
Employee Handbook: Rules and 

Policies 

Introduction 

Welcome to ArkLeap Technologies! This Employee Handbook has been created to 

provide you with an understanding of the rules and policies that govern our software 

company. ArkLeap Technologies, with a team of 60 dedicated employees, specializes 

in Oracle implementations, web development, and AI (Artificial Intelligence) and ML 

(Machine Learning) technologies. We believe in fostering a positive and productive 

work environment, and adhering to these rules and policies is essential in achieving 

that goal. If you have any questions or need further clarification, don't hesitate to 

reach out to our Human Resources Department. 
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9. Working from Home 

Eligibility 

Employees eligible for remote work will be determined on a case-by-case basis. 

Eligibility criteria may include job roles, performance, and the nature of the work. 

Remote Work Guidelines 

Employees working from home are expected to follow the same policies and 

procedures as in-office employees. Productivity and communication with the team 

remain paramount. 



Data Security 

Employees must ensure the security of company data and adhere to the Data 

Protection and Security Policy. Proper encryption, password protection, and secure 

network connections are essential. 

Communication and Reporting 

Regular communication with the team and supervisors is crucial. Remote employees 

should be readily available during working hours and report their progress and 

challenges as needed. 

10. Dress Code 

General Dress Code 

Our company maintains a business-casual dress code, but specific requirements may 

vary by department or position. Employees are encouraged to maintain a neat and 

professional appearance. 

Special Requirements 

Certain roles may have specific dress code requirements, such as safety attire or 

uniforms. Employees in such positions should adhere to these requirements. 

11. Restrictions 

Conflict of Interest 

Employees must avoid situations where their personal interests conflict with the 

interests of the company. Disclose any potential conflicts to your supervisor or HR. 

Non-Disclosure and Non-Compete Agreements 

Employees may be required to sign non-disclosure and non-compete agreements, 

which prohibit sharing company information and engaging in competing activities 

during and after employment. 

12. Termination Cases 

Grounds for Termination 



Termination may occur due to reasons such as poor performance, violation of 

company policies, or economic circumstances. The termination process will follow 

established procedures. 

Dispute Resolution 

If you believe you've been unjustly terminated, please refer to the Dispute Resolution 

policy outlined in this handbook. 

13. Employee Rights 

Privacy Rights 

Employees have a right to privacy within the bounds of company policies. Monitoring 

or surveillance will only occur when necessary and in compliance with applicable 

laws. 

Whistleblower Protections 

We have a strict non-retaliation policy for employees who report unethical or illegal 

behavior within the organization. Whistleblower protections are in place to 

encourage open communication. 

14. State-Specific Working Policies 

[Your Company Name] acknowledges that state laws and regulations may affect your 

employment. State-specific policies and rights will be provided separately to 

employees residing in states with unique employment regulations. 

 

3. Work Hours and Attendance 

Work Hours 

Standard work hours at ArkLeap Technologies are from 9:00 AM to 5:00 PM, Monday 

through Friday. Exceptions may apply based on departmental requirements and the 

specific project you are working on. 

Punctuality 



Employees are expected to arrive at work on time. Tardiness should be 

communicated to supervisors in advance. 

Absence and Leave 

The process for requesting time off, including vacation, sick leave, and personal days, 

is outlined in the ArkLeap Technologies leave policy. Ensure you follow the 

appropriate procedures for requesting and reporting leave. 

Remote Work Policy 

ArkLeap Technologies supports remote work arrangements for eligible employees. 

Details regarding eligibility, guidelines, and expectations for remote work can be 

found in our Remote Work Policy. 

 

13. Company Departments 

Overview 

ArkLeap Technologies operates with several specialized departments, each 

contributing to our core competencies in Oracle implementations, web development, 

and AI/ML technologies. These departments include: 

 Development: Responsible for web and application development. 

 Oracle Solutions: Specialized in Oracle database and software solutions. 

 AI and ML: Focused on Artificial Intelligence and Machine Learning research 

and application. 

Roles and Responsibilities 

Employees are encouraged to familiarize themselves with the roles and 

responsibilities of their respective departments. Department-specific policies and 

procedures may apply to ensure the effective functioning of each unit. 

Department Heads 

Each department is headed by an experienced and dedicated Department Head. 

Department Heads are responsible for departmental strategy, performance, and 

employee development. If you have department-specific concerns or questions, 

please feel free to reach out to your Department Head. 



14. Company Collaborations 

Partnerships 

ArkLeap Technologies collaborates with other companies to leverage expertise and 

resources. These collaborations may include partnerships with clients, technology 

providers, and research institutions. Collaboration opportunities will be 

communicated as they arise. 

Collaboration Guidelines 

Employees engaged in collaborative projects must adhere to the collaboration 

guidelines provided for each project. These guidelines ensure a unified approach to 

collaborative efforts and maintain the integrity of our partnerships. 

Confidentiality 

Confidential information related to collaborations, whether with clients or other 

organizations, must be handled with the utmost care. All employees are bound by 

the confidentiality and non-disclosure policies, and this includes information related 

to company collaborations. 
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