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4 1.0

cltAPTER,- r
Preliminary

1.1 Short Tifle and Application

(a) These rulas shall be called The Employee Service Rules of A,shuga4i Power

Slation Company Ltd. (APSCI).

O) These nrles shall apply to all employees in the errrployment of the eocnpany

(c) h shall come futtq force as soon as it is aprprorred by the Board of Directors of

the'eompsny and on due ciroutati,on of thE approval for general information

to the efirployeeJ.

(d) The,Eoard of Direcbrs of the company may churge or a{-rrcnd ot repeal these

nrles &orn dme to ttme as it may doem fit,

1,2 Sefiniffons

(a) trAppointing rduthorityf means the authority empowu,ed to make

appoinffiIsnts i.e., the oBoad of Diraotorsl regadftrg 'Managing Direetor,

ExeE-qtive Diroetors: & Compans Seerstary' and Ma&flging Direetor

resgxdhg all sthu employeec r.ecomrlended blr the selectibn commltte

approved by the Eoard"

(b) (Authorizcd Modic*l Offfeers means a medleat praotitioner sc designated

by the Cwpotcnt;"Authority ftom time to time and if there is us "Aqthsriued

Medieal Omesr'so designatod, ariy rogis.twd medical pq.actitioner;

(o) oAvcr*ge pty" nreaus tlte average of pay 6etu$d durtng the trrelw eompleta

nrsnths irnmediiatcly preceding the msuth in whlch the leave is taken or the

pay ofttre enployee drawn imrnediately before pnoceeding on leave e*rich is

more,favorahle E tbe sroployee.

' (d) €Brsl& P*yn means &. p*-y, whiEh has been sane,tisaed for apos he.Ltt by an

employ,ee regularly or in an officiating capacigg or to whieh helshe is entitted

to by regson ofhis/htr position in the cornpany.

(e) :Baerd' mcan$ the Board o,f Directors of &e CodqBany $,&ich detemins^*

the poticies, procedures, guidelines and dtrectives f,or its overall

manEgement

(0 i) i'eore'moarrsi a functional area of a technical servicros Eanctioned by the

Competcnt AuthoritY.

ii) $Non Core" means a fuuctional area of a non teehnical services

sanctioned by the Competent A,uthoriiy.
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(g) 'eCompany" meaxls Ashugenj Power Station Company Ltd (.A.PSCL).

(h) (Compefent Authority" illeans the Boald of Direetors or the authority

desiggrated or delegated by the Boud to be competent for the speeific

purp-osp

(i) r'eontmcts means * ,gr**ent betwEen an eruptoyee and the company

which leys down the terms of ernployrnent

(i) aContr,ulling OfficorI mears the o$Hccr deoletsd to be the eontrolling

offtcer for the purp,os6 of administrative aud financisl and teehntcal rnatters

inc,hrding travelurg allowancg:and medical fasilities of a particulu emrployee

or class of emptoyees by the Board of Direotors.

(ld "Sly" nrieans a calendar day bcginning and elldlng at midnight but an

ahsensq ftom hoa uartersi whieh does not excced twEsty-four hours, shnJl

be rcokoued for all pufposes as one day; at w,haE er hout the absextee,bggiru,

qtrgtrds,

() sDsarut.ss Allowlrceo meaus the alloruances Erade for the eruployees for

compensatiag higher co$ of living

(ra) e(Deputrtionr 
s$-a.$E duty of ,an culFloyee oubtdc the cornpaqy but wi,thin

tlro:couintiy with lion in the substantiw post

(h) 6qu1+i inpMes.

i) Se,r-vics as a probatiorur and aa appr€ffise provided suetr se,rvice is

foltoxrd by au appointrnent on a pqrmaf,ent pasti

ii) Jeixdt&Iime;

iii) The pedod spent ou a duly authorized course of instructioru Uaining ar a

td$it iacludiqg the tisne reqsqf$bty required for the journey to and &orn

the plgco of such raini*g qnd visitl:and

'':'-:![S] Attentiance st comptdsory deparur.rcntal examinatio#intrrview

ihclualin& a reasonnbls time rEuired for the jouqey tp and ft,orn the

place of sxanrirration and the day ordays oftheexamination.

(q) *g uroont* meams and iueludos'

i) Fayi

ri, $Fcci"t pa1n, personal pay, technicatr pay, offciatiirg pay and additional

p€r

iii) Cotnpensatory atr'towanees other than trav.elir.rg and medical allow.ances;

iv) Lsave salatyl Leave encashmsng

v) Any othet payments and fees, if any, in the shape of fixed monthly
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additionto pay;

vi) Subsistenee allowance; and

vii) Dearr,ress allowancq

(p) (Empl,oyee 
mgqgq ar offioer or staff employcd in the Bpprwd post of the

comparry.

(q) "Erpeusive plaeo' mcar$ tlie eity areas deelared by the govemment and

(f) "Fanlly" means wi& (*) or husband and legitiruate children and parents

dopendent on the employ*e.

G) 'rFi$t cntly post' means pos(s) or a perceutagp of Bosts as embodied inthp

sohedule in a.category which is filled qp by direct tequitnent.

(!) "Fringc. B.euefr tqP rneans additional benefits that: compary gives to the

€p*iloyee.s, as per approved fringe beaefit polier;

(u) "Ilcadquar-ter$" flleans sueh place as'the Flead pf offiee, ruay presari,be, and,

in the abqenee of any or.der to the,qoriuaryi,rneansths placo where the offico

or the ptace of dugy of an ernployeo is located

(v) *Holiday" rilsaffr a day declared as,suet by oder of the Osverruaentl Board

of Diree'-tors of the eompasy.

(w) *Honomrium' pceuns a rpsuring or nop.-reouuiag palmmt made to- Eaf

eqplryee hy ths company as remu[erafioa for speeial rnork of an ocoasiqual:

charflet€r.

(x) '0ltroeptt*I[ msans my registeed hospitaUelinic at hCIme and abrsad fur the

' teatruent of the employees of the c,ompany and thefu fanrily.

(y) trInccntives meens any comp,erisatian scheme or plan made by the company

to motivate the indivtdsallthe group for theii lrp$Eqves perhr-rnance

k) *'Joining time' meafis ffre time alloured tro a perso-n to eusbh tlimAer to join

a naw post on @nsfcr and promotion,

(aa) "Misconduct' mearls conduc,t pre{udieial to good o.rder or disci,pline or

which is unbeooming of an eflIBloyec ox geatleman aud ineltrdes

cofiravefltioa of any of the govisions of 7.1 and ?.2 of chapter VII of thesc

rules. -

(bb) "Month'm€ans a calendar month.

(ce) 60ffrcer" means the emptolree holding the post of the SthAssistant

Engineer I Junior Assisteot Manager or equivalent post uB to the post of

#

'l
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(dd) (Ofriciate' rneans officiating in a post by an emptoyee by dis-qharging the

duties of that post in wtrich another person holds lien, or when he is

appointed by an authority compgfent to matr<e a regular appointrnent to the

post to offrciate in a vacant post to which no other person holds a lien.

(ee) *Pry'$reans the basic pay whioh has been sarrstiorcd for a post held by an

entployee or in an officiating sapacity or to which trelshe is entitled to by

resson of his/her position in a eadre and inclueles spectal pay, persomal pay

and additional pay; if any, adruissible under geuoral or special order.

(tI) "Ferconsl pryD means an additiouat pay granted to an ernployee to savc

hirrvhq ftonr loss of pay in respect of e permanent post hetd by higi/trer due

to a revtsio,n of pey or to reduction of such pay otherwise than as disciplinary

messure orin exoogtoml circqmstan$esi oE other persoml considerations;

fuCI sscteetlon C0mmitteer! msans a eommifiee fsnned by the Board and rrlill

be ragpousible, for recrrr,rmendation for seteotlon of omplo;ree for

reffrdtmenti & prouroti,on,

fth) 6.Speciil pays means an additio:r in the nst{tre of,pay to the ennolwnent of

au euploveo graald in eousideratioil of

i) TXre eryccially ar&rous,natrue ofthe duties; or

'ii) A ryesfie Eddition re the nrork or respousibffi; olr

iii), The$shcaltffinoss ofths loc,aljty in whio5.the'work is performod

(ii) "Statrf meaos an employee inctudiug an apprentice who is etnployed in the

cqmpafly in sny position below the, Ievel ef $ub.Assistaat EngiueerlJunior

Assishnt Managc,r (JAlvf) or equivaleirr

ff) rt$xhsfutgtrcs Alklsruustt means- a monlfiy tllottilffice rirade to au qtplolee

(ftk) #if,r*mfor' Ereffis tha:mowme*t e,f ati'dnptoy.ce from ono hea{quaners

statios in whieh he is eraployed.to aaotha srreh stction either to talie up the

Strs.S dudes of a neui p-ost or ineonsequeace of $auge qf hi#trer headqtartErx

(}D *lFitvctingl meqr$ sry uevgl trndertaked,made for cafiying out the'

:activities of thi eorapany or fur' its interest.

(mfi) *Yeaf'means a finaneial yoar for the purpare of ascounts and fiuasce and a

calendar you for other purposes.

1
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2.0 Posts

2,1 Creation of Posts

To mauage ttre affairs of the company, posts shall be meated by the management and

4pprCIv€d by the Board sf Directors considering the organizational strrrottre,

functional differ€ntiation and job deseription.

1,2 Catcgories and Ckssifioetion of Postr

The,post sfm[ be of the fotlowimg categories; nrarnely-

(a) AFermanentpost shall be a regular post car,rying a definite pay gsade appr,oved by

the Board of Directors deemed to be continued for an iudefinite time af,d whioh is

includeet in the organizational setup.

(b) A ternporary post shatt be a post carying a definite scale of pay &enred to be

continued for a definite period of time and wftich is: not ineluded in the

organizational'sctup. The tempopry post should be, apgroved by the tsqard of
Direotors;

(c) Oueouretng of any,tast l job of a, firnctional area m*y be medc for the inrerp.ryt of

compar5l as per the rote otrly through the approv*t of ttre Board of Dircctors.

Ths Board of Direetors may creats cadres witr penuanent posts trqving similm

quatifieation requircurents and job descrtption. Smiority arnong employees appointed

to po$s in sueh ea<lr.es ahall thereefter be regulatcd os per preseribed rules.

2$ Fil,lisg up r fanrm t Baa,t

Appoinlmart to all permarlent:posts shall he made

a. by di:reet recndffipnt with provision lateral enfiry to all categories of posts, if
necessary or

b- by promotion

erfterial guidotines of promotion for rnanagernent and staffposition shalt be as per

the schedutre ofrecruitrmeat and prornotion.

2.4 Probation

Persons seleeted,for 4ppoinftaent by direet recruiuneut:in entry level to a pemansnt

post shail be appointed on probation for a puiod of one year.

,flfllfi Provided ttnt ttn 4plointing e0thsriB may; by an order in,writing, extend the period

' 
of probation of any ei,tployee or terminate his, serviee if his perhmtanqe 'duriug that

period is forurd unsatisfactorY.

After successful eornpletion of the period of probation ineltrding the oxtended period"

the incumhent will bc eppo'inted in the pcrmanegt po$t

t.
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CHAPTER.III

3.0 Recrultment and Promotion

3.1 Recrultment Policics

3.1.1 Objoctrives of the recruitment policy

fUe objectives of recnr.itment of the company strsU U,

(a) To, provido the cornpany with quality hurnan rcsource$ to ersure health,

survival and growth of t}e oompany.

(t) Ta eruure adequan and. cons-istent hurnan resources fur rthe effeetivs

op@tiox of the co$rpasy.

(e) To establish a tran$pareflt recruiffitent systenr.

3.1.! $cope of the reenritment policy

This potiey shall be applicable to the eoffipany for the rocr-ut {ent of its

employees forall dtseipltnes at Ell levels

3.tr3 $tra-tcgiop of the rpcruituient poltcy

(a) Frr" shall be a uni&rm praefice of restuitrycnt iathe compeny;

(b) Recnrimrent -sha[ be uudert-aken at thc cntry lovel ih conformity r*ith the

povisions cf these rules.

(g) $.csflrihent o$ i dia6.rreed or qn e!$elgeaoy basis shaltr be avoided

as frr as possible aud shall rathcr be based on hwan rssouree$ plmaing,

Rscruitment sha[ bs made,oo finctionaUdiseiptiae basts suqh as Elcc.trical

Engineotinr&, Mechaoieal Errgineeiing, Aesoqottng Servioe and Hr.rmau

Resources Manager,nerrt.

(d) Reanrttment shall hE cErriod out rnost efficiently and effiretively,

(e) .Ernphff$is shg* be giv"en m ths developmen{ oftem work in thc:eompaw"

Thercforc, eare shall be taken to r,Eoruit aa qmptoycQ having appropriuo

quatities and aptitude,

(f, The criteria for sffeering sholl be to determine technical ability and

behavioral Eait of the individual. The basic polisy of recluttunerrt slrall be

to r,Eottrit with tot{l uotpetatc per$rmmce ,initrni[d,

(g) No discrimination shall he made in reupeot of sex, caster creed, locality etc.

whitre i,mplernenting the reorui'tment pqliey.

&) The primqry o$jective of recruitnent sh6ll bc to pr,ovide the company with

hurna*l resorrce having high mCIale and discipline" sound menta[ and

phpioal heatth and the requisite qualification.

ii
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3,2 RecruitmentGuidolinec

3.2.1 Invitation of Applieatious

(a) Efforts shall be .made to ensure adequate number of job applicanrs having

requisite qualification. It rnay be done ttuough advertisement ln the three

reputed and q,oll circulated national dailies (at loast trt'o), cor,rpany:

website, e;rrtail notifi cation etc,

fr) $uch adyertisement shalt conta,in al{ retev.aut infbnnation ahout t}re post

including:

. de$iglration

' FaY sqde
r eduqational' qualification

' age

. r .experienqe in the relevant field

. nationality

r rr,radtnl status

q ser rrice.condition*

r last date for receiving aBplieations

r threei rcuent pfl$ryon size.photogr4pfu

r t mlSmart CandlBh:th Certific e &any other doctrments t&o

managgmeEt dpem fit

(cl Appli ons, shall be recelved o-uly at the Efeadquarlqs sr throryh

post or courtcf servicas. e-mait or online.

(d) All applidorrs receJved shdl be Sivm a seroll sumher and be

irnrnediately acknowJedged.

LJ,J, Scrconirg

(a) The rqaln ptlrpose sf the screening proces$ $liell bE to identify the nost

suitabte eandidate for the oompsny. Ttris screening shall be canied out at

ttre ftllow{ng stages for a}l categodes of employees of the company.

. ssroening of eligible ap,plications

r sereedgg thf.uugh rlrritten tsst

. screening throush viv€ voce and interview

(b) dll applications shall be scrutinized in respec,t of completencss ar.rd

.t.

i
!

t

t

,ffiqfiffiffi

i t+.
t'
i

digibility. Incornptete applichtions and those which do not fulfill the

quallJicatioo e,riteria shsll be rqiee-ted.
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(c) Only the ooncemed committeo authorized qr the officer shall rrake

screening of apptications.

(d) Sfritten test shallibe considered as an important screening device for all

positions. $lhere number of applications received for any position except

eutry positions is so less that efLlrcfive sereening through viva-voce is

possible, written te$ may not be considered for sele lon p.urpose. Only the

acceptable applicants shall be altrosrcd to sit fot a written test. The rnarks

distibution should be as fotlows:

Arletytioal ability - 15 points

Relevant $ubjectrnathr - S0points

Generd knowledge - tS points

Bengrli, English & Fower Sector zlpoinis
Total - 100 Foints

(e) Six (0O apptioane sectuing highest poi'nts in order of merit against each

posftion shatl bE ealled for the viva- voce. I{owever, all applieants hav:ing

.sarne point#muks in tho las, positiun Bu-$t he callcd for viva-voce. Any

applieant securing Iess ttran 50% iu the vnitten tert shall not he invited for.

thevivg'vocg,

(0 5-7 mar-rbew: viva bosnd for,r,scruit!ile,nt of offipem fr,om *re position of

$ub+XisEut Er,rginwr, Juniu Ass-i$tast trr(arugsr or eqtrlvelent to ths

ChiefEa$ueor, Qcuterel l!fiamgrr or equivalat sha,ll bo constituted as per

saleetion courmittee whpre &t lcast ffie rnemher ftom Fower Diviston and

oae out$ide qpecfatist drould ba included. The viva board will disuibute

ruerks for the asseqsment of eandidate(s). Cornpany may frllor out

sotrrcing fot couduoting w,ritten test.

(g) A tist of successful candidates sha{ be prepared hr addius the scorl$s

$esurEd rl t&ie unittffi te,nt aad viva vooe.

(h) tro aase of reenrihuerrt of staff(not offrcersi 4-$ rnemben viva voce board

shaltr b$ canstiffitad {!s pc{ seleetrion eotrmittEe taking at teast one rnsmber

frorn the Povmr Dlvision.,

(i) Candidetes secrulng Ims th{ri 60% merlo in viva shall uot he cons.id$qd

eligihle for setection.

6) Suecessfirl candidates shall be requested t0 report to the Medical Officsr of
the conrpany on a perrtictilar dah and time for medical check-up before

viva,voo.e.

(k) 1, Candidates deelared fit by the offieer shall be issued

i

I

;

I

t:
i:

a
ri:

l-;

:

I
t,

i

1,.

:

I

i,--
I
L+

;!
i*i

ll
:it:,
i-i

,t$.s qfrfrfi*,

Page I of 6tr

ud,



t

appointment letters in order of nrerit to join the oompany on a

partic-ular date (authorrty may- extend joining time ma<irnum 30 days

for vtlid rcqson) mentionipg at least the following conditions:

actual basis.2. a" It shallbe on eontrr
:

z. u. Appointneut regulariza-tion in the entr-y post shall be suhjeo to

r Sucsssful courpletio*of prrobatio:l Fenod.

. Satisfactory Perfilrmarce Report ([4inimum 70 merks]

: " r $atis,fhetrcr:y Polioe Vedfication Rsport,

r Satis&ctog,y Evalustior* Report irt the Depar,tmenal Foundation

Ttaining Csurse: (Minimum 60 marks),

$atlsfaetcry guqta certificate verifieation rcpqrt, if ap.plicable,

(l) Every ernploSree shall" belbre joining service sign dwlarntion of fidelity

ffid secrecy in the presertbed fom.

(m) For ttre emrf post jo.h cqnfirlnation strall be fllbjsct to police,verification tf
the police vaificatipn is uoE favorabloi the ompl-s-ymcnt of the concer.ned

empLoyee shall smr,rd ea$celed.

(n) IVriltten aqd virra-voce marks weightage will be 80% and X070.

33, Prquotion Polic-tos *nd Onldolinx

3.3iI Ohjtctives of the Pmmotion Polioy

Tho rrainoQiectirres of,promotionpoliey ofthe oompany sball be

(a) To ensure the prornotioa of;competent personnel'.

(b) To encoffsge and create a.s iatcrnat environment for high morele and good

. perfo,rntance of anrPloYees, . '

(e) Te erqaflo 4 s$l6e of belong-tngness auong the qsrplo]ce$.

(o To haveartablertiigh quality aud eontinueusly iwtovinswur,tdtme*

3J.2 Scope of tho Promotiou PolicY

ffi policy shall apply to all employees up to the level Chief EngineerlGenerat

Idapager or equivalent.

3.3..3 Stratesies of thePromotion Policy

(a) Prornotion shatl be mqde keeping the t$ng'tsry organi nal and

individual goal in view.

(b) Promotion in the cort:paoy shall be fair and free frqrn any influence arrd

biases.

(c) The maiu purpose of promotion shall be to ensure the employee motivatiron
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to continuo to make persisterrt efforts'to improve them.

(d) Promotion shall be adrninistered against a vacanoy with due coiuideration

ta the terms and conditions envisaged in the sewice rules.

(e) Promotion in the cornpany shall be given wittrout any discrimination based

on sex, caste, creed, local:ity etc.

(D Fromotion to any post shalt be,on the basis of raerit oum senioriry and in

this case, merit shall be determined'through examllnterview sr both.

Company shoutrd prepare seniority list as per government rules which will

be app,roved by the competent authottty. Diseiplihe wise seniority list of all

emptoyees shall be kept by the compuny. The promofion of employces

shsutd be oon*idered ontry on dtscrpl,i$ebs$is.

3.S.4 Promotisrr: Ghrldclin.c*

(a) Proffion of aItr emsloy,eos shall be sr$,fect to tlr tulfilhnent of required

,pqiod of sewioe as stiptetated. in the sehed.ulo of Recruitment and

Pmmotion aud the ratfuig of perhmanceeppraisa,l.

(b) Frumotion. to the' post of Assisffint Englaeet, Assistant Mareger arrd

equivalent shall be suhject to the fulfiltment sf conditions stiputated in the

Sclredule of Recnritngnt/pmmofion md tho rating of the Forformance

Appraisal. flowsuet, pno,motion from a torrycr grade to a higher gfadc shall

bc,ctmdde,red on c.ompetitiVe bacis and subjucr to approval of the Board

based on ths reeommcndation of the rnauagement,, Eaeb aud every

promstion shll be judggd tfrrough an iaterview. The APSCL boar,d slratl

apgeve tho Intervier*bgtrd for promotion

33,5 Criteri+ of Promotion

Ctiteria of promorion of clnployqgs: am laid doum in thc protnotion guidetines

ffi €,fiffi andtherecruttrrrsntandptomotton$Ehedute'
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CHAPTER.IY
@

4.1 Certein Pre.Conditionr of $ervice

r (a) Unless in any ease it is otheryise distinctly provided" the whole time of an

employee shall, bo at the disposal of fie Company and helshe may- be e$ploy6d in

any Fanner in any place required by the Company.

(b) Two or more employees sball not be appointed on a sutstantive basis tq the same

post a,t the same time.

(c} gn employee shail'not beaBpointed to two or mor€ posts at the sametime,

(d) Considenng the techsicel nafqre of the sompany and enrployee rrrotivation, career

path neod$ to bE established,

(e) :[n case ot'pronno,tioa or direct appointrrent (applyingthrough,proper charrnet) of e

permanent employee of fie company to the higher posf, hi#her previous length ofrl''?t v4 F Y vYuar$*rJ !. srY 'sq4+Y,r' t'Ye? '+

servipe shall be eomted as continuous gErvice for ealculating the leave, providemt

ffmd, $mtuity utd0thet finaueial benefitsi

(t) An emptoyee up to the post of Chiof EngineerlGentrql lvlanager stul{ ge

L maximulu 03 (th$e). years o.f confiact oa successfirl conr lction of prohAlolury
..)ai

period (inelustve of Brc,biatio. nary period)"

. (g) At the end ef ea& throe.}earls cofiftaet of an e$plornte' it tn4y bo reuevsed W fhg

appoinling authotity strbjeot to seisfaetorry perfunnancc.

4.2 Doputrtlon for Eoreign Trainingfviritr

An employec may be al'loured to visit overseas countries with the approval of ths

Managing Direstor in the case of all ofiieers and st*ff up to the level of Chief- --9 E

Eugineerl0eneral Maneger and with the epproval of the Board of Diteptore in the ease

of tvfianagisg Direetor/Executive Dir-ector/Company'scstctary for @iningi seminepi

' worlshopr contact uegptiarior[ witnessing testing, and inspeetion.

4,3 Tmnsftr

An empl..oyee rnay be traesfer,red ftom one post to another or froru one jruisdictio-n to

*ffitr s sfrrs ;ffi:-Hffi $$iffiffi;ff;m,:*it* 
wtu be done rollov6ng s*

n -. I l ll --.i! ^.-.-4A Pry and AlloryYanecs

1 An employee'shalt draw th* pay and allow.ances attached to the post with eff€et from

the date Hel Slre assurnEs the dutios of &tt post and shall ceese to draw the pay and

a.s: ooE as he ceas-ss to disch$rge'those d'Uties"
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Nate: In thts rule, "date" means the fwewon aJ'the day in question, for womple, tf
charge is assumed or *ansferced before noon of a dal, # shall take ffictfrom that day

and if elwrge ls assumed or transferted in the aJternaa,n, it shatl tat<e effect from the

fatlowfns d6y-

4.5 Pay

An employee w'hile on duty shall draw the pay approved for hisArer post, as fixed from

timeto time.

4.6 Initiel Pry

(a) fire initial pay of uieruployee om first appoir*ment shall be the grade of pay of the

nerv post to which he/she is appointed.

(b) The initial pay of an emptoyee appstnted on promotion shail be fixed at the s*age

of thc @e ofpay of thc new post whioh is next above hiV,her basic pay inoltrding

petsonal pay of the old post

kwi&A tht if an enrptroyee hss previously lilurl€cd in the same post, or a

:sorltr-aoilatr poston the safre gradgof pay, the initia;l pa1, shalt aot be less their *le

basie pay which helstg drcw on the last moftth ggd hdshc shall oount for an

insrement for the period drring whidr hdshe drew that pay on last month of

hfore.

4.?,{rnuclfncrtneu,t/fry Relse

(eJ Annual irerffifii-t/ Pay ntso $hatl b$. based or the rating of the performance

apwisal provtded that the qmploycc rvilt got iltcrement ashieving at least 70

marks in ^&nnua[ Fedonnance rcport ennud incrtment will be effective on l$

July af ewrf qalerdff year and ruay be ehansed as per deeision of thc Board,

(b) The gonditione undst wlichttre serviee count for an incremont to the gra& of Pay

of the pqst hdd bry an OHpIEtres qsc ss ftllotrs:

(i) -duryinrhepost
(i-1) servicc irr another post" urhffhff in substantive or offiei&ing capacity or on

deputatioru

(ii[ le,ave other tlran aR extsaordiiler-y leavo;

(iv) If an employee affer officiati{tg is e higher post h reverted uD a lower post,

I thu por{od of service iu the higher post shall eount for iucrementin the lower

posti aud

(v) whetr two pq$ts a$ on idEntlcal grades of pay it should be hetd that the duties

and r,espousitiilitiss of the posts *roraor ve-ry dif,ftrant in nattus irresBeetive
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organizational setup or is paid from contingeucy and the duty rendered in any

such post shall be allowed to cour,rt towards an increment

(c) An omployee rnay, in the case ot'fust appointment in recognition of special

: qualifioalion or expo-rienog and in other c&$Esr in recogpition of outstandiqg

perfounanee or merit" be granned one or more advance increnlents in a grade of

Fay, by tho eonpetent authority.

(d) No additional allouanoe shall he allowed fot:hoidingt$e e!$gg of asuperior post

whic! has never been filled rrp through an appointment.

(e) For hotding additional charge of anothff posti the omployeo slull draw the pay of

his/htr own post phrs an additional Allowance a$ per Clause 6.6

4.8 Joiningtime

Jsinihs tirne rnay be.granted to an ersployee: to joia I new post to which he/sho is

appoiiled on ftansfer or on prourction while on dury in his/'trer old post

4.g Pay during-ioiurug tiue

(a) Joining tirne shatl be regar,dbd as on duty duri,ng joining tirne and shall be entitled

to the pay'of hitlher old post.

' (b) An employeeo urho does aot join hisltrcr post within his jotqfug timsj shsll not he

entitled tu any'p&y ot leuvo salary on the expiry ofjoininefifire.

4.10 Period of iotning 6mo

, (a) The joi,qing tirue adnissib-Ie to an eoployee whsse ffis{b.t does not involve g

change of residence &om one $tation to ano{her is one day only, a holiday

co6ing. a-s a day fur this purllo$e, p.rovided if ther.e be more *raq o.ae holi{el.*

he/she should join imrnediately after the holiday;

(b) tn c*se of transfer involvilrg a change of residencc from one statioa to,s,r,other

leave will be entitled as pcr Approved Tra,Esfe{ and FostingRules of AF$CL,

(c) Travel by toad notexceeding 5 miles to or from a raitrtay or $taaurer statiou at the

beginning o'f the journey slali not colfiIt tor-joining tirae,

The .A,ppointing.authority mdf, [E the exigenoy of service, curtail, or,in any speeial

case, ortend tlre period ofjoining tirru admissiblo under this nrle.
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,4.11 Leave in tratsit

lf an employee takes leave while in trarrslt from one post to anolher, the period which

has elapsed since he handed over the charge of hislher old post shall be ineluded in

lils/her leave, unles$ the leave is taken on medical certificate. In ths lfttter ease, he/she

rnay be allowed jointng tirne in addition to [eave,
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-" 
;ffi;es shall be provided with (02) two sets of uniform/dress in swruner in every

year and o[e set of winter dresses in every alternate year free of,.cost by the company.

Under tho provtsion, all o'Jfieens $heU be eotilled to two sets of"shirts and pants, a paii

of shoes and a tie every yeer and a btazer in winter season in every altemate year, A

secuity guard shall be entitled to two sets cf par,rts and shirts, one belt, one czrp., one

, pair of boots, a rain coat ard a whistle in every year in srmmer season and over coat &

fttl sleove sweatsr iir every alternate year. While a mernber of technical staff such as

tinepan, elecuiciau. plumbe.ri helper shail ggt tw,o sets of ponts and srhics, one pair of

sl,ree#gqr boots and a rain coat app 'opr{ate of hls&er nature of job, fire drivers,

gardeilers, MLSS etc,, shall be provided witr two ses of pants and shirts, one patr of

shoes erd a raixl eoat in a calendur yoar" Tephuicat staff and drivors re also ontttled

onB sat of r*inler drcsses in wery elteugtg par ftee of eqst by the cornpany. The

ftrnale employees are also entitled fte above ryproptiate facilitiee,

4-I3- X{a*hirg F*ditl.r*

Etnptoyees en*itled for lirreries hciHt-y shall be provided rnashing allowirnse evcry

mouth u appmvsd by the board ftorr fr,me to tirrre.

4.14 luconoTm

ern.ptoyee shatt pey inoorne tae ou hidlrer teisable inoocr€, Compf,Iry ghtll deduct

the ineome tax pryabte by ffi/tror, at $ouroe as per tho Gorvt ftules md pay the sarne

,{fu g to&eGovornr*$sxohequer;
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5.0 Leave

5,1 Types of leave

Untress otherwise stated" leave of ari ernployee shall be govomed. by the prwisions laid

dowr in this chapter.

TJpoc of lcaYe

(a) Earned LeavE. . ' .;

(b) Casual Leave,

(c) Matemity Leave.

(4) tsxtra-Ordiuary Leave without pay.

(e) Special Disability Leqve"

(f-, Compensatory Loave

(g) Ex-tsangtradesh Le.ave.

(h) Queranttine Lseve.

(i) [,Iedical Leave.

(i) Study'Leave.

(k) Connplementary Carual l-eave.,

(a) Leaw is a privilegel it qa l be clsimod as a matte; cf right.

(b) *n incumbaor shtll be entftted to enjoy thp lEaw sdtni$sible urdsr the nrle

provided such teave' is due to hi# h,er uedit. An employee shal-l obtain the

rnfotfnation regardrng the, status of his / hrr leav,e in {re a.ccomt &,om the HR

department.

(e) Any leave prayer may be rejected or the tirne alt{ Be,r{ed of leave may be

reauangod and gmnted iu the iuler,o$t of the €smp{my.

(d) An emptroyee shall not ovErelay withsut the prior approval of ttre eompeteilt

authority after proceeding on leave.

(e) If an employeE fails to rittend hi# her duty drc to illness, the competent authority

shatl be infqmsd of suoh tllness either on the gaure d*y qr ott the nelrt

irnmedlata day: If the period of absence due to illness excped$,3- (thrae} days, the

incurnbent shalt provide.the,rnedie{ certifieate fCIr thep*riod of absengo.

(0 An emplo,vee naay be recalled frorn leave to dUy before the expiry of his/ her leave

if,thc exigencies of servica, so warrants.

(g) tf an employre remains absent for more than 15 (fifteen) days without any

peur.rissloru it shall be trc.ahd as misconduct.
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5.3 Leavo Procedure

(a) Leave account of every e,nrployee shall be maintained as per the rules and

procedures of the company as laid down in this chaptet.

(b) All app,lioations fbr leave shall be subndttpd to the competent au'thority in the

prescribed tbrrn.

(c) All ffies of teave to be Eqioyed by the ernplo,yee up to the level of Executiq

. Dircetor shall be approvod by the h,fuaging Dfueetor or by his/het delegated

officials hut leeves for trdanaging Director, Chairman of the Board will app,rove the

5.4 Earncd Leave

(a) Futl avemge pryl

teaw on n,tt avemge pay shall be eanred. at thc rate of lltr lth ofthe period spent on

duty and the m6dmum that ruay be acctrntrlated full be of 180 days at a tifte. But

iu eese of refusal ef earned teave, such rule s'hall not appty; fte refi$ed leave shall

be added tq the accqnulated leave but enc*shmEnt of I007o,refused eamed leave

shall be a&nissible'urtder ttris rule. The arnow of leave on futl average pay that

may be taken at a tilne shall'Rot eNceed 60 days.

(h)XIdf evertge,FeV:

Leeve on Mf morage pay,$hall be calii$d by ua er-r,pjayeo {t fie:nate of 1112fi of

thc,p,ertod" spent on duty aad ae$unuta-tion of suptr loave shall be without limit. ft

shqll k perxni$sible to cotrvert Isave so allowed rnto leave on full pay on sgbmission

of rnedioel certificaile up to a mcfiimllrt puied of t2 monf,hs exslusive of the

encashrnent of the leave as,mentiond in glause (a) above.

e) Encnshmont:

(i) Au ernployec c@ oueash 10096 rcfrrs$d frrll avmtge pay loave any time in his joo'

tenure, but*ffsed fultr avemge pgy teavt ssn bc ene*shed m$dmum 60 days at a
time.
(it) fhp unavailed ea,ruod leavo tef,etred m ctrarrses (a) afid (b) above mey be

encashod *t the time'of tttirement or at the tlr$e of sgparation ftom ttre serviee with
'the company.

$.5 Caus-a,llelre'

(a) An employee strall be gretfisd 10 (Twenqg da,ys of oasual loaw 'in eneh cale,udar

year. Sueh iepve may be availed by an w,rployee with the approval of the

coftIpetent authority. Cast{Sl l,eavo shall be ehange if the :govgf-rlrxtofit order

ehanged

(b) Casu*l Leave crunot be enjoyed f,or more than l0 (ten) a stretch.

a.
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(c) Casual leave shall not be enjoyed beween leaves. However it can eithEr be

prefixed or suffixed

5.6 Matanity Lervo

A female ernployee shall be entitled to maternity leave for a period of 6 (Six) montlrs

which is not debit ab-le to the leawaccount.

A f:emale employee shall not be entitlad.to $uch leave if the request fur gfanting the

leave is not suggested by a registered rnedical praetitioner or retaiuer doctor appoiriled

by dre company.

A female employee of the company shall be entitted to matemity benefit uB to two

surviving childr.en.

5,3 Ertit ordinar.y Lsave without pey

. (a) An extra ordinaqy leave without p*y m&y be granted urhen as employee does uot

have any leave ts his credit but when the e$ployee soncer-rred applies in writing

for the grant of suctr leave.

(b) ThE period of an exffa ordiuary leave without Fy stalf uot tre'rlrore thes 3 (1&roel

months at a tirne,brrt zuot.period may bo extended under the f,sllosnrig conditionsi

i) Whe.n the employee iq u$dor medical Eeaffilent.

ii) \l/hcnthe cor"np€taet au&ority is satieftsal that the sald q.oB]oyep'is wxable tu

attond hi# her duties due to unsvoidsbto cirpumstsnccs.

iii) Wherr the eourpmsnt authadt$ may sowefl the p,erhd of, abseuce without

le-avo into oxtra-or.dinary leave with retrospective effect.

S"* Speeirl Disahitity Lcav+

(a) Speoial disability leanc may be granted by the compstcxt authority to a,n omploye

who is disabted by an inj,ury ree6ivcd in the courle of euplolmant and out of

emPloYment

Frovided that an employee shall bE gpa$t€d leavo,for,f,Ecidentat rrUury arising orrI

' of and in tho cou-rse of emplOyment for sueh a period as it ineapacitates hilnlhet to

attend the duty subjeet to:the subrni'ssipn medicol eertifieate'

(b) $pe.oial disability leave shatl not be granted unless disabiliry is manifested itsef

within tlree rnonths of the oceurxsnce to whieh tt is ffiibutable and the persoe

qS" € fiffi o|;;|[*s 
with dtm proruptinrde in bringing it to the notiee of the eo$rp,eteil

I 1c; Ttre leavo may bu grqnlpd fbr the, period as rceomrncnded by the doctor appointed

for this ptlrpoge. Suotr leaw shall not be, ef the
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doctor. The period of this leave will be t2 months but exraordinary up to 24

months.

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

(e) Special disability leave may granted more than once if the disabitity is aggravated

or reproduced in similar eircusrstances,at a latef date but more than 24 months of

. suoh learn shall be granted in consequenoe of auy onedisability.

(t) $pecial disability leave. s]ratl bo treatod as on {uty arrd strall not be debited against

thc lmve account.

(S) An employee shatl be entitted to full average pay as Leavs salary d-uring special

disability period.

59 Ex.Bangladesh Loave

An ernployee rnay be ail-owed Ex-tsangladesh leavo for pur,poses of pilgriraage,

heatment mectihg or visiting close f,amily rnemhers in abroad. In sueh cases, the

maximlur lcave alloted shell not excced60 (skty) days in a ealendar year and shall be

debitcd fr,qrn eorued lgftvt,or shall be comted as aro srffira-ordinary leave without pay"

.This leave,up to E:tecutiw Direetors shall b,e grand by the tvlanagirry Dlreetor and for

the Ivtafiegisg ffirector by,ths Ghaimqs, of the Eoard.

Qr' otine Leave {s the leave of abqcuoe fiorn duty n*es*ttatcd by the order nst. to

attend the, offiue ia cous-eqq€qicd d fu 0@rrrr6uce of the tnfqotious diseass in the

fturily / Ii0usghold of en emplolree. Suoh leevo rnay be granted by ttre head, of the

rffi* qn the qe1tifhare qf a medlpa[ or a publie health officer for a period not,

exceeding 2l dqys or, in exeopdonttr si!trulugsncesi 30 d6ys; Any leavo neeessary fur

q1tar€ry pury.g$oe in Exesss sf this period shatl be t'emqd as ordinary leave.

Qrlararrtine.tqave may al,so bs $A$€d, u&crs, aec€ssarr, iii eontinuation of, qther leave

su[ie1t to ttre matimurn annount of admissibtre under this rule, An emptoyee on

Elarautirn loave shall treated, as on dtty drutng tho leave.

5.U ldedicrlLervr

(a). Medical leeve rnay be granted by the eompeteut authority to an ernployee on

accepmblc medical ground, The leave may be grailted fsr the period as

rccomrner.lded by the dootor appointe.d for this purpose. Such leave shnll not be

"ilfu S fiftp extendld wjthout the csrtfficatbn of tlie docton The period of this leave will be

rnaximtrm 3 mon*rs.

(b) Medicat leaw lnay be combined with leaveof,any other kinds.

shalt be trcated as on dtrty aud sha.lt not be,

lhn$t
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account.

(d) An employee shall be entitled to full average pay as Leave salary during special

disability period.

5-12 Study leaye

The cornpany may approve 02 (tsra) years $tudy legve withsu't pay to an employee for

horne and abroad without hampering, companf's regul*r activities su$ect to the

approval of the Board. tf reqlr,ired the sanre aBthotity may &pprove ffrrther extension for

rnaxirnum (}t(one) year with same cqndition.

i.13. Complementarl Casud Leav€ (Cfl,.)

When ar officor works 0a a govefirtment holiday, B & C shift duty of, genera[ day rhift

on the directive of fis competent authority, he,fslro is antitled to eompensatory leave for

those day'si&ours, I{e shall be al'lo:wed to onjoy thi$, w.ithin a eeXeod.ar iegr. Eut no

encashment will k allowed,
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CHAPTER: VI

6.0 llonorarium, Bonus and Allowances

6.1 Honorarium

(a) The B-oard may grant m hsnararium to au employee for work performed which is

not included in hi#her job description and occasional in ch*acter and either so

laborious or of such special merit as'to justify a speciat reward.

(b) f,'he Board rnay, on a casual or tntefinittent baslq aud under such eouditions as it

rnay prescribe, allow any of the emplwees, in individual oases 0r class of case& to

provide servioe to ano&er orgarrization at a fee prescribed by the appointing

authority for work done or sereice rcadered by himiher to sush depar.tnrent or

organiaation, ,4 portion of the fce as dcci&d by the appointing authodty, shatl be

paid to the eoncemed employee or employees:

6.?, F'estfu*l Allowrncss/ Eonus,

(a) nn eurployee shall be errtitled to 2 (tw.o) festival allowanoes equtv,alont to twu

month$ basie salary in a year,

(!) fta Boffd, ih relation to a fiseal yesr, may prov$de perfonnance insentive bour.ts

to an e*rployae at sush.rates and oa srrch oordttioas aS itrnsy deem fit subject to

the achievement,of KPI ad netpro$t. The gonernitcrt shatl set and evalir,ate the

KPI target and aceordingly will 4pprovethe inceadre boqls for the company

(c) EhneXoNe$"v Ycar Alleunanee (Boishnkht Bh{te) *t the,rat6 of i096 of basia onse iir

8y,Pa;f,

fi) KFI bonud,profit bomrs will b€ applieable as per relevant decision/decjsion of the

competent authoritY.

6.3 0vqu*meAlloweirce

Overtime shail bG disc-oqr*gpd in principlo. It shall bs avoided where'thm is a shift

operatio$. However.. urt{ere manpqwof is [ess thar th6 se,ttp and/or in ths eveff of

emergeacyi overtirne work may b-e allound if the coucernsd conttolling offieer odeis

tg do so. The totail hours of overtime shall not exceed 8(eight) houra in a week; this

timit may be relaxed in ease of omergeney wittr the eonsent of Managing Director. No

-tfu*efi.ffi ovattirtne altrorrance strail be allqwud, if an employee draws daily allourance for the

pe,riod,

6.4 Shift Duty Allowance

tl&en an ernployeo (5oth the officer and the staff1 is required. to work regularly on

rotating &hift& helshe shalt be alloured the shift duty at the rate af l57o of the

r'l'
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basic during the period of shift duty.

6.5 Powor Plant allowance

lx/hen an employee is required to work and stay withih the power house fbr the interest

sf the company, helshe shatrl be'allowed 25% af the basis as the po$rer house,

allowance dur-ing the period oflhis/her stay within the powet house,

When an emBloyee is assisred to perforrn duties,of another pa$t, in additionto his own

duties, heAhe may be altowed an additional allowance on thE following terrrs and

conditions, namely

(a) there shall be a formal order of the Cornpetent Authadty for holding the addhionatr

post;

(b) no additional allowance shall be allolared fur hslding art inferiqr posq

(c) no additional allowanpe shall be altowed rphen the penod of dual charge is less

ttun l0 days,or rnore than [] months.

(d) no additionel allow'ance sbalt hc atrlquaed fo-r holding the charge of a superior po$t

wtrich has nevor been filled uB by appoiutrnenti aod

(e) for holding dditional charge sf another post, the gmplovce shall drnw tfie pa,y of

--hidher 
ourn post pluE an additional 20% (not extendinB Tk"' 5ffi) of hiq/her pay a$

ehatge, allohaanoe.

6.7 TravellingAllowrnce

tur ennployee shqll draw traveltiug and dail.y allowarece e$ per APSCL TA/DA nrles

appmved b,y the Board,

6S Mdical Btnef;it/ Allowance

fui emptoyoe shall bo aliqvgd me-dical benefits lalls.w,anes as psr'APSCL Medieal

polioy approved by the Bsard.

6.9 Friage Benofrts

An employee shall be entilled to &inge benefits against sueh items and at such rates ffi

per decision ofthe eornPsny board.

-lr
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CHAPTER. YU
?.0 General Conduct and Dircipline

7.1 Firlelity rnd Secrocy

(a) Every emptoyee shall maintain strict seerep,y regarding the affbirs of the company

and shall not cornmuuicatb directly or indirectlli to eny person the information

which has come tnto hislher posseoslon in the course of his/her duties whether

ftom official sowcss or othcrtrise, unless he ts requlred to do so by law or directed

by a superior officer iu the dischargo of hiVher duties.

O) Eve,ry eruployee shatl before joining service, sign deelaration of fidelity and

secreey tn the Praseribed form.

7.2 Conduct rnd DisciP[ne

(a) Every emploYcc *hell-

i) Couform to and abide by these rules;

ii) R.emairr aligned to tnr ri*p*rry vision" rnission, poXicies and goals;

iii) &nrowtrate aud imE{tdpare in the process and show cogqilifiBent thror+glr

perfr,rmanco;

ff) Obse,rrre, courply with and o&ey all orders and dircctisns whlch may, ftoh

tfrme t0 tfune, be given by the eompany aad any persm or peffions under

u,hsc jurtsdie{oo, superihteudeuee or contmil he, r@.y be;

v) 
Tffe 

theeompeny and disc,hargs his a*igneu dWies ffihftlty, hqrruFtly ed
dilteer*Ifi

vi) Usc his utntost endeavor to promotethe interasts of the Corrpany;

vii) Observe propsr decorum, attend office / duty urcaring uuiforq rue ef,fety

dresses and show auurt€sy tn all rnaftcrs to,all conscr4ed and the rnembers of
the publioiand

viii) Mfliltsin silict sosrecy regerding the affaim of the Company.

(h) No mPloYeeshdl-

i) .dssociato himselflherself with any political orgqnization, front organizafion

of political parties or othcrwise take astivo pert irr poiitics or any politicril

demohssatio$

ii) Absent himself/hsrself ftorn dutiesi or leave hi#her station without obtaining

,rfiffi efrffi uir il**XlffilTflHiffiffTffi er,rph as pressi mdio or terevision

or e*mail or intornet or web*sitei unless speeifioally authorized to do so by

the Corapany excepting on Company's day to day
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iv) Accept or seek any other ernployment or office or part-time wo.rlG whether

n paymert, stipendiary or honorary, without previous sar.rcti.on o the

appointing authority.

v) Engage ilr any trade or business w,ithout speciftc:.approual of the,aBpointing

vl) Indulge in parochialism, favoritism, vietirnization" willflrt abwe of office,

seizure (Gherao) of offiee or ary offieer or coetrcion to oflicer&ftffirr a body

or indMdually.

Notrvitlistanding anyrhtrrg eontairred in qlause (v) and (uilof the above subnrlo; an

emplope may undertake occasional work of a ptuely professional, literar,y or

artistic nsture ptovidod sueh Wo* does nqt eause any embanassment to the

oomBany.

(c) No emptoyee or member of.his &rnily shall.

i) Accept any gift or soneession fipm any ernployee dr per,so-n havir-ry or likely

to have dealing with the coulpany; and

ii) Lend money to, or horrow money ftom, or pleee hirnsetflherself under any

,peeurtiarf oo-tigation to any porson or firm having Er liketyto havo dealings

wifh thecampany

(d) No employee rhall b,o a rnsrnber, offioe bearer or represen.tative of any associatlon

oE lr,nio-s othcr thau a philanthrqgic, religious* sooial or prof=essionat grgsfligation

unless suah asscoistion or union is organized br the welfane and safeguard of tlre

regulations in foree.

7.3 Funishnentand appeal

0rqunds fotpenatty-lVhero an employee -

(a) Is guiltrr o.fnngfigexrce tc his,dutieo; ot

(b) Is inefficient, or has aeased to be efEeient; or

(c) Is guilty of miscouduct; or

(d) [s eornrpt, or may reasonabty be consid€red cornrp because-

i) tle/she ir, ot antrt of:his dependenls or any other persons ttroqgh hi,mtler

or on hiVher behalf. is in possession of wealth which is disproporriouate

to his/'her known source of income; or

ii) He/she has assumed a styte of living beyond his ostensible rne-&Esi or

fire autho-rity may impose en hirn ondor.luore ponalties qpeeified in qlause 7.5 of
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7.{ Penelties

(a) There shall be the following penalties, namely:

i) Censure;

ii) Wittrtroldihg, for a qpecifld period, of increment or promotion.

iir) Recovery from pay of the whole or part of any loss caused to the company

by the negligence or any other mi.sconduct of the employee;

iv) Rsmoval ftom servioei and

v) Dismissal &om service

(b) Renroval &orn sersioe does not, but disruissal Som service does, disqualis from

ftture employ-mont in the eompany

?,* Power to imposepenrlff

T:he pow$c to larpose penatty upon an ernpleyee shall ve$ in the authority competcnt to

make appolntrnem to the psst ot a delegated authorify, whieh is held by the employee

in thr e,ompany.

7,6 Sqepension

(a) Atr employee may be pkeed under suspension, peuding lnqulry, for any offence.

nhe powor of suspending an craBloyee shall nomrelly vest in fie Appointiag

authority or a dalegaed authority. Eut the, Courotltrg officer rnay also exerciso

thb power with the,eppmval of tke Appoieting authulty,

Pxivided that ths autffiicy rraf, if it considers rnore enpedtent insts4d of ptaoiag

srrch elqplolree undcr cuqpsmion,rby ordm in witing mxluire htm/trer to proceed on

such a teave,as nay be adrnissibte to trimlher noru sush a date as may be speci,fied

infto order:

(b} Dudng the period of susponsiort, an ertru,toyee shitl be entftlcd to a sr$sistence

allowaqcc. at drc ratc of one'tul-f of his&cr basie, I{owam, tro/she shdl bc cntitled

to get dl other allorrmncus admissible Wrd€E the rrite iR full" Au eiaployoe shall not,

tryhila:rurder sugpensiun, [eovc the: headgurten without prior pernrission of the

authority

(c) Au e,rnployee comrrittcd to pr.t6o-n 0[ a erimtnal eharge should be cousider€d

{fu S ffi*l u$der suseensr.:1ftom the datg of anest and should be altowed the subsistence

allor+ance* until the term,inatiCIa of p.tocredings agatnst him.

7,1 Inqurry procedure in ceses of regtrigeEce, ineffIcieoeyi misconduct and corrup,tion

(a} \t&en a& q$tployce is to be proceeded,against under olause (a) or (b) or (c}or (d)-

und.-er "puuistiment and ap,peal' (7.3)* he shall be eatled upon ro submit

orplanation in rnniti,ng to the authority withifl teu days for

l.
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(b) Whe,n ttre explanation of the employee is not folnd satisfactory, the authority shall

fraure a chargo.

(c) The competent, authority shall appornt an enquiqr oJlicer or constitute a conmittee

eonsisting of three officers senior in rank to the sccused in case of officer and fom

an erqrdry oomm.ittee as pbr tsangladesh Labor dct-2006 in case of staff to

conduot the inquiry wlrieh/whorn shall subr,nit e repoft after glving ilrc accused a

: Fersonel hearing if so de*ired !y him/her wi*rin turo weoks (rnay be extendsd if so

required) from the date of its constitution.

(d) The competent, auth$i-ty shall coffiider the writteu $Arcment submited by ttre

loyee in hi#tror defenw, the report of the eaquirJ officer / enquiry comnaittee

and other eireqmstances. if any, and impose sueh penalty as it may deern proper in

the eircumgtances ofthe ease;

The decision of thE authority shall be couununieated by an order in uniting to the

employee cunserned. The geceedings undet this, rule sbail be eonrpleted wlthin

foru monttu from ttre dateof franring cha,rge qgainstar* employee.

7.8 Proced.une for disprat of a cffis where an employoe hls been convieted by e eourt
oflaw
(a) Slhen ur eurployee is eonvioted by a court of lavv on charge of q criminsl offen-ce,

thc competent authortty may dismiss or renove himlher firom the senrice of, the

compaoyi or irnpose any other penalty upon him without following,the inquiry

procedurt or Erey not tmpose any ponatrty, rf the Appointing authority decides *Ht

the offer.ree for whieh helshe is eqnvicted is not tiablE to diseipliaary astion under

these rules.

@) enf penalty imposed upor an employee sMl tafte effect frorn the date of

fromthe dsta sfhirlher oonviction or $uspensiolt*

7.9 Sunmary proce*diugs

(a) An employeo fbund guiltY of-

0 Ilabituallateattendance;
. .*":*"':":::-:.-ii) Leavingplaee of duff wi&oulpErr'lissioni

iii) Wififulmisropresentatton or suppression of fact;

iv) Misbehavior with orherernployees or members of the public; or

v) Unneeessary delay in disposat of'files and recsrdsl

vi) Seizure, Coetcion to any offiee orofficer;

shall be called upqn to subrnit.explanation to the agthorit-y within soven days as to

i
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(b) If the competent authority i$, on sueh an inquiry, satisfieil that the employee is

guilty of any of the offonces mentioned in above shall impose upon himlher such

penalty as opeci{ied in 7.4 (a) & (b) of the "Fenalties" Clause.

7.10 Appeal

(a) An employee shall have the right to rypeal onee only against an order inryosing

alry psnalty specified in clause T.a@j& (b) of this chapter except censure to the

autno*ty noxt s$perio-r to thE authority irnposing the penalty, a$d where the

penalty is irnposed by an order of thoBoard ofDirectors; there shall ordinarity lie

no appeel but the Board of Ditectors may review its ortr order suofiioto or on

reoeipt of representa'tion fronr the etnployre eoncorned.'

(b) Every appeat shall, comply with the folXor,rutng requir€nrents namel$-

i) It shall eontah altr matorial Etotemenrs and gtounds relied upon and shall be

ii) tt shall se€oify the re{ief de$ffed;

iii) It qtrf,.U bs zuhimitts-d tlruu*h pruper ehanne[

i\r) Itsf{al,l notbe souchtd in inrptuper language; end

v) It $hall be zubmittcd witlrit ftirty days fiorn the date of reoeipt of the order

ofPenaltY

(c) *n appeal may be withrhetd by tho authority imposing thc penatrty, if-

i) it does uot conply with the requirements of dppeal; it deals with roattex$,

urhhh,a,ru not relevant to tho case;

iD it i$ found to be a repmitiou of *ppeal witfrheld or rqiectod before by tho

appoiating auttrority unless it dtsclosos any new 'point or circiilnstances

wlrich afford grounds for reconsideratton; or

iii) if is,addressed to an authority to wkich no aprpeal lies under this rule.

(d) In every cas€ iu which an appeal is withheld, the appellant shall bB infonned of the

ftst and thc rc&sons thereof.

Provided that an appeat wittrhetd undct 7.10(c) may be re-subrnltted et any tiure

within thirty days ftom thE date on which the appellant has been infomed of

withhol<ting of &c appeal [n a fonn, which conrpilos, withthc provisions of apueal

requtronaont mentioned. in Clause 7,10(b),

(e) The appetlate authority $hall examine.

Cffi S mIB i) Whether the facts on wtdc-h the order of penatrry is besed have becn
eetablisbed; and

ii) Whether the penalty i* adsquate, inadequate o-r excessive, and after such

extmiration shall pass uuch ordu ns it consi:ders proper.
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(f) An appellale authority may catl for the records of any case includiqg an apptal

withheld by an authority subordinate to it and may pass such orders thereon as it

corrsiders fit undq the provisions of these rules.

(g) Nothing in these rules shall prealude the CornBany Brard form revising, whether

on its own motton or othenrisoi aoy order passed by an authority subordinate to it

in exercise ofponrers confened on,$uclr a$hCIrit), by these rulss

7,ll Reinstfltemetrt

$/hen an ernployee who ums disnlissed, removed or suspended is reinstated, the

punishtng or qppeilate autlmrity raay Sast hffiher fol the petiod of hi$&er absencs

frorn dutp

(a) ffhe/she is honorably acguitted qf the charge against him/her and is rein$tated ?vith

retroqp-ective effecto the full pay to whieh he/she wo'uld have been entitted had

ho/she not been dism;isse.d, rernoved or suspendefi or

(b) trf olhenivise, zueh leave with frr[ pey or with Mf'p"y or without pay as the

punishing or appellata authority may prescribe.

Explw n"&cept tn aase af toave willwut pgy,'tIM s-,alsi,$enps, slfiarryfri€e, tf arry

patd to an employee efiW suspe*ston shatt be recow.red fiarn ltislher salary w
retastatement;

?,I! $ar to rsign or rttir.c by eFptofees. u[dor suspcnsion

An employee tuder suspemion or Broge.outior o.n charge af otfences under thcse ruIes

,it€ q SfiN shall not rceign or retire at his&er own option frorn se,rvioe until the esse is {inntized-
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CHAPTER. V{TI

8.0 Service Record

(l) A record of serviee of each emptoyeg slrall be maintained separately in the form

prescribed by the company and thc company shall prsserve the specif,rc servicerecord.

@ A.rr employee shall be allowed t0 gp thsough hislher service record once in a year in

presence: of an authorized sfficer and he/she shatl slgn with date in that servicE reqord

stating thatmattus endorsed tn the service,recotd is Eue and cotnplete.

(3) tf an employee finds any omissiorl or eror in the serytce record, he/she shall

comnrunicat€ thc ffiatter in writing for conection to the officet having the authoiity

de.g s fiSflS within 15 (fifteen).days" tu
f,o$i i:ii

i1
:i

q1
ia;!
l1
i'1

i.

i ii

rr{:i
:

(i'

..i
: l'.1

i:i:

1

t-

i

rt
!:
i!Fage 28 of 51



CI.IAPTER.IX
g.0 Retine.rnent, Termination and ffi*ron

(a) Notqral rethemgnt is rnan{atory upon the eompletion of 60 }ears of emphyee's

age except Executive Djrector and above. Exegutive Direetor a+d Ma$agisg

Director shatrl retire frorn servic-e on hi's/her attairment of 6? yearp of ago but the

authority uray extend their senrice up to the age of65 years.

&) tf any judie-ial prooeedings lnstituted by the ar my 'depantnental

proceedings are peadtng agai*Ht art en4loyee at tho tirne ofhis rctirommnt or as ttre

uay he, ss#iag to be in service, he shall not be enEded to artf rotirgtnofttg4se n

benefits, except hio'ou4 eouftihutien to ary finrd and the tluerest thffion* till the.

end of such proeeodings ar,rd ttre peyment of auy retirauent beue,st to him shatl h€,

subject to the findings of such Broeeedtngs; Tke proceeding shatrl be eoulplated

withtn tlrc,ti$re sehedulo mentioned in rclwant seetion ofthe r.trles.

(s) grratuitr re.ts?.s Gimes ofbasie fsr each s€rved year.

6Q rfr&ile payingretirement benefitr, advanoe#loans ifanydue shsll be adjusted.

9.? Resigpat{on

(a) Ualess otrerwise pr.orvided ia the tsnns of cuaplofrnfirt or of any hond exmuted by

an emplgyee" a p€r-,ftBne,nt eEplofoe may re$igrl fr.qm the ewiee a.frf gNiag 2

(two) moq,ths' rptice in writing ar refirUding t$CI rnerfih$' Sa.y in lien of *ueh

notiec, or for thc pprisd !y whioh such notice fatrts short of 2 months and after

i;a *La ,ll'rea of,*La fannpayirg the dres sf the Corupany if any.

(b) A Effiportry employed,Brobationff mry resign frsm the Corppq*y afrer grvrng one

,,ffig
motlttins notice in 'qntdng or teffiing one s E$h's pay in far of such aenice or for trp

tr$'od by uihich the ustice falls shott of,one rnorxh and a$er repayiqg ttn &res of ttre

Coltrparyr,if any.

9.3 Terminrtion

The co.tnBetent a*trority rnay termiuate the serviee of an wrployee by giv'-ltrg a (fpur)

monlhs' notice in case of permatra$ enrptoyees and I (sue) r-no.ntbs' rrot'toe in Eqse of

eurporary ernplo5rce#probdionu or by payrng an arnount eqtrivalont tc 4 (four) montbs' or

I (onel rron&ls baslc pay as the case rnay be wittrout
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