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Working hours, time off and leave template

In this section, we explain our provisions for your working hours and time off. We include [five] types of leave and holidays.

Working hours

Our company operates between [9 a.m. to 7 p.m. on weekdays.] You may come to work at any time between [9 a.m. and 10 a.m.], depending on your team’s needs.

Some departments may work after hours, too [(e.g. customer support, shipping.)] If you work in these departments, you will follow a shift schedule as needed.

Paid time off (PTO)

Employees receive [10 days] of Paid Time Off (PTO) per year. You PTO accrual begins the day you join our company and you receive [1.7 days per month.] You can take your PTO at any time after your first [week] with us and you [can] use time off you haven’t accrued yet. You will earn one additional day per year after your [first year] with our company, with a cap at [25 days overall.]

If you want to use PTO, send a request [through our HRIS.] Or you write to your acting manager ot the HR manager. If your manager or HR approves, you are permitted to take your leave. You do not have to specify a reason for requesting PTO.

You [can/cannot] transfer any remaining PTO to the next year. We encourage you to use your time off throughout the year.

If you leave our company, we may compensate accrued PTO with your full and final paycheck according to local law. When the law doesn’t have provisions, we will compensate accrued leave to employees who were not terminated for cause.

Holidays

Our company observes all gazeted holidays as per the Government of India norms. In case of religious holidays, employees are given a choice of specific leaves. You can speak to the HR manager for applying the specific leave with the purpose of religious holiday.
Holiday pay

As per the company policies there are two kinds of leaves. Leave without pay and paid leaves. Before you take a leave, check in the HRIS or check with your HR manager or manager what kind of leaves do you have and how many can you avail? Your salary each month is calculated basis the leaves you take.
Working on a holiday

These holidays are considered “off-days” for most employees. If you need a team member to work on a holiday, inform them at least [three days] in advance.

If you are a non-exempt employee, you will receive your regular hourly rate with a premium for working on a holiday. If you are an exempt employee, we will grant you an additional day of PTO that you must take within [12 months] after that holiday.

We [will/ won’t] count hours you worked on a holiday to decide whether you are entitled to overtime pay.

Sick leave

Sick leaves that are paid are offered as per the law of the state / country.
If you become sick, inform your manager and send a sick leave request [through our HRIS.] You may take a partial day off or work from home, but we advise you to rest and recuperate for a day before returning to work.

In some critical cases you might also be asked to either work yourself or delegate work to somebody as competent while you are sick.
Occasionally, we may ask you to submit a physician’s note or other medical certification and/or complete a sick leave form. We will do this for insurance purposes if you are absent for more than [three days] of sick leave.

Long-term illness

LTI is calculated case by case basis.You are eligible for this type of leave if you have worked for us for more than 12 months and you have worked at least 1,250 hours within 12 months before your leave begins. Contact HR for more information when needed.
Bereavement leave

Losing a loved one is traumatizing. If this happens to you while you work with us, we want to support you and give you time to cope and mourn.

For this reason, we offer [three days] of paid bereavement leave. You may take your bereavement leave on [consecutive/non-consecutive] days to:

· Arrange last rites.

· Attend a prayer meet.

· Resolve matters of inheritance.

· Fulfil other family obligations.

Parental leave

Caring for a newborn is an exciting time for parents. We want to support new mothers and fathers in their first months of parenthood with paternity and maternity leave. Afterwards, we will continue to support parents with [flexible work options and child care.]

Paternity and maternity leave
Our company offers [three months] of paid maternity leave. If local or national law stipulates longer leave, we will follow the law. If local law requires paternity leave to be given, we will follow the law.
If you are about to be a new mother or father (either through childbirth or adoption), talk to HR to arrange your leave. Please give us at least [three months] notice before your leave begins.

Depending on local or national law, pregnant women can take part of their leave before labor. If you suffer complications during childbirth or have other issues, you can ask for an unpaid leave extension of up to [two months.] Contact HR as soon as possible to arrange this.

Returning to work after parental leave

We are committed to helping new parents transition back to work after their leave ends. We offer:

· [Remote working/ Flexible hours.]

· [Onsite/ External paid day care.]

· [Lactation rooms.]

Vacation
If you have un-expired paid leaves left as per your employment terms, you can avail them as part of your vacation. Vacation must be approved by your manager. If you are part of a critical team that is required to be actively available all the time, you will have to manage your vacations as per the work schedule.
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