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Purpose of our handbook

This employee handbook offer a reminder of our vision and purpose and help our employees 
throughout their tenure. 

The guidelines, procedures, policies and organization expectations mentioned in this book are 
highly beneficial for our new employees to understand our company culture, and also for the 
existing employees as one of the benchmarking tools while reviewing their own conduct and 
performance.

The handbook will be reviewed from time to time to incorporate additional guidelines, review 
employee benefits, updates on regional employment laws, or any information that are deemed 
fit to be included.



Welcome to our family!

We are excited to have you as part of our 
team. You were hired because we believe 
you can contribute to the success of our 
business, and share our commitment to 
achieving our goals as stated in our 
mission statement.

IQ Excel is committed to quality and 
unparalleled service in all aspects of our 
business.

As part of the team, we expect you to 
adhere to highest professional standards 
when dealing with clients and will discover 
that the pursuit of excellence is a rewarding 
aspect of your career here.

This employee handbook contains the key 
policies, goals, benefits, and expectations of 
IQ Excel, and other information you will 
need.
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Mission, Vision, Expectations

Mission: Our mission is to upskill our clients with the latest tools and techniques to stay 
profitable and socially responsible.

Vision: Our vision is to become a global resource platform that provide sustainable solutions to 
build resilient businesses

Any company is only as good as the staff working within it. At all times employees of IQ Excel 
are expected to behave with professionalism and respect to its clients, fellow employees and 
other personnel that you come across during the line of work. 

Personal presentation should meet that expected in a professional corporate environment. 
Employees presenting at the IQ Excel premises should arrive for work on time and be available 
to work as indicated by their reporting manager / project head.
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Quick reminder

Please do not forget to share the below details with us within 
14 days of commencement of work:

✘ Signed copy of employment offer
✘ Attested copy of your educational qualifications
✘ Attested copy of your photo ID
✘ Proof of residence
✘ Your bank details (if you have one)
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We began our operations from Bangalore, India in 2015 under the name of McTrainers, 
providing training to regional organizations and expanded to Middle East and Africa region by 
end of 2016. Under the brand, we also hosted a handful of in-person conferences, the highlight 
being a ‘Healthcare IoT Summit’ in Bangalore.

Since our primary operations were corporate training, we regrouped and rebranded ourselves 
to IQ Excel in 2020, with the aim of helping our clients to upskill or reskill and excel at their 
workplace giving ample room for personal development and better career growth. 

We faced an adverse climate in the year 2020 as the whole world were struck with Covid 
pandemic, but thanks to our wonderful team, we successfully managed to run LIVE events and 
webinars that helped us maintained our momentum. 

We are now partnered with two of the leading organizations in the Middle East and APAC 
region to seamlessly offer our services to the respective regions.
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Our history..
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Equal opportunity

We understand that every individual is unique and are proud to be an Equal Opportunity 
Employer. We value the inclusiveness of our workforce and prefer to view team members, 
clients or situations beyond man-made barriers and boundaries. We value our employees and 
are always in search of talented individuals. We do not discriminate our employees based on 
age, caste, race, color and gender under any circumstance. 

If you experience any form of discrimination from any of our staff members against the above 
policy, please report it immediately to help@iq-excel.com or any of the senior Directors at 
directors@iq-excel.com

mailto:help@iq-excel.com
mailto:directors@iq-excel.com


IQ Excel is fully compliant with all current rules and legislation relating to Right of Employment. 
Any employment offer with IQ Excel is conditional upon candidates being able to produce a 
copy of their passport with proof of eligibility to work in the country of its operation.

The company works in partnership with international individuals and organizations an should 
need arise, will have the right to employ its staff to travel and work from global locations.

Visas and Elgibility to Work
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Working from home? Working from our office premises?

IQ Excel does not micro-manage its employees;
We believe in result oriented work pattern.

Healthy discussions and team meetings are permitted to arrive at quality outcomes.

We work as a team and figure out how to continuously improve our internal and external 
service quality

Absolutely NO blame-games.

Work
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1. Employee salary and commissions will be paid in accordance with the discussions during 
interview and agreement signed upon based on the experience or educational criteria 
applicable to various job roles.

2. Deductions or additions will be made in accordance with current legislation from your 
Gross salary.

3. Project commissions will be paid within 14 days of the successful completion of the 
project. Payments may be adjusted or cancelled in case of any disputes or refunds to the 
clients.

4. Sales team by default will have to maintain a minimum monthly target set by the Project 
Head or RM. Management has the discretion and final right to review the compensation 
based on monthly employee performance.
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Pay



4. Employee remuneration may vary between job roles, performance and experience; 
employees are expected to respect such variations, if any, and maintain corporate 
decorum.

5. All payments sans the deductions will be credited directly to Employee bank account on 
the last working day of each month. Payments for an attendance of 10 days or less will be 
adjusted to the following month.

6. In the unlikely event you believe your pay to be incorrect you should complete a payroll 
query form and hand it over to the Reporting Manager. The matter will be investigated 
and you will receive a response within 48 hours.

7. Annual performance revisions are subject to management discretion.
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Pay
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Project details, client information and individual communication with clients are considered as 
confidential and wholly owned by IQ Excel. 

Employees are expected to fully dedicate their time to their tasks in hand during work hours. 
Freelance work or leak of information to third parties or competitors are considered as a grave 
offense and may result in immediate termination and appropriate legal action including 
financial compensation corresponding to the evaluation of organization’s loss.

Any member of staff found to be colluding with other employees or non -employees, engaged 
in any fraudulent activity or theft or deliberate damage of company assets, confidential 
information or reputation will be suspended from work and called to a disciplinary hearing. The 
regional police and other enforcement agencies may also be notified and supported in any 
action open to them against individuals in breach of criminal law.
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Code of conduct 1/2



Company assets should be protected from theft and damage. Buildings should be secured and 
alarmed. Any company keys held must never be copied, lent or given to any other person. 
When absent from work on leave you must hand over your keys to the management.

Keys, alarm codes, passwords and confidential information must not be shared to anyone 
without the express permission of the RM or a Senior Director.

IQ Excel is strictly against the use of drugs, weapons or harmful substances. Any employee 
found to be under the influence of drugs or carrying weapons will be terminated immediately.

The organization retains the right to monitor employee emails or assets if necessary. Failure to 
comply may result in disciplinary action being taken against, including summary or instant 
dismissal.
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Should you be unavoidably detained and unable to clock in on time you should call the office 
to advise your reporting manager (RM). Text messages or calls to any person other than the 
RM are not considered appropriate. Any lateness not notified to the RM will be considered as 
unauthorised absence.

If you are unable to work due to sickness or any other reason you should notify your RM, by 
phone as soon as possible, and, in all instances prior to your scheduled start time. Absence 
which has not been explained to the RM will be considered unauthorised.

Unauthorised absence is considered as time when you do not attend work and have not 
provided a satisfactory explanation as to the cause of your absence. Any period of 
unauthorised absence may result in an investigatory hearing and possible disciplinary action, 
up to, and including, dismissal. 

Absence and Attendance 1/2
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IQ Excel provides a discretionary sickness pay scheme (SSP) for all salaried employees. 

Salaried Staff Sick Pay is not normally paid for absence due to elective surgery unless 
recommended for the treatment of an ongoing (chronic) medical condition. Discretionary 
sickness pay can only be authorised by the RM or a Senior Director.

Staff absent for more than 6 calendar days are required to provide a Doctor’s Certificate to 
apply for SSP and provide evidence that their absence due to ill health was justified for the 
time period taken.

Absence and Attendance 2/2
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Quarantine leave: Granted to a concerned employee by reason of presence of an infectious 
disease in the family or household of the employee, if such disease is considered to be 
hazardous to the health of other people.

Study / Sabbatical Leave: Unpaid study leave/sabbatical leave is granted to an employee to 
pursue higher studies with a guarantee to resume them in job on completion of the leave.

Elections/ Polls: During the general elections in the country or the state where the 
employee is residing he is eligible for leave on the polling day.

Bereavement leave: This leave is a grant paid time off from work to employees for the 
death of a relative. Employees are eligible for up to 7 days leave, if necessary, in the event of 
the death of an immediate family member (defined as parents, grandparents, siblings, 
spouse, children and in-laws).

Leave Not Due: Where an employee has no leave to his credit and he/she still requires leave, 
such leave may be granted at the discretion of the employer. However, this will remain under 
unpaid category.

Other permitted leaves
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Should you decide to voluntarily leave IQ Excel you will be expected, under normal 
circumstances, to provide applicable notice. We would expect a minimum notice period of 2 
weeks in all instances.

IQ Excel will always provide an honest, unbiased, reference when asked to do so by potential 
employers. We do not usually provide “To whom It May Concern” testimonials as they are of 
limited value to other employers.

You will normally receive your final salary, any holiday adjustments and other final pay 
adjustments at the first pay date following your last day. Your tax forms will be sent to your last 
known address by post once it has been received by the branch.
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Leaving the company



This may refer to termination of employees owing to lay-offs, downsizing, or fired of 
misconduct. A 30-day notice period and employee support policies will be initiated by 
employer once such decisions has been conveyed in writing. In case you are redundant, your 
profile will be matched against any suitable roles in other departments with a remuneration 
corresponding to the role and department.

We do not terminate employees without a valid reason or personal grudge. If you feel that you 
have been wrongfully or illegally terminated, we encourage you to being the matter to the 
attention of Board Members / Directors and write to help@iq-excel.com
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Involuntary termination

mailto:help@iq-excel.com
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1. Disobedience or willful insubordination

2. Fraud, Dishonesty, or Theft

3. Loss or Damage to the employer’s goods 
wilfully

4. Taking bribes or illegal gratifications

5. Absence without applying for leave for 
more than 10 days

6. Late Attendance

7. Disorderly behavior during work

8. Negligence of work

9. Under the influence of drugs

10. Violation of the ‘Employee background’ 
terms listed on Employee handbook-
Page 24
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Immediate terminations
The below circumstances may lead to immediate termination without the eligibility of getting 
paid for the month and may be followed by an appropriate legal action:



a) involving in any form of terrorist 
activities or support such causes

b) criminal cases

c) sexual offense cases

d) financial fraud

e) religious hate crimes

f) cyber crimes

g) having unauthorized weapons

Employee background
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IQ Excel takes the above offenses seriously and if found guilty of having furnished misleading 
documents or wilfully failing to produce necessary documents, the situation qualifies for 
immediate termination and/or strict legal action taken against the employee.

As an Employee with IQ Excel, you confirm that you have NOT been booked in the past or 
have current cases pending for



IQ Excel is fully compliant with Prevention of Sexual Harassment (PoSH) policy for companies. 
This policy is in accordance with the provisions of “The Sexual Harassment of Women at 
Workplace (Prevention, Prohibition, and Redressal) Act, 2013”.

We are against workplace bullying, morally disrespectful attitude, actions that might harm 
others, or keeping any sort of personal grudge.
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PoSH policy



head office
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regional office

regional office



Any questions or suggestions?
Email us at info@iq-excel.com
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