DOCUMENT VALIDITY

Document validity is a crucial aspect of HR and business operations, ensuring that records are
legally sound, authentic, and compliant with regulatory standards. It safeguards organizations
and employees from legal and operational risks by maintaining accurate employee records,
contracts, and compliance documents. Properly validated documents streamline HR processes,
minimize delays caused by outdated or missing information, and help organizations avoid legal

penalties while fostering trust and transparency in the workplace.

DC360HRMS enhances document validity by providing employee master data entry, legal
matter reminders, and robust document management capabilities. It allows HR teams to
securely store and update critical documents such as passports and Emirates IDs while
ensuring timely renewals through automated reminders. By maintaining an organized and
accessible document repository, DC360HRMS strengthens compliance, improves operational

efficiency, and creates a more secure and reliable work environment.
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Employment Contract: DC360 HRMS stores employment contracts securely and
automates renewal reminders, ensuring that HR personnel stay on top of contract updates.
This helps maintain compliance with labor laws and company policies and minimizes the

risk of expired contracts.

Employee Validity Records: The system maintains accurate records of employee validity,
including contracts, qualifications, and employment status. It ensures that employee data is
regularly updated and aligned with the organization’s requirements for compliance and

operational efficiency.

Annual Leave Alert: DC360 HRMS tracks employees’ annual leave balances and provides
alerts to ensure that leave records are up-to-date. Employees and managers receive
notifications when leave is nearing expiration, helping maintain accurate leave balances

and reducing administrative errors.

Periodical Performance Appraisal: The system automates and tracks performance
appraisals, ensuring that evaluations are conducted on time. Automated reminders help HR
and managers complete timely reviews, promoting transparency and fostering a culture of

continuous improvement.

Reminders/Selection Action: DC360 HRMS includes automated reminders to ensure that
essential employee actions, such as document renewals, appraisals, and compliance
updates, are completed on schedule. These reminders reduce the likelihood of missed

deadlines, promoting smooth HR operations.

Compliance Documents Validity: The system manages compliance-related documents,
such as visas and work permits, and ensures that they are renewed on time. This feature
helps the organization stay compliant with local labor laws and reduces the risk of legal

issues related to expired documentation.



