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This is inform all regarding the policy on mobile Phone usage which is applicable
ployees in the company during duty hours. This policy has been formulated

on ground that the usage of mobile phones at the workplace is disruptive,
in loss of productive time, compromise on safety and violation of lp

regula ns.

This f icy will be effective from 25th June, 2O2t.

Usage of mobile phone is strictly restricted during working hours and inside
fa premises.
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. Any transfer of label /phone will be considered as violation and
ropriate action will be initiated as per policy

erence to Confidentiality Agreement/lT policy/'lntellectual Property Rights:
filming of videos and/or the taking of pictures with cellular phones is not
itted on Company premises without written authorization from the

agement (Department Head with notification to Human Resources). Each

t for approval must state the location, dater and type of event. Written
orization must be kept with the employee at the time the videos and/or

are taken. Employees are asked to ensure that all service provider,
mer and any visitor are aware of this policy, Violation of this clause will

le to strict disciplinary action.
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rgency Contact Considerations: Employees can use the office landline for
ng and receiving personal emergency calls during regular working hours.
employees can provide the official contact numbers to their spouser, and

iate blood relatives only. These numbers will be published in notice
and communicated to employees through e-mail.

5) Un uthorised possession of mobile phone inside the shopfloor will leiad to
tm iate confiscation of the device followed by disciplinary measures.
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ular phones carried by Visitors: the cellular phones carried by visitors shall

urrendered to the respective reception desk prior to entering "Restricted
A s" and shall be retrieved while exiting the "Restricted Areas". No

ography/Videography shall be permitted for visitors inside the site,, This
mu t be ensured by SFO employee who accompany the visitor.

The any reserves the right to modify or change this Policy at any time wilthout
adva notification.
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