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Overview

This handbook is a go-to guide for new & existing employees of Tech9logy

Creators at all levels. In this document, the use of the words “we, our or us” is for

the company Tech9logy Creators, while “you, your, or yours” is for the employees

working with us (depending upon the context). It briefs the readers about the

company, expected employee conduct, and the HR policies. It will thus serve to be

a reference point for everyone throughout the course of their employment with

Tech9logy Creators.

It is laid down to ensure discipline & quality in work by outlining the company’s

work ethics, standards & expectations for team members. It also ascertains

transparency between the management & the team and can be referred to by

both in case of uncertainty or disputes. For more details, refer to each section

below.

Note: Any matter not covered within this employee handbook will be dealt with by

the management, and the decision, therefore, will be considered as full & final by

both the company & the employee.
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1.1 About Tech9logy Creators

Tech9logy Creators is an India-based Software Development & IT Consulting firm

established in 2014. As the industry leader, we cherish all the challenges that

come in our way and stand firm upon the pillars of creativity & innovation to get

through.

In a short span of 8 years, we've paved the way to tremendous growth with our

compelling services & disciplined delivery in the field of Salesforce, Web

Development, eCommerce Development, Mobile App Development, UI/UX Design,

and Digital Marketing.

Today, we have a global reach with clients from APAC, Oceania, Americas, Middle

East, European Union and Europe regions. We hold expertise in providing

tailor-made services for companies & organizations of all sizes including Fortune

500 clients. We have helped multiple businesses to realize their full potential.

1.2 Tech9logy Logo and Brand

Technology + Creativity = Tech9logy Creators
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“The word 'NO' is not for us”, so it couldn't even make it to our name. The

rectangular shape in our logo represents a door open to innovation & infinite

opportunities. As a leading software development & IT consulting firm, we believe

that no limits can stop us from achieving our goals. We stand firm upon the pillars

of innovation & creativity to get through all the challenges that come in our way.

1.3 Our Values

Tech9logy Creators is driven by a pact called ‘QPECT’ that underpins the 5 core

values defining our business conduct.

Quality: We ensure that each deliverable speaks of the highest quality standards.

Process Adherence: Our commitment to pre-defined development/admin

processes facilitates harmonious growth.

Excellence: We empower our clients to stay ahead with the latest technology &

excellence in work.

Communication: Clear, transparent & ethical communication, for us, is the key to

stand the test of scrutiny.

Timely Delivery: Adhering to quality & deadline go hand-in-hand, which makes us

focused & committed to the timely delivery of projects.
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1.4 Our Leaders

Mohit Bansal

Co-Founder & CEO

"Life gives us multiple chances to learn from Failures & enhance our Success. It's

all about What we Dream, What we Plan & What we Do? Think big, Work Hard and

Success will be on our way!"

Co-Founder & CEO at Tech9logy Creators, Mr. Mohit Bansal holds 12+ years of

experience in the IT industry, with expertise in Salesforce CRM. During this tenure,

he has made notable contributions to the industry with his innovative solutions &

ideas. One such is the creation of Bulk Object Field Creator (BOFC), designed to

simplify the monotonous & tedious Salesforce metadata operations. He is a true

innovator with exceptional leadership qualities who motivates his team to

perform every task with excellence.

Ankit Bansal

Co-Founder

"Persistence was my first lesson and will be my last word. A trait that helps me

cope up with my failures and strengthen my belief in the process of focusing on

path, not the destination. That's how I find out who I am."

Co-Founder at Tech9logy Creators, Mr. Ankit Bansal has 9+ years of experience in

the IT sector. He established the firm with the powerful vision of filling the void of

quality in the software development industry. His leadership, backed with

confidence to achieve something of his own, sparked the inception of his startup,

Tech9logy Creators. From a single service provider, it now delivers a complete

range of IT solutions. In this journey, he has excelled in all business operations,

from executive meetings to development desks. He believes in connecting with 
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like-minded people, that he calls “doers”, and bringing out the best in them.

He allows his team to think out-of-box & promotes the value of self-commitment.

1.5 Our Services

Salesforce Development: Salesforce makes selling smarter for our clients. We help

them with consulting, implementing & developing robust Salesforce CRM Solutions.

Web Development: Be it to build a WordPress blog, informational hub, or boosting

website, our range of web design & development solutions are meant to empower

our clients.

eCommerce Development: eCommerce is not only about virtual selling but also

creating an excellent customer journey. We make it smooth & reliable to convert

prospective leads into loyal customers.

Mobile App Development: In this smartphone era, small screens can create a

large impact! We have a global reputation for creating engaging & unique mobile

apps that result in increased ROI.

Digital Marketing: Digital Marketing is a science & we dip into it with a bag full of

tricks. We bridge the gap between logic & magic so that our client’s website can

rule all over the search engines.

UI/UX DESIGNING: Great applications are defined by great user experience &

that’s why we aim to create simple, user-friendly, intuitive design solutions for

our clients.
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Communication with no hierarchy or barriers to promote an open & healthy work

environment. We follow an open-door policy to facilitate an easy & fast flow of

information & feedback.

Learning under the constant guidance & support of industry experts to enhance

existing skills & allow out-of-box thinking. We bring out the best in every team

member.

Growth of clients & our team members goes hand-in-hand. We provide leadership

opportunities to encourage an attitude of independent decision-making &

self-commitment.

“We believe in doers. People who know how to get things done.”

1.6 Our Workplace

Together, we’ve built a workplace that is all about open-ended meetings,

discussions over Foosball matches, laughter in the conference room, and empathy

towards each other. We believe in:

Who Said Office Isn’t Fun?

Our workplace is not all about cliché cubicles & desktops. It’s a more close-knitted

space with open-ended desks where your work buddy is just a hand away, and fun

conversations begin with a witty gaze.

And to top it, we have created an on-premise Playroom. It can be accessed

during breaks and is furnished with some amusing games, including Foosball &

dartboard.

Often, this playroom turns into a space where most of our celebrations take place.

One of the most-awaited of these events is our Annual Awards.
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1.7 Awards & Recognition

As a token of appreciation for our team’s year-round hard work,

we have our Annual Awards on our Corporate Anniversary. With these,

we not only acknowledge the successes you’ve achieved in terms of numbers

but also celebrate your positive character & influence on fellow mates.

We present awards in the following categories:

Employee of the Year: It recognizes the individual who shows creativity in

overcoming truly major obstacles or challenges, delivers outstanding results for

clients or other employees & maintains velocity throughout the year.

Cloud 9 Collaborator: To excel in work, one needs to be an exceptional team

player & collaborator. Cloud 9 Collaborator recognizes those who proactively take

on more work to help others, work effectively across teams to drive better results,

or put in special efforts to ensure a positive & inclusive atmosphere reinforcing

collaboration & teamwork.

Ace of Innovation: It is for individuals who demonstrate creative or out-of-the-box

thinking skills to solve a problem or improve a product or process.

Rockstar Rookie: It awards individuals who have been in the role for at least 6

months or more and demonstrated outsized impacts and achieved unexpected

results.

Customer Kudos: It awards individuals who go above & beyond to delight

customers in every interaction. Customer Kudos winners are known for setting a

high bar of service by delivering more than what has been asked or expected.
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1.8 Events At Tech9logy Creators

Celebrations are an integral part of our culture. While we have ample reasons to

cheer then & now, the following are some major annual celebrations that every

Tech9ite looks forward to:

Company Anniversary (12th Feb): Every year, we celebrate the foundation day of

Tech9logy Creators with great cheer. Our anniversary marks the years of success,

and as we look back at the numbers, they’re always rising in terms of the team

members, clients, projects delivered, and so on.

Festive Celebrations: At Tech9logy Creators, we support diverse cultures with

in-house celebrations for different festivals including Holi, Independence Day,

Diwali & Christmas.

Movie Screening: A day off from work with colleagues is always a good idea.

Thus, we have an annual movie screening to promote healthy bonding amongst

team members.

NGO Visit: As a responsible & empathetic organization, we believe in giving back

to society. Thus, we have an annual NGO visit, wherein we get a chance to interact

with the unprivileged and try to uplift them.
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2.1 Misconduct

Any action that hampers the interest of the company or colleagues is strictly

prohibited & can lead to the initiation of the termination process*. This includes:

No Harassment Policy: We have ZERO tolerance towards harassment. Unwelcome

or unsolicited conduct towards anyone undertaken with the intention of interfering

with the subject’s performance or creating a hostile, offensive, or intimidating

atmosphere is strictly prohibited. We neither promote nor tolerate harassment on

the basis of gender, race, religion, disability, sexual orientation, age, or any other

category protected by the law.

“I DIDN'T MEAN TO OFFEND ANYONE,” is not a valid defense

Drug/Substance Abuse: The consumption, distribution & possession of drugs or

substances can cause safety concerns at the workplace and hence, are strictly

prohibited.

Liberal Association: We understand and allow employees to pursue their interest

in joining associations or public affairs in a personal capacity. However, such

activities should not conflict with the company’s interests. You should seek prior

approval for activities that conflict with the interest of our company.

No Simultaneous Employment: You are required to engage yourself exclusively in

the work assigned by the company & shall not take up any other independent or

individual assignments (whether part-time or full-time) without the written consent

of the management.

Data Breach: While working with us, you’re expected to maintain the confidentiality

of information shared with you. This includes credentials, technical know-how,

administrative details, etc. You may refer to the Confidential Information section

for more details.
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Breach Of Policies & Procedures: We have thoughtfully laid down our policies &

procedures to protect the interest of our employees, clients & the firm, and ensure

discipline in the workplace. Breaching of any of our policies & procedures (in this

document or shared with you otherwise) will be considered as an act of

misconduct and can result in serious disciplinary actions and/or the initiation of

the termination process*.

2.2 Confidential Information

You should not share orally or in writing the technical know-how, organizational

and administrative matters, or any other crucial information that comes to your

knowledge during service at Tech9logy Creators.

Documents Forgery: According to section 463 of the Indian Penal Code, forgery is

defined as “Whoever makes any false documents or false electronic record or part

of a document or electronic record, with intent to cause damage or injury, to the

public or to any person, or to support any claim or title, or to cause any person to

part with property, or to enter into any express or implied contract, or with intent

to commit fraud or that fraud may be committed, commits forgery.”

Thus, creating or modifying documents under the company’s name for the

purpose of acquiring a new job, gainful appraisal, a loan or any other similar

reasons is a serious offense that can result in a fine equivalent to 10 times the

salary and/or lodgement of legal FIR against the concerned that can lead to

imprisonment of up to 7 years.



The use of your official Tech9logy Creators’ ID should be restricted to official

purposes only. Skype ID, which is required for internal communication, should

be created using your official email ID. No personal messages should be sent

out using Skype or the official email. Also, you are not allowed to change the

credentials. If required, please drop an email to HR.

Sharing the details of employees working at Tech9logy Creators with other

organizations, during or after your employment with us, under any

circumstances is strictly prohibited.
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Failure to these (during your employment at Tech9logy Creators or

post-resignation) can lead to the initiation of the termination process* or other

serious disciplinary actions by the company.

In your work for the company, you will be expected not to use or disclose any

confidential information, including trade secrets, of any former employer or

other people with whom you have an obligation of confidentiality. By accepting

these policies, you affirm that you have no conflicting obligations or

non-compete agreements that would prevent you from working without

limitation for the company.

Unauthorized storing, copying, deleting, sharing, or transmitting (in hard, soft, or

any other means) of the company’s portfolio, credentials, client’s details, codes,

product, or any other information will be a breach of contract, misconduct and

a legal offense.



14 www.tech9logy.com

2.3 Complaints & Disputes

We encourage everyone to raise concerns (if any). In case they've come across

any information that violates our policies or the law, they are strictly advised to

intimate HR through email about the same at hr@tech9logy.com. The

management will make sure that your identity is kept anonymous. We do not

promote or tolerate any misconduct that goes against our values or retaliation

against legitimate reports.

2.4 ID Cards

It is the duty of every ID cardholder to ensure that it remains in good condition

and is submitted back before leaving the company.

If someone forgets to carry or damages the ID Card on any day, he/she will be

liable to pay a penalty of Rs.100/-. In case the card is lost or stolen, a penalty of

Rs.600/- will be charged and the employee will also be required to file an FIR for

the same. You will need to provide a copy of the FIR to the company.

Employees not returning their ID card on resignation/absconding shall be liable

to pay an amount of Rs.1000/- which will be deducted from their Full & Final

Settlement at the time of leaving the organization.

Identity Cards are issued to all employees. You will be required to wear them

around the neck during office hours. Keeping your ID cards in your pocket will

not be acceptable.
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Men Women

Do’s Dont’s Do’s Dont’s

Formal collared
shirts

Torn or
monogrammed
jeans

Collarless or round
neck t-shirts
(tucked in)

Torn or
monogrammed
jeans

Short or long
sleeve shirts

Athletic wear and
lycra

Collarleed shirts and
ith/without sleeve
blouses

Athletic wear and
lycra

Round-neck or polo
t-shirts(tucked in)

Tank t-shirts Salwar-Kameez Crop tops, bare
midriffs

Sweaters &
sweatshirts

Sleeveless shirts or
vests

Sweatshirts Off-shoulder,
cold-shoulder or
halter neck
shirts/blouses, 
tank tops

Cotton trousers T-shirt with
messages

Knee-length skirts T-shirts with
messages, capris,
shorts, flashy belts

Khakis Shorts, earrings,
flashy rings

Khakis Dresses with
spaghetti straps

Jeans Kurtas Cotton trousers
& jeans

Overalls, mini skirts,
frilled and flared
skirts

Closed shoes Floaters, sandals,
sport shoes,
slippers or sneakers

Open-toed sandal
 and shoes

Sport shoes or
sneakers, bathroom
(rubber) slippers

15

2.5 Dress Code

The appearance of employees is crucial in maintaining a professional & healthy

culture. Below is a list of Do’s & Don'ts for male & female employees, respectively.
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2.6 Email Etiquettes

At Tech9logy Creators, we use Webmail & Skype as the official means of

communication with clients and colleagues. To facilitate smooth functioning,

we’ve laid down some do’s & don’ts that you are expected to follow while sending

or receiving an email/text message.

‘TO’ Column

While it’s the first section in the email draft, always fill it in at the end to avoid

mistakenly sending your email even before completion. Once you’re satisfied with

your draft, then fill in the ‘TO’ column to send.

Use of Subject Line

In a pool of multiple emails, a Subject Line is what makes your email different. It

allows the receiver to prioritize. Every email must contain a Subject Line that is

concise and sums up the motive of your writing. A “Hi” or any other such

insignificant subject line won’t serve the purpose.

Do not mark every email as ‘HIGH PRIORITY’ or priority will lose its importance.

Such Subject Lines look aggressive and reduce the significance of the word in

the long run.

Personalized Salutation

Starting with the body right away without a salutation can leave a cold impression

on the receiver. Always try to begin your email with a greeting, e.g. “Hi, Jack!”,

which sounds polite, friendly, and personalized too.

Choose your Words Carefully

In verbal communication, your facial expressions & voice set the tone of your

message. On the other hand, in email, it’s your choice of words that set the tone.
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Make sure it sounds polite. You can use words like ‘please’ if you need to get some

work done. A straightforward message could be perceived as ‘angry and curt’.

Do not use CAPITALS

USE OF CAPITALS LOOKS LIKE YOU ARE SHOUTING. Using capitals in the email

body seems as if you’re shouting and can thus trigger an unwanted response.

Therefore, try not to use all capitals unless necessary.

Check for Grammar & Spelling

Incorrect grammar, spelling, and even punctuation not only leave a negative

impression on the receiver of the email but also alter the meaning of your

message. A text without any use of punctuation marks, like commas or full stops,

becomes difficult to read and can convey a wrong message.

Read Before you Send

Before pressing the send button, you should give your email a final check to avoid

any errors. You should look at it from the eyes of the receiver to make your

message effective and avoid any kind of miscommunication.

Reply Swiftly

Upon receiving an email/message from either client or colleague, make sure that

you reply within 2 hours. Even if you are occupied at the moment, you can simply

acknowledge its receipt.

Use of Reply All

Use the ‘Reply All’ button judiciously. While replying to an email, you can

remove/add people as per the requirement. Use Reply All only if you feel that

everyone previously tagged in the email needs to receive your message.
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Forwarding Email

Email being sent/received for communication within the organization or with

clients may contain critical information concerning the business. Do not forward

any internal email(s) without permission from the authority. Emails can only be

forwarded when explicitly asked so.

Take Follow Up

While email is an effective way of communication, you can make a follow-up call

or quick meeting. Herein, you can have a brief discussion to ensure the receipt of

your email and increase productivity.

Use deodorant/antiperspirant to minimize body odors. Avoid heavily scented

perfumes, colognes, and lotions. These can cause allergic reactions, migraines,

and respiratory difficulty for some employees.

Clean and trimmed fingernails (¼ inch long or less).

While we take every measure on our part to create a healthy & hygienic work

environment, we expect every employee as well to follow certain personal hygiene

guidelines that include:

2.7 Hygiene in Workplace

Clothing must be clean, pressed, in good condition, and fit appropriately.

Neat and well-groomed hair, sideburns, mustaches, and beards (no artificial

colors e.g. pink, green, etc. that would be deemed unprofessional).

Avoid heavy makeup; moderate makeup is acceptable.
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No dark glasses (unless prescribed by a physician).

Body piercing must be limited to three per ear.  Other visible body piercing is

unacceptable unless demanded by religion/culture.

Tattoos that are perceived as offensive, hostile, or diminishing the effectiveness

of the employee’s professionalism must be covered, and not visible to staff,

customers, or visitors.
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HR Policies
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3.1 Timelines At Work

We have laid down the following timeline at work to ensure punctuality &

efficiency:

- 9:00 AM to 6:00 PM

Your 9-hour workday includes a 60-minute flexible break; avoid spending an

extended period away from your desk. The lunch-time is fixed between

12:30-1:30 pm and forms a part of this 60-minute break.

You are required to report to the office without delay. Lateness is defined as

reporting to work after 9:10 AM. In case of a delay due to unforeseen events, you

can punch-in by filling in your reason. However, you will have to complete 9 office

hours by 6:30 PM before punching out, otherwise, it will be marked as a half-day

unpaid leave.

In case you work for less than 4.5 hours a day, it will be marked as a full-day

unpaid leave. Similarly, if it’s less than 9 hours but more than 4.5 hours, it will be

marked as a half-day unpaid leave. This can be reversed by HR in some

exceptional medical/emergency cases only. You will be required to drop an email

to HR with a valid explanation for the same.

Punch-In will not be accepted by the portal if you have applied for leave that day.

To enable Punch-In for the same date, you need to cancel your leave first.

Work from home policy is not applicable unless there is a medical emergency.

You will need the approval of your reporting manager or the management in

writing for such cases.
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3.2 Use of Onboarding Portal

You will be required to use Tech9logy Creators Onboarding Portal to mark

attendance, leaves, update daily tasks, and so on. Below are the details:

Attendance

Your attendance will be tracked with the Onboarding Portal so it is imperative

that you Punch-In & Punch-Out after entering & before leaving the office

respectively. The report generated through this system marks your daily

attendance and is used to reconcile monthly leave records.

 You need to punch-in before 9:10 AM, otherwise it will be considered late at work.

In case of a delay due to unforeseen events, you can punch-in by filling in your

reason. However, you will have to complete 9 office hours by 6:30 PM before

punching out, otherwise, it will be marked as a half-day unpaid leave.

You need to punch-out every day before leaving via portal. Any missed punch

out will be automatically marked as a full-day unpaid leave.

Unpaid leaves marked by the portal are deductible from your monthly

compensation. It will only be reversed in case of medical emergencies, for which

you will need to drop an email to HR; such a decision lies completely at the

discretion of the management.

Timesheet

It is mandatory to fill your timesheet via the portal at the end of every day,

selecting the right project & listing all the tasks you worked on.

To enable your timesheet, you will have to first punch-in.

Leaves

In case you are planning to take a leave, you need to apply for the same in
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advance via the Onboarding portal. For more details about our leave policy,

please refer to the section below.

3.3 Probation Period

The first 6 months (from joining) of your employment are considered as a

probation period. Upon its successful completion, you will be confirmed in writing.

Other Features

The portal works like your complete workplace where, apart from the

aforementioned activities, you can share your ideas & requirements, submit

claim/reimbursement, check attendance, maintain an official profile, and so on.

This probation period can be extended in case the management is not satisfied

with your performance.

For leave & exit policies during probation, please refer to the respective sections

further.

3.4 Leave Policy

The Leave policy defines the Paid Time Off (PTO) granted to each employee in

a year.

You will receive 2 monthly leaves, 1 Planned and 1 Casual/Sick leave. This makes

24 leaves in a year of which 12 are Casual/Sick leaves and the other 12 are

Planned leaves.
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If you do not take leave in a particular month, they will be carried forward to the

next month. You can apply leaves based on the total accrual balance in your

Onboarding dashboard.

If you join us after the 15th of a month, you will not receive any leaves for the

month.

You will need to apply for Planned Leave(s) 7 calendar days in advance through

the Onboarding portal.

You will need to apply for Sick/Casual leave through the Onboarding portal

followed by immediate intimation to HR manager and team leader via

text/email. Casual leave can be applied on the same day before 11:00 PM.

You can apply for 1st half-day Casual/Sick leave prior to punching in & 2nd

half-day leave prior to punching out.

If you fail to apply for leaves via the portal, the system will automatically mark

an unpaid leave.

Having approval on leaves is compulsory. You can take a follow-up on the same

through email.

If your leave has been rejected by HR, you can Re-Apply it for reconsideration.

Backdated leaves are not allowed. In case you were unable to apply for leave

due to a medical emergency, the system will mark your unpaid leave. To change

the leave type, you can drop an email to HR in the same month with a valid reason.

It is at the management’s discretion to approve/reject your request.

In the case of a zero leave balance, you can apply for Unpaid leave; it’s subject

to approval by the management. Unpaid leaves are deductible from the monthly

salary.
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This amount is calculated as follows:

No. of leaves x (Salary for the month / No. of days in the month)

If you are absent without applying for leave or remain absent beyond the

period of leave originally granted or subsequently extended, it shall be considered

as a case of misconduct and can result in the initiation termination process*,

unless you:

-

-

Return to work within 8 days; and

Give an explanation to the satisfaction of the management regarding such

absence.

The end of the calendar year marks the end of your annual leave cycle. If you

have any unused leaves:

A maximum of 3 unused Planned leaves will be carried over to the next year. All

unused planned leaves over 3 will elapse.

Unused Casual/Sick Leave will not be carried over to the next year.

Leaves won’t be allocated for the month of the Notice period. Also, you will not

be allowed to take any Casual leave irrespective of leave balance or application

status. The management may extend your Notice period if you applied for

Planned leaves (the extension will equal your PL duration) or failed to complete

the handover of responsibilities.

-

-

If you apply for leaves on both Friday and Monday (full- or half-day), it will fall

under the leave sandwich where Saturday & Sunday will also be observed as

leaves and not dayoffs. Thus, you will need to apply PL/CLs for Saturday &

Sunday as well or the portal will automatically mark them as unpaid leave(s).

-
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Balance of leaves accrued by the staff member will be paid as a part of the full &

final settlement. This is calculated as:

No. of leaves x (Total salary for the month / No. of days in the last working month)

3.5 Exit Policy

Voluntary Exit: When you willingly submit your resignation from the services of the

firm to pursue other options, it is termed as voluntary separation. The reasons may

include higher studies, better opportunities or starting your own business, etc.

Below is the process for voluntary exit:

Resignation submitted after the working hours will be accepted on the next

working day, which thus, will mark your beginning of Notice period.

After you submit your resignation to the management, it will be considered as

the beginning of your Notice period.

Before the end of your Notice period, you will be expected to hand over your

duties & company-owned assets. This process will be considered complete only

Encashment of leaves:

Encashment of leave(s) will be allowed only at the end of the of employment.

Maximum 3 Planned leaves can be encashed.

Leave encashment will apply to Planned Leave(s) only. Sick/Casual Leave(s) will

not be encashed.

-

-

HR will issue a formal resignation acceptance email in response that outlines the

exit process with timelines, and a copy of it will be forwarded to your manager.
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You will receive your Experience/Relieving Certificate along with the final payout.

This certificate is issued by the HR manager only; we authorize no manager to

issue any such formal letter.

Involuntary Exit: When the company decides to let go of an employee, it is termed

as an involuntary exit. This can be due to layoffs under unforeseen circumstances,

underperformance, the act of misconduct, or the employee attaining his

retirement age.

Involuntary Exit for Under-Performance: When a staff member cannot perform

against the established role criteria and specific expectations set by the manager,

it results in involuntary separation. However, we believe in giving sufficient

opportunities to our team members, and thus expect the concerned manager to

follow the below steps before deciding:

Start providing performance feedback in writing or verbally.

The feedback will focus on work-related aspects with suggestions for

improvement.

Full & final payout will be done after 45 days from the last working day by

cheque only. No other modes of payment will be used.

In case of loss/damage of company-owned assets by you, replacement charges

will be deducted from the final payout.

when you have the signed Employee Clearance form from the concerned

authorities before your last working day in the company.

The reporting manager will closely monitor the performance based on

well-defined expectations.



www.tech9logy.com28

Also, if you are absent without applying for leave or remain absent beyond the

period of leave originally granted or subsequently extended, it shall be considered

as a violation of policies & misconduct, and result in immediate termination*,

unless you:

Below is the process of involuntary exit for misconduct:

Return to work within 8 days; and

Give an explanation to the satisfaction of the management regarding such

absence.

You may seek the assistance of a colleague during the inquiry.

If the charges are proved, you will be terminated from your services effective

immediately.

exit under misconduct. You may refer to the Misconduct section to understand its 

definition.

The management will inform you in writing about the alleged reason for

termination; we will give you an opportunity to explain the allegations.

If you do not meet the expectations, you will be given a choice to resign

voluntarily.

In case you do not resign, HR will initiate the termination process* as discussed

below.

Involuntary Exit for Misconduct: Violation of important legal & statutory

regulations, and firm’s policies & guidelines can initiate the process of involuntary

You can ask for a copy of the inquiry proceedings.
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If you’re not found guilty, then you shall continue services and receive the same

compensation as was prior to this.

Involuntary Exit upon Retirement: You will automatically retire from the services of

the company on attaining the superannuation age of 58 years. You will be required

to complete the exit formalities and complete Employee Clearance before your

last working day with Tech9logy Creators.

Involuntary Exit under Unforeseen Circumstances: This is when the company

decides to reduce the workforce under unforeseen circumstances. It is a case of

involuntary exit wherein the employee will be expected to submit their resignation

or the company shall undertake the termination process* as discussed below.

*Termination Process: Termination refers to the case where the company

immediately relieves the employee from services without the obligation of

providing a notice period. In such cases, the company reserves the right to hold

back your documents. Below is the termination process that HR is required to

follow:

Carefully analyze all data and facts related to your employment & performance.

Complete the personal file of the staff member with all the documents, including

the proof of termination.

3.6 Notice Period

In the event of Voluntary Exit, the employee can resign by serving a compulsory

notice period of:



30 www.tech9logy.com

During this time, the employee’s performance will be analyzed and if there is no

improvement, the employee will be required to resign from duties immediately.

The company will provide the relieving documents as per the standard full & final

settlement process.

- 1 month during the probation period, or

- 2 months after the completion of the probation period.

In case of Involuntary Exit for Under-Performance, the company shall provide

the employee a notice period of:

- 15 days during the probation period, or

- 1 month after the completion of the probation period.

Employees are not entitled to leave(s) during the Notice period. In case of an

emergency, they can apply for Planned (from accrual balance) or Unpaid

leave(s). However, the management reserves the right to extend your Notice

In case of Involuntary Exit during or after the probation period due to:

Misconduct: the company reserves the right to undertake the termination

 process* providing you with no notice period documents whatsoever.

Layoffs (in Unforeseen Circumstances): the company reserves the right to

undertake the termination process* providing you with notice period. However,

the company will provide the relieving documents as per the standard full &

final settlement process.

Retirement: attainment of the superannuation age of 58 years will be considered

as the last working day with the company. The company will provide the relieving

documents as per the standard full & final settlement process.

- 

- 

- 
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period if you applied for leaves (the extension will equal your leave duration) or

failed to complete the handover of responsibilities.

3.7 Compensation & Appraisal Policy

The period between the first & last day of every month makes your compensation

cycle. It will reflect in your salary account before the 10th of every month.

Employees are not entitled to leave(s) during the Notice period. In case of an

emergency, they can apply for Planned (from accrual balance) or Unpaid

leave(s). However, the management reserves the right to extend your Notice

period if you applied for Planned leaves (the extension will equal your PL

duration) or failed to complete the handover of responsibilities.

If you join between 1st April - 31st August, you will be eligible for next year's April

appraisal cycle.

If you join between 1st September-31st March, you will be eligible for the

upcoming October appraisal cycle.

- 

- 

Employees on Notice will receive their remuneration for the period (from date of

resignation to last working day) along with their full & final settlement only.

Employees are strictly prohibited from discussing their resignation with other

team members. Resignation discussion impacts the office environment & it can

lead to an extension of your notice period by 6 months and/or will invoke

involuntary exit process under misconduct.

We have two appraisal cycles in the months of April and October. Eligibility for

these appraisal cycles depends on your joining date.
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The salary changes will reflect in the same month, i.e. April or October, depending

upon your appraisal cycles.

Upon appraisal, you have to serve for up to 6 months at least; this period does

not include your notice period. In case you leave, resign or abscond the

company before the completion of 6 months, then you have to pay “3 months of

your salary” as a compensation amount to the company. Also, the management

reserves the right to hold your relieving documents in such cases.

If you resign before an appraisal/promotion comes into effect, then you shall

not be eligible for the same.

Your appraisal is purely a matter between you and the company and will be

decided on the basis of your job skills and professional merit.

Note: We expect you to keep appraisal details PERSONAL and CONFIDENTIAL.

Any breach in confidentiality in terms of compensation or appraisal allows the

company to revise your appraisal or begin the termination process* immediately.

During the notice period, you are not eligible for the appraisal process.

The first channel through which we receive a candidate’s resume will be the

official source recorded and sole beneficiary of any prize(s) and/or incentive.

During the 6-month probation period of the referred, we will analyze their

performance.

3.8 Referral Policy

Only referrals submitted through email by full-time employees will be eligible for

referral bonuses as financial incentives. Alumni, contractors, temporary staff

members, or recruiters are not eligible for employee referral bonuses.
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The referee is eligible for a bonus (Rs. 2500) if your referral gets selected for any

position. The bonus payout will take place after your referred hire has been in the

seat for 6 months.

You will have to mention the first task of your day in the Tech9logy Team group

on Skype.

3.9 Additional Guidelines

It is requested that you park your vehicle at your own risk. The company shall

not be liable for any damage or loss.

You are requested to take care of the safety of your personal belongings.

The company shall not be responsible for any loss.

The referred and referee must be in the seat for 6 months to receive the full

referral bonus amount.

In case the referee misses to claim the Referral bonus through the Onboarding

portal in the 6th month, he/she will not be entitled to claim it in the future.
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