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1. Purpose of this Policy 

This Policy aims to set the requirements for accessing the premises and for reporting working hours 

of the employees who work in the offices of the Hydroenergy Company Jsc.   

2. Application of this Policy 

This Policy shall be applied towards employees who work in the offices of the Hydroenergy 

Company Jsc. The Policy is subject to annual review for adequacy and applicability. 

3. Introduction  

The following terms and definitions are used in this Policy:  

✓ Employees – these are members of staff whose working spot is inside an office premise of 

the Hydroenergy Company Jsc. 

✓ Working Hours – working hours are eight (8) excluding the mandatory breaks of total time 

1 hour  

✓ Workday – a workday is the time between 8.30 a.m. and 17.30 p.m. and is any day from 

Monday till Friday  

4. Policy of access to office premises  

4.1. Each employee of the Hydroenergy Company Jsc has been provided with 

their own personal card or chip for access to the office premises of the 

Hydroenergy Company Jsc  

4.2. The first entry shall be registered by the card access device because it is 

considered the beginning of the working day for the employee; 

4.3. Every other entry following the first one shall also be registered alike the first 

one  

4.4. Registration is considered as successful if a registration signal is heard from the 

device. Otherwise, registration attempt shall be made again;  

4.5. The individual cards/chips for access provide employees the availability to 

access the rooms of the premise except for the archive rooms of some 

departments which rooms are kept locked and are equipped with additional 

devices for access control.  

4.6. The last registration on the access control devices shall be made when the 

workday has finished for the employee. The working hours will be calculated 

and are all the hours between first and last check on the device. 

4.7. For successful registration, cards/chips shall be put onto the reader of the 

device, then a registration signal is heard; 

4.8. Entry doors which have 2 opening parts are equipped with such devices . 

one part of the door is usually kept closed and is locked for most of the time, 

so entries shall be made through the other part of the door.  

4.9. When leaving the building, the mechanical lock which is on the device shall 

be turned by the employee before closing the door.  

4.10. Only the main entrances shall be used for entering and leaving the premises;; 

4.11. It is prohibited an employee to give their access card/chip to another person, 

although they may be colleagues; 
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4.12. External visitors shall be accompanied during their stay inside office premises 

of the Hydroenergy Company Jsc; 

4.13. If an employee needs to enter an office premise outside working hours and in 

non-workdays, this shall be preliminary discussed with their line manager.  

4.14. If an access card/chip is not available for the day /it is forgotten or lost/ , 

employees shall use a spare one , which is available in the premise and is 

either kept by the doorman or is available with Human Resource Department.  

4.15. In cases of a missing card or chip for access, a report must be submitted to 

the Human Resources Department 

4.16. Records of the access control device shall be the information needed to 

administer the working hours of employees every week.  

 

5. Final provisions 

This Policy shall be provided to each newcomer and can then be found in the digital archive of 

corporate documents.  

 

 

*THE END* 
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