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WILLFUL EMPLOYMENT
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· While hiring, employee will be informed that he or she is employed at the will of the Organiza�on and is 
subject to termina�on at any �me, per the condi�ons of employment contract.

· No statement contained in this policies and procedures manual, employee hand book, employment 
applica�on, recrui�ng material, organiza�on memorandum, or other material provided to any 
employee in connec�on with his or her employment, will be construed as contradic�ng this policy by 
crea�ng any express or implied contract of employment.

· Comple�on of an introductory period will not change an employee's status as an employee-at-will or in any 
way restrict the Organiza�on's right to terminate such an employee, per the condi�ons of employment contract.

Carbon Check India Pvt Ltd Management believes that the Employment at either sides should be completely at Free Will of 
both the par�es, the Employer (hereina�er called – Carbon Check India Pvt Ltd) and the Employee and this rela�onship 
shall be bound by an Employment Contract, signed by both the par�es. 

· No one can make any representa�on to any employee concerning any term of employment @ Carbon 
Check India Pvt Ltd, which is not consistent with this policy.  

Scope : All Employees @ Carbon Check India Pvt Ltd

Policy Statement : 

Carbon Check India Pvt Ltd shall remain free to terminate this rela�onship at its will, per the condi�ons stated in the 
Employment Contract. 

Similarly, the employee can resign from the Organiza�on at his/her will, per the condi�ons stated in the Employment 
Contract.  

Condi�ons arising out of the Policy Statement and are to be adhered with :

· This policy cannot be modified in any case what so ever, for any employee and neither any agreement can be 
executed in contradic�on of this policy.



Scope : All Employees @ Carbon Check India Pvt Ltd

Policy Statement : 

This policy shall apply to the en�re recruitment process & promo�ons into all posi�ons.

Carbon Check India Pvt Ltd will ensure that all personnel are administered without discrimina�on. 

· Carbon Check India Pvt Ltd's Management & HR Spearhead, shall remain responsible to ensure that the above 
policy is followed at all levels and in all the processes. 

· It shall be the responsibility of HR Spearhead to keep the candidates / applicant informed of his contact details 
along with the contact details of one of his peers or senior in the organisa�on so that in case of such feeling of being 
discriminated the applicant may talk or write back. 

· In case of receipt of any such complaint, it shall be the duty of Management / HR Spearhead to address and close 
the complaint to the sa�sfac�on of applicant. 

Carbon Check India Pvt Ltd Management believes in providing equal & fair employment opportuni�es to all its employees, 
without any considera�on of his/her, race, color, religion, sex, na�onal origin, age, disability, pregnancy, marital status, 
sexual orienta�on, etc.  

Procedure :

EQUAL OPPORTUNITY PROVIDERS
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Policy Statement :

– Adver�sements

– Placement Consultants

· Receipt of CVs, CV Audit and CV Shortlis�ng & Calling of Candidates for Personal Interac�on

· Working Trials are subject to Management's / HR Department Approval and in any case shall not go beyond 3 
Working Days.

· First Interac�on Point – Admin & Opera�ons Head

· No Working Allowed Un�l Joining Formali�es

(Any or all of the Interac�on Points above can be clubbed, changed in series and executed, if required, depending 
on availabili�es of authori�es) 

· Offer Price Benchmarking & Offer

A�er approval by the Management, HR Department shall revise the Organogram and publish to all concerned. 

Resigna�on / Termina�on / Employee ge�ng unfit or transferred
Department HOD shall write to the Admin & Opera�ons Head / HR Department for replacement. 

– Internal References

Duly approved by the Admin & Opera�ons Head & Management, in wri�ng with all aspects, viz., Job Descrip�on, Salary 
Bracket, Repor�ng, etc.

SELECTION PROCESS –
· A�rac�ng / Arranging Suitable Candidates, which may be through : 

 Condi�ons :

EXISTING POSITION - 

· Employment has to be wilful.

– External Industry References

Recruitment Procedure :

Or else, if any exis�ng Posi�on is Vacant as per Organogram which may be due to : 

· Equal Opportuni�es to be provided to all applicants in adherence to company policy. 

If a NEW Posi�on is being created / requested by any HOD, the same has to be : 

Effec�ve Recruitment and Selec�on is central and crucial to the successful func�oning of Carbon Check India Pvt 
Ltd. It depends on finding people with the necessary skills, exper�se and qualifica�ons to deliver the Company's 
Strategic Objec�ves and the ability to make a posi�ve contribu�on to the values and aims of the organisa�on. We 
are Fair and an Equal Opportunity Providers.  

NEW POSITION -

– Social Media References

– Job Portals

· Second Interac�on Point – HOD / Repor�ng Boss

NEGOTIATION PROCESS –
· Verifica�on of Salary Proofs and/or Bank Statements presented by the selected candidate

· Third & Final Interac�on Point – Top Management / Board (If feasible & required)

RECRUITMENT & SELECTION
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· Single Point of Issuance of Le�er of Intent & Appointment Le�er – HR Department. 
· All Offers & Appointment Le�ers to be signed by Admin & Opera�ons Head
· Admin & Opera�ons Head Appointment Le�er to be signed by any of the Directors
· Le�er of Intent & Le�er of Appointment shall only be issued from the Corporate Office located in Noida.

ISSUANCE OF LETTER OF INTENT TO HIRE / SIGINING AUTHORITY – 

· Le�er of Intent shall only be issued once the policy of Pre- Employment Verifica�on has been adhered to  

RECRUITMENT & SELECTION
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Carbon Check India Pvt Ltd Management believes in having a long associa�on with its employees. Having said that, it 
becomes necessary to make the process of entering Carbon Check Family – PURE. The purity flows from top to bo�om. 
Keeping this view, Carbon Check has a policy of checking the Backgrounds and taking references of all the people who are 
being hired at or above Manager Level.  

· Reference Check shall be applicable on all the new staff members undergoing the selec�on process.

Procedure : 

· Random Check through references provided
· Check through a proper Verifica�on Agent

· Any Employment / LOI / Appointment Le�er shall remain subject to withdrawal, in case of a nega�ve reference / 
verifica�on.

· Police Verifica�ons (as the case may be)

Condi�ons :

Policy Statement :

PRE-EMPLOYMENT VERIFICATION / BACK GROUND CHECK
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Being an Equal Opportunity Provider, Carbon Check India Pvt Ltd Management does not discriminate while providing 
employment opportuni�es to the people who are “Specially Able” and thus provides equal opportunity to Qualified – 
Specially Abled Persons. We stand with them.

· HR Department / HODs / Supervising Managers are expected to give full and proper considera�on to disabled 
people who apply for jobs, having regard to making reasonable adjustments for their par�cular ap�tudes and 
abili�es to allow them to be able to do the given job.

Policy Statement :

· HODs / Supervising Managers are expected to make reasonable adjustment to maintain the services of an 
employee who is specially able.

· HODs / Supervising Managers are expected to Include disabled people in training /development programmes 

Condi�ons :

HIRING OF ESPECIALLY ABLED PEOPLE
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· If the rela�ve rela�onship is established a�er employment, the individuals concerned will decide who is to be 
transferred. If that decision is not made within 30 calendar days, management will decide. 

Condi�ons :

Carbon Check India Pvt Ltd Management does not believe in favouri�sm, conflict of interests and does not wants 
impairment of efficient opera�ons and thus prohibits hiring of rela�ves in Direct Repor�ng Rela�onship to avoid crea�ng 
or perpetua�ng circumstances giving birth to such favouri�sm, conflict of interests, etc. 

Carbon Check India Pvt Ltd Management does not prohibit but is reserved to welcome the applica�ons of employee 

rela�ves and will consider them based on merits & their qualifica�ons for openings but not under the direct or 

indirect supervision of a rela�ve. 

Carbon Check India Pvt Ltd Management refrains from hiring Former Employees but does not prohibits it. 

However, every such Former Employee has to be dealt as a Fresh Recruitment while being re-hired.

Policy Statement :

· For the purposes of this provision, a “rela�ve” is defined as a spouse, parent, child, sibling, grandparent, 
grandchild, uncle, aunt, cousin, niece or nephew of the employee or of the employee's spouse. Rela�ves also 
include “step” rela�onships such as stepchild and step-parent.

· Each supervisor has a responsibility to observe and carry out this policy in a fair and consistent manner. 
· Wrong Declara�ons shall be considered to be Mis-Conduct & dealt with accordingly.

· In other cases where a conflict or the poten�al for conflict arises, even if there is no supervisory rela�onship 
involved, the par�es may be separated by reassignment or terminated from employment. 

In no case, what so ever, a Direct Repor�ng Rela�onship can be created between two employees who are rela�ves.

· Each employee has a responsibility to keep his/her supervisor informed of changes relevant to this policy, 
such as becoming a rela�ve of another employee through marriage; 

HIRING OF EMPLOYEES RELATIVES & FORMER EMPLOYEES
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7. Flags

· Company Sponsored Lunch during Orienta�on Day(s). A standardized op�on should be made available for 
choice. HR to have Lunch with the employee(s) on the day of joining.

3. One Scale

5. One Calculator (If Required for the profile)

· Also, Applicable on the Employees' who are converted to Staff Cadre from the Workers Cadre

· Before the joining date of any Staff Member, his/her Employee Kit, consis�ng of below Items should be kept 
ready by the HR Department.

2. One Pencil with Sharpener & Eraser

PRE-JOINING COMPLETIONS

 

Procedures :

1. One Pen

6. Post Its

· KRA's & KPIs along with the en�re Job Descrip�on and/or Deliverables should be dra�ed (if not available on 
record) and discussed with the 'to be' Repor�ng Supervisor / Manager / HOD and handed over to the employee 
immediately a�er the Induc�on Presenta�on has been completed and the new entrant is having a greet & meet 
with his Repor�ng Supervisor / Manager / HOD, on the day of his joining.

4. One Note Pad / Business Copy

8. One Coffee / Tea Mug (With Company Logo)

Policy Statement :

Carbon Check India Pvt Ltd Management believes that any New Entrant in the family must understand company's Goals, 
Objec�ves, Policies, Carbon Check's Family Members (Staff), Services, etc. We also recognize the fact that star�ng a new 
job is a demanding and o�en stressful experience. Quite apart from the obvious challenge of tackling new tasks, there is 
also the need to become accustomed to a new organiza�on, a new environment and new colleagues. 

The New Entrant should also understand his scope of services, loca�on, and the way he can contribute in achieving these 
goals & objec�ves and that how can he contribute in be�ering the services & the processes. 

The purpose of induc�on is to support new employees during this Ini�al Period and to help them become fully integrated 

into the Company as quickly and as easily as possible. 

Induc�on has benefits for all involved in the process. Employees who se�le quickly into the Company will become 

produc�ve and efficient at an early stage and in turn will experience feelings of worth and sa�sfac�on. 

It is generally recognized that new employees are highly mo�vated and an effec�ve induc�on process will ensure that this 
mo�va�on is reinforced.

Condi�ons :

· All newly hired employees are required to par�cipate in an Employee Orienta�on Program.

· Without Comple�ng the Orienta�on Program, Employee shall not be allowed to work.

· 1 Working Day's Orienta�on of all staff joining at any Level

ON-BOARDING & EMPLOYEE ORIENTATION - BUDDY SCHEME

E
M

P
L

O
Y

M
E

N
T

 P
O

L
IC

IE
S

 &
 P

R
A

C
T

IC
E

S
 @

 C
A

R
B

O
N



· Employee should be handed over with the wri�en details of his Orienta�on Program and shall be told that he shall 
not start to work unless he completes the program

At the end of Orienta�on Program, HOD shall announce the name of CARBON - BANDHU to the new employee and 
introduce both of them.

INTRODUCTORY EMAIL

· Orienta�on Presenta�on shall be given by the HR Execu�ve and/or Admin & Opera�ons Head, depending the 
level of joiner.

· HR Department should also inform the HOD about the Orienta�on Plan 

c. Induc�on Mee�ng with other Process Owners

· Joining Formali�es shall be completed and a Temporary Employee Card shall be issued along with Bio Metric 
Registra�on.

d. Lunch & Tea Timings

· HR Department should inform the IT Department and suggest necessary arrangements to be done, 
beforehand. The arrangements may include, laptop / desktop, pen drives (if allowed), etc. E-Mail id should be 
created on the first day of joining itself. 

· At the End of Day of Joining, Employee should be issued his Employee Card, Employee Hand Book & Code of 
Conduct. 

CARBON - BANDHU, shall remain with the new candidate (within the office premises only, not applicable on Field Works) 
at all reasonable �mes and shall help him know people, processes, company policies, Dos & DONTs, etc. for the next 3 
working days a�er comple�on of Orienta�on Program, so that the NEW ENTRANT is comfortable and eased with the 
company environment.

· Employee shall be handed over with the Appointment Le�er / Contract and an acceptance of terms be taken from 
him.

All Staff Members, joining at any level shall be introduced mandatorily to the Top Management in a formal environment. 
HR Department should coordinate for this introductory mee�ng. 

INTRODUCTORY MEETING WITH TOP MANAGEMENT 

b. Induc�on Mee�ng with his HOD wherein HOD handovers the KRAs / deliverables to the employee and tell him 
on the processes, expecta�ons, etc.  

DAY OF JOINING

· HR Department should chalk out a wri�en Orienta�on Plan – which should have details of his :

a. Orienta�on PPT with HR Execu�ve, 

· Personal File Documents to be taken / signed and file created in hard copy (as well as So� Copy, for the sake of 
UNFCCC Requirements)

· Timelines given in the Orienta�on Program Plan should be followed by everyone. HR Department to ensure.

Once the Orienta�on Program is completed by the concerned New Joiner, an Email about his Joining, having the brief 
descrip�on of his Personal, Educa�onal & Professional Details along with his Internal Email ID, Phone Number, 
Designa�on, etc., has to be sent on the Common Pla�orm to all employees and to all offices.

ON-BOARDING & EMPLOYEE ORIENTATION - BUDDY SCHEME
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ADDITION & INTRODUCTION ON WHATSAPP GROUPS

A�er the Orienta�on Program is completed by the New Entrant, this shall be the duty of HOD to get him added and 
introduced on all concerned Whats-App Group.   

th
25  Day Feedback of the Employee shall be recorded & documented & analysed for discussion points if any. 
These feedback forms should form a part of employee's personal file. 
HR Execu�ve to follow and execute.

th5  Day Feedback of the Employee shall be recorded & documented & analysed for discussion points if any.

FEEDBACK OF EMPLOYEE TO BE RECORDED & DOCUMENTED 

ON-BOARDING & EMPLOYEE ORIENTATION - BUDDY SCHEME
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Meaning & Purpose

Scope & Eligibility

All employees above Sr. Manager will be treated as confirmed employees from the date of joining. 
At the end of the proba�on period the employee will be considered for confirma�on based on the Review Report of 
the Repor�ng Manager / HOD / Admin & Opera�ons Head and the HR Department. 

All employees on or up to Sr. Manager would be placed in Proba�on for a period of 6 months from the date of their 
joining. 

Two weeks before the end of Proba�on Period a Proba�on Review Report (PRR) will be sent to the department 
head, seeking a recommenda�on on the confirma�on of the appointment. (HR Department to keep a track) 

There are three possible recommenda�ons : 

1. Appointment should be confirmed as per the due date in accordance with the Appointment Le�er. 
2. The appointment should be extended further for a specified number of months, advising the employee to 

improve upon his shortcomings / weak areas. Extension cannot be more than 2 months and is one �me only.
3. The appointment should be terminated. This exercise has to be necessarily done before expiry of the 

proba�on period. 

The proba�onary period is a �me for employees to learn about their job and become familiar with the Working 

culture of Carbon Check India Pvt Ltd. 
During this �me, the HOD / Team Lead / Supervisor / HR Department will explain the employee about company's 
department's policies and procedure, your job du�es, and your performance expecta�ons. The performance will be 
closely evaluated by the HOD / Team Lead / Supervisor / HR Department to ensure that employee understands and is 
able to meet the performance expecta�ons.

· Whether the proba�oner had received adequate supervision and instruc�on to reach the expected standard 
of performance 

· Express his concerns clearly without undue delay and in appropriate circumstances. 

· Acknowledge good work performance. 

The recommenda�ons must be shown to, discussed with and duly signed by the Repor�ng Manager / HOD prior to 
being forwarded to Admin & Opera�ons Head for ac�on. In providing Feedback the Repor�ng Manager / HOD 
should: 

Termina�on of Employment : 

In reviewing such recommenda�ons, the Admin & Opera�ons Head / HR department should determine: 

· Focus on cri�cal areas. 

Providing Performance Feedback to the Proba�oner and taking his signature on the PRR by the Repor�ng Manager / 
HOD is very important and essen�al. 

· Whether the employee was given all the resources to perform. 

PROBATIONARY PERIOD
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· His/her Behaviour with Superiors and Peers. 

Factors to Consider during Proba�onary Period :

· His/her Knowledge, Skills and Deliverables. 

· His/her A�tude towards work and the organiza�on. 

· His/her Adherence to the organiza�on culture, values and discipline.

· His/her Ability to adjust to the requirements of the job. 

PROBATIONARY PERIOD
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Responsibility of HODs / Managers 

These standards of conduct are intended to underpin and clarify standards required by the Company of its 
employees and form a fundamental part of the employment contract. Staff who fails to comply with the guidance 
detailed in this Policy Document / HR Manual could be subject, following full inves�ga�on, to disciplinary ac�on up to 
and including dismissal. If through their ac�ons or omissions staffs are found to be in contraven�on of either this 
Policy or, indeed, their legal responsibility then the Company reserves the right to take legal ac�on if it deems it to be 
necessary to do so.

Carbon Check India Pvt Ltd Management will support employees who become aware of and are willing to report 

“breach of proper conduct” or who genuinely believe that a breach is occurring, has occurred or is likely to occur 

within the business. Employees should raise the issue internally with their manager or supervisor or in accordance 

with the Company's Policy on Disclosing Informa�on ('Whistleblowing'). 

Carbon Check India Pvt Ltd Management expect that Employees at all �mes conduct themselves in such a way as to 
enhance the reputa�on of the Company. Employees are the Brand Ambassadors of the company at all �mes even 
when they are in Social Gatherings, Public Places, etc., round the clock.  

Responsibility of Employees

Each employee must report actual or poten�al viola�on of the provisions given in this manual or applicable laws to the 
Company's Management and/ or HR Head / Department. All such reports of viola�on shall be treated as protected 
disclosures under Whistle Blower Policy. The Protected Disclosure should be submi�ed in a closed and secured 
envelope and should be super scribed as “Protected disclosure under the Whistle Blower policy”. Alterna�vely, the 
same can also be sent through email with the subject “Protected disclosure under the Whistle Blower policy”. The 
disclosure should be addressed to Management and/or HR Head. For further informa�on, please refer to Whistle 
Blower Policy.

Code of Conduct, Responsibility

Employees Employment will be governed by the terms & condi�ons given in Appointment Le�er and / or by the 
applicable laws. 

It is the responsibility of each employee to be aware of and abide by the conduct, dos & donts elucidated in this document. 
Addi�onally, all employees also have the responsibility of behaving/ac�ng in an ethical manner compliant with the 
applicable laws of the land. Further, each employee is responsible for repor�ng any viola�ons of the code they observe 
within the company to the appropriate authority. 

Viola�ons

In addi�on to the above, Carbon Check India Pvt Ltd Managers / HODs have an addi�onal responsibility to drive a culture of 
integrity, honesty, ethical and law-abiding behavior among other employees in the organiza�on. Towards this end, they 
are expected to be a role model of the behaviors expected of employees, reinforce the provisions of this manual as part of 
regular employee communica�on, and encourage employees to report viola�ons of this code and guard against taking 
retaliatory ac�on against someone for making a good faith report.

EMPLOYMENT CONTRACT - GENERAL TERMS, INCLUSIONS, FORMAT
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th
Carbon Check India Pvt Ltd Management shall keep its offices closed for opera�ons on all Na�onal Holidays, viz., 26  of 

th ndJanuary, 15  of August and 2  of October, every year. As an excep�on, the con�nuous and/or essen�al services like 
electrical & security shall con�nue however the applicable legal provisions shall be followed and adhered to with.
Similarly, Carbon Check India Pvt Ltd Management shall declare its list of Fes�val Holidays and provide 08 (eight) such 

st st
Fes�val Holidays in every Calendar Year, i.e., from the period star�ng from 1  of January to 31  of December. 
The list of 11 above holidays shall be declared at the start of every year.

Carbon Check India Pvt Ltd Management believes in abiding the Local Laws and also believe that Holidays are an Integral 
Part of our Social Culture and help strengthening the bonds within the society and also rejuvenates the mo�va�on of all 
the people in general. 

NATIONAL & FESTIVAL HOLIDAYS
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Leaves : 

In addi�on to above men�oned Casual & Sick Leaves, on comple�on of 240 days of working, Staff Members shall also get 
Earned Leaves (they are also termed as Paid Leaves / Privilege Leaves). For every 20 days of Working, the staff members 
will get one EL Credited to his Leave Account. The ELs should also be calculated on a Calendar Year Basis.        
The Earned Leaves are eligible for accumula�on however any balance over and above 30 such leaves at the end of the 
Calendar Year shall stand lapsed or payable in case if the company's policy is to en-cash such leaves.

While assessing Full & Final Dues, such leave balance, standing in the credit of Employees Leave Account is en-cashable up 
to a maximum of 30 Leaves only.  
In case both prefix and suffix of a leave are holidays/weekly off, in such case either suffix or prefix – only one shall be 
allowed or the other remaining holiday/ weekly off shall be treated as leave. In other words, both suffix and prefix of 
holidays / weekly off shall not be allowed.

In any case, while working such Leaves are not en-cashable and neither are they adjustable in the no�ce period.

Short Leaves :

On Comple�on of 40 days of Working including Weekly Offs and Fes�val & Na�onal Holidays, a Staff Member will get 07 
Casual Leaves and 10 Sick Leaves in a Calendar Year (January to December). These leaves, if not availed shall lapse at the 
end of every Calendar Year. 

The Staff Members shall be en�tled to 3 Short Leaves per month on following condi�ons :

· Only one short leave can be availed in a single work day.

· In any case, Short Leaves cannot be claimed to be encashed or accumulated. If not availed, these short leaves will 
be lapsed.

This shall be the duty of all HODs to control short leaves of his/her department.

· Short Leave can be availed at any side of the shi�, i.e. in the Morning (coming late by 90 minutes) or in the Evening 
(going earlier by 90 minutes).

· Short Leaves are not a ma�er of right of any staff member and is solely on the discre�on of his/her repor�ng 
supervisor.

· Dura�on of one short leave will not be more than 90 minutes from the shi� �me. 

LEAVES & SHORT LEAVES



This HR Manual & given Rules, & Regula�ons, Code of Conduct and Ethics are all intended to provide guidelines for the 
Professional, Ethical, Legal and Socially Responsible behavior that the company expects from its employees. Employees 
are the representa�ves of the company and hence are expected to demonstrate high degree of discre�on and astute 
judgment in their dealings. 

Company's Values and Beliefs shall act as the guiding principle in the enumera�on, interpreta�on and periodic review 
of this manual.

The company expects its employees to adhere to these in their day to day ac�vi�es. 

This HR Manual works as a Code of Conduct and Ethics, and embodies company's Values and Beliefs and endeavours to lay 
down guidelines for employees to follow in their day to day work life. 
All employees are requested to read and imbibe these Policies, Rules & Regula�ons, Guidelines, Code of Conduct and 
Ethics and follow it in le�er and spirit, so as to maintain the highest standards of values in their conduct to achieve 
company's objec�ves. 

Carbon Check India Pvt Ltd prides itself on the high standards embodied in its working principles. 
Carbon Check India Pvt Ltd Management believes that for an organisa�on to succeed, grow and excel, it needs to be 
anchored to its Values and Beliefs and mo�vate all its employees to consistently display these values in the course of their 
interac�ons. Certain Important Facts to note are : 

Although due care has been taken to address most conceivable situa�ons, it is not possible for this Manual to cover every 
situa�on that may arise. In circumstances where employees are unable to consult an appropriate person in the company, 
they are expected to use sound reasoning and good judgment in handling the situa�on in the interest of the company and 
its values.   

ADHERENCE OF POLICIES AND COMPANY'S RULES, REGULATIONS, CODE OF ETHICS
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Maternity Leave Period : Carbon Check India Pvt Ltd Management shall allow a total Maternity Leave of up to 26 weeks. 
The pregnant employee can bifurcate the total maternity leave period as pre & post delivery. She can opt a maximum of 08 
weeks of Maternity Leave before delivery and remaining leaves can be availed post child birth. 

Calcula�on : .  The maternity leave payment is at the rate of the average daily salary rate for the period of absence

e. Consider the request of a female to work from home during her maternity leave period, if she wish so.

Dismissal / Or Discharge of a Pregnant Female Employee availing Maternity Leaves :

c. Pregnant Employee should also present the copy of Doctors Advise / Prescrip�on to the HR / Welfare Department.

Any female expec�ng her third child, the total Maternity Leave Period shall be of 12 Weeks only, other condi�ons 
remaining the same.  

Eligibility : For a Female Employee to be eligible, she must have completed working for 80 days in Carbon Check India Pvt 
Ltd in the last 12 months.

b. While informing the HR / Welfare Department, the pregnant employee should also men�on the tenta�ve date of 
delivery.

d. While proceeding for her Maternity Leaves, the pregnant employee should inform in wri�ng to the HR / Welfare 
Department. 

The company, Carbon Check India Pvt Ltd, should, 

Process : 

a. not give a pregnant employee difficult tasks, including long-standing working hours, ten weeks before the 

delivery, such that it might affect both Mother and Child.

b. ensure the health and safety of the female employee and mandate that she should not be involved in any 

work six weeks following the delivery as well as miscarriage.

e. She should keep the HR / Welfare Department abreast of her Pregnancy / Child Birth and with the date of joining 
back the du�es. 

c. Not dismiss or discharge a female employee during the maternity leave period.

Defini�on : Maternity leave is a form of leave given to pregnant women to take care of the new born child or children in the 
early stages of infancy. It also includes the last few weeks of pregnancy – termed as prenatal leave. For a period of the 
maternity break, the employee is en�tled to full compensa�on from the establishment she works for.

Medical Bonus : In addi�on to above, Carbon Check India Pvt Ltd Management shall also pay a one-�me Medical Bonus of 
INR 3500/- to the female employee.

To avail the Maternity Leaves, the pregnant employee should :
a. Inform in wri�ng, the HR / Welfare Department at the earliest possibility of her conceiving the baby on a 

prescribed format.

d. Not consider the pregnant employee in the Regular Performance Appraisal Cycle.

Where, the dismissal is for any prescribed gross mis-conduct, Carbon Check India Pvt Ltd Management may, by order in 
wri�ng communicated to the woman, deprive her of the maternity benefit or prescribed medical bonus or both. So, 
Carbon Check India Pvt Ltd Management can dismiss the female employee even without paying the maternity benefit or 
prescribed medical bonus if it is proved that the pregnant woman has engaged in conduct which would amount to gross 
mis conduct through wri�en order issued to such female employee. However, necessarily, Carbon Check India Pvt Ltd 
Management would provide the opportunity to explain her posi�on and stand against the charges and let the Internal 
Enquiry complete in an impar�al manner.  

Disclaimer : Any dispute shall be dealt within the periphery of The Maternity Leave (Amendment) Bill 2017   

MATERNITY LEAVES

T
IM

E
 O

F
F

IC
E

, 
L

E
A

V
E

 S
Y

S
T

E
M

S
, 
P

A
Y

R
O

L
L

 M
E

T
H

O
D

S
 &

 P
R

A
C

T
IC

E
S

 @
 C

A
R

B
O

N



d. To avail this relaxa�on, the concerned Staff Member has to submit an OD Form, duly approved by his HOD. On OD 
Form, the reason should be men�oned as “Sat Late in the office, un�l ___ hours therefore came late in the 
morning @ _____ hours.”  

b. This relaxa�on in �ming (for the next day) in lieu of Late si�ng shall only remain up to a maximum of 2 hours from 
the Shi� Time on the next day, therefore, If in case, a Staff Member has remained in office un�l midnight or even 
later than that, he/she has to report to office by up to a maximum delay of 2 hours from the shi� �me.

c. These condi�ons shall not apply in case of Interna�onal or Domes�c Travels.

If any employee wish to leave earlier than the Shi� Time, he/she can avail a Short Leave, subject to approval of HOD / HR 
Head failing which any short fall of �me shall be balanced by a half day leave (if balance available) or shall be treated as a 
LWP for Half Day.

Early Goings :

e. Top Management / HR Head can consider addi�onal relaxa�ons, if they think fit.
f. If an employee is si�ng in office beyond 21:00 hours, he /she can have a working dinner availed on account of 

company. The eligibili�es of expense on such working dinner can be asked for from the HR Department.      

a. If in case, Next Day is a Weekly Off or a Holiday, this relaxa�on shall stand withdrawn.

HR Head / HOD can be considerate on this, if employee's trends are good and his/her early going is genuine and does not 
comes as a careless a�tude.

Following Shi�s shall remain available for the Staff Members :
1. General Shi� – 09:00 hours to 17:45 hours (including Lunch Break of 30 minutes & One Tea Break of 15 minutes)

Carbon Check India Pvt Ltd Management does not promote late si�ng however in prac�cal course certain Staff Members 
may require to sit late in the office.

Decision of Fixa�on of Staff Shi� shall not be at the discre�on of the Staff Member and this shall be a subject to HOD 
Approval and/ or Opera�on Head's Approval. 

Late Comings can be adjusted by Short Leaves (if available) subject to approval from the HR Department.

Advance Leaves can only be granted by the HR Head, Regional Heads and/or BODs on wri�en recommenda�ons from the 
HODs.

2. Shi� A – 08:30 hours to 17:00 hours (including Lunch Break of 30 minutes & One Tea Break of 15 minutes)

Shi�s & Shi� Timings :

Late Comings :
No Late Comings shall be allowed in normal condi�ons however a delay of up to 10 minutes per day shall be allowed 
subject to a total of 60 minutes for the en�re Calendar Month. If the Late Coming total minutes exceed the s�pulated limit 
of 60 minutes, en�re delay �me shall be counted and the relaxa�on of 60 minutes shall also stand to be seized.   

Late Si�ngs : 

In case, if any Staff Member has sit un�l 21:00 Hours, he/she shall be allowed to come late in the very next morning, by the 
�me limit of his late si�ng a�er 21:00 hours. For example, if a staff has sat un�l 21:45, he/she can come late by 45 minutes 
on the very next day with following condi�ons : 

4. Shi� C – Flexi Shi� (Comple�on of 08:45 hours from the In-Punch, in a single work day)

In any other condi�on, any Late Coming shall be subject to Salary Deduc�on.

3. Shi� B – 09:30 hours to 18:15 hours (including Lunch Break of 30 minutes & One Tea Break of 15 minutes)

stAny Par�cular Shi� (opted by employee) shall prevail for the en�re period of Salary Cycle (from un�l 1  to last day of 
month).   

If the Late Comings are more than the above limits and are not being eligible to be adjusted, Leaves (if available) can be 
adjusted subject to approval from the HR Department.

SHIFT - WORKING HOURS
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Official Du�es will only be marked on submission of duly filled and approved OD Slips before Salary Cycle.

Any Outbound Official Duty(s) shall be mandatorily approved by the Top Management, HR Head or HOD or shall form the 
part of Employment Contract.

If in case, the Salary Cycle falls in between the OD, the concerned employee shall inform the HR Department in wri�ng. 
If, an employee working at Corporate Level has to manage more than one unit, his a�endance (or movement) shall be 
corroborated from the other unit(s). and shall be marked as OD, automa�cally and no OD Slip submission will be 
required.

OUTBOUND OFFICIAL DUTIES
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This policy does not cover the employees who are travelling for any official purposes.

This policy applies to all employees of Carbon Check India Pvt Ltd, and its wholly-owned subsidiaries, regional offices 
and other iden�fied associates under any agreement wherein Carbon Check is in the major shareholding.

Par�cipa�on in the @ Home Workplace Program is not an opportunity to perform household du�es, care for children 
or other dependents, or a�end to other personal business. 

Scope :

Defini�ons :

Mobile Team Member - Employees who perform their responsibili�es from home 1 to 4 days per week (or as the case 
may be) because of a Temporary Arrangement as allowed by the Management because of some specific situa�on 
arising with the concerned employee / company.

Policy Adherence & Expecta�ons :

Purpose :

Under the @ Home Workplace Program, following are the working arrangements available when it is agreed 
between Carbon Check India Pvt Ltd and the employee to work remotely on a regular basis:

Remote Team Member – Employees who perform their responsibili�es exclusively from home 5 days a week. This 
arrangement can only be by the virtue of their employment condi�ons. 

Carbon Check India Pvt Ltd Management is commi�ed to work-life balance and to exploring flexible work prac�ces 
with its employees. The purpose of this policy is to outline the policy guidelines and eligibility requirements regarding 
the @ Home Workplace Program

They must not carry out work for anyone other than Carbon Check India Pvt Ltd nor, without prior permission, 
undertake non-work related / Homely ac�vi�es during their working hours.

Employees must use Personal Business Allowance (PBA) or other Paid Time Off (PTO) benefits (if any), for absences 
from work for childcare, personal business, illness, etc.

Employees approved for the @ Home Workplace Program are expected to maintain normal produc�vity and 
performance. 

HOME WORKPLACE PROGRAM OR WFH



v Employee will communicate regularly with his or her supervisor and may be asked to provide a weekly 
wri�en report of ac�vi�es.

Approvals :

v Employee will remain available for conference calls if needed.

Eligibility, General Condi�ons & Approval :

Carbon Check's General Code of Conduct and all other respec�ve employment policies and prac�ces apply to all 
team members while working, irrespec�ve of work loca�on or schedule arrangement.

v Any roles which have a security constraint that cannot be maintained from a non-Carbon Check facility (e.g. 
customer contracts, etc.)

General Condi�ons : 

v Must have home internet connec�on.

Employees should liaise with their supervisor / leader about their pa�erns of work and days in the office and will be 
responsible for keeping their leader and team informed about the status of their work. Employees must work with 
their team leader to accommodate themselves for on-site mee�ngs or trainings as required by their role.

v Any roles which have a technology constraint (e.g. call centre, inside sales)

v Any roles which require a physical presence onsite (e.g. administra�ve & accoun�ng roles, IT, Accountants, 
HR, etc )

v Any roles which have been restricted for WFH by Carbon Management at their sole discre�on.

v Zoom / Google Meet will be added to the laptop for video conferencing.

v All accessories (keyboards, monitors, mice, printers) are the employee's responsibility.

v Employee will have to comply with Company policies and expecta�ons regarding informa�on security. 
The employee will be expected to ensure the protec�on of proprietary company and customer 
informa�on accessible from their home offices.

v Employee must ensure that their supervisor / team leader agrees and approves their work arrangements. Or 
the same is a pre specified condi�on of terms of employment.

Employees must accurately report all �me worked no ma�er the work loca�on.

v If Work From Home is not a pre-specified condi�on of employment, the approving authority for any such 
remote working is the Admin & Opera�ons Head. 

Employees must understand that their role is eligible to work on a remote basis and thus they should recognise that 
certain roles due to their nature of job are not possible to perform from a Non-Carbon facility (or home or remote). 
Such examples include, but are not limited to:

v Personal internet connec�on is the employee's responsibility and will not be reimbursed by COMPANY.
v COMPANY owned laptops will be configured with VPN connec�vity and set-up by the I.T. Department.

v At all �mes, par�cipa�on in the @ Home Workplace Program will be subject to the con�nuing approval of the 
individual's leader. Carbon Check Management reserves the right to withdraw program par�cipa�on 
approval upon reasonable no�ce.
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HOME WORKPLACE PROGRAM OR WFH



v It is the responsibility of concerned employee to ensure that they have a suitable work area available when 
par�cipa�ng in the @ Home Workplace program.

v It is the employee's responsibility to ensure a safe and healthy work environment at his loca�on. The 
employee's office area should be limited to a separate area of his home.

Suitable Work Area at Home :

Work Hours:

v Team Leaders / Managers will schedule a daily ZOOM mee�ng with their team at the start of each 
workday.

v Must have office phone forwarded to personal cell phone or home phone. (COMPANY is not responsible 
for the phone charges unless agreed by the terms of appointment)

v 8 hours must be between 8:00 AM – 7:00 PM and shall only be on Working Day(s). Over�me or any 
Weekly Off Working, if any, must be approved in advance by the department manager. Any Over�me 
Working shall NOT be eligible for Financial Compensa�on. Compensatory Off policy shall also not apply 
on employees who are par�cipa�ng in @ Home Workplace Program. (If the employee is comple�ng his 

assigned tasks / reports on Weekly Offs / Holidays, it is at his sole will & wish)

v Circumstances may arise that require employee's presence on-site, they will be no�fied of these cases 
by their team lead / manager.

v Must punch into the �meclock, which may be installed by I.T. Department.
v If from �me to �me the posi�on requires hard copy materials to perform du�es, employees should make 

appropriate arrangements on their own.

Data Security :

v Use a lockable desk drawer, cupboard or filing cabinet for storing papers.

v Employees must ensure that they con�nue to observe Carbon Check policies in this area and that they take 
the following (minimum) measures in their daily work arrangements:

v Shredders should be used to destroy confiden�al and business documents and other

Commuta�on Expense : 
Any Travel from home to employee's usual Carbon Check Office / Facility will be deemed as a part of the ordinary 
commute and cannot be claimed as business travel. 

confiden�al papers that are not required to be retained.

v Ensure that all access to Carbon Check's databases is provided through a secure ID. Carbon Check's  IT Cell / 
Team shall put in place an infrastructure to facilitate working remotely and can be contacted if there are any 
specific issues related to access or IT security.

v Employees working remotely will be dealing with Carbon Check's and their Customer's confiden�al and 
personal data and therefore reasonable steps must be taken to ensure that such data is treated with 
adequate regard to data protec�on, confiden�ality and security measures. It shall be the sole responsibility 
of the concerned employee. 

v No third par�es present in your remote office, including family members, should be permi�ed access to 
Official Computer / Database or any Carbon Check's or Customer Documents and concerned employee must 
ensure that they are not permi�ed to access any other Carbon Check's or customer informa�on.
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HOME WORKPLACE PROGRAM OR WFH



Responsibility of Employees :

All employees are responsible for understanding and adhering to this policy. Team Leaders are responsible for 
enforcing this policy within their workgroups.

It is the leader's responsibility to align the provisions s�pulated in this policy and ensure ongoing compliance within 
the guidelines of the policy.
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HOME WORKPLACE PROGRAM OR WFH

First & Last day of the week, that is Sunday & Saturday shall be the Official Weekly Offs for all the Staff Members.

An employee who is on leave for 4days, or more than 4days including weekly Off/holiday(s) falling in between, then in 

thsuch case these weekly off/holiday (s) shall be treated as leave (except in case of Na�onal Holidays I.e. 26  January, 

th nd15  August and 2  October).

Carbon Check India Pvt Ltd Management does not promotes Weekly Off Working however if in case of exigencies, any HOD 

thinks it fit and allows such Weekly Off Working, a wri�en informa�on to this effect shall be submi�ed to the HR 

Department and only a�er wri�en approval from the HR Head or Regional Head any Weekly Off Working will be allowed. 

Wri�en Approvals are mandatory for any Weekly Off Working.

If in case, any Staff Member has a�ended office on a Weekly Off and is working at or below the level of Assistant Manager, 

he/she shall be en�tled for, Either, A Compensatory Off in lieu of such Weekly Off Working OR Performance Incen�ve up to 

a maximum of his One Day Salary which shall be paid in accordance with the Salary Cycle. Staff Members working at a level 

of Manager and above, shall only be en�tled to their Conveyance on Actual for any such Weekly Off Working.  

To be eligible for grant of Weekly Off, a Staff Member has to be present at least on three working days in the week 

succeeding the said Weekly Off or else the Weekly Off may get adjusted to a leave (if Balance available) or will be 

considered as a Leave Without Pay. 

WEEKLY OFF & / OR COMPENSATORY OFF 



st
The Uniform Salary Cycle, across Carbon Check India Pvt Ltd Group will be on a Monthly Basis and shall be running from 1  
day of every Calendar Month to the last day of that Calendar Month.
Salary shall only be paid through bank transfers and no cash shall be paid in any form.
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SALARY CYCLE & DISTRIBUTION METHODS

Statutory Deduc�ons shall be done from the salary, such as PF & ESI (if applicable and/or if opted for), Bonus / Ex-gra�a 
(mandatory as per company policy), TDS, etc. 
Apart from Statutory Deduc�ons, any agreed instalment pertaining to Loan, Advance and/or Agreed Damage / Fine can 
also be deducted from the salary under in�ma�on and agreement of the employee.  

DEDUCTION FROM SALARY 

Though Carbon Check India Pvt Ltd Management does not promote taking of Loan &/or Advances but then also 
understand that there may be exigencies wherein an employee may need a Financial Help from the company. 

To avail any Loan or Advance, employee will have to clear any pending loans/advances beforehand.

To be eligible to avail Financial Assistance from the company, an Employee must have completed at least one year of 
con�nuous service in the company, irrespec�ve of his pos�ng in any of the units / field.

Loan : 

An Agreement of Loan shall also be executed between the employee and company through its Head HR.
To avail a loan, the employee will have to provide two guarantors from within the company who shall sign the pre-fixed 
Guarantee Le�er & witness the agreement of loan.

A maximum loan equivalent to 4 Basic Salaries of an employee can only be granted as a policy. In any case, the period of 
this loan shall not exceed a period of 11 months.

Employee availing loan will have to deposit a non-dated cheque of the loan amount with the company which shall be 
returned to him/her, on the successful closure of loan.

Advance :

A maximum advance equivalent to One Gross Salary can only be granted as a policy.
Any such advance has to be cleared in maximum three instalments. 

Employees can also take advance against their salary. Such advance can be availed filling the Advance Form (available in 
the HR Department) which shall be duly approved by the HOD and HR Head. 

LOAN & ADVANCES 



Carbon Check India Pvt Ltd is commi�ed in all its ac�ons, to promote ethical and legi�mate business and shall neither 
engage in any ac�vity that would adversely affect such objec�ve, nor shall undertake any ac�vity or project which is to the 
detriment of the na�onal interests. 
On the same lines, Carbon Check Management wants its employees to follow all the rules & regula�ons, and Laws to 
make our country and our business a good place. Any employee being found indulged in any type of illegal and/or 
criminal ac�vity, directly, indirectly or being a part of it (even through know how) shall be subject to an Internal Inquiry 
and reports to law, if called for. Decisions on employment be taken by the course of inquiry or law, as the case may be.
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NATIONAL INTEREST 

It is mandatory for all Carbon Check India Pvt Ltd Employees to wear or carry their Official Iden�ty Cards whilst 
carrying out their du�es within office premises or working on site.

We should feel & show pride while wearing the Iden�ty Badge of Carbon Check India Pvt Ltd
Employees should show their Iden�ty Cards, if asked for. 

IDENTITY CARDS 

4. Conduct that threatens, in�midates, or coerces another employee, vendors/ business associates or their 
representa�ves / customers or their representa�ves, including off-duty periods, will not be tolerated. This 
prohibi�on includes all acts of harassment.

8. Dangerous or hazardous devices & weapons or substances are prohibited on the premises.

5. Carbon Check India Pvt Ltd Management or Admin & Opera�ons Head / HR Department will thoroughly and 
promptly inves�gate all reports of threats of violence, actual violence, or suspicious individuals and ac�vi�es.

7. There will be thorough and prompt inves�ga�ons of disputes or differences among employees, and brought 
to the a�en�on of Admin & Opera�ons Head / HR Department before the situa�on escalates into poten�al 
violence. Carbon Check India Pvt Ltd Management is eager to assist in the resolu�on of employee disputes, 
and will neither discipline employees nor tolerate retalia�on against employees for raising such concerns.

6. Anyone determined to be responsible for threats of or actual violence or other conduct is in viola�on of 
these guidelines will  be subject to prompt disciplinary ac�ons up to and including 
suspension/termina�on and/or legal ac�on as appropriate.

To prevent workplace violence and to maintain a safe work environment, Carbon Check India Pvt Ltd Management 
does not tolerate acts of workplace violence commi�ed by or against employees and/or all persons involved in any 
such violence in or outside the premises. Employees are prohibited from making threats or engaging in violent acts.

1. All employees, vendors/ business associates or their representa�ves / customers or their representa�ves 
should be treated with courtesy and respect at all �mes. Employees are expected to refrain from figh�ng, 
horseplay, or other conduct that may alarm or be dangerous to others.

Condi�ons

2. All threats of violence, or violent acts, whether direct or indirect, should be reported immediately to the 
Admin & Opera�ons Head / HR Department and/or Management. This includes threats by employees, 
vendors, or any other. Admin & Opera�ons Head / HR Department should a�empt to obtain the most specific 
and detailed informa�on as possible from the affected individual.

3. All suspicious individuals or ac�vi�es should also be reported as soon as possible to Admin & Opera�ons 
Head / HR Department.

NO VIOLENCE AT WORKPLACE



The Company's policy applies to all staff working within the organisa�on and to all employees working off the premises. 

This policy, in addi�on, covers the behaviour of staff outside working hours which may impact upon work or working 

rela�onships.

 

Carbon Check India Pvt Ltd Management is commi�ed to encouraging and maintaining good employee rela�ons within a 
working environment which fosters team working and encourages employees to give of their best. Everyone in the 
Company and those who have dealings with the Company has a responsibility to maintain good working rela�onships and 
not to use words or present deeds that may harm the wellbeing of others, in any manner what so ever. 

We strongly believe that everyone has the right to be treated with considera�on, fairness, dignity and respect irrespec�ve 

of level, designa�on, age, etc. This contributes to a workplace environment in which individuals feel respected and can 

work effec�vely competently and confidently.

 
The Company has a “zero tolerance” policy and will inves�gate vigorously any allega�ons of dis-respec�ng any 
colleague regardless of whether the ma�er has been raised formally or informally.
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MUTUAL RESPECT @ 360

Carbon Check Management does not believe in Un-Ethical Conduct and expect its employees to refrain from any 
type of corrup�on of any form. Any Corrup�on or Bribery shall be dealt with strictly and ruthlessly, in any case 
whatsoever, irrespec�ve of the past history, performance, level of employee etc.   

A bribe is defined as: giving someone a financial or other advantage to encourage that person to perform their 

func�ons or ac�vi�es improperly or to reward that person for having already done so or to giving physical 

favours to someone for le�ng a purpose fulfilled. 

If anyone bribe (or a�empt to bribe) another person, intending either to obtain or retain business for the com-
pany, or to obtain or retain an advantage in the conduct of the company's business this will be considered gross 
misconduct. Similarly accep�ng or allowing another person to accept a bribe will be considered gross 
misconduct. In these circumstances the employee will be subject to formal inves�ga�on under the Company's 
disciplinary procedures, and disciplinary ac�on up to and including dismissal may be applied.

ANTI BRIBERY & ANTI CORRUPTION @ CARBON



INTRODUCTION

The Preven�on of Workplace Sexual Harassment Act and the Preven�on of Workplace Sexual Harassment Rules have 
been enacted 16 years a�er the Supreme Court of India's landmark judgement in Vishaka and others v. State  of 
Rajasthan 4 (“Vishaka Judgement”). The Supreme Court, in the Vishaka Judgment, laid down guidelines making it 
mandatory for every employer to provide a mechanism to redress grievances pertaining to workplace sexual 
harassment and enforce the right to gender equality of working women

THE MANDATE

Carbon Check India Pvt Ltd's Management respects all and specially the female employees to the core and in all 
spirits and thus exactly follow the Sexual Harassment of Women at Workplace (Preven�on, Prohibi�on and 
Redressal) Act, 2013.
Carbon Check India Pvt Ltd's Management has adopted this as a policy. 

The Sexual Harassment of Women at Workplace (Preven�on, Prohibi�on and Redressal) Act, 2013 (“Preven�on of 
Workplace Sexual Harassment Act”) was made effec�ve from December 09, 2013 by the Ministry of Women and

Provisions under The Sexual Harassment of Women at Workplace (Preven�on, Prohibi�on and Redressal) Act, 2013

Abstract Of Sexual Harassment of Women at Workplace (Preven�on, Prohibi�on and Redressal) Act, 2013

As on date, all workplaces in India are mandated by law to provide a safe and secure working environment free from 
sexual harassment for all women.

(“Guidelines”).

I Applicability and Scope
The Preven�on of Workplace Sexual Harassment Act extends to the 'whole of India' and s�pulates that a

Further, the Preven�on of Workplace Sexual Harassment Act applies to both the organized and unorganized sectors in 
India. The statute, inter alia, applies to government bodies, private and public sector organisa�ons, non- governmental 
organisa�ons, organisa�ons carrying out commercial, voca�onal, educa�onal, entertainment, industrial, financial 
ac�vi�es, hospitals and nursing homes, educa�onal ins�tutes, sports ins�tu�ons and stadiums used for training 
individuals and a dwelling place or a house.

woman shall not be subjected to sexual harassment at her workplace. It is per�nent to note that the statute protects only 
women and is not intended to be a gender neutral legisla�on. As per the statute, an 'aggrieved woman' in rela�on to a 
workplace, is a woman of any age, whether employed or not, who alleges to have been subjected to any act of sexual 
harassment.

Child Development, India. The Government has also no�fied rules under the Preven�on of Workplace Sexual 
Harassment Act �tled the Sexual Harassment of Women at Workplace (Preven�on, Prohibi�on and Redressal) Rules, 
2013 (“Preven�on of Workplace Sexual Harassment Rules”).

The Preven�on of Workplace Sexual Harassment Act has been enacted with the objec�ve of preven�ng and protec�ng 
women against sexual harassment at workplace and for the effec�ve redressal of complaints of sexual harassment. The 
statute seeks to fill the legisla�ve void on the subject and provide every woman, irrespec�ve of her age or employment 
status, a safe and secure working environment free from all forms of harassment. The year 2013 also witnessed the 
promulga�on of the Criminal Law (Amendment) Act, 2013 (“Criminal Law Amendment Act”) which criminalized offences 
such as sexual harassment, stalking and voyeurism.
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(i)	 physical contact and advances,

Employee

Court's defini�on in the Vishaka Judgment. As per the statute, 'sexual harassment' includes unwelcome

(ii)	 demand or request for sexual favours,

Recognising that sexual harassment of women may not necessarily be limited to the primary place of employment, the 
Preven�on of Workplace Sexual Harassment Act has introduced the concept of an 'extended workplace'. As per the 
statute, 'workplace' includes any place visited by the employee arising

An important feature of the Preven�on of Workplace Sexual Harassment Act is that it envisages the se�ng up of 
grievance redressal forums for both organized and unorganized sectors.

sexually �nted behaviour, whether directly or by implica�on, such as

The defini�on of an 'employee' under the Preven�on of Workplace Sexual Harassment Act is fairly wide and covers 
regular, temporary, ad hoc employees, individuals engaged on daily wage basis, either directly or through an agent, 
contract labourers, co-workers, proba�oners, trainees, and appren�ces, with or without the knowledge of the principal 
employer, whether for remunera�on or not, working on a voluntary basis or otherwise, whether the terms of 
employment are express or implied.

out of or during the course of employment, including transporta�on provided by the employer for the purpose of 
commu�ng to and from the place of employment.

(iii)	 making sexually coloured remarks,

in employment; threat about present or future employment; interference with work or crea�ng an in�mida�ng or 
offensive or hos�le work environment; or humilia�ng treatment likely toaffect the lady employee's health or safety could 
also amount to sexual harassment.

Sexual Harassment –Defini�on

Workplace

The Preven�on of Workplace Sexual Harassment Act defines 'sexual harassment' in line with the Supreme

A. Internal Complaints Commi�ee

(v)	 any other unwelcome physical, verbal or non-verbal conduct of a sexual nature.

Presence or occurrence of circumstances of implied or explicit promise of preferen�al treatment in employment; 
threat of detrimental treatment

Complaints Commi�ee

The Preven�on of Workplace Sexual Harassment Act requires an employer to set up an 'internal complaints commi�ee' 
(“ICC”) at each office or branch, of an organiza�on employing 10 or more employees, to hear and redress grievances 
pertaining to sexual harassment.

(iv)	 Showing pornography, or
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ii.	requiring the discovery and produc�on of documents; and

C. Local Complaints Commi�ee
At the district level, the Government is required to set up a 'local complaints commi�ee' (“LCC”)to inves�gate and redress 
complaints of sexual harassment from the unorganized sector or from establishments where the ICC has not been 
cons�tuted on account of the establishment having less than 10 employees or if the complaint is against the employer.

3 months from the date of the last incident. The ICC/ LCC can extend the �meline for filing the complaint, for reasons 
to be recorded in wri�ng, by a period of 3 months. The law also makes provisions for friends,

Not less than half of the ICC Members shall be women The term of the ICC Members 
shall not exceed 3 years

D. Powers of the ICC/LCC

Complaint Mechanism

The Preven�on of Workplace Sexual Harassment Act s�pulates that the ICC and LCC shall, while inquiring into a 
complaint of workplace sexual harassment, have the same powers as are vested in a civil court under the Code of Civil 
Procedure, 1908 when trying a suit in respect of:

A minimum of 3 Members of the ICC including the Presiding Officer are to be present for conduc�ng the inquiry.

i.	summoning and enforcing the a�endance of any person and examining him on oath;

An aggrieved woman who intends to file a complaint is required to submit six copies of the wri�en complaint, along with 
suppor�ng documents andnames and addresses of the witnesses to the ICC or LCC, within 3 months from the date of 
the incident and in case of a series of incidents, within a period of

rela�ves, co-workers, psychologist, psychiatrists, etc. to file the complaint in situa�ons where the aggrieved employee 
is unable to make the complaint on account of physical incapacity, mental incapacity

iii.	any other ma�er which may be prescribed

or death. 

Presiding Officer: Woman employed at a senior level at the workplace from amongst the employees.

B. Cons�tu�on of the ICC

Members : Not less than 2 members from amongst employees. Preferably commi�ed to the cause of women or who 
have had experience in social work or have legal knowledge.
External member : From an NGO or associa�on commi�ed to the cause of women or person familiar with issues 
rela�ng to sexual harassment.
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v.	 feasibility of such payment in lump sum or in instalments.

i.	punishment prescribed under the service rules of the organiza�on;

iii.	deduc�on of compensa�on payable to the aggrieved woman from the wages of the respondent. The statute also 
envisages payment of compensa�on to the aggrieved woman. The compensa�on payable shall be determined based 
on:
I.	the mental trauma, pain, suffering and emo�onal distress caused to the aggrieved employee;

Interim Reliefs

The statute prescribes the following punishments that may be imposed by an employer on an employee for indulging in 
an act of sexual harassment:

Redressal Process

Punishment and Compensa�on

The ICC/LCC is also empowered to, at the request of the complainant, recommend to the employer interim 
measures such as:
i.	transfer of the aggrieved woman or the respondent to any other workplace

iii.	restrain the respondent from repor�ng on the work performance of the aggrieved woman or wri�ng her 
confiden�al report, which du�es may be transferred to other employees.

ii.	if the organiza�on does not have service rules, disciplinary ac�on including wri�en apology, warning, reprimand, 
censure, withholding of promo�on, withholding of pay rise or increments, termina�ng the respondent from service, 
undergoing a counselling session, or carrying out community service; and

iv.	 the income and status of the alleged perpetrator; and

ii.	the loss in career opportunity due to the incident of sexual harassment;

In the event that the respondent fails to pay the aforesaid sum, ICC may forward the order for recovery of the sum as 
an arrear of land revenue to the concerned District Officer.

iii.	medical expenses incurred by the vic�m for physical/ psychiatric treatment;

ii.	gran�ng leave to the aggrieved woman up to a period of 3 months in addi�on to her regular statutory/ 
contractual leave en�tlement
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Confiden�ality
The statute specifically s�pulates that informa�on pertaining to workplace sexual harassment shall not be subject to 
the provisions of the Right to Informa�on Act, 2005. The statute further prohibits dissemina�on of the contents of 
the complaint, the iden�ty and addresses of the complainant, respondent witnesses, any informa�on rela�ng to 
concilia�on and inquiry proceedings, recommenda�ons of the ICC/LCC and the ac�on taken to the public, press and 
media in any manner.

Role of the company and the employee 

Company

• Provide training and informa�on to employees

• Promptly inves�gate and deal with all complaints of harassment

• Provide protec�on and support to employees who are harassed

• Ensure “zero tolerance”, at all �mes towards any form of harassment

Employee

• Understand company's policy on sexual harassment

• Document every incident in detail and keep all evidence

If an employer fails to cons�tute an ICC or does not comply with the requirements prescribed under the Preven�on of 
Workplace Sexual Harassment Act, a monetary penalty of up to INR 50,000 may be imposed. A repe��on of the same 
offence could result in the punishment being doubled and / or de-registra�on of the en�ty or revoca�on of any 
statutory business licenses. It is also per�nent to note that all offences under Preven�on of Workplace Sexual 
Harassment Act are non-cognizable.

• Seek help as soon as possible

Consequences of noncompliance

• Be conscious of inappropriate behaviours
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The en�re premises of Carbon Check Management shall remain under video surveillance barring the Private Areas. 

If required, Employees can request access to informa�on gathered through workplace monitoring that may impact 
employment decisions. Access will be granted unless there is a legi�mate business reason to protect confiden�ality or 
an ongoing inves�ga�on.

All these monitoring methods shall be used to iden�fy safety concerns, maintain quality control, detect the� and 
misconduct, and discourage or prevent acts of harassment and workplace violence. 

Carbon Check India Pvt Ltd Management maintains the right to conduct workplace monitoring for the purposes of 
administra�ve controls, cultural quality control, employee safety and security. Carbon Check Management is sensi�ve to 
the legi�mate privacy rights of staff, volunteers, and those served. Every effort will be made to conduct workplace 
monitoring in an ethical and respec�ul manner and only in the Non Private Areas. 

PROCEDURE 

In Special Cases, Employees who regularly communicate with the Clients, their emails can also be monitored on the sole 
discre�on of management. 

The Virtual or Physical Mee�ngs may be a subject to recording for cultural quality & technical trainings purpose. 
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WORK PLACE ACTIVITY MONITORING

While wishing good health for everyone, Carbon Check India Pvt Ltd Management expects all its employees to declare any 
disease or illness, what so ever, to the company management, in wri�ng. This is being expected so that if in case, the 
disease can spread, company management may take necessary steps to control / curb the spread. 

Employees not doing so may be a subject to disciplinary ac�on in case of any such adverse situa�on. 

DISEASE / ILLNESS DECLARATION

No employee shall, without the express consent of the Management / HR Head, call for Press meets, brief the Press or 
speak to the Media or par�cipate in discussions, forums etc. in the media, to discuss any issues related to the ac�vi�es of 
the company or future prospects or projec�ons of the company.

Similarly, Third Par�es which have business dealings with Carbon Check, such as Consultants, Agents, Contractors and 
Suppliers are not authorized to represent a Carbon Check India Pvt Ltd without the wri�en permission. A Non Disclosure 
Agreement is to be signed with Third par�es to support the confiden�ality of informa�on. Third Par�es and their 
employees are expected to abide by the Code in their interac�on with and on behalf of Carbon Check India Pvt Ltd.

Further, while a�ending seminars / workshops / client meets or any such event on behalf of Carbon Check India Pvt 
Ltd, associates and specially the employees should represent the company in a very professional manner to upli� 
Carbon Check's Brand Value & Company's Image. 

Carbon Check Management shall also ensure to upli� the personali�es of their employees by arranging different 
workshops on personality development, so� skills, etc.

Carbon Employees' conduct with the a�endees of such event shall be the best at all fronts, viz., personal as well as 
professional front. 

Anyone doing so without proper permission, shall be a subject to inquiry and ac�ons based on such inquiry.

PUBLIC REPRESENTATION



Equipment Usage Guidelines

This Equipment Usage guidelines informs Carbon Check Employees and Managers about equipment purchase, 

organiza�onal and regional-level inventory management, rules for alloca�ng & transferring equipment to employees, 

departments or regional offices and best prac�ces for all equipment usage and maintenance.

Informa�on Technology (IT) Policy of the organiza�on defines rules, regula�ons and guidelines for proper usage and 

maintenance of these technological assets to ensure their ethical and acceptable use and assure health, safety and 

security of data, products, facili�es as well as the people using them. It also provides guidelines for issues like 

compliance, IT support and grievance redressal of the employees pertaining to technological assets and services used for 

office work.

· Basic IT training and guidance is provided to all new employees about using and maintaining their 

Personal Computer (PC) / Laptops, peripheral devices and equipment in the organiza�on, accessing the 

organiza�on network and using applica�on so�ware, if available.

· All employees and concerned departments are expected to comply with the IT Policy rules and 

guidelines while purchasing, using and maintaining any equipment or so�ware purchased or provided by the 

organiza�on.

· Employees can request and/or the Management Commi�ee can decide to conduct an IT training on a 

regular or requirement basis.

Employee Training

IT Support

For major issues like PC / Laptop replacement, Non-Working Equipment, installa�on of applica�on 

Carbon Check Employees may need hardware/so�ware installa�ons or may face technological issues which cannot be 

resolved on their own. Employees are expected to get help from the IT Dept / IT Execu�ve for such issues.

so�ware and more, it is mandatory for all employees to inform the Admin & Opera�ons Head and 

· Inappropriate use of equipment and so�ware by an employee will be subject to disciplinary ac�on as 

deemed fit by the Management Core Commi�ee of the organiza�on.

Compliance

Carbon Check provides and maintains technological products, services and facili�es like Personal Computers (PCs) / 

Laptops, peripheral equipment, servers, telephones, Internet and required applica�on so�ware to its employees for 

official use. 

· Any employee who no�ces misuse or improper use of equipment or so�ware within the organiza�on 

must inform Admin & Opera�ons Head / HR Department and/or his/her Repor�ng Manager(s) immediately.

IT Dept.

Following equipment are purchased by Carbon Check and provided to individual employees, 

departments or regional offices for their official use. The list can be modified as and when 

b. Computer Peripherals (Printer, Scanner, Photocopier, Fax Machine, Keyboard, Mouse, Web 
Camera, Speaker, Modem etc.)

c. Networking Equipment & Supplies (Router, Switch, Antenna, Wiring, etc.)

Equipment Purchase

required.
a. Personal Compu�ng Devices (Desktop, Laptop, Tablet)

d. Biometric Devices
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· The Admin & Opera�ons procedures & guidelines need to be followed to purchase new equipment for 

official purposes. All approved equipment will be purchased through the Admin & Opera�ons Dept., 

unless informed/permi�ed otherwise.

Inventory Management

· Admin & Opera�ons Department is responsible for maintaining an accurate inventory of all 

technological assets, so�ware and tangible equipment purchased by the organiza�on.

· The Admin & Opera�ons will maintain an inventory of standard PCs, so�ware and equipment required 

frequently to minimize delay in fulfilling cri�cal orders.

· The following informa�on is to be maintained for above men�oned assets in an Inventory Sheet:
a. Item Par�culars

b. Brand/ Company Name

d. Basic Configura�on (e.g. HP Laptop, 120 GB HD, 2 GB RAM etc.)

e. Physical Loca�on

c. Serial Number

g. Purchase Cost

Alloca�on of Assets:

· Periodic inventory audits will be carried out by the Admin & Opera�ons Department to validate the 

inventory and make sure all assets are up-to-date and in proper working condi�on as required for 

maximum efficiency and produc�vity.

f. Date of Purchase

De-alloca�on of Assets:

· All technological assets of the organiza�on must be physically tagged with codes for easy iden�fica�on.

· Received assets must be returned back to the Admin & Opera�ons Dept.

· It is the responsibility of Admin & Opera�ons Department to collect all allocated 

organiza�onal equipment & other assets from an employee who is leaving the organiza�on. Repor�ng 

Manager should keep the Admin & Opera�ons Department about the relieving date of any exi�ng 

employee.

· New Employees may be allocated a personal computer (desktop or laptop) for office work on 

the Day of Joining, as per work requirement.
· If required, employees can request Admin & Opera�ons Department and/ortheir Repor�ng 

Manager(s) for addi�onal equipment or supplies like external keyboard, mouse etc.

· Upda�ng the Inventory Sheet is mandatory a�er receiving back all allocated equipment.

· Proper informa�on about all technological assets provided to an employee, department, regional office 
must be regularly maintained in their respec�ve Personal Files, Inventory Sheets by the Admin & 
Opera�ons Department as well as IT Department and/or an assigned coordinator from that dept., 
regional office on a regular basis. The informa�on thus maintained must be shared with the Admin & 
Opera�ons Department as and when requested.

h. Current Person In-Charge

· Alloca�on of addi�onal assets to an employee is at the sole discre�on of the Admin & 

Opera�ons Department / Repor�ng Manager(s).
· No employee is allowed to carry official electronic devices out of office without permission 

from Repor�ng Manager.

C
A

R
B

O
N

 C
O

D
E

 O
F

 C
O

N
D

U
C

T

IT POLICY



�Equipment Usage, Maintenance and Security

· It is the responsibility of all employees to ensure careful, safe and judicious use of the equipment & 
other assets allocated to and/or being used by them.

· Proper guidelines or safety informa�on must be obtained from designated staff in the IT Dept. before 

opera�ng any equipment for the first �me.

· Any observed malfunc�on, error, fault or problem while opera�ng any equipment owned by the 

organiza�on or assigned to you must be immediately informed to the designated staff in IT Dept.

· Replica mode of all running servers will be offline and it should maintain half-hourly backup.

General Guidelines

· Employee's Repor�ng Manager or the Management Commi�ee or the IT Manager will have 
access to that data.

· All PCs being used in the organiza�on are enabled to connect to the organiza�on's Local Area 
Network as well as the Internet and/or Intranet (if available).

· Organiza�on will install a file server for backing up data of all employees. All employees are 

expected to keep official data on the file system.

� Server backup:

· IT Dept. is expected to maintain an incremental backup of all servers with at least 2 copies of all 

servers. At any �me, 2 backups of all servers must be maintained.

· Any repeated occurrences of improper or careless use, wastage of supplies or any such offense 

compromising the safety or health of the equipment and people using them will be subject to 

disciplinary ac�on.

· Mul�ple configura�ons are maintained as per the different requirements of various employees, 

departments and regional offices in the organiza�on. 

· If your assigned compu�ng device is malfunc�oning or underperforming and needs to be replaced or 
repaired, then wri�en approval from your Repor�ng Manager is required for the same. The 
malfunc�oning device needs to be submi�ed to the Admin & Opera�ons Department for checking, 
maintenance or repair. The IT Dept. staff person will give a �me es�mate for repair/maintenance.

· Employees are expected to undertake appropriate security measures as enlisted in the IT Policy.

Data Backup Procedure

· It is the responsibility of the Admin & Opera�ons Department to establish and maintain standard 

configura�ons of hardware and so�ware for PCs owned by the organiza�on. The standard, can however, 

be modified at any point in �me as required in consulta�on with the Management Commi�ee.

Data Backup is setup during installa�on of Opera�ng System in a PC. As an addi�onal security measure, it 

is advised that employees keep important official data in some external storage device also.

File Backup System:

· Only in excep�onal cases, when none of the standard configura�ons sa�sfy the work requirements, can 

an employee request a non-standard PC configura�on. Valid reasons need to be provided for the request 

and wri�en approval of the Admin & Opera�ons Department / Repor�ng Manager(s) is required for the 

same.

· Network security is enabled in all PCs through Firewall, Web Security and Email Security so�ware.

Network Access

· All employees will login to the file server through respec�ve user ID and password.
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· Two configura�ons – Basic and Advanced are maintained for An�virus so�ware installed on 

organiza�on's computers. The configura�ons are installed on PCs as per work requirement of par�cular 

Dept. which shall be assessed by the Opera�ons & Admin Department and IT Department.

· Any external storage device like pen drive or hard disk connected to the PC needs to be completely 

scanned by the An�virus so�ware before opening it and copying files to/from the device.

�   An�virus So�ware

· Approved licensed an�virus so�ware shall be installed on all PCs owned by the organiza�on.

· Employees are expected to make sure their An�virus is updated regularly. The IT Dept. should be 

informed if the An�virus expires.
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This makes it an offence to try and access any computer system / laptop for which authorisa�on has not been given or if the 

Computer System / Laptop issued to any employee is being used for any illegal purposes.

Data Protec�on 

No person is allowed to use Company IT facili�es who has not previously been authorised to do so by the Company IT 
Department. Unauthorised access to IT facili�es is prohibited and may result in either disciplinary ac�on or criminal 
prosecu�on. 

All Users are expected to act in a manner that will not cause damage to IT facili�es or disrupt IT services of the company – 
Carbon Check India Pvt Ltd. Any accidental damage or disrup�on must be reported to IT Responsible / HR Department as 
soon as possible a�er the incident has occurred. Users are responsible for any IT ac�vity which is ini�ated under their 
username.

Users need to be sure that they are not breaching any data protec�on when they write and send emails.

Carbon Check Management believes that IT facili�es are provided to assist with day to day work. It is important that these 
facili�es are used responsibly, are not abused, and that individuals (employees) understand the legal, professional and 
ethical obliga�ons that apply to them.

Computer Misuse 

Email should where possible be avoided when transmi�ng personal data about a third party. This includes comment and 

opinion, as well as factual informa�on. Therefore, this should be borne in mind when wri�ng emails, and when keeping 

them. 

It is an offence to copy so�ware without the permission of the owner of the copyright and/or the person in whose custody 

the so�ware is. 

 

Copyright Design and Patents 

INTERNET & EMAIL USAGE POLICY, SOCIAL MEDIA RESTRICTIONS
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· Users must not knowingly introduce any form of computer virus into the Company's computer network. 

· Users must not “hack into” unauthorised areas. 

· Users must not use the internet for personal financial gain. 

It is an offence to the sole credit of an employee to publish untrue statements which adversely affect the reputa�on of a 

person or group of persons through Company's Network or IP without giving the same in the knowledge of the 

Management and they permi�ng the same. 

· Users must not par�cipate in any online ac�vi�es that are likely to bring the Company into disrepute, create or 
transmit material that might be defamatory or incur liability on the part of the Company, or adversely impact on the 
image of the Company. 

· Users must not visit, view or download any material from an internet site which contains illegal or inappropriate 
material. This includes, but is not limited to, pornography (including child pornography), obscene ma�er, race hate 
material, violence condoning messages, criminal skills, terrorism, cults, gambling and illegal drugs. 

Terrorism 

· Ensure they do not harm the Company's reputa�on, bring it into disrepute, incur liability on the part of the 
Company, or adversely impact on its image. 

Defama�on 

It a criminal offence to encourage terrorism and/or disseminate terrorist publica�ons using Company's network or IT 
System.

Use of the Company Provided Internet Facility  

Use of the Internet by employees is encouraged where such use is consistent with their work and with the goals and 

objec�ves of the Company in mind. Reasonable personal use is permissible subject to the following: 

· Personal use of the internet must not cause an increase for significant resource demand, e.g. storage, capacity, 
speed or degrade system performance. 

· Users must not download commercial so�ware or any copyrighted materials belonging to third par�es, unless 
such downloads are covered or permi�ed under a commercial agreement or other such licence. 

· Users must not use the Internet for illegal or criminal ac�vi�es, such as, but not limited to, so�ware and music 
piracy, terrorism, fraud, or the sale of illegal drugs. 

· Use of the internet for personal reasons (e.g. online banking, trading, shopping, informa�on surfing) must be 
limited, reasonable and preferably shall be done only during non-work �me such as lunch-�me. 

· Staff may face disciplinary ac�on if they breach this policy and/or bring embarrassment on the Company or bring it 
into disrepute. 

Social Media & Other Sites : 

Usage of Company Email 

· Use of gambling sites, online auc�on sites and social networking sites such as, but not limited to, Facebook, 
LinkedIn, Youtube, Twi�er, Bebo, Flickr, MySpace etc.. is not permissible unless the work profile requires so and 
is being permi�ed in wri�ng. 

· Users must not use the internet to send offensive or harassing material to other users. 

· Ensure they do not disrupt the Company's wider IT systems or cause an increase for significant resource demand 
in storage, capacity, speed or system performance e.g. by sending large a�achment to a large number of internal 
recipients. 

When using Company email, users must: 

INTERNET & EMAIL USAGE POLICY, SOCIAL MEDIA RESTRICTIONS
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· Must not use email for the crea�on, reten�on or distribu�on of disrup�ve or offensive messages, images, 
materials or so�ware that include offensive or abusive comments about ethnicity or na�onality, gender, 
disabili�es, age, sexual orienta�on, appearance, religious beliefs and prac�ces, poli�cal beliefs or social 
background. Employees who receive emails with this content from other employees of the Company should 
report the ma�er to their line manager or supervisor. 

· Staff who receive improper email from individuals inside or outside the Company, should discuss the ma�er in the 
first instance with their line manager or supervisor. 

· Be a breach of copyright or license provision with respect to both programs and data, including intellectual 
property rights 

· Not send email messages that might reasonably be considered by recipients to be bullying, harassing, abusive, 
malicious, discriminatory, defamatory, and libellous or contain illegal or offensive material, or foul language. 

· Not seek to gain access to restricted areas of the network or other “hacking ac�vi�es” is strictly forbidden 

· Not upload, download, use, retain, distribute, or disseminate any images, text, materials, or so�ware which might 
reasonably be considered indecent, obscene, pornographic, or illegal. 

· Waste staff effort or Company resources, or engage in ac�vi�es that serve to deny service to other users 

· Not send chain le�ers or joke emails from a Company account. 

· Not engage in any ac�vity that is likely to Corrupt or destroy other users' data or disrupt the work of other users 

· Be outside of the scope of normal work-related du�es – for example, unauthorised selling/ adver�sing of goods 
and services 

· Affect or have the poten�al to affect the performance of damage or overload the Company system, network, 
and/or external communica�ons in any way 

Company Expecta�ons

 

Users must exercise due care when wri�ng emails to avoid being rude or unnecessarily terse. Emails sent from the 
Company may be interpreted by others as Company statements. 

The Company provides a current and up to date automa�c virus checker on all networked computers. However, cau�on 
should be used when opening any a�achments or emails from unknown senders. Users must best endeavour to ensure 
that any file downloaded from the internet is done so from a reliable source. It is a disciplinary offence to disable the virus 
checker. Any concerns about external emails, including files containing a�achments, should be discussed with the IT 
Department / Repor�ng Manager.

When staff are out of the office for longer than three days and are ac�va�ng the “out of office” facility messages should 

name an alterna�ve member of staff for correspondents to contact if necessary. This will ensure that any important 

messages are picked up and dealt with within required �mescales.

During periods of absence when highly important emails are an�cipated, the employee (or manager) should make 

arrangements for no�fica�on and access by another appropriate member of staff.

Users are responsible for ensuring that their content and tone is appropriate. Emails o�en need to be as formal and 
business like as other forms of wri�en correspondence.

· Personal use of the Company email is not permi�ed.

 

Where sensi�ve and confiden�al informa�on needs to be sent via email for prac�cal reasons, please be aware that email is 

essen�ally a non-confiden�al means of communica�on. Emails can easily be forwarded or archived without the original 

sender's knowledge. They may be read by persons other than those they are intended for. 

INTERNET & EMAIL USAGE POLICY, SOCIAL MEDIA RESTRICTIONS
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Remote Use : 
Users may some�mes need to use Company equipment and access the Company network while working remotely, 
whether from home or while travelling. The standards set out in this document apply whether or not Company equipment 
and resources are being used.

Disciplinary Ac�on :  Breaches of these regula�ons may be dealt with under the Company's disciplinary procedures. It may 
lead to termina�on of employment from the Company. 

No�ce : 

Penal Ac�ons :

Breaches of the law : Where appropriate, breaches of the law will be reported to the police.

All resources of the Company, including computers, email, and voicemail are provided for legi�mate use. If there are 
occasions where it is deemed necessary to examine data beyond that of the normal business ac�vity of the Company then, 
at any �me and without prior no�ce, the Company maintains the right to examine any systems and inspect and review all 
data recorded in those systems. This will be undertaken by authorised staff only. Any informa�on stored on a computer, 
whether the informa�on is contained on a hard drive, USB pen or in any other manner may be subject to scru�ny by the 
Company. This examina�on helps ensure compliance with internal policies and the law. It supports the performance of 
internal inves�ga�ons and assists in the management of informa�on systems.

Withdrawal of facili�es : Users in breach of these regula�ons may have access to Company IT facili�es restricted or 
withdrawn. 

INTERNET & EMAIL USAGE POLICY, SOCIAL MEDIA RESTRICTIONS

Carbon Check India Pvt Ltd Management recognises that Tobacco, Alcohol and Drug abuse related problems are an area of 
health and social concern. It also recognises that a member of staff with such problems needs help and support from us. 

Carbon Check India Pvt Ltd is concerned by factors affec�ng an employee's ability to safely and effec�vely do their work to 

a sa�sfactory standard. The business recognises alcohol or other drug abuse can impair short-term or long-term work 

performance and is an occupa�onal health and safety risk. Carbon Check India Pvt Ltd will do its utmost to create and 

maintain a safe, healthy and produc�ve workplace for all employees. 

Carbon Check India Pvt Ltd has a “zero tolerance policy” in regards to use of Tobacco, Alcohol and other illicit drug within 

the premises or the a�ending of other business related premises (e.g. clients) while under the influence of illicit drugs. 

Contravening either of these points may lead to instant dismissal.

The Company also recognises that alcohol and drug abuse problems can have a detrimental effect on work performance 

and behaviour. The Company has a responsibility to its employees and customers to ensure that this risk is minimised. 

PROHIBITION OF USAGE OF TOBACCO, ALCOHOL, DRUGS & BANNED SUBSTANCES 
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Employees shall avoid any improper, unauthorized or unlicensed use of Carbon Check property or resources for non-
business related reasons or purposes including improper use of systems and �mekeeping. 

b) Limited and occasional use of a photocopier 

The�- Employees shall avoid any unauthorized removal or taking of supplies, equipment, furniture, fixtures, products, 
cash, merchandise or other tangible property of the Company.

This excludes certain: 

Employees shall ensure that all departmental equipment, resources, and consumable items are used for the work and 
business of the company / department. 

c) Limited and occasional use of the departmental email and Internet system subject to company's policy on use of the 
Internet and electronic mail

a) Limited, occasional and brief private telephone calls 

USAGE OF COMPANY PROVIDED ITEMS & FACILITY

Policy: 

 This policy does not seek to unreasonably limit external ac�vi�es, but instead seeks to emphasize the need to disclose 
conflicts and poten�al conflicts of interest and commitment, to manage such conflicts and to ensure that the company's 
interests are not compromised.

 Employees likewise must not profit or otherwise gain advantage from any external ac�vity at company's expense or 
engage in external ac�vi�es under circumstances that appear to be at company's expense.

Carbon Check Employees must avoid any rela�onship or ac�vity that might impair, or even appear to impair, their ability to 
make objec�ve and fair decisions when performing their jobs. At �mes, an employee may be faced with situa�ons in which 
business ac�ons taken on behalf of Carbon Check India Pvt Ltd may conflict with the employee's own personal interests. 
Company property, informa�on or business opportuni�es may not be used for personal gain.

As a basic condi�on of employment, all employees have a duty to act in company's best interest in connec�on with ma�ers 

arising from or related to their employment and other company ac�vi�es. In essence, this duty means that employees 

must not engage in external ac�vi�es that interfere with their obliga�ons to company, damage company's reputa�on, 

compete with company's interests, or compromise the independence of company's research and business ac�vi�es, or 

can reasonably be seen as doing so. 

Purpose 

 The purpose of this policy is to establish guidelines for conflicts of interest or commitment that might arise in the course of 

staff employees' du�es and external ac�vi�es. 

CONFLICT OF INTEREST : 

CONFLICT OF INTEREST, NON-COMPETE, PROTECTION OF INTELLECTUAL PROPERTIES
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 Serving as a board member for an outside commercial company or organiza�on without the wri�en consent of Carbon 

Management.

 

 Hiring or supervising family members or closely related persons (specially without wri�en consent of the Management). 

 Owning or having a substan�al interest in a Compe�tor, Client, Supplier or Contractor.

 

 Accep�ng gi�s, discounts, favours or services from a customer/poten�al customer, compe�tor or supplier, unless equally 

available to all company employees. 

Employees with a conflict-of-interest ques�on should seek advice from management. Before engaging in any ac�vity, 
transac�on or rela�onship that might give rise to a conflict of interest, employees must seek review from their manager or 
the Human Resource department.

A. Intellectual Property: 

For the purposes of understanding, defini�ons are given hereunder :  

(ii) Company's business plans, strategies, methods and/or prac�ces; 

PROTECTION OF INTTELLECTUAL PROPERTY & NON-DISCLOSURE OF CONFIDENTIAL INFORMATION, NON 

COMPETE : 

Includes exis�ng and future Intellectual Property in the nature of unregistered or registered rights to any and 
all patents, copyrights, trademarks and other confiden�al and/or proprietary informa�on limited to that 
forming part of the subject ma�er of the employment terms / agreement, and inclusive of all intellectual 
property that is the subject of ownership by Company and/or its subsidiaries, venture partners and 
predecessors in interest, business and/or �tle, arising out of the performance of the terms of employment 
and/or other business arrangements, inclusive of but not limited to any oral arrangement which Company 
may have entered into with the Party or other party. 

B. Confiden�al Informa�on: Confiden�al informa�on means, trade secrets, knowhow, patents, u�lity 
models, formula�ons, processes/methods of prepara�on, test data, conducted in-house or by/through 
collabora�ve/venture efforts, inclusive of any and all improvements/modifica�ons, altera�ons substan�al or 
otherwise etc., that may have been effected to the said Confiden�al Informa�on by Company and which may 
be acquired by the employee during the course of his serving Carbon Check India Pvt Ltd. 

1. Defini�ons : 

(i) the terms and condi�ons of the Employment Contract inclusive of but not limited to any other prior 
confiden�al agreement whether explicit or implied by terms and rela�onship of Employee / Party 
with the company and his stated or present func�ons, that is subsis�ng on the date of this agreement; 

Also as used in this sec�on, the term “Confiden�al Informa�on” means 

Conflicts of interest could arise in the following circumstances

 

 Being employed by, or ac�ng as a consultant to a client, compe�tor or poten�al compe�tor, supplier or contractor, 

regardless of the nature of the employment/associa�on, while employed with Carbon Check India Pvt Ltd. 

CONFLICT OF INTEREST, NON-COMPETE, PROTECTION OF INTELLECTUAL PROPERTIES
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b. Even upon assignment of confiden�al informa�on or intellectual property to Carbon Check India Pvt Ltd, Every 
employee shall undertake to use at least the same degree of care in safeguarding the confiden�al informa�on as 
he/she uses or would use in safeguarding his/her own confiden�al informa�on, and shall take all steps necessary 
to protect the confiden�al informa�on or intellectual property from unauthorized or inadvertent disclosure.

Employee means any individual who was or is an employee of Carbon Check India Pvt Ltd & whose status is 
proba�onary, permanent or contractual in nature and is bind in the terms & condi�ons of his/her 
appointment (or employment) contract issued by Carbon Check India Pvt Ltd and mutually agreed by both the 
par�es.

(ii) Process informa�on defined as data/test data/reports/studies inhouse or contracted/details/quan�fied 
steps/process details whether affixed on paper or transferred by way of oral and/or prac�cal 
instruc�on with reference to any product which company may own or be associated with such as 
manufacturing informa�on, procurement specifica�ons, quality control specifica�ons, inspec�on 
and test protocols inclusive of other data that Company has ownership of/retains and is available and 
being used by Company with reference to its business/products/R&D efforts and general and specific 
informa�on not limited to processes, machines, manufacturers, composi�on of ma�er, knowhow, 
methods, techniques, systems, so�ware (whether in object, source or executable code) 
documenta�on, data (irrespec�ve of whether human or machine readable) pertaining to the 
Company's products, manufacture and sale of products envisaged by company's knowhow or any 
other improved knowhow. 

WHEREAS 
a. Employee during his/her normal course of business has access to Intellectual Property and Confiden�al 
Informa�on. 

(iv) Program and financial informa�on, including informa�on related to promoters, and pending projects 
and proposals. 

c. The Ex-Employee may try to tap the clients of Carbon Check India Pvt Ltd for the sole benefit of his/her own 
venture or any company's / person's / groups of people's venture which may adversely affect the business of 
Carbon Check India Pvt Ltd.   
d. Carbon Check India Pvt Ltd thus wishes to safeguard against the wrongful or inadvertent disclosure of its 
intellectual property or confiden�al informa�on. 

2. Acknowledgement of Confiden�ality

b. The unauthorized disclosure by employee or ex-employee of the said intellectual property or confiden�al 
informa�on could expose Carbon Check India Pvt Ltd to irreparable harm in monetary terms as well as in 
terms of reputa�on and goodwill.

a. Every Employee shall by expression in wri�ng agree that he/she shall hold in confidence and agrees that he/she 
shall not use, commercialize or disclose except under terms of employment of Carbon Check India Pvt Ltd, any 
confiden�al informa�on or intellectual property to any person or en�ty, or else under provision governed by this 
memorandum except as Carbon Check India Pvt Ltd may approve in wri�ng. 

Every Employee by expression in wri�ng shall acknowledge that the intellectual property and/or confiden�al 
informa�on are in the nature of confiden�al and proprietary informa�on. 

3. Agreement to not to disclose or divulge confiden�al informa�on or intellectual property 

A. Employee: 

(i) Any informa�on rela�ng to Company or its business that is not generally known to the public, including, 
but not limited to informa�on about Company's Personnel, Products, Customers, Marke�ng 
Strategies, Services or Future Business Plans, and 

(iii) Compensa�on data. 

CONFLICT OF INTEREST, NON-COMPETE, PROTECTION OF INTELLECTUAL PROPERTIES
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Employee inclusive of his/her direct beneficiaries in business, interest and �tle in recogni�on of the transfer of 
Confiden�al and Proprietary Informa�on to Carbon Check India Pvt Ltd hereby agrees not to directly or indirectly 
compete with the business of Carbon Check India Pvt Ltd and its successors and assigns during the term of the 
agreement and for a period of 3 years [Three Years] following the expira�on or termina�on of his/her 
Appointment (Employment) Contract and notwithstanding the cause or reason for termina�on. 

Every Employee shall by expression in wri�ng agree and acknowledge that any disclosure of any Confiden�al 
Informa�on prohibited herein or any breach of the provisions herein may result in irreparable injury and damage 
to Carbon Check India Pvt Ltd which will not be adequately compensable in monetary damages and that Carbon 
Check India Pvt Ltd will have no adequate remedy at law thereof, and that Carbon Check India Pvt Ltd may, in 
addi�on to all other remedies available to it at law or in equity, obtain such preliminary, temporary or permanent 
mandatory or restraining injunc�ons, orders or decrees as may be necessary to protect Carbon Check India Pvt Ltd 
against, or on account of, any breach by the employee/ex-employee of the provisions contained herein, and 
employee agrees to reimburse the reasonable legal fees and other costs incurred by Carbon Check India Pvt Ltd in 
enforcing the provisions of the proposed transac�on. 

Admin & Opera�ons Department shall solely be responsible for the common dra� of NDA & Non Compete 
Agreement and therea�er execu�on of the same. 

4. Remedies for Breach of Confiden�ality 

5. Non Compete 

c. If the employee has le� Carbon Check India Pvt Ltd, for what so ever reason, he/she shall  be in pre-implied 
acceptance that he/she shall be legally bound to not to disclose / divulge the confiden�al informa�on or 
intellectual property (as is defined in point 1 A & B i - iv) to his / her next employer(s), business associates, and/or 
to use it for his/her own commercial advantage and /or shall touch base with any of the clients, for a period of 3 
years from the date of relieving.     

6. Department Responsible for NDA & Non Compete Agreement ( Dra� & Execu�on) 

Scope of this sec�on covers all the employees of Carbon Check India Pvt Ltd irrespec�ve of their levels.

CONFLICT OF INTEREST, NON-COMPETE, PROTECTION OF INTELLECTUAL PROPERTIES

DISCIPLINARY PROCEDURE 

The procedure is intended to be posi�ve rather than puni�ve but takes cognizance of the fact that restric�ons may 
have to be applied in some circumstances. An employee can discuss any part of this policy with their Repor�ng 
Manager / Admin & Opera�ons Department. They can help clarify an employee's rights as well as give guidance and 
support where it may be needed. Every individual has the right to representa�on at any point during the disciplinary 
process.
Suspension 
Suspension is not disciplinary ac�on. The purpose of suspension is manifold and can be used when it is necessary to 
remove a member of staff from the workplace pending an inves�ga�on for example, to allow �me for a 'cooling down 
period' for both par�es, for their own or others protec�on, to prevent them influencing or being influenced by others or to 
prevent possible interference with evidence. Only the Admin & Opera�ons Head and/or Repor�ng Manager of that 
employee, at that �me or their superior, has the authority to suspend an employee. 

Carbon Check India Pvt Ltd Management believes that the Disciplinary Procedure will be used only when necessary and as 
a last resort. Where possible, informal and/or formal counselling or other good management prac�ce will be used to 
resolve ma�ers prior to any disciplinary ac�on being taken. 

An employee suspended from duty will receive wri�en confirma�on within three days of:  

· Reason for the suspension  

· Date and �me from which the suspension will operate. 
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DISCIPLINARY PROCEDURE 

Counselling is an a�empt to correct a situa�on and prevent it from ge�ng worse without having to use the disciplinary 
procedure. 

· When this will be reviewed 

· Smoking within unauthorised areas. 

· Unreasonable standards of dress or personal hygiene. 

If, in case, during counselling it becomes clear that the ma�er is more serious, then the discussion should be adjourned, 
and pursued under the formal disciplinary procedure. 

· Failure to observe Company regula�ons and procedures. 

Counselling 

Verbal Warning  

· The �me scales for improvement 

Where improvement is required, the employee must be given clear guidelines as to: 

The employee must also be told, where appropriate, that failure to improve may result in formal disciplinary ac�on. 

Examples of Minor Misconduct 
Below are listed examples of misconduct which may warrant either a Verbal Warning or a First Wri�en Warning. It is 
stressed however that this list is not exhaus�ve and that on all occasions a full and proper inves�ga�on must take place 
prior to the issue of a warning : 

· Persistent lateness and poor �me-keeping. 

· Absence from work, including going absent during work, without valid reason, no�fica�on or authorisa�on. 

· Failure to work in accordance with prescribed procedures. 

· Incompetence. 

· What is expected in terms of improving shortcomings in conduct or performance 

Listed below are examples of misconduct which may be considered to be Gross Misconduct and may warrant a Final 
Warning, Demo�on or Dismissal. It is stressed however that this list is not exhaus�ve and that on all occasions a full and 
proper inves�ga�on must take place prior to the issuing of a Final Warning, Demo�on or Dismissal :

· The recurrence or accumula�on of an offence/offences, if le�, will lead to more severe disciplinary ac�on. 

· Being unfit for duty because of the misuse/consump�on of drugs or alcohol. 

· Refusal to carry out a management instruc�on which is within the individuals capabili�es and which would be 
seen to be in the interests of the Company.

 

· Breaches of confiden�ality, prejudicial to the interest of the Company, 

· Physical assault, breach of the peace or verbal abuse. 
False declara�on of qualifica�ons or professional registra�on. 

· Breach of confiden�ality / security procedures. 

· An offence is of a more serious nature for which a wri�en warning is more appropriate. 

· A verbal warning has not been heeded and the misconduct is either repeated or performance has not improved as 
previously agreed. 

· The�, including unauthorised possession of Company property. 

Examples of Gross – Misconduct

First Wri�en Warning 

A Verbal Warning is appropriate when it is necessary for the Repor�ng Manager to take ac�on against an employee for any 
minor failing or minor misconduct.

A First Wri�en Warning is appropriate when: 

· Timescale of the ongoing inves�ga�on. 

· Right to appeal to the immediate manager of the suspending manager should the suspension last more than 7 
days. 
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DISCIPLINARY PROCEDURE 

· Failure to observe Company rules, regula�ons or procedures. 

· Wilful damage of property at work. 

This ac�on is appropriate when: 

· An employee persists in the misconduct which previously warranted a lesser warning. 

· Incompetence or failure to apply sound professional judgement. 

Downgrading or Transfer to another Post   

· An employee's behaviour is considered to be Gross Misconduct. 

· Previous a�empts, via the disciplinary procedure, to rec�fy a problem have failed and this is a final a�empt to 
solve a problem without having to dismiss an employee. 

· An employee is considered by the Manager of the department to be incompetent or otherwise unfit to fulfil the 
du�es for which he is employed but where dismissal is not thought to be appropriate. Dismissal is appropriate 
when 

· An employee's misconduct has persisted, exhaus�ng all other lines of disciplinary procedure.

· An employee's offence is of a serious nature falling just short of one jus�fying dismissal. 

A Final Wri�en Warning is appropriate when: 
Final Wri�en Warning 
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GIFTS - BIRTHDAYS & MARRIAGE ANNIVERSARY

Head of the respec�ve department /Manager / Unit are requested to kindly forward a request for the wedding gi� as 
and when called for, to the Admin & Opera�ons Head / HR Department, with the wedding invita�on card a�ached. 
Please send in the request to the HR department well in advance so that Accounts Department can assure the 
readiness of Cheque / NEFT transfer in good �me. 
In case, if the employees ge�ng married are both from the company, only one employee should be considered for this 
wedding gi�.

Wedding is a special occasion. Carbon Check Management recognise this important milestone and extends best 
wishes to the employee and his/her family. 
As a policy, the company management has ins�tuted a wedding gi� in the form of Cash / Cheque / NEFT transfer for 
INR 5100/-  to the employee who is ge�ng married on the day of his/her wedding. 

All above will be one of the responsibili�es of the HR Department. 

Carbon Check India Pvt Ltd care for its employees and stands with them on all occasions, events, and (God forbid) hard 
patches of life as well. Carbon Check India Pvt Ltd Management doesn't wish to leave even the smallest opportunity to 
make its employees smile. 

Weddings :

Birthdays :
Thus, Carbon Management has decided that Birthdays of all the Staff Members shall be celebrated (individually or 
collec�vely, as the case may be) and every staff shall be given with a Birthday Card, duly signed by the Top 
Management and/or the Admin & Opera�ons Head, with a gi� of up to INR 500/- and a single rose.

POT LUCK LUNCHES

· Respect other people's ea�ng restric�ons. Don't load your plate with vegetarian and vegan dishes if 
you're a meat-eater. As a general rule, there are usually fewer vegetarian or vegan dishes at a potluck. Let 
non-meat eaters serve themselves the vegetarian items first before you jump in.

Groups can be made to host Pot Luck Lunches to avoid chaos.

Carbon Check Management believes that a potluck lunch at the office is a great way to add a li�le fun and flavour 
to a weary midday meal rou�ne. To encourage Team Working & Par�cipa�on, to be in a fes�ve and happy go 
lucky mode and to strengthen the rela�ons between the team members, Carbon Check Management wish its 
Staff Members to observe a Pot-Luck Lunch on the last Saturday of March, June, September & December. If in 
case, any of these Saturdays fall on a holiday, the same can be adjusted to some other day by the HR 
Department.
There aren't any hard and fast rules for organizing a shared meal except that everyone should bring a food item or dish that 
is large enough to be shared among a good por�on of the expected guests. 

· Every Staff Member brings something to share. 
· If there is an unexpected guest or visitor at office that day invite them to join and your co-workers at the 

potluck lunch.

· Don't bring your le�overs from last night's dinner as an offering at the potluck lunch. Presen�ng a half-
eaten casserole to your co-workers sends the wrong message about kindness and generosity. Make your 
dish fresh yourself or buy something from somewhere.

· Try all the other dishes. Give your co-workers gracious compliments and express your apprecia�on for 
everyone's contribu�on to the lunch.

TIPS : 

· Don't shame or embarrass anyone who couldn't bring a homemade dish. Not everyone has the �me or 
talent to make dishes from scratch. Bought dishes are a normal part of any potluck buffet table.

· A potluck lunch is all about fostering a team atmosphere at work. Help out with the wrapping up. Don't 
run back to your office when the meal is over. 
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BLOOD DONORS CLUB

· A person who has undergone ear/body piercing ta�oo in the past 6 months.

· Individuals who currently have asthma with ac�ve symptoms, and severe asthma pa�ents.

· Body Temperature - Should be normal, with an oral temperature not exceeding 37.5 °C.

· Haemoglobin level- should be a minimum of 12.5 g/dL.

· The �me period between successive blood dona�ons should be more than 3 months.

Individuals under certain condi�ons are deemed ineligible to donate blood:[8]

· Age and weight- The donor must be 18–65 years old and should weigh a minimum of 50 kg

· A person who has consumed alcohol in the past 24 hours.

· Individuals who have had fits, tuberculosis, allergic disorders in the past.

· A person who has been tested HIV Posi�ve.

· Blood Pressure – Diastolic - 50–100 mm Hg, Systolic100–180 mm Hg.

· Individuals suffering from ailments like cardiac arrest, hypertension, blood pressure, cancer, epilepsy, kidney 
ailments and diabetes.

· Women who are pregnant or breas�eeding.

· Individuals who have undergone immuniza�on in the past 1 month.

· Pulse Rate between 50 and 100 without irregulari�es.

· Individuals treated for rabies or received Hepa��s B Vaccine in the past 6 months.

· Individuals who have undergone major dental procedures or general surgeries in the past 1 month.

· Women who have had miscarriage in the past 6 months.

For the welfare and also to upli� their commitment to provide a support system to its employees, Carbon Check 
Management has decided to form a Staff Blood Donors Club, which shall work for Internal Blood Requirements within 
Carbon Check and if the employee is willing, he can be referred for external pa�ents also. 
Employee has to give his consent to be a part of Blood Donors Club during his Joining the company. However, this is a Social 
Work, Employees are free to decide to donate their blood or not to donate their blood. There is no binding from the 
Management and his/her decision shall also not have any impact on his employment with the company. This is a Free 
Service for Social Cause.
There are several parameters that determine the eligibility of an individual to donate blood. Guidelines laid down by 
the have to be followed by Carbon Check India Pvt Ltd conduc�ng blood dona�on requests / camps.MOH, GOI   

· Overall health- The donor must be fit and healthy, and should not be suffering from transmi�able diseases.
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SCHOLARSHIP & BOOK EXPENSE - RE-IMBURSEMENT SCHEME - ????

9th to 12th � Girls- Above 70 %, Boys- Above 80% � � 10000\-

1st to 4th �� Girls- 50 %to 60%, Boys- 60 % to 70% � � 4000\-
5th to 8th � Girls- 61 %to 70%, Boys- 71 % to 80% � � 7000\-

Condi�ons:

Class � � Required Percentage � � � � Amount

One Time (Annual) Scholarship :

Class � � Required Percentage � � � � Amount

In view of their commitment to help society and following the saying that Charity Begins from home, Carbon Check 
Management is keen to provide necessary help to the bright student kids of their staff members under certain 
condi�ons. We believe that the help should reach the needy. Thus, the Scholarship & Books Cost Reimbursement 
Scheme is being announced.

SCOPE : ALL STAFF MEMBERS

3. Employee's monthly gross salary must not exceed 40000/-

5. Applica�on (in prescribed format) for the scheme will be invited in the month of July, a�er the end and result 
disclosure of last session.

4. In order to avail benefit under the scheme, employee must have good track record in terms of his/her a�endance, 
behaviour, produc�vity & efficiency.

1. Employee's ID card, last month pay slip & a declara�on (on plain paper) that he/she has a good track record in 
terms of a�endance, behaviour, efficiency and produc�vity duly signed by HOD.

Documents required (to be a�ached) with applica�on form:

6. Payment will be made thru NEFT in Child's Bank account, in case he/she does not own bank account, amount shall 
be given to the concerned staff members account.

2. Child's original mark sheet (which shall be returned back).
3. Copy of Child's school ID

5. Copy of Child's Bank passbook (and if the child doesn't have an account, Carbon Employee's Bank Passbook)

4. A declara�on by school sta�ng child's class (passed), year of passing the class, percentage/grade obtained, on 
school's le�er head duly signed by principal.

2. Maximum 2 Children of an employee can get benefited from the scheme.
1. Employee must have rendered at least 1 year of con�nuous service.

5th � � At least 60% for girls and 75% for boys � � 6000\-

12th � � At least 60% for girls and 75% for boys � � 20000\-
10th � � At least 60% for girls and 75% for boys � � 14000\-

Books Expenses reimbursement :

8th � � At least 60% for girls and 75% for boys � � 10000\-
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STAFF WELFARE FUND 

All staff members working at a level of Asst. Manager – Manager� INR 400 per month

Carbon Check Management care for its Staff Members and thus wish that apart from the salaries they earn, 
there should be some addi�onal corpus for certain exigencies. Therefore, Carbon Check Management shall 
contribute a sum of __________/- per month to the Staff Welfare Fund.

A consented contribu�on to Staff Welfare Fund by the Staff Members will also be done as per below matrix :

All staff members up to a level of Sr. Execu�ve� � � INR 300 per month

All Staff Members working at or above the level of Sr. Manager� INR 1000 per month

Usually, this Staff Welfare Fund shall be used for collec�ve Out Bound Trips, Trainings, Courses, Events / 
Celebra�ons, Chari�es, etc.   

Limited assistance shall remain available from this Fund as a loan or grant to meet pressing financial 
obliga�ons. In circumstances of jus�fied & genuine - special need, members of staff may apply for 
assistance. Special circumstances might include but are not limited to :

· lengthy absence from work due to illness, where all paid leave balances have dried up

· being on sick leave without salary and needing to maintain the livelihood
other circumstances so judged by the Head of Department or Admin & Opera�ons Head.

All dealings of this fund have to be through Banks.

Employee must be a member of Staff Welfare Fund since full one year.

Despite this being Employee's Fund, this shall not be considered as a ma�er of right.

Calcula�on Example – Loan Amount 16000 /- ; Divide it by 10 ; 11 instalments of 1600 each to be paid by 
the employee ; 1600 is charged as interest

Should not be working at a level of Sr. Manager or above.

Employee must have completed one year of his service tenure in Carbon Check India Pvt Ltd.

This fund shall remain separated from general funds and HR & Accounts Department shall publish the 
statement on No�ce Board, every quarter.

In a case of severe hardship, a loan of not more than Two (month's) Basic Salary may be made to a Staff 
Member on below condi�ons : 

The loans given from Staff Welfare Fund shall be approved collec�vely by Admin & Opera�ons Head & 
Accounts Head.
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WHISTLE BLOWER

· Any other Employee assis�ng in the said inves�ga�on or furnishing evidence shall also be protected to the 
same extent as the Whistle Blower.

· While it will be ensured that genuine Whistle Blowers are accorded complete protec�on from any kind of 
unfair treatment as herein set out, any abuse of this protec�on will warrant disciplinary ac�on.

· Whistle Blowers, who make any Protected Disclosures, which have been subsequently found to be mala fide, 
frivolous or malicious shall be liable to be prosecuted under Company's Code of Conduct.

· Complete protec�on will, therefore, be given to Whistle Blower against any unfair prac�ce like retalia�on, 
threat or in�mida�on of termina�on/suspension of service, disciplinary ac�on, transfer, demo�on, refusal 
of promo�on, discrimina�on, any type of harassment, biased behavior or the likes including any direct or 
indirect use of authority to obstruct the Whistle Blower's right to con�nue to perform his du�es/func�ons 
including making further Protected Disclosure.

Repor�ng Procedure : 

· Iden�ty of the Whistle Blower shall be kept confiden�al.
Protec�on ( Protected Disclosure) :

· No unfair treatment will be meted out to a Whistle Blower by virtue of his/her having reported a Protected 
Disclosure under this Policy.

Only wri�en complaints / reports / informa�on with name(s) shall be entertained. 

Disqualifica�ons

· Protec�on under this Policy would not mean protec�on from disciplinary ac�on arising out of false or bogus 
allega�ons made by a Whistle Blower knowing it to be false or bogus or with a mala fide inten�on.

11. Any other unethical, biased, favored, imprudent event

3. Negligence causing substan�al and specific danger to worker & staff health and safety

7. Pilfera�on / divulgence of confiden�al/propriety informa�on

9. Wastage/misappropria�on of company funds/assets

PURPOSE :�
� The purpose of the whistle blower policy is as follows:

4. Manipula�on of company data/records
5. Financial irregulari�es, including fraud, or suspected fraud

Whistle Blower is an individual employee, channel partner, business associate or a customer of the organiza�on, who 

make Protected Disclosure, keeping the organiza�on's interests in mind. 

· To build and strengthen a culture of transparency and trust within the organiza�on. 

This policy covers malprac�ces and events which have taken place/ suspected to take place involving:

DEFINITION :

1. Abuse of authority
2. Breach of contract

· To encourage the employees and other par�es to report unethical behaviors, malprac�ces, wrongful 
conduct, fraud, viola�on of the company's policies & values, viola�on of law by any employee of Carbon Check 
India Pvt Ltd without any fear of retalia�on. 

This policy seeks the support of all Carbon Check Employees, Customers, Channel Partners and Vendors, etc., to 

report significant devia�ons from key management policies and report any non-compliance and wrong prac�ces, 

E.g, unethical behaviour, fraud, viola�on of law, inappropriate behaviour /conduct etc.. 

�  

6. Criminal Offence

8. Deliberate viola�on of law/regula�on

10. Breach of employee Code of Conduct or Rules



WHISTLE BLOWER

· keep the electronic mails/files under password

· maintain complete confiden�ality/ secrecy of the ma�er

· discuss only to the extent or with the persons required for the purpose of comple�ng the process and 
inves�ga�ons

· The Whistle Blower, the Subject, the Inquiry Officer and everyone involved in the process shall:

If anyone is found not complying with the above, he/ she shall be held liable for such disciplinary ac�on as is 
considered fit.

· not discuss the ma�er in any informal/social gatherings/ mee�ngs

Responsibility :

Reward :
If any employee has blown a whistle and the same has proven to be true and is in the interest of  company, 
Management shall adequately reward the employee (confiden�ally and/or as the case may be), either financially, 
promo�on, kind. 

· not keep the papers una�ended anywhere at any �me
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GRIEVANCES HANDLING POLICY & PROCEDURE 

If called for, Carbon Check Management will seek to iden�fy employees who have been either trained and accredited 

by an external media�on service or capable by their persona & experience, who can act as internal mediators in 

addi�on to their day jobs. When this is not appropriate the Company will source an external media�on provider. 

 

An independent third party or mediator can some�mes help resolve grievance issues before it is necessary to invoke 

the formal procedure. Media�on is a voluntary process where the mediator helps two or more people in dispute to 

a�empt to reach an agreement. Any agreement comes from those in dispute, not from the mediator. The mediator is 

not there to judge, to say one person is right and the other wrong, or to tell those involved in the media�on what they 

should do. The mediator is in charge of the process of seeking to resolve the problem but not the outcome. 

 

An employee who has a grievance, should raise the ma�er with his Repor�ng Manager / Supervisor immediately ei-

ther verbally or in wri�ng. If the ma�er itself concerns the employee's immediate manager, then the grievance 

should be taken to their superior, Regional Head and/or Admin & Opera�ons Head as the case may be.

In most instances the Company would expect the Repor�ng Mangers' decision to be final and for the ma�er to come 

to a close. However, in some circumstances the employee may remain aggrieved and can appeal against the decision 

of the manager concerned to the Admin & Opera�ons Head. 

Stage 3 

· Dismissal or disciplinary ma�ers which are dealt with in a separate procedure. 

In the event of a member of staff wishing to raise a grievance, it is preferable for the grievance to be sa�sfactorily 

resolved as close to the individual and their repor�ng manager as possible. It is understood however that this is not 

always possible and that a formal procedure is required to ensure the swi� and fair resolu�on of ma�ers which 

aggrieve the Company's employees.

The grievance procedure is intended as the tool by which a member of staff who may formally have a grievance, 
regarding any condi�on of their employment, heard by the Admin & Opera�ons Head / Management / HOD or any 
other so designated representa�ve of the Company. 

Where a grievance is raised against a Director /Company then the grievance will have to be forwarded to the 
Court of Law.

This procedure is not intended to deal with: 

Using Media�on

Time scale of maximum 07 Working Days have been fixed to ensure that grievances are dealt with quickly, however 

this may be extended if it is agreed upon by both par�es and /or the prevailing condi�ons bind the concilia�ng 

authority to do so. 

· Disputes, which are of a collec�ve nature and which are dealt with in a separate procedure.

Stage 1 

Stage 2 

If the employee remains aggrieved there will be a final level of appeal to the Director responsible for the employees 

func�on. 
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GRIEVANCES HANDLING POLICY & PROCEDURE 

· For conflict involving colleagues of a similar job or grade, or between Repor�ng Managers and their Staff. 

· To address a range of issues, including rela�onship breakdown, personality clashes, communica�on 
problems and bullying and harassment.

· At any stage in the conflict as long as any ongoing formal procedures are put in abeyance. 

· To rebuild rela�onships a�er a formal dispute has been resolved. 

There are no hard-and-fast rules for when media�on is appropriate but it can be used: 
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Exit / Separa�on 

· Falsifying or withholding informa�on on your employment applica�on that did or would have 
affected Carbon Check's decision to hire (this conduct will result in immediate termina�on) 

· Placing oneself in a posi�on in which personal interests and those of company are or appear to be in 
conflict or might interfere with the ability of the employee to perform the job as well as possible; 

· Insubordina�on; 

· Performance at work below a level acceptable to Carbon Check India Pvt Ltd or the failure to perform 
assigned du�es; 

· Refusing to work reasonable week offs / over�me, if required; 

· Failure to complete required �me records or falsifica�on of such �me records; 

· Negligence in the performance of du�es likely to cause or actually causing personal injury or property 
damage; 

· Falsifying or withholding informa�on in other personnel records including personnel ques�onnaires, 
performance evalua�ons or any other records;

· Figh�ng, arguing or a�emp�ng to injure another; 

· Destroying or will-fully damaging the personal property of another, including company's property;   

· Using or appearing to use for personal gain any informa�on obtained on the job, which is not readily 
available to the general public or disclosing such informa�on that damages the interests of Carbon 
Check India Pvt Ltd or its customers or vendors; 

· Using Carbon Check's property or services for personal gain or taking, removing or disposing of 
company's material, supplies or equipment without proper authority; 

1. Resigna�on.  Employees are encouraged to follow condi�ons stated in their Employment Contract. Since a 
proper handover & con�nua�on of ac�vi�es is desired, the inten�on to resign should be made known as far 
in advance as possible and should not be in any case lesser than the condi�ons stated in the Employment 
Contract. 

2. Termina�on or Lay-off.  Under certain circumstances, the termina�on or lay-off of an employee may be 
necessary.  The Admin & Opera�ons Head / Management has authority to discharge an employee from the 
employment of Carbon Check India Pvt Ltd. Please note that all employment at Carbon Check is “at-will” 
which means that employees may be terminated from employment with Carbon Check India Pvt Ltd with or 
without cause, and employees are free to leave the employment of Carbon Check India Pvt Ltd with or 
without cause, however the same has to be based on the condi�ons stated in the Employment Contract 
which is binding on either of par�es. 

Employees who resign are en�tled to receive accrued Salary, Earned Leaves, Bonus / Ex-Gra�a and other 
applicable Statutory dues. Also, advances, if any, TDS and other Applicable Statutory Taxes may be deducted 
from the Full & Final Amount. Full & Final shall only be proceeded once the Employee has completed his No-
Dues Formali�es on the last day of his work. 

Reasons for termina�on / discharge may include, but are not limited to:  

Either Carbon Check India Pvt Ltd or the employee may ini�ate separa�on. Company encourages & requires a 
systema�c exit and therefore need its employees to provide a wri�en no�ce as per the condi�ons detailed in the 
Employment Contract, prior to intended separa�on. A�er receiving such no�ce and acceptance of it a�er 
discussions, if any , an exit interview will be scheduled by the Admin & Opera�ons Head / HR Department. 
Circumstances under which separa�on may occur include:

· Breach of Confiden�ality;
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Exit / Separa�on 

· Iden�fica�on / Access Cards, Security Passes 

· Absconding and/or Unauthorized Absence from work without proper no�ce and in�ma�on; and 

While separa�ng for any reason, Employees are responsible for the return of Carbon Check's equipment, property 
and work products that may be issued to them and/or are in their possession or control, including but not limited to:

· The�; 

Return of Property :

· Engaging in discriminatory or abusive behaviour, including sexual harassment. 

· Computers, Laptops, disks, electronic/voice mail codes, and 

Exit Interview :

· Excessive tardiness or absenteeism whether excused or unexcused; 

The leaving employee shall be asked for an Exit Interview in the last week or last day of his/her relieving. 

· The possession, use, sale or being under the influence of drugs or other controlled substances or 
alcoholic beverages during working hours or on the company's premises at any �me in viola�on of 
policies. 

At the sole discre�on of the Carbon Check Management / Admin & Oparea�ons Head, the employee may be asked to 
leave immediately or be given a period of no�ce.

· Mobile Telephone 

· Office related / building keys,

· Visi�ng Cards 

· Intellectual property (e.g., wri�en materials, work products). 

Employee shall be asked to fill the prefixed exit interview format and an interac�on shall take place between the 
Admin & Opera�ons Head & the employee, which shall remain confiden�al within the Admin & Opera�ons Head and 
Management. 

· Tools & other such equipment

Admin & Opera�ons Head shall analyse the feedback received from the exi�ng employee and ini�ate appropriate 
ac�ons, if required, under in�ma�on to the Management.

If in case, the employee leaving the company belongs to HR Department, he/she may opt to not to interact with the 
Admin & Opera�ons Head and in such case, the Exit Interview shall be taken by the Top Management.  

In the event of separa�on from employment, or immediately upon advise of the Carbon Check Management / Admin 
& Opera�ons Head, Employees must return all company's property that is in their possession or control.  This “return 
of property” is an integral part of Full & Final Process without which the Full & Final Se�lement of the employee shall 
remain withheld. Where, it deems fit, Carbon Check Management may take necessary legal ac�ons if the Company 
Property is not properly returned by the employee. Company shall issue a receipt of No dues on the last working day 
of employee, if the property is handed back over to the company. 
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