
rfu ±quf§fsTS matR capffi (tman) fffl
NORTHERN ELECTRICITY SUPPLY COMPANY LIMITED

(AnenterpriseofBangladeshPowerDevelopmentBoard)

Service Rules-2019
(Approved in 92th  Board of Directors of NESCO Ltd)

.,¢--    ,



Northern Electricity Supply Company Limited
Service Rules, 2019.

iy,   ItEL-
•-i---_i:li     i:

:i:      --      -=_--==T-i:-i



Index

Chapter Title Page

Chapter I

1.0 Preliminary
01 to 04

1.1  Short Title and Application
01

1.2 Definitions 01-04

Chapter 11 2.0 Posts
04-05

2.1 Creation of posts 04

2.2 Categories and Classification of posts
04

2.3 Filling up a Regular Post
05

2.4 Probation Period 05

Chapter Ill 3.0 Recruitment and Promotion Policies & Guidelines
05 to 09

3.1 Recruitment Policies
05

3 .1.1  Objectives
05

3.1.2 Scope
05

3.1.3  Strategies 05

3.2 Guidelines
06

3 .2.1  Invitation of Applications 06

3.2.2 Screening
06-08

3.3 Promotion Policies and Guidelines
08

3.3.10bjectives of the Policy
08

3.3.2 Scope
08

3.3.3  Strategies
08

3.3.4 Guidelines
09

Chapter IV 4.0 General Conditions of Service 09 to  1 1

4.1 Certain Pre-Conditions of Service
09

4.2 Deputation for foreign training visits
09

4.3 Transfer
10

&y  gives/
ty  #y'if

q=ELfl      giv4{exueke®#



4.4 Pay and Allowances 10

4.5 Criteria of promotion 10

4.6 Pay 10

4.7 Initial Pay 10

4.8 Annual Increment or Pay Raise
10

4.9 Joining time
10

4.10 Pay during joining time
10

4.11  Period of joining time
11

4.12 Leverage
11

4.13 Income Tax 11

Chapter V 5.0 Leave 11  to  15

5.1 Types of leave
11

5.2.leave procedure 12

5.3 General Conditions 12

5.4 Earned Leave 12

5.5 Casual Leave 13

5.6 Maternity Leave 13

5 . 7 Extra ordinary Leave without pay 13

5.8 Special Disability Leave 14

•5.9 Ex-Bangladesh Leave 14

5 . 10 Quarantine Leave 14

5.11 Medical Leave 15

Chapter VI 6.0 Honorarium, Bonus and Allowances 15 to  17

6.1 Honorarium 15

6.2 Festival Allowances and Bonus 15

6.3 Shift Duty Allowance 16

6.4 Charge Allowance for combination of appointment 16

=:--:f-I---I;--:`-lf:::               -i-i=---- i,-=-----:-



6.5 Traveling Allowance
16

6. 6 Medical Benefit/Allowance
16

6.7 Gratuity.
16

6.8  Contributory Provident Fund (CPF) 17

Chapter VII 7.0 General Conduct and Discipline
1 8 to 23

7.1 Fidelity and Secrecy
18

7.2 Conduct and Discipline
18

7.3 Punishment and appeal
19

7. 4 Penalties
20

7.5 Power to impose penalty
20

7.6 Suspension
20

7.7 Inquiry Procedure in cases of negligence, inefficiency, 21

misconduct and corruption
7.8 Procedure for disposal of a cases, where and employee has 2122
been convicted by a court of law

7.9 Summary proceedings.

7.10 Appeal.
22

7.11 Reinstatement
23

7.12 Bar to resign or retire by employees under suspension
23

Chapter VIII 8.0 Service Record
24-24

Chapter IX 9.0 Retirement, Termination and Resignation, Discharge, 24 to 26
•Dismissal

9.1 Retirement 24

9.2 Resignation 25

9.3 Termination 25

9.4 Discharge
25

9.5 Dismissal 26

Appendices (Schedule of Recruitment and Promotion 27
Guideline)

f tyytrgiv if e,  RE FTN     ay   Frf :rfeRE#%



CHAPTHR - I

1.0.     PRELIMINARY

1.1 Short Title and Application

(a)        These rules  shall be  called the Northern Electricity  supply company Limited
(Employees) Service Rules, 2019.

(b)        These  rules  shall  apply  to  all  employees  in  the  employment  of the  company
except as specifically mentioned in the respective rules.

(c)         It shall come into force as soon as it is approved by the Board of Directors of
the company and on due circulation of the approval for general information to
the employees.

(d)        The Board of Directors of the company may change or amend or repeal (cancel)
these rules from time to time as it may deem fit.

1.2.     Definitions: In this rules unless there is anything repugnant (objectionable) in the
subject a context-

(a)      Additional  Pay  is  payment(s)  apart  from  the  salary  sheet  as  provided  by
approval authority.

(b)      "Appointing Authority" means the authority empowered to make appointments
i.e.,   the   'Board  of  Directors'   in  relation  to  Managing  Director,   Executive
Directors  &  Company  Secretary'  and  'Appointment  Committee,  Approved  by
the Board' in relation to all other employees.

(c).      "Authorized Medical officer" means a medical practitioner so designated by the
Competent Authority from time to time and if there is no "Authorized Medical
Officer" so designated, any registered medical practitioner.

(d)    "Average  pay"  means  the  average  of pay  earned  during  the  twelve  complete
months immediately preceding the month in which the leave is taken or the pay
of the employee drawn immediately before proceeding on leave which is more
favorable to the employee.

(e)       "Basic Pay"  means the pay, which has been sanctioned for a post held by an
employee regularly or in an officiating capacity, or to which he/she is entitled to
by reason of histher position in the company.
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NESCO Service Rules 2019

(I)       "Board"  means the Board of Directors  of the company which determines the
policies, procedures, guidelines and directives for its overall management.

(g)      "Company" means the Northern Electricity supply company Limited OVESCO)
incorporated under the Companies Act, 1994 (Act No.  18 of 1994).

(h)      "Competent Authority" means the Board of Directors or the authority designated
or delegated by the Board to be competent for the specific purpose.

(i)       "Contract" means an Agreement between an employee and the company which
lays down the terms of employment.

0      ::°tnht:°[:1;nngtr:[i::Cger';f=:=S ftohre t°hfef]Cpe:£::lean:: ¥:i:i:tpr::££vnet;nE]na=::arifty=:

technical matters.

(k)     :r:amy "w:rekanpsLaacec,aL;::c: :::sb:8:=i::edantdw:::#o:: ro£::s£,8:iairtb:reacbks::::

for all purposes as one day, at whatever hour the absence begins or ends.

(I)        "Dearness  Allowance"   means  the  allowances  made   for  the  employees  for
compensating higher cost of living.

(in)     "Duty" includes -

i.       Service  as  a probationer  and  an  apprentice  provided  such  service  is
followed by an appointment for a permanent post;

ii.       Joinin8time;

iii.       The period spent on a duly authorized course of instruction, training or
a visit including the time the reasonably required for the journey to and
from place of such training and visit; and

1V. Attendance at compulsory departmental examination/interview including a
reasonabletimerequiredforthejoumeytoandfromtheplaceofexamination
and the day or days of the examination.

(n)      "Emolument (Remuneration)" means and includes

i.           Pay;

ii.         Special pay, personal pay, technical pay, officiating pay and additional pay;

iii.       Compensatory allowances other than traveling and medical allowances;

iv.         Leave salary/ Leave encashment;

v.        Any other payments and fees, if any, in the shape offixed monthly addition
to pay;
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NESCO Serv.Ice Rules 2019

vi.        Subsistence allowance; and

vii.       Dearness allowance.

(o)        "Employee"   means   individual   employed   against  the   approved  post  of  the
company.

(p)        "Family" means spouse children and parents dependent on the employee.

(q)         "First entry post"  means post(s)  or  a percentage  of posts  as  embodied  in the
schedule in a category which is filled up by direct recruitment.

(r)         Government:    The    People's    Republic    of   Bangladesh    (Government    of
Bangladesh)

(s)         "Headquarters" means such place as the Head ofoffice may prescribe and in the
absence of any order to the contrary,  means the place where the office or the

place of duty of an employee is located.

(t)       "Holiday" means a day declared as such by order of the   Government/Board of
Directors of the company.

(u)        "Honorarium"   means   a  recurring   or  non-recurring  payment  made   to   any
employee by the  company  as remuneration for  special work of an occasional
character.

(v)        "Incentive" means any compensation scheme or plan made by the company to
motivate the individual/team for their improved performance.

(w)       "Joining time" means the time allowed to a person to enable him/her to join in a
new post on transfer and promotion, as defined by the competent authority.

(x)          "Misconduct" means conduct prejudicial to good order or discipline or which is
unbecoming of an employee or gentleman and includes contravention of any of
the provisions of 7.1 and 7.2 of chapter VII of these rules.

(y)          "Month" means a calendar month.

(z)          "Officiate" means officiating in a post by an employee by discharging the duties
of that post in which another person holds lien, or when he is appointed by an
authority competent to make a regular appointment to the post to offlciate in a
vacant post to which no other person holds a lien.

(aa)        "Pay"  means  the  basic  pay  which has  been  sanctioned  for  a post held  by  an
employee or in an officiating capacity or to which he/she is entitled to by reason
of histher position in a functional area and includes special pay, personal pay
and additional pay, if any, admissible under general or special order.

(bb)        "Personal pay" means an additional pay granted to an employee to save him/her
from loss of pay in respect of a permanent post held by him/her due to a revision

ftyyul#'orxp'¥3grdyFgivAlrfRE#



NESCO Service Rules 2019

of pay or to reduction of such pay otherwise than as disciplinary measure or in
exceptional circumstances, on other personal considerations.

(cc)        Performance  Appraisal  is  Annual  confidential  Record  of an employee's job
performance  for  a  precedent  year which  is  evaluated  and  documented  by
authorized officer of the Company.

(dd)        "Selection  Committee"  means  a  committee  formed  by  the  Board  and  will  be
responsible for selection of employee for any appointment.

(ee)         "Special pay"  means an addition in the nature of pay to the emolument of an
employee granted in consideration of -

i.           the specially arduous nature of the duties; or
ii.          a specific addition to the work or responsibility; or
lil.         stressful work or challenging environment.

(ff)        "Subsistence  Allowance"  means  a  monthly  allowance  made  to  an  employee
during the period he/she is under suspension.

(gg)       "Transfer" means the movement of an employee from one work place to another
to take up the duties of a new post.

(hh)       "Trave]jng" means any travel undertaken/made for interest of the company.

(ii)         "Year"  means a financial year (July to  June)  for the purpose of accounts  and
finance and a calendar year for other purposes.

CHAPTER - 11

2.0         POSTS

2.1        Creation of posts

All posts shall be created by the Company with the approval of its Board of Directors
and appointment to all posts will be contractual.

2.2       Categories and classification of posts

The post shall be of the following categories, namely -

a)        DAfr::fourLsard:e°:te:ht:lib:ecoant:::ted°:o: ie:I:iteefii?t¥ t:r=:eana:P;£ycehd£P¥n:1::redd :nf

the organizational setup.

b)       9ouisp°:r;i:s8p°efr rh¥ r:;e?ja°sbs;:caffi¥C£°dn::p:::e¥abyybtiemBa:::°:fthDefr£:::::sS.t °f

tyygiv/oynyife]CyofgrAV'ngke#giv_
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2.3       FillingupaRegularpost

Appointment to all regular posts shall be made-

a)        by direct recruitment with provision of lateral entry to all categories of posts, if
necessary; or

b)        bypromotion.

Criteria/guidelines  of promotion  for  employees  shall  be  as  per the  provisions  of the
schedule of Recruitment & Promotion (Appendix I & 11).

2.4       Probation period:

Persons selected for appointment by direct recruitment in entry level to a regular post
shall be appointed on probation for a period of at least 01 (one) year.

Provided that the appointing authority may, by an order in whting, extend the period of
probation in the case of any person or terminate histher service if histher perfomance
during that period is found unsatisfactory.

After successful completion of the period of probation the incumbent will be confirmed
in the service with effect from date of joining.

CHAPTER - Ill

3.0       RECRUITMHNT AND PROMOTION POLICIHS & GUIDHLINHS:

3.1       Recruitment policies

3.1.1    Objectives:

(a)        To provide the company with quality human resources to ensure better services to the
customers and growth of the company.

(b)        To  ensure  adequate  and  consistent  human  resources  for  the  effective  and
efficient operation of the company

(c)        To establish a transparent recruitment system.

3.I..2 Scope:

Thispolicyshallbeapplicabletothecompanyfortherecruithentofitsemployees.

3.1.3 Strategies:

(a)        There shall be a uniform practice ofrecruithent in the company.

q])        Rrfufroent shall be undehaken at any level in conformity withthe provisions of these ndes.

(c)         Recruitment shall be made on functional/discipline basis

(d)        Recruitment shall be carried out most efficiently and effectively.

(e)        Emphasis shall be given to the development oftean work in the company. Therefore,
careshallbetakentorecruitanemployeehavingappropriatequalitiesandaptitude.

=:---I ---:  --     -ic-=:---i   i  i    _-I-a
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®      Fee:i::F;a::r#:e:¥g £#:ybeoftoredcegnet tsehcalT:alt:bgrm:dVl#taoVli°rcalo:::a::

performance in mind.

(g)        No discrimination shall be made on grounds of sex, caste, creed, locality etc.

a)         Ensuring the recrulthentofhunan resources having hich morale and discipline, sound
mentalandphysicalhealthwithrequisitequalification.

3.2       Guidelines

3.2.1     Invitation ofApp]ications

(a)      Fefqfi:rs:tes::I:]£¥]eca:::.e[tt°m:;Sb:edoandee#aot:gfua¥::=£:ef±::t ]Fnp#ec:;Sut::V::8

well circulated at least one Bangla and one  English national dailies,  company
website, notice board.

(b)       Such   advertisement   shall   contain   all   relevant   information  about  the   post
including,

i.       designation with number of vacant post

ii.       paygrade

iii.       educational qualifications

iv.       age

v.       experiences

vi.       eligibility criteria

vii.       last date for receiving applications.

viii.       Any other requisite information set by the authority.

(C)       oAf¥]Pc[::atti°::gih;;[st:[e / rce:geerdseai]tchees Ere::q[¥naeft::Sh::d¥[i::T;rasa:tphe°criffiz:g

by the competent authority.

3.2.2   Screening

(a)        The main puapose of the screening process shall be to identify the most suitable
candidate (s) for the company.

This screening shall be carried out at the following stages for all categories of
employees of the company through:

i.     screening of the submitted documents.

ii.     writtentest

iii.     viva-vcoe and interview or any other method as decided by the company.

iv.     medical checkup

v.     police verification

%#ife,gr6edgr#++Th¥giv
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(b)      fnl:.a#:tl;opnps,i::tail:nEea:cd|ii:i:e:ifcie::e:totoi::|E:ieeteqnue:|sifi=adti:Ligcipiileir?;

shall be rejected.

(c)        Only   the   concerned   committee   or   the   officer   shall   make   screening   of
applications.

(d)       pWo:£i:ieonns:e#h::eaLiubmebecr°:;££:i:L9ca:£Son¥refc:LPv°e¥¥:r :Cnryeepno£:i:Loie:icceep:°:nta#

positions is so less that effective screening through viva-voce is possible, written
test may not be considered for selection purpose. Only the acceptable applicants
shall  be  allowed to  sit for a VIitten test.  The marks  distribution  should be  as
follows..

i.       Analytical ability
ii.      Relevant subject matter

iii.       General knowledge
iv.       Bengali, English & Power sector

20 points
40 points
20 points
20 points

Total:     100     points

(e)      get :eals:e: afpo:li:Tt:::c*g. hi:#v¥,in±yina:rpd|::=i :eecnkgg#searfupo5Soio9oonins#i

whtten test shall not be invited for the viva-voce. The authority reserves the richt to
revisethisprovisionandwhenitisrequired.

®      Eemin#em£#oonar# ob3e :o¥:nL: o:t:::;mB¥:Sdfosrhrfic¥::k8:te£P:;yethe:
company board where at least one member fiun Power Division and one  outside
specialist should be included in viva board.  Board may decide to conduct whtten testI by out-sourcing institution.

(g)        Candidates  securing less than 50 % marks in written     Test may be rejected.  The
authorityreservestherigivtorevisethisprovisionasandwhenitisrequired.

®.    £#:£toL oygT#vea dj:Tebzto£:nASL¥s:lop:ucasce::#¥Ldfdat¥£ttf[ #r:pc:eed¥;

addingthescoressecuredinthewittentest,academicattainmentandvivavoce.

(i)         In  case  of  recruitment  of  employee  below  the  grade  8,  a  selection  committee
comprising 4-5 members shall be constituted by the company board taking at least one
member from the Power Division, the convener of the comlnittee shall not be below the
rank of ED of the Company.

¢)        Candidates securing less than 500/o marks in viva voce shall not be considered eligible
for selection.

¢)        Successful candidates shall be requested to report to the Authorized Medical officer on
aparticulardateandtimeformedicalcheck-up.

cvfty:7%orra2rREisffig/
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tL,      :#e::teosrddeerc:%emde:tt :#:Ath¥c:nL#:::alp:i:e: SdTaTeL :e:Sti5:::Pail:asian:
following conditions :

i.       Appoinfroent in the entry post shall be confirmed subject to pdice verification.
ii.      This appoinfroent / condat shall be reviewed at the end of each corfuct period.

ServicemaybeextendedonthebasisofsatisfactoryACRandAPA.

(in)     :oV:ryde:#;y:dsN¥i'.D¥s:::esei°A¥e8eminentth#eAt:ein:]p¥es€:CbLe¥:+:.°f fideL±ty'

(n)         Satisfactory police verification report is a must for all entry level post.

3.3       Promotion policies and Guidelines

3.3.1  Objectives of the Policy:

The main objectives of promotion policy of the company shall be:

(a)        To ensure better service forthe company.

(b)        To ensure the promotion of competent personnel.

(c)        To  create  an  internal  environment  for high morale  and  good  performance  of
employees.

(d)        To create a sense ofbelongingness among the employees.

(e)        To have a stable, high quality and continuously improving workforce.

3.3.2 Scope :

This policy  shall  apply to  all employees  up to the  level  of Chief Engineer or
equivalent.

3.3.3     Strategies

(a)        Promotion  shall  be made  keeping the  long-term  organizational  and individual
goal in view.

(b)        Promotion in the company shall be fair and free from any influence and biases.

(c) .      The main purpose of promotion shall be to ensure the employee motivation to
continue to make persistent efforts to improve them.

(d)        Promotion shall be administered against a vacancy with due consideration to the
terms and conditions envisaged in the service rules.

(e)       Promotion in the company shall be given without any discrimination based on
sex, caste, creed, locality etc.

(I)       Promotion to any post shall be on the basis of merit cur seniority.

8)     #myfuychc:=°ttt::nd°eftean#gbLbeyc=edi#ot=tali? :oV:ettdeeani:;C::::td:Pttye:

Exam and/or Viva as deemed fit.  Based on the Seniority,  APA, ACR and  Service

#rng? fry  g 3  %gr¢rfffilfis+
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Record the Board will  decide the number of eligible  candidates for interview and
promotion.

(h)      :;:hce°:opm::t::tar:u:leo::trye. g£:cTp:i:teal;nn: ie:;:£r:tnya[[:ts; :::hse:i[o]r:t; :lps:ro°fv:I:

employees  shall be kept by the company.  The promotion of employees  should
be considered only on respective discipline basis.  All  such eligible  candidates
may be considered to appear at the written/ Viva for Promotion.

3.3.4   Guidelines

(a)       ::°s::ti£:en :sf :tL£LpeuTa::%yLFnest£:asL:hbeed:Tebj:;t±:ct:eft::::I:e:tp°r:Le8tiL:r:d£:r:::

rating of performance appraisal.

(b)       ::::i:±t::: ::£pt:Leat::Stfn°fthaeLL scca±:i:::esofh£LeLcieftiueb±:/CtAt;p:i:t:eL:LtLL=edntth°ef

rating of the Performance Appraisal and result of written exam and viva voce.
Each and every promotion shall be judged through an interview. The Board shall
approve the Interview Committee for promotion.

CHAPTER - IV

4.0 GENERAL CONDITIONS 0F SERVICH

4.1 Certain Pre-Conditions of Service

(a)       :::eL:Sye;: s¥a¥L ::S:t ftth:Sd:::::L]Soef tdh£:tLtn:faypapnry°Viddeq'e;ife ¥ha°yLebet£=p:ofy::

in any mamer in any place required by the Company.

(b)        Two  or more  employees  shall not be  appointed  on  a  substantive basis to the
sane post at the sane time.

(c)        jin employee shall not be appointed to two or more posts at the same time.

(d)        Considering the nature  of the company and  employee motivation,  career path
needs to be established.

(e)      :nf :::ec°ofmd:raenc; :Prp:;t:tehnetr(:::#£izgt:ohin°¥o8:hper°h::i:rh;s::)h::/£reFr:|°i:::

length of service shall be counted as continuous service for calculating the leave,
contributory provident fund, Gratuity.

4.2. Deputation for foreign training/ exposure visits and personal visit.

An employee may be allowed to visit overseas for foreign training / exposure visit
and personal visit with the approval of the authority.

i:------i:---       i:--=-:-I  --=-----f---i  i:---
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4.3 Transfer
chemployeemaybetransfendfromoneposttoanotherorfromonejurisdictiontoanother
jurisdictionoftheCompany.

4.4 Pay and AIlowances
ch employee sham draw the pay and allowances appointed to the post with effed from the date
he/she assumes the duties of that post and shall cease to draw the pay and allowances as soon as
he/she ceases to discharge those duties.

4.5 Criteria of promotion.
Criteriaofpromotionofemployeesarelaiddowninthepromotionguidelinesandtherecruirfuent
andpromotionschedule.

4.6       Pay
jinemployeewhileondutyshalldrawthepayapprovedforhispost,asfixedfromtimetotime.

4.7       Initialpay

(a)         The initial pay of an employee on first appoinrfuent shall be the grade of pay of the new
posttowhichhe/cheisappointed.

a)        The initial pay of an employee appointed on promotion shall be fixed as per pay policy of
the Company.

4.8       Annual Increment orpayRaise

(a)        Amul increment or pay raise shall be based on the rathg of the perforrrmce appraisal
and APA.

®)        The conditions under which the service will be considered for an increment to the grade
ofpayofthepostheldbyanemployeeareasfollows:

dutyinthepost;
service in another post whether in substantive or officiating capacity.
I+eaveotherthananextracrdinaryleave;
If an employee after officiating in a hither post is reirfed to a lower
post, the period of service in the hither post shall count for increment in
thelowerpost;

4.9       Joiningtime

Joining time may be granted to an employee to join a new pest to which he/she is appointed on
transferoronpromotionwhileonduty.

4.10     Pay duringjoiningtime

(a)        Joining time shall be regarded as on duty duringjoining time and shall be entitled to the
payofhis/herpresent/previouspostasdeemfit.

®)         Am employee, who dces notjoin histher post withinjoining time without proper ground (with
proper dcounents) shall not be endtled to any pay or leave salary on the expdy of joining
time.

::::,-: --------i-i    -c : ---=5 3__---__I_=
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4.11     Period of joining time

(a)        The joining time admissible to an employee whose transfer does not involve a
change of residence from one station to another will be the next day. If there is a
holiday he/she should join immediately after the holiday.

(b)        In  the  case  of transfer  involving  a  change  of residence  from  one  station  to
another, a period of seven days shall be allowed for shifting.

4.12     Liveries:

a)          Company will prepare a Liveries policy.

b)         Employees shall be provided with (02) two sets of uniforms/ dresses every year
free of cost by the company. Under the provision, an officer shall be entitled to
two sets of shirts and pants, a pair of shoes and a tie every year. A security guard
shall be entitled to two sets of pants and shirts, one belt, one cap, one pair of
boots, a rain coat and a whistle in ever); );ear while a member of technical staff
such  as  lineman,  electrician,  plumber,  helper  shall  get two  sets  of pants  and
shirts, one pair of shoes/gum boots and a rain coat appropriate of histher nature
of job. The drivers, gardeners, Office Attendant etc. shall be provided with two
sets of pants and shirts, one pair of shoes and a rain coat in a calendar year.

c)          Employees in the  sub  station or Line Maintenance activities will be provided
safety gear.

4.13     IncomeTax

An employee  shall pay  income tax on histher taxable  income.  Company  shall  deduct the
incometaxpayablebyhim/heratsourceaspertheGovt.Rulesandwilldepositthesametothe
Goverrment Exchequer.

CENTER-V

5.0 LEAVE

Unless otherwise stated, leave of an employee shall be governed by the provisions laid down in this
chapter.

5.1      Typesofleave

(a) Eared Leave

@) Casual Leave

(c) Maternity Leave

(d) Extra-Ordinary Leave

(e) Special Disability Leave.

(I) Compensatory Leave

(g) Ex-Bangladesh Leave

th) Quarantine Leave.

(i) Medical Leave.

%,dr/xp,Q=&9~or+rfa#7
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5.2      Leaveprocedure

(a)         Leave account of every employee shall be maintained as per the rules and procedures of
the company as laid down in this chapter.

a)        All applications for leave shall be submitted to the competent authority in the
prescribed form.

(C)      #::::[eet:::SauVI;gty?einc:=e¥ft#aegni°gyeDdirbeyct¥re::Pe]:::e::hge[ a¥p¥o%re°dv:;

the Chairman of the Board.

5.3      General conditions

(a)      gchi::e¥sn:uS:¥o] iif::tc[:edd:: £°eym:1:;::Vsehal#js£]eth:#:£eat¥ner::°arvI;d=:

the staus of histher leave in the account from the IR department.

(b)        Any prayer for leave may be rejected or the time and period of leave may be
rearranged and granted in the interest of the company.

(c)        An employee shall not overstay without the prior approval of the competent authority.

(d)      :feanfnd:m=:°dy:: sfi::]£ :[°ha¥s:ne:thhi:=:r£:¥£uee:°y£#eos:'ththeence°ndm£:tdig#£hth¥

period of absence due to illness exceeds 3(three) days, the incumbent shall provide the
medicalcertificatefortheperiodofabsence

(e)        ch employee may be recalled from leave to duty before the expiry of his/her leave if
the exigencies of service so waITants.

(I)          If an employee remains absent for more than 07 (seven) days without any permission,
it shall be treated as misconduct.

(g)      Leave is aprivilege; it cannot be claimed as a matter ofricht.

5.4.      Earned Leave:

(a)      =ulriLoadv:p¥n: ::y;uL;aied°:efu±=:e aaa¥ =TyL : ac=:dula:t9defieL °bfe 1;i L6thm°ofn:

at a time. But in case of refusal of earned leave, such rule shall not apply. The refused
leave shall be added to the accumulated leave but encashment of 100% refused eared
leave shall be adrissible under tlris rule. The amount of leave on firdl average pay that
maybetakenatatimeshallnotexceed60days.

@,      F]¥[f2athveoTjepa#da:;eon: :ffd:vtyer=: p£::al:a::o:Tfe:u:a :aev:ps[fi:eb:t :ethr::t

limit.  It shall be permissible to convert leave  so allowed into  leave on full pay on
submission of medical cerdficate up to a maximum period of 12 months exclusive of
the encashment of the leave as mentioned in clause (a) above.

#,ch/#
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(c)        Encashment: The un-availed earned leave refened to clauses

(a) & a) above may be encashed at the time of retirement or at the time of separation
fi.om the service with the company.

5.5       Causal Leave

(a)         An employee shall be granted 20 (Twenty) days of casual leave in each calendar year.
Such  leave  may  be  availed  by  an  employee  with  the  approval  of the  competent
authority.CasualLeaveshallbechangedifthegovemmentorderchanges.

a)        Casul Leave carmotbe enjoyed for more than 10 (ten) days at a stretch.

(c)         Casul leave shall not be enjoyed between leaves. However it can either be prefixed or
suffixed.

(d)        Casual leave cannot be carried forward to the next calendar year.

5.6       Maternity Leave

(a)        A female employee shall be entitled to matemity leave for a period of 6 (Six) months
which is not dubitable to the leave account.

a)        A female employee shall be entitled to such leave if the request for granting the leave is
not suggested by a registered medical practitioner or retainer doctor appointed by the
Company.

(c)        A female employee of the company shall be entitled to matemity benefit up to two
surviving children.

5.7      Hxtra ordinary Leave without pay

(a)        ch extra ordinary leave without pay may be granted when an employee does not have
anyleavetohiscreditbutwhentheemployeeconcemedappliesinwritingforthegrant
of such leave.

a) .      The period of an extra ordinary leave without pay shall not be more than 3  (three)
monthsatatimebutsuchperiodmaybeextendedunderthefollowingcircumstances:

iii.

1V.

When the employee is under medical treathent.

When the competent authority is satisfied that the said employee  is
uriable to attend his/ her duties due to unavoidable circumstances.

When  the  competent  authority  may  convert the  period  of absence
without leave into extra-ordinary leave with retrospective effect.

The competent authority may approve study leave for an employee for
not more than 02 (two) years without pay.

-=L:=-i:---     ==;--=-----i-T=i--
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5.8       Special Disability Leave

(a)       Special disability leave may be granted by the competent authority to an employee
who  is  disabled  by  an  injury  received  in  the  course  of employment  and  out  of
employment Provided that an employee shall be granted leave for accidental injury
arising out of and in the course of employment for such a period as it incapacitates
him/her to attend the duty subject to the submission medical certificate.

a)        Special  disability  leave  shall  not  be  granted  unless  disability  is  manifested  itself
within three  months  of the  occurrence to  which it is  attributable  and the person
disabled  acts with due promptitude  in bringing it to  the  notice  of the  competent
authority

(c)        The leave may be granted for the period as recommended by the doctor appointed for
this purpose. Such leave shall not be extended without the certification of the doctor.
Theperiodofthisleavewillbe12monthsbutextraordinaryupto24months.

(d)        Special disability leave may be combined with leave of any other kinds.

(e)         Special disability leave may be granted more than once if the disability is aggravated
or reproduced in sinrilar circumstances at a later date but not more than 24 months of
such leave shall be granted in consequence of any one disability.

(I)         Special disability leave shall be treated as on duty and shall not be debited against the
leave account.

(g)        An employ%j  shall be entitled to  full  average pay as  Leave  salary during  special
disability period.

5.9   Ex-Bangladesh Leave:

An employee may be allowed Ex-Bangladesh leave for purposes of pilgrimage, treatment,
meeting  or visiting close  family members,  study,  outside  Bangladesh.  h  such cases, the
maximum leave allowed shall not exceed 60  (sixty) days in a calendar year and shall be
debited from earned leave or shall be counted as extra ordinary leave without pay. This leave
sham be granted by the competent authority.

5.10    Quarantine Leave:

Quarantine Leave is the leave of absence from duty necessitated by the order not to attend the
office in consequence of the occurrence of the infectious diseases in the family/ household of
an employee.  Such leave may be granted by the head of the office on the certificate of a
medical  or a public health officer for a period not exceeding  21  days  or,  in exceptional
circumstances, 30 days. Any leave necessary for quarantine purposes in excess of tlris period
shall  be  treated  as  extra  ordinary  leave.  Quarantine  leave  may  also  be  granted  where
necessary,incontinuntionofotherleavesubjecttothemaximunanountofadmissibleunder
this rule. An employee on quarantine leave shall treated as on duty during the leave.

:_i--i-_-:--i,€L=:-i-:-=-===---i_-_i_i:----
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5.11 Medical Leave

(a)        Medical leave may be granted by the competent authority to an employee on acceptable
medical ground.  The leave may be granted for the period as recommended by the
doctor  appointed  for  this  purpose.  Such  leave  shall  not  be  extended  without  the
certificationofthedoctor.Theperiodoftlrisleavewillbemaximum3months.

a)        Medical leave may be combined with leave of any other kinds.

(c)       Medical leave shall be treated as on duty and shall not be debited against the leave
account.  jin employee  shall be entitled to  full  average pay as  Leave  salary during
special disability period.

CHAPTER-VI

6.0   HONORARIUM, BONUS AND ALLOWANCES

6.1       Honorarium

(a) TheBoardmaygrantanhonorariumtoanemployeeforworkperformedwhich
is not included in histher job description and occasional in character and either
solaboriousorofsuchspecialmeritastojustifyaspecialreward.

a)        The Board may, on a casual or intermittent basis, and under such conditions as
it may prescribe, allow any of the employees, in individual cases or class of
cases,  to provide  service to  another organization at a fee prescribed by the
appointing authority for work done or service rendered by himther to  such
department or organization. A pordon of the fee as decided by the Board shall
be paid to the concerned employee or employees.

6.2    Festival AIlowances and Bonus

(a)        An employee shall be entitled to 2 (Two) festival allowances equivalent
to two months basic salary in a year.

(b)        Bangla New  Year Allowance  (Boishaki  Bhata)  at  the  rate  of 20%  of
basic pay in a year.

(c)        The  Board,   in  relation  to  a  fiscal  year,   may  provide  performance
incentive bonus to an employee at such rates and on such conditions as it
may deem fit subject to the achievement of KPI or net profit. The power
division   (goverrment)   shall   set   and   evaluate   the   KPI   target   and
accordingly will approve the incentive bonus for the company.

_i::---i:-:-            --:=         -€i--==--=--:i----=t -----
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6.3  Shift Duty Allowance

When an  employee  (both the  officer  and the  stafty  is  required to  work regularly on
rotating shifts, he/she shall be allowed the shift duty allowance at the rate of 15% of the
basic during the period of shift duty

6.4 Charge a]]owance for combination of appointment

When an employee is assigned to perform duties of another post, in addition to his own
duties,  he/she  may  be  allowed  an  additional  allowance  on  the  following  terms  and
conditions, namely

(a)        there shall be a formal order of the competent Authority for holding the
additional post;

(b)        no additional allowance shall be allowed for holding an inferior post;
(c)        no additional allowance shall be allowed when the period of dual charge

is less than 3 weeks or more than 12 months

(d)        no  additional  allowance  shall  be  allowed  for  holding the  charge  of a
superior post which has never been filled up by appointment; and

(e)        for holding additional charge of another post, the employee shall draw
the pay of his own post plus an additional 20°/o (not extending tk.5000)
of his pay as charge allowance.

6.5  Traveling AIIowance (Separate policy will be prepared)

6.6  Medical  Benefit/Allowance:  Medical  Benefit/Allowance  will  be  ensured  as

prescribed in the pay grade.

6.7 Gratuity.

Gratuity shall be admissible to-

6.7.1     All regular employees who rendered at least 3 (three) years continuous service
in the company and

6.7.1.1   Have  not  been  dismissed,   discharged   or  removed  from   as   a  measure   of

punishment: or

6.7.1.2  Have  not resigned,  left or discontinued the  service  without permission of the
competent authority: and

6.7.2   A  regular  employee  whose  service  is  terminated  before  completion  of three

years on the following grounds namely -

i)           The post to which he/she is appointed is abolished or he/she is retrenched
from service for reduction of strength.

ii)         He/she is discharged from service due to total or partial disablement.

iii)        He/she diedwhile in service.

i[;-i-::-:I--.---
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6.7.3 The amount of Gratuity

The amount of gratuity shall be computed at the following rate

Length of service of Amount of gratuity for each Remarks and condition
retirement completed year

Up to 10 years 3.5 months basic In case of normal retirementasperretirementageorasperclause6.7.2the

11 years to  19 years 3.0 months basic (Total amount
shall not be less than 35 basic) incumbent    will    get    thisbenefit.

20 years and above 2.5 months basic (total amount
shall not less than 57 basic)

2.5 months basic In the  case of resignation /releasefromtheservicebythecompanywithminimum3(three)years'service.

Above mentioned amount of months basic pay for each completed year of service or for any

part thereof minimum 180 days. The pay last drawn shall be the basis for such computation.

6.7.4   Nomination

6.7.4.1  Each employee  shall make a nomination in prescribed form conferring  one or
more persons the right to receive the amount of gratuity in the event of his/her
death before payment of gratuity.

6.7.4.2 If an employee nominates more than one person under sub rule 6.7.4.1, he/she
shall specify in histher nomination the share payable to each of the nominees in
such a manner as to cover to whole amount of gratuity.

6.7.4.3 An employee may at any time cancel a nomination by notice in writing, and in
doing so he/she shall along with such notice, send a fresh nomination made in
accordance with the provision pf sub rule 6.7.4.1

6.7.5 Payment in the event of death

In the  event of death of an  employee before payment  of gratuity,  it  shall  be paid to
his/her nominee/ nominees in the manner specified by him/her in the nomination, and, in
the absence of any nomination, to histher legal heirtheirs detemined by Law.

6.8 Contributory Provident Fund (CPF)

An employee shall be allowed CPF benefits as per CPF Rule of NESCO.

rl
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CHAPTER - VII

7.0 GENERAL CONDUCT AND DISCIPLINE

7.1    Fidelity and secrecy

(a)        Every employee shall maintain strict secrecy regarding the

(b)

affairs of the company and shall not communicate directly or indirectly to any

person the information which has come into histher possession in the course of
histher duties whether from official sources or otherwise, unless he is required to
do so by law or directed by a superior officer in the discharge of histher duties.

Every  employee  shall  before joining  service,  sign  declaration  of fidelity  and
secrecy in the prescribed form.

7.2  Conduct and Discipline

(a)        Everyemployee shall -

i.           Conform to and abide by these rules;

ii.          Remain aligned to the company vision, mission, policies and goals

iii.        Demonstrate   and  participate   in  the  process   and   show  commitment
through performance

iv.         Observe,  comply  with  and  obey  all  orders  and  directions  which may,
from time to time, be given by the Company and any person or persons
under whose jurisdiction, superintendence or control he may be;

V.         Serve the company and discharge his assigned duties faithfully, honestly
and diligently;

vi.         Use his utmost endeavor to promote the interests of the

Company;

vii.       Observe  proper  decorum,  attend  office  /  duty  wearing  uniform,  use
safety dresses and show courtesy in all matters to all concerned and the
members of the public; and

viii.      Maintain strict secrecy regarding the affairs of the company

(b)        Noemployeeshall

i.           Associate    himselfitherself   with    any    political    organization,    front
organization of political parties or otherwise take  active part in politics
or any political demonstration;

ii.        Absent  himselftherself  from  duties,  or  leave  his/her  station  without
obtaining permission from histher controlling officer;

ife/#r  ffijL3givgivgiv fe¥#
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Make  any  public  statement  through  media  such  as  press,  radio  or
television or e-mail or internet or web-site, unless specifically authorized
to  do  so by the  Company excepting on Company's  day to  day routine
matters.

Accept  or  seck  any  other  employment  or  office  or part  time  work,
whether on payment, stipendiary or honorary, without previous sanction
of the appointing authority.

Engage  in  any  trade  or  business  without  specific  approval   of  the
appointing authority ;

Indulge   in  parochialism,   favoritism,   victimization,   willful   abuse   of
offlce,   seizure   (Gherao)   of  office   or   any   officer   or   coercion   to
officer/staff in a body or individually.

(c)       No employee or member of his family shall-

i.          Accept any gift or concession from any employee or person having or
likely to have dealing with the company; and

ii.        Lend money to, or borrowmoney from, orplace

himselTherself under any pecuniary obligation to any person or firm having or
likely to have dealings with the company

(d)        No   employee  shall  be   a  member,   office  bearer  or  representative   of  any
association or union other than a philanthropic, religious, social or professional
organization unless such association or union is organized for the welfare and
safeguard of the interest of the employees under the terms and conditions of the
company rules and regulations in force.

7.3   Punishment and appeal

Grounds for penalty-Where an employee -

(a).      is guilty of negligence to his duties, or

a)        is inefficient, orhas ceasedto be efficient; or

(c)         Is guilty of misconduct; or

(d)        is corrupt, or may reasonably be considered corrupt because-

1.          He/she is, or any of his dependents or any other persons throuch himther or on
his/her behalf. is in possession of wealth which is disproportionate to histher
known source of income; or

11.        He/she has assumed a style of living beyond his ostensible means; or

-.:i-:i:--iJ   :i---=--         -=-i:-===       ---:=  -,--  _    i  -=:_---



NESCO Service Rules 2019

(e)        Is engaged in subversive activities, is reasonably suspected of being associated with
other engaged in subversive activities,  and whose retention in service is considered

prej ndicial to national security.

The authority may impose on him one or more penalties    specified    in    clause 7.4 of
tlris chapter.

7.4      Penalties

(a)    There shall be the following penalties, namely: -
1             censure ;

ii.          Withholding of increment or promotion for a specified period,

iii.         Recovery from pay of the whole orpart of any loss caused to the companyby
thenegligenceoranyothermisconductoftheemployee;

iv.        Removal from service; and

v.          Dismissal from service

vi     chyoneormore.

a)   Removal from service does rty but dismissal from service does, disqualify from future
employment in the company.

7.5   Power to impose penalty

The power to impose penalty upon an employee shall vest in the authority competent to
make appointment to the post or a delegated authority, which is held by the employee in
the company.

7.6   Suspension

(a)        An employee may be placed under suspension, pending

inquiry, for any offence. The power of suspending an employee shall normally
vest in the  Appointing  authority or a delegated  authority.  But the  Controlling
officer  may  also  exercise  this  power  with  the  approval  of the  Appointing
authority.

Provided  that  the  authority  may,  if  it  considers  more  expedient  instead  of

placing such employee under suspension, by order in writing require him/her to
proceed on such a leave as may be admissible to him/her from such a date as
may be specified in the order.

(b)        During the period of suspension, an employee shall be entitled to a subsistence
allowance  at  the  rate  of one-half of histher  basic.  However,  he/she  shall  be
entitled  to  get  all  other  allowances  admissible  under  the  rule  in  full.  An
employee shall not, while under suspension, leave the headquarters without prior

permission of the authority.
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(c)        An employee  committed to  prison on a criminal  charge  should be  considered
under suspension from the date of arrest and should be allowed the subsistence

allowances until the termination of proceedings against him.

7.7   Inquiry procedure in cases of negligence, inefriciency, misconduct and corruption:

(a)        When an employee is to be proceeded against under clause

(a)  or  (b)  or (c)  or (d)  under "punishment and  appeal",  he/she  shall be  called
upon to submit explanation in writing to the authority within ten days  or as per

labour law which is minimuln for the alleged offence.

(b)        When the explanation of the employee is not found    satisfactory, the authority
shall franc a charge.

(c)        The competent authority shall constitute a committee with officer (s) senior in
rank to  the  accused to  conduct the  inquiry  within  30  days  from received the

allegation  which  shall  submit  a  report  after  giving  the  employee  a  personal

hearing if so desired by him within two weeks (may be extended if so required)

from the date of its constitution.

(d)        The competent authority shall consider the written statement submitted by the
employee  in  histher  defense,  the  report  of the  Inquiry  Committee  and  other

circumstances,  if any,  and impose  such penalty  as  it may deem proper in the

circumstances of the case;

The decision of the authority shall be communicated by an order in writing to

the  employee  concerned.  The  proceedings  under  this  rule  shall  be  completed

within two months from the date of framing charge against an employee.

7.8Procedurefordisposalofacase,whereanemployeehasbeenconvictedbyacourfoflaw.

(a)        When  an  employee  is  convicted  by  a  court  of law  on  charge  of a  criminal
offence,  the  competent  authority  may  dismiss  or  remove  him/her  from  the

service   of  the   company,   or  impose   any  other  penalty  upon  him  without

following   the   inquiry   procedure   or  may   not   impose   any  penalty,   if  the

Appointing authority decides that the offence for which he/she is convicted is

not liable to disciplinary action under these rules.

(b)        Any  penalty   imposed  upon   an  employee   shall   take   effect   from  the   date   of
cormunication of the order of imposition of the penalty to the employee and not from

the date of his/her conviction or suspension.
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7.9      Summary proceedings

(a)        Anemployeefoundguiltyof-

i.            Habitual late attendance;

11.           Leaving place of duty without permission;

iii.         Willful misrepresentation or suppression of fact;

iv.         Misbehavior with other employees or members of the public; or

V.         Umecessary delay in disposal of files and records;

vi.          Seizure, Coercion to any office or officer;

shall  be  called  upon to  submit  explanation to  the  authority within  seven  days  as  to  why
disciplinaryactionshallnotbetakenagaiusthinTherfortheallegedoffence.

a)        If the competent authority is, on such an inquiry, satisfied that the employee is guilty of
any of the offence mentioned in above shall impose upon himther such penalty as
specified in 7.4 (a) & a) of the "Penalty Clause"

7.10   Appeal

(a)        ch employee shall have the richt to appeal once only against an order imposing any
penalty specified in clause 7.4(a) & ® of this chapter except Censure to the authority
next superior lo the authority imposing the penalty, and where the penalty is imposed
by an order of the Board of Directors, there shall ordinarily lie no appeal but the Board
ofDirectorsmayreviowitsownordersuomotooronreceiptofrepresentationfromthe
employee concerned.

a)        Every appeal shall comply with the following requirements, nanely :-

i.           It shall contain all material statements and grounds relied upon and
shall be complete in all respects;

ii.          It shall specify the relief desired;

iii.         It shall be subnritted throuch proper channel;

iv.         It shall not be couched in improper language; and

v.          It shall be subnritted with thirty days from the date of receipt of the
order of penalty.

(c)        An appeal may be withheld by the authority inposing the penalty, if-

i.           it  does  not  comply with the  requirements  of Appeal.  it  deals  with
matters, which are not relevant to the case;
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itisfoundtobearepetitionofappealwithheldorrejectedbeforebythe

appointingauthorityunlessitdisclosesanynewpointorcircumstances
which afford grounds for reconsideration; or

iii.          it is addressed to an authorityto whichno appeal hes undertlris rule.

(d)        In every case in which an appeal is withheld, the appellant shall be informed of the fact
and the reasons thereof.  Provided that an appeal withheld under 7.10(c) may be re
subnritted at any time within thirty days from the date on which the appellant has been
informedofwithholdingoftheappealinaform,whichcompiles,withtheprovisiousof
appealrequirementmentionedinClause7.loo).

(e)        The appellate authority shall examine-

i.           Whether the facts on which the order of penalty is

based have been established; and

ii.          Whether  the  penalty  is  adequate,  inadequate  or  excessive,  and  after  such
examination shall pass such order as it considers proper.

(e)        jin appenate authority may call for the records of any case including an appeal withheld
by an authority subordinate to it and may pass such orders thereon as it considers fit
undertheprovisiousoftheserules.

®         Nothing in these rules shall preclude the company Board form revising, whether on its
own motion or otherwise, any order passed by an authority subordinate to it in exercise
of powers confened on such authority by these rules.  The appellate Authority may
reduce or enhancement or deem fit.

7.11    Reinstatement (Restoration):

When an employee who was dismissed, removed or suapended is reinstated, the punishing or

appeuateauthoritymaygranthinTherforthepchodofhistherabsencefromdirty:

(a)        If he/she is honorably acquitted of the charge against him/her and is reinstated with
retrospective effect the full pay to which he/she would have been entitled had he/she
not been dismissed, removed or suspended; or

a)        If otherwise, such leave with fiull pay or with half-pay or without pay as the punishing
or appellate authority may prescribe.

Explanation-                   Except in case of leave without pay, the subsistence allowance, if any

paid to an emplayee during suspension shall be recovered from histher
salary on reinstatement

7.12   Bar to resign or retire by employees under suspension

jinemployeeundersuspensionorprosecutiononchargeofoffencesundertheserulesshallnot
resignorretireathis/herownoptionfromserviceuntilthecaseisfinalized.
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CHAPTHR - VIII

8.0   Service Record:

(1)        A record of service in a prescribed form of each employee shall be maintained
separately and the company shall preserve the specific service record.

(2)        An employee  shall  be  allowed to  go  through histher service  record  once  in a
year in presence of an authorized officer and he/she shall sign with date in that
service  record  stating  that matters  endorsed  in the  service  record  is  true  and
complete.

(3)        If an employee finds  any omission or error in the  service record,  he/she  shall
communicate  the  matter  in  writing  for  correction  to  the  officer  having  the
authority within 15 (fifteen) days.

CHAPTER-IX

9.0   RETIREMENT,      TERMINATION      AND      RESIGNATION,      DISCHARGE,
DISMISSAL

9.1       Retirement

(a)        Normal retirement is mandatory upon the employee's 60 years except Executive
Director and above. The Executive Director and Managing Director shall retire

•      from service on his attainment of 62 years of age but the authority may extend

their service up to the age of 65 years.

(b)        If any judicial  proceedings  instituted  by  the  Company  or  any  departmental
proceedings are pending against an employee at the time of his retirement or as
the  case  may  be,  ceasing  to  be  in  service,  he  shall  not  be  entitled  to  any
retirement  benefits,  except  his  own  contribution to  any  fund  and the  interest
thereon,  till  the  end  of such  proceedings  and  the  payment  of any  retirement
benefit  to  him  shall  be  subject  to  the  findings  of  such  proceedings.   The

proceeding shall be completed within the time  schedule mentioned in relevant
section of the rules.

(c)        While paying retirement benefits, advances if any due shall be adjusted.
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9.2   Resignation

(a)        Unless otherwise provided in the terms of employment or of any bond executed
by an employee, a regular employee may resign from the service after giving 3

(Three) months' notice in writing or refunding 3 (Three) months' pay in lieu of
such  notice  or for the  period by  which  such notice  falls  short  of 03  (Three)
months and after repaying the dues of the Company if any.

tb,       #t:::a:£ro:eeL=da£:greos;:nmfi:onTh,tsh:a:o£:f£:uyoafftseurcE£:1;nt:c:noer Fo:ntthh:spne::;cde i;

which the  notice  falls  short of one  month and  after repaying the  dues  of the
Company, if any

9.3    Termination

ta,      TtLee:;p:;nnttffs: ::::coer£:: cma:: :efTefgnua]t:t::::o:1:cees ofdan] et:::;y:eo:tyhsg,i:£ont:c:

in case of probationer employees or by paying an amount equivalent to 3 (three)
months' or 1  (one) month's basic pay as the case may be without assigning any
reason  whatsoever.  The  appointing  authority may  terminate  the  services  of a

probationer at any time without giving any such notice in writing.

(b)        The appointing authority may terminate the service of a regular staff/worker as
per labor law by giving 4  (four) months' notice and  1  (one) months'  notice in
case  of temporary  stafrvworker  by  paying  an  amount  equivalent  to  4  (four)
months' or  1  (one) month's wages/salary as the case may be without assigning
any reason whatsoever.   The appointing authority may terminate the services of
a probationer at any time without giving any such notice in writing one month
notice.

9.4 Discharge

An  employee  may  be  discharged  from  service  for  reason  of  physical  or  mental
incapability or continued ill health such that he/she is not able to continue the work or
other reasons not amounting to incapacity or continued ill health or other reasons not
amounting  to  offence(s).  Authorized  Medical  Offlcer  or  a  medical  board  must  be
formed to examine and make recommendation in this regard. The cost will be borne by
the company.

(a)        On being discharged the employee must be given the following benefits:

(i)         One month's notice or pay in lieu (Basic amount only);

(ii)        Basic  pay  and  other allowances  applicable  up  to  the  effective  date  of
discharge;

(iii)      Remuneration for unused Famed Leave (EL);

%##fty+  €& zrferfl~ffi##
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(iv)       Gratuity amount (if length of service attains/exceeds 3 continuous years
at the date of discharge);

(v)        The  provident  fund  amount  payable  to  the  employee,  histher  owns
contribution  and  the  company  contribution,  when  the  employee  has
completed continuous service of one Year or more;

(vi)       If the service length of the employee is less than one Year in that case
he/she shall be entitled to get only the amount of histher contribution of
the provident fund;

(vii)     Accrued bonus amount in full or pro-rated on the basis of month being
accrued;

(viii)    While paying benefits, advances, if any, due shall be adjusted.  .

(b)      :no scsafiieanmea:P::sy:: fpa::Svrdned:ie°Cec#£y°eneaLah:::kd'to¥Ej:: °orw::Lh:=?Lo°brej:i:#

he/she  can perform under a certain period  of probation  as  detemined  by the
Management.  If the  employee  fails  to  succeed  in  the  job  or  a  Authorized
Medical Officer or a medical board concludes that the employee can't perform
histher job and accordingly Management decides to discharge the employee then
he/she will be given 4 months basic  salary as  discharge benefit in addition to
other usual benefits.

9.5    Dismissal

An employee is liable to be dismissed when he is convicted of an offence or is found

guilty of offence(s)  after observing the disciplinary procedure narrated under chapter
7of these rules.

When an employee is dismissed he/she shall be entitled to the following benefits:

(i)         Salary and relatedbenefits up to the last day of work.

(ii)        Employee's own contribution to the provident fund only irrespective of
length of service;

(iii)       Compensation  (Basic  Salary)  @  14  days  for  every  completed  year  of
service and any part thereof in excess of 6 (six) months;

(iv)       Remuneration for unused Earned Leave;

(v)        While paying benefits, advances or loss of the company, if any, due shall
be adjusted or deducted. If the loss of the company is more than his due
benefits, rest amount shall be realized through the process under the law
of the land.
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