[Company Logo]   [Company Name]
OFFICE TIMING POLICY
	Company:
	[Company Name]

	Office:
	[Work Location]

	Effective From:
	[Date]



1. Purpose
To inform all employees of the daily office schedule so that teams are available to each other and to clients during business hours.
2. Scope
Applies to all office-based employees at [Work Location]. Shift and field staff follow their own schedules.
3. Office Hours
1. Office premises open at [HH:MM] and close at [HH:MM].
1. Reporting time: [HH:MM]; grace period: [No.] minutes.
1. Closing time: [HH:MM], after completing [No.] working hours.
1. Saturdays: [closed / 1st and 3rd working, HH:MM to HH:MM].
4. Lunch and Breaks
Lunch break is [No.] minutes between [HH:MM] and [HH:MM]. Teams handling client calls should stagger lunch so that the desk is covered. Two tea breaks of [No.] minutes each are allowed.
5. Short Permission and Early Leaving
1. Employees may take up to [No.] short permissions of up to [No.] hours per month with prior approval from the reporting manager.
1. Permissions beyond this limit will be treated as half-day leave.
1. Leaving early without permission will be recorded as an attendance exception.
6. Department-wise Timings
Customer Support: [HH:MM]–[HH:MM]; Accounts: [HH:MM]–[HH:MM]; Sales: as per field schedule with check-in by [HH:MM].
7. Visitor Hours
Visitors and vendors will be received between [HH:MM] and [HH:MM] unless a meeting is pre-scheduled.
8. Late Stay
Employees staying after [HH:MM] must inform the admin team for security. Late stay is not to be routine; work beyond hours needs manager approval.
9. Non-compliance and Review
Repeated non-adherence will be addressed under the Attendance Policy after discussion with the employee. This policy will be reviewed annually.
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[HR Name]
Human Resources
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Approved by
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