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HR POLICIES 

Attendance and Hours of Work 
 Official work timings are 9:30am to 6:30pm. 
 Workdays are Monday through Friday. 
 Official workdays on Saturdays are for half-a-day and generally used for team building activities, team sync 

ups, training etc. Saturday activities are defined by team leads and dependent on the responsibilities of the 
respective teams. 

 Lunchtime is mandatory for a maximum of one hour anytime between 12:30pm to 2pm on workdays. 
 Function support employees need to be available to troubleshoot on alternate weekends or on their OFF 

days and holidays on a rotating schedule as per instruction from their respective supervisors. (For example, 
website management, server support, network system administrators, etc.). 

Leave Policy 
 If an employee will be absent from work or will be delayed, they must notify their supervisor ahead of time.  
 The supervisors are accountable for maintaining schedules.  
 Employees are required to notify their supervisor at least 24 hours ahead of time if they will be having a 

planned leave of absence.  
 For unplanned leave of absence, employees need to notify their supervisor at the earliest time possible by 

phone and subsequently send an email to payroll.    
 Uninformed absence from work is not acceptable. 
 All government holidays honored by the company are granted for employees. 

Remote/Teleworking Policy 
 The amount of time a teleworking employee is expected to work shall remain the same as for on-site work. 
 Teleworking employee must be available during scheduled work hours by phone, e-mail or other specified 

methods of communication including chat via Zoom, MS Teams, etc., with their supervisor, co-workers, and 
management, as well as clients with whom job-related communication is necessary.  

 Teleworking employee must be available to attend job-related meetings, training sessions and conferences.  
 Teleworking employee may be requested to attend meetings called with notice of less than 24 hours.  
 The supervisor will use electronic means of communication whenever possible as an alternative to 

requesting attendance at such "short-notice" meetings or via phone call/text.  
 When the employee's physical presence is deemed essential, the supervisor shall provide sufficient notice to 

allow the employee a reasonable time to travel to the site to participate in the meeting. Generally, 
teleworkers should work from the same location for their entire workday. 

 Teleworking employee must send a status report to their supervisor at the end of each workday explaining 
the work completed. 

 Teleworking employee in supervisory roles must send a summary report to management at the end of each 
workday explaining the work completed by themselves and their direct reports.  

 Data Security & Confidentiality: Security and confidentiality shall be maintained by the teleworker at the 
same level as expected at all worksites. Confidential and sensitive data should never be saved on the local 
computer. If local copies of such data are necessary to perform your work, those should be saved to an 
appropriate UNI-managed file share, e.g., a folder on a UNI file server. Restricted access or confidential 
material shall not be taken out of the primary worksite or accessed through a computer unless approved in 
advance by the supervisor. Remote work that involves confidential or sensitive data should not be 
performed on a personally owned device. The teleworker is responsible to ensure that non-employees do not 
access data, including in print or electronic form. 
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 Intellectual Property: Products, documents, patents, copyrights, inventions, records, and any artifact 

developed while teleworking are property of Kainos.  The teleworker must have a method to safeguard the 
security of all institutional data, including, but not limited to, intellectual property, proprietary information, 
and confidential personnel information. 

 Record Retention: Products, documents and records that are used, developed, or revised while teleworking 
shall be copied or restored to the Kainos' repository. 

Telework Expenses 
Employees will not be reimbursed for telework expenses. 

Employee Relations 
 Supervisors are expected to guide, assist, encourage, and correct the behavior of employees. 
 Supervisors are accountable for informing their direct reports about the policies and expectations of 

management.  
 Supervisors should understand and fix issues with minimal disturbance in the work environment.  
 Oral warnings, written warnings, suspensions, and terminations which are a part of progressive discipline 

can be utilized for non-probationary employees.  
 Oral warnings are usually used during private meetings between the supervisor and employee.  
 Emails or letters are utilized for written warnings. 

Performance Evaluation 
Kainos’ performance evaluation: 
 Occurs annually and is conducted at the end of the fiscal year. 
 Is conducted by supervisors for each of their direct reports. 
 Designed to promote and document performance assessment based on essential job functions and clear, 

realistic job standards. 
 Promote a high level of employee performance through consistent feedback from supervisors. 
 Enables feedback that is used to recognize effective performance and enables coaching for improvement. 
 An opportunity for supervisors and employees to discuss and update job standards set at the beginning of 

the year. 

Termination Policy 
 A notice period of one month is required when employees decide to leave Kainos. 
 A leaving employee’s pay is considered outstanding at Kainos when the employee fails to fulfill the one-

month notice period. 
 If an employee is terminated for reasons which are considered misconduct, the termination shall be effective 

immediately. 
 If an employee is terminated for reasons which are not considered misconduct, the termination shall happen 

after a documented discussion between the supervisor and employee. 
 Unless terminated in the event of non-compliance to the company's code of conduct, Kainos will serve 

employees a notice period of one month. 

Tobacco/Drug/Alcohol Usage 
The following are strictly prohibited on Kainos’ property: 
 Smoking inside company premises 
 Being under the influence or the use of drug/alcohol 
 Reporting to work under the influence of drugs/alcohol  

Personal Debts 



 
 

Kainos Innovative Solutions P Ltd 
Kainos expects its employees to manage their personal financial situations (including debts) themselves and will 
not get involved in such matters. 

Code of Conduct 
Kainos’ Code of Conduct includes the following Ethical Principles: 
 Honesty and Respect for others 

o Employee is expected to be honest, unbiased, and strive to create a workplace that is impartial. 
o Abusive behavior of an employee with coworkers will lead to termination of the employee.  

 Loyalty and Integrity 
o Employee must not act in a way that benefits him- or herself (or any other third party), especially when 

doing so would create a conflict of interest with the employer. 
o Without asking for and receiving the Kainos’ consent, an employee cannot hold a second job if it would 

compete or conflict with their job responsibilities to Kainos. 
 Commitment to excellence 

o Employee must exercise diligence, duty of care, and obligations. 
 Leadership 

o Employees in leadership roles must be committed to improving employees by utilizing active 
professional and personal development programs.  

o Employees in leadership roles must be committed to developing supportive environment that encourages 
teamwork, emphasizes quality, and stimulates learning. 

o Employees in leadership roles must be understanding of concerns by dealing with them informally, and 
escalation of the concern if needed. 

o Employees in leadership roles must follow termination and disciplinary processes defined. 
 Accountability 

o Kainos expects every employee to take responsibility for their own actions. 

Open Door Policy 
Kainos believes in transparent communication between all employees in order to promote an open and 
welcoming work culture by establishing trust with and among employees and encouraging healthy and 
constructive discussions. Senior leadership to supervisors/managers in all levels are open to an employee's 
questions, complaints, suggestions, and challenges. The objective is to encourage open communication, 
feedback, and discussion about any concerns employees may have. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
* Published December, 2021.  All policies are subject to review and periodic revision. 


