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I. MANPOWER REQUISITION POLICY
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Manpower requirements will be given in the prescribed Manpower Requisition form to HR. All
requirements will be processed on approval by the CEO.

U. RECRUITMENT POLICY
(Includins Walk in lnterview)

1. CREATING A POSITION

i. Creation of positions for a period of minimum I Year (renewable on performance basis till the
completion of the pro.iect under National Mission on Interdisciplinary Cyber Physical System by
Department of Science & Technology) as detailed in the Detailed Project report (DpR). It needs to
be approved by the BoD of Divyasampark iHLiB Roorkee for Devices Materials and Technology
Foundation.

ii. However, the CEO can recruit someone directly on an Adhoc basis for a period of 89 Days after
approval by the Project Director.

2. PREPARATION OF DRAFT ADVERTISEMENT

i. A draft advertisement with detailed specifications and a.iob description will be created by the
person indenting a vacant position with the suppor"t of HR,

ii. If there is an existing job description for the post, HR should ensure that any changes that are
deemed necessary are made in conjunction with the person indenting the position.

iii. The HR will send the draft advertisement to the CEO for approval and after getting it approved
the advertisement/notification will be published on DivyaSampark's website for Junior & Mid-
level positions.

iv. For Senior Level positions, the CEO will send the draft advertisement to the Board of'Directors
for approval and after getting it approved the notification/ adverlisement will be published on
DivyaSampark's website.

3. RECRUITMENT PROCESS

i. Mode of applications: online/offline applications may be invited.
ii. Stages in Selection Process:

o The selection committee may follow a multistage screening process that ma) include
application screening, telephonic screening, in person/online interview, reference checks. etc.

o The selection committee recommends the hiring and the duration of appointment at a position
based upon the hiring process.

o The final hiring is approved by the Board of Directors of the company for senior level
positions.

o For other level positions, Project Director or the CEO of Divyasampark iHUB Roorkee may
approve the hiring.

4, ADVERTISEMENT OF THE POSITIONS

The adverlisement shall be displayed on Divyasampark website. Advertisement will be done
through other means Iike Facebook posting, Linkedln, jobs websites like naukri.com/indeed.com
etc. ifnecessary.

SCREENING OF APPLICATIONS
IVIANISH ANAND
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For Junior or mid-level position, the criteria to be Lrsed in short-listing prospective candidates are 
]

agreed in advance ofthe vacancy being advertised and are transparent and directly relevant to the post'

Iriternal screening like eligibility criteiia, education, experience etc. would be done by HR/iHUB

DivyaSampark' s offlc ial.

The first stage in the short-listing process is the screening stage, whereby applicants who do not have

the required-qualifications, or otf,erwise fail to meet the essential standard for the post' are eliminated'
'fhe second siage is to reduce the numberof qualitiecl candidates, if it is not practical to interview all

applicants. T'his should be carried out by the Interview Panel using clear and consistent criteria.

For Senior level position, the cEo & project Director will constitute the Screening committee that

will ensure that alt applications will be screened fbr eligibility using essential qualifications,

experience and skills ciiie.lu that are outlined in the person specification and then send the report of

the screening committee to the Board of Directors for approval.

The HR will issue the letters to the candidates called for interview after the Screening committee

reporl is approved by the Board of Directors.

For a walk-in interview. screening is not required'vll.

SCREENING COMMITTEE CONSTITUTION

For Junior or Mid-l-evel Positions -

(i) Chiei Fixecutive Officer (CEO) or Nominee of CEO

(ii) HR Head

(iii) Person indenting the position

Chairman

Member

Member

7.

For Senior Level Positions- As specified by the Project Director and CEO'

SELECTION COMMITTEE CONSTITUTION

For Junior or Mid- Level Positions-

(i) Chief Executive Officer (CEO) or Nominee of CEO

(ii) Project Director

(iii) C)ne or two members appointed by the CEO/Project Director to interview Candidates who will have

the relevant knowledge, e*perience, and skills to select the best possible Candidate to fill the

vacancy. That can Ue ftn Headilncharge or iHUB DivyaSampark official, IIT Roorkee faculty'

For Senior Level Positions-
the ielection .o*rGe should include atleast three members that may include:

(i) Board of Directors of the company,

(ii) TII-{ affiliated faculty or IIT Roorkee faculty members or other IIT Faculty.

(iii) Project Director, and or

(iv) External invited members.

A selection committee to be constituted for hiring against an approved position by the BoD of

the comPanY.

For hiring at Senior level or higher or equivalent position, the candidatesstrtobldsHpAq\eAt&Bnd

interviewed by the Board of Directors along with other experts. Q:,gt! ll.emb-er & CEb' aHUB DivyaSampark-
IITRoorkee 3[page
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on account of outstation candidates, a vc should be preferred over a retephonic

, ** Hiring IJnder projects;

For hiring under Projects, the candidates will be presented and interviewed by the following
Four Member Selection Committee:

I ' PI or Nom inee of PI, whose expertise is match ing with the skill and areas of person to be
hired.

CEO, iHUB DivyaSampark or Nominee of CEO.
Technical expert suggested by pl or the Co-pl.
Extemal member suggested by the pr (rndustry par-tner wiil be a prus).

8. INTERVIEW
i' The HR will fix the date of the interview and get the interview conducted.ii' For senior level position, the cEo will send the Selection committee Repoft to the Board of

Directors for approval.
iii' For junior or mid-level position, the HR will send the Selection committee Reporl to the cEofor approval.
iv' The HR will arrange the walk-in-interviews on the advertised date by a duly approved Selection

Committee.

9. FINAL SELECTION /APPOINTMENT

' ilT;:.Y!"l:f,jtjfiion of the Interview Panel will be communicated by the chairperson or the

.ii' Iot Senior position, an appointment letter will be issued by the cEo/project Director.iii. For other position, an appointment retter wiI be ir;;;;; the cEO/HR Head.

III.

we have an employee referral^system for certain key positions whereby employees arerecruited through employees' refeience.

The current openings will be informed from time to time to individual staff/sections/departmentslorganization, sorery as per management aecision onty.

Referral Incentives are as below:

i For Junior positions - Any Section/Depaftment & location - Rs. 3,000/- per referral.ii' For Mid-level positions - Any SectioniDepartment & rocation - Rs. 4,000/- per referral.iii' For Senior Level positions - Any sectionlbepa;;"; & location - Rs. 5,000/- per referral.

"when the preferred candidate joins, a Referral letter shall be issued to the employee & the incentiveamount would be payable afteicompletion of I so Jays ii.e., 6 monthsy oi r.rr1i.. by the new joinee.

This scheme is open to all employees.

Please note, in order for you to avail this benefit & for us to have a record, all referrals should strictlv

MlSt'sfJfiB
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4.
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be routed through HR on time & along with the referral form attached. Hard copies will only be
accepted.

IV. APPOINTMENT AND GENERAL CONDITIONS OF EMPLOYMENT

Terms and conditions of employment depend upon the nature of appointment and are mentioned in
the appointrnent letters. Appointrnent letters are issued to new employees as either temporary,
trainee, probationary or permanent, contractual depending on various factors like experience,
qualifications, skills set, requirement and nature ofjob etc.

i. Before the offer letter is released, HR should be in possession of the following documents:
a) Resume of the candidate
b) Interview assessment Sheet

c) Clearance from the pre-employment checks
d) Photo lD proof
e) Copy of the last revision letter / appointment letter incase no revision has been done.

ii. Process:
Three days before the date the candidate is supposed to join, HR will inform the team.

a) Admin department (to ensure seating space / Joining kit)
b) IT deparlment/ Purchase Section for allocation of desktop / laptop.
c) On the date ofjoining, all members of team should welcome the new entrant in the organization

and conrmunicate the joining intimation to the HR for initiation of mail Id and employee number.

d) 'Ihe candidate is expected to carry the following documents on the date ofjoining:
o Certiflcates supporting academic/prot.essional qualifications (self-attest copy of documents).
o SSC/lOth Class - Certificate along with the mark sheets

o Intermediate/l2th Standard - Certificate along with the mark sheets

o Bachelor's Degree - Certificates along with the semester/year wise mark sheets

o Masters / Professional Degree - Certificates along with the semester/year wise mark sheets

o Diplorna / PG Diploma - Certificate along with the mark sheets

o Any other relevant acadentic cefiificates
o Latest salary pay slip i Proof of Salary.
o Relieving letter fiom last employer
r Service Certificate.
o Form l6 (OR) Taxable Income Statement duly certified by the previous employer.

(Statement showing the deductions & Taxable Income with break-up) (if applicable)
o 4 recent passport color photographs.
o Valid ID Proof - Aadhaar Card/Passport/Voter ID.
o Photocopy o1-valid passport inclusive of all blank pages (or)
o Receipt in prool'as issued by the passport offlce. in case applied for the passport.

o Photocopy of the PAN Card. (if applicable)
. Reference by previous Employer (if any)
o PF Account No. (if applicable).
o Photocopy of the APPOINTMENT LETTER as issued by iHUB DivyaSampark
. Physical fitness certificate from Chief Medical Officer of IIT Roorkee or Chief medical Office of

any District Government Hospital.
e) The new joinee is expected to collate allabove documents and send it to illuB DivyaSampark HR.

On receipt of all these documents, the original copy of the appointment letter will be dispatched to

the employee along with the joining letter. These would include the following;\NISf I ANAND. Joining Letter Board Member &-;;;o Contract with rerms & Condition (lnformation and data security undertaki"tfi*-g-rq*trTrnlbh8.
rr t Roorkeeof Conduct & Non - Disclosure Agreement.)

5lPage
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Police Verifi cation Form
Declaration of relatives in iHUB DivyaSampark.
Medical Facility / PF Nominarion (if applicable)
Appointment letter
The iHUB DivyaSampark HR / Administration are also responsible to coordinate on the ID card.
Visiting card and salary account opening formalities.

V. EOUAL OPPORTUNITY FOR ALL

iHUB DivyaSampark is comrnitted to a work environment in which all individuals are treated with respect
and dignity. Each individual has the right to work in a professional atmosphere that promotes equal
employment opportuniti es and prohi b its unl awful d iscr i m i natory practices.
Therefore, iHUB DivyaSampark believes that everyone has the right to work. An employee irrespective of
their race, color, religion (creed), gender, gender expression, age, national origin iancestry), disability,
marital status, sexual orientation, or military status, in any of its activities or operations who can perform the
core functions of the jobs, with or without reasonable accommodation, is entifled to the same protection and
respect as other employees.
**Willfollow the government rule as and when applicahle.

VI. ANTI.HARASSMENT POLICY AND COMPLAINT PROCEDURE
DES DA SENSUAL ONSHIP PROVISI

iHUB DivyaSampark expects that all relationships among persons in the office will be business-like and
free of explicit bias, prejudice and harassment.

iHUB DivyaSampark has developed this policy to ensure that all its employees can work in an environrnent
free from unlawful harassment, discrimination and retaliation. iHUB DivyaSampark will make ever'
reasonable effort to ensure that all concerned are familiar with these policies and are aware that any
complaint in violation of such policies will be investigated and resolved appropriately.

* This policy is in accordance with the provisions of "The Sexual Harassment of Women at Workplace
(Prevention, Prclhibition, and Redressal) Act,2013". The purpose ol'rhis policl.is ro prer,,ent serual
harassment against women in the workplace and also to protect them. Every,compan,\ airns to proi ide
a safe working environment for all people.

{' This policy is applicable to all the members of the company including employer and those who are
employed on regular, temporary, on a daily wage basis, etc.

* The policy also extends to those who are not employees of the company such as customers, clients,
visitors, interns, contract workers, suppliers, etc.

* This policy is restricted to the business locations of the company and any external location visited by
the employees during employment whether inside or outside of India.

* All the employees should have the personal responsibility to ensure that their behavior is not in
contravention with the policy.

Prohibited Conduct Under This Policv

lo-".-y(^ 6lPage
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a)

iHUB DivyaSampark, in compliance with all applicable federal, state and local anti-discrimination and
harassment laws and regulations. enforces this policy in accordance with the following definitions and

guidelines:

Discrimination

It is a violation of iHUB DivyaSampark's policy to discriminate in the provision of employment
opportunities, benefits or privileges: to create discriminatory work conditions; or to use discriminatory
evaluative standards in employment if the basis of that discriminatory treatment is, in whole or in part, the
person's race, colour, nationalorigin, age, religion, disability status, sex, sexualorientation, gender identity
or expression, genetic information or marital status.

Discrimination in violation of this policy will be subject to disciplinary measures up to and including
termination.

Harassment

iHUB DivyaSampark prohibits harassment of any kind, including sexual harassment, and will take
appropriate and immediate action in response to complaints or knowledge of violations of this policy. For
purposes of this policy, harassment is any verbal or physical conduct designed to threaten, intimidate or
coerce an employee, co-worker, or any person working for or on behalf of iHUB DivyaSampark.

Sexual harassment

Any behaviour which may be physical, psychological, graphical, emotional, verbal, written, electronic,
gestures which are offending, etc. is defined as inappropriate by the policy. Any act of the person either
intcntional or not, should not offend the dignity of the other person. If done so then serious disciplinary
action is taken against the person who has performed such act.
Sexual harassment (direct or by implication) includes:

Any kind of unusual and unwelcome sexual requests or demand for sexual favors in return for
employment, promotion, examination or evaluation of a person.

Stalking, displaying indecent posters, showing pornography, sending jokes, comments, messages which
are inappropriate and sexual in nature, lurid stares, physical contact or molestation, inappropriate sounds,
signs. questioning about person's private life or body. insults or taunts based on sex or any kind of
communication either verbal or non-verbal which affects the performance of the individual.
Physical cont'irtetnent against one's will and likelyto interrupt the privacy of the person.

Any act or conduct by a person who is in authority, which creates the environment at workplace hostile
or intimidating to a person belonging to the other sex.

d) Retaliation

No hardship. loss. beneflt orpenalty may be imposed on an employee in response to:

: I'iff":ffi::'*lif.::?,1?:iXi;ffiIii:':i::*'Jilil:'1ion 
or harassment #*Iil:Inyl,

. Serving as an investigator of a complaint. ,HUB Dd;tTmXs
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e)

Lodging a bona fide complaint will in no way be used against the employee or have an adverse impact on
the individual's employment status. However, filing groundless or malicious complaints is an abuse of this
policy and will be treated as a violation.

Any person who is found to have violated this aspect of the policy will be sub.ject to discipline up to and
including termination of employment.

Confidentiality

All complaints and investigations are treated confidentially to the extent possible, and information is
disclosed strictly on a need-to-know basis. The identity of the complainant is usually revealed to the parties
involved during the investigation, and the HR director will take adequate steps to ensure that the
complainant is protected from retaliation duringand afterthe investigation. AII information pertainingto
a complaint or investigation under this policy will be maintained in secure files within the HR department.

Complaint procedure 
I

iHUB DivyaSampark has established the following procedure for lodging a complaint of harassment, I

discrimination or retaliation. The company will treat all aspects of the procedure confidentially to tne I

:.;".#;::c.mmi,,ee): 
I

Every company in which there are l0 or more employees must have ICC and allthe complaints regarding I
sexual harassment are dealt with the committee. The ICC should comprise of 4 members among them hat? |
of the members will necessarily have to be women. 

I
4 members of ICC: 

I
l. A presiding officer or women working at a senior level in the office I
2. Any member who is committed to the cause of women I
3. Any member of the company who has legal knowledge and experience in social work I
4. Any external member for example NGOs, any person familiar with issues related to sexual Iharassment. 

I
I-f in a comoaqt there are less than l0 persons then no need roform a committee and in thi.s case all rhel
com^ -' " | ?o to the local complainls committee which is set u^ b.v district o-ffcers in every., clistrict o., .r, 

Ithe Act.

I
The complaints committee is responsible for receiving and investigating every complaint of se*ual I
harassment, submitting findings and recommendation of the inquiry to the employer and coordinating with t
the employer before implementing any kind of appropriate action. The committee is also responsible to I
maintain confidentiality throughout the process. It is the duty of the employer to provide a saf'e *ort ing I
environment and conduct awareness programs regarding the prevention of sexual harassment and provide I
necessary assistance and facilities to the committee in dealing with the complaints. 

I
Fs*s^J$t4 ,(..4
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Procedure for dealing with complaints:

The complaint is needed to be lodged within 3 months from the date of incident along with any

documentary evidence or names of witnesses if available. The committee can also extend the timeline to

another 3 nronths if it is satisfred with the reasons which prevented the lodging of a complaint within the

first 3 months. The complaint shall be in any form wither through phone or email but every oral

communication should be followed up with the written communication and in any case where a

complaint cannot be made in writing then the presiding officer or any member of the committee shall

assist the person for making the complaint in writing.

In case if an aggrieved person is unable to lodge the complaint then any person who is having knowledge

of the incident or any family member/ relative/ friend or co-worker can lodge the complaint on behalf of
his/her. lt is the responsibility of the person who receives the complaint should inform the committee

members.

ICC can try and make parties to settle but monetary compensation is not the basis for settlement. If the

aggrieved person is not ready to settle then ICC will inquire into the complaint and both the parties will
get a chance to be heard and complete the inquiry within 90 days. After the inquiry, if the person who

committcd such act is fbund guilty then Corrective action is taken by the appropriate authority. Corrective

action includes:

o Formal apology.
. Transfer of the person to another department.

. Suspension or termination of services of the employee found guilty for such offence.

o (lounselling

. A written warning to the concerned employee and a copy of it are maintained in his record.

Reliefs to victims:

o Monetarycompensation

o Grant leave for 3 months

o Transf'er the victim to any other department where he/she feels safe to work

Penalty:

I1'the employer does not comply with the law then fine of Rs.50,000/- can be imposed. On repeated non-

compliance of the law employer can be penalized with twice the punishment. Non-compliance can also

lead to cancellation of licence, withdrawal or non-renewal of registration for carrying on business, by the

Government.

g) Alternative legal remedies

Nothing in this policy may prevent the cornplainant or the respondent liom pursuing {pfryAt,l_.^g-ul remedies

or resolution through local, state or f'ederal agencies or the courts. ilr);"|:.I3N4N I

1fiu3i,;[1.J,L.fl
VII. HIRING OF RELATIVES Ir ^ 
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i. To ensure that wherever employees related to each other are working in the organization, they are not
in a position to influence the jobs, performance or career progression of one another.

ii. The company's recruitment philosophy is hiring purely on merit. 'Ihere is no restriction on hiring of
relatives till such time it does not create a potentialconflict of interest. But if organizational strength
is less than20, the hiring of relative would be discouraged as it would be practically irnpossible to
avoid conflict of interest due to cross functioning of actualjob for each employee.

iii. To avoid potential conflict of interest and to reduce the possibility of favoritism
favoritism, the following guidelines must be followed:

or appearance of

a) No one is assigned to a position where he/she can check, process, review, approve, audit or
otherwise affect the work of the other related employee.

b) No one is assigned to a position where he/she can influence the salary progress or promotion of the
related employee.

c) In case any employee knows of a situation that appears to be an opportunity for one employee to
show favoritism to his/her relative, he/she should contact the iF{UB DivyaSampark HR.

iv. Examples of relatives, for the sake of understanding is Parents / In-laws, spouses, Children,
Siblings/Cousins etc. However, the list is not limited to relations defined above.

v. Process:
a) The HR Section/department rnaintains data on related employees and updates them on a

monthly basis. This list is to be reviewed by HR/Compliance on a quarterly basis.
b) All new hires must declare befgre joining, if they have any relatives working with the iHUB

DivyaSampark tb the best of their knowledge.

VIII. NOTICE PERIOD

To protect the interest of the organization during separation of employees.

The notice period will be as per the grid below: -

Level On
probation

On
Confirmation

Junior Employees

Nit 30 days

Mid Employees

Senior Employees

The company reserves the right to not accept compensation in lieu of notice period and make the
employee serl/e partial or entire notice period. However, in the event an employee's services are
terminated for fraud, theft or withholding of information or for any other form of misconduct, notice
period will not be payable.

IX. HOUSE RENT ALLOWANCE:

Employees who have not been allotted accommodation by the Company will be paid hor,rse rent allowance
as per the IIT Roorkee norms. This benefit should reflect in the offer letter.

Please note that the accommodation expense does not exceed the limit of HRA.

GENERAL POLICIES \o*-. t"rt* A,-,-
'10 | P a o e
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i. General Working Hours:
a) The core working hours would be between 9.00 a.m. to 5.30 p.m.

b) Depending on work exigencies, employees may be required to work beyond the above-

mentioned timings.
c) 'l'here are no designated coffee-breaks. Employees should use these in a responsible manner.

ii. Weekly Off:
Saturday and Sundays would be observed as the weekly off.

**However, looking at the nature of work, Company may ask the employees & other staff to come

on weekends.

iii. Office Decorum:

a) All employees are required to be co-operative, organized, disciplined and contribute to the
overall office ambience in a positive manner.

b) All telephone interactions with outside clientele, vendors should be handled in a professional
and courteous manner.

c) Every employee shall take proper care to keep his surroundings clean.

d) Smoking is strictly prohibited in the office premises, even after working hours.

e) Work space should always be neat particularly at the end of the day.

f) All visitors are seated only in the discussion room & not allowed entry in the workplace,
unless unavoidable or if required.

g) Avoid unnecessary loitering / hanging around individually or in groups, in the office or at
each other's workstation. Preferably use an intercom for communication.

h) Employees away from their seats for longer intervals, may please switch off the lights, fans,
computers / monitors, etc., that are being used by them.

i) [-inwanted waste papers be trashed & not be kept / thrown on empty desks or around printer
areas.

j) I-or working on off days, it will be good if you will intimate the same if you are working at
otfice to the official whats app group or mail to CEO/HR.

k) T'he compensatory off can be availed only within a period of two month.

l) Please attend to office phones around you in the absence ofthe concerned person & keep the
ring tone of your mobile decent & volume appropriate.

m) Employees found ignoring or flouting the above would call for appropriate action.

XI. LEAVES:

i. Authority Empowered to Sanction Leave: MANISH ANAND
a) Applications for leave shall be addressed to the Chief Executigg6ffiflqefnbEdEp@br

members of the team and the Chief Executive Officer can addrq6g[gCIfufeSbnfaAiect
Director, IIT Roorkee

I..\. EJ^ f-=r.d -- -' lllPage



b) Leave Tay bg sanctioned by the Chief Executive Officer for the members of the team & bv
the Project Director for the Chief Executive Officer.

c) The intimation copies for the same should be send via mail to HR.

ii. Commencement and Termination of Leave:
a) Leave ordinarily begins from the date on which leave as such is availed of and ends on the

day preceding the one on which duty is resumed.
b) Su.ndays and othe.r holidays or the vacation may be prefixed as well as suffixed to leave.

fqbjgct to any limit of absence on leave prescribed und'er each category of leave.**This may be relaxed if approved in advance by CEO or the Com'petint Authority.

iii. Rights of Leave:

Leave cannot be. claimed as of right and when there is an urgent demand or need, leave of any
description may be refused or revoked by the authority empowired to sanction the leave.

iv. Extension of Leave:
Any extension of Leave should be infornred well before expiry of the already sanctioned leave and
such extension is valid only if such extension is approveo uy cEo. J

Ll/'e observe the leave year pottern of January - December for calculation of the below mentionecl
leaves.

.1. Each employee would be eligible for:

o Earned Leave - I 8 Days per Year
o Sick Leave - 7 days (cannot be encashed)
o Hospital Leave - As per recommendation of the competent authority of iHUB DivyaSampark.o Quarantine Leave - 21-30 days
o Casual lrave - 8 days per year (cannot be encashed)'
o Maternity Leave - 135 days
o Patemity Leave -15 days
o Mariage Leave - l0 Working Days
o Extraordinary Leave

A. SICK LEAVE
The employe-e must inform his / her manager at the earliest in case he / she is unable to attend to work
on any spec.ific-day. In all such situations, the employee should inform his / her manager of the ailment
and.the period he / she is Iikely to be absent from the work. The sick leave muit be i.g"f uii..Jur rh.
earl iest.

1" If the sick leave.,i-s of three days gr T9r9, the employee should submit a registered medicalpractitioner's certificate along wiih the sick Ieave appl'icaiion.

2. lf the nature of illnessis prolonged necessitating_sick leave over and above the entitlement, the
employee can use his Earned Leave entitlement-for the shortfall. If there ii still u rflortafi, if.,'.
company may at its discretion allow the emproyee "sick leave', with pay.

3' The.company Tqy.at its discretion and. depending. on the circumstances may ask any of the
employees 9n s!c,k leave to get a medical checkup -done 

by a Company specifi6a Doctoi. U.for.
approving the Sick Leave.

B. EARNED LEAVE
Employees on completion of one year will be eligible for l8 days earned leave. Earned leave for a
period less than 1.5 day per month is not permissible.

fu,:^ h,+fi+rs"
NAND

Board Mem
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l. EL will be accrued to employees'accounts at the end of each calendar year.

2. Employees on probation cannot avail EL, though the accrual will be on pro-rata basis from the date
of .ioin ing.

3. Advance BL would be sanctioned up-to the limit of that accrued till the date of application.

C. LEAVE BNCASHMENT
Earned Leave can be carried forward upto 42 days only beyond which it will lapse. l,eave encashment
fbr Earned Leave can be availed only in the event of separation from the organization and not during
the tenure of employment. It is worked out on the basis of Basic salary on a 30-day month.

D. COMPENSATORY LEAVE
Compensatory leave can be granted on the case-to-case basis.

E. HOSPITAL LEAVE

. If any employee is hospitalized for I month - I Month Full salary will be given.
o If any errployee is hospitalized for more than I rnonth Half salary will be given tillnext three

months.

F. EXTRAORDINARY I,I|AVE
E,xtraordinary leave rnay be granted on case-to-case basis by CEO/HR.

G. MATERNITY LEAVE
All female employees can avail of 135 days of maternity leave for maximum 2 occasions during their
tenure with iHUB DivyaSampark.

Application fbr Maternity leave needs to be made at least 2 months prior to proceeding on leave. This
application needs to be suppofied by a certificate issued by a Registered Medical Practitioner
indicating the likely date of delivery.

ln case olrniscarriage or premature delivery,45 days of Maternity Leave can be availed of afterthe
event. Application for Maternity leave should be supported by a Medical Certificate indicating the
exact date ofthe event.

H. PATERNTTY LEAVE

All male employees can avail of l5 days of paternity lezrve within a month of his spouse's delivery
fbr maximum 2 occasions during their tenure with itlUB DivyaSampark after submitting a
certificate issued by a Registered Medical Practitioner indicating date of delivery.

I. WOMAN.FRIENDLY COMPANYCULTURES
"Conrpany culture" is a tricky one to define, but we at iHUB DivyaSarnpark will create a culture and
environment that will be very conducive to women employees.

J. FLEXIBLE WORKING OPTIONS
F'lexible working policies include the option to work fronr home, when necessary, job share or
working part-time hours, and flexible working hours.
This should be availed in a way so that company performance is NOT compromised.

K. ANNUAL COMPULSORY WEEK OFF
This week off is mandatory for all the employees to take. Since work may get d&ffiNdAfl SD*Ary-l

I.'#s,fii'i,,1:,"r::,,ffS,fft",?;H"tJ[ 
orreave needs to be pranned ur''ui"t'fffiiry.w.H#r:51
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XII.

A.

v. Non-Availed Leave

' Non-availed CL will lapse after 3lstDecember and cannot be carried forward to the new leave
year.

o Sick Leave can be carried forward to the New Leave year, up to a balance of 28 days, over
and above which sick leave would lapse.

vi. Rules for Availing Leave
o Not more than 3 CL's can be availed at a stretch.
o CL cannot and EL (earned leave) cannot be clubbed together.

LIST OF PAID HOLIDAYS
The list of national holidays and festival holidays would be announced every year in the last week of
the preceding year.

TRAVEL POLICY

Guidelines
i. Official travel should be conducted in

consistent.
the most cost-effective manner and should be

ii' All employees are expected to exercise prudent business judgment regarding incurring travel
expenses. Employees should discuss the travel plans with the HR or the CEO/project
Director priorto initiation of travel request, to ensure agreement on the need to travel.iii. To facilitate the travel of. employees for business [urposes by reimbursing specified

. glpenses in such a manner that the travelling arrangembnti are comfortable and"productive.iv. Virtual alternatives to travel, such as conferenie calls, web-conferencing'and other
collaboration technologie.s should be considered in lieu of travel, wherever posiibte.v. Alldomestic and international travel should be booked as far in advance as practicalto allow
tickets and hotel accommodation.to be purchased as economically as ,rr"h u, possible.vi. In case of air travel, e.mployees should be flexible enough in planning their departure times
to take advantage of the lowest cost flights on any of thJpre6rred air'|ines.vii. All.employees who travel on Company business witt Ue covered under this policy. Trainees
and consultants will also be covered.

viii' The employees are to use the company's preferred hotels for their stay while on business
trips and ensure that the appropriate corporate discounts are extended to them while settling
the bills. For convenience. and better planning the Administration depar-tment should bE
consulted.

The following rates are applicable to the ernployees. Any deviation needs to have a prior approval
from the Director/CEO.

]* F.o, Faculty fellows and Chair Professor - Travel allowance rules shall be applicable as per senior
level.

City Classification for

GRADE CITIES

11AryIPH.ANhFLTQ^I>\
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A Ahmedabad, Bengaluru, Chennai, Delh
B Agra, Ajmer, Aligarh, Amravati, Amritsar, Asansol, Aurangabad,

Bhavnagar, Bhiwandi, Bhopal, Bhubaneswar, Bikaner, Bilaspur,
Chandigarh, Coimbatore, Cuttack, Dehradun, Dhanbad, Bhilai.

Bareilly, Belgaum
Bokaro Steel City
Durgapur, Erode

iHUB DivyaSampark
IIT Roorkee



F;riJabad. Firozabad. Ghaziabad, Gorakhpur, Gulbarga, Guntur, Gwalior, Gurugram,
Gurrahati. Hamirpur. Hubli-Dharwad, Indore, Jabalpur, Jaipur, Jalandhar, Jalgaon,

Jammu. Jamnagar, Jamshedpur, Jhansi, Jodhpur. Kakinada, Kannur, Kanpur, Karnal,
Kochi. Kolhapur, Kollam, Kozhikode, Kurnool, Ludhiana, Lucknow, Madurai,
Malappuram, Mathura, Mangalore, Meerut, Moradabad, Mysore, Nagpur, Nanded,
Nashik, Nellore, Noida, Patna, Puducherry, Purulia, Prayagraj, Raipur, Rajkot,
Rajamahendravaram, Ranchi, Rourkela, Ratlam, Salem, Sangli, Shimla, Siliguri, Solapur,
Srinagar, Surat, Thanjavur, Thiruvananthapuram, Thrissur, Tiruchirappalli, Tirunelveli,
Tiruvannamalai, Ujjain, Vijayapura, Vadodara, Varanasi, Vasai-Virar City, Vijayawada,
Visakhapatnam, Vellore and Waran

B. HOTEL STAY ALLOWANCES i.e., HSA (inclusive of Taxes)

EMPLOYEES A B C
For Junior Employees 4000 2500 2000
For Mid F.mployees s000 3000 2500

For Senior Employees
(lncluding Directors of
the Companv

At actuals

*Deviation allowed in prices on the place-to-place basis with prior approval of Competent authority.

. The ernployee must submit bills for single room accommodation. In the case where an employee is
accompanied by a spouse on the business trip, the employee must pay the differential rate of taking
double accommodations and related expenses.

. Any complimentary meals provided by the hotel must not be charged in the daily meal allowances.

. ln case Accommodation and Meals expenses exceed the specified Iimits, approval is required from
the CEO/Pro.iect Director.

. The daily allowance should be maximum 40o/o of the above limit of Hotel stay allowance claimed
for the day.

. In exceptional cases, any deviation in the daily allowance will be allowed as per the approval from
the competent authority.

C. MISCELLANEOUS ALLOWANCE

Employees under all categories who are travelling out of station are allowed to claim Rs.500/- per
day towards miscellaneous expenses like mineral water, newspaper.

D. FLAT RATE ALLOWANCE (FRA)

i. Flat Rate Allowance is applicable only when an employee makes his own stay arrangement.
ii. Employees can claim FRA instead of has without producing any bills /vouchers. When an employee

claims FRA has HSA cannot be claimed.
iii. FRA cannot be availed of for same-day return field trips to client locations over ffiHlone-wav.

aouro'IT,ANAND
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rrr Koo,-kce 15lpage
f.\-s *-r},t .4.-o *-,('

All others



EMPLOYEES A B C
For Junior Employees 1 000 7s0 600

For Mid Employees 1200 900 700

For Senior Employees
(lncluding Directors of the
Company)

r 500 I 100 900

IMPORTANT
. Cigarette and Liquor expenses will not be reimbursed.
' Staying at one's permanent residence will attract no Allowances except for Misc. Allowance andconveyance at actuals.
' Employees should preserve for submission relevant receipts / tickets to facilitate processing claims.

In case tickets and supporting.vouchers for travel fare are not produced. the lowest applic"able farewill be considered for procesiing clairns.

E. TRAVBL ADVANCES

Travel advance m^ay be drawn by the employee to meet anticipated business expenses during theperiod of travel after Qxcluding expenses,'which would be directly taken care;i by the cffiany
and should be intimated to AcCounis section one week before travel, ;[.r.;;; porriirr..
Employees who have taken travel advances should clear all fbod, laundry, telephone bills directly
at the hotel.
Advances would be granted on submission of Trav.el Fornr, duly signed by the cornpetent authority.
The company.would not grant a fufther advance till such time itre;"rli.;;j;;*'il.t.u.ed. unlessin exceptional cases wheiein approval frorn the Competent authority ir *"rO"iory."

F. TRAVEL

a) LOCAL TRAVEL (Within the cit), - official Travel)

Local travel pertains to intra city official travel, either in the base location or in another city, within a
radius of 100 KM.

**Travel between one's residence and regular place of work is not considered as official travel.
All local travels should be approved by the Reporting Manager or the person-lncharge and CEO.

R.irbr.r.r.nt fo, Ur. of p.rronul V.hi.l. fo, Lo.ul Trur.l-

In case employee uses her/his own vehicle for intra city travel, employee shall be reimbursed fuel
expenses, upon submission of supporting claim forms, at the below mentioned rates:
. Car: t 300 for 2 weeks.
r Two-wheeler: { 200 for 2 weeks.

** It can't be reclaimed before the end of 2 weeks

It is the employee's responsibility to carry adequate personal insurance coverage for themselves, their
vehicle as well as for any passengers.

fuo,-u\ 6..-rJ
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iHLjB DivyaSampark will not provide reimbursement for:
o Repairs to the employee's personal vehicle, even if these costs result fiom officialtravel
. Fine for traffic violations/ wrong parking/ etc.
o Travel between their residence and regular work location.

Local Conveyance while Travellins
Reimbursement for local conveyance would be provided on actuals, against submission of bills (as
applicable) or approved by the competent authority.

b) INTERCITY TRAVEL (OFFICIAL TRAVEL)

RATE OF REIMBURSEMENT

EMPLOYEE
GRADE MODE OF TRANSPORT

** For intercity travel, use of personal vehicle by employees as a mode of travel should not be
considered as first option when other options are available.

However, in exceptional cases or in case of emergency, personal vehicle may be used with prior
approval tiom the competent authority.

Reimbursement for Use of Personal Vehicle for intercity trave[-

In case ernployee uses her/his own vehicle for intercity travel, employee shall be reimbursed fuel
expenses, upon submission of supporling claim forms, at the below mentioned rates:

o Car: { S/Km.
.l-wo-wheeler: { 6l Km

It is the employee's responsibility to carry adequate personal insurance coverage for
themselves, their vehicle as well as for any passengers.

iHUB DivyaSampark will not provide reimbursement for:
. Repairs to the ernployee's personal vehicle. even if these costs result from officialtravel
. Fine fbr traffic violations/ wrong parking/ etc.
o Travel between their residence and regular work location

For train/air travel at odd hours (before 7:00am or after 7:00pm), pick-up "rd,$ifrffg,_l[n;illfto all female employees. 
Boar

c) TNTERNATToNAL TRAVEL (oFFrcrAL TRAVEL) RArn oF RETMBT[$#'XilltJri:i'IlrRoorkefztr.g"

'|.[..or-J\ 4\... J. $

For Mid

Volvo/AC Bus/lllrd AC Train/Taxi or cab

'i'*iru itt A/C (R;@ntu

Rental Cab or Taxi /Air Economy/Volvo or any mode of transport whichever is



' As a po.licy, air travel for short distances. (less than 300 km) is not allowed except at senior level.' For residential training programs, and in cases where the arrangements have'been,"uJ. ty tlr.
Company for HSA, the employee will not be entitled to reimburse-ment of expenses incurred. "

**[Ve wi.llfollow international travel policy as per the IIT Norms and it can be mocli,fietl on the case-
to-case basis.

It is.always.imperative for employees traveling_ for work to carry their photo identity cards and
visiting cards with them , so that in case oi an emergency, ihe .o*puny can b-e intimated
immediately.

Pgfor..traveling, employees must keep their HR and Reporting ManagerlCF.O informed on the
following:
a. Travel destination
b. Mode of travel
c. Hotel name and contact number at visiting location
d. Purpose of travel

ETp.loyees should avoid traveling, to the extent possible, in hired cabs/ cars, which do not have
valid license.

G. TRAVEL PROCEDURE:

. The employee should take the prior
competent authority.

approval of travel and get the travel plan approved by the

' The employee should hand over a c9p,y of the Travel Form to Admin at least a week in advance (in
case of projects only)wherever possible.

' Tlr. employee should subm it the Travel.Expenses Statement and Tour report to F&A with in I 0 days
of return from tour, duly supported, with bills/ vouchers / cash memos etc in case of advance.

' Any air ticket that is unused should be returned to Admin immediately on return.
' Any deviation to this policy would require prior approvar from the cEo.
' AII travel must be authorized by the c.ompetent authority. No deviations from the policy shall be

entertained unless duly authorized by the cEo/project Director.
' Only. billing statements or summary will..not be accepted as supporting claims. If suppor"ting

vouchers are not available, the expense shall be disallowbd.

H. CLAIM SETTLEMENT

i. All claims duly approved by the CEO or the co.mpetent authority, for a parlicular business trip
must be submitted to the accounts departrnent by the employee giving complete detailsof tn[
expenses incurred within 10 days of return from the businesi tritin cise of advance.

ii. All.expenses are required to be in line with the policy laid. If any expenses claimed are over
and above-the policy amounts, such expenses would. iqqrir" un upprorul of the CpOl nrolect
Director. Expenses not subject to their approval would Uf OisattowdO.

XI[. INTERNET CONNECTION

During the COVID l9 pandemic or any other reason that is justified, working fiom home was as
important as working from the office. So, this is for the employees who were facing an issue while
working from home because of no internet connection, if their work is suffering, they can reimburse
their one-time internet connection bill with valid reason and approval for the same from the CEO is
required.

\.\"*rxA- A---=q ^18 | P a g e

MANISI{ ANAND

iHUB DivYaSamPa
IIT Roorkee



\I\" ASSET RECOVERY POLICY-

These are company assets and are issued to certain employees based on their roles and work profile.

Employees are responsible for the general maintenance and upkeep of the assets. Employees are
expected to take care ofthese assets during travel and general handling.

o In the event of finding that an asset issued to an employee was lost or misplaced due to
negligence or mishandling, then the organization reserves the right to recover the amount from
the employee.

o In case of loss of Laptop, the Company will recover an amount equal to the depreciated value
of the same/similar model on the date of loss or misplace of the laptop.

** Depreciation charged -25oh per year on straight line method.

o For Pen drive, Net Card and any other assets- the same has to be returned to the competent
authority.

o ln case the asset is fbund damaged, the same must be returned to the competent authority and
they will duly write off the asset.

XV. PROVIDENT FUND
To comply with the statutory regulations governing employee provident fund.
Ijligibility
The beneflt of Provident Fund is extended to all employees fiom the date ofjoining their services

with the company under the Employee Provident Fund & Misc. Provisions Act, 1952.

The rate of contribution is as given below:
Employer's contribution: l2o/o of Basic salary per month Employee's contribution of l2%o of Basic

salary per month
The contributions of both the employer and employee are operated through the monthly payroll. The
monthly PF contribution for all employee of the company is deposited with the Regional Provident
Fund Conrmissioner
An employee may increase hisiher contribution under the Voluntary Provident Fund to a maximum
of 20oh of the Basic salary. (This is an internally set Iimit, though there is no limit set bythe act). In

such a case the concerned employee must inform the HR department about his,&er decision to increase

the contribution. This change can be effected only at the beginning of a new financial year.

The employer's contribution rernains fixed at 12Yo of Basic Salary per month.

XVI. INSURANCE

Health Insurance and Term life insurance is a prudent financial tool for companies looking to
reward their employees

i, Employee health insurance is a benefit extended by an individual's employer to their employees. It
does not only cover the person working for the employer but also covers the rest of family members

under the policy.
ii. E,mployer provided life insurance is an arrangement where. the employer buys the life insurance plan and pays

the premium for the benefit of the employee. Generally, this is a benefit given to only select employees by the

company with the aim of attracting and retainingthem for a long period of time. Thlfihi
confused with keyman life insurance, as these are both brought by companiesBbEffi'f,,i Lt

Sernplover-pror,'ided life insurance is different in a way that the death benefit iq

\$\. !.AL A^... -4
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beneficiaries and not tlre company. Furtltermore, the life insurance proceerJs to the ernployee are tax free u/sr0(l0D).

Who is Eligible?

i' Employees who are working on the payroll of companies meeting the eligibility criteria can be given this
-. policy. For employ.ees, the minimum age for this policy is l8 years and the maximum is 60 years.ii. Assured amount rvill vary on employee to ernployee pay scale.

Amendment Or Discontinuance of Scheme:
The employer may discontinue the scheme. at any tinre subject to 3 nronths' previous notice being given to the
member and the corporation and the discontinuance shall be effective from the i0,r, of the month coincident with orfollowing the expiry of the notice period.

Or
In the case of leaving the company, the employee's insurance will not be paid by the company, but, if the
employee wishes to continue it, they can pay themselves directly for the insurance.

Health Insurance and Life Insurance may be consi<lered.

XVII. TECHNOLOGY USER POLICY

At iHUB-Divya_sampark we believe that it is better to focus on the quality and quantity of workoutput rather than the'anlount of'time an employee uses the Internet.'Io ensure that the comDanv.sequipment is properly used by various ,serr and cerlain specified griO.li;.r;i.i"if"*#r,v(rrrvY 
)

Guide,lines.or policies are also needed to prevent the electronic disclosure of trade secrets andconfidential information and to help preventthe personaluse ofelectronictechnLrogy rior;.;;.i;;
employee productivity

To allow the employee to understand what level of personal use is tolerated.

"Yor are given access to our computer network to assist you in perfbrrning your.job. you shoulclnot haveany.expectation of privacy irr anything you create. store, send, or 6ceive'on the computeisystem...Without prior notice, the cornfany nruv review any material created, stored. ,.nt or.received on its network or through the Iniernet or iny other computer network.,'

LISTED BELOW ARE SOME DO's and DON'Ts to help you understand the above:

i. User Policy:

b)

c)

d)

e)

f)

s)
h)

i)

a) Users are responsible for their own data, i.e., data on masterl\users and data on their workstations.
Keep a second copy gf important files on masterl\users and one on their machiines. At all tilmes,keep two copies oitritical data files.
Do not share your hard drives as it may cause loss of data.
Antivirus updates are to be done as soon as mail is received from the Administrator
Not to bring any hardware from outside.
Not supposed to open the systenrs without permission of the Administrator.
Not supposed to install any software without permission.
Don't keep any unwanted things on masterl\users or any server.
NT password will be changed every 42 days.
Not supposed to delete any file or data of others without prior permission of e"fti"$$fr$lf,tfl#f[
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_ \ ::i:u-n are not allow'ed to sit at and use the employee machine.
. {*.<ns are supposed to only use software which they are authorized to.

iL Cost Saving Measures:

a) Photocopy Prints.

b) Avoid Color Prints.

c) Print at Low resolution.
d) Print on both sides of paper.

e) Preview your page - Always.
f) Switching of light. AC's and other power-hungry devices.
g) Switch ofi'your PCs in Non-working Hours/ Coffee breaks/ Lunch.

Users are requested to co-operate and adhere to these norms. Violators ofthe policy would be strictly
dealt with.

XVIII. BUSINESS / VISITING CARDS and Identity Cards

Business /Visiting cards and lD cards are provided by the company to all employees who are
required to visit other offices.

The design of the business'card is common for all categories.

Name and designation of the employees is printed on the card along with Company logo, address,
telephone numbers, e-mail id, company website and mobile nos. Requisition of such cards should
be forwarded to the HR & Admin Deparlment.

XIX. TRAINING AND DEVELOPMENT

i. PROFBSSIONAL GROWTH

There is no restriction/ limit for growth in the organization. Growth is linked to performance,
potential and organizational requirements.

Whereas employees are the main success factor for any start-up or organization (even if it is a section
8 company) especially if the nature of business is service oriented. If iHUB DivyaSampark can
create that culture of openness, care and reward for excellence then its employees would be highly
motivating.

The employee should be encouraged to identify suitable avenues for his / her growth. Career path
is determined by the employee as well as the organizational need.

The organization would periodically assess its employees for grooming them for more responsible
and key positions in the organizalion. Job rotations will also be encouraged.

ii. TRAINING

Training is an ongoing process. We will arrange both internal and external training.

The employee as well as the organization identifies the training needs of each employee, which is
decided jointly by the employee and senior employee o1'the organization.

An annual Training Calendar is drafted based on the training needs una ,..o*n$5&hU$HndAtrqNlr
,rilgJ,iffhhEH
tt*j[ib"rc!:
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annual budget is adhered to. Employees will be nominated to various training programs by the CEO
or HR.

Training is not Iimited to formal training sessions, but will also include on the job and informal
training opportunities - like learning sessions to be conducted in house.

PROCEDURE FOR TRAINING TO BE UNDERTAKEN

Details of training program (brochures etc) along with requisite approval from the CEO should be
given to HR for Registration procedure.

In cases where HR reconrmends the necessary training, approval is sought from the CEO fbr
availability of time and resources.

Employees will undertake the training that will be reimbursed by the company after one year from
the completion of the training.

Following the external training, employees should share the learning with their team members on a
formal level.

Ernployees should submit a copy of the training completion / certification / parlicipation document
to HR on return.

XX. PERFORMANCE MANAGEMENT SYSTEM

i. PerformanceManagementprocess:

a) To provide a framework for systematic planning of performance objectives at the beginning of
the year.

b) To ettsure Congruence between individual objectives & organizational goals.
c) To identify the gaps in performance for the purpose of development.

The appraisal year is defined as the calendar year i.e., January to December.

The process commences with a performance planning/goal setting exercise in which the Key Result
Areas for all individuals are defined at every 6 months through a discussion. The onus to set the Key
Result Areas (KRAs) for all the employees and the feedback collected by all the employees should
be submitted to the competent authority.

Time lines:
The performance review has to be done every half yearly (i.e.in July and December); at the end of
the calendaryear all the ratings are to be collated which helps in arriving at an annuat rating forthe
individual.

At the end of the 6 months the employee has to fill in his achievements against the agreed KRAs.
He/She also needs to allocate a score to the achievement based on the rating sheet below :

I 2 J 4 5

Outstanding Exceeds
Expectations

Meets
Expectations

Needs i\'l

lmprovement 8.9

.BEl&fr At\AN L
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\rp:':i>al discussion with CEO on the basis of employee-to-employee feedback in the feedback
ti'rm.
The CEO can alter the ratings / weights if heishe deems it fit.
The CEO will then identify areas for improvement for the employee based on the discussion which
have to be documented in the form.
Once there is consensus on the rating the form has to be signed by the employee and the CEO. (The

ernployee can take a copy of the signed form for his records).
Once all ratings have been collated by HR there has to be a normalization discussion. The
parliciparrts for this discussion would be all the business heads, CEO, HR. The primary motive of
the norrnalization process is to ensure that the ratings are following a normal distribution.

Peer evaluation (Employee Evaluation & Feedback Form) will also be an important factor in

appraisal process.

x*Annual increment based on the evaluation & performonce is up to 20% & percentage moy vary)

under special cases.

XXI. COMPBNSATION

Compensation in iHUB DivyaSampark is based on performance.

Compensation will be reviewed annually in December; in exceptional cases, it can be half yearly.
In addition to taking home salary, awards will also form part of the compensation.
At entry levels, salaries of new entrants are based on qualitications and market situation. Once in
the organization. increments will be based on performance.
All employees are covered by the Provident Fund, as per the Act. Salaries and perks vary according
to the levels held by the members.

XXII. EMPLOYEE RECOGNITION POLICY

due appreciation and recognition is given to deserving

a

I

Objective: 'fo build a culture, where
employees.

i. ON THE SPOT RECOGNITION
This type of a recognition can be given
achievement.
Such a quick recognition can be given
applause or appreciation.

tbr any deserving performance or stupendous success or

for any good work, for which there can be no delay in

Procedure:
a) A special space would be kept reserved for this on the notice board and can put up

appreciation note with immediate effect on the notice board.

b) Along with this a public announcement in front of all the employees at the office, would add
to the esteem of the employee.

ii. WEDDING GIFT

Confirrned Employees who get married during their employment may be gifted with a

Complirnentary gift or Cash by the Company.

iii. coMpANy EVENTS MANISIX AN.{ND
'l'o appreciate and get together for specialoccasions and celebrate within,r. ".-Bfii#rffiI.Ei}![""

FlLrh-i\ A-.-n -9-^



7

Events that are marked as Special:

iHUB DivyaSampark Busincss Day can be celebrated with. all the ernployees on the day iHUBDivyaSampark was registered i.e.. 2bth october. A lunch or dinner t,ort.a'u7t-t,. company followedby an entertainment seision or an event will be the agenda fb;;i,;;;l;;;,16;:'"'

Family is a key element to improving employee engagement and fostering a close bond betweenemployees and the company. Att meirueis otthe q[rpioy..;i amiliwiii B. ir""ii.o to this evenr. There

iXill|eofrl*.jivities 
and games for the whole ramiry'wiirr .-"iii'e eirt; ";;;;J;rii.i rollo*;; t;-''

It's important to introduce new hires to one another over lunch or dinner so they can get to know thecompany's culture.

To encourage bonding among.employees, an annual picnic on a pre-decided date, will be organized.Such a picnic would be.to a [race w]iere a one-day .Etu-1.ip i, poriiur.-

On the occasion of Diwali,.the company sponsors a small.get.together fbr Diwali puja, snacks andcoffee/cold-drinks along with customary sweet and girts oiliriAr?ion [ru.ii;. 
-"

The special occasion of celebratilg employee birthdays will be done on the same day. A cake cuttingceremony is held to celebrate all birthdays.
Th-e admin./ any other colleague can arringe a cake and a bouquet for the birthday celebration in theoffice for the employee. The admin or the"employ.., *lro-has'organized the .u.,it.un raise a claimup to a maximum of Rs. 1000/-.

> TEAM BUILDING ACTIVITY

For team building we can go at some outside location at co.mpany.expense. The employees,families are also welcome toloin us on the trip anJ iniiiilp will b'i iiirit.,it" idays only.

hlA\l5tl A){ANI)
tsoaru l'lernber & CEO

iHUB DivYaSamPark
IIT Roorkee
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Level Designation

Senior Level CEO

Vice President/Chief Technical Officer /Chief Operating
Offi cerlCh ief Investment Of fi cer

Mid-Level Assistant Vice President

Senior Manager/Technical Manager

Manager/Techn ical Manager

Junior Level Assistant Manager/Assistant Technical Manager

Assoc iate/Techn ical Assoc iate

Supporl Staff

1.0 Grade Structure

The grade structure applicable to allemployees on rolls of the company is as follows:

##i;[6ifil
rn R6;;rue/

F..r r-x't\ fi*. or4,
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