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ATTENDANCE & PUNCTUALITY POLICY
Policy No.: BLT-HR-ATT-001
Effective Date: [DD/MM/YYYY]

1. Working Hours
Standard: 9:00 AM to 6:00 PM, Monday to Friday. Total: 45 hours per week including 1-hour lunch break. Department-specific variations may apply as communicated by the manager.

2. Attendance Marking
1. Employees must mark in/out attendance via the designated HR/biometric system daily.
1. Remote employees must mark attendance via the digital system by 9:30 AM.
1. Failure to mark attendance will be treated as absent for the day unless corrected within 24 hours with manager approval.

3. Late Arrivals
1. Arriving after 9:30 AM is considered a late mark.
1. 3 late marks in a month = 0.5 day LOP (Loss of Pay).
1. 6 or more late marks in a month = 1 day LOP.
1. Habitual late-coming may result in disciplinary action.

4. Early Departure
Employees must complete full working hours unless early departure is pre-approved by manager. Unapproved early departure beyond 1 hour will be treated as half-day absence.

5. Absence Without Information (AWOL)
1. Absence without intimation for 1-2 days: Written warning.
1. Absence without intimation for 3+ consecutive days: May be treated as voluntary abandonment of employment.
1. Continuous AWOL beyond 7 days: Termination proceedings may be initiated.

6. Medical / Emergency Absences
Inform your manager and HR via phone/WhatsApp at the earliest. For absences of 3+ consecutive days due to illness, a medical certificate must be submitted within 2 days of returning.

7. Overtime
Overtime is not a standard entitlement. Where required for projects, employees may accumulate compensatory off. Overtime pay is not applicable unless specifically agreed in writing.
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