	[image: ]
	Working from other Premises - Policy
Owner/ Department: Marketing Department



	Brief
	Employees must inform their manager officially in advance if they will be attending external meetings, visiting the HQ, warehouse, or any other location instead of reporting to their regular workplace.

	Purpose
	To ensure transparency and proper communication when employees work outside their primary office location.

	Persons Affected
	All Marketing Employees.

	Procedure:
	· Notify your manager via email or the designated communication platform at least one (1) business day in advance.
· Include the purpose, location, and duration of your external activity.
· In urgent cases, provide immediate notification before leaving your regular workplace.
· Managers are responsible for acknowledging and tracking such notifications.
· The employee must fill out a Working from other premises form. 
· Case of non-compliance, DVD will be applied.

	General
	Any exception to this policy must be approved by the Sales & Director, Marketing Department.
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