any employee according to business requirements

183 PROCEDURE
1.8.3.1TRANSFER

Employees are llable to be transferred in their own designation, grade and rate of pay from one department
to ancther within the same Unit or from ane Unit to another Unit in the Group based on work reguirement,

il Anemployes who is medically unfit to continue on his/her job may, as a measure of rehabilitation,
be transferred to another department or another job.

i} If an employee is transferred from one department to another department within a unit or from one
unit to another unit at the instance of the Management, he/she will retain his/her seniority based on
the date of entry into his present designation and grade.

ii} The effective date of transfer of an employee from one unit to another will always be first of the
maonth. Howewver, in an exigent situation if the transfer has to take place from any date other than
first of the manth, while the employee may physically report to the new unit, the date of transfer
will be effective onfy from first of the followlng month. The attendance for the Intervening period
will be certified and sent to the old unit by the HR Head of the new unit. Whenever an inter-
company transfer takes place the HR Department of the existing Unit will arrange to transfer the
service record of the employee concerned to the new Unit. The detalls of the employee should also
be sent inthe prescribed format {specimen of Transfer Letter is attached as Annexure ).

1.8.3.2 DEPUTATION

An employee may be deputed to work on special assignments at another location within the Group if such
assignments require his services at least for a month but not exceeding six months at a streteh. In the event
of such deputation the emplovee concarned will be provided with boarding and lodging facilities at
Company’s cost and a deputation allowances will be paid as per mutually accepted amount and period of
stay,

Deputation of an employee beyond six months should be reviewed for continuation on deputaticn or for
transfer on permanent basis.

1.8.4 DESIGNATED AUTHORITY
All business unit heads are responsible along with HR for implementing this policy.

L85 REVIEW AND MONITORING

This policy may underga change after review by managemant and as per revision of actflaw as and when
reguired,
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1.9 LOANS AND ADVAMNCES

191 POLICY STATEMENT

The policy on Loans and Advances aims to provide employees with information on eligibility and process of
obtaining advance against salary and loans.

19.2 OBJECTIVES

& To assist employees with financial assistance by way of advance against salary and establish
procedure for the same
= To assist employees with financial assistance by way of loans and establish procedure for the same

1.9.3 SCOPE

1.9.3.1 lNTH-DDU:ETIEI-f:-j"“m
An employee may be considered for payment of advance against salary or loan, subject to the provisions
mientioned below, for any of the following purposes:

il Marriage (self / son/daughter [ sister / brother)

) Medical / prolonged iliness (self [ spouse fson/daughter / parents)

i} Death in the famiky

iv] Educational assistance (son/daughter)

Wl Matural calamities

i vi] Religious functions
wil} Meeting unforeseen financial exigencies (Non-Recurring nature)

1.9.3.2 ELIGIBILITY

Permanentem ployees of the Company who have completed at least sixmonths' service are eligible for payment
af advance against salary and those having completed at least two years' service are eligible to apply for loan.
The entitlement amount and the method of recovery are mentioned subsequently.

1.9.3.3 ADVANCE AGAINST SALARY

An employee can apply only once in a financial year for payment of advance against salary for an amount not
exceeding 70% of one month’s net salary. The amount so advanced will be adjusted against his salary for the
following month,

1.9.3.4 LOANS
Loans of the following amounts can be paid 10 employees at various levels subject to recovery 22 mentioned
against each .

Table 1-6: Loan Entitlement for Various Employees Level

Category rtmwnt of Loan iw:uuanrln equal instalments

enior Management Staff @ months basic pay subject to a ma:imurrTJp toa maximum of 24 instalments®

L fof Rs. 3,00,000/- only
upervisory & manths basic pay subject to a Lip toa maximuem of 24 instalments*
ce Staff axlrmum of Rs 1,000,000/ anly
lﬂn-rhuri- months basic pay subject to a - fLip tir a s of 24 instalmenie®
| aximum of fs, 50,000/ onby

\* leans sanctioned on or atter 01.04.2019)
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Wi INTEREST CHARGE OM LOAMN
Aninterest @12%( 2% over the average Bank Rate at 'Reducing Balance Methad' i.e. 10 % + 2%) will charge on
any loan, inexcess of <, 20,000/ [Rupees Twenty Thousand only ), granted to all categories/grades of employees
irrespective of the grounds on which such a loan is sancticned. . A post-dated cheque for any amount
exceed ing Bs,20,000/- will be taken from the employes concerned as ‘security’ which will be returned to him
after recevery of the amount paid as loan.

1.9.4 PROCEDURE
At the boginning of every financial year a fund will be allotated to the respective locations Including
Corporate Office at Mumbal from which disburserment of loan can be made to employeas.

it  An employee seeking an advance/loan should apply in the prescribed form (specimen of the Loan
Application Form s attached in Annexure 90 mentioning specifically the purpose for which the
advance/loan Is required duly supported by relevant documents, as applicable. The form should be
submitted 1o the HOD who will forward the same to the Head of HR of the respective location with
his recommendation.

il An employee seeking a loan will be required to produce an employee-guarantor and sign a Surety
Band in the prescribed format, as follows:

Table 1-7: Surety Bond Requirement for Loan

Category Condition for Surety Bond
Management Staff Loan amount of Rs.1,50,000/- or more
Supervisory & Office Staff p:-an amount of Rs.1,00,000/- or more
Workers p:ran amount nﬂﬁﬂ.ﬂnﬂﬁ oF more

iii)  The HR Head will check the eligibility of the employvee concerned as per the Policy and forward it to
Accounts department with his approval of the amount of advancefloan 1o be granted.

iv) The sanctioned amount of advancefloan will be paid through an Account Payee cheque to the
employee concerned,

vl  The HR Head will also advise the Salary Section / Payrell officer for deduction of the amount pald as
advance or loan with interest, as applicable, from the salary of the amployes concerned in the
approved number of instaliments from the following month,

viy If an emplovee has already taken a loan of any amount and has not completely repaid it o the
Company, he will rot be eliglble for another loan of any nature,

viil Loan can be drawn only once in one financial year by "Management staff and Supervisory & Office
stafl” employees and twice in one financial year by "Workers” provided the amount of loan taken
earfier has been fullyrepaid.

viii) Those desiring o repay the entire outstanding loan in lump sum, at any stage, may do so, but this
does not entitle the employee for another foan during the same financial year, as mentioned above
for specific category of employees,

i) Mothing in this policy prevents the Company Trom recovering the foan in lesser instaliments, I the
circumstances so require, or recover from any amount other than salary that may become payable to
the employee at any time during the period when the loan s outstanding.

¥} Approval of loan and advance purely depend on employee performance and discretion of the
I'I'I&I'Iil,EEI'I‘lE'I'lt '
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1.9.5 DESIGMNATED AUTHORITY
All business unit heads are responsible along with HR for implementing this policy.

——

1.9.6 REVIEW AND MONITORING

This policy may undergo change after review by management and as per revision of act/law as and when

required
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1.10  PGLICY ON SEPARATION

1.10.1 POLICY STATEMENT

This pelicy deals with the procedure to be followed in case of separation of employees (applicable to Staff &
Workers as per the Table 1-8 below) from the services of the Company (that is, in the ewvent that an
emploves ceases to be part of the company”s workforce),

1.10.2 OBIECTIVES

An employee is separated from hisfher services with the Company due to the following:
Feslgnation

Termination

Retrenchment

Separation due to Death

Superannuation

T, TR T T W e

The objectives of the policy are:
s Tolay down guidelines to be followed at the time of separation of employees
+  Toensure separation from services of the company is complete in all respects
s  The employment separation process Is as clear as possible so misunderstandings and distrust
between the employee and the company can be avelded
s The company is bound 10 handle any cases of wrmination of employment as dictated by law with
discretion, professionalism and official documeantation

1.10.3 PROCEDURE

1.10:3.1 RESIGMATICMN
il An employes leaving the organization should address his letter of resignation in writing 1o the
immediate superior.
i) The employee concerned will be required to serve a notice period as per the below mentioned
details before the date of his release from the services of the Company. An employee on probation
will be required to serve a notice period of 15 Days.

Table 1-8: Motice Pericd Full & F_‘In-lﬂ Settlement

e

5. | Designation In  Probation | After  Probation | After (1Y to | After [3¥rs & | Full & Final |
Mo, Period |0 o & | Period [6 Month | 3 ¥rs) abowa) Settlernent  will L
Wonth) tmlvr)® . cheared after
CORMACN STAFF
Re. 9 15 Days 45 day GO Do a0 days 90 e ays
Abowe
Up to Dy
3 :..;:::;rﬁ 15 Days 25 days 35 days 45 dawd 45 days
Serdices) |
Up o Dy |
hanager 15 Days 25 days A5 davys 45 days o0 days
iSales | 5

f\/ Page |Bl1

74




VIE TECHNOPLAST LTO. Time7

wtarketing) | | '| | =5 |

PRODUCTION & TECHNICAL STAFF

Trainee . . ' |.
Engineer to O | 15 Days | 25 days 3L days 45 days A5 days
Engireer

B | engineer to Dy
Manager
Manager and
Abowe

* prabation period can be extended hased on the performance of the candidate,

15 Days 30 days 45 days a0 days G0 days

15 Days 45 days 0 Days a0 days 07 days

Complete or partial Waner of natice period will require the approval from HR & HOD of one of the directors.
iy Anemployee may, if e so wishes, adjust his privilege leave dug 10 him against the notice period,

i) If the resignation of the employee is accepted, the application should be forwarded to the Head HE
of the respective location wha, in turn, will process the same. The Head HR will issue a Resignation
Acepptance Letter to the employee concerned. The payroll for the employes should be tagged and
payment should be made along with the final settlement dues. In case an employee is serving three
months’ notice peried, his salary may be paid for the first two manths. The third month's salary
either in full or part thereof, as the case may be, will be paid along with F & F dues.

i} Once the resignation is accepted, the HR department will arrange an Exit Interview (specimen of
the Exit Interview Form s sttached in Annexure 10) of the employee (All siafl Grade) roncerned
with the functional head and the Head HR / Unit HR. The proceedings of the Exit Interview will be
rocorded in the prescribed format.

W) The HR department will glve the ‘No Dues Certificate’ form (specimen of the Mo Due certificate 15
attached in Annexure 11) to the employee for obtaining clearance from the departrénts
concerned,

vi The respective functional heads should verify putstanding dues, if any, and put remark “No Dues/
Dues recoverable” in clear monetary terms with communication to the pmployee.

wi} The employee concerned should submit the ‘No Dues Certificate” form to the HR department for
sottlerment of his full and final dues. The ‘Mo Dues Certificate’ form will be processed by the HR
department in the event the employee himself is not present 1o do so. The HE Department will aiso
arrange for the F & F dues, if any, to be deposited in his bank account,

¢ill  In case of workmen, Full and Einal should be done as per local faw.

1.10,3.2 TERMINATION

The Services of an employes may be terminated on disciplinary grounds and for poor performance/loss of
confidence after following the laid down procedure, In case ol termination, the employee concerned will be
released based on the decision of the management. Full and final dues, as may be admissible, will be paid as
per the above-mentioned table regarding Motice Period and Full & Final Settiement, In case of termination of
worker full and final should be seitled in 48 hours.

1.1003.3 RETRENCHMENT

Retrenchment means the elimination of a number of work positions or the dismissal or tayoff of a number of
wiorkers by the company, generally by reason of plant clasing or for cost savings. Retrenchment does nol
cover isolated cases of termination of employment for cause or volurtary departure, Retrenchiment is aiten
a consequence of adverse aropomic circumsiances aor a5 a8 rosult of a reorganization or restructuring.
Retrenchment is something akin to downsizing. When & company of FOVEIMMEnt BOES through
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retranchment, it reduces cutgoing money or expenditures, or redirects focus in an attempt Lo become more
financially solvent.

Procedure:

i

i}

i)

iw)

Prior to implementing any collective dismissals, TTL will Carry out an analysis of alternatives ko
retrenchment. The analysis will assess the number of positions saved due to application of each
alternative, and a cost analysis to determine viability of alternatives, A an alternative to dismissal,
the company will/ may consult workers about the possibility of adopting a range of ather measures,
including reduction in howrs; productivity improvements: and salary reduction {within regulatory
permissible limits). Such measures would only be introduced after 2 period of consultation, and in
full agreement of the workers affected. The duration of these measures will have a determined and
agreed time Nmit.

If the analysis does not ldentify viable alternatives to retrenchment, a retrenchment plan will be
developed and Implemented to reduce the adverse impacts of retrenchment on workers. The
retrenchment plan will be developed to address Issues such as the consideration of alternatives to
retrenchment; schodule of dismissals, if unavoidable; retrenchment methods and procedures;
selection eriteria; severance payments; offers of alternative employment or assistance in retraining
efforts; and job placement. The tompany will undertake consultations with the workers, workers
representatives (as applicabie) to ensura that the development of plans reflect workers” concerns as
well as their ideas abous Ways 1o avoid or minimize layoffs, criteris for selection and compensation
parYments,

The retrenchment plan will be based an the principle of non-discrimination and selection criteria
for those 10 be laid off will be objective, fair, and transparent. The retrenchment, (f any wiil not be
based on personal characteristics unrelated to inherent job requirements. The retrenchment plan
will reflect TTL consultation with workers, their organizations 185 applicable), and, wheore
appropriate, the government, and comply with collective bargaining agreements if they exist,

TTL will comply with all legal and contractual requirements related 1o notification of public
authorities, and provision of infertmation to, and consultation with workers and their organizations.
At minimum, the company will ensure that,

d. The workman has been given one month’s notice in writing indicating the reasons for
retrenchment and the periad of notice has expired, or the workman has bean paid in lieu of
such netice, wages for the period of the naotice.

b. The workman has been paid, at the time of retrenchment, compensation which shall be
equivalent to Nifteen days average pay [for every completed year of continuous service] or
any part thereof in excess of six months: and

€. Notice in the prescribed manner is served on the appropriate Government [or such
autharity as may be specified by the appropriate Government by notification in the Official
Gazette],

TTL would ensure that all workers receive notice of dismissal and severance payments mandated by law and
collective agreements in a timely manner. All outstanding back Pay and social security benefits and pension
contributions and benefits will be paid:

On or before termination of the working relationship to the workers,

where appropriate, for the benefit of the workers, or

Payment will be made in accordance with a timeline agreed through a collective agreement. Where
payments are made for the benefit of workers, workers will be provided with evidence of such
payments,
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*Company will follow retrenchment procedure as mentioned in Industrial Dispute Act 1947 and IFC
Performance Standard 2 whichewer is mare favourable to workers

1.10.3 .4 SEPARATION DUE TO DEATH
il In the event of death of an employee, the entire process starting from Mo Dues Clearance [0
payment of F & F dues of the deceased employes will be handied by the HR Department. The
admissible dues will be paid as per the guidelines mentioned in para 5 below.
iy  The payment of the dues shall be made to the legal heir/ nominee(s) of the deceased employer
subject to certificatihon of the claim by the HR Department.

| 1.10:3.5 SLUPERANNUATION

| i) An employee will retire from the services of the Company on attaining the age of superannuation
i.e. B0 years, as per the date of birth recorded in the Com pany's records.

i)  The management may, at its discretion, grant extension beyond the age of superannuation to an
employee. Alternativaly, the employee concerned may be engaged on contract basis on mutuably
agreed termis and conditions.

iii} The Head HR/IR at the respective locatlons will intimate, in writing to the retiring employee, three
marnths in advance, about his/her impending retirement through the Head of the Department.

w} During the above intervening period, the employee will be required to obtain necessary slearance
from all concerned departments so that there s no delay in payment of F & F dues.

¥l The full and final settlement dues will be processed by the HR representative as per the above-
mentioned table regarding Motice Period and Full & Final Settlement,

1.10.3.6 CALCLILATION OF FULL AND FINAL DUES
il The payment of final settlement dues will take place subject to submission of the following:
a. PC/ Laptop Computer with all accessorbes, if any.
b. Company provided SIM, if any.
£, Company provided accommodation, furniture and car, if any,
d. Al relevant official documents & files under the employee’s purview fcontrol
iy Types of outstanding dues payable at the time of separation
a. Dutstanding monthiy salary
b, Encashment of Privilege Leave due as on the date of release, subject to eligbility and
maximum en cashable limit as per Leave Policy unbess any portien of PL is adjusted agains
notice period

; ¢, Gratuity- Payable to employvees who have completed at least 5 years’ service in Time

' Technoplast Group, 15 days' last drawn basic salary for every completed year of service
provided the emplovee concerned is otherwise eligible.

Last Drawn Basic Salary X Mo, of completed years of service X 15 / 26
LTA, Medical Reimburserment and Ex-gratia, dues, if any.

t.  Notice pay — if the employee doas not serve the notice period or the rotice perind has not
been waived, hefshe shall be required to pay shortfall notice period amaount or pare
thereof in lieu of notice period.

g Other reimbursements / recoveries, if any,
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1.10.3,7 FULL & FINAL PAYMENT
The payment will be made through Account Payee cheque only ar by crediting the amount payable to the
bank account of the separating employee. Refer Annexure 12 for Full and Final Settlement Account

TIME TECHNOPLAST LTD. TIME/ WI
|
|

1.10.3.5 SERVICE CERTIFICATE
The Compaiy will issue a Service Certificate to the separating employee at the time of his/her relpase Refer
Annexure 13 for Relieving Letter and Annexure 14 for Experience Certificate/Service Certificate.

1.10.4 DESIGNATED AUTHORITY
Al busiress unit heads are responsible along with HR for implementing this policy.

1.10.5 REVIEW AND MONITORING

This palicy may undergo change after review by management and as per revision of act/ law as and whan
requilred.
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KEY POLICIES FUR STARF

2.1 SCOPE

This section |s for policies strictly for Staff [A1 to E3 and PE1 and 553) at all sites of TTL Any amendment shall
be put as annexure to the policy.

2,2 HIRING POLICIES

2.2.1 POLICY STATEMENT

An organization to have smooth functioning must have concise hiring policy so that it can have the best
talent from the pool of candidates. TTL believes that the organization must follow set procedures based on
the proper strategies. This policy clarifles and outlines all the pracedure for employee hiring. To ensune the
effective and ethical hiring of each emplovee at all levels to avoid any conflict.

2.2.2 OQBIECTIVES

# Clarity on strategy to be employed for implementation of hifing policy.

#  The policy must be based on the principle of non-biasedness.

o Clear cut guidelines to be followed for every procedure,

& All stakeholders must have defined responsibilities.

s Stress should be on recruiting the right talent as mentioned under recruitment and selection policy.
& Entire recruitment selection and induction must be based purely on merit

# Focus should alse be on selection of candidates whose value aligns with that of organization
& Claar guideline on approval flow at the time of selection process

& Clarity on job description

& Clarity on employment contract and its terms and conditions

s Clarity on following the employes hierarchy

2.2.3 PROCEDURE

2. 2.3 1RECRUITMENT

This Policy 15 applicable to recruitment of personnel for all positions on rolls of the Company in
Management, Supervisory and Office Staff categories, including Tralnees and those recruited on consultant
basis for fiked terms. The Policy covers the functions mentioned subsequently.

223 2 MANPOWER PLANMING 8 BUDGETING
The Unit Head-HR of respective locations will, In January every year, prepare a Manpower Budget, based on
the sanctioned force for the location concerned in consultation with HODs and the Unit Head, taking into
account the following:
i Present manpower invarious categories along with the cost
il Manpower In various categories reguired during the ensuing financial year and the cost thereof
keeping in view the Business Plam;
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lii) The manpower projected for the year will also take into consideration the Iikely attrition during the
year;

i Cost of recruitment of additional manpower on account of ‘replacement’ or ‘additional
requirement”’;

v} Contingencies on account of leave and terminal benefits:

The Corporate HR will consalidate all Manpower Budge! proposals and submit to MD / Director for approval
by 15th March for each year. The approved Manpower Budget, which, inter-alia will form the basis for
recruitment of manpower during the year, will be communicated to the respective Unit Heads and Unit HR
Heads.

Ay recruitment over and above the approved Budgeted Manpower will require prior approval of MD /
Directors. In such cases, the approved manpower plan will be required to be updated by Corporate HR and 2
copy of the documen made available to the Unit Head/Unit HR Head concerned,

2.2.3,3 PROCESS OF RECRUITMENT AND SELECTION -
The following flow chart depicts the "Recruitment & Selection’ process in the Company:
Figire 1; Recruitment & Sefection Pratesa
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I MANPOWER REQUISITION FORM (MRF)}
The recruitment process begins with raising a Manpower Regquisition Form [MRF) by the HOD, facilitated by
the Unit Head-HR and duly approved by Unit Head. The MRF contalns detalls of the position(s) to be filled,
such as, the mature of requirement [replacemeant / additional), number of positions, prescribed minimum
gualification and experience for the post, designation, grade and other relevant details. These details ane
obtained from the manpower sanctioned for the depariment and the "Organization Chart’. The MRF duly
filled-in is submitted to the Manpower Planning & Review Committee for further processing. A specimen of
the MEF is attached in Annexure 16,
While all recruitment must begin with raising an MRF, there may be stray exigent situations where
recruitment may take place even before an MRF has been raised, In such cases, the respective Lnit HR Heads
will ensure that the MRF is @isad post-recruitmeant.

i, MANPOWER PLANNMING & REVIEW COMMITTEE (MPRC)

The MPRC comprising the following facilitates sourcing of manpower at Unit and Corporate levels based on
approved manpower budget, deployment of manpower across Group companies and manpowers planning
and control:

Table 2-1: Channels of Recruitment

Directar - Technical Chairman

Head = Group HR hember

Unit Head HR Member =
Unit Head Member

MDY Director’s office Approving Authority

For recruitment at any level, MRF duly filled-in by the HOD and approved by the Unit Head is submitted 1o
the MPRC. The MPRC scrutinizes the requirement carefully and submits its recommendation with regard to
sourcing the manpower to the MD / Director for hs approval. The MPRC conveys the decision to the
concerned Unit HR Head for further action.

The MPRC mests as oftem as necessary as but not less than twice in a month. In finalizing the
recormmendation in respect of the manpower requirement for a Unit,

Sourcing manpower from within the organization would normally take about two to three weeks and from
putside four to six weeks' time from the date the MRF is approved, The HR Heads at Unit and Corporate
lovls are required to carry out HR awdit once in a year to ensure effective utilization of the existing
manpower and maintain department / section-wise updated employves records at all time, Including their
personal details, job description (Annexure 17) and reporting relationship.

i, SOURCING OF CANDIDATES

Sourcing url_c;'ldldates for filling an approved pasition may take place either through external or inter:'l-:-!_l
recruitment based on the recommendation of Manpower Planning & Rewiew Commiltee. On receipt of the
approved MRF, the Unit HR Head concerned/Business HR Head initiates the process of sourcing of
candidates. They also ensure statutory compliance, If any. The channels of recrultment comprise the
following:
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Table 2-2: Chennels of Recrultment

. Lateral Recruits (il Internal Job Posting
{ii) Placement Consultants
(i) Job Portals and Direct Sourcing
{iv) Press Advertisements, Walk-in-Interviews
(V) Re-hiring of ex-employees
(i) Employes Referral

II. Fresh Hires (i) Campus Recrultment

v, INTERMAL 3B POSTING (1P}

Whenever a vacancy takes place, endeavour must always be made (o mest the manpower reguirerment, as
far as possible, from within the Unit / Group with the objective of (i) optimizing the Company's manpower
and (i) ensuring growth of employees from within the organization, The process of filling vacancies from
within the organization is as follows:

a)

b]

)

e}

El

)

If it s decided to fill a vacancy through internal job posting, in the first stage, the position should be
advertised by the HRE Head of the unit amongst employees in that particular unit. The advertisemeant
will contain details, such as, number of positions, level, grade, department, section, minimum
atademic qualification and experience required for the position and any other reguirement.
Empioyvee candidates found eligible in terms of the advertisement will be called for interview and
selection made. If no applications are received in response to the advertisement made In the wnit
within seven days the position will be advertised in the group.

Whike raising the MRF, the HOD may recommend filling the position throwgh Internal job posting in
case he has reasonable information that the position can be filled by a person from down the line
from his own department through selection interview.

If no one is found suitable for a position advertised within a unit, within two weeks from the date of
advertisement, the vacancy, in the second stage, will be advertised in all units of the Company.
Employees found eligible in terms of the advertisement will ke called for Interview and selection
made.

Where no suitable candidate is expected to be found within a unit or where there is a need to fill &
vacancy through Intermal Job Posting on urgent basis, the two stages may be combined, and the
vacancy should be advertised in the Group at the first stage itself on the condition that the candidate
belonging to the Unit will be given preference.

An employee efigible in terms of the advertisement for a position will apply to the Unit HRE
Head/Corporate HR Head through his departmental head in the prescribed format |Annexure 18).
Once an employee s selected for an advertised position within a unit or the group, he will be
released at the earliest but not later than 30 days to join the new assignment.

An emplovee is eligible to apply against a position one step higher than his own level or a position
same as that of his own level,

Promotional benefit will be admissible only in the event of selection for 2 position one step higher
than the existing level of the selected candidate,

Promotional benefit will include suitable increase in CTC plus revised perguisites admissible for the
higher pasition.
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W, PLACEMENT COMSULTAMTS
Depending upon the El'iﬁl;ﬂ":'.:'lll' of 3 position, services of a professional Placement Consultant from out of the
approved panel of Placement Consultants can be engaged. The following is the process of selection, payment
and evaluation of Placement Consultants:

a) The Corporate HR selects the Placement Consultants based on their current clientele, size of
database, past perfarmance records and feedback from peer industries, The Placement Consultants,
so selected, lorm a Panel duly approved by MD / Director.

b) The Corporate HR obtains prior approval of MD/Director of the terms of engagement negotiated with
all the Placement Consultants.

c) On the date of the candidate’s joining, HR department communicates to the Consultant about the
CTC offered to the candidate, based on which the Placement Consultant raises the invoice. Payment is
made to the consultant after ore month of joining of the candidate.

d} Annual evaluation of the services provided by the existing Placerment Consultants is done 1o decide
termination/renewal of the contract.

Wl OB PORTALS AND DIRECT SOURCING
Sourcing of candidates mii.'n_' also take place through job portals subscribed by the Company from time o
time. Presently, the Company is subscribing to two job portals, namely, Monster.com & Naukricom. The
process of sourcing candidates through job portals is as follows:
al Job pertals can be used both for posting of jobs and for searching resume database for the position to
oe filled,
B} Once the resumes are identified for the position to be Gilled, these are verified for orreciness and
willingness of the candidates to be considered for the position,
tl Shori-listing of candidates is done in consultation with the Head of the Department or his nominated
representalne.
d} Shaort-listed candidates are called for selection interview,

Vil NEWSPAPER ADVERTISEMENTS fWALKE-IN-INTERVIEWS

Where sourcing of candidate(s) is decided to be done through press advertisement, the Corporate HR Head
should prepare the text of the advertisement contalning the (i) title, level, grade and number of pasition, (i)
Department/function (ill) prescribed minimum gualification and experience of the position, [iv) special
requirament, if any, (v} brief job description (vi) whom and when to apply (vii) particulars reguired from the
candidates and [viii) any other relevant details,. The Corporate HR Head will scrutinize the text of the
advertisement and forward the same to the Chief, Corporate Communication for preparation of the lay out
and obtaining estimates. The Corporate HR Head thereafter obtains approval from the MD/Director and
farwards the same to the Chief, Corporate Communication for publication of the advertisement, Where the
mangower is urgently required and the number to be recruited is large, the press advertisement may ke
followed by a Walk-in-interview at appropriate location(s). If recruitment is to be made through Walk-in-
Interview, a mention to this effect is to be made in the press advertisement.

WVilI, RE-HIRING OF EX-EMPLOYEES
An employee wha leaves the Company can be considered for re-hiring subject to the following:
al The employee concerned must have had a good track record of parformance and satisfactory conduct
while he was in Company’s employment;
b} Increased salary andfor higher designation on re-hiring may be considered generally in the same
proportion as ha would have got had he continued in Company's employment;
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c}

1.

Re-hiring will be treated as fresh employment and the past service will not be considered for any
purpose whatsoever,

EMPLOYEE REFERRAL

Permanent employvees of the Company may refer resumes of persons known to them for consideration of
thelr candidature against positions which are required toe be filled through external sources under Employes
Referral scheme and claim Employee Referral Incentive subject to the following:

al

B

cf

di

e}

&)

hl

i

Talde 2-3: ncantive payabde by Cavh § GRit Veuchor lor rq:pq-:Hw- pn_lnlmu

Employees, other than those of the level of G.M. and above and those belonging to HR department,
lrraspective of levels, are entitled to participate In this schame, Those belonging to the levels of G.M.
and above and employees of HR Department may refer resumes of suitable candidates, if they so
wish, but will not be entitled to claim Employee Referral Incentive.

The referrals have to be made in the prescribed format giving detalls of the candidate and the nature
of acquaintance.

subject to verification of the details submitted, the candidate concerned will be called for interview
for assessment of his/her suitability for the post.

If the same resume is received from two or more employees, the one received first will be
consldered,

Any referral will remain walid for a period of six months from the date it has been referred; it will
lapse thereafter.

If the resume of a candidate referred by an employee already exists in the database of the Company,
it will not be treated as refarral.

Referral of a candidate, who has been interviewed by amy of the group companies for a similar
position within last six months will not be considered

Carvassing for the referred candidate by the emplovee concemed in ary form whatsoever during the
recruitment process will disqualify the candidate so referred.

On completion of six months satisfactory service by the referred candidate, the employves concerned
may clalm payment of Employee Referral Incentive in the prescribed fermat,

The amount of incentive payable by Cash / Gift for respective positions: is given in the following table:

TIME TECHNOPLAST LTO. T"“E."

Position Grade Amount of incentive or Gift |
5r. WManager to DGM M-3 to M-2 Rs. 2, 500/-

Executive to Manager E1-1 Lo hi-4d Rs. 1, 5004-

Below Executives Rs.1,000/-
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2.2 3 A5ELECTION PROCESS OVERVIEW
The diagram below depicts the selection process in the Company.

Figure 2: Salactian Process Ovenviow

Firal bntendew
by Lindt Head
HOD

Short l|sting of Calf far Interviaw by

Reference

Candidates Interview Selection Panel Check

I SELECTION PROCESS

1) For Lateral Recruitment against Internal Job Posting the process is as fallows:

a) The application received against a position advertised within a Unit/Group will be scrutinized In
consultation with the HOD concerned or his representative,

b) Employees considered eligible in terms of the advertisement will be lssued call letters for interview in
the prescribed format,

€] Interview panels will be constituted as per the selection Committee Chart given below.

d} Corporate HR Head/Unit HR Head or their representative will facilitate holding of the selection
nterview at an appropriate date, time and venue,

i Members of the interview panel will allot marks on certain gven dimensions for each candidate in
the prescribed format,

fi Selected candidate(s) will be issued letter of “transfer” or "transfer on promotion”, as the case may
be. in the prescribed format.

ii} For Lateral Recruitment of External Candidates, the process Is as follows:

a) Interview Call Letter (Annexure 19) to the shortlisted candidate(s} will be sent in the prescribyed
format.

b} Once the candidate reports for interview, pro-inteniew formalities, namely, filling of the employment
application forms, verification of decuments submitted by the candidate

t} [Academic qualification & experience, current designation and salary and one passport size
photograph), filling of travel expenses reimbursement form, are completed

d) interview panel Is constituted as per the Selection Committee Chart given below and members are
infarmied, sufficienthy in advance, about the date, time and venuee of the interview.

e) Candidates reporting for interview are allotted marks on certain dimensians in the prescribed format
by each member of the interview panel.

I Candidates found suitable in the interview are issued letter of intent (LOI) In the prescribed formal.

el E._I (1] | T_E
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iii) For Camous Recruitment the process is as follows:

al

)

f

Corporate HR will ascertain the regulrement of cadre recruits in various streams from the respective
units and after scrutiny obtain management’s approval for fresh recruitment from campuses. The
process of obtaining approval should be completed by end of Novernbar,

In December every year, Corporate HR will coordinate with the Placemant Officers of good institutes
for campus visits,

Requirament of Trainees for various cadres, namely, Management Trainees, Graduate Engineer
Trainees, Diploma Englneer Trainees, ITls in terms of number and discipline will be derived from the
approvad manpower budget,

Pre-campus recruitment planning Including constitution of selection committees and schedule of
wisits will also be done by Corporate HR.

HR representative associated with the campus visit will facilitate the recruitment process at the
respective campuses,

List of selected candidates will be handed over to the Placement Dificer at the campus itself and LOIs
issued subsequently.

SELECTION COMMITTEE

Constitution of Selection Committees for recruitment of candidates both internal as well as external will be

made as follows:
Takde 1-4: Cnetilution o Selection d:-qmnmtn::- for Candidates Recrultmand

_D{:signatiunf Grade Preliminary Round Final Found
T CMD / Director, COO and Corporate HR Head
M5 - E3 | Functional Head & HR Head . .EDEI, Business Head
PE1-53 Functional Head & HR Head Unit Head
selpction Team for the Campus Recruitment to constitute of Technical
FE3, O3, 54 I Discipline experts (HOD or nominee of HOD not below the AGM level) & HE
Team

iil.

REFERENCE CHECK

In order to ensure credibility of candidates recruited through internal source Reference Check [spacimen of
the Reference Check Form is attached in Annexure 20} is carried out before issuing an LOI as follows:

a}

bl

cl

d)

)

Reference Check is carried out for all candidates recruited through external sources other than
campus recrultiment.

For candidates recruited through consultants, apart from the HR resource, the check is carried out by
the consultant concerned, In case of job portals or direct recruitment the Reference Check is done Oy
the recrultment process owner,

A minimum of two references should be taken for each candidate. The referees should generally be
persans who have been professionally associated with the candidates or have supervised his work,
they should not be immediate relatives.

If the references provided by the candidate do not provide enough infarmation, the candidate should
be asked to provide more references.

Comments from references should be preferably taken in writing. However, the same can be obtained
telephonically and then documented as waell,
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223 SC{}MPEH%TIDH {CTC) NEGOTIATION & OFFER LETTER [LO}
Once a candidate |5 finally selected and it 15 decided to recruit him, Corporate HR / Unit HR negotiates the
€TC to be offered hased on salary struciure of the Company, salary level of employees similarly placed and
the current compensation package af the candidate. Once the CTC offered is accepted by the candidate and
peference Check 15 completed, the selected candidate ie jssued a Letter of Intent (Lol Offer Letter in the
prescribed format (Annexure 21}, in an exigent situation where recruitment is 10 be rnade on an urgent basis
a Letter of Appointment instead of a Letter of Intent may b issued.

2 I.E.EJDLNING FDRM#.LIT1E5.
The HR representative at the respective incatipns facilitates the joining farmalities of a new recruit as
folrows:

a) A “Welcome k" containing a welcome latter (specimen of the selcome Letier 15 attached in
annexure 22), Employee handbook (a brief version of HR haanual/ Service Rules including Code of
Canduct), and other stationary will be given o the new recruit,

n) Filling of varous forms (Joining report, Employee personal detail FoTm, PF, Gratuity pomination form,
etc. specimen of the Joinlng Checklist is attached in Annexurs 23] by the new incumbent should b
ersured

¢ Mt should also be ensured that all documents as mentioned in the LW are submitted by the
candidate.

d) After due authentication and receipt of all documents, the Appointment Letter (LOA) (AnNEXUTE 24)
will be fssued to the new incumbent within 7 days of his joinng.

> 2.3.7 IDINING EX PENSES NORMS |QUTSTATION CAN DIDATES)
applicable to all new recrisfts except Trainees, as mentioned:
T:Hﬂ-‘!-;hiﬂr_g_tppﬂf:ﬂrmﬂ Qukstation Candidates

-EaEfCaH:aﬁﬂ Entitlement for _-|_GM B abmj_Mng 'DGN'I_

T Expecutive 10 Beiow

Dvy. Mar. Execultive
Travelling expenses for self on ?rﬁﬁa?“ﬁ'ﬁ —T3actain | TN “Sleepet
joining (ane time) class / Bus fare

| Five days Five days Fiwe days ‘I ak actuals
| Joining  leave- without Pay for {
ot oot || hveeds
Transporiation expenses”” for | Actuals  for actuals for one full Actuals iurrhntual
household  effects on shifting | oRe full truck | truck lnad | one full tripch | BXpENEES,
| (inclusive  of packing, |pading, | load. hAaximum - toad Maximum-
trapsportation, unloading, DA BN plamimum - Fig, 10000/
unpacking, insurance, etc.) f5.35000/- R&.25000/-
Sr. Wigr./MET-
fs. 30000/ | S

e —

++ I case the incumbent 'Iea_w:s_t'h?nrganl:atiun_wlﬁiinTvEHhi_sin;ﬁmng, “hoan e will be required 10
refund the entire amount of transportation expenses 1o the company and il he leaves the prganization
within 2 years ol his joining, he will be required 10 refund 50% of amount of transportation gxpenses 10 the

COMBANnY.

- m7
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2.2.3.8 INDUCTION / ORIENTATION |
The new recruits would underge an Induction Programme, from the date of loining or as per the schedule |
l! Elven by the department HOD:

I l.  SENIOR MANAGEMENT STAFFS (V1 To M5): DURATION OF FIVE Days

| Table 2-6; induction Programane; Senior Managornent |

| ‘_Acmw_ S Responsibility | Other. attendees J
| D_:gaﬁatFMF_ _ﬁﬁnlnﬁnn. __rpﬂmtz HR Head /Mo _-M_&Eﬂjﬁﬁaa?ﬁlﬂeﬁﬂ |
Presentation, Session with all Business Verticals Functional HODs, Unit Hiads
Plant visit |
“Functional Orientation: T HR Head/ HOD/ coo Department Members "
J | Induction with the Eroup members, Eriefing
| ra_bl:rﬂhe role and ;uﬂwﬂ:v_ - —— = __l_ - o _]
Il 1] OTHER OFFICERS (MG & BELOW) : D RATION OF Two DAY
| o 5
Table 2-7; Inducthon Programme: Other Officers
[ Activity - Responsibility Other attendees
{ | Organizational Orientation,  Corporaia | | HR Head/Hon COO, Unit Head, Functional flaags ]
l Presentatian
lﬁ:tmnal Orlentation- o o Location HR Dep?trr:nt I.-'Iemh;!rs_ i
Induction with the Eroug membary Reporting Officer and Hn
| Briefing about the role ang respansibility

— e T - — —

As part of the Induction, the MR Department will also ensure the following:-

| i} Introducing the new Fecruit to his superior and ather colleagues,
! ] Jaining circular containing a brief profile of the NEw incumbent is to be amalleg to all concerned
| HODs

2.2.3.9 PROBATION & LONFIRMATION
il Employees wining the services of the Company in all grades will be on probation for & period of six
months from the date of |eining.
i} The Progress of an emploves will be closely monitared during the probationary peripd and a
periodical assessment of his wark shall be kept on record. Services of an empioyee will be confirmed

iil] The HR executive vancerned will forward the "Employee Assessment Form® (specimen of the

W) For unsatisfactary work and conduct or both, the probaticnary period of an employoe can be

l——'h-
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due naotice of the deficiencies found in him. He must also e cormmiLini
nat be confirmed unless he Improves hisfher performance.

in case the performance of the employee

cated in writing that he will |

daes not improve even after s manths extension, the HR Head |
concerned will initiate action for rermination of s services,

2.2.4 DESIGNATED AUTHORITY

Al business unit heads are responsible along Wi

th HR for lmphemmﬁﬁg this palicy.

525 REVIEW AND MONITORING

Thiz policy may underge change after revi
required.

ew by management and as per revis

jan of act/law as and when |
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2.3 LEARNING AND DEM’ELGPMEMT

234 ROLER STATEMENT

development and success

The organizatian Is committed ta Jmplernenl.ing this training policy by identifying training neads, setting
training objectives ang achieving training Eoals through use of Internal training ang development and
specialist and Speciafist training provided by approved and appropriately accredited suppllers

232 GRIECTIVES

* Training new employeas

*  Equal employment oppar tunity

* Understanding of new svstems ar palicy thanges

*  Better improvement opportunities

*  Helping employees in finding ways to apply knowledge to their work

233 PROCEDURE

This Chapter describeg the policy and puidelinges for training and development and covers the fallowing:
1. Cadre Training for Graduate Enginear Trainees {GETs)
2. Cadre Training fer Diploma Engineer Trainees (DETs)
3. Training for nominees of Displaced Families
4. Training for Regular Employees
. Paid and Unpaid vacational training

____________

2.3.3.1 GRADUATE ENGINEER TRAINEES [GETS)
Graduate Enginesrs from premier angineering tolleges in diffarant disciplines arg recruited every vear, basad

*  Visit to Group Companies

*  Discipline-Specific Training

*  Project Work

*  Managerial Training

*  Behavioural Safery

= TPM Trarning

*  Froblem Solving Techniques

* Duality Management Systermns
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e Enwironment sanapement SysTEMS
o ERP/SAP Training

. \isit to another mmetal drum plant
« DOn-The-lob Training

I E"I.I'P-.LLII'HI[}['-I

e —

R e — _______'_,____.——__,_____
The learning by the trainees 15 petlodicalty eyaluated By select panels of technical euperts. S00ES obtained
from such eyaluation 8ie taken iNTD account o prepars merit lists which are used for their eventual
placement.

il MAE NTORING

There is a sysEm of mznté:r_ing the GETs joining t‘nruu?h Campus racruftment with an objective t'::c_dﬁat_'m;
tham guickly Int0 the organizaticn and provide them all round guidance during the training period SEn0T
axacutives inthe plants and Mines are selected as MentoTs and are assigned ené or two GETs each during thelr
training period.

The Training Managers In the respective Units supervise the mentorship [OCeSS and moniter 1S
affectivengss.

il PL.&E.EMEH-T

'___'_'__—__'__—'_'—_ e e 3 _——.'__.__.—'
plagement of GETs is done pased on the gvaluation SCOMES arvd requirements prevailing 0 yarious
departments at the time the GETs complete their tralning. Preference of placement is given to those
I:iE'paT'Lm-Eﬂlem miay have requisitioned placement of GETs in advance.

2.3.3.2 DIPLOMA ENGIMNEER TRAINEES {DET)
Diploma Engmeers in different disciplines are recrulted from reputed pohytechnics and engineering
institutions every yeat hased on manpower plan, as Diploma Engineer Trainets ({DETs) 10 strengthen the
wechnical cadre in Plants and Mines. The candidates 50 recruited undergo slx manths rigorous training
pefore DEINE absorbed against regular yacancies. i structured training calendar is prepared for each batch
which include e followIng mipduies:

o Plant Observation Tralning

e Wisit to Qroup Companies

L EtinpllnE-quEI:'lﬁt.Trah'lirlg

s Project Work

o TEM Training

« Quality panagement Systems

s Erwironment pianagement Syshemsd

« ERP Traiming

s On-The-Job Tralning

k. E.*-'ALUAT!EIH
The learning by the trainges 1s periudi:alh,r ayvaiuated by celect panels of ling &
such evaluations gre used to prepare a merit st hased on which ther eventual placement takes plact-

werutives. E.Tm_es_uhiéﬁna_{ ram

i PLACEMENT

pracement of DETs I made Es_e'd_b?ﬂ; ﬁuﬁu_n sCores HETEEII.I—Im@ﬁ:ﬁﬁ;ﬂ;ﬂ_ﬂﬁtﬁﬁ_ﬂfﬂé
plant at the time the DETs complete their sraining. Preference in placement i given 10 departments who may
have planned induction of DETS and intimated the requirement in adhance.
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2.3 3.3 TRAINING FOR REGULAR EMPLOYEES
Training to regular Emplovees s imparted eithor through In-house op External Training Pregrammes. Refer
Annexure 28 faor Annual Training Pian,

I IN-HOUSE TRAINING
Tha following Constitute the?m‘ning Processes jq thE_mEEﬂive Units;
i} Training Neeg Identification
i} Training Dasign

__——__—__

1 TRAINING NE EDS iDENTJFi'EAT[DH

e

Training Managers in the Units review g1 the tralnfng_an?dmhpnre_ma! negds Fe:nplnre&s l:l?ﬁ:m ﬁnalizln}

INDIVIDUAL DE"-"ELDF‘MENT PLAN
An employee may register hisfher training needs i-H'TramJn.'g"rﬁaaﬁlEi:.r'Ie-'HuZ']n the absence of e-HE, the
training need can pe registered iy the Prescribed Individys| Developmany Plan form, The training needs are
Categortzed intg functional and managerial training needs,

COMPETENCY ASSESSMENT
Traln.ing.nr_-‘edr;, b-.t;.lth-functi‘nnal and ma n-age;ial, are I'd.EI"I'.'I'ﬂEI:f thraugh Enmpeten.cl,-' ﬂs:éssﬁment fatinng place
from time 1o time,

FPERFOR MANCE app RAISAL SYSTEM

Training needs are alsg sourced fram Performance Appraisal a5 Identified by the Ratee ang Rater

CUSTOMER REQUIREMEN TS/CLAINS
New or cﬁaﬁgeﬂ E“i.-lst-ﬂ-m_ﬁ'l‘ mqulremérrts may penerate training need ang Used as inputs fir designing
Training Programmaes,

Programmes, Fositional training nepds are identified with the help of tunctional ang divisionz| heads,

NEW/UPG RADED TECH NOLOGY

TIME TECHNGRLAGT TO TimET

.
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Training needs from acquisition of new or modified eguipment, facility or iechnology are identified and usedin
designing training programmes.

IMPROVEMENT INITIATIVES

New initiatives such as TPM, Emph:n.re'é Suggestion Scheme implemented-;s per managament’s directives are
considered as sources of training nesds.

10B ROTATION/MODIFICATION
Iob rﬂtatiun.i'mndl'fli:atlﬂﬁ of eﬁ;hlnve-'e-:s:l friay generabe Hél-i.nh"lg need.

i, TRAINING DESIGN

The outcome of need wdentification in the farm of Skill Matrix or Spider Chart are used to design and
schedule training Programmes. inputs from line ayscutives are also sought for designing training
PrOErAMmes.

1N, TRAINING CALENDAR

prepared annually is circulated to il departments and is siso uploaded in Training Module of e-HR Partal. The
calendar includes the following details:
+ Date & Timing

a Programme Title

e Programme Objectives/Outline
s Faculty Details

s Wenue

& Resources

« Intended Participants

Compliance of training calendar 15 monitored and reported on weekly basis, An employes can register his
momination with the Training Module of e-HR Portal based on self-assessment. He will, however, ke called for
training enly after the nomination is vetted by his superior/ head of the department. Managers can also
nominate thelr sub-ordinates for training programmes depending on their need, Except for Awareness
Programmes, nominations are finalized nat later than two days ahead of the date of the programme.
Training materials such as hand-outs, Power Point presentations and Pra-Test/Post-Test Cuestionnaire in
sufficient numbers are kept ready for distributicn to all the participants.

e TRAINING DELIVERY
Training delivery is ensured through the following:

» Training Aids and Facilities: Adeguate training aids and facilities cuch as Classrooms, Computers, LCD
Projectors, Screens, White Roards, Furniture and ather stationery are made available for efficient and
affective delivery of training.

s Classroom Training is used to explain and share theoretical part of the contents. Eforts are made 1o
make the Classroom $essions interasting, interactive and effective.

e On-the-lob Tralning: Wherever necessary, training is imparted On-the-lob, that s, at the workplace,
far effective transfer of learning. Efforts are made to increase the proportion of On-the-Job training
for shop-flooremployees.

s [Internal Faculty Resource: Employeesin respective Units including senior ereutives ant encouraged to
participate in the employee development process by serving as internal faculty resource, A suitable

——
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Training effectiveress /s measurod gt faur levels as balour;

LEVEL-1: RFACTION

Fepdback on the 'rram'in_g' prugra.mme and fa:uiiv is taken fram fhe 'pa."'riclpanis on é-é-p::.'int”scale in the
prescribod format Iimmediately after the fraining sess’on, The RTCEramme gua/ity rs eval:ated on dhe iollowing
pdraminfers:

- —-—— - ___ _ = = __ .
TIME TECHNOPLAST LTDO. TIMET

g entive seheme s in place to recognlze therr efforts in dezignicg ano ciilvaring tralning sessiprs.

[For detals of the ince AEiye seheme please refer to section on Rewaro & Recognitin.a,) |

+  External Faculry Rasouica: An cxternal faculty may be invited to canduct eithar the entiqe tralyisg
Programms &F part therect where reguired expertise iy not avalablein-house. |

THAIN Wi EFFECTIVFNESS MEASIRERAZNT

*  Fulfilment of pragramme abjeclives

* Adequacy and quality of study materisl given
*  Learning amnbienee

' Adeguacy of teaching alds |
*  Facully s evalyated cn the fallowing pacarmetars: .|
v Ability to penerate intepest i fearning

*  Ability ta clarify dow by quEeries

*  Teachlng Techmgue (Flow, Com munication eg;,]

Fesults of feedhack and suggestlans, if any, n respact of the Pragramnme arg uted fa improvemeant. The
focdback abowt 1he fatu'ty iz cornmnicated to yem. Tha detals of the terdback at bni sHage are ypleaded
in Tralning Mad Jle of c-HR Portal,

LEVEL 2: LLARMING

Pre

and Pogt Tra'iﬁln,g'tgé_t:j a'reumncructéé:i 16 evaliate the d'egree of Ie.;s'rnnng af the ﬁa}nclhér-{t-s- which may

have taken plage in a traming programmee. The soores fiom pre training and post-training tests are used 1o
COMAUte Il earming Index” fur each partit.pant using a prescribed format, Follewlag 15 the Fgrpulae lor
Calcu'atior. of [earning Index

B-A

Ll'."i]l‘l'lil'ig Index = ~=.cccee X100

1400 &

Whhore 8 = Pre-Test Score [%) B = Pout-Test Sen re %)
The wetails ol Laarning Indey are WPlGzoed in Training Mod:ilo of e-He Portal (CIP)

~EVEL-3: IEHAVIOUR {TRANSFER OF CEARMING |

Transer ot knowledge, skiis, and/or attllades from classraar to tha ab {change in job behswur Sue 1o
LBI9rng programy le evalugted at *his itage. This evalvation grcurs booveesn 3-6 monkhs Acst raiming wehiln
*he rranee 5 porfarming the job. Svaluation usually accurs through abservatinn Howower, there |5 alse &
Rfactice :0 evaluate the extent of change in job behaviaur in the prescnbed formas.

L=wFIL 1: REGUTE
The Fina' recults trat ot rred because of a1 i'endance and participation in a Eraining program [Ea A b menetany,
peformance-based) is measured a7 this stage. Delay based training programmes and Brogrammes dessgner

ﬁ/ Fape W2 |




2t a result of prn:-t5s.l'equlpment fatlure, CusLOmMET complaints regarding guality etc. are amenabie 1o
measurement of business resuits. Refer Annewure 30 for Traning Feedback Form.

WAL EXTERMAL TRAIMING
Employees Zre deputed 1o attend external training programmes organized by reputed
tirne Lo time hased on the tralning need identified. Thee Training nanagers at the respective iinits maintain
training calendar of warious such institutes/agenties. nomination of em ployees 1o attend external Lraimning
programmes is slso made in response 10 the announcements af such tralning programimes by the training
providers. The selection af nominees & made based (I} on-the tralning need identified for the individual
pmployes and {ii} Inputs from ihe junctional head shout the guality and relevance of the pmgmmme,wlne-re it
i Intended 1o cover a larger number of employees toan gxtarnal programme, the Taculty from the training
provider is invited to conduct the programime in Company’s Premises. The abowve s1eps ensurt delivery of cost

e
training agEnCes from

effective and pelevant external training programmes. On the return of a participant from an axternal training
programme, 8 mgnowledge Sharing Lession” is conducted in-house within one month from the date of external
training attended by the employee. This helps In dissamination af knowledge gained from an external
programme among [arger number of employees and review of the quality of the axternal programme,

WL RECORDS AND REPORTING
s ___.___._.____._-—__._.— e e ———————
Training records including "Attendance Record”’ are maintained and uploaded in Traming Modube of g-HR
portal. MIS Repors in 'p'rei-l:.r'th.d format is penerated and circulated to s8ni0f management including the
sanaging Director an a weekly basis. & bulletin tithed uraining News” s published every manth high lighting
the important training and development activities taking place across the Group. The Training Mews |5
circulated in hard copy 1¢ seniar executives and in soft version 0 athers. This is also uploaded in Traimng
module of e-HE Partal,

233 4PAID & UNPAID VOCATIONAL TRAIMING

i pOLICY RELATING 10 PAID SUMMER INTERMSHIP
e e

e —

sCOPE OF THE POLICY:
“a) This policy “owers candidates selected by T Company to Carry out project work which can be
completed N 6-8 weeks duration and which are important and relevant for the Comparny. Such
projett work can be In Technical or management fiekd where expertise of a student pursuing 3
professional CoUTSE can be utilized.
by Students pursuing tneir WBA& course and students pursuing their B.E., B. Tech., M, Tech. coUrses will
ke eligible for pald-mtcrnship in management and technlcal areas respeactively, where it forms a part
of their academic curriculum.
g Uptoa maximum of ten cqudents may be offered pald-]ntﬂmshlp ifi @ year.

il FERIOL DFF‘MD1HTERN3H!P

Pam-_ir-;mghmﬁl ht_auﬁaﬁeﬁ the selette_d LandidattT ance ina l:al'El:iErT'E
The duration of paid internship would normally range from & to & wieks during summer pating from Bypril
T JUne.

ar- during swmmer mionihs.

ELIGIBILITY:
' a]' EIiudénts pursuing their MBA would be cansidered EiiE-I.HE. far pald-intr_-msh'lp after campletion af
their secont semester or one year af study.

&) _|!:_|I HEE
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bl Students Pursuing thelr Degree in Engineering {B.E/B. Tech) would be considerag oligible afte
completing two vears of study which may be expressed in terms of semester ar trimester systam,

FROCEDURE FOR SELECTING THE CANDIDATES:

3) Bazed on the identificq projects, the Training &'niéuempfﬁam'neﬁamnem would communicate tp
ike Institute/s, from where paig Interns are selected, the titlg of the Project work, skill and
tompetencies required Of ares of specialization, the duration of the project wark, the place of
project work and the facilities and stipend that the Company would offer.

b Depending on the fesponse from the institute a team of competent managars would visit the
institutefs ang select suitable candidates,

SELECTION OF A PROJECT GUIDE.

The summer inle'r-r-mé_u;rn'ujﬁl-'carry out the pr-n-fé-ct work under a guide to be s'eiected by the d'éué;f'tn-{éﬁ
concerned,

¢} After successiy) completion of the project and submission of Praject Report an inteérn would be

d] lssue of Certificate of Training may e withheld if a trainge fails to Successiully complate hisfher
project, or in case of any discfplrnanr FEason.

SAFETY & SCIPLIMNE DURING INTEHHSHIF':
a) In matters of safety and discipiine summer intern
apply to regular employess of the Company.
bl The normar working hours will be 8.30 am to 3.30 pm. During the perled of stay in the Company’s

would obsarve aif rules and regulations which

€l Before beginning the project work an intern would undergo safety induction tg be Biven by the
safety department,

dl Anintern would be required 1o wear safety helmet, safoty shoos (PPEs) which Would be provided by
the Compary.

el An intern would be respansibin for hisfher awn safeqy during the periag af hisfher say In the

STIPEND & COMPANY FACILITIES:
: a-:l ShpEn:I. Epaidsummer ir:.i:ern will réq:efw':-a st'i-per'ﬁ of Rs. 3000/ {Five -THi:;usénd' nnlyl'ﬁer mionth

k) Conveyance: A Paid summer intern will be provided avdllable conveyance by Company veh

€] Cantesn Facility: An intern will be allowed to ayvail of tanteen faclity in the Company on payment of
prascribed charges if available at site,

dj Boarding & Lodging Facility: Outstation summer interns will be provided boarding and lodging facility
N Company’s Buesthouse.

TIME TECHNGPLAST o TmEr
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gl Use of Office Equipment/Stationery: An intern will be provided access (o computer, and hefshe would
be provided staticnery and other items reguired in connection with his/her project work,

fi  Authority for implementation: The EVP [TED] is authorized to implement the above policy. Requirement
of project work by paid summer interns may be sent to him in the prescribed format.

Appendix -1

List of Areas where a Paid Summer Intern can be Selected:
Finance / Accounts
Marketing

Personnel Management & IR
Logistics & Systems
Electrical Engineering
Mechanical Engineering
Electrical & Instrumentation
Production Enginecring

. Operatans

10, Technical

=

G oo AW

2.3.4 DESIGNATED AUTHORITY
Al business unit heads are responsible along with HR for im plementing this policy.

2.3.5 REVIEW AND MONITORING

This policy may undergo change after review by management and as per revisian of actflaw as and when
reguirad,

2.4 COMPENSATION, ENTITLEMENTS AND BENEFITS

241 POLICY STATEMENT

The determination of salary and benefit entitlements is applicable for all staff employed by TTL must be in
accordance with the Cornpensation Policies approved by TIL managemént and govt guidelines
Compensation Policies are the collectien of rules that govern the calculation of salary and henefit
entitlemnent for all individuals employed by TTL Group.

2.4.2 OBIECTIVES

+ Toensure that managers are made aware of the Compensation Policies that affect employees’ salary
and benefit entitlement

» To identify any compensations situations which are ineonsistent with these policies and notify the
Human Kesource

« Toensure that their employees are made aware of the Compensation Policies that affect their salary
and benefit entitlement

» To report to their Manager if there is any discrepancy in any employee’s satary and benefits

2.4.3 PROCEDURE
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E ﬂ 3.1 EUSJI‘!ESE EKI’ENEES & ENTITLEMENTS

II. CAR POLICY
Car Facilities & Reimbursement of expenses as per Appointment Letter based on the category,

W, MOBILE CALLS REIMBURSEMENT POLICY

The grade-wise entitiement of Mobile Call Reimbursement is as follows:
Tabla 2-E: Grasls 'I|I.|I:1:- Erl.lllllm-l-nt Hobile Relmburiament

N ---.- T e o [T nindia
- gy T 1--_.|-.. L T | P o - -\.-\.Ea_ B
S Dﬂg:ﬂ‘ "'PP‘.-_"I.P e SR o e H 1 u:j —
[ __pt?-ﬁg =y elebinia bt s “ﬂ%wﬁﬁ’h _ Monthly Limits
1 Mahagmg Drrec:l:nr ,.f ﬂ-rel:mr Al E A2 Actual
. Asst. Vice President / Vice President & | V1 & V2 & VI 1000
Above
3 Dy. General Manager / General Manager M1 & W2 750
4 Manager / Sr. Manager M3 & B4 500
5 Asst. /Dy, Manager M5 & MG 300
B Filed Executive / Executive/ 5r. Executive E1&E2 300

** In special case where business requirement necessitates a higher call limit, the same can be forwarded by
the HOD to the management for consideration and approval.

" Procedure: Employees who have joined the crganization or are presently working in the organization
may avail of mobile calls reimbursement, as per entitiement, and should adhere the above ghven
narms.,

il Procedure for deduction of mabile call charges over entitlement: After receiving Mabile call biks
from service provider through IT department, Admin department will collate and calculate the mobile
call charges over specified entitlerment limit per month and send the list for deduction fram maonthly
salaries of the employees concerned to the respective Payroll Officars;

i} Other provisions:

a. Employees will be required to keep their phones always active for all official communication

b. Allatment of mobile sets to employess or any deviations from the abave policy will reguire
price approval of MDY Director/CO0/Corporate. Data card may be [ssued to executives on
need-based basis only with the prior approval of MD/Director,

€. Taximplication, if any, will be barne by the emplayee concerned.

W TRAVEL EXPENDITURE

INTRODUCTION AND APPLICABILITY

Outdoor work should be carried out, as far as possible, using phone, fax, e-mall, video conference eic.
However, it may become necessary at times to travel cutside one's location of wark in connection with
Compary’s work. In such an event effort must be made to undertake travel at the mirimum possible cost
without in any way compromising the quality of work and the image of the Company. The Company aims to
ensure safe and convenient travel for all its employees while keeping all expenses to the required minimum.

This Chapter outlines the Travel Expenditure Rules applicable to all Group Compardes. The rules are
applicable to all employees of the Company including those on temporary or contract basis wha are required
(i) to travel on outdoor work beyend a radius of 50 Kms and (i) local travel within a city/town's limits. The
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rules alse apply to candidates called for interview who will be eligible for reimbursement of travel
expenditure correspending to the designation for which they have been called for interview.

Employees are expected to strictly conform to the laid down rules. Any deviation will need prier written
approval of one of the Directors. The Company shall take strict action against any employee risusing or
attermpting to misuse the travel expenditure rules with possible financial and legal implications.

PROCEDURE
1-3-Iann'irr¢g ;
Travel should he planned well before the date of commencement of travel, allowing the most efficient use of
time during travel, Duration of travel should be minimized as far as possible, Prior to the commencement of
travel, an employee is required to submit Dutdoor Application in Employee Self Service on e&-HR portal for
approval of the tour. The authority 1o sa nction Travel Expenditure Bills rests with the Plant/Unit/Functienal
Heads. In exceptional circumstanges where the requirement to travel urgently does not allew sufficient time
far obtaining formal approval, the employee must get verbal approval prior to travel, and apply for
regularization within the same payroll cycle. Each departmental head 15 responsible for all travel expenses in
his departrment, and should ensure compliance with policy and budget,

Booking Travel

Al travel bookings should be made through the Travel Desk attached to the HRJAdministration Department
of the Company as per the eligibility of the individuals travelling on Company business. Person in charge of
the Travel Desk may seek help of Time Technoplast Group offices or travel agencies and ensure that
corporate rates are fully leveraged for all transport and accommadation reguirement.

TRAVEL ADVANCE
Pa-;méni of advance against travel is normally discouraged. In case an advance is to be paid the employee is
required to submit the Travel Requisition Form/Travel Advance Form {(Annexure 31) to the Accounts
Department duly approved by the concerned authority at least two working days prior to the proposed date
af travel. In general, the travel advance amount should not exceed the total eligibllity towards hotel
accommaodaticn (if the employee has to settle the bill himself), meals and incidental allowances far the
travel being undertaken.

Any travel advance should normally be drawn from the lecation where the employee is based. However, in
case of absolute need when an employee s on lour, he can draw an advance of the minimum amaunt
required from any office of the Company with intimation to his parent kocation The Accounts Department
will not consider any application for travel advance if the employes concerned has not settled any such
earlier advance. Any outstanding balance of an employee shall be deducted from the following month's
salary

If. for any réason the proposed travel is not undertaken, the advance taken should be returned irmmediateky
to the Accounts Department.

ALY ALLOWANCES
' i:i Daily allowa nce i:luring"];:rurney-. '-!i'n'empln-,'re'é' travelling on ﬂ:ﬁ;ﬁﬁf'—s work below 5 hours will be
entitled to daily allowance during journey at the rate of 50% of the admissible dally allowance.
i} Employees availing puest house facility: Employees availing guest house Facility while traveliing for
Company's work will not be entitled to claim any Daily Allowance; they will, however, be eligible to
get Incidental Allowance as actual on submissian of bill
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i} Daily Allowance for travel within city / town limits: Employees required to travel on Com pany's work
within the limits of city or town of his place of work will be allowed daily allowance as per subject o
approval of outdoor duty by the immediate superior.

APPORTIONING OF DAILY ALLOWANCE AND INCIDENTAL ALLOWANCE

Employees will be reimbursed actual expenses on meais and incidentals, up 1o the maximam amas it s et
the Travel Policy. In case, where an employee spends less than a full day out of their place of work, the
applicable amount will be calculated, based on the amount of time spent outside the place of work, as given

below:
Table 2-%: Prapertion of Applicable Daily Alowancs

Period of Travel % of Dally Allowance

Mare than 10 hours 100% '
Between 5 - 10 hours 75%

Below - 5 hours 50%

MON-REIMBURSABLE EXPENSES

from the following month's salary:

i} Any expenses incurred beyond the permissible limits for boarding, lodging, transport and incidentals,
unless there is a specific approval from the Competent Authority,

i} Laundry or dry-cleaning expenses unfess the employee is travelling for more than 3 days at @ stretch,
or is compelled to extend his trip unforesesably, in which case he may seek specific approval from
the Competent Authority and submit the same alo ng with his Travel Expense Statement

liip Alcoholic beverages unless otherwise specifically approved

iv) Entertainment expenses for guests and customers, unless prior specific approval is taken from one of
the Directors,

V¥l Hetel phones used for cutgoing calls only with specific approval. Employees should use their moblle,

PROCEDURE AFTER COMPLETING TRAVEL

Travel Expense Statement
All employees should submit their Travel Expense Statement to their respective approval authority for
endorsement within three working days from the date of return from their trip. Accounts not settled for
maore than seven days after the return from the trip, especially where a cash advance has been taken, will be
reported to the respective authority for deduction of the advance from the following month's salary,
Uriginals of all applicable bills (meals and accommodation) should be attached with the Travel Expense
Statement. If the expenditure is recoverable from any client, there should be a clear indication to that effect
on the Expense Statement and the respective bills. Boarding passes in case of air travel should be submitted.
In case of rallway tickets being purchased by the employee the ticket / ticket number should be given on the
Expense Statement, For incidental expenses where no bills can be submitted, hand-written notes should be
used, and clearly itemized in the Travel Expense Statement,

The Travel Expense Statement will then be verified and settied by the Accounts Department in accordance
with the eligibility of the employees. if for any reason the proposed travel is not wndertaken, prompt action
should be taken to cancel bookings so a3 to avoid unnecessary expenses.

TOUR REPORT
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Depending on the nature of travel, employees are requiren to submit a lour Repdrt to Laoir ApAToYINg
authaority,

TRayFL OK ACCOLUNT OF 1944N3FER

It Company d-n:mdes.' te transfer -an empl-::u-;-&e From n':;r'{énli-.;cat‘mn' [ Fa] énmhér. Lhe l:un-iﬁarw shal, i:a-,' th;:
rayel costs Sor the ermployee, hisfher spowse and dependent children comazponding 14 the designatien af
thr cmplayed,

The Company wi'l reimblrse aclual transportation ¢sts, subject to production of proper bills, incurrea by
the amplovee far mowing his belongings. n addikion, act ual patklng charges are alio reimbursakle.

For emplovess mawng from ane hause to anpther in the same Ciby lown, the Company will meel ha pac king
ar transporiation costs, unlass the shifting hias taken place at Lhe Company's instance. {For tranel and
traasportation cxpenses relabed to new recruits please refer to Recrultment B Selectlon Chapuer)

MIREIGN TRAVEL GUIDFLINES

Ihe If.urnpan',- seEks 0 eﬁgﬂr-;;afu' miii'mmn.m"fm;-m Ec':'ﬁ'w'r:-'pinynes'iiﬁéellinﬁa-;rﬁi:m ¢n Comoany's
wark, witnin justifisile expensos. Employees are sxpecied to adhers to the limils lad down Telows Ay
d v ation -eacs to be approved [n wriking by one of the clrectors.

ELIGIAILITY y ENFITLEMEMI
The table below shaws Lhe gradé'--.ﬁise entitlernent of Saily ¢xpenses ncurred oy an ampluyer wh ch
inclurdes hotel ta<il, food, local donveyance and incidental expenses for different counLries,

Table 3-10; Daily allowance bt Imtarnalional Trawel

| Counk ries T - GRADE - F[Wﬁ.llﬁaﬁe unlulTJ a
makirau s of LSO

' Diﬂ:._tum:?f.mda. Wiigile East Cn-un‘lr'lﬁ,Eu'.h (w11 B E ____
Africa, Sputh Korea, kapan, Australia, New Zealand, M:I.—ME T TS'?I_ -

| Lar v Amercan Sauntries, _UpW BN E T

i Ba.r-g,I;d-rﬁrS.r'; Lanka, Fakistan, h'l_il'lﬁ':'FiEl.?ﬂfIﬁDﬂﬂ. _"-"—1—_13 __: j_i_-‘f-:- T t . B __
Chng, Talwan. Qiner South Eaft AsiEar Cauntnes, M1 = %h 215

Sgmpoe gzt onvies. e [ T

GEMERAL RULES
il exept for President and above, all other emi:lﬁvéeé would he pmwldéﬁ'énﬁndm-} class Lawel The
=g petlan of airline and ticxeting will be dong by the Lavel deck 95 wer Company’s laid Sown Jehcy.

i} If & trave! advance 1s regulred to meet the espenses withln India either beforo commenr et cf
travel ahroad oF op retum, the sama will be pard 23 per the prowis oi GRNLAIneE uedar Jomestic
1rawe!.

] The Passport Fue, wharever reguiced and Visa charges wrill b barne by the Company separately

iw] Airpart Tanes, as aaplicakle will b paid separately an production of groper dogumenls.

v)  An emploves Liaveling abroad an Carapany's work is aot allowed 10 rxtend hiz stay OVErsean on
mersnnal leave withoot prior spproval of Maneging Direchar / Director.

v, Fareign Travel Uspenditure Statement cheuld Be submitied alang with tour regart wikhln seven days
of return ko the Accounts depariment thraugh proger ¢hannel. Any balance mancy must oo
refundad in foreign Currency aniy.

w1} The loreign exchange 15 1a b Liitized slictly far the number of days speat awasy from the CouRtry. i
pe A A... rogulation, a 24-hour cycle wiill be censiderad as 2 day for countng, the nuambees of Jays.

whl§ Trave, 1o Wepal and Bhatan will b gowemed by he Lamesnic 1ravel ALles.
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2.4.3.2EMPLOYEE STOCK OPTION PLAN (ESOP] — AS PER SCHEME APPROVED BY BOARD,

5H

Wi,

AREHGLDERS, & STOCK EXCHAMGE

i} It |= an Option granted to an employee, which gives him the right, but not an obligation, 1o purchase
ar subscribe at a future date the Shares unde rlying the Option at a pre-determined price.

i} The Company strongly belleves that an equity component in the compensation goes a long way in
aligning the objectives of an individual with those of the organization, The underlying philosophy of
ESOF is to enable the employees, present and future, to share the wealth that they help to create for
the organization over a certain period of time.

iii} The objective is to reward the employees for their past association and performance as well as o
motivate them to contribute to the growth and profitability of the Company in future, The Company
also intends to use this scheme to attract and retain talent in the organization.

W) The ESOP [s established with effect once management declares and shall continue to be in force
umgil;

a. its termination by the Board or the Compensation Committee
b. the date on which all of the Options avallable for issuance under the ESOP will be
annaunced by the management.

vl The appraisal process for determining the eligibllity of employees will be specified by the
Compensation Committes and may be based on criteria such as role / level of employee, past
performance, service record, future potential, criticality of the position, and/or such ather criteria as
may be determined by the Committes at its sole discrotion.

vil Employee Stock Options that expire / lapse / get cancelled shall become availabie far fuiure grant
subject to compliznce with all the Applicable Laws.

vii) The Scheme is applicable to the Company, its subsidiaries and any successor Company as deem fit by
the authority concerned and Stock Optiens may be granted to the employees and Directors of the
Lompany and its subsidiaries as determined by the Lompensation Committee at its sale discretion.
Grant of Employee Stock Options shall be evidenced by the Employee Stock Option Agresment in
such form, as the Compensation Committee shall determine from time to time.

viii Employee Stock Options granted to an employee shall be subject to the terms and conditions set
farth in this Plan and the Agreement as approved by the Compensation Committes.

ix} Mo meney is required to be paid by the Uption Grantee at the time of Grant of Options, Howewver, an
Option Grantee is required to pay the Exercise Price at the time of exercising the Vested Options.

x} “esting of Options would be subject to continued employment with the Company and thus the
Optlons would vest on passage of time. However. in addition to this, the Compensation Committes
may also, if it feels necessary in certain or in all cases, specify certain performance parameters -
corparate, individual or a combination — subject to which the Options would vest. The specific
vesting Schedule and Vesting Conditions subject to which Optlons would vest would be detailed In
writing and provided to the Option Grantee at the time of the Grant of Options. In the event it is
found that the Option Grantee has not met the prescribed performance criteria, the Compensation
Committee at any time may withdraw or reduce Urmvested Options,

€} The Compary shall have the right to deduct from the Employee's salary, any tax obligations, whether
of the Company or of the employee, arising in connection with the Employee Stock Option or the
Shares acquired upon the exercise thereof

xii] The Compensation Committee may, if it deems necessary, vary the terms of ESOP sy bsect to the SEBI
Guidelines, the Applicable laws and the sharehalders’ approval.

GUIDELINES™*

|\
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Resuirements of vesting and period of vesting:

Grant means issue of Sptions (o the emploveas under the ESQOP
il The Qptions granted shall west so leng as the employes continues 16 e in the emaloyment of the
Compary andl ils subsidiaries, as the case may be. In addition, the Compensation Comenitlee of the
Company may. atis discratlon, lay downcerta nperformance parameters an the achievamenl of which
the pranted options would vea,
iy The options would ves: net garlier than gne year and not later than six years from tae date of grant of
aptiens,
Vasting: means the process by which the Option Grantee is given the right ta exercise the Employae Stodcs
Optons granted 10 hinn i porswance of the FSOP sublect to fulflime v of exercse conditions,
Yesting Condition: teans any condition subject b which the Opoons granted would vesl inoan Oatan
Granes.
Yasting Perlod: means the period during walch the Vesting ol 1the Emaloyee Stock Opt on graneed to the
Emplovee, in pursuance of the ESOP lakes place.
Yestad Sption: means an Gption inorespect of which 1the refevant Vesting Condlitlors haue been satlsfied and
the OpuonGrantes has become elighate to exertice the Option subject o fulfllment of exercise conditions
Exerclse Price: The gprigns will be granted at @ price equal to the market price, peing latest avalzble closing
prce, prior Lo the date of the meeting of the Board of Dwrectars  Compensation Committae, in which
aptions are granted, on ithe stock exchange on which the shares of *he Company arg listeg. IE the shares arc
litedd o0 gre than gre stock exchange, then the skock exchange where there is lnghest eading volume on
the =aic date shall be conzidered.
Exerclse Perlod: Thi Fxeise Pernica would commence from the date nifwosting andwill exgice et Later than two
yeart From tuch date. The smares ansing out of esercise of aptlans will aoube cubject to any Iock 'n pariod after
AUCh BxXnrise,
*rGulelines reference (o ESOP must be in compllance of SEBI Reglabons exisring and & menemignts “rom
time te timne.

PAYAIRMINIGTRATINE FACILIT ES
Adrypistranye Facliities consttube the ollowing and are admsgible (oo mployees depending upon thair grade
and level.

Wil [RAaNS | ACCOMOADATION PO ICY

Maw mncurbents pming the Compary wmay, it they so wich, avail of Covpany's Trancil Accormedation
raclity, wherever available, for their initial boarding and ladging, subject to availability of agcoimmedation, as
per the Tullowing aligibl Tty andtenme;

Takve 2.11! Gieetl HRaude Faryily: Empioyes beve 5

rade f Category Enttiement Y1 1 33 Ma-riager toE ecLcive to Below B
leU'-'I’-_' W Mianager E vecutive
nitia-l_jniniin,g Stay period Twn woeksllwe woeks  Twe weeks Tora woeks
free boarding and Iﬂdglng for self} I
r]ﬂended stay 1..'.r|th perriszion ot management One week :'DHIE. l.l'.l:EEk one week One wee k
I ——— o

FROCEDUKE
i) A& pew incwmbienr desirnus of availing af Company’s Transit Accommodation Fac lity eithar 1or inlial
ar axtended oerled of sy has to make a written reguest 1o this effect 1o the Head of HR/R
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concerned who, in turn, will advise the Admipistration Department for making the necessary
arrangemants.

i} The person in charge of Administration will advise the Accounts Department for deduction of
charges as mentioned above for the extended period of stay.

iiijy Mo House Rent Allowance will be payable for the period a new incumbent avails of Company's Guest
House facility Including the extended stay.

iv) Once a new incumbent vacates the Guest House and mowves into alkernative accommodation, he
should send intimation to this effect in writing 1o the Head of HR/IR concerned 5o that payment of
HRA commences.

4.4 DESIGNATED AUTHORITY
All business unit heads are responsible along with HR for implementing this policy.

2.4.5 REVIEW AND MONITORING

This policy may undergo change after review by management and as per revision of act/law as and when
required,
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2.5 PERFORMAMCE APPRAISAL

e - S—

2.5.1 POLICY STATEMENT

Time Technoplast LTD, strives te provide an enwironment where all employees understand the impact thels
contributions have on the achievement of organizational goals and are provided the opporiunity for ongoing
persenal growth. One way we can accomplish this goal is through a strong performance based management
program that culminates in an annual performance review. The performance management process is
continuous as we plan, manage, review, and reward performance

2.2.2 OBIECTIVES

The performance appraisal system of the company is developed based on the leng-term goal. The ohjectives
of performance appraisal policy are:
#  Tocreate awareness among our employees about their future prospect in the company.
« To create a supportive emvironment In the company to discuss the career aspirations and
developmental

2.5.3 PROCEDURE

2.5.3.1 PERFORMANCE MANAGEMENT SYSTEM

I, QBIECTIVE

'rhe"PﬁrfnrmaﬂE:b'_l-.n'anagefn'n-m S‘y'stem aims at setting goals, reviewing and measuring performance and
rewarding employees. The dual objectives of the System for the organization and the individual are as
follows:
For the organization:

al To set goal for individual employees based on business plan of the Company.

B} To enswure commitment of emplovees towards organizational goal.

o} To evaluate performance for reward and recognition,

d} To identify opportunities for traiming and development of the individual with reference to job and

career demands,
el To ald in succession planning,
1 Toaid in decisions related 1o job rotation.

For the individual:
a) To help employees manage | plan, monitor and review) and improve their performance.
b} Toserve as a basis for coaching and counselling of the individual by the superiar
¢} To facilitate personal and professional development of the employee
d} To act as a motivating facter and encouragement for emplovees to perform.,

I PERIOD AND SCOPE OF PERFORMAMNCE MANAGEMENT SYSTEM

The Performance Management System in the Company is a process applicable far a?.rléﬁi:ia{ﬁf—?mm 15t
April of the year to 315t March of the following year. The system cowvers all permanent employvees, except
those in the workers' category, who have worked for a minimum period of three months during the appraisal
vear. The system has a provision of a mid-year review to give fecdback and puidance to employees for
enhanced performance.
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1. KEY PLAYERS & “HL, B ROLES IN PERFORMAMCE MANAGLMLNT S¥ETL KM

i}  Appraisee: &0 Sppensee i 1hn_pl_:-'r5'-;:sn whose porfarmanor is belng reyliewed _P;J;-I;.';L-J_Ei'l-t. to have 2
clear understanding of what is expected of him, what are the measurement criteria. what he ceds
o du w achieye the targets and the constraints inva lved therein. The Aapraises nitizkes the process
by tilling in the Employes sppraisal Farm (specimen of the Erployec Appralsal Foeas |5 aitached in
Apnexure 32} enschedo'ed lime.

iy Appraiser:The Appraiser isthe mmediate supenor of tho Appraisco. it his respons b ity o scr goals
fer the Appralsee, provide the necessare support and resouwrces for achieving the targels set,

wark jeintly on bow ta ovarcome the conctraints, discuss and identify rhe training and degelopment
needs of tae Appraisee, give mid-term asd annual fecdback a4 expla noratings.

iii} Meviewar: The Reviewsr is the superiar af the Appraiser Ha is respars ble to ensure that fairness
and impartiality have been maintained while assessing the Sppralses without the Appraser be ng
ton sttt o Lows liberal while roting the lormer It is s rating which prevails. He also Lakes
sespeansibi ity tor limeliness ol the progess.

Y METIIIMENTS OF PERFORMANCE MAMNASEREMNT S¥5TEM

13 Bzlanced Score Card
It apaolies 1t employeas at the lewel of Dy, Manaper and above, The Balanced Seste Card Hantlates
Organiedtionalstratepyinte tangible abjective s ang measu res, orga nized i nta four pers pectives, vz,

¢a) Financial, [b) Customer, (2] Internal Procasses and {d} Employvees & Learning,
Thespermen af Balanced Score Card isattached

i) HRA based Appralsal Systeem
ICappl s w0 cmployaes ag Lse lewel of Asst bdanager {M3) 10 Execulive (11). The KRA based system prowvides
cmplayees the rode clarty and gives them 3 sense of direction, 17 guthnes the key accountabilities f
respansibilities of Lhe emp oyees and defines Toous area of Lheir role in a pacticular yeas The nerformance
maasures ungder this exergise encarmpass the major argas of the ermplayee's job and ore ol gred 1o
duepariment goals. The Aopraisee and the Appraiser have bo agree vpon the performance measaras andd
targets. The specimen af the Form uged is attached.

ii1}) Appraisal Rating Shest
H 3pphiestacmployecs ot the level oF Suparvisory & Qffice Staff (08351 The FIR Monager prepares o detailed list
ol employees cepar:ment-wise, sligible Tor Aporaisal tusng the financial year a7d discuswes with the
rtediabe superior and the head of the cepartment concarned for their perfarmance sating n the Eating
Sheat on a 5-paint scale {5 being highest and 3 being lcwest).
[ he cabire Performancs Maragemaont Systemis adm nistegred gneling throughe-FiEmaodula (nthe g-HE portal.

V. RATIMG SCALE OF PAS

Performance ofte employee assessedt-rough a v of thethree instre ments is delerm ned an a five- poinl scale

atgraets ha fw,
Tahle I 12- Scadw Far Pacloemnpnes Aanstinar ¢ bhin Emplanics

{ Rating Level Rat ng Title néscriptinn______ s ]
| & Outstanding Performance that wels new standards

[4 o Uef-;r Good Rerformanee that Is sigrifleantly botker than wal we expect ]
| 3 ool ‘Perfermance that is exactly what wy are It:-ul;irlg for ]
| ) . . Ayerage ) o Performance that is be awr erpedtations : __
1 Relnw Average Performance that is mocn below starndatrd

- Fape [Oo2




The principle of Bell Curve is followed as a normalization process of the ratings given to employees. This means
that the perfarmance of the majority of a given population will tend to gravitate towards the centre that is
the “average” while the extremes would comprise of either the "Below Average” performers of
“Gutstanding” ones. The curve Is primarily used as a contral mechanism, The ratings given to emplovees
through a particular instrument for a given section/ department should, by and large, conform to the
following ratio:

Tabile -13; Percentage Bistribution of Reting Scale
hating 1 2 3 A 5

|¥.Distr| butian

5 15 150 22 8

in &n ideal situation the ratings given to employees in a section/ department and the Unit as a whole should
correspordd 1o a Bell Curve as given below:

Flgure 3! Percentape Dustriog oo Gell Curve

BELLCURWE
60% |
& |
2 1
£ 40% | |
=z
s |
:I.m..l - I
: G
| s RAVG NG Ratin Wi
|

Wl.  PROCEDURE OF PMS B
The process begins with goal setting with focus on ke'.rdeﬁuea bles. The business plan for the year determines
the abjectives for all the business units and the departments. The targets for all the business heads and
functional heads are driven down from the business plan. Subsequently, the objectives are cascaded down
for the employess inall divisions and functions.

Table I-24: Goal setbing Timalmes for Employess
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Goal Setting Timeline Rasponslbility

Business Plan of the year October- November MD & Directors

Unit/ Organization Wide Goal November- December COO0s/ Unit Head, ED

Departmental Goals December- January HODs

Division/ Sectional Goal lanuary- February Sectional Head

Individual Goals February- March Individual  Employees
Up to Deputy Manager
Lewvel

TImEr
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Table 2-15: PMS: Activity Table

Tme’

Filling wp PMS Forms/farmats

Process mﬁm Completion target Responsibility
Goal  Setting & | Setting up Targets/ Goals | October-lanuary Appraisee, appraiser B
Farformance Planning | Organizational,  Departmental, reviewer

sectional and Individual Goals -

Dpeumentation of Targets & | October February mmdividual employess

e

Submission o HR

March 2nd — &th week

Appraiser

Midwear performance
FEViEw

Fifling up PMS Forms/ formats
for Wlled-year Revlew

September 18 week

Individual empleyees

Migd-year rendiow October 3rd week Appraises, apprases EF
reviEwer
sSubmission o HE Chctober 4th week Reswiswer

Feedhack & Coaching

| feedback on performance and
upadation of target

Movember 2nd week

Apgralser {Facilitation by
HRY

Coaching and mentoring  for
irpravenent

Continuous process

Appraiser (Faciltation by |
HER)

*annual performance | Filling up PM5 Forms/lormats | BMarch 1St week HRE dElflt.
asgessment for annual Assessment
Annual assessment April 3rd week Appraises, Appralser &
Reviewer
Submission to HR April 4th week Reviewer
Marrmalization Maormakization _l:llafpist week Performance
Management Commitiec
Preparation of Appraisal | May 15t week HR dagpt. -
analysls report R - |
Finalization of apprasal sheer | May 1st weoek Final Accepting Authority
angd g rement T )
Afching  on  appraisal lﬁ'n:';'.ards and recognition | May 3rd week HE dept. B
findings {distribution of Increment &
proamotion lethers) o |
T& D activities etc. Continuous process HR dept. & T&D dept

Wi, ACTIVITY CHART DF PM5S

Figure 4 PMS fucbvity Chart
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Barsness Goal Setling Wargh

iCct-Fen| Annizal Appraisal Farm bo be filed by tho
appramar slang with performance raview

Seateng of Goals B Targets by the Apprases in consultation with
e Apprasar and dacusiniaion of the Targets in apprassad faro,

BHDYEAR REWIEW Kapy REVIEW
FMowambier 191 & Fnd Wesk 5 = Cclober Lysk weak
evicw on achicvamenl stalus, fesdback on pesformance and Filing up MED YEAR Boadnie PA5 fnnmi Tae m 415

ubating of Tasget, il &ny. Training & coaching as per findirgs

w

-] in lII
Apil 14- 3 Aprld week
week Tho Apsraier B the Rewsewer finalie T;:::un m;lﬁ:l.FhMI::ﬂ:“
W rolrgs and comoleie procoss of stibutinn of Appraisal KItRrg
Fingl TR and adeisment & decusson. Fecdbazk 1o eramant & prormation letiers)
documentation done By (he Appralsee. Final Rategs commumicaled

Appraisor 10 finakee (e ralings tmHR

2.5.3.2 INCREMENT POLICY

Objective: To better overall performance through recognition of individual's contribution, bringing m
accountability for individuals, promote teamwork and bring in focus on Company's success as a whole.
Excellent performance needs to be recognized and appropriately rewarded. Simultaneously, for non-
performers areas of improvement need to be identified and necessary corrective action inftiated,
Annual Increment is based on the following parameters:

a)  Individual performance

bl  Company's performance

c]  Lastyear’s increment trends

d]  Industry trend
Increment is based on percentage increase in CTC and is disbursed once in a year. The range of percentage
increase is decided taking the above factors into account. In cases of exceptional performance ar where the
Management feels it necessary, increase in CTC beyond the range may be considered. Refer Annexure 33 for
Incremant Letter,

Objective; To reward potential of Individuals,
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Process: A promiotion is a farear opportunity far an employee that ‘rvehies greater respensibilizios ard may
alsa involwe an increase m salary Prownotions of employees generally take place within ther wws Lnit.
Howewet, depending upon business requitement an employes may B transferred and promated o 3
position culside bis awn Unlt / Gepariment provided the efnployee possesses the reguisite qual fizaticn ard
capirlence far the post. An ernplayee hag bo com plete at least Two years’ serv.Cein his existing designatlen to
be considered eliglble for promotion to a higher position Promotions will generally Take place fram 1st April
algng with grant of annaal inerements |specimen of the Promotlan Letier is attacned in Annexune 349

In caset nf exceprional performance or where the Managenient faels it nocessany, prometicn out of turn may
ke cons.dered.

2-5. 3,4 REWARD B RECOGNITION

l. ETAR PERFORMER OF THE PAOMNTH

OEIECTIVE
The Schame enwi-;ages..nbject:r;'e. selection of -hl.gh. per‘nrmlﬁg;mplwees at varlous locaticns as “Sti
Perfarmer of the Month” [soopimen of the Star Perforner of the month is attached in Anaexore 35| and
reward thert it the felowing objectives:
» Bring In achieyement grieniation amongst omployees and thus crealing an arganlzation aurturing
perfarmance and rmifdvation
* eward & Recognitlon to hugh nerformers
s Recognize every employee a3 & valuable asset of the erganization by pa-tlopatieg in and calebrating
s sprcidl morments.
e Towvew this Scheme as an efective way ol Increasing emplayee marale and motnation.

c1lalBILITY
.ﬂ;.llperrnanu.m em i:u.im;'e'r.ﬂﬁ-f-l-ié rol sofLhe Gom i;i:a;n:.- ofthelevelolSenar M anapge* | M -E;] and below
RETADDOLOGY
i] The immediate supsriars will sbserve duning the manth the work atd candiet of ther direct reports
anicd identily 1 s1ar pesforme m based an the fallow g seven attributes.
4. Jobk Pecformance
o. Job Knowledge
¢.  fost Const ousneis
. Saleily Conscicusness
e. Relighility and Dependabihty
f. Inter-personal Relationship
g. [Hzcipline
iy The employect s, w |dentiFed wi | be rated yolntly by rhe immediate superior/sestiohsi heard ane T
HOD an p scale of 1-3, where 1= Good, 25 Wery Good and 3=0utsianding in tho proeseribed
fomination Form fspecimen af the Nominatlon Form is attached in Adnexore 351 10 Fhe evant o7 2
uifferense of opinion regarding rominatian aof an ergployee as "itar ¢f the Manth®, ke decsion of the
HO D will presall,
ity The HOO will forward the Nomanalion Farm, duly e in, ina sealed emvelope 10 the Head o HRAR ol
the respective [0CaTIoRE by 25th of vwery month. The prescribed Namlnation Farm is available 0 each




I

v)

i)
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department under the custody of the HOD. If no nomination is being made in a particular month,
intimation to this effect should be sent to the Head HR/IR by 25th of the manith,

Head-HR/IR of the respective locations will collate the MNomination Forms received from all
departments and prepare a department-wise list ranking the nominees based on their scores,

There will be a Committee chaired by the Head of the Unit with the Head HR/IR and the HODs
concernad as Members which will decide the “Star Performers of the Month®, An executive of the
HA/IR Department will be nominated as Secretary of the Committee who will provide the necessary
secretarial assistance,

Cnee all the nominations are received the Committee will convene a meeting to select the “Star
Performers of the Month™ such that the selection is announced on the 1st of the month with the
protegraphs of the winners displayed at conspicuous places. The selection should be unanimous.
ltowever, in the event of a difference of opinion the decision of the Head of the Unit will pravall, In
case tho nemination received more than 3 we have followed chit system for 3 top performer names.

wii] The “Star Performers of the Month® are rewarded with a gift voucher/cash which at present (s Rs.

2,100/- (Rupees Two Thousand Cne Hundred only) each which is presented by the Head of the
Unit/Head of Department in the presence of other senior executives.

viii) Once an employee Is rewarded as “Star Performer of the Manth®, his re-nomination can be made

i)

only after a gap of three months,

If an employee is selected "Star Performer of the Month” four times in a year, he/she will be
selected as “Star Performer of the Year” and rewarded with cash/gift voucher worth Rs, 5,100/~
{Rupees Five Thousand One Hundred only).

x) The photographs and details of the "Star Performers of the Month™ should be sent to the Chief
Corporate Communications, Mumbai, who will arrange to publish the same in Company's In- house
publication, CIP,

2.5.4 DESIGMATED AUTHORITY

All business unit heads are responsible along with HR for implementing this policy.

2.5.5

REVIEW AND MONITORING

This palicy may undergo change after review by management and as per revision of act/ law as and when
required.
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25 5.1 4P MEMORIAL COMMITMENT, INTEG RITY LOYALTY (CIL) AWARD
1. Objective

To promete the culture of Commitment, Integrity and Loyaity within the DI':E.HHIEEIIZIIIDI'I- by i*ewardlné
employvees who exhibit these attributes in their day-to-day work performance.

118 Goope

Permanent emplioyees on the rolls of the Company up to D:Eput-.- Manager across all levels amd all units of
Time Technoplast Group of iIndustries.

I Cuanturm & Freguency:

This reward ks g‘nreh once every guarier. The employees are rewarded with gift voucher or cash of Rs. E,SDUJ"_-
along with a Certificate of Appreciation.

W, METHOROLOGY

iy The HOD will fill in the nomination form stating the specific eamplefs of how the nominee has
demonstrated commitment, loyalty and Integrity in the workplace and how the same has affected

she business. The filled in nomination form must be sent jatest by 25th of the third maonth of the
quarter 1o the Head-HR/IR.

i} The Head-HR/IR of the respective locations will callate the Momination Forms received from all
departments and prepare a department-wise list of the nominees,

il There will be a Committee chaired by the Head of the Unit with the Head HR/IR and the HODs
concemed as Members which will decide the recipient of the award. An axecutive of the HR/IR
pepartment will be nominated as Sacretary of the Committee who will provide the necessary
secretarial assistance.

ivl Once all the nominations are recaived the Committee will convene a meeting 1o select the reciplent
af the award. The selection should be unanimous. However, in the event af a difference of opinion
the decision of the Head of the Unit will prevail.

y] The award will be presented by the Managing Director during his visit to the plantfunit.

v} An employee once rewarded under this category can bi re-nominated only in the next financial year.

vii} The photographs and detalls of the recipient of "MP Memaorial CIL Award’ should be sent to the Chief
Corporate Communications, Knlkata, who will arrange to publish the same in Company’s in-hause
publication, Disha.

) 5.5 2 REWARD FOR OUTSTANDING SAFETY CERFORMANCE
Vi  OBJECTIVE
This reward scheme seeks to encourage and motivate the departments to imorove their safely performance

and Is in addition to the rewards given to individual employees for their eentribution 1o promote safety and
other recognition MEasures prevalent in various Limits.

CATEGORIZING DEPARTMENTS: For the purpose of this Scheme, the departments ina particulze Unil shall be
divided into three categoeries, namely, [A] Core operation and maintenance departments {B) Technical
support services and |C) Support or staff functions. The categorization takes into account the difference in
degree of difficulty with respect to safety hazards dependent on the prOCESSES and functlons of sach
department. '

MEASUREMENT OF SAFETY PERFORMANCE: The Safety Performance is measured interms of the accident:
frec man-hours achieved by a department of a gra up of departments against 2 given target. Since the degree
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of difficulty for the three categories of the departments mentioned above is different, the corresponding
target for the department/s is also different. Lost time accidents including road accidents inside the prant will
be treated as “accident’ for this purpose,

While departments in Category "A" may compete for the reward based on their individual performance
those inCategory "B and Category “C” may be cly bbed together since their individual manpower may be too
small to fetch a reward within g reasonable period of time. Departmants in Category “A" will be eligible to get
the reward on achieving 0,25 million accident-free man-hours: Category “B" and Category "C* may hecome
eligible for the reward on achieving 0.5 million and 1 million accident-free man-hours respectively caleulated
on the basis of their combined manpower strength.

OUANTUM OF REWARD: The quantum of reward is a picnic grant of Rs. 73/ {Rupees seventy five only] per
employes, A department in Category "A" will be entitled to a plenic grant of Rs. 75/- multiplied by the men-
on-rall InthEd&panmnntﬂnﬂI:hJEﬂ.rlngﬂ-E5n'|lllll:|rlacc|dE nt-free man-hours. The men-on-roll wil| be calculated
an the day the department achieves the target, Further, for every additional 0.25 million accident-lres man-
hours sucha departmentwill be entitledto another picnic grant of Rs, 100/- per hoad.

Similarly, departments under Category "B” and Category "C” taken together will be entitled ta a picnic grant
of Rs. 75/~ multiplied by men-on-rall in the two categories on the day they achieve 0.5 millian and 1 million
accident-free man-hours respectively. For every additional 0.5 millizn and 1 million accide nt-free man-hours
achieved by Category "B" and Category “C” respectively thay will be entitled to a picnic grant of Rs. 100/-
multiplicd by the men-an-rall an the day they achieve these mile stones,

CALCULATION OF ACCIDENT-FREE MA N-HOURS: For the purpose of calculating “accident-free man- hours"
mer-on-roll will be multiplied by 8 haurs (of a shift) and again multiplied by number of days worked (805 of
the total working days will be considered to account for leave, off etc )

2.5.5.3 REMUNERATION AND RECOGNITION FOR INTERNAL TRAINING FACULTY

Wil DBEIECTIVE
Fecognition of employees participating in d:u_signln.g amd darlu:eﬁng In-howse training sessions,
Procedure for Empanelmeant

I} Every year, in the month of February, a Circular is issued by the Training Managers in the respective
Units inviting applications, in a prescribed format, from employees who would like to serye as
internal faculty, In addition, whenever an employee at Managerial level joins the Organization,
hefshe is provided with the prescribed format for opting to become an Internal Faculty, if he/she 50
wishes,

i) Depending on the area of expertise, the faculties are invited to defivar training,

iii] As per existing palicy, payment of a remuneration of Rs. 300/- (Rupees Three Hundred only) is made
per session ranging from one-and-half hours to two hours duration. The payment is made along with
the salary for the month on advice from the Training Manager at the respective Units to the Pay-roll
Section

Wl The performance of in-house trainers js assessed from time-to-time based on the feedback piven by
the participants. Those who secure ‘ess than 3 on a 1 = 5 point scale on three Consecutive sessions
are taken out of the panel; they may ke considerad for re-enrolment after s months,

vl An annual functionis organized to recognize the Best, Second Best and the Third Best Internal Trainers
based on the number and quality of the training sessions conducted by them. The employees 5o
nominated are felicitated with Cach Awards or Gifts of Rs. 10,000¢-, Rs, 7.500/- and Rs, 5 000/-
respectivaly and a Certificate of Appreciation by the Managing Director,

Page | 101




TIME TECHNOPLAST LTO. TIMET

2.6 EMPLOYEE SEMSE OF ENGAGEMENT

26.1 POLICY STATEMENT

TTL believes that the bullding employee engagement |and retention) starts from their first day at the office,
when you introduce them to your company’s culture throwgh sharing the company's policies and procedures.
A company's policies give employees an immediate sense of what the company stands for — 115 values,
business ethics and personality. TTL looks forward for participation of employees in decision making
processes for better ownership and engagement of employees.

The TTL group committed to ereating a high perfermance work environment characterised by high levels ot
employee engagement, Where practicable, employees will be consulted over key aspects af the
management of their working life and their invelvemnent and feediack will be taken on board and seen as a
pre-requisite for the successful implementation af initlathves.

2.6.2 OBIECTIVES

«  Align Employees with the Organization's Goals and Values
Increase in employee productivity

e Enhance Emplovees' Sense of Well-being Provide open and honest communication to emplayees On
both business and individual performance

+  Seek input from employees on important initiatives that impact on their role and work environment

s Seok employes views on 2 regular basis

s Collaborate on the development of business and individual objectives

« Carefully consider employee feedback and where appropriate act on suggestions offered andfor
concerns raised

s Provide mechanisms for the Investigation and resclution of grievances

= Improve Werkplace Conditions that Drive Engagement

& Understand the Attitudes of your Employees

s  Employee motivation

2.6.3 PROCEDURE

3.6.3.1 BIRTHDAY GREETINGS TO EMPLOVEES
Objective: to greet employees on their Birthday
Scope: All permanent employees of the Company

Procedure:
if  All permanent employees of the Company are greeted on their birthdays with a greeting from the
HR.

il Head of HR/IR in respective units prepares a list of employees with their date of birth falling during
the calendar year and arrange for birthday greetings on the dates of thelr birth,

i} The Head of HR/IR will submit to the Chief-Corporate Communication every guarter the list of
employees to whom greeting card and token gifts were handed over.

Ohjective; Torecognize long and meritorious service put inby employees and e ncourage them to plan long term
aecochation with the Company.
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Scope & Eligibllity: Permanent employees of Group Companies wha have completed 10 and 15 years of service
inthe Company will be eligible for Long Service Awards as follows:

Tablu 2-18: Award Fh:n,pt Years of engagement with comparsy
ngth of Service Ill!ard

10 years 5. 10,000/~ cash award or Gift

ls'warﬁ 5. 15,000/- cash award or Gift

| CALCULATION OF SERVICE:

The length of service for the purpose of Long Service Awards will be computed from the date of joining
employment, subject to the condition that breaks up to 30 days or less between twao stints of permanent
employment will be condoned. The period of break will, however, be excluded for calculating the length of
service,

i} Short service up to a period not exceeding 30 days for a separating employee (retirement and death
while in service) may be condoned to make an employvee eligible to recelve Long Service Award.

i Training period of an employes (GET, MT, DET etc.) will be considered as service for calculating the
length of service where such training is Immediataly followed by regular employment on successful
completion of training.

il Any period of leave-without-pay (LWP) in excess of 30 days either at a stretch o n aggregate taken
in & calendar year will not be included as service.

Wl Employees with unsatisfactory service record having been suspended for proven acts of misconduct
will not be considered eligible for Lo ng service Award, Such instances will be dealt with on a case-to-
case basis. Further, an employee whose services are terminated for unsatisfactory service or
misconduct will not be considered for Long Service Award.

Il PRESENTATION OF AWARDS

Thepresentationof Leng Service Awardsshouldbemadeansultable occasions, such as Diwali, visit of Directors
to the Units or any other departmental functions as follows:

Table 3-17: Prasartation of Long Servce Awards
Grade Aowsards to be given by |

Al Grades : ru.ﬂ[}.u"ﬂireﬂars J CEQ/COD/President/Unit Head

i, PROCEDURE FOR PFI.{}ELIFI:EMENT AND DISTHEEUTiﬂ'N OF LONG SERVICE AWARDS

The entire process of pm:umment and distribution of Lnng Service Awards will be facilitated h'f the HR
Department at Corporate Office and the respective locations,
[} The HR Department will prepare a list of employees completing the required number of years of
service and eligible to receive Long Service Awards at the time of Diwali Occasion,
il Based an the list so prepared, the HR department will raise indent for pracurament of wrist watches
of siiver Coin with inscription.
i} In addition to procuring the Awards, the HR Depantment will alse prepare Leng Service Award
Certificate in the prescribed format. The Certificate duly signed should be handed over along with
the Long Service Awards
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w) It will be the responsibility of HR Department to organize Long Service Award functions on suitable
accasions in such @ manner that no employee waits longer than a month to receive the Award which
has already become due ta him.

vl While arranging the function, care should be taken to ensure that sufficient number of colleagues of
the Long Service Awardees are present at the function. A citation should be prepared and read out
at the function and arrangements made for refreshment and phatography. A photograph duly
framed should be given to the employee concerned after the function. Arrangement should also be
made for publication of the photograph in the Company’s house magazines with the assistance af
Corporate Communication Department.

I, FAREWELL GIET AND LETTER TD RETIRING EMPLOYEES
Permanent employees who retire from the services of the Company afer eompleting continuous seru'iccﬁ
at least five years or more are presented Farewell Gifts and issued Farewell Letters. Farewell Gifts: Gilt
Vouchers of the following value are awarded to employees dependingon their level and grade:

Table 2-18: Employes Lovels: Entitlement for Farewell Gifts

Grade Designation }ﬂumuum

Wz and above Vice Presigents and above |&s. 10,000/- or Gift
V3 to M1 AVE / 5.GM [ GM Rs. 7.500/- or Gift
tr.-'l.] 1o M5 GRS AGH /50 Manager! Manager / Deputy Manager Rs. 5,000/ o Gift
rﬂ-e anvel below i;ﬁs.smunt Manager and below fls. 3,000/~ or Gift

Precentation of the Awards: Heads of HR/IR at the respective locations will prepare a list of retiring employees
svery three months and arrange Gift Vouchers of appropriate value. It s also their responsibility 1o ensune
that the Farewall Gift is awarded to the retiring employee, as far as possible, on the last working day by the
Head of the Department concerned in the presence of ather employees in a formal function, In the event it
is not possible to award the Farewell Gift for any reason 1o the rotiring employee, an amount equivalent to the I
Gift Vaucher should be paid to the retiring employee along with his Full & Final Dues.

Farewell Letters: Farewell Gifts to retiring employees should be accompanied by a Farewell Letter (o be issuwed
by the following authorities in the prescribed format |Refer sample Farewell Letter in Annesure 37)

Table 2-19: Employee Level: Farewell letters Issuance

Frade Designation To be issued bwy - |
1 and abowe Gk and abowve pADS Directors _|'
3 and balow DGM and below ~EO/CO0 [President/Unit Head

Preparation of Farewell Letter: As in the case of Farewell Gifts, it will be the responsibility of Head HR/IE of
respective lacations to have the Farewell Letters prepared and signed by the respective authorities sufficienthy
in advance 5o that the Gifts are presented along with the Farewell Letter.

2.6.4 DESIGNATED AUTHORITY
all business unit heads are responsible along with HR for implementing this policy.

2.6.5 REVIEW AND MONITORING
This paolicy may undergo change after review by management and as per revision of actf lw as and when
required
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2.7 COMPANY POLICY/COMPLIAMCE

2.7.1 POLICY STATEMENT

TTL i= committed to compliance with all relevant laws (acts and regulations), standards, codes, and policies.
TTL belleves that is required to comply with aumercus ocbligations relating to its key activities and
stakeholders, and effectively integrate these into day-to-day operations. Compliance is fundamental to the
organization for achleving its strategic, operational and business objectives, and good governance. This
Policy s alse consistent with the safe workplace which upholds the organiations commitment to the
highest standards of excellence, integrity and ethical behaviour,

Pt

2.7.2 ODBJECTIVES

This poficy demonstrates TTL group’s commitment to compliance. It Support and facilitates good
governance, through a proactive approach to compliance management, This helps to develop and promote a
culture that values compliance across the organization and enable continuous improvement In compliance,
in order 1o effectively meet the needs of the erganization

2..?.3._FEIDEEDLIHE

2.7.3.1POLICY ON RECORD KEEPING
Factory HR |5 responsible to obtain copies of the local labour laws and any regulations relating to health,
safety and environmental requirements and have to report to TTL Head (Corporate HR department) for any
support required, The factory management system includes the guidelines on basic systems of record
koeping and personnel filings. All records are maintained on site and can be accessed in a convenient and
timely manner, Factory MR will update the obtain copies of the local labour laws and any regulations relating
to health, safety and environmental requirement in Legal Tracker Software (Lexcare] and corporate awdit
team confirm the compliance on manthly basis. Human Resources/Personnel are responsible for supervising
the lebour and HSE management systams,

2.7.4 DESIGMATED AUTHORITY
Al business unit heads are responsible along with HR for implementing this policy.

2.7.5 REVIEW AND MONITORING

This policy may undergo change after review by management and as per revision of act/ law 2z and when
required.
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3.2.2 OBIECTIVE

TIME TECHMNOPLAST LTD. TIME

3, KEY.POLICIES FOR WORKERS

3.1 SCOPE

This section is for policies strictly fer company workers (U1 to OA3) and other categories of workers [if
expressly listed below) at all sites of TTL. Any amendment shall be put as annexure to the palicy.

3.2 POLICY ON RECRUITMENT OF WORKERS

3.2.1 POLICY STATEMENT

It is TTUs commitment to have fair, non-discriminatory, ethical and transparent recruitment process. This
policy is applicable to all the units of TTL Group.

To streamling the procedure of the workers' recruitment in the TTL Graup.

3.2.3 PROCEDURE

Respective Unit/Factory HR department to plan recruitment as per following guidelines,

* [For assembly, worker/ operator should be recruited & they have to undergo colour blindness test
and hand mavemaont test 1o ascertain their suitability

*« Concerned department will forward the requirement of manpower 0 corporate HR duly approved
by Head - Manufacturing. Factory HR will check the requirement against Manpower Budget.

= Factory HR will arrange for Blo-Data from its own data bank or other sources. As far as possible,
cperator should be recrulted through reference of an existing emploves, who would assure his/he
conduct and past record and will give declaration in the prescribed format

» Candidates, who successfully clear the first round of interview, will undergo practical skill test. For
skill test, skill machine fequipment should be used. Practice is allowed to thie candidate for operation
of machine for ten minutes. The skill machine should be designed to test one’s concentration andd
coordination of eyes and hands

«  Candidates who clear the skill test should be called for final interview by selection committes
Selection committee to consist of concerned Departmental Head along with Factory HR Head

= An appointment letters will be issued to all operators upon joining.
=  The period of probation will be 6 months,

# The need to extend the probationary period beyond 6 months can only arise in the case of an
average or mediocre performer who needs to be given "another chance”.

» Department Head may extend the probationary pericd up to a maximum of three months for two
times.

* In case of wemporary workers, these "Temporary Operators” will be entitled to EL / CL f 5L as
applicable to regular operators. l.e. EL- 15, CL- 7, 5L {If no ESI) - 7.
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+ During the period of & months, thelr performance shall be judged for confirmation of decision at the
end of the & manths. Salary for the Temporary operators will be finalized at the time of increments in
the month of April every year.

»  Thess “Temporary Operators” will also be entitled to ESI & RF. as applicable to regular employees.
» Temporary Employees will be provided canteen/bus facility as provided to permanent employees.
#  HBonus will be given to temporary operators as per Bonus act.

» MWOTICE PERIOD: For all probationary appointments, the notice period should be 15 days on either
side,

'3.2.4 DESIGNATED AUTHORITY

All business unit heads are responsible along with HR for implementing this policy

3.2.5 REVIEW AND MONITORING

This policy may undergo change after review by management and as per revision of act/law as and when
reguired, {Monitering by Internal Compliance Committes)
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a:3 POLICY ON RECRUITMENT OF CONTRACT WORKMEN/OPERATOR AND CONTRACTOR

1.3.1 POLICY STATEMENT

Policy aims to ensure fair hiring of contractors and contract workers. This policy states TTL commitment
towards ensuring compliance to legal laws with respect to national laws. TTL is committed to non-
discriminatory practices between company appointed labourers and contract labourers.

3.3.2 OBIJECTIVES

*  Toensure fair and ethical hiring of contract workers
+ Toensure legal compllances of contractors
#  Toensure non- discrominatory practices for contract workers

3.3.3 PROCEDURE

Contractuor Manpower shall be engaged as per Contract Labour Act. The following points te be checked, in
accordance with the Act:
= Walid registration number of the contractor from labour departme nt,
*  Enpgape contractors who are included in registration,
s The Contractor should have valid Registration licences, under the Contract Labour Act, PF Act and ES|
Act.
* There must be avalid agreement between the Employer and the contractor,
= Factory HR has to check whether the Contractor has made the payment to his peogle and has filed
the statutory return on a monthly basis, No bill will be paid without attaching PF, ESI, etc. deposit
challans of previous month’s payment,

For detailed policy, refer Contract Worker Management Manual,

3.3.4 DESIGNATED AUTHORITY

All business unit heads are responsible along with HR for implementing this policy.

3.3.5 REVIEW AND MONITORING

This policy may undergo change after review by management and as per revision of act/ law as and when
reguired. [Monitoring by Internal Compliance Committea)
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3.4 LEARNING ANMD DEVELOPMENT

3.4,1 POLICY STATEMENT

Through our Leamning & Development |LED) platform we provide opportunities for all werkmen to maintain
and develop capabilities, assisting them to achieve their career goals and ensure that TTL has a workforce
that can be deployed to successfully deliver on the Group's business strategy.

See.7A of the Factories Act stipulates the duties of occupier in general. Clause (c) of Sub-section (2] of
section 7A requires that the occupier shall provide information, instruction, training and supervision as are
necessary to ensure the health and safety of all workers at work, The Factory Rules of the States enumerate
various health and safety measures for the safety and welfare of the workers. The following trainings are
mandatory for factory workers:

i} Health & Safety Training
v Fire & safety
¥ First aid training
#  Electrical safety traiming
o Harardous communication training
¢ Elements of Safety Program

i} Behavioural Trainings
* Supervisory effectiveness training
& Leadership development trainings
»  Communication trainings
¢ Workplace violence
»  Stress Management

it} Regulatery Compliance Trainings
& Provention of sexual harassment training
s Grievance Redressal Mechanism training
* Employee Benefits training
»  Works Committes training

3.4.2 DBIECTIVES

TTL belisves that a workforce that is supported in ongolng learning and capability development is best
equipped to:

» Meet the challenges of a highly dynamic work environment;
» Deliver high performance in a sustainable fashien; and
» Mitigate business continuity risks by having a pool of skilled internal candidates for pramation.

— i — ——

3.4,3 PROCEDURE

TTL recognises that L&D costs must — like any other cost — be managed prudently and a3 a result provides a
budget that is distributed between centraily provided LED, manager directed learning and external
aducation assistance. The TTL is committed to ensuring that 100% of eligible TTL workers have a
Development Plan In place and takes steps to achieve this by of each calendar year. For
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individuals with a Development Plan already formulated, TTL aims to ensure that it is being actioned and
seeks evidence of progress (including recommending development cornversations between indniduals and
managers at least twice a year during the mid and new development planning annual cycle),
LED framework |5 bullt upon how individuals internalise and apply what they learn based on how they
acquire the knowledge through the 70/20/10 approach that describes how learning occurs:

»  T0% from experience - real life and on-the-job experiences, tasks and probiem solving;

» 0% from exposure - feedback and from observing and working with role models, mentors and
coaches; and

»  10%: from education - formal training.

Managers are responsible for:

* Suppaorting and encouraging employees to put in place and act on individual Development Plans;
= Identifying capability gaps In indlviduals and working with them and/or Learning & Development to
implement solutions;

*  Managing resources accordingly to allow individuals to undertake necessary development:
* Ensuring that development outcomes are achleved and that there is an appropriate return on the
development investment evident In on the job contribution and performance

1.4.4 DESIGMNATED AUTHORITY
All business unit heads are responsible along with HR for implementing this policy.

'3.4.5 REVIEW AND MONITORING

This policy may undergo change after review by management and as per revision of act/ law as and when
required, (Menitoring by Internal Cempliance committee)
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3.5 SOCIAL WELFARE POLICIES

3.5.1 POLICY STATEMENT

This Policy alms to provide rules and regulations of welfare to staff and workers {categories of workers are as
sxpressly listed for subsections of the policy} at plants. As per our social welfare policy we try to provide 2
safe enwironment and mitigate risks for aur employees.

3.5.2 OBJECTIVES

The ohjective of the social welfare policies is summarized below:
« To provide guidelines for providing welfare facility for employees/ workers working at sites/factories
at TTL
s To provide better life and health to the workers
#» To make the workers happy and satisfied
» To relieve workers from industrial fatigue and to improve intellectual, cultural and material conditiens
of lving of the workers

3.5.3 PROCEDURE

3.5.3.1 GROUP PERSOMAL ACCIDEMNT INSURAMCE POLICY
The Company contributes to a Group Personal Accident Insurance Policy in respect of permanent staff and
workmen on the rolls of any of the Units of the Company. Contract staff or workmen are not covered under
Group Personal Accident Insurance Policy. The Policy provides for payment of compensation to an amployes
in the event of his/her meeting with an accident, except under circumstances listed in the Policy. The "sum
insured” is individualized and actual compensation is dependent upon the nature of disability suffered by the
employee insured. The scheme Is centrally handled by the HR Department, Corporate Office at R b,
Along with the group insurance policy, all workers régardless of their permanent or temporary natune of
work, benefits from the ESIC scheme as well, The salient features of the Policy are as follows:

I BEMEFIT UNDER THE POLICY / CLAIM DOCUMENTS & PROCEDURE )
The h-EnEle‘_ payable to or in favour of the Insured Person will be as par the following Categories but r||;|-t
exceeding the Capital Sum Insured the details of which are available with the Corporate Office, Mumbal. The
list of Insured Persons and the Capital Sum Insured are available with the Heads of HR of each Unit.

il Death: The Capital Sum Insured {100%) will be paid if the death of the Insured Person is within a
period of twelve months from the date of bodily injury, and such bodily injury is the sale and dircel
cause of the death of the Insured Persomn.

ii) Permanent Total Disablement (PTD): If such injury shall within twelve months of its cocurrence be
the sole and direct cause of the total and irrecoverable loss of
al  Sight of both eyes, or of the actual boss by physical separation of two entire hands or Two
entire feet, or one entire hand and one entire foot, or of such loss of sight of one eye and
such loss of one entire hand or one entire foot, then the Capital Sum insured {100%) as
applicable to such Insured Person.
b} Loss of use of two hands or two feet, or of one hand and ene fect, or of loss of sight of
one eye and loss of use of one hand or one foot, then the Capital Sum Insured |1 D0%) as
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applicable to such Insured Person.

€]  The sight of one eye, or of the actual loss by physical separation of one entire hand or
one entire foot, then fifty percent (50%) of the Capital Sum Insured as applicable to such
Insured Persomn,

d) Total and irrecoverable loss of use of a hand or a foot without physical separation then
fifty percent {50%) of the Capital Sum Insured as applicable to such Insured Persan.

€] MNote: For the purpose of clause {c} and (d) above, physical separation of a hand or foot
means separation of hand at or above the wrist, and of foot at or above the ankle.

fi If sueh injury shall as a direct consequence thereof, immediately, permanently, totally and
absolutely, disables the Insured Person from engaging in being occupied with or giving
attention to any employment or occupation of any description whatsoever, then a lump
sum equal to hundred percent [100%) of the capital sum insured as applicable to such
Insured Person.

i1} Permanent Partial Disablement (PPD): If such injury shall within twelve calondar months of ite
socurrence be the sole and direct cause of the total and/or partial irrecoverable boss of use or the
actual loss by physical separation of the following then the percentage of the Sum Insured payable
to such Insured Person is in the manner indicated below. (Refer Annexure 38 Percentage of Capital
Sum Insured for Permanent Partial Disablement) ;

iv) Temporary Total Disablement (TTD): If such injury shall be the sole and direct cause of the
temporary total disablement, then so long as the insured person be totally disabled from engaging
In any employment or accupation of any description whatsoever, a sum at the rate of ane percent
(1%} of the Capital Sum Insured will be paid per week, but in any case not exceeding Rs. 5000/~ per
week, under all policies.
Frovided that the compensation payable under the forgeing clause shall not be payable for more I
than 100 weeks in respect of any one injury calculated from the date of commencement of
disablement and in no case shall exceed Capital Sum Insured as applicable to such Insured Person.

vl  Medical Expenses: Medical Expenses payable on actual not exceeding 40% of above benefit siii, i,
iv, v) subject to a maximum of Rs 50,000/- or 10% of sum insured whichever is less iriggered only
when claim is admissible under above benefits (i, i, iv, ¥,

vi] Carriage of Dead Body: In the event of death of the Insured Persan due to accident as defined n _
the poficy outside his residence, the Company shall reimburse in addition to the amount payable |
under clause (i} above, expenses incurred for transportation of Insured's dead body to the place of
residence subject to a maximum of 2% of Capital Sum Insured or Rs,2,500/-, whichever is kess

vii}) Children's Education Grant: In the event of death or permanent total disablement of the Insured
person due to accident as defined In the policy, the policy shall alse pay the following amount as
education grant for dependent children of the Insured,

* One dependent Child (Below age 25 years) 10% of Capital Sum Insured subject to
maximum of Rs, 10,000 /-

» Maore than One dependent child (Below age 25 vears)10% of Capital Sum Insured subject
to maximum of Rs. 20,000 /-

viii) Claim Procedure: Upon the happening of any event giving rise or |lkely to give rise to a claim under

the Policy:
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al The Head HR/IR of the Unit shall give immediate notice thereof in writing to the
Corporate HE, Mumbai for lodging clalm to the Insurance Company.
by The insured shall deliver to the Company, within 14 days of the date on which the event
shall have come to his knowledge, a detailed statement in writing as per the daim form
and any other material particularty relevant to the making of such claim.
€} The insured shall tender to the Company all reasonable information, assistance and
proofs in connection with any claim hereunder.
dy  Clairm Documents; The Head HR/ IR will be required to furnish the fellowing to the Corporate
HE, Mumbaiinsupportof 2 claim:
s Duly completed claim form
s [Doctor's Report
®  Post Mortem Report & Police report, wherever necessary
&  [keath certificate, wherever necessary

= Medical Bills, wherever applicable

In ne case whatsoever, shall the company be liable , for any expenses after the expiry of 30 days from the
date of completion of treatment, unless the claim is the subject of pending action or arbitration; it being
ewprasshy agreed and declared that if the Company shall disclaim lability for amy claim hereunder and such
claim shall net within 12 calendar months from the date of disclaimer have been made the subject matter of
3 sult In court of law then the daim for all such purposes be deemed 1o have been abandoned and shall not
thereafter be recoverable hereunder. (For any further clarification abouwt the provisions of the Palicy the
Corporate HE, Mumbail may be consulted).

153 2 EMPLOYEES STATE INSURANCE ACT, 1948
The emplovees of factories/ establishments, that fall within the ambitl of coverage, and carning wages not
exceeding Rs. 21,000/~ per month (Rs. 25,000/- per month in case of persons with disability) are covered
under the ESI Scheme. For further details, refer to htips://www.esic.nic.infattachments/files/fag pdf &
hitts s/ fwoana esiconic.ing publications

I, BEMEFITS UMNDER THE ESI SCHEME
0l Medical Benefit o
i} Sickness Benefit {SB)
a. Temporary Sickness Benefit
b. Extended sickness Benefit (ESB)
c.  Enhanced sickness Benefit
iii) Maternity Benefit
ivl Disablement Benefit
a, Temporary disablement benefit (TDE)
b. Permanent disablement benefit {PDB)
v} Dependents’ Benefit (DB): In case of death, as a result of employment injury, the dependents of an
imsured person are eligible for periodical payments, Pension at the rate of 40% more than the
Standard Benefit Rate will be paid periodically to widow (s) and children in accordance with the
prescribed share, An eligible son or daughter is entitled to dependent’s benefit up to the age of 18
without any proof of education; the benefit is withdrawn if the daughter marries earlier,
vi} Funeral Expenses: Funeral benefit is a cash payment payasble on the death af an insured person
towards the expenses on his funeral, the amount not exceeding Rs.10, 000/,
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3 5 3 3 EMPLﬂ"I"EEE GHGUF PL'ECIDEHT&L SﬁHEME

All staff of the company/establishiments are covered under the GPA Scheme. All company workers & contract
workers, ather than those covered under ESIC, are covered by Workmen Compensation policy in various Pan
India locations,

B DEPEMDENTS" BENEFIT

In case of death, as a result of employment Injury, the dependents of an insured person are eligible for 100
times of last drawn Basic Salary as Compensation.

3534 EMPLEI"I’EES EDMPENSATIDN ACT, 1923
An employee not covered under ES| Scheme Is governed by the Employee Compensation Act 1923,

I DEPENDENTS” BEMEFIT AND PROCEDURE
i) In case of death an amount equal to 50% of the monthly wage multiplied by the relevant factor as
given in Schedule IV of the Act or Rs. 80,000/~ whichever is more.
ii} In case of permanent total disablement, it is 50% or Rs. 90,000/ whichever is more and
iii} In case of permanent partial disablement, the compensation payable Is proportionate to the
disability arrived at as per (i) above.
In case of permanent partial disablement, the compensation payable is proportionate to the disability
arrived at as per (ii) above.

3.5 3.5PROCEDURE
As mentioned in Compensation policy in Section 1 (Comman HR Palicies for Staff and Workers).

3.5.4 DESIGNATED AUTHORITY
All business unit heads are responsible along with HR for Implementing this policy.

3.5.5 REVIEW AND MOMITORING

This policy may undergo change after review by management and as per revision of act/law as and when
required. [Manitoring by Internal Compliance Committee).
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3.6 COMPANY POLICIES AND COMPLIANCES

3.6.1 MINIMUM WAGES POLICY
3.6.1,1 POLICY STATEMENT

As TTL, we are committed to ensure rights af workers and hence we are also committed to ensure minimum
wages 1o all our workers

No regular or contract employee shall be paid less than the minimum wage, Employees shall be paid
minimum wages as applicable Including revisions fram time to time in each state or mare as determined by
management In accordance with the skill and senlority of the employee, The determination of minimum
wages as part of the total salary will be in line with the EPFO requirements and other rélevant judgements.
The overtime payment will be calculated in line with the applicable minlmum WAages,

® The minimum wages applicable to the different states In India are applicable

= It is the responsibility of the Factory HR Heads to have up-to-date information of the minimum
wages applicable to the employees working under their units

* The impact of minimum wages changes shall be incorporated during appraisal and increment

3.6.1.3 PROCEDUAE
As mentioned in Compensation policy in Section 1 {Commaon HR Policies for Staff and Warkers),

1.6.1.4 DESIGNATED AUTHORITY
All business unit heads are responsible along with MR for implementing this policy,
3.6.1.5 REVIEW AND MONITORING.
This palicy may undergo change after review by management and as per revision of actflaw as and when
required. {Monitoring by Internal Compliance Committes).
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3.6,2 WORKING CONDITIONS

3.6.2.1 POLICY STATEMENT

AT TTL, all workers are treated with respect and dignity and provide them with a safe and healthy
anvironment, \Workers must not be subjected to corporal punishment or any other form af physical,
peychological, sexual or verbal harassment. Any form of harassment is 2ero tolerance issue at TTL

1.6.2.20BJIECTIVES
¢ To provide safe work environment te all workers
» Toprovide a platform for complaing, suggestions and improvement
# Toimprove employes engagement

e We shall comply with all applicable laws and regulaticns relating to working conditions, including
workers’ health and safety.

» Lighting must be adequate in all areas.

s Al work areas shall be well ventilated and have windows, fans, air conditioners or heatars.

« We shall have sufficient, clearly marked, accessible exits which allow for orderly evacuation of
workers In case of any emeargency.

a \We chall have adequate fire alarm systems, Fire extinguishers must be appropriate to the types af
possibbe fires in the various areas of the factory; 1t must be regularly maintained and charged, the
date of last inspection must be displayed and it must be mounted so they are visible and accessible
in all areas,

s We shall conduct evacuation drills annually.

« Machinery used in factories must be equipped with operational safety devices gnd must be
inspected and serviced on 3 regular basis.

s We shall provide drinkable water for all workers and must allow reasonable access to it throughout
thie working day.

+  we shall have well-stocked first aid kits and employees trained in basic first aid. A procedure must be
in place for handling injuries that require further medical evauation and/or hospitalization.

« We shall maintain clean and sanitary toilet argas that are available 1o employees throughout their
working hours. Will ensure that there must be na unreasonable restrictions on their use.

3. 6.2.4 DESIGNATED AUTHORITY
Al business unit heads are responsible along with HR for implemaenting this policy

This policy may undergo change after review by management and as per revision of act/law as and when
required. {Monitoring by Internal compliance Committee).
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3.6.3 OVERTIME POLICY

1631 POLICY STATEMENT
L s committed to upholds rights of all workers (company workers as well as contract workers {or any other
category of worker listed in categories of workmen under definitions)), hence it prohibits any overtime [OT)
beyond legal limits. As per its overtime policy, TTL commits to pay overtime at double the normal wages or
ordinary wages for extra working hours beyond the normal working hours (8 hours in a day and 8.5 hrs in
general shift), This policy Is 1o also ensure distribution of overtime in non-discriminatory manner,

3.6.3.2 DBJECTIVES
#  Toensure legal OT is not crossed
* Toensure OT is allocated in non-discriminatory manner
= To ensure payment of OT at double the normal wages or ordinary wages for extra working hours
beyond the normal working hours (8 howrs in a day and 8.5 hrs in general shift),

if @ worker works in a factory for more than nine hours in any day or for more than forty-eight hours in any
week, she/he shall, in respect of overtirme work, be entitled to wages at the rate of twice their ardinary rate
of wages,

#  the total number of hours of work in any day shall not exceed 9 hours

»  the spread over inclusive of intervals for rest, shall not exceed 10 hours in any one day

* the total number of hours of work in a week, including overtime, shall not exceed sixty

= the total number of hours of overtime work shall not exceed 48 for any one quarter

+ theworkers are entitled 1o recene at least one day off during each seven day period

3.6.3.4 DESIGNATED AUTHORITY
All business unit heads are responsible along with HR for implementing this policy.

3.6. 3.5 REVIEW AND MONITORIMNG
This palicy may underge change after review by management and as per revision of act/ law as and when
required. (Monitoring by Internal Compliance committee)
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364 MIGRANT WORKER POLICY

3.6.4.1POLICY STATEMENT
TTL is committed to  an organizational culture which implements a policy of support for workers of any
Geographical Region, State, Bace, Community, Religion, Country to work with egual opportunity in
organization based of his or her skill. TTL employees workers from all over India and herce it is our
commitment to ensure compliance 1o local laws to ensure rights of workers as well as 1o provide them
protection

1.6.4.2 OBJECTIVES
TTL sewks to identify, asses and manage migrant workers impacts within TTL spheras of influence and

activities in line with national law and ILO framewaork,

3.E.d.3PH.-I:.i.{',I;-'_.I.]-l_;IH.IE. .

1 The migrant workers at TTL will be treated as per ILOYs Declaration on Fundamental Principles and
Rights at Werk, including non-discrimination, prehibition of child and forced labous, and freedom of
association and the right to engape collective bargaining.

2. Suppliers and Contractors to establish and maintain appropriate procedures to evaluate and select
major suppliers and contractors, based on TTLU's migrant workers and social poficies, and to monitar
their performance where appropriate. These processes should be in compliance with The Inter-State
Migrant Waorkmen (Regulation Of Employment And Conditions OF Service) Act, 1979,

Also, to advance the application of the ILO Declaration on Fundamental Principles and Rights at Work
through engagement and collaboration wherne necessary,
3. Torespect the cultures, customs and values of the people in communities in which TTL operate,
= To contribute, within the scope of TTL capabilities, to promote the fulfilment of migrant workers
throwgh improving econaomic, environmental and social conditions and serve as 8 positive Influsnce
in communities in which TTL operate.

# To seek 1o have open disloguee with stakeholders and participate in community engagement
activities,

¢ To aim toensure the provision of securily is consistent with international standards of best practice

and the |aws of the countries in which TTL operate, using security services only where necessary
and requiring the wse of force only when necessary and proportionate to the threat.

364 4DESIGHATED AUTHORITY
Al business unit heads are responsible along with HR for implementing this pelicy,

3.6.4.5 REVIEW AND MOMITORING
This policy may undergo change after review by management and as per revision of act/ law as and when
required. [(Monitoring by Internal Compliance Commitiee},

3.6,5 CHILD LABOUR POLICY

3.6.5.1 POLICY STATEMENT
Time Technoplast Ltd as a part of its corporate vision believes in compliance with all applicable statutory

laws and as a part fulfilment of this will always ensure not to engage any child labour as defined under
various legislations. TTL has strict zero tolerance towards child labour and strictly allow no worker of less

than 18 years of age.
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3.6.5.4 DESIGNATED AUTHORITY
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3.6.5.208JECTIVES
To prohibit child labour empbayment in TTL and not to suppaort use of Child Labour,

Ensure to ascertain the age right at the time of employing any person and retain the documentary
proof of birth certificate/S5C/PAN/Aadhaar card/\Voter card by all the personnel deployed within our
Premises,

The minimum age for recruitment for all levels of employees shall be 18 years and abowe,

TTL shall establish, document, maintain, and effectively communicate to personnel and other
interested partles, policles and written procedures for remediation of children found to be working
in situations which fit the definition of child labour above,

It is ensured that any contract employees engaged through contractors and working in company
officeffarms/plants shall also be above the minimum age set by TTL,

At the time of employment, It is ensured that all employees are above or at least of minimurn age as
set by TTL. This is ensured by checking the age of all employees from age records as evidenced by
birth certificates, PAN/Aadhaar card/Vater card, school records or certificate of age proof from a
certified Dental surgean,

TTL retains a copy of the document submitted by the employee as proof of age, after suitable
veritication, in the personnel file.

At the time of employment, TTL also obtains signed application forms from the employee stating
among other things his/her age and date of birth,

If there are any cases of violation concerning issues related to child labour, such cases shall be
investigated and suitable remedial action shall be initiated as per provisions of the act.

In the absence of certificate of age, can be referred for decision of prescribed medical authority.
Display of abstract of Section 3 pertaining to said act prohibiting employment of children and the
prowision for penalties,

All business unit heads are respensible along with HR for implementing this policy

3.6.5.5 REVIEW AND MONITORIMNG
This policy may undergo change after review by management and as per revision of act/ law as and when
reguired. (Monitoring by Internal Compliance Committee),
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3.6.6 BONDED LABOUR, HUMAN TRAFFICKING AND FORCED LABQUR POLICY

TTL Group prohibits using forced labour, whether in the form of prison labour, indentured labour, bended
labour or otherwise. No employee may be compelied 1o work through force or intimidation of any form, or
as a8 means of political coercion or as punishment for holding or expressing political views,

3.6.6.20BJECTIVES

To ensure by no means any worker/s (company or contractor) are associated with TTL in form of bonded or

forced labour

3.6.6.3PROCEDURE

¢ TTL provides appointment letber in bocal language/ language understood by the workers 1o ensure that
they understand their terms of employment.

#  TTL ensures correct communication of policy by contractor and labour agent in case of hiring.

«  TTL internally audit our workplaces for unfair employment practices and any potential situation of
exploitation, including forced labour,

#  TTL ensure our supplier and contractor agreement mentions of forced/ bonded/trafficked tabour as zero
Tolerance issue,

»  TTL ensures every employee contract or company has direct access to local HR to ensure workers are not
subjected to any type of forced labour or bonded labour,

1.6.6.4 DESIGNATED AUTHORITY
Al business unit heads are responsible along with HR for implementing this policy.
JEG.5REVIEW AND MONITORING

This palicy may underge change after review by management and as per revision of act/law a5 and when
reguired, [Maonitoring by Internal Compliance Committea),
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3.6.7 POLICY ON D;EIHMITGIH'T', LIVING CONDITIONS AND SECURITY

1.6.7. 1 POLICY STATEMENT
TTL ensures, workers are treated with respect at their workplace as well as their living spaces provided by
TTL TTL ensure workers have safe, secure and hygienic living condition in accommodation provided by the
COMmpany.
3.6.7.2 DBJECTIVES
s Ensure respectful and dignified living space
s Ensure clean and hyglenic living space
*  Ensure secure living space

3.6.7.3PROCEDURE

e ‘\Where the factory has dormitories, migrant workers are given a choice of living in the factory
darmitories or outside. Information regarding accommodation and transport options to and from
the factory should be provided by the factory.

s The TTL Group Health & Safety Guidelines (Refer Annexure 39) regarding dormitory conditions
should be ohserved.

s The factory should maintain good communication with local police or public security regarding the
prasence of migrant workers in the factory and local community, to avoid any unnecessary datention
or harassment against migrant workers by the local authorities.

« Some factories have adopted the practice of Issuing workers with special identity cards that
demonstrate to the satisfaction of the police that they belong to the factory and are legal wiorkers.
This means that workers do not need to have their passport, work vise or other identity documents
an them at all times, Cammunicate with, and provide guldelines to, workers on how to react if they
are stopped by police and clarify how the factory will support them if they run into any difficulty.

« The factary recognizes workers' religious observance and cusioms, and provides the necessary space
for praver or other religious activities, which may also imvolve allowing workers time off during
working hours,

+ Factory and dormitary canteens should take into account any dietary needs of the migrant workers
im meal planning, related to religious or health requirements.

3.6.7.4 DESIGNATED AUTHORITY
All business unit heads are responsible aleng with HR for implementing this policy.

1.65.7.5 REVIEW AND MONITORING
This policy may undergo change after review by management and as per revision of act/law as and when
reguired. {Monitoring by Internal Compliance Committee),
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