
 

 

 

 

 

NOTICE 3: WORKING HOURS, ATTENDANCE & PUNCTUALITY 

 

 

All employees must strictly adhere to the prescribed working hours of the 
company. 

Daily attendance marking is compulsory. 

Employees must report on time and remain present during official working hours. 

Late arrival, early departure, or absence without prior approval is not permitted 

Habitual late coming or irregular attendance will be treated as misconduct and 
may attract disciplinary action, salary deduction, or other penalties as decided by 
management. 
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