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Policy: Office Timings & Flexible Working

Hours

Policy Detail

introduction

AstraZeneca recognises its people is its greatest asset and strives to offer the
flexibility to meet work/home commitments through the Flexible Working Hours
Policy.

Raticnale

AstraZeneca Pharma India Limited Bangalore Head office timings is from 9:00 am
to 5:30 pm. We would like to introduce some flexibility in the working hours to enable
employees to experience increased job satisfaction and greater engagement.

Applicability

Flexible start/finish times are available to Bangalore HO office based employees (full
time and part time permanent and fixed term employees) with the exception of those
whose job requires them to be present during certain times of the day. Startffinish
times can vary so long as they are supported by AstraZeneca infrastructure.

Employees can start at the work place between 8:00 am and 8:30 am but they would
be expected to deliver 81/2 hours of work including 30 minutes break.

Managers and employees may want to consider team meetings and other business
requirements before planning their flexible waork timings.

It's the responsibility of each Line Manager to ensure adherence to agreed working
timings by team members.

Revert to Standard Business Hours

At its discretion, AstraZeneca may choose to revert flexible start/finish time
arrangements based on business requirements of the team or the relevant position.

Considerations

Employees are responsible to ensure that their business deliverables and
participation in business meetings and discussions are not hampered due to flexible
working hours.

The following must be consider prior to seeking / approving flexible start/ finish times:
» Team meetins, business performance

»  Business metrics must continue fo be met, such as tearm/ department/ territory
goals and individual KPIs.

= Business requirements such as team meetings, cross functional meetings &
other meetings must be attended unhampered.
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Responsibilities

318 1O

Employee « Evaluate business and team requirements while
proposing flexible work timings

» Ensure availability at all critical business activities as
agreed with Manager, unharnpered due to flexible
work timings

» Revert to usual business hours of 9:00am to 5:30pm
if there is any business excigencies or if business is
impacted

Manager - Evaluate business and team requirement before
3 agreeing to flexible work timings for a team member.

= Ensure that granting an employee flexible working
hours does not affect business outcomes and
unavailability of team member for critical husiness
activities

¢ Documenting and storing all applications and
approvals in email.

+ Periodic review of the situation to ensure business is
unhampered & change back o usual business hours
of 8:00am to 5:30pm if any business problem is
encountered.

Effective Date

This policy is effective from 1%t September 2017 and shall supersede all previous
policies and practices in this regard.
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