Time and Work Tracking Software Policy

HRMAGIX020 - Time and Work Tracking
Software Policy

1. Objective

To enhance productivity, promote accountability, and ensure efficient project
execution, HR Magix encourages the use of company-approved time and work
tracking software. Implementation may or may not be mandated depending on
individual work performance, the nature of the role, and at the discretion of the
reporting manager, HR department, and management.

2. Scope

This policy applies to all full-time, part-time, remote, and onsite employees
using either company-issued or personal devices to carry out official work. The

applicability of the software may vary based on management or departmental
requirements.

3. Software Installation Requirement

Installation of the designated time and work tracking software may be required
for certainemployees or departments, as determined by:

® Reporting managers

® HR Department
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® Senior Management
If required, installation must be completed on:
® Company-issued devices

® Personal computers/laptops used for remote work

Configuration must follow IT department guidelines.

4. Scope of Monitoring

The software (where applicable) will monitor:
® Active and inactive work hours
® Engagement with assigned tasks/projects
® Time spent on work-related applications

The software will not:
® Access personal files or folders

® Monitor unrelated or private browsing/applications

Monitoring is strictly for professional activities.

5. Data Privacy and Security
HR Magix assures that:
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® All collected data is secure and confidential

® No personal/non-work-related data will be collected or shared
® The software complies with industry-standard data protection
protocols

6. Employee Responsibility

Where software usage is applicable:
® Employees must ensure it remains active during work hours
® Any attempt to disable, tamper with, or uninstall the software
without prior IT/HR approval may be considered a policy violation and
could result in disciplinary action

7. IT Support and Training
The IT department will provide:
® Installation assistance and troubleshooting
® Regular software updates
® Training and documentation for effective usage

8. Policy Compliance
Non-compliance, where the policy is applicable, may result in:

® Warning or counseling
® Escalation to HR or management
® Suspension of access to work systems and/or disciplinary measures




Time and Work Tracking Software Policy

9. Review and Updates
This policy will be periodically reviewed and revised in line with
organizational needs and technological developments.

10. Contact for Clarifications

Employees should contact the HR or IT department for:
® Clarifications on policy applicability

® Technical help or feedback regarding the software
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