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1 Scope: Applies to the whole gf POWER GRID QQ!4!ANY OF BANqmpEtH_LTD ,_
2. Purpose: To run PGCB with a sound & appropriate Human Resource policv
sL.
No.

Act iv i ty  ( inc luding check points) Ref. Doc. Responsib i l i ty Freq.
/T ime

Output

0 .0 HRM d i v i s i on  dea l s  w i t h  p lann ing  and
development of human resources & their
d isc ip l ine,  other  serv ices l ike secur i ty  &
safety, welfare, transport, accommodation,
& industr ia l  re lat ion.

1 . 0 9-e!pi
1 . 1 In PGCB, an organogram has been

prepared showing manpower requi rement
highlighting all the positions considering all
act iv i t ies at  the incept ion of  the company.  l t
is  per iodical lv  rev ieweo.

Document
No.
QD.HRM-01

Llrrec'ior {Hhl[/ i]
GM (p&A)

n )  d t t u

when
required

2.0 Job Descr iot ion:
2 . 1 Job Descr ipt ion and man speci f icat ion are

prepared for  f ix ing dut ies & responsib i l i t ies
of  the employee wi th the assis tance of
concerned departmenta l  Heads.

Document
No .
QD-HRM-01

l l re ctor l f l t r l lv l  i
G M  { r & A l

As and
wnen

requrred

a For every posi t ions in  PGCB, assessment  of
competence to perform tasks is made

D G M H R M

3.0 Recrui tment:
J .  l Advert isement  in  the newspaper is  made for

f i l l ing up the sanct ioned vacant  posts as per
regulremeqt o! depq!4gnts.

Document
No.
QD-HRM_02

DGM (HRM)
GM (P&A)

As and
wnen

requrreo

QF-HRM-66

3 . 2 Select ion:
Select ion of  oual i f ied candidate is  made
through written & viva-voce interview taken
by approved commit tee.
Individual rating sheet are compiled and
processed.  Recrui tment  proposal
mainta in ing mer i t ,  d is t r ic t ,  women & other
quotas as per order of GOB is placed for

Document
No.
QD-HRM-02

M D
D (HRM)

DGM (HRM)

As and
when

required

QF-HRM-67
QF-HRM-104
QF-HRM-01
QF-HRM-02

4.0
q l Induct ion t ra in ing is  g iven to the newly

recru i ted employees to acgualnt  themselves
wi th the act iv i t ies of  company wi th in
shortest  oossib le t ime.

Document
No.
QD-HRM-03

DGM (HRM)
Man (Trg )

As and
when

required

QF-HRM-03
QF-HRM-06
QF-HRM-07
QF-HRM-59

5.0 Placement :
c . l Placements of  newly recru i ted employees

are made as per  requi rement  of  vacant  post
of  the concerned deoartments.

Document
No.
QD-HRM-02

DGM (HRM)
Man  (HRM)

n >  d t t u

when
required

Q F - H R M - 1 5

; t , ' . , f rer  co i l f : , l t - . t i ln  c f  provr : ior r  ; :er iod & ooi rce
v(r f  r f ic ; l ron 1. f j$ ie i ' , r l i . i :  v ; i I i  i . r , . r  t r :nf i rnrr , : r ' j .

[J ccu rnt rrt
N 0

Q r.l-H ri [4-0:

t . i r  i i t / l  ( l -1Fi i l i
M a n a g e r  ( H R M )

AS and
lvl len

ferlurre(j

QF-HRM-68
OF-HRM-69

5 3 i : ' "ocess ing  fc r  n t rn ina t icn  o f  CPF Gra tu i ty
I l r ) i r ; i r -a l rq r  o f  la rn i i ' 1  r r t r : r .nhers  fo r  meCi r :41
. { , i r f ibL i f :e r ren t  c \  c l t i i c i ten  educat ion
ir i i l r ivanci:  i ;rrr l  for ctfrcr be nei i is

Dccument
lJo
QtJ, f  tRM-02

DGM (HR[ / )
Man  (HRM)

As and
rrv h en

ret iurred

QF-HRM.O4
QF-HRM-05
QF-HRM-55
QF.HRM-BB
QF-HRM.B9
OF.HRM-91

ll r
,{l tb
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6.0 Train inq DGM (H

o .  l Train ing needs:
1.  For  proper development  of  the

manpower,  t ra in ing needs are assessed
at  regular  in terval  & on the basis  of  th is
assessment recommendation are invited
from the depaf tment  concerned.

2.  Recommended t ra in ing needs are
received,  compi led & developed into
t ra in ing pol icy.

3.  Provis ions for  d i f ferent  modules of
t ra in ing wi th thei r  t ime per iod are made.

4. lmproving the competencies to per form
tasks of  the emplovees

Document
No.
QD-HRM-03

DGM (HRM)
Man (Trg.)

As and
when

requrred

QF.HRM-24
QF.HRM-25
QF-HRM-26
QF.HRM-27
QF.HRM-28
QF.HRM-29

6 . 2 Trainrnq Plan.
Tra in ing p lan inc ludes or ientat ion,  on the
job,  in  house t ra in ing as per  t ra in ing pol icy.
I t  a lso inc ludes programs those conducted
by d i f ferent  inst i tu t ions & consul tants
outs ide PGCB.

Document
No.
QD-HRM-03

DGM (HRM)
Man (Trg )

Yearly QF.HRM.3O
QF-HRM.31

o . J Nominat ions:
Training proposals are sent to differen'
deoartmental /sect ional head for nominat ions.

Document
No
QD-HRM-03

DGM (HRM)
Man (Trg.)

QF-HRM-32
QF-HRM.33
QF,HRM-34

6 .4 Trainino records are maintained Document
No.
OD-HRM.O3

Man(T rg . ) As and
when

required

OF-HRM-35

6 . 5 Evaluat ion:
Evaluat ion of  t ra in ing is  done at  the end of
eacn programme.

Document
No.
QD.HRM-03

DGM (HRM)
Man (Trg.)

QF-HRM-36
QF_HRM-63
Q F - H R M - 1 0 1

7.0 Performance Evaluat ion and Incent ives
7 1 Performance Evaluat ion :

Performance of the employee is evaluated
annual ly  as per  s tandard format .  On that
basis  annual  increment ,  serv ice contract ,
se lect ion grade & promot ion act iv i t ies are
in i t ia ted.  In  order  to f i l l  up the h igher  post
senior i tv  of  a l l  is  mainta ined cadre wise.

Document
No.
OD-HRM.O2

GM (P&A)
DGM (HRM)

As and
when

required

Q F - H R M . 1 O
QF-HRM-23
Q F . H R M - 1 2
Q F - H R M - 1 7
Q F - H R M - 1 8
QF-HRM-70
QF-HRM-73

7 . 2 Promot ion:
a)  Promot ion is  g iven to the h igher  post  on

the basis  of  the recommendat ion of  the
Commit tee tak ing in to considerat ion of
the senior i ty  & score of  the
Performance Appraisal Book/ACR.

b) Due to shortage of vacant post if the
promot ion is  not  g iven then t ime scale
wi l l  be provided on the recommendat ion
of  the commit tee.

c)  l f  requi red author i ty  my g ive addi t ional
charqe of  an emplovee.

Document
No.
QD-HRM-02

Promotion
Committee
GM (P&A)

DGM (HRM)

As and
when

requrred

Q F . H R M . 1 3
Q F - H R M - 1 4
QF-HRM-60
QF-HRM-61
Q F - H R M - 7 1
QF-HRM.72

8.0 Transfer & oost inq:
8 1 Transfer & posting are done after a certain

per iod to acquaint  the concerned employee
wi th var ious act iv i t ies of  the company for
exoandinq area of  knowledqe.

Document
No
QD-HRM-02

GM (P&A)
DGM (HRM)

As and
wnen

requrred

Q F . H R M - 1 5
QF-HRM-56
QF-HRM-59
QF-HRM-57

I:
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9.0 Leave Matters
Y .  l Prepare attendants sheet, sanctioned all

k ind leave (earn leave,  encashment ,
maternity, study,

Document
No.
QD-HRM-02

DGM (HRM)
M a n  ( H R M )

As and
wnen

requrreo

QF-HRM-08
QF-HRM-09
QF-HRM-58
QF.HRM-74
QF-HRM-75
QF-HRM-76

1 0 . 0 DGM (HRM)
1 0 . 1 For socia l  & mental  develooment  as wel l  as

fostering community feelings among the
enrployees,  wel fare act iv i t ies l ike games,
spor ts  & annual  drama are orqanized.

Document
No .
OD-HRM-02

DGM (HRM) As and
wnen

requlreo

10.2 Distr ibut ion of  WPPF GM (P&D)
DGM (HRM)

DGM (F)
CBA

Representative

Yearly QF-HRM.B7
QF-HRM-90
QF.HRM-92
QF-HRM-93
QF-HRM-98

1 1 . 0 Security & safety:
1 1 1 The importance of security & safety of man-

mater ia l  o f  PGCB is  very h igh.  So a
nationwide well-organized security system
is maintained through trained workforce.
Threat of f ire to the properties of the
company is  checked & contro l led by
insta l l ing f i re  f ight ing fac i l i t ies in  a l l  o f f ices/
i ns ta l l a t i on .
a)  Secur i ty  forces are t ra ined per iodical ly .
b)  Some employees are t ra ined to handle
the f i re  f ight ing.
c)  F i rs t  a id arrangement is  kept  for  urgent
medical  serv ices.  Necessary t ra in ing are
grven to employees for emergency
reouirements.
d) Engaged Ansar & private security in all
insta l la t ion.

Document
No.
QD-HRM-02

DGM (Service)
Man (Secur i ty)

Always QF-HRM-42
QF-HRM-95
QF.HRM-94
QF-HRM-96

12.0
1 2 . 1 Transport services are provided to all senior

& mid level officers.
a)  Regular  repai r  & maintenance &

serv ic ing of  vehic les are done.
b)  Levi  & taxes are paid up annual ly
c)  POL s l ip  is  issued to the dr ivers.

Document
No.
QD-HRM-02

DGM (Serv ice)
Man (Service)

As and
wnen

required

QF-HRM-37
QF-HRM.38
QF-HRM-39
QF.HRM-40
QF-HRM-41
QF-HRM-97

1 2 2 a) Provide common serv ices for  the
employees (Telephone,  Fax,  Mobi le ,
Internet etc.)
b) Enqaqe Dailv I Monthlv basis emplovees

Document
No.
QD-HRM-02

DGM (Serv ice)
Man (Serv ice)

As and
when

requrreo

QF.HRM-44
QF-HRM-43
QF-HRM.54

T I
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1 3 . 0 Resident ia l  Accommodat ion :
t J  I Al lotment  for  res ident ia l  accommodat ion for

employees residing in different installations
of  PGCB consider ing the status of  the
employers,  are g iven af ter  decid ing thei r
need and/or  receiv ing appl icat ion f rom
them. l f  accommodat ion is  not  avai lable,
house rent  are avai lable as per  company
rule.

Document
No
QD-HRM-02

Resident ia l
Accommodation
Commit tee
Headed by

GM (T rans . -1 )
GM (Trans.-2)

As and
when

required

Q F HRM-64
HRM-65
HRM-86

1 4 . 0 D isc ip l i ne :
4 A  at a _  | Disciplinary actions for i l legal activit ies of

employees are in i t ia ted and processed as
per serv ice ru le.
a)  Explanat ion is  sought  for  f rom accused.
b) Charge sheet is issued if the care is of
ser ious nature.
l )  Nomina{ ion of  appointed lO & MR
i i l  l \na lyze t l rE repo{  c f  lO & g iv ing
i e co i :  t  t t  t e i lCa ' i i i , ' r :

e) Innocent  employees are acqui t ted f rom
the charqes and the del inquent  is  punished.

Document
No.
QD-HRM-02

GM (P&A)
DGM HRM
Man (HRM)

As and
when

required

QF-HRM-77
QF.HRM-78
QF-HRM.79
QF-HRM_BO
QF.HRM-81
QF-HRM-82
QF.HRM-83

1 5 . 0 Industr ia l  re lat ion:
t 3  | Employee related issues l ike any disputes,

wages, and welfare matters are settled
down through discussion with the employee
representat ives (CBA) as per prescr ipt ion of
industr ial  relat ion ordjnance ( lRO) 1969.

Document
No.
QD-HRM.O2

GM (P&A)
DGM HRM
Man (HRM)

As and
when

required

QF.HRM-,105

1 6 . 0 Final  $el t ler rerr l
t o  I . :  r  P rgp . i r ; ng  ' r s i : ,  o i  r e l r cc  r -mp lpygg5

i ; )  Sei t ler r tenl  for  l i re  f ina l  paynrenl  of
r 'e t r ie i l  Deat l ,  & rergn enlp loyees

Document
N o .

QD HRNN.O2

DGM HRM
Man (HRM)

As and
wnen

required

QF.HRM.B4
Q F - H R M . 1 9
Q F . H R M - 1 6
QF.HRM-20
QF-HRM.2,1
QF.HRM-49
QF-HRM-85
Q F - H R M - 1 0 2

17.0 Other Serv lce:
1 7  . 1 A central receipt & dispatch center is

maintained for quick movement of
documents (within 20 hours) to the
concerned offices Outside mails are
received & dispatched (within 20 hours)
through courier & postal  services. The
internal document move throuoh attendants.

Document
N O

Ot)-HRi /  i ) ;

DGM (HRM)
DGM (Serv ice)

As and
wnen

requrred

QF-HRM-22
Q F - H R M - 1 1
QF-HRM-45
QF.HRM_46
QF-HRM.47
QF-HRM-48
QF.HRM-50
QF.HRM-51
QF.HRM-52
QF-HRM-53
QF-HRM-62
QF-HRM-99
Q F . H R M - 1 O O
Q F - H R M . 1 0 3

1 8 . 0 Procedure for  Human Resource
Development  and i ts  ef fect iveness wi l l  be
checked and rev iewed dur inq in ternal
aud i ts .

M R At least 1
t ime in a
year

Review of
system

1 9 . 0 Actions will be taken to improve the system
on the basis of review

M R At least '1

t ime in a
vear

mprovemen

l :  r l0 I l \PCCt ] ' l so \ ( . )D- l lR !1-  I  Q l ) -HR\ .1 -  I  D(X
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