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We expect all employees to follow these standards and practice in the work place with diligence.

Protecting Proprietary Information:

One of the most important assets of  xxxxxxxL(here onwards is referred to as Company in this document) is its Proprietary Information.

Proprietary Information includes Material, Facts, data or instructions in any medium or form associated with company's product research and development; existing and future product designs and performance specifications; marketing plans or techniques; schematics; client lists; computer programs; processes; and know-how that have been clearly identified and properly marked by the company as "proprietary information," trade secrets, or company confidential information including patterns, plans, compilations, program devices, formulas, designs, prototypes, methods, techniques, processes, procedures, programs, or codes, whether tangible or intangible, and whether or how stored, compiled, or memorialized physically, electronically, graphically, photographically, or in writing  and know-how that have been clearly identified and properly marked by the company as "proprietary information,

MARKING / DISTRIBUTION

Since the “Proprietary information” derives independent economic value, actual or potential, from not being generally known to, and not being readily ascertainable through proper means by any one, as an employee you are obligated to safeguard this information.  Effective enforcement of laws governing unauthorized disclosure of Proprietary Information requires that this information be clearly identifiable through appropriate ‘markings’ based on the nature of the document/information as ‘Company Sensitive’ or ‘Company Proprietary’
Confidential information also includes, but is not limited to employee information, information received from the other employees and from third parties during the course of company business.

Document / Information marked ‘Company Sensitive’ or Company Proprietary’  is copyrighted and must not be distributed, modified, reproduced in whole or in part without the written consent of the designated authority.  This precludes you from directly or indirectly using or disclosing, except as necessary in the ordinary course of business, ‘Proprietary Information’ or ‘Confidential information’ obtained during the course of your employment.  These obligations continue throughout your employment and after you leave the Company.  Employees may not access, or attempt to access Proprietary Information without appropriate authorization.  Using any special access privilege to improperly access this information is expressly prohibited and subject to disciplinary/legal action at the Company’s discretion.  
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Company Property:

Recognizing the job requirements, nature of responsibilities and in furtherance of company business, the company provides facilities like, Telephones including cell phone, desktops, laptops, fax, printers, scanners etc. to fulfill the job. While using and handling these equipments, all employees are expected to handle the material with reasonable care and comply all instructions of safety so as not to cause any damage to the equipment / accessories directly or indirectly, or cause an hazard with the immediate environment or neighborhood. If any damages occur to the property on account of employee’s negligence, the expenses incurred towards the repair/replacement of components etc. shall be recovered from the employees, if the amount exceeds the insured sum. Please report to Admin.Department immediately if such an incident occurs. 

Personal Property:

You may bring any personal belongings like handbags, brief cases, etc. to the workplace but observe care of your personal belongings.  Company will exercise reasonable security measures to ensure safety of your personal belongings, but will not be liable for any claims arising out of loss, theft or pilferage.  Please report to Administration Department immediately if such an incident occurs. 

Computer Usage / IT Policy:

· Group mail aliases are created for the convenience of sending mails to specific groups. Employees are required to send mails to such aliases only when required.

· Employees are encouraged to send their mail in plain text.

Computers, computer files, the E-mail system and software furnished to employees are the property of our company intended for business use. Employees should not use a password, access a file or retrieve any stored communication without authorization.  To ensure compliance with this policy, computer and e-mail usage may be monitored.

Our Company strives to maintain a workplace free of harassment and sensitive to the diversity of its employees. Therefore, Our Company prohibits the use of computers and the e-mail system in ways that are disruptive, offensive to others, or harmful to morale.  For example the display or transmission of sexually explicit images, messages and cartoons is not allowed. Employees should notify their immediate manager and HR Department upon learning of violations of this policy. Employees who violate this policy will be subject to disciplinary action.
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