
1

BankofBARODA

HANDBOOK

ON

SERVICECONDITIONS

(AWARDSTAFF)



2

INDEX

Sr.No. TITLE PAGENO.

I. SALARY,ALLOWANCES&OTHERPROVISIONS 3–12

II. PERQUSITES 13–16

III. SPECIALPAYPOSTS,ALLOWNACES&DUTIES 17-35

IV. LEAVE 36-42

V. HOURSOFWORK&OVERTIMEALLOWANCE 43-44

VI. MEDICALFACILITIES 45-48

VII. STAFFLOANS 49-58

VIII. PROMOTIONPOLICY 59-66

IX. REPLOYMENT,JOB ROTATION,REQUEST TRANSFER,

RESIGNATION&RETIREMENT

67-71

X. STAFFWELFARESCHEMES 72-75

XI. TERMINALBENEFITS 76-77

XII. ‘SPEED’SCHEMEFORPROFESSIONALENHANCEMENT

ANDEMPLOYEEDEVELOPMENT

78-79

XIII. SCHEMEFORCOMPASSIONATEAPPOINTMNETOR

PAYMENTOFEX-GRATIAFINANCIALRELIEFTO

DEPENDENTSOFDECEASEDEMPLOYEESON

COMPASSIONATEGROUND

80-82

XIV. REDRESSALMECHANISM/PROCEDUREFOR

SEXSUALHARASSMENTATWORKPLACE

83



3

SALARY,ALLOWANCES& OTHERPROVISIONS (Reference10th

BipartiteSettlementdated25.05.2015)
Sr.
No.

TITLE DETAILS/DESCRIPTION

1. BasicPay

2. StagnationIncrement

(on reaching

maximum in the

scalesofpay)

ClericalStaff

5incrementsofRs1310/-each@ 3yearsfrequencyand 3

incrementsofRs.1310/-each@2yearsfrequencythereafter.

SubordinateStaff

8incrementsofRs655/-each@2yearsfrequency(pro-ratain

respectofparttimeemployees)

3. DearnessAllowance

(DA)

 ‘0.10%ofPay’forveryriseorfallof4pointsover4440points

inthequarterlyaverageoftheAllIndiaAverageWorkingClass

ConsumerPriceIndex(General)Base1960=100.

 ThereshallbenoceilingonDA.

 ItshallbecalculatedandpaidonBasicpay,specialpay,

graduation pay,professionalqualification pay (PQP)and

officiatingpay,ifany.

ClericalStaff(20Years)

11765
655

13730
815

16175
980

20095
1145

3 3 4 7

28110
2120

30230
1310

31540
1 1

SubordinateStaff(20Years)

9560
325

10860
410

12910
490

14870
570

4 5 4 3

16580
655

18545
3
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4. SpecialAllowance  WorkmenemployeesshallbepaidSpecialAllowanceat7.75%

oftheBasicpaywithapplicableDAthereon.

 TheSpecialAllowancewithapplicableDAthereonshallnotbe

reckonedforsuperannuationbenefitsviz.,pensionincluding

contributiontoNPS,PF&Gratuity.

5. Increments for

Graduation/Post

Graduation

/Professional

Qualification

 Clericalstaffwhoacquirefollowingqualificationsduringthe

serviceinthebank,shallbegrantedadditionalincrementsas

mentionedbelow:

Graduation  and/or  Holder  of

NationalDiplomainCommerce

2Increments

PartIofCAIB(London)/

JAIIB/CAIIB-IExamination

1Increment

PartIIofCAIB

(London)/CAIIB/CAIIB-II

Examination

2Increments

 Thoseclericalstaffmembers,whoatthetimeofjoininghad

already cleared JAIIB or CAIIB, shall be granted

additional incrementsfrom theirdateofjoiningtheBank's

service. .

 Clericalstaffwhoacquirepostgraduatequalificationwithout

beingagraduatewillbegrantedtwoadditionalincrementsfor

graduation/graduationpayasthecasemaybesubjecttothe

followingconditions:

i)EmployeeswhoareregisteredunderthePostGraduation

courses ofOpen University have eitherpassed the

foundation/entrance course or attend the Bachelor’s

PreparatoryProgramme&

ii)Theypursuethesamecourseandtakethesameexamination

astheformalstreamstudents

6. Graduation Pay &

Professional

QualificationPay

 Forthoseworkmenwhohereafterreachorhavereached20th

stageofthescaleandhavegotincrementsinconsiderationof

education qualification (s), Graduation pay/professional

qualificationpayshallbepayableasunder:

Qualification Completingyear(s)afterreaching20thstageof
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thescale.

1yr. 2yrs 3yrs 4yrs 5yrs

Graduate

and/orNDC

Rs.410 Rs.800

JAIIB Rs.410

CAIIB Rs.410 Rs.800 Rs.1210

Graduate

and/or NDC

&JAIIB

Rs.410 Rs.800 Rs.1210

Graduate

and/or NDC

&CAIIB

Rs.410 Rs.800 Rs.1210 Rs.1620 Rs.2010

 Incasewhereanemployeedoesnothavetherequisitenumber

ofincrementsinthescaletobeearnedasadvanceincrements

shallinthefirstinstancebereleasedincrementsforsuch

qualification(s)acquiredtotheextentavailableinthescaleand

inlieuoftheremainingincrements,thefirstinstallmentof

GraduationPayorPQP,asthecasemaybe.Releaseof

subsequentinstallmentsofGraduationPayorPQPshallbewith

referencetothedateofreleaseofGraduationPayorPQP.

 Anemployeeacquiringsuchqualificationsafterreachingthe

maximumofthescaleofpay,heshallbegrantedfromthedate

ofacquiring such qualification the firstinstallmentof

GraduationPayorPQP,asthecasemaybeandthereleaseof

subsequentinstallmentsofGraduationPayorPQPshallbewith

referencetothedateofreleaseofGraduationPayorPQP.

7. House Rent

Allowance(HRA)

HRA shallnotbepayableatplaceswherebankquartersare

providedandinsuchcases,rentrecoveryshallbedone@0.3%of

Sr.

No.

Area Rateas%

ofPay(No

max,No

min)

(i) Placeswithpopulationofmorethan45lakhs

andProjectAreaCentresinGroup‘A’

10%

(ii) Placeswithpopulationof12lakhsandabove

includingStateofGoaandProjectArea

CentresinGroup‘B’

9%

(iii) Otherplacesnotcoveredin(i)&(ii)above 7.5%
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thefirststageofscalesofpay.

8. TransportAllowance  Upto15thstageofthescaleofpay -Rs425/-permonth.

 16thstageofthescaleofpayandabove-Rs470/-permonth.

ProvidedthatasubordinatestaffdrawingtransportallowanceatRs

470/-permonth,onbeingpromotedtoclericalcadreisfittedata

stagelowerthan16thstage,heshallcontinuetobepaidthesame

TransportallowanceofRs.470/-permonth.

Note:

1.Allpermanentparttimeemployeesincluding thoseon

probationanddrawingscalewagesshallbepaidtransport

allowanceonproratabasis.

2.Thisprovisionbyitselfwillnotprecludethepaymentofany

existingallowanceofthisnaturepaidasaresultoggovt.

guidelines/banklevelsettlements.

9. Conveyance

AllowancetoBlind,

deaf, dumb and

orthopedically

handicapped

Employees

Inadditiontotransportallowance,5%ofthebasicsalarysubjectto

maxofRs.400/-.

10.WashingAllowance
Subordinatestaffmemberswhoareentitledforuniformallowance

areeligibleforwashingallowanceofRs150/-p.m.,wherethe

washingisnotarrangedbythebank.

11.Hill & Fuel

Allowance

Sr.

No.

Altitude Amount

1. Atplacessituatedataheightofover1000

metersbutlessthan1500metersand

Mercaratown.

3% ofpay

(Max. Rs.

500/-p.m.)

2. Atplacessituatedataheightof& over

1500metersandbelow3000meters

4% ofpay

(Max. Rs.

600/-p.m.)

3. Atplacessituatedataheightof3000meters

&above

8% ofpay

(Max. Rs.

1500/-p.m.)
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12.CycleAllowance  Thesubordinatestaffmemberswhoarerequiredtouseacycle

onregularassignmentforoutdoordutiesareeligibleforcycle

allowanceatRs100/-p.m.atallcenters.

 Cycleallowancewouldnotbepaidtoworkmanmemberofthe

subordinatestaffentitledtotheallowance,fortheperiodof

leavewheresuchleaveexceeds30days.
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13.HaltingAllowance

A B C

Cadre Places with

population 12

lakhsandabove

&statesofGoa

Placeswithpopulation

5 lakhs and above,

StateCapitals/Capitals

of Union Territories

notcoveredincolumn

(A)

Other

places

Clerical

Staff

Rs. 700/- per

diem

Rs.600/-perdiem Rs.450/

- per

diem

Sub-

ordinate

Staff

Rs. 500/- per

diem

Rs.400/-perdiem Rs.250/

- per

diem

 Haltingallowanceispayableinadditiontotheadmissible

travellingexpenses. 

 Haltingallowanceshallnotbepayableinthefollowing

circumstance: 

a)Whereanemployeeisrequiredtotravelwithinthemunicipal

limits of the particular place/area in

which the Branch/ Office islocated. 

b)Whereanemployeeisrequiredtotraveloutsidethe

municipallimits,butwithin5kilometersofhishead-quarters

(i.e.theBranch/Officewhereheispresentlyworking.)

c)Where there are more than one municipal/panchayatlimit

 within ametropolitancentre,andanemployee isrequired

totraveloutsidethemunicipallimitofhisheadquartersbut

withintheurbanagglomerationofmetropolitanarea. 

d)Whereemployeeisontemporarytransferataplaceother

thanhisplaceofposting,heshallnotbeeligibleforhalting

allowance. 

 Wheretheworkentrustedtoaworkmenissuchthatitdoesnot

involvenightstayandenableshimtoreturntohisheadquarters

onthesamedaywithinhisworkinghours,heshallbeentitledto:

 

ClericalStaff Asinglefirstclassfaretoandfro

forhimselfandBattaatone-half
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(1/2)therateofhaltingallowance

applicabletohim. 

Subordinate

Staff

Asinglesecondclassfaretoandfro

forhimselfandBattaatone-half

(1/2) the rate of the halting

allowanceapplicabletohim.

 Where the period between the time when a workman

commencesworkonthatdayandthetimeatwhichhereturnsto

hisheadquartersfrom outstationduty,exceeds his normal

 working hours, plus the recess interval, the concerned

workmanshallbe entitledto thefull haltingallowanceas

 applicableto him.However,insuchcases,theconcerned

workmanshallnotbeentitledtoanyovertimeallowance.

 Inthecaseofdriverswhoarerequiredtodrivethevehicleon

outstationduties,overtimewagesfortheperiodofactualdriving

beyondtheirnormalworkinghoursshallbepaidtothemin

additiontoBatta/Haltingallowanceattheratesapplicableto

them.

 Award   staff members attending training at Training 

 Centre, Gandhinagar,Gujarat(Lodging& Boardingbothare

provided),maybeentitledforapplicablehaltingallowanceat

1/4thrate.

 StaffMemberswhoareavailingresidentialaccommodation

[ONLYlodging]atthetrainingscentersareeligibleforthe

paymentofonly3/4thHaltingAllowance. 

 Aboveprincipals[1/4thforlodging&boardingbothOR3/4th

foronlylodging]areapplicablewherevertheBankhasmade

arrangementsforlodgingand/orboardingwhileAwardStaffare

deputedontraining/dutyetc.
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14.Project Area

Compensatory

Allowance

Workmenwhoarepostedinprojectareasshallbepaidprojectarea

compensatoryallowance:

Cadre Project Area Group

‘A’

ProjectAreaGroup

‘B’

ClericalStaff Rs.250/-p.m. Rs.200/-p.m.

Subordinate

Staff

Rs.200/-p.m. Rs.175/-p.m.

 Refertosettlementdated27.04.10forlistofprojectareas.

15.Fixed PersonalPay

(FPP)- Employees

who were in the

serviceofthebankon

orbefore01.11.1993

willbeeligiblefor

FPP,oneyearafter

reachingmaxscaleof

pay,theyareplaced

in.

AreaofPosting Total FPP

payablewhere

bank’s

accommodati

on is not

provided

Total FPP

payablewhere

bank’s

accommodatio

nisprovided

Increment

component

ofFPP

ClericalStaff

Places with

populationofmore

than45lakhs
1585 1450 1310

Places with

population of12

lakhs and above

includingStateof

Goa

1570 1450 1310

Other places not

coveredin(i)&(ii) 1550 1450 1310

SubordinateStaff

Places with

populationofmore

than45lakhs
790 730 655

Places with

population of12

lakhs and above

includingStateof

Goa

790 730 655

Other places not

coveredin(i)&(ii)
780 730 655
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16.Special Area

Allowance

 EmployeespostedinareasspecifiedinScheduleVIofBipartite

settlementdated27.04.10willbeprovidedwithSpecialarea

allowancementionedtherein.ThepayshallbereadasRs24000

insteadofRs14700incolumn3&4.

 Ifatanyoftheplacesmentionedincolumn2ofScheduleVI

hereto,HillandFuelAllowanceispayableintermsofthis

Settlement,thenatsuchplacesonlyhigherofthetwo

allowancesshallbepayable.

17.SplitDutyAllowance SplitdutyallowanceshallbepayableatallcentersatRs150/-p.m.

18.Deputation

Allowance

Witheffectfrom 24-01-2012,deputationallowancespayableto

workmenemployeeswillbeasunder: 

 4%ofBasicPaywithamaximumof̀600/-p.m.ifdeputedto

anorganisationfordeputationatthesamestation. 

 7.75% ofBasicPaywithamaximumof̀ 1,150/-p.m.for

deputationatanoutstationcentre.

19. Leave Fare

Concession(LFC)

 Allconfirmedclericalemployeesandpermanentsubordinate

staffmembersareentitledtoleavefareconcession,asperrules,

providedtheyhavecompletedatleast11monthsactiveservice.

 Probationersandtemporaryemployeesarenotentitledtoleave

fareconcession.

 LFCpayablewillbetheactualreturnrailwayfareorsteamer

fareincurredbytheworkmanandmembersofhisfamily

subjecttothefollowing:

a)ForavailmentofLFCundera2yearblockforvisittoany

placewithinIndia,themaximumpermissibledistanceshallbe

2500km.(oneway)forsubordinatestaffand2000km(one

way)fornon-subordinatestaff.

b) ForavailmentofLFCundera4yearblockforvisittoany

placeinIndia,themaximumpermissibledistanceshallbe5000

km.(oneway)forsubordinatestaffand4000km.(oneway)for

non-subordinatestaff..

Category ClassofFare
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SubordinateStaff AC III tier for the journey by

mail/expresstrain

BySteamer–IIClassCabin

Non subordinate

Staff

AC II tier for the journey by

mail/expresstrain

BySteamer–IClassCabin

 Theaboveentitlementshallalsobeapplicablefortravelon

duty.

 Ifthenon-subordinateemployee/ormembersofhis family

undertaketravelbyair,heshallbeentitledtobereimbursedthe

actualairfaresoincurredortheIIACclassfarebytrain

whicheverisless.

“DefinitionofFamily”–ForthepurposeofLFCandmedical

facilities

a)Theemployee'sspouse,whollydependentunmarriedchildren

(includingstepchildrenandlegallyadoptedchildren),wholly

dependentphysicallychallengedbrother/sisterwith40% or

more disability, widowed daughters and dependent

divorced/separated daughters, sisters including

unmarried/divorced/abandoned or separated from

husband/widowedsisters,asalsoparentswhollydependenton

theemployee.

b)Thetermwhollydependentfamilymembershallmeansuch

memberofthefamilyhavingamonthlyincomenotexceeding

Rs.10000/-p.m.Iftheincomeofoneoftheparentsexceeds

Rs.10000/-p.m.ortheaggregateincomeofboththeparents

exceeds Rs.10000/-p.m.,boththeparentsshallnotbe

consideredaswhollydependentontheemployee.

c)Amarriedfemalemayincludehernaturalparentsorparents-in

-lawunderthedefinitionoffamily-butnotboth-provided

thattheparents/parents-in-lawareordinarilyresidingwithand

whollydependentontheemployees.

Note:Forthepurposeofmedicalexpensesreimbursement
scheme,forallemployees,anytwoofthedependentparents
parents-in-lawshallbecovered.

 Anemployeeand/ormembersofhisfamily,whenavailingLFC
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mayundertaketravelbyanymodeofsurfacetransportbetween

placesandtheemployeewillbeeligibletoclaiminrespectof

suchjourneyhisactualexpenditureorthenotionaltrainfareby

theentitledclassfortheadmissibledistance,whicheverisless,

withinhisoverallentitlement.

 AnemployeecanopttoencashLFCfacilitywhereinhewill

receivealumpsumequivalenttonotionaltrainfareforthe

admissibledistancebytheentitledclass,subjecttoTDS.LFC

fortraveltoplaceofdomicileisnotencashable.

 Aworkmanwillbeentitledtoencashprivilegeleavetohis

creditwhileproceedingonleavefareconcessionasunder:-

 

i)ForavailmentofLFCundertwoyearblock-maximum-15-

dayseitherineachblock.

ii)ForavailmentofLFCunderfouryearblock-maximum-30-

days.

 Permanentpart-timeEmployeesdrawingscalewagesshallbe

eligibleforleavefareconcession[proportionatedistance]and

leaveencashmentonpro-ratabasis.

20. Performance Linked

IncentiveScheme
 Thisschemeisacomprehensiveschemecoveringvarioustypes

ofincentivesunderitsambitofallcategoriesofemployees

throughgroupincentives,individualincentivesandrolebased

incentivesforemployees.

 Itseekstogiveincentivetoaroundtop25%topperformersinthe

Bank.

 Fordetailedinformation,kindlyrefertoBCC:BR:107:174dated

14.04.2015.
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PREQUISITIES

1.Newspaper&Books

 The reimbursements of expenses for purchase of

Newspaper&booksshallbemadeeveryfinancialyearat

thefollowingrate:

Cadre Amount

ClericalStaff Rs2500perannum
AllSubordinateStaff Rs1800perannum

 Incaseofclericalorsubordinatestaffmembersjoiningin
themiddleoftheyear,proratareimbursementshallbe
made.

 Thishastobeavailedonself-declarationbasis

2.BriefCase
 Thereimbursementsofexpensesincurredforthepurchase

ofbriefcaseshallbemadetoallthespecialassistantsonce

in3years@Rs.1500includingtax.

3.CookingFuel

 Thereimbursementsofexpensesforcookingfuelshallbe

madeeveryfinancialyearatthefollowingrate:

Cadre Amount

ClericalStaff Rs4500perannum
PermanentFullTime&
Part Time Subordinate
Staff

 Incaseofclericalorsubordinatestaffmembersjoiningin

themiddleoftheyear,proratareimbursementshallbe

made.

 Thishastobeavailedonself-declarationbasis.
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4.
Outofpocketexpensesinlieuof

lodgingexpensesto

 Award staff members

undertaking cash

remittance/officialdutyoutside

HQinvolvingovernightstay.

 Attendingtrainingprogrammes

outside HQ where lodging

facilityisnotprovided.

Cadre Places with

population of

12lakhsand

above and

stateofGoa.

Placeswithpopulation

of5lakhsandabove,

statecapitals/capitalof

UTnotcoveredin(A)

Other

place

s

For both

clericaland

subordinate

staff

Rs500/-per

day.

Rs375/-perday. Rs

300/

-per

day.

5. Conveyanceallowanceto

employeesdeputedforNon

residentialTraining.

6. MedicalAid  Thereimbursementofmedicalexpensesundermedical

aidschemeshallberestrictedtoanamountofRs2200/-

perannum.

 Employeesundersuspensionareentitledtomedicalaid

andhospitalization.

7. Rubber hand Gloves &

cotton face Masks to

Sweepers

 Tobepurchasedbyrespectivebranches/officesonneed

basis.

 Tokeptinbranches/officesonly.

 Nottobeprovidedtoindividualstaffmembersasan

entitlement.

8.Uniform
SUMMER/WINTERUNIFORM

 Allpermanentfulltimeaswellaspermanentparttime

workmeninsubordinatecadreworkingfornotlessthensix

hoursperweek(otherthanhillstation),shallbesupplied

with:

Summer

Uniform

(3 sets

oncein2

years)

First supply of

summer uniform

(terry khadi/terry

cotton)

Immediately on

confirmation

SubsequentSupply 2yearsfromthedateof

Centre Amount

Mumbai, Delhi, Kolkata,

Chennai, Bangalore,

Ahmedabad,Hyderabad

Actualexpensessubject

tomax.Rs125/-per

workingday.

Allotherplaces Actualexpensessubject

to max.Rs75/-per

workingday.
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appointment

Winter

Uniform

(one set

oncein3

years)

First supply of

summer uniform

(terry khadi/terry

cotton)

Winter  season

 immediately  following

 the confirmation 

SubsequentSupply Afteraperiodofthree

yearsfrom thedateof

appointment of the

concernedworkmen.

 Oneadditionalsetofsummeruniformshallbesupplied

onceintwoyearstothosesubordinatestaffmemberswho

arerequiredtoperform outdoorduties(deliverypeons,

clearingpeonsandcyclepeons)onregularbasis.

 Athillstations,onesetofwoolenuniformeveryyearand

onesetofterrykhadiuniformonceinthreeyearsshallbe

suppliedinlieuoftheuniformstatedabove.

 If the majority of the subordinate staff of all

branches/officesinaplace,requestsufficientlyinadvance,

oneadditionalsetofterrycottonuniformmaybesupplied

every18monthstotheentiresubordinatestaffinlieuof

thesetofwoollenuniformtobesuppliedoncein3years.

 Ifinaplace,terrykhadiclothisnotavailable,uniformif

terrycottonclothshallbesupplied.

 Allmembersofthestaffwhoaresupplieduniformsshall

wearthemwhileondutyand in clean condition and not

 wearing such uniforms while on duty shallconstitutea

minormisconduct.

 Alltheeligiblesub-staffmembersaretobesuppliedwith

theterryKhadi/terryCottonuniformsasaboveatacostnot

exceedingamountspecifiedhereunder..

Item Limitperset(Inclusion of

stitchingcharges)

SummerUniform 1000

Winteruniform 3000

 Uniformforthefemaleemployees: Periodicity and the

numberofsetsofsummer/winteruniformforthe female
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 employeeswill be the same asthatsuppliedtomale

 substaffmembers.However,theuniforminthecase of

FemaleSub-Staffmemberswouldbeasunder:

a) Two setsofTerry Khadi/Terry Cotton uniform

compriseofamarooncoloursaree,amatchingblouse

andmatchingpetticoat. Thewidowscanhavean

optionofblueorwhitesarees.

b)Onesetofsaree,blouseandpetticoatasabovealong

withonewoolencardiganorwoolenshawlorwoolen

overcoat.

9.Liveries ReimbursementofcostofLiveriessuppliedtosubordinate

staffoncein2yearsonsubmissionofbills

Liveriesforwatchmanandarmedguards

Item(Periodicityoncein2years) Limit

LeatherShoes 1000

Cardigan 600

GumBoots 300

Socks–Nylon/Naviblue 60

SocksWoolen 40

Liveriesforsub-staffotherthanwatchman&armedguards

Category Item(Periodicityonce

in2years)

Amt.

Drivers,electricians&

A/Chelper

LeatherShoes 1000

Sub-staff performing

outdoorduties

Rainyshoes 200

Raincoat 400

Allsubstaff(except

performing outdoor

duties)

Umbrella 250
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 ApartfromIndustry-wiseBipartiteSettlements,thereareBank-wiseinternalsettlementsthat

mainlydealwithseniority,promotionofclericalcadretoofficers’cadre,promotionofsub-staffto

clericalcadre,outofturnpromotion,creationofpostscarryingspecialpayandselectionofposts

carryingspecialpay,sanctioningandeligibilityforgettingvariousloansandotherfringebenefits.

AssignmentofSpecialpayinourbankisgovernedbyBanksinternalsettlementandAdministrative

guidelinesissuedbytheBankfromtimetotime.

 SpecialPay/allowancesarepayabletotheworkmenwhoarerequiredtodischargecertain

additionaldutiesrequiringgreaterskillorresponsibilitiesoverandabovetheroutinedutiesand

functionsofhiscadre.Inordertoentitledtoaspecialpay,suchadditionaldutiesandfunctions

shouldconstitutethenormalpartofthedutiesandfunctionsperformedordischargedbya

workman.

 Specialpayisnotintendedtobepaidforcasualoroccasionalperformanceordischargeofsuch

duties/functions.Itwould,however,benecessarythataworkmanshouldcontinuetoperformsuch

dutiesordischargesuchfunctionswholetimeinordertobeentitledtosuchpay.

 Aworkmanwillbeentitledtospecialpayifheisrequiredtoperformduty/dutiesand/orundertake

theresponsibilitieslistedagainstthecategory,irrespectiveofhisdesignation/nomenclatureorany

generalauthorityvestedinhim.

 Aworkmanwillbeentitledtospecialpayonlyaslongasheisinchargeofsuchworkorthe

performanceofsuchdutieswhichattractsuchpay.Whetheraworkmancanbeaskedtoceasetodo

suchworkordischargesuchdutiesandconsequentlyceasetodrawsuchpaywilldependonterms

ofemployment.Fore.g.aworkmanwhoisemployedpermanentlyasstenographercannotbe

deprivedofhisspecialpayaskinghimtoworkasanordinaryclerkoraskinghimnottoworkasa

stenographer.

 Thespecialpaywouldcontinuetobedrawnbyapermanentincumbentwhileonleave.Aworkman

whoisaskedtoworktemporarilyinaspecialpaypostwouldbeentitledtosuchapaypro-ratafor

suchperiodduringwhichheoccupiesthatpost.

 Wheneverabankrequiresaworkmantoworkinaspecialpaypost,itwillbenormallybedoneby

anorderinwriting.

 Theworkmanentrustedwithdutiesattractingspecialpaycanberequiredtoperformroutineduties

ofhiscadrementionedbelowandforperformanceoftheseroutineduties,nospecialpayis

SPECIALPAYPOSTS,ALLOWANCES&DUTIES
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payable.

 NormalDutiesofClericalCadre:

a.Acknowledgementsofinwardmailreceived.

b.Receiptsofcheques,drafts,dividendwarrants,payordersandotherlikeinstrumentsother

thanbillsandgivingacknowledgementsinthecounterfoil.

c.Deliveryofchequebookssubjecttoauthorizationbycompetentauthority.

d.Issueofcashreceipts.

e.IssueofE.S.Istampswhereverapplicableormaybecomeapplicable.

f.Recountingofcurrencynotesbycashdepartmentstaff

g.Ensuringthepropercontentsincoversandenvelopsincludingregisteredonesbeforedispatch.

SpecialPayPostsinClericalCadre

Sr.

No.
Post SpecialPay

1. SingleWindowOperator‘B’ 820

2. HeadCashier-II 1280

3. SpecialAssistance 1930

4. UniversalTeller 1930

HeadCashierCategoryII

 Allbranches/extensioncounterswhicharedealingwithcashtransactionsshallhaveheadcashier

categoryII.

1.Eligibility:Allconfirmedclericalstaff(SWOAandSWOB)exceptfollowing:

 Transferredatownrequestandunderdebarmentperiodfor2years.Ifsuchaworkmanistheonly

eligibleworkmanforthepost,therebeingnoothereligibleworkman,inthateventhewouldbe

consideredforsanctionofspecialpayprovidedheiswilling.

 Refusedtheofferofassignmentofdutiesattractingspecialpayonregularbasisandunder

debarmentperiodof2yrs.

 Refusedtheofferofassignmentofdutiesattractingspecialpayontemporarybasison3occasions

andunderdebarmentperiodsof2yrs.

 Workmanwhohasoptedforandgrantedreversion(afteracceptingtheofferofassignmentof

specialpaycarryingdutyonregularbasisopttoforegothesame)fromspecialpaycarryingpost

andunderdebarmentperiodof2yrs.

Note:Casesofaboveemployeeswillbeconsideredonlyafterdebarmentperiodsifhe/shemakes

writtenrequestafterthatperiod,forconsiderationofhis/hercase.

 ConditionalAcceptanceofanofferofdutiesofaHeadCashierCategoryIIeitherontemporaryor



20

aregularbasisshallbedeemedarefusaltoaccepttheoffer.Acceptanceofofferotherthan

prescribedformatshallconstituterefusaloftheoffer.

 KindlyrefertoBooksofInstructionforprescribedformats.

 Theprinciplesofparagraph529of‘SastryAward’shallbeapplicableforassignmentofdutiesof

HeadCashierIIand‘thebank’shallhavetherighttosupersedeasenioremployeeintermsofthe

principleslaiddownunderthatparagraph.

2.AssignmentProcess

ProcedureforfillingvacanciesofHeadCashierIIarerequiredtobeinitiatedwithin30daysof

occurrence ofthevacanciesandshallbecompletedwithin90days.

 Branchesinthestateoradministrativeregionwhicheverissmallerwillbedividedintofollowing

categories:-

Category(A) Cities/towns/placeswhichhavemorethanonebranchorwherea

secondbranchistobeopened.

Category(B) OtherCities/towns/placeswhichhaveonlyonebranch.

 IdentificationHeadCashierCategoryIIatcategory(A)branches:DutiesofHeadcashierIIwillbe

assignedtotheseniormosteligibleclericalstaff(SWO-AandSWO-B)bythefollowing

procedure:

1.Applicationsshallbeinvitedfromamongsteligibleclericalstaff(SWO-A&SWO-B)postedin

category(A)branches.

2.SeniormosteligibleapplicantfromthecombinedlistofSWO-A&SWO-Bwouldbeselectedfor

assignmentofdutyofheadcashierII.

3.Ifthereisnoapplicationorwherethesaidapplicantisineligibleortheeligibleapplicant

withdrawsapplicationbeforeassignmentofduties,BankshallassigndutiesofHeadcashierIIto

theseniormosteligibleclericalstaff(SWO&SWOB)inthebranchwherethevacancyoccurs,

forwhichpurpose,seniorityisreckonedbranchwise

Providedfurtherthatintheeventofthesaidseniormostclericalstaffinthebranchbeingtheonly

clericalstaffbutisotherwiseineligibleandwherethereisnonothereligible,thesaidseniormost

clericalstaffshallbeassignedthedutyofheadcashierII.

 IdentificationofheadCashiercategoryIIatcategory(B)branches:DutiesofHeadcashierIIwill

beassignedtotheseniormosteligibleclericalstaff(SWOAandSWOB)bythefollowing

procedure:

1.Applicationsshallbeinvitedfromamongsteligibleclericalstaff(SWOAandSWOB)posted

incategory(B)branchesinthestateofadministrativeregionofthebankwhicheverissmaller.

2.SeniormosteligibleapplicantfromthecombinedlistofSWO-A&SWOBwouldbeselected

forassignmentofdutyofheadcashierII.
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3.Ifthereisnoeligibleapplicantatall,thebankshallinviteapplicationsfromtheeligibleclerical

staff(SWOA&SWOB)asdefinedfrombranchesincategory(A).

4.Intheeventoftherebeingnoeligibleapplicantevenfromthebrachesincategory(A),thereis

aadministrativeprovisionthatthebankshallselectaneligibleclericalstafffromcategory(B)

branchforbeingpostedinsuchabranchasHeadCashierIIprovidedhoweversuchaHead

CashierIIwouldbeeligibletoapplyfortransferasHeadCashiercategoryIIatalaterdatetoa

branchofhischoiceincategory(B)withouthavingtoforegohisspecialallowanceasrequired

insuchcasesatpresent.Inviewoftheadministrativeprovision,whileselectinganeligible

clerkfromcategory‘B’branches,thecombinedseniorityofSWO’A’andSWO’B’postedat

category‘B’branchpreferablyofthesamedistrict/adjoiningdistrict(wherethevacancyof

HeadcashierIIexists),maybetakenintoaccounttoavoidinconvenienceanlongdistance

transfersonsuchassignment.

Providedfurtherthatintheeventofthesaidseniormostclericalstaffinthebranchbeingthe

onlyclericalstaffbutisotherwiseineligibleandwherethereisnoothereligible,thesaidsenior

mostclericalstaffshallbeassignedthedutyofheadcashierII.

Note:However,theclericalstaffwhoarealreadypostedunderRedeploymentSettlement2006

maybeexcludedfromthesaidlisttoavoidviolationofclausesofthissettlement.

 TemporaryassignmentofdutiesofheadcashiercategoryII:Assignmentofdutiesofheadcashier

categoryIIontemporarybasisshouldbemadeonthebasisofbranchwiseseniorityfromamongst

theeligibleclericalstaff(combinedsenioritylistofSWO‘A’&SWO‘B’)postedatbranch.In

casethesaidclericalstaffinthebranchisotherwiseineligible,he/shallbeassignedthedutiesof

headcashiercategoryII.

 Wheredutiesattractingspecialpayaretobeofferedtotheidentifiedclericalstaffinwriting,as

perprescribeddraft,theperiodtosignifyhis/heracceptanceoftheoffer,shallbe3workingdays.

3.CriteriaforReckoningSeniority
 Lengthofregularfulltimeserviceshallbereckonedfromthedateofentryintheclericalcadre.

Whilecalculatingthelengthofregularfulltimeserviceadditionalweightageshallbegivenas

follows:

ForGraduation 2yearsofserviceshallbeadded.

ForJAIIB 1yearsofserviceshallbeadded.

ForCAIIB 2yearsofserviceshallbeadded.

 Followingperiod,ifany,mustbeexcludedwhilecalculatingseniority:

(i)Periodoftemporary/casualemployment

(ii)Periodforwhichincrementisstopped

(iii)Periodforwhichincrementisbroughtdowntolowerstageinthescaleofpay

(iv)Periodforwhichincrementisstopped
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 Seniorityfortheemployeesofamalgamated/mergedbankshallbereckonedasunder:

ETBL:BOB EBCBL:BOB EBSBL:BOB SGLABL:BOB

Regular service

rendered in

respective bank

priortothedateof

amalgamation to

be reckoned in

BOBintheratio

of

1.5:1 1.5:1 2:1 3:1

 Branchwiseseniorityshallmeanseniorityreckonedamongstconfirmedfulltimeeligible

workmenworkinginabranch/office.

 Citywiseseniorityshallmeanseniorityreckonedamongstconfirmedfulltimeeligible

workmenworkinginallbranches/officesinacity/town/placeirrespectiveoftheno.of

administrativeregionsof‘theBank’inacity/town/place.

 Inter-seSeniority

Where2ormoreemployeeshaveequal

seniority

Onewhohasenteredthecadre/categoryas

aregularfulltimeemployeeearlierwould

beconsideredsenior.

Where2ormoreemployeeshaveequal

seniorityandtheirdateoftheirentryinto

thecadre/categoryalsosame

Theonewhohasjoined‘theBank’asa

regularfulltimeemployeeearlierwould

beconsideredsenior.

Where2ormoreemployeeshaveequal

seniorityandtheirdateoftheirentryinto

thecadre/categoryalsosameandthedateof

joiningthebankisalsosame

Theonewhosedateofbirthfallsearlier

wouldbeconsideredsenior.

4.DutiesofHeadCashierII
Apartfromnormaldutiesofclericalcadre,HeadcashierIIisrequiredtoperformdutiesas

mentionedbelow:

HoldingBankscash,keyand/orothervaluablesinsafecustodyjointlywithanofficerandbeing

accountableforthemandbeingresponsiblefortherunningofthecashdepartment.

1.OpinionCompilation

2.Verificationofvernacularsignatures/endorsements.

3.Countersigningchequesand/ordrafts(onselvesorcorrespondents),paymentorders,deposit

receipts,etc.

4.Attendingtogovt.treasurywork.

5.Discharging/endorsingbills,cheques,etc.

6.Beinginchargeofclearingandgodowndepartments,etc.
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7.Passingindependentlyclearingandtransfercheques,vouchers,etc(whethercreditsordebits)upto

andincludingRs.50000/-andcashvouchersuptoRs50000/-jointlywithanauthorizedperson.

8.Topassindependentlywithdrawalforms/chequesuptoRs20,000/-,limitofindependentpassing

powersofcashvouchersintermsofBPS.

 InviewofallthespecialpaycarryingpostsofClericalcadre-

(i)‘Countersigning’wouldmeansigninginamannerwherebytheprimaryresponsibilityfor

ensuringthatallformalitiesarecomplete,restswithothersignatory.

(ii)‘Checking/verifying’wouldmeanverifyingthattheinstrument/materialcheckedisinorderin

allrespectsandalsoincludesverificationofsignatureirrespectiveoftheamountofthe

instrumentandauthenticatingthesameontheinstrument/material,initiatingtherelativeentries

intherespectivebooksofaccounts,manuallyand/oronline.

(iii)‘Passing’includesverificationofsignatureandscrutinyastothecorrectnessofendorsement

onandotherparticularsofsuchinstruments.Itwillalsoincludecheckingandauthenticatingthe

relativeentriesintherespectivebooksofaccounts,manuallyand/oronline.

SpecialAssistant

 SpecialAssistantswillbeaccountableandresponsibleforrunningofthedepartment/sectionunder

themandtheirdutieswillinvolvelookingafterandcheckingtheworkofotherclerkorclerksand

sub-staff.

 ThenumberofpostsofspecialAssistantsisfrozenat1700.Theno.fallingshortof1700shallbe

filledintermsoffollowingprocedure:

1.BankcarriesoutanexerciseinthemonthofAprileveryyeartoassesstheno.ofvacanciesof

specialassistants.

2.Thevacanciesofspecialassistantsshallbeassigned/filledinwithinaperiodof60daysi.e.31st

Mayofthesameyear.

3.Allfuturevacancies,asfaraspossible,willbeshiftedtorural/semi-urbanareasinthesame

regionorintheotherregionsofthesamezoneorintheregionsofgeographicallycontiguous

adjoiningzones,asdeterminedbythebank.

1.Eligibility

Theemployeeshouldhaveminimum3yearsofserviceinclericalcadre(includingUT)inthe

Bankandisnototherwiseineligibleintermsofthefollowing:

 Anemployeewhoistransferredathis/herownrequestandforgoes/undertakesnottoclaimspecial

allowanceforspecifiedperiod,intermsofBank’sadministrativerules,shallnotbeconsideredfor

assignmentofdutiescarryingspecialallowancefortheperiod

 Refusedtheofferofassignmentofdutiesattractingspecialpayonregularbasisandunder

debarmentperiodof2yrs.
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 Refusedtheofferofassignmentofdutiesattractingspecialpayontemporarybasison3occasions

andunderdebarmentperiodsof2yr

 Workmanwhohasoptedforandgrantedreversion(afteracceptingtheofferofassignmentof

specialpaycarryingdutyonregularbasisopttoforegothesame)fromspecialpaycarryingpost.

Note:Casesofaboveemployeeswillbeconsideredonlyafterdebarmentperiodsifhe/shemakes

writtenrequestafterthatperiod,forconsiderationofhis/hercase.

 ConditionalAcceptanceofanofferofdutiesofaSpecialAssistanteitherontemporaryora

regularbasisshallbedeemedarefusaltoaccepttheoffer.Acceptanceofofferotherthan

prescribedformatshallconstituterefusaloftheoffer.

 KindlyrefertoBooksofInstructionforprescribedformats.

 Theprinciplesofparagraph529of‘SastryAward’shallbeapplicableforassignmentofdutiesof

SpecialAssistantand‘thebank’shallhavetherighttosupersedeasenioremployeeintermsofthe

principleslaiddownunderthatparagraph.

2.AssignmentProcess

 TheBankshallinviteapplicationfromamongsttheeligibleclericalstaffforfilling  upthe

vacancy  atthe identified center/s  within  theadministrativeregion.

 Theeligibleclericalstaffmayapplyformorethanoneidentifiedcenter/sintheorderof

preference.

 Asenioritylistshallbepreparedoftheeligibleemployeeswhohaveappliedforeachidentified

center.Theseniorityshallbereckonedasofthedateofidentifiedvacancy.

 ForeachidentifiedvacancyofSpecialAssistant,threeseniormosteligibleapplicantsforthat

vacancyasperthesenioritylist,shallbecalledforinterview(i.e.inratio1:3)

 Theseniormosteligibleapplicantfoundsuitableintheinterviewforeachvacancyshallbe

assignedthedutiesofSpecialAssistant.

 TheapplicantsoselectedandassignedthedutiesofaSpecialAssistantataplaceotherthanthe

placeofhisimmediatelyprecedingpostingshallbeconsideredtohavebeentransferredandposted

attheinstanceoftheBank.

 TheinterviewPanelforselectionofspecialassistantshallbeconstitutedbytheregionalhead.The

interviewpanelshallconstituteof2executivesnotbelowtherankofSMGH/S-IV.

3.CriteriaforReckoningSeniority:issameasmentionedaboveforHeadcashierII.

4.DutiesofSpecialAssistant:Inadditiontonormaldutiesofclericalstaff,theirdutiesinclude
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a.Passingindependently,manuallyoronline,cashinstrumentsupto 3̀5,000/-andclearingand

transfercheques,vouchersetc.(whethercreditsordebits)uptoandincluding̀ 1,50,000/-.Passing

willincludeverificationofsignaturesandscrutinyastothecorrectnessofendorsementsonand

otherparticularsofsuchinstruments.Thereshallbenolimitsforverificationofsignatures,

passingofauthenticatedcreditvouchers/entriesandforverifyingauthenticatedvouchersinthe

ledgers,books,computerprint-outs,etc.

b.Accept,verifyandpostcash/transfer/clearingchequesandotherinstruments,asthecasemaybe,

in appropriate books ofaccounts/ledgers,eithermanually oronline,and give due

acknowledgements.

c.Signingvouchers,cheques,drafts,mailtransfers,payorders,advicessuchasnonpayment

advices,interbranchfatecallingadvices,billschedules,demandnotices,statements,certificates

etc.

d.Checkingallvouchers,advices,statements,cheques,draftsetc.billsandbooksofaccount

includingcurrentsavingsandotherledgers,cash,postalandrevenuestamps,frankingmachine

balances,exchange,discountbrokeragecalculationsandinitialingbywayofauthenticatingthem

foraccuracy/correctness;

e.Checking,manuallyoronline,current,savingsandotheraccounts,

f.Checkingthecodinganddecodingoftelegrams(excludingchecksymbolsorciphers).

g.Discharging,endorsingcheques,bills,etc.,

h.Perform,whenrequiredinacomputerizedsetup,systemcontrolfunction,eitherjointlywithan

officersorindependently,uponspecificauthorizationinthisregard;

i.Brieflyexplain,thefeaturesofBank’svariousproductsandservicestocustomers,toreplytheir

queriesandtoreferinterestedcustomerstoappropriatepersonnel;

j.Inspectinggodown(onlyinbankswheresuchworkisalreadybeingdonebyworkmen).

 Forthepurposeofefficientandeffectivefunctioningofthesectionordepartmentthespecial

assistantshallensurethatallacts,thingsandstepsnecessarythereforearetakenbyhimselforby

theclerksplacedunderhimandshallensurethatwherevernecessary:

Wherevernecessary:

a.Remindersaresentontimeandfollowedup

b.Passsheets/booksarefilledupandissuedpromptly

c.Depositsarerenewedonduedatesorreminderssenttotheparties

d.Standinginstructionsarecompliedwith

e.Billsareacceptedandduedatesdiarised/advisedandfollowedup

f.Interest,commissionsandservicechargesarecollected

g.Proceedsofbillsarereceivedorremittedpromptly

h.Confirmationofbalanceofaccountsofthecustomersanditsfollowup
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i.Allsecuritiesrelatingtothedepartment/sectionofwhichthespecialassistantisinchargeare

securedand/orkeptinpropercustodyandproperlyhandedtotheauthorizedpersonatthe

closeoftheday.

j.Balancespromptlytaken,talliedandreportedandfollowedupandalsoreturnssubmitted;

k.Advicesand/orduplicateadvices/summariesareissued/respondedpromptly,whenevercalled

for:

l.Checkingtheproperrecordingofentriesandallrelevantparticularsinregardtoaccounts

openedunderdueauthorization.

ProbationPeriod
AnemployeewhoisassigneddutiesofSpecialAssistantonaregular basis (not being a

 temporaryassignment) shall be put onprobationofsixmonths.Ifhisworkduringtheperiodof

probationisnotfoundsatisfactory,hewouldbeliabletoberevertedtohisoriginalpostingandthe

vacancywouldbefilledintermsoftheprovisionsmentionedherein above.

Re-deploymentofSpecialAssistants
 Theexistingspecialassistantswhohaveearliernotbeenre-deployedinrural/semiurban

place/centershallbedeployedtoanynearestidentifiedrural/semiurbanplace(s)/centre(s)asper

Bank’sneedwithintheRegion.

 TheSpecialAssistantswhoareidentifiedtobere-deployedmayopttoforegotheSpecial

Assistantspayandinsucheventtheprovisions/administrativeguidelinesrelatingtodebarment

periodof2yrswouldnotbeinvoke.

 FollowingcategoriesofSpecialAssistantswouldbeexemptedfromthepurviewofredeployment

underthissettlement:

i)Widows

ii)Womenemployeeswhoare45yearsofageandmore

iii)Maleemployeeswhoare53yearsofageandmore

iv)Physicallyhandicappedemployeesaspergovernmentguidelines.

However,thisexemptionwillnotbeapplicableforre-deploymentwithinthesameplace/center.

RentReimbursement:

TheSpecialAssistantswhoareredeployedatBank’sinstancefromoneplace/centretoanother

place/center(otherthanthoseassignedandpostedasSpecialAssistantsintermsofthis

settlement)andwhoarerequiredtoresideattheplaceofpostingduetoredeployment,shallbe

entitledtorentreimbursementsubjecttoproductionofrentreceipts.

UNIVERSALTELLER

Thepostwascreatedwithfollowingobjectives:

 Toprovide ‘One-Stop’ customer service delivery where customers cantransactalltheir
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Bankingsuchaspaymentanddepositofcash,purchaseofdrafts,sendingmailtransfers,updating

passbooksetc.

 Tooperationalisethe ‘singlewindowconcept’ and tobring insynergybetweentechnology,

businessprocesses and humanresources availablewiththeBank;

 Tofacilitatethecustomerscantransactalltypesofbusinesstransactionsrelatingto all functions

ofthe branchincludingpaymentandreceipt ofcashatonecounter;

 Toempowerclericalstaffand

 Asameasureofbusinessprocessre-engineering.

1.Eligibility:

 AllconfirmedSingleWindowOperatorA,SingleWindowOperatorBorHeadCashierCategory

IIshallbeeligibletoapply.

 TheSWOA,SWOBorHeadCashierIIwhohaveforegonespecialpayandgivenundertakingfor

specificperiodnottoclaimanyspecialpaydutiesonaccountofrequesttransfershallbeeligible

toapply.

 Suchstaffmembersshallbeconsideredforassignmentofdutiesofuniversalteller

aftertheperiodoftheundertakingisover.

 However,ifabovestaffmemberistheonlyotherwiseeligibleworkmanforthepost,

andtherebeingnoothereligibleworkman,inthateventhewouldbeconsideredfor

assignmentofdutiesofUT,evenduringdebarmentperiod.

Ineligibility:

 OnceaSWOA,SWOBorHeadCashierCategoryIIrefusestoacceptofferofassignmentof

dutiesofUniversalTelleronregularbasis,heshallbeineligibletoapplyandalsoforassignmentof

dutiesofuniversaltelleronregularaswellasontemporarybasisforaperiodof2yearsfromthe

dateofsuchoffer.Hiscasewouldbeconsideredonlyafterthatperiod,ifhemakesrequestafter

thatperiod,forconsiderationofhiscaseinfuture.

 TheSWOA,SWOBorHeadCashierIIwhowasundersuspension,againstwhomdisciplinary

proceedingispending,oragainstwhomprosecutionhasbeenlaunchedinacourtoflaworsanction

forprosecutionhasbeenissues,shallbeineligibleforassignmentofdutiesofUT.

2.CriteriaforReckoningSeniority:AssameasHeadCashierII/SpecialAssistant.

3.CriteriaforAssignmentofdutiesofUniversalTeller:

 VacancyofUTispurelyneedbasedandpriorapprovalofcorporateofficeisrequiredtobe

obtainedbysubmittingdesiredinformationinstipulatedformatforassignmentofUT.
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 Inanycase,UTshouldnotbepostedatAdministrativeofficesandbrancheswherenocash

transactionsaretakingplaceorfunctionariesofUTcannotbeoptimallyutilized.

 AnyvacancyofUniversalTellershallbeaspertheneedof‘theBank’.

 Application shall be invited from eligible clerical staff posted at theplace/center of Region,

 whichever is smaller, where the vacancies ofUniversalTellerisidentified. Thismayalso

includelikelyfuturevacanciesforoneyear.

 Thesenior-mostamongsttheeligibleapplicantsinthe ratioof1:4 (-4-applicationsforeach

identifiedpost)shallbecalledforinterview.  

 Theeligiblecandidatesshallbeinterviewedbyapanelconstituting ofRegionalHead,one Chief

ManagerandoneSeniorManager,toassesssuitabilityofcandidatesforassignmentofdutiesof

UniversalTeller. Inordertoassesssuitabilityofcandidates,theInterviewPanelshalltakeinto

considerationthefollowingfactors.

(i)Knowledgerelatingtoallfunctionsofclericalduties

(ii)Experienceinvariousdepartments/functions;

(iii)Communicationskill;

(iv)Adequateknowledgeofcomputerfunctioning;

(v)Amiablepersonality;

(vi)Customer-centricapproach.

 Alistofcandidateswhoarefoundsuitableintheinterviewwillbedrawninthedescendingorder

 ofseniorityand assignmentofdutiesofUniversalteller will be made to the senior most

 candidates against identifiedvacancies.

 A waiting listshall bemaintainedoftheremainingsuitable candidates,which will be valid

 for a period of one year from the date of firstassignment. Senior-mostcandidatefromsuch

listwillbeassigneddutiesofUniversalTellerasandwhensuchvacanciesarisewithinoneyear

fromthedateoffirstassignmentfromthelist.DependingupontheBank’sneed,subsequent

selectionprocessshallbesoinitiatedandcompletedthatthefreshlistwouldbeavailablebefore

theexpiryofthepreviouslist.

4.DutiesofUniversalTeller:

ThedutiesofUniversalTelleringeneralshallinclude:

a.Receivecheques/withdrawal forms/demanddrafts/bankerscheques,process,verify thatthe

instrument iscorrectlydrawn, verifycustomersaccountdetails,operationalinstructionsand

correctnessofendorsements

b.Verifycustomer’ssignature,posttransactionsinbranchcomputersystem andauthenticate/

independently passand make paymentofcheques/withdrawalsforms/demanddrafts/bankers
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chequesuptoandincluding̀ 35,000/-.

c.ReceiveCashandwhenevernecessary,stamp.Signandissuecounterslips/acknowledgementsup

toandincluding̀ 40,000/-.

d.AcceptcashfromHeadCashier,maintainandmanagerecords,tallycashandhandoverremaining

cashtoHeadCashierandgenerationofrelevant/requiredreports.

e.Updatepassbooks

f.Acceptinstrumentsfortransfer,givedueacknowledgements,process,postandauthenticate/pass

independentlyuptoandincluding̀ 1,50,000/-.

g.Prepareprintandissueremittanceinstrumentsi.e.DD/MT/BCandrelativeadviceswherever

required,pasteprotectivetapesandpunchvalueswhereapplicableandsignthemindependently

uptoandincluding̀ 25,000/-.

ForDD/MT/BCbeyond̀ 25,000/-theUniversalTellerwillberequiredtoprintandonlysignas

secondsignatory

h.Accept    instruments  for    clearing/collection    and    give    dueacknowledgements.

i.TobrieflyexplainthefeaturesofBank’svariousproductsandservicestocustomers,toreplytheir

queriesandtoreferinterestedcustomerstoappropriatespecializedsalespersonnel.

 ItisfurtherclarifiedthatSettlementonUniversalTellerhasbeenarrivedattooperationalize

“SingleWindowConcept”i.e.whereCustomerscantransactalltypesofbusinesstransactions

relatingtoallfunctionsofthebranchincludingpaymentsandreceiptsofcashatonecounter. 

Therefore,posting,passingandreceipt/paymentofcashispartofthedutiesofUniversalTeller.

 TheclericalstaffwhoisassignedthedutiesofUniversalTellershallbeonprobationforaperiod

of-6-(six)monthsandtheywouldbeconfirmedasUniversalTelleronsatisfactorycompletionof

theprobationperiod.

 TheRegionalHeadshallbetheCompetentAuthorityforassignmentofdutiesofUniversal

Teller. TheBranchManager/HeadshallbetheCompetentAuthorityforconfirmationof

UniversalTeller. TheBranchManager/HeadshallassesstheperformanceoftheUniversalTeller

duringtheperiodofprobationand any deficiency inperformanceshouldbecommunicatedin

writingtotheconcernedUniversalTelleratleast-30-daysbeforetheexpiryoftheprobation

period.

 Iftheworkandconductoftheemployeeisnotfoundtobesatisfactoryduringtheprobation

period,heisnottobeconfirmedasUniversalTellerandaletterofnon-confirmationshouldbe

servedupontheemployeeasperPerforma.

 SuchSWOA,SWOBorHeadCashierCategoryIImayrepresent/appealtotheRegionalhead

againsthisnon-confirmationwithin7daysfromthedateofcommunication.
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 Theregionalheadwouldconsidersuchcasesnormallywithin7daysandpassnecessaryorderin

writing.ThedecisionofRMisfinalandbinding.

 SuchUTwhohasmadeanappealagainstnon-confirmationshallbedeemedtobeonextended

probationperiodtilltheappealisdisposedoffbytheRM.

 Theprinciplescontainedinpara529ofSastryAwardshallbeapplicabletoassignmentofduties

ofUniversaltellerandtheBankshallhavetherighttosupersedeasenioremployeeintermsofthe

principlelaiddownunderthatparagraph

RefusaltoacceptAssignmentofDutiesofUTandconsequencesthereof:

ConsequentuponidentificationandassignmentofdutiesofUT,ifanemployeerefusestoaccept

theofferofassignmentofdutiesofUTonregularbasis,heshallbecomeineligibletoapplyand

alsoforassignmentofdutiesofUTonregularbasis aswellastemporarybasisforaperiodof2

yearsfromthedateofsuchoffer.Hiscasewouldbeconsideredonlyafterthatperiodifhemakesa

writtenrequestaftertheperiod,forconsiderationofhiscaseinfuture.

5.ProceduralGuidelinesregardingverifyingcustomer’sthumbimpression:
 Forwithdrawals,theilliteratepersonshouldcometothebranchpersonallyandaffixhis/herthumb

impressioninpresenceofanofficer/UT(uptohis/herpassingpowers).

 UTwillverifytheidentityofthepersonthroughphotographformthesystem/photoonthe

passbookandthesignature/thumbimpressionontheinstrumentsuptohis/herpassingpowers.

 Whicheverthumbisusedforaffixingthethumbimpression,theofficerin-charge/UTinwhose

presencethethumbimpressionisaffixedoncashwithdrawalshouldnotebelowtheimpression

“LTI/RTIofShri/Smt.…..putinmypresence”andauthenticatethesamebyputtinghis/her

signature.

Note:AscouldbeobservedfromthePerformaofconfirmationreport,thefivefactorswhichare

criticaltotheeffectivejobperformancearetobeassessedonfourpointscalei.eA,B,C,D.All

these5factorsarerelatedtothecorefunctioningofUT.Itisnecessarythatproperstandardsare

appliedwhiledecidingontheconfirmationofUT.Clericalstaffsecuringmorethan2Dshallnot

beconsideredforconfirmationasUT.Forthepurposeifassessmentofperformance,thefour

pointscaleA,B,CandDwouldconnoteasunder:

A-Outstanding Onewhoispro-activeanddeliversexpectedresultsefficientlyandhas

potentialtosurpassthem.

B-Good Onewhodeliversresultsatexpectedlevel.

C-Satisfactory Onewhodeliversresults,whichmaybeacceptedbutneedssupervisionand

improvement.

D-Poor Onewhodoesnotdeliversatisfactoryresultsandneedscontinuousprodding

andsupervision.
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Allmembersoftheclericalstaffwhodonotgetanyspecialpayason30thApril2010onregularbasis

shallbedesignatedasSingleWindowOperator‘A’.Thefollowingdutiesshallinteraliaformpartof

theirnormalduties:

a.Acknowledgementsofinwardmailreceived.

b.Receiptofcheques,drafts,dividendwarrants,payordersandotherlikeinstrumentsotherthan

billsandgivingacknowledgementsinthecounterfoil.

c. Deliveryofchequebookssubjecttoauthorizationbycompetentauthority.

d.Issueofcashreceipts.

e.IssueofE.S.I.stampswhereverapplicableormaybecomeapplicable.

f.Recountingofcurrencynotesbycashdepartmentstaff.

g.Ensuringthepropercontentsincoversandenvelopesincludingregisteredonesbeforedispatch.

Allclerksshallalsoperformalldutiesandfunctionsoftheircadre,eitheronlineormanually,which

doesnotinvolveanypassingorsupervisoryfunctionofanofficerofthebank.Hewill,whereverand

wheneverrequired,functionasasinglewindowoperatorwherehewillalsoreceiveandpaycash.

Inaddition,hisdutieswillinclude–

a.Passingandcashpaymentofallcheques/withdrawalforms/bankers’cheques/giftcheques,etc.

uptoandincluding̀ 10,000/-

b.Passingindependentlyclearingandtransfercheques,vouchers,etc.(whetwhethercreditsor

debits)uptoandincluding̀ 15,000/-

c.Receiptsofcashandissuanceofpre-signeddrafts/giftcheques/travelerscheques/payorders/

bankorders,etc.uptoandincluding̀ 15,000/-

SingleWindowOperatorB

Inadditiontothedutiesof SingleWindowOperator‘A’,theirdutieswillinclude–

a.Passingandcashpaymentofallcheques/withdrawalforms/bankers’cheques/giftchequesetc.

uptoandincluding̀ 20,000/-

b.Passingindependently clearingandtransfercheques,vouchersetc.(whethercreditsordebits)upto

andincluding̀ 25,000/-

c.Receiptsofcashandissuanceofpresigneddrafts/giftcheques/travellers’cheques/payorder/

bankordersetc.uptoandincluding̀ 25,000/-.

DutiesofSpecialPayCarryingPositionsinSubordinateCadre

 NormaldutiesofSubordinatestaff:

Thenormalandroutinedutiesofthesubordinatestaffcadreandforperformanceofwhichnospecial

payshallbepayable.Inadditiontheyshallalsoberequiredtoperformthefollowingduties.

 Totakemoneyorders,tobuystampsetc.,whichinvolvescarryingofcashnotexceeding̀ 5000/-

andtocarryinsuredletters,etc.topostoffice.

SINGLEWINDOWOPERATORA
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 Tostitchcurrencynotebundles

 Tostitchandsealparcelsandpacketscontainingcurrencynotes

 Totransitcashfromthebanktoanofficeoutsideorvicecersa,ifunaccompaniedbyawatchman/

ArmedGuard.

SpecialPayPostsinSub-ordinateCadre

Sr.No. Post SpecialPay

1. ArmedGuard 390

2. BillCollector 390

3. Daftary 560

4. HeadPeon 740

5. Electrician 2040

6. ACPlantHelper 2040

7. Driver 2370

HEADPEON

 DutiesofheadpeontobeassignedtoaPeon/Peonshavingcombineddesignationas

under:
a)Atbrancheshavingsevenormorepeonsincludingpeonhavingcombineddesignation.

b)ToaBranchHeadinseniormanagementgrade/scaleIVorhighergrade.

 Inanycasethereshouldnotbemorethanoneheadpeonatabranch.

 Assignmentofdutiesofheadpeontobemadeonlyatbrachesandnotatadministrativeoffices.

 DutiesofHeadPeon(Inadditiontonormalduties/functionsofapeon)

Personsrequiredtoassistinsupervisionofvariousmatterspertainingtosubordinatestaff:

a.Cleanlinessoftheofficepremises

b.Cleanlinessofuniforms

c.Leavearrangements;

d.Arrangementsforsafekeepingofkeys;and

e.Distributionofdutiesamongstthesubordinatestaff

 ProcessforAssignmentofdutiesofHeadPeon
Procedureforfillingvacanciesofpostscarryingspecialpayshallbeinitiatedwithin30daysof

occurrenceofthevacanciesandcompletedwithin90days.

Forthispurpose,applicationsshallbeinvitedfromconfirmedeligiblePeons/peonswithcombined

designations(includingelevated/redesignatedfulltimesweeper–cum-peon)anddutiesofhead

peonshallbeassignedtotheseniormosteligibleapplicantasunder:

Placeofvacancy Senioritytobereckoned
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Placewherethereisonlyone

branchofthebank

Branchwise

Placewherethereismore

thanonebranchofthebank

Centre/Citywise

Fortemporaryassignment Branchwise

Providedthatintheeventoftherebeingnoapplicantorwherethesaidapplicantisineligibleor

theeligibleapplicantwithdrawshisapplicationbeforethedutiesareassignedtohim,"theBank"

shallassignthedutiesofHeadPeonasthecasemaybetotheseniormost peon/peonwith

combineddesignation in thebranch/office where the vacancy occurs, seniority being

reckonedintermsoftheexistingsettlement.

Provided furtherthat inthe eventofthesaid seniormostPeon inthe branchbeingtheonly

Peonbutwhoisotherwiseineligibleandwherethereisnoothereligiblepeon, thesaidsenior

 mostPeon shallbeassigned thedutiesofHeadPeon.

 CriteriaforreckoningSeniority:

Regular full time service shall be reckoned from the date of

appointment/conversion/redesignation/elevation,etc.

Seniorityfortheemployeesamalgamated/mergedbankshallbereckonedasunder:

ETBL:

BOB

EBCBL

:BOB

EBSBL

:BOB

SGLABL:

BOB

Regularservicerendered

inrespectivebankprior

tothedateof

amalgamationtobe

reckonedinBOBinthe

ratioof

1.5:1 1.5:1 2:1 3:1

Followingperiod,ifany,mustbeexcludedwhilecalculatingseniority:

 Periodoftemporary/casualemployment

 Periodforwhichincrementisstopped

 Periodforwhichincrementisbroughtdowntolowerstageinthescaleofpay

 Periodforwhichincrementisstopped

DeterminationofInter-seseniority

Where2ormoreworkmen(sub-staff–

peon/peonwithcombineddesignation)have

equalseniority

Onewhohasenteredthecadreasaregular

full time workman earlier would be

consideredsenior.
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Where2ormoreworkmen(sub-staff–

peon/peon with combined designation)

haveequalseniorityandtheirdateoftheir

entryintothecadre/categoryisalsosame

Theonewhohasjoined‘theBank’asa

regularfulltimeworkmanearlierwouldbe

consideredsenior.

Where2ormoreworkmen(sub-staff–

peon/peon with combined designation)

haveequalseniorityandtheirdateoftheir

entryintothecadre/categoryanddateof

joiningthebankisalsosame

Theonewhosedateofbirthfallsearlierwould

beconsideredsenior.

 Ineligibility
Followingsubordinatesstaffshallnotbeeligibleforassignmentofdutiesofheadpeon,asperthe

extantprovisionsofapplicablesettlement.

a.Subordinatestaffmemberswhohaveforegonetheirspecialpayonaccountofrequesttransfer

and presentlyunderdebarmentperiodof2yrs.Incaseheistheonlyotherwiseeligible

workmanforthepost,hewouldbeconsideredprovidedheiswilling.

b.Subordinatestaffmemberswhohaverefusedofferofspecialpayonregularbasisoron3

occasionson3occasionsontemporarybasisand presentlyunderdebarmentperiodof2yrs.

Hiscasewouldbeconsideredonlyafterthatperiodifhemakesawrittenrequestafterthat

period,forconsiderationofhiscaseinfuture.

c.Subordinatestaffmemberswhohavesoughtreversion(afteracceptingtheofferofassignment

ofspecialpaycarryingdutyonregularbasisandopttoforegothesame)fromdutiescarrying

specialpayandthesamehasbeenconsideredfavourablybythebankandispresentlyunder

debarmentperiodof2yrs.Incaseheistheonlyotherwiseeligibleworkmanforthepost,he

wouldbeconsideredprovidedheiswilling.

Inasituationwherenoapplicationhasbeenreceivedortheapplicantisineligibleortheeligible

applicantwithdrawshisapplicationbeforethedutiesareassignedtohim,thedutiesofheadpeon

shallbeassignedtothesenior-mostpeon/peonwithcombineddesignationinthebranch/office

wherevacancyoccurs.Incase,thesaidsub-staffinthebranchistheonlysub-staffandis

otherwiseineligibleandwherethereisnoothereligiblepeon,he/sheshallbeassignedtheduties

ofheadpeon.
[

ConditionalAcceptanceofanofferofdutiesofheadpeoneitherontemporaryoraregularbasis

shallbedeemedarefusaltoaccepttheoffer.Acceptanceofofferotherthanprescribedformat

shallconstituterefusaloftheoffer.Forthis,offerbythebankandacceptancebytheworkman

shallbedoneonlyinprescribedPerforma.

DAFTARY

 DutiesofDaftarytobeassignedtoonePeon/Peonhavingcombineddesignation
(sufficientlyliteratetoperformtheduties)ateachBranch/officeasunder(Ifthereisnoregular

daftarypostedatthatbranch/office):
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 Ateachbranch

 Atadministrativeoffices

 AtZonalInternalAuditDivision(ZIADs):

 AtTrainingCentres/Colleges

 AtExtensionCounters

 DutiesofDaftary(Inadditiontonormalduties/functionsofapeon)

a.Obtainingacceptanceofbillsofexchange,hundiesetc.,drawnonlocalpartiesorbanksand/

orcollectingpaymentsthereof.

b.Collectingpaymentsforchequesorpostalorderetc.,frombanksorpostofficecounters.

c.Theymayalsoberequiredtocollectcashnotexceeding 5̀,000/-atatimeagainstvarious

instruments.

d.Simplebindingofbooksandregisters

e.Presscopying;

f.Filingindependentlylettersandotherpapersinrespectivefilesasperindicationsmarked

thereon

g.Assistinginissuingstationery;

h.Stackingunderguidanceoldrecordsinorderlymannerandassistingingivingthemoutwhen

required.

i.Undertakingthewholeprocessofsorting,arranging,numbering,tallyingthetotalnumberor

stitchingthevouchers.
Inadditiontoexistingdaftary,thereisaprovisionforassignmentofoneadditionaldaftaryatbranches

wheretheaverageno.ofvouchersperdayinthepreceding‘halfyear’is750ormore(JantoJune&Julyto

dec).Atadminoffices,additionaldaftaryshallbeappointeddependinguponthequantumofwork.

 ProcessforAssignmentofdutiesofDaftary:SameasthatofHeadPeon.

 CriteriaforreckoningSeniority:SameasthatofHeadPeon.

 Ineligibility:SameasthatofHeadPeon.

DutiesofArmedGuard:

Personsrequiredtoperformwatchandwarddutiesi.e.,towatchorlookafterthepremisesor

departmentforthepurposesofitssafety,securityandguardagainstattackorassaultorinfiltration

andagainstremovalofthebank’spropertybyanyunauthorizedpersonsAND/ORtowatchand

guardasabovethemovementofcashfromoneplacetoanotherwhetherinsideoroutsidethe

Bank,forwhichpurposetheyarerequiredbythebanktocarryanyofthefollowingweapons:

a.Gun,Pistoloranyotherfirearm;or

b.Dagger,sword,khukriorspear;or

c.Anyotherlicensedweapon

Note:‘Retainers’Peons(otherthanwatchmen)whosenamesareregisteredintheBank’slicence
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asRetainerswill,whentheyperform“ArmedGuard”duties,beentitledtospecialpayfor“Armed

Guards”prorata.

DutiesofBillCollector:
Theirworkinvolves:

a.Obtainingacceptanceofbillsofexchange,hundiesetc.,drawnonlocalpartiesorbanksand/

orcollectingpaymentsthereof.

b.Collectingpaymentsforchequesofpostalorderetc.frombanksorpostofficecounters.

c.Theymayalsoberequiredtocollectcashnotexceeding 4̀000/-atatimeagainstvarious

instruments.

DutiesofACPlanthelper Semiskilledpersonswhounderthesupervisionof

thetechnicianattendtoroutinemaintenanceof

andminorrepairstoairconditioningplants.

DutiesofDriver Personsrequiredtodrive,maintainandeffect

minorrepairs(notrequiringatechnician’sskill)to

motorcars,motorvans,stationwagons,scooters,

motorcyclesorothermotorvehicles.

DutiesofElectricians Theirworkinvolvescarryingoutsemi-skilled

electricalwork like routine maintenance of

electricalequipments,effectingminorrepairsto

electricalfixturesandappliances.
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LEAVE

1. CasualLeave(CL) InacalendaryearanEmployeeisentitledtoCLuptoamaximumof

12daysonfullemolumentssubjecttothefollowing:

 CLcannotbeavailedformorethanfourdays(excludingSundays

andHolidays)atatime.

 IftheCLperiodiscombinedwithHolidays/Sunday,thetotal

numberofdaysincludingsuchHolidays/Sundayshouldnot

exceedsixdays.Ifsuchperiodcomestosevendaysormore,then

theentireperiodistobetreatedas privilege leave (subject to

sufficientcredit intheEmployee'sPLaccount)

 Interveningholidaysandweeklyoffarenottobetreatedaspart

ofCL.

 CLcannotbegrantedincombinationwithanyotherleave.

 Duringthefirstcalendaryearofserviceaworkmenwillbe

entitledtoCLonpro-ratabasisattherateofonedaycasualleave

foreachcompletedmonthorpartthereof.

 Casualleaveisnon-cumulative.UnavailedCL(UCL)cannotbe

carriedforwardtothenextcalendaryearascasualleave.

However,suchunavailedcasualleavewillbeconvertedintosick

leave,whichwouldbeoverandabovethemaximumperiodof

sickleavebutitsavailmentwouldbesubjecttotheprovisionsof

sickleave.

 CasualleaveconvertedintoSLmayalsobeavailedwithout

productionofmedicalcertificatefor4daysatatimeor2daysat

atime,twiceayear.

2. PrivilegeLeave(PL)  AworkmanwillearnPLofonedayforevery11ofactive

service.'ActiveService'forthispurposemeans,theperiodof

serviceexcludingalltypesofleave,otherthan casualleave,

 availedduring theperiod forwhichprivilege leave isto be

calculated.

 ThespecialleavegrantedtotheEmployeesfortheperiodof

Treatment/Hospitalizationforinjuriessustainedinthecourseof

duty,cannotbetreatedasondutyandshouldbeexcludedwhile

calculatingprivilegeleave.

 Leaveencashedshouldnotbetreatedasleaveavailedwhile

calculatingPL.
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 ForcalofPL,specialcasualleave(andnotspecialleave)granted

toanEmployeeduringthecalendaryearforpurposesrecognized

bytheGovernmentneednotbedeductedfromthetotalperiodof

serviceduringthatcalendaryear.

 Plcanbeaccumulateduptomaximumof270days.However,

encashmentisrestrictedto240days.

 PLiscreditedevery11months.

 AworkmancantakePLongroundsofsicknessonproductionof

medicalcertificateforaperiodofmorethan4daysatatime.

 AworkmanwillnotbeentitledtotakePLformorethan4times

inacalendaryear(exceptunionofficebearers).Underspecial

circumstances,BankcansanctionPLbeyond4times.Occasion,

whereaworkmanhasbeengrantedPLongroundsofsicknesson

productionofmedicalcertificateshallnottobeincludedinno.of

occasions.

 WhenLFCisavailedinblocksof2years,leaveencashmentmay

beavailed,notexceeding15daysoneitheroccasionornot

exceeding30daysinanyblockof4years.

 Incaseofresignation,aworkmancanencash50%ofPLbal.

subjecttomax.120days.

 PLshouldbeappliednotlessthan15daysbeforetheproposed

dateofcommencementofsuchleave.

3. SickLeave(SL)
 Onemonthforeachyearofservice,maximum18months

duringtheserviceof24years.

 AdditionalSickleaveattherateofonemonthforeach

completedyearofserviceinexcessof24yearssubjectto

maximumof3months.

 SLcanbegivenonpro-ratabasisduringthefirstyearof

service.

 Sickleaveshallbeonhalf-substantivepay,providedthatan

employeeifhesorequests,shallbepermittedtoavailsick

leaveonfullsubstantivepayuptoamaximumof9months

duringtheentireperiodofservice,suchleaveonfull

substantivepaybeingenteredastwicetheamountofleave

taken,inhissickleaveaccount.
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 CLnotavailedofbyanEmployeeinacalendaryearshallbe
convertedintoSLonfullsubstantivepayandsuchsickleave
inlieuofunavailedcasualleaveshallbeoverandabovethe
maximumperiodprovidedabove.

 AllSLshallbegrantedonproductionofamedicalcertificate
acceptabletotheBank.

4. SpecialSickLeave  Upto30daysinentireserviceforkidney/organdonation.

5. ExtraOrdinaryLeaveonLoss

OfPay
 Managementmaygrantextraordinaryleaveonlossofpayto

employeewhennoordinaryleaveisduetohim.

 2yearsduringentireservice,notexceeding3monthsatatime.

 Aworkmanwillnotbeentitledtoanyemolumentduringthis

leave.

 TheduedateofannualincrementofanEmployee,whoisgranted

extraordinaryleave,willbepostponedbynumberofdaysofsuch

Leave.

TheGeneralManager/Dy.GeneralManagerin-chargeoftheHRM
isthecompetentauthorityforcondoningtheeffectofextraordinary
leaveonlossofpayonannualincrementincasesofseriousailments
sufferedbyemployeesforsanctionuptoamaximumperiodof90
days.Suchcondonationonlyonceintheentireserviceofthe
employee.

 ExtraordinaryleaveISNOTAUTOMATICbutrequiressanction

bythecompetentauthorityonmerits.Thecompetentauthority

maygrantextraordinaryleavetoanEmployeeincombination

withorincontinuationofanyleaveexceptcasualleavetowhich

heisentitled.TheRegionalHeadistheCompetentAuthorityfor

thispurpose.

6. MaternityLeave  AfemaleEmployeewillbeentitledtomaternityleave,onfull

substantivepay,foraperiodofnotexceeding6monthsonany

oneoccasion,uptoamaximumof12monthsduringtheentire

periodofservice.

 Withintheoverallperiodof12months,leavemayalsobe

grantedincaseofmiscarriage/abortion/MTP.

 Withintheoverallperiodof12months,leavemayalsobe

grantedincaseofhysterectomyuptoamaxof60days

 Leavemayalsobegrantedonceduringservicetoachildless

femaleemployeeforlegallyadoptingachildwhoisbelowone

yearofageforamaximumperiodof6monthssubjecttothe
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followingtermsandconditions:

(i)Leavewillbegrantedforadoptionofonlyonechild.

(ii)Theadoptionofachildshouldbethroughaproperlegalprocess

andtheemployeeshouldproducetheadoption-deedtotheBank

forsanctioningsuchleave.

(iii)Thepart-timeemployeesarenoteligibleforgrantofleavefor

adoptionofachild.

(iv)Theleaveshallalsobeavailabletobiologicalmotherincases

wherethechildisbornthroughsurrogacy.

(v)Theleaveshallbeavailedwithinoverallentitlementof12

monthsduringtheentireperiodofservice.

 Maternityleavemaybegrantedduringtheperiodofprobation.

However,insuchacasetheprobationperiodoftheconcerned

femaleEmployeeshallbeextendedtotheextentofmaternity

leaveavailed.

7. PaternityLeave(W.E.F.

01.06.15)

 Maleemployeeswithlessthan2survivingchildrenshallbe

eligible for15 days Paternity leave during his wife’s

confinement.Thisleavemaybecombinedwithanyotherkindof

leaveexceptCL.Theleavemaybeavailedupto15daysbeforeor

upto6monthsfromthedateofdelivery.

8. SabbaticalLeave(Ref

BCC:BR:104/132

19.04.12)

 AllFull-timeconfirmedWomenStaffmembers(bothAward

StaffandOfficers)workinginIndiawithminimum-5-yearsof

serviceintheBankshallbeeligibletoapplyforSabbatical

Leave. 

 Sabbaticalleavebeforecompletionof-5-yearsofserviceshallbe

sanctionedtoconfirmedwomenemployeesonlyinexceptional

circumstancesbytheAuthoritynextabovetheLeaveSanctioning

Authority.

 Eligible and willing Women Employeescan requestfor

Sabbaticalleaveforanypurposeslikemedicalgrounds,careof

familymembersorchildren,higherstudies,visitspouseetc.

 SabbaticalLeaveofupto2yearsshallbeadmissibletoeligible

womenemployeesofourBankduringtheirentirecareer. 

 Theleaveshallbetakenforaperiodofatleast-3-monthsata

timeandtheleaveshallnotbetakenmorethanonceinayear.

 SabbaticalleaveshallbewithoutPay,Salary,Allowancesand

anyconsequentialmonetaryandnon-monetarybenefits.

 NoincrementswillbeearnedduringtheperiodofSabbatical
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Leaveandtheemployeewillrejoinatthesamestageofpayas

wasexistingatthetimeofheravailingtheSabbaticalLeave.

 EmployeesonSabbaticalLeaveshallnotbeeligibletoparticipate

inanypromotionexerciseduringtheSabbaticalleaveperiod,

evenifotherwiseeligible.

 TheSabbaticalLeaveperiodwillnotbeconsideredasactive

serviceforanypurpose,includingforseniority,consequential

benefitsarisingoutofseniority,eligibilityforpromotions,for

availingloans/benefitsetcandshallalsonotbecountedas

serviceforthepurposeofcalculationofterminalbenefitsviz.

Gratuity/PF/Pension/ARBetc. Effectofwage/salaryrevision,

ifanyduringtheperiodofsabbaticalleavewillbegivenonly

fromthedateofrejoiningserviceonexpiryofthesabbatical

leave.

 Theemployeeshallnottakeupanyemployment/vocation/

business/professionelsewhereduringtheSabbaticalLeave.

 Noloans/advances/withdrawalfrom PF/otherfacilitieslike

Bank’saccommodation,LFC/LTC,Leaveencashment,festival

advance,Bonus(ifapplicable),MedicalAid,StaffWelfare

measuresetcwillbegranted/permittedduringtheSabbatical

Leaveperiod.

 LFC/LTCblockfallingdueandexpiringduringtheSabbatical

Leaveperiodshalllapseandtheemployeewillnotbeentitledto

availthesameonresumptionofdutiesaftertheSabbaticalLeave

period.

 AnemployeewhoseapplicationforSabbaticalLeaveisrejected

bytheCompetentAuthority(leavesanctioningauthority)may

submitanappealtotheprescribedAppellateAuthority(Authority

above LeaveSanctioningAuthority)within15daysofrefusalofthe

same. ThedecisionoftheAppellateAuthorityshallbefinaland

binding.


9. SpecialLeave

 1dayCLforthedayofblooddonation.

 ForSmallFamilyNorms

 6 daysforundergoing vasectomy operation formale

employees.

 14daysfortubectomyforfemalestaff.

 7daysspecialleavetomaleemployeesifhiswifeundergoes

tubectomy.
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 1dayforIUCDinsertion

30daysinayearformountaineering/trekking

Max30daysperyearforsportswhereemployeerepresents

bank/state/nation/districtandforBank’sculturalprogram.

10

.
UnionOfficerBearers

 21daysinayear–AllIndiaofficebearers.

 17daysinayear–AllIndiaCentralCommitteemembers

 7daysinayear–Officebearersatstateunit

11

.

Specialleaveincaseof

accident/injury whileon

duty/playingfortheBank

Etc.

 Incasesofinjuriessustainedbyaworkmaninthecourseofhis

duty,heshallbetreatedonspecialleaveforperiodofhisabsence

requiredforthetreatment.

 Theconditionsforsanctionofthisspecialleaveareasunder:

a.WhileintheBankorelsewhereincludingwhileondeputation

andtraining.

b.WhileplayingfortheBankinanyofficialtournamentor

representinginateamattheStateorNationallevelinany

tournament.

 Theemployeewhosustainsinjuryintheabovecircumstances

mayalsobereimbursedtheactualmedicalexpensesincurredby

himforthetreatmentoftheinjuryaftergettingthemedicalbills

verifiedfromtheBank'sDoctorandprovidedtheManagementis

satisfiedaboutthegenuinenessoftheclaim.

 Whentheabsenceofanemployeeduetotheabovecircumstances

exceedsthreedays,amedicalcertificateshouldsupportthesame.

CompetentAuthority:

 TheZonalAuthoritiesareauthorized to decide,in their

discretion,cases,whichfulfilltheabovenormsasunderto

sanctionspecialleaveuptomaximumof15daysinaYearandto

reimbursemedicalexpensesuptoRs.1000/-.

 TheGeneralManager(HRM)istheCompetentAuthorityfor

sanctionofspecialleavebeyond15daysinayearand/or

reimbursementofmedicalexpensesbeyondRs.1000/-

 ToreimburseactualmedicalexpensesincurreduptoRs.1000/-

p.a.(ineachcase)excludingconveyancechargesandafter

gettingthemedicalbillsverifiedfromtheBank'sdoctor,the

ZonalAuthorityshouldbesatisfiedaboutthegenuinenessof

theclaim

 Themedicalexpensesreimbursedundertheabovecircumstances

wouldbeoutsidethemedicalaid(underBipartiteSettlement)and

ex-gratiamedicalaidreimbursedtothestaffmembers
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12

.

Specialleaveincaseof

disabled ex-servicemen

employees

 TheBankhasbeengrantingspecialcasualleavenotexceeding15

daysinacalendaryeartotheDisabledEx-Servicemenfor

enablingthemtoappearbeforeMedicalRe-SurveyBoardfor

assessingtheirdisabilitypensionortogotoartificialcentrefor

replacementofartificiallimb(s)orfortreatment.Themaximum

periodof15dayswouldincludetransittime(bothways)andthe

samemaybesanctionedonthebasisofcertificateofArtificial

LimbcentreorhospitalorMedicalRe-surveyBoardasthecase

maybe.

 Thisfacilityofspecialleavecanbeconsideredtothosedisabled

ex-servicemenwhoareprovidedwithartificiallimbsasaresult

ofinjurysustainedinmilitaryoperationandnototherwise.

13

.

Specialcasualleavefor

disabled/physically

handicappedemployees

T

 15daysspecialleavetoallthephysicallyhandicappedemployees

for1.Treatment2.Replacementofartificiallimbs3.Appearing

beforemedicalre-surveyBoardforassessingdisability

14

.

SpecialCasualLeaveto

employeeswithdisability

 4daysincalendaryearforspecificrequirementslikerenewalof

disabilitycertificate,medicalcheckupsetc.

 10daysforparticipatinginconference/seminars/trainingsrelated

todisability&development,tobespecifiedbytheMinistryof

SocialJusticeandEmpowerment,subjecttoexigenciesofwork.

15

.

Grantofleaveforstudy

abroad

Anemployeemaybesanctionedstudyleave,subjecttofollowing

conditions:

 Thesubjectofstudyoftheapplicantemployeeshouldbesuchas

wouldbeusefultotheconcernedemployeeinthedischargeofhis

dutiesintheBankonhisreturn,suchasbankingorbusiness

management/administration.

 Theemployeeshouldhaveputinfiveyearsofservice.

 Theleaveshouldbeonlossofpayandshouldnotnormally

exceedmorethan2year.

 TheapplicantwillhavetoexecuteabondforRs.3,00,000/-in

favouroftheBank.Itmayalsobestatedherethatthebondwill

havetobeexecutedonstamppaperoftheappropriatevalue,the

costofwhichwillhavetobebornebytheconcernedemployee.

Normally,thebondwillbeforaperiodof-3-years.
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HOURSOFWORK&OVERTIMEALLOWANCE
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WorkingHours

The actualhours of work of full-timeworkmeneveryday,exclusiveofrecessperiodshallbeas

givenbelow:

Category Weekdays
(excluding
Saturdays)
(hoursper
day)

Satur
days

(a) Clericalstaff 6.5 4

(c)
Membersof thesubordinatestaff otherthanDriversandWatchand
WardStaff

7 4.5

(d) Drivers 7.5 5

(e) WatchandWardStaff 8 8

(b) Godown-keepersengagedsolelyforthatworkotherthanthose
requiredtoremaininattendanceattheBankduringOfficehours

8 8

OvertimeAllowance

 TheManagementcanrequireaworkman,withouthisconsent,toworkbeyondthe normal hours

 of work prescribed for him, subject, however, that suchovertimeworkcannotexceed175

hoursinanycalendaryear.

 However,thenumberofhoursthataworkmanmayberequiredtoworkovertimeina

Day/Week/QuartershouldnotbeincontraventionofanyprovisionoftheShopsand

EstablishmentsActinforceattherelevantperiod,oragainstanyprovisionofanylocalenactment.

Weekdays

(excludingSaturday&Holiday)

Saturdays

(excluding

Holiday)

%ofhourlyemoluments
CLERICALSTAFF:

First30minsofovertimework 100% 100%

Nextonehourofovertimework 170%                    170%                   

Nextonehourofovertimework 200%                   
170%                   

Restoftheovertimework              200%                    200%                   

SUBORDINATESTAFF

Firstonehour 150%                    150%                   
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Next onehourofovertimework 200%                   
170%                   

Restoftheovertimework              200%                    200%                   

 ForworkdoneonSundaysoranyotherweeklyoffdayandHolidaystowhichhemaybe

entitled, aworkman(includinga peonwhoisaskedtoworkas aWatchmanonsuchday)willbe

paidfortheentireperiodofworkat200%ofhishourlyemoluments,unlessanysuchdayhappens

tobeaworkingdayforhim.

 For thepurposeofcalculatingthe amountpayableforovertimework, everymonthshallbe

deemedtoconsistof 150workinghourssothatthe monthlyemolumentspayable perhourwillbe

deemedtobe 1/150th ofthe monthlyemoluments,foralltheworkmen.

 Forthefirstone-quarterofanhourofovertimework(hereinaftercalledthecushioning period) on

 any working day, there shall be no payment for theworkmenotherthanmembersofthe

subordinatestaff.If,however,theovertimeworkextendsbeyondthecushioningperiod,overtime

paymentshallbemadeforthewholeperiodofovertimeworkincludingthecushioningperiod.

TherewillbenosuchcushioningperiodforworkdoneonSundaysandHolidays.Therewillbeno

suchcushioningperiodformembersofthesubordinatestaff.

 DriversrequiredtodrivethevehiclesonoutstationdutyshallbepaidOvertimeWagesforthe

periodofactualdrivingbeyondnormalworkinghoursinadditiontobatta/haltingallowanceatthe

ratespayabletothem.

 Theprovisionsrelatedtohoursofworkandovertimearenotapplicabletoparttimeworkmen.
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MEDICALFACILITIES

1.HOSPITALIZATIONSCEHEME

 AnewMedicalInsuranceSchemehasbeenenumeratedinthe10thBipartiteSettlement.Tillthe

timethenewschemegetsimplementedthehospitalizationexpensewouldbereimbursedasper

Hospitalizationschemeofthe9thBPSmentionedbelow.

 Medicalexpensesincurredforthehospitalizationwillbereimbursedonthestrengthof

bills/voucherstotheextentof100%incaseofselfand75%incaseoffamilymemberssubjectto

limitsprescribedunderthescheme.

a)Hospitalizationchargeswillbereimbursedincaseofallailmentsandmajoraccidentswhich

requirehospitalization.

b)Aworkmanorhisdependentfamilymember(s)willbeconsideredtohavebeenhospitalizedonly

iftheyareadmittedasindoorpatient(s)inthehospitalinrespectofdiseases/accidentsas

mentionedinscheduleVof9thBPS.

c) Caseswherethepatientisadmittedasanout-patientanddischargedthesamedayaftersurgical

proceduresinvolvingadvancedtechniquesmayalsobeconsideredforreimbursementof

hospitalizationexpenses.

 “DefinitionofFamily”–ForthepurposeofLFCandmedicalfacilities

d)Theemployee'sspouse,whollydependentunmarriedchildren(includingstepchildrenandlegally

adoptedchildren),whollydependentphysicallychallengedbrother/sisterwith40% ormore

disability,widoweddaughtersanddependentdivorced/separateddaughters,sistersincluding

unmarried/divorced/abandonedorseparatedfromhusband/widowedsisters,asalsoparentswholly

dependentontheemployee.

e)Thetermwhollydependentfamilymembershallmeansuchmemberofthefamilyhavinga

monthlyincomenotexceedingRs.10000/-p.m.Iftheincomeofoneoftheparentsexceeds̀10000/

-p.m.ortheaggregateincomeofboththeparentsexceedsRs.10000/-p.m.,boththeparentsshall

notbeconsideredaswhollydependentontheemployee.

f)Amarriedfemalemayincludehernaturalparentsorparents-in-lawunderthedefinitionoffamily-

butnotboth-providedthattheparents/parents-in-lawareordinarilyresidingwithandwholly

dependentontheemployees.

Note:Forthepurposeofmedicalexpensesreimbursementscheme,forallemployees,anytwoof

thedependentparentsparents-in-lawshallbecovered.

 Medicalexpensesincurredwithin30daysof'pre'andpost-hospitalisationperiodonmedical
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advice,onaccountoftheailment/diseaseforwhichthepersonwashospitalised,willbeconsidered

ashospitalisationexpensesforreimbursementpurpose.However,incasesofhospitalisation

involvingspecialormajoroperations,medicalexpensesincurredforaperiodnotexceeding45

daysofpost-hospitalisationwillbeconsideredforreimbursement,subjecttomedicaladvice.

DomiciliaryTreatment

a)MedicalExpensesincurredinrespectofthediseasesmentionedinScheduleVof9thBipartite

Settlementwhichneeddomiciliarytreatmentasmaybecertifiedbytherecognisedhospital

authoritiesandbank'smedicalofficershallbedeemedashospitalisationexpensesandreimbursed

totheextentof100%incaseofaworkmanand75%inthecaseofhisfamily.

b)Thecostofmedicinesetc.inrespectofdomiciliarytreatmentshallbereimbursedortheperiod

statedintheSpecialist'sprescription.Ifnoperiodisstated,theprescriptionforthepurposeof

reimbursementshallbevalidforaperiodnotexceeding90days.

c)Themedicalaidandreimbursementofexpensesunderthehospitalizationschemewillalsobe

availableformedicaltreatmentundertherecognizedsystemsofmedicines,viz.,Ayurvedic,Unani,

Sidha,HomeopathyandNaturopathyifsuchtreatmentistakeninaclinic/hospitalrecognisedby

theCentral/StateGovernment.Further,reimbursementshallbelimitedtosuchexpensesi.e.,100%

ofapprovedexpensesforselfand75%incaseoffamily.

PackageCharges

a)Somehospitalsarechargingonthebasisof“package‟forspecializedtreatmentfordiseases

pertainingtoheart,kidney,coronary,etc.Thesepackagechargesgenerallyincludeallcharges

pertainingtoaparticulartreatment/procedureincludingadmissioncharges,accommodation

charges,ICU/ICCUcharges,monitoringcharges,operationcharges,anesthesiacharges,operation

theatercharges,proceduralcharges/Surgeonsfee,costofdisposables,costofconsumableslike

catheters,guidewires,etc.,surgicalchargesandcostofmedicineusedduringHospitalization,

relatedroutineinvestigations,physiotherapychargesetc.

b)Inthefollowingcases,packagechargeswillbereimbursedtotheextentof100%inthecaseof

selfand75%inthecaseofdependentmembersoffamily,subjecttothelimitsspecifiedbelow:-

Coronary Bypass

Surgery
Rs.1,60,000/-

CoronaryAngiography Rs.16,500/-

Angioplasty/Stentoplasty Rs.80,000/-

KidneyTransplant Rs.1,80,000/-

LiverTransplant Rs.2,20,000/-

c)Fortheaboveailments,workmenemployeescanclaim eitherasperscheduleofexpenses

prescribedorpackagechargeswheneverthetreatmentistakenunderpackagechargesscheme.
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d)Inthecaseofstentoplasty,costofmedicatedstent(s),wires/balloon,implantedduringsurgerymay

bereimbursedattherateof75%forfamilymembersand100%forworkmanhimselfatratesnot

exceedingtheratesapplicabletolowestpayingbedofAIIMS,NewDelhi,inadditiontothe

packagechargesindicatedabove.

e)Livertransplantchargesarenotreimbursableincaseswheredamagetotheliverhasbeencausedby

alcoholism.

 KindlyrefertoScheduleVof9thBipartiteSettlementfordetailedinformationontypeofdiseases

covered,ratesetc.

2.ACCIDENTINSURANCEFORSTAFFMEMBERS

 BankhasmadearrangementGroupPersonalAccidentInsurancePolicyforallstaffmembers/

directorsoftheBankcoveringalltypesofaccidentsona24X7basisprovidingcoverforDeathas

wellasPermanentTotalDisabilityarisingduetoaccident.

 QuantumofCoverage

ManagingDirector&CEO 30lacs

ExecutiveDirectors,BoardofDirectors&General
Managers                                                                  
          

20lacs

Deputy/AssistantGeneralManagers̀

                                                          

18lacs

ChiefManagers

                                                                                 

      

15lacs

AllOtherOfficers

 ̀                                                                              

12lacs

AllOtherEmployees 8lacs

 Thecoverisavailabletotheinsuredpersonwhosustainsinjuryresultingindeathand/or

permanenttotaldisablementduetoaccident

(1)Deathonly-100%
(2)LossofTwoLimbs,twoeyes,oronelimbandoneeye-100%
(3)LossofoneLimboroneeye-50%
(4)PermanentTotalDisablementfrominjuriesotherthanthosementionedabove(PTD-100%)

3.BANKOFBARODAINJURYCOMPENSATIONSCHEME:

 TheBankshall payinrespectofpersonalinjurysustainedbyan employee/deathsuffered byan

employeebyaccidentwhileonduty.

 Bankisnot be liable to pay anycompensationinthe eventof injurynot resultingindeath,if

 such injury isdirectlyattributableto:

a)Hishavingbeenatthetimeofinjuryundertheinfluenceofintoxicatingdrinksordrugsor

b)Wilfuldisobedienceonhispartofanorderexpresslygivenortoaruleexpresslyframedforthe
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purposeofsecuringsafetyoftheemployeeor

c)Wilfuldisregardorremovalofasafeguardordevicebytheemployeewhichhadbeenprovided

for thepurposeofsecuringthesafetyoftheemployee.

 EmployeeswhoareprovidedwithinsurancecoverbytheBankshallbeentitledonlytobenefitsunderthe
insurancecoverorcompensationunderthisscheme,whicheverishigher.

AMOUNTOFCOMPENSATION:

  Injury Amountofcompensation
(a)  Incaseofdeath.    Anamountequalto50%of themonthlywagesofthe

deceased employeemultipliedbythefactorasperage
ORanamountof̀80,000/-,whichever  ismore. 

(b) 
 
 

In   case   of
PermanentTotalDisablement.

Anamountequalto60%ofthemonthlywagesofthe
disabled     employeemultipliedbytherelevantfactor
asperageORanamount   of̀ 90,000/-whicheveris
more. 

Compensationpayableshallbereducedby50%,ifthe

Bankcontinuestoemploysuchemployeesafterthe

injury.
[

 "factor"meansthefactorspecifiedinthesecondcolumnofSchedule II ofWorkmen
CompensationAct1923against thethe first column of that Schedulespecifyingthecompleted
yearsofthe ageon hislastbirthday immediatelyprecedingthedateonwhichthecompensation
felldue.

 Where the monthly salary of an award staffexceedsRs4000/-, his monthlysalaryforthe 
shallbedeemedtobe fourthousandrupeesonly.

 An employee who sustains injury by accident while on duty would also bereimbursedthe
actualmedicalexpensesinfullincurredbyhimofthetreatmentand/orhospitalisationoverand
abovehisnormalentitlementforreimbursementcompensationunderthescheme.
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STAFFLOANS

1)STAFFHOUSINGLOAN

Eligibility

 Allconfirmedemployees(includingpart-timeemployees)areeligibleforhousingloan.

 Staffhousingloanincludingadditionalstaffhousingloanforrepairs/renovationswillbeavailableto

anemployeeonlyonceinhisservicecareer.Theemployeeorhisspouseorminordependentshould

notalreadyownahouseinthetown/urbanagglomerationwherethehouse/dwellingunitisproposed

tobeconstructedoracquired.

 Ifhusbandandwifearebothareworkinginthebank,thestaffhousingloanwillbeadmissibleto

onlyoneofthem.

Purpose

 ConstructinganewDwellingunitoranexistingplot.

 Purchaseofaplotforconstructionthereonwithin3yearsofsuchpurchase.

 Purchaseofaneworolddwellingunit.

 Staffhousingloancanbesanctionedtoastaff,singleorjointlywithhis/herspouse.

Limit

Clericalstaff 90%ofthetotalcostofthehouseor95timesofgrosssalarysubjectto

max.ofRs.35lacs,whicheverislower

Sub-staff 90%ofthetotalcostofthehouseor95timesofgrosssalarysubjecttomax.

ofRs.20lacs,whicheverislower.

ParttimesubstaffwillbeeligiblefortheapplicablefractionofRs.20lacs,

pro-ratatothescaleofwagesdrawnbythem,or95timesoftheirgross

salarywhicheverislower.

¾ofscalewages:15lacs

½ofscalewages:10lacs

1/3ofscalewages:6.67lacs
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RateofInterest

 UptoRs.40lacs-7%(Simple)

 BeyondRs.40lacs-8%(Simple)

Howeveremployeeswhohavetenderedtheirresignation/VRSwithinaperiodof5yearsfromthedate

ofavailmentofthestaffhousingloan,theinterestcomponentontheloanwillberevisedapplyingthe

followinginterestratefrom thedateofavailmentoftheloan.Thiswillhowevernotapplyto

employeesretiringonsuperannuationinthenormalcourse.

 UptoRs.40lacs-8%(Simple)

 BeyondRs.40lacs-9%(Simple)

 Margin:10%

TotalDeductionsformSalary

 Totaldeductionsonaccountofincometax,PF,interestservicingofSOD,recoveryofotherloans

(excludingflood/cycloneloans)includingrecoverytowardsproposedloanandanyotherrecovery,

etc.shouldnotexceed60%ofthegrosssalary.

Repayment

 Repaymenttobestartedafter18monthsof1stdisbursementdateorfromthepayofthemonth

followingthecompletionofhouse/flat,whicheverisearlier.

 Incaseofloantakenforpurchaseofreadybuilthouse,recoverywillcommenceformthepayofthe

monthfollowingthatinwhichtheadvanceistaken.

 Recoveryofprincipalandinteresttobein270and90installmentsrespectively.Thereforefull

repaymentperiodisfor30years.

CompetentAuthorityforSanction

 TheRLFheadwillbethecompetentauthoritytosanctionstaffhousingloanfortheemployees
(otherthanthoseinsenior&topmanagement)postedinbranches/officescoveredbythesaidRLF.

 Foremployees(otherthanthoseinsenior&topmanagement)postedinbranches/officesnot
coveredbyanyRLF,theRHshallbethecompetentauthority.

 TheRLFhead/RHshallsanctionthestaffhousingloanasperdiscretionarylendingpowersoftheir
Grade/scalesubjecttovigilanceclearance.

 Thecompetentauthoritytosanctionstaffhousingloanfortheexecutivesinsenior& top
management)willbeZonalHeadsubjecttovigilanceclearance.
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SecondStaffHousingLoan

 Itispermissibleonlywhenanemployee’sexistingaccommodationconstructed/purchasedby

availingstaffhousingloanfromtheBankbecomesinadequateonaccountofsubsequentadditionto

thefamilyortransferorforanyothercogentreasons.

 Loanfor2ndhouseisallowedwithintheoveralllimitofrespectivecadre.The2ndhouseshouldnotbe

disposedoffwithin10yearsofloansanction.

 Requestfor2ndhousingloanshallbeconsideredonlyonceinthecareeroftheemployeeanddue

permissionmustbesoughtforthesamebytheemployeefromtheRH,whoaftercogentreasons,will

grantsuchpermission.

 AdditionalStaffHousingloanforrepairs,maintenance,enlargement,renovations

Clerks Rs7lacs

Sub-staff Fulltime:Rs4lacs

¾scalewages:Rs3lacs

½scalewages:2lacs

1/3scalewages:1.33lacs

Limitforpart-timesub-staffwouldbefractionof

Rs4lacs,pro-ratatothescalewages.

Interestrate:8%(simple)orbaseratewhicheverisless.

Repayment:120months(principal90andinterest30)

Margin:25%ofcostofestimate

Kindlyrefertocircularno.BCC:BR:106/484dated08/12/2014and

subsequentcircularno.BCC:BR:107/117dated09/03/2015fordetailed

information.
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2)ConveyanceLoan

ClericalStaffMembers

Purpose Eligibility Limit Rate of

Interest

Recovery

Alldeductions

shallnot

exceed65%of

grosssalary.

Ifanemployee

wantstoavail

boththeloans,

max

permissible

limitsi.e.Rs5

lacks.

Purchaseofcar Confirmed

clericalstaff.

80%ofcontrolprice

or Rs. 5/- lacs,

whicheverisless

8.5% p.a

(Simple)

Principal: 90
months

Interest: 30
months

2wheelerloan

forclerksjoined

on or after

18.09.1989

Confirmed

clericalstaff

members

90%ofcontrolprice

or Rs. 90,000/

-,whicheverisless

8.5% p.a

(Simple)

Principal: 70
months

Interest: 14
months

Baroda two

wheelerloanfor

youngclerks

 Allclerical

staff

members

Rs60,000/-

Margin:10%on‘on

roadprice’

(“On Road Price”

includesInvoicePrice,

Insurance

&Registration

charges)

Base rate

presently

10.25%

EMI as per
present Base
Rateshallbè
1120/-for72
Monthsfor

6̀0000/-.

Staffwillnotbe

permitted to

avail another

Vehicle Loan

from ourBank/

OtherBanktill

this Loan is

repaidinfull

Totaldeductions

ofStaffshould

notexceed60%

of his Salary

after including

EMI to be

deducted under

thisLoan.

Sub-ordinateStaff
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Purpose Eligibility Limit RateofInterest Recovery
2wheelerloanfor

fulltimesub staff

joined on orafter

18.09.1989

Confirmed sub

staffmembers

90% ofcontrol

price or Rs.

90,000/

-,whichever is

less

8.5 % p.a

(Simple)

Principal: 70
months

Interest: 14
months

2wheelerloanfor

permanentpart-time

sub-staff

Permanent part-

timesubstaff
Sameasabove

SubsequentconveyanceloanforAwardstaff

 Theemployeeshouldbeeligibletoavailsubsequentconveyanceloan(caror2wheelerasthecase

maybe).

 Beforeconsiderationofapplicationforloanforpurchaseofavehiclefora2ndorsubsequenttimeor

forchange-overtoanothertypeofvehicle,theloantakenearliertogetherwithinterestthereonshould

befullyliquidated.

 Thelimitofloan,rateofinterest,repaymentperiod,documentation,otherconditions,etc.as

mentionedaboveforcarloanor2wheelerloanasthecasemaybeshallbeapplicableforsubsequent

conveyanceloantoawardstaff.

 Mingapbetween2vehicleloansshouldbe4years.Thestipulationof4yearshowever,bewaivedin

caseofanemployeewhoappliesforloanforchange-overtoanothertypeofvehicle.

Loanforsecond–handconveyanceforAwardstaff

 Theawardstaffmembershallbeeligiblefortheloan.

 Thestaffmembershouldproduceavaluationcertificatefrom reputedmotorgarage,narrating

condition,expectedlife,depreciatedvalue,etc.

 Theawardstaffmembershouldgiveanundertakingtoinsurethevehicleuntilrepaymentofthe

conveyanceloan.

 Theeligibility,limitofloan,ROI,repaymentperiod,documentation&otherconditionsasstated

abovefornewvehiclesshallbeapplicableforsecondhandvehicles.

 Thevehicleloanshallbesanctionedonthebasisoftheamountofpresentassessedmarketvalue
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statedinthevaluationreportorthesumassuredbytheInsuranceCompany,whicheverisless.For

thispurpose,thestaffmemberhastosubmitacopyoftheInsuranceCoverofthevehicleora

certificatefromanInsuranceagent,statingtheamountforwhichsuchvehiclewouldbeinsured,

apartfromthevaluationreportfromthecertifiedgarage/valuer.

3)StaffOverdraftFacility

Eligibility

LIMIT

ROILength of

service

Clerical

staff

Subordinatestaff

Allconfirmedclericalstaff

memberswith3yearsof

service.

3to5years Rs95000/- Rs60000/-

9%

5to10years Rs185000/- Rs115000/-

10yearsand

above
Rs310000/-

Rs200000/-

(Permanentpart-timeemployees

willbeeligibleforlimits,which

wouldbepro-ratatotheirscale

ofwages).

Thiscanbeconvertedintotermloanprovidedemployeehas5yearsofresidualserviceinthebank.

4)DEMANDLOANS

Confirmedstaffmembers(officersaswellasawardstaff)with3yearsofserviceandwhohave

joinedthebankpriorto01.04.1994areeligiblefordemandloan.

Purpose Limit ROI Recovery

ForMarriage(self,son’s,

daughter’s&dependent

sister’smarriage)

15timesbasicpay+

specialpayorRs3

lacs,whicheveris

less

UptoRs12,000/-@4%p.a.

AboveRs12,000/-@baserate

+1.25%p.a(simple)

60equatedmonthly

installments

For religious/cultural

ceremonies

06timesbasicpay+

specialpayorRs1

lac,whicheverisless

UptoRs5000/-@4%p.a.

AboveRs5,000/-@baserate+

1.25%p.a(simple)

60equatedmonthly

installments

Amit
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5.PersonalLoan

Eligibility Purpose Limit ROI Recovery

All confirmed

employeeswhohave

joined before

01.04.1991

Purchase of

consumerdurables

90% ofcostof

articles or Rs

100000/-whichever

isless

07 % p.a.

simpleinterest

30EMI

2nd loan is

allowed 3

monthsafter

the last

installmentof

the previous

loanispaid.

All confirmed

employees having3

yearsserviceandwho

have joined after

01.04.1991

Purchase of

consumerdurables

90%ofcostofthe

consumerdurable

orRs.10,00,00/-

whicheverisless.

Simpleinterest

@ 1.25 %

abovebaserate

pa.

60EMI

2nd loan is

allowedafter

the last

installmentof

the previous

loanispaid.

Meetingexpenseson

marriage of

self/children etc or

Religious/cultural

ceremonies

90% of the

expenses on

marriage/anyother

social/religious

obligationsorRs.

10,00,00/-

whicheverisless.

 Proportionate

loanispaidto

part time

employees

6.SpecialDemandloanforMedicalTreatment

Theobjectiveofgrantingsuchloaniswithaviewtofacilitatingemployeesand/orhisdependentsto

dealwithunexpectedsituation(toenabletoundergomajoroperation and treatment etc. e.g. 

cardiac operation.

Eligibility:

ForSelf        :Confirmedservice.

ForDependants:Minimum3yearsofservice.

Coverage:

Amit
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Staffmembers,theirspousesandtheirdependentchildren. However,dependantparentsarealso

eligibleinwhichcasetherateofinterestwillbeBPLR.

Limit:

NolimithasbeenprescribedforsanctionofDemandLoanformedicaltreatment.Amountreceived

underHospitalization Scheme and otherentitlements likeEx-gratiamedicalaid,notspecifiedunder

BPS/BOBOSR,etc.,shouldbeadjustedfirstagainsttheamountofloan. Balanceamount,ifany,

afteradjustmentshouldbetreatedasLoanfromthedateofdisbursement.

RateofInterest:

 Self,spouse,dependantchildren:4%
 Dependantparents  :BPLR

Recovery:

Thebalanceamounttreatedasloanshouldberecoveredin60monthlyequalinstallmentsalongwith

Interest.

7.PFLOANSANCTIONEDBYPFTRUSTEES

 Eligibility:AllStaffmemberswhohavecompleted–7-yearsofservice.Employeescoveredunder

NPSarenoteligible.

Purpose Limit ROI Repayment

1.OwnMarriage

2.Son'sMarriage

3.Daughter'sMarriage

4.Dependentsister'sMarriage

5.DependentNiece's Marriage (widow sister's

daughter's)

6.OwnMedicaltreatment

7.Medicaltreatmentoffamilymember(i.e.wifeand

children)

8.Dependentfather/mother'smedicaltreatment.

6timesofBasic

Pay+SpecialPay

or 50% of PF

balance,whichever

isless.

As

decided

byPF

trustees

fromtime

totime

48EMI

9.VastuPujaceremony.

10.Thread ceremony/Janoi ceremony/Navjyot (i.e. 

own children anddependentminorbrother)

11.Baptismceremonyofchildren

12.Choul/JawaI/Akika/Tonsure/Mundanceremony

(i.e.own children)

13.Annaparasan/FirstRiceceremonyofchildren.

14.Namingceremonyofchildren.

15.Circumcision/Sunnat/Khathna ceremony of

3timesofBasic

Pay+SpecialPay

or 50% of PF

balance,whichever

isless.

24EMI
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children

16.Bismillahceremonyi.e.ownchildren

17.HolyCommunion'ceremonyofchildren.

18.Obsequies/Funeral/After   death  

Anniversary/Varshi  if  dependentparents.

19.1stshraddh/1stDeathAnniversary/Varshiof

dependentparents.

20.'Seemantham'ceremony.(i.e.wifedaughter)

21.Pubertyceremonyofdaughter.

22.Highereducationofchildren.

23.Passagefareforgoingabroad.

24.Chittyceremony(forPunjabis)Pagri.

25.EarBoringCeremony.

26.SonsPrayojanceremony.

27.DastarBandhiCeremony.

28.AkasharabysamCeremony.

29.ShashtipoortiCeremony.

8.PFLOANSANCTIONED(AtBankLevel)

 Eligibility: All Staff members who have completed –7- years of service

are eligible for loan against his own provident fundcontribution.

 EmployeescoveredunderNPSarenoteligible.

 Purpose,limitandrepaymentassameasPFloanfromPFTrusteesmentionedabove.

 RateofInterest:BPLR

9.FESTIVALADVANCE

Eligibility Limit Repayment ROI Otherconditions

Allconfirmedclericalemployees. Rs20,000/

-

10

installments

1stinstallment

tocommence

formthenext

month of

sanction.

Free of

interest.

Only1advanceper

financialyear.

Allconfirmedsubstaffmembers.

Confirmed part-

time employees drawing scale wag

es(i.e. Part-timeemployees who

are subscribing to P.F.)  are

eligiblefor festival advancepro-

ratatotheirscalewages.

Rs15,000/

-
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10.EXIGENCYLOAN

Eligibility Purpose Limit ROI Repayment

Min5yrsof

service

For all genuine

purposes, not any

speculativepurpose.

Clerks:Rs.50000/-

Sub-staff: Rs.
25000/-

BPLR 60EMI

11.LOANFORPURCHASEOFPERSONALCOMPUTER

Eligibility Purpose Limit ROI Repayment

All

confirmed

clericalstaff

For purchase

ofPC,printer,

UPS,modem,

multimedia

kit(software

notcovered)

80%ofcostor1lakh
whicheverisless.

BPLR Principal-45installments

Interest–15installments

PROMOTIONPOLICIES

1.CLERICALTOOFFICERS’CADRE

SeniorityChannel AllIndiaChannel
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Percentage 35% ofthetotalinternalpromotionstobe

madeinjuniorManagement.

Atthetimeofinvitingapplications,the 

BankshalldeclareZonewisenumberof

vacancies to be filled in by internal

promotions.However,35%ofsuchdeclared

vacanciesinaZonewillbefilledinby

senioritychannel.

Remaining 65% of the total
internalpromotionsshallbemade
bytheallIndiachannel.

Factors Factor Weightage
Seniority 30
Ruralservice 5
WrittenTest  60
PASAS 5
Total:        100

Factor Weightage
RuralService

  

5
WrittenTest  60
Interview       25
PASAS 10
Total:        100

Eligibility Candidateswithminimum15yearsofactive

serviceintheclericalcadreshallbeeligible

toapplyforpromotionunderthischannel.

a).CAs,ICWAs,CS,PhD/Diploma
  inliterature insubjectsrelatedto
 Banking, Masters/PG/Diploma in
computer science(2 yrs & after
completionofgraduation),degreein
Eng/PostGraduateindiploma   in
architecture,MBAs - Confirmed
Employees(exempted  from  written
test

b).1st Class Graduates/ post-
Graduates,Graduates/Post Graduates
with both partsofCAIIB/CAIB
(London),Graduates/Post-Graduate
(1yr)diplomainComputerscience-
2-years active serviceintheclerical
cadre

c).NongraduateswithCAIIB/CAIB
(London)-bothparts,Graduates/Post
Graduates with part I of the
CAIIB/CAIB(London)cadre -3-year
activeserviceinclericalcadre

d).Graduates/post  graduates(other
than a,b ,c),  Non-Graduates with
 JAIIBpart1 -4-yearactiveservice
inclericalcadre

e).Non-Graduateswhoareinservice
asonthedateofsettlement -7-year
activeserviceinclericalcadre
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Max.Agelimit 58years

55yearsforthosejoiningtheBank’sservice

inclericalcadreafterthedateofsettlement

i.e27.09.12

55years.

Seniority (30

marks)

15basemarksfortheminimumqualifying

activeserviceof15yearsintheclericalcadre

and1½ (oneandhalf)markforeach

additionalcompletedyearofactiveservice

overandabovethe15yearsofactiveservice

intheclericalcadre,subjecttoamaximumof

30marksforthetotalactiveservice.

Thecompletedyearsofactiveserviceshall

be calculated ason the lastdate for

submittingapplicationsforpromotion.For

thispurpose,activeserviceofsixmonthsand

aboveasonthelastdateforsubmitting

applicationsshallbetakenasacompleted

yearofactiveserviceandactiveserviceof

lessthansixmonthsshallbeignored.

Forreckoning length ofservice in respectof

employeesoferstwhileamalgamated/mergedbanks

withBOB:

Bank Weightageforregularfulltimepast

service
ETBL 1.5:1(1yrforveryone&ahalfyrof

serviceinETBL)

EBCBL 1.5:1

EBSBL 2:1

ESGLCBL 3:1

Notapplicable
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Written Test

(60marks)

Alleligiblecandidatesshallhavetoappearin
awrittentestcomprisingallobjectivetype
questions.

Subject Max.
Marks

Qualifying
marks

Banking law &
practice

16 7

Bankingtechnology 16 6
GeneralManager 10 4
RuralBanking 10 4
English 08 3
Tot 60 24

The minimum qualifying marksin the

writtentestshallbe24outof60.

Alleligiblecandidatesshallhave
to appear in a written test
comprising all objective type
questions.

Subject Max.
Mark
s

Qualifyin
gmarks

Banking law
&practice

16 8

Banking
technology

16 7

General
Manager

10 5

Rural
Banking

10 4

English 08 4
Tot 60 28

Theminimumqualifyingmarksin

thewrittentestshallbe28outof

60.

Interview (25

marks)

Notapplicable Alistofthecandidatessuccessful

inthewrittentest,i.e.thosewho

secure-28-ormore marks inthe

writtentest, shallbepreparedin

thedescending orderofmarks

securedbythemandfromthesaid

list,eligiblecandidatesintheratio

of1:5(i.e.foreveryonevacancy

fivecandidates)shallbecalledfor

interview. The Bank shall

constituteinterview panel/panels

 for interviewing such eligible

candidates.In case candidates

eligible forinterview are not

availableintheratioof1:5,the

Bank shall call all eligible

candidates,forinterview.

Thereminimumpassmarkswould

be10outof25marksinthe

interview.
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PASAS  Theweightageshallbe5marks.
 TheavgofscoreinPASAduringthe

last 2 yrs shall be taken into
considerationsubjecttomax.5marks.

 Theweightageshallbe5
marks.

 TheavgofscoreinPASA

duringthelast2yrsshallbe

taken into consideration

subjecttomax.10marks.

Rural Service

(5marks)

Aneligiblecandidateforpromotiontoofficers’cadre(seniorityandAllIndia

channel)shallbegiven0.5marksforeachcompletedyearofservicein

rural/branch/office,subtomaxtotal5marks

Declaration of

Promotion

TheBankshalldrawameritlistZonewise,
by aggregating the marks secured by
candidatesforseniority,writtentest,rural
serviceandinthePASASandpromotions
shallbedeclaredZone-wisefrom thesaid
meritlistinthedescendingorderofmeritto
theextentofvacanciesdeclaredZone-wise
underthischannel.

Aftertheinterviewsareover,

a merit list of the eligible

candidatesshallbepreparedby

aggregatingthemarkssecuredby

them forwrittentest,PI,Rural

service&PASAS.

 From the said list, 'the Bank' may promote in the merit order, candidates
according toits needs asandwhennecessaryafterthe initial promotions are
made. Provided however, the promotions declared subsequent to the initial
promotions,shallhaveeffectfromthedateofinitialpromotionsforthepurposeof
fixationofsalaryas anOfficerbut,no arrearsofsalaryshallbe payablebetween
 the date of initial promotion and the date on which subsequentpromotions
aredeclared
TheBankshallhavetherighttomaintainawaitinglistupto10percentofthe
numberofpromotionsforitsfutureneedstillthenextpromotionexercisewhichit
mayormayormaynotutiliseinitsdiscretion.Promotionsifdeclaredfromthe
waitinglist,shalltakeeffectfromthedateofdeclarationofsuchpromotions
prospectivelyforallpurpose.

Probation

Period

1year

Refusalofoffer

ofpromotion

Shallnotbeeligibleinthenext2promotionexercises.

Reversion to

clericalcadre of

promoteofficer

Shallnotbeeligibleinthenext2promotionexercises.

 DIRECTRECRUITMENTOFOFFICERS:
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TheBankshallhavetherightto recruitOfficersdirectlyinjunior Managementgrade/scaleIas

againstinternalpromotionsinthefollowingproportion

 Internalpromotion  -75-  

 DirectRecruitment  -25-

TheaboveproportionofdirectrecruitsshallnotincludeOfficersrecruitedinspecialists’cadre.

 OUTOFTURNPROMOTION

ThepolicyregardingtheoutofturnpromotionstoOfficers'cadreofemployeeswho are outstanding

sportsmen/sportswomen;   employees who apprehenddacoits/robbers,etcshall be as may be

directed by the Government ofIndia/Indian  Bank's    association  from  time  to time  under

 a  policyguideline/directive.

Bankmaypromotecandidatesfortheirexcellenceinperformancenotexceeding-5-inany
promotionexercise.Parametersforreckoningexcellenceinperformanceshallbeworkedout
separatelyafterdiscussionswiththeFederation(recognizedUnion).

 DISCIPLINARYACTIONCASES

 Candidateswhoareotherwiseeligibleintermsofthissettlementbutareeither:

(i)Undersuspension;or

(ii)Inrespectofwhomachargesheethasbeenissuedandthedisciplinaryproceedingsarepending;

ors

(iii)Inrespectofwhomprosecutionforacriminalchargeispending:willbepermittedtoappearin

thepromotionexercisebuttheirresultsshallbekeptinabeyance.

 If,  onconclusionofthedepartmental/courtproceedings  thecandidate  iscompletelyexonerated,

theresultkeptinabeyancewouldbedeclared.Iffoundsuccessful, promotion will take effectfrom

the date of declaration of initialpromotionforthepurposeofseniority/fixationofsalaryas

Officer.Noarrearsofsalary,however,asper Officers'cadreshallbepayablefortheintervening

period.

 Ifpunishmentisimposedonthecandidateasaresultofthedepartmentalproceedings/foundguiltyin

thecourtproceedingsagainsthim/her. He/she,willnotbeeligibleforpromotionintheexercise/sfor

whichhis/herresultiskeptinabeyance.

2.SUBORDINATECADRETOOFFICERS’CADRE
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Sr. Eligibility

a Fulltimeconfirmedemployeesinthesubordinatecadrewhohave

passed Graduation/Post Graduation (after

graduation) from a RecognizedUniversity,   while inserviceofthe

Bank/atthetimeofabsorptioninBank’sservice.

Nominperiodofservice

(Exempted from written

test)

b Fulltimeconfirmedemployeesinthesubordinate cadrewho have

passed12th standardexaminationconducted  byaRecognized

 boardofcentral orstate    Government oranexamination

Recognized    asequivalentto12th forthepurposeofrecruitment

incentralgovt.service,whileinserviceofthebank/atthetimeof

absorptioninBank’sservice.

Nominperiodofservice

C Parttimeconfirmedemployeesinscalewagesinthesubordinate

 cadrewho havepassed12thstandardexaminationconducted  by

  aRecognized boardofcentral orstate    Government    oran

examinationRecognized    asequivalentto12th forthepurposeof

recruitmentincentralgovt.service,whileinserviceofthebank/at

thetimeofabsorptioninBank’sservice.

Min1yrofactiveservice

fromthedateofappointment

asapermanentparttime

employeeinthebank.

d Fulltimeconfirmedemployeesinthesubordinate cadrewho have

passed SSC/SSLC/Matric examination conducted   by a

Recognized  board ofcentral orstateGovernment oran

examination    Recognized   asequivalenttoSSC/SSLC/Matric

examinationforthepurposeofrecruitmentincentralgovt.service,

whileinserviceofthebank/atthetimeofabsorptioninBank’s

service.

Min2yearsactiveserviceas

afulltimesubstaff.

E Parttimeconfirmedemployeesinscalewagesinthesubordinatecadre

whohavepassedSSC/SSLC/Matricexaminationconducted  bya

Recognized boardofcentral orstateGovernment oranexamination

    Recognized asequivalenttoSSC/SSLC/Matricexaminationforthe

purposeofrecruitmentincentralgovt.service,whileinserviceofthe

bank/atthetimeofabsorptioninBank’sservice.

Min3yearsactiveservice

fromthedateofappointment

asa permanentpart-time

employeeintheBank.

f Fulltimeconfirmedemployeesinthesubordinate cadreasonthe

dateofsettlementwhohavepassedexaminationonestandard

belowSSC/SSLC/MatricexaminationorwhohaveAppearedfor

SSC/SSLC/Matricexaminationbutfailedwhileinserviceofthe

bank/atthetimeofabsorptioninBank’sservice.

Min7yearsfulltimeactive

service.
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FACTORSIDENTIFIEDFORPROMOTION

Factors

Weightage

For candidates not

exempted from written

test

For candidates exempted from

writtentestunderpointa

WrittenTest 70 N.A
ComputerAptitudetest 10 10
PersonalInterview 20 20
Total 100 30

1.WrittenTest-exceptthoseexemptedfromwrittentest

Part Subject Max.marks Min passing

marksI English 20 08
II Arithmetic/Testofnumericability 30 12
III ElementaryBanking 20 08

Tot 70 28
CandidatesshallhaveanoptiontowritethewrittentestinhindiorEngexceptpart-I(Eng)

2.ComputerAptitudeTest:

 Thecandidateswhosecure28marksinwrittentestwillbesubjectedtoComputerAptitudetestof

10markswhereintheyhavetosecureminimumqualifyingmarksi.e.04(40%).

 Incasethecandidatedoesnotpassthecomputertest,hewouldbegivenonemoreopportunitywith

afortnighttoreappearinthecomputeraptitudetest.Nofurtheropportunityshallbeprovidedfor

thatparticularexercise.

3.PersonalInterview:

 Candidatewhosecuresminqualifyingmarksinwrittentestandcomputeraptitudetestwillbe

requiredtoappearforPIof20marksandhavetosecuremin8marks(40%).

 PersonalInterviewandComputerAptitudetestforcandidatesexemptedfromwrittentest

 Candidateswhoareexemptedfromwrittentestwouldbedirectlyinterviewedandthosewhoqualify

forthesamearepromotedsubjecttopassingcomputeraptitudetest.Theinterviewsofcandidates

exemptedfromwrittentestwillbeoutof20marks.Minimumqualifyingmarksare8.(40%)

 ComputerAptitudetestwillbeoutof10marksandpassingmarkswillbe04marks.Incasethe

candidatedoesnotpassthetest,hewouldbeprovidedonemoreopportunitywithinamonthto

reappearinthetest.Nofurtheropportunityshallbeprovidedforthatparticularexercise.
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 Suchexemptionfromwrittentestshallbeextendedatthefirstavailablepromotionexercise.

DECLARATIONOFPROMOTIONS

 Allcandidateswhosecureminimumpassmarksineachpartofthewrittentest,computeraptitude

testandpersonalinterviewshallqualifyforpromotionandtheirpromotionsfromsubordinatecadre

toclericalcadreshallbedeclaredprovidedtheyareotherwiseeligible.Candidatesexemptedfrom

writtentestshallberequiredtoqualify/passinPIandComputerAptitudetest.

 OUTOFTURNPROMOTION

 Inanypromotionexercise,theno.ofoutofturnpromotionsare5.

PROBATIONPERIOD:6months

REFUSALOFOFFEROFPROMOTION:shallnotbeeligibletoparticipateinthenext2

promotionexercisesor2yearswhicheverisearlier.

REVERSIONTOSUBSTAFFCADRE:Apromoteeclerkmayseekreversiontosubstaff

cadrewithin6monthsfromthedateofpromotion.Ifanemployeeseeks&grantedconversionshall

notbeeligibletoparticipateinthenext2promotionexercisesor2yearswhicheverisearlier.

REDEPLOYMENT(Coversworkmaninnon-subordinatecadre.),JOB ROTATION

REQUESTTRANSFER,RESIGNATION&RETIREMENT



69

A.REDEPLOYMENT

Areaof

Deployment

A clericalemployeeisliabletobedeployedanywherewithina“District”,

irrespectiveofthedistanceinvolved. 

IncasesnecessitatingdeploymentoutsidetheDistrict,theworkmanconcernedmay

bedeployedtoanybranch/officeoftheBanksituatedoutsidetheDistrictuptoa

distancenotexceeding100kmsfromhispresentplaceofposting.

Criteriafor

Identification

Bankmayidentify,basedonlengthofstayatthecenter/branch/office,thenumber

ofworkmenemployees,toberedeployedfromeachcenter/branch/officetomeet

itsrequirements

Periodof

Deployment

Theperiodofdeploymentshallbe2yearsinadifficultcenterdecidedbytheBank

inaccordancewiththeGovernmentguidelines.

3yearsinothercenters

Repatriation Incaseitisnotadministrativelypossibleforthebanktorepatriatetheemployeeto

hisoriginalcenteraftertheaboveperiod,theemployeemayberequiredtogive3

centresofhischoicesothathecanbetransferredtoanyoneofthe3centresopted

byhim. 

AgeRestriction WidowsFemaleemployeesabovetheageof50andmaleemployeesabovetheage

of56shallbeexemptedfromredeployment.

However,iftherequiredandeligiblenumbersofemployeesarenotavailabletobe

deployedintermsoftheSettlement,theagenormsasabovemaybesuitablyrelaxed

uptotheageof58yearssoastoensurethattherequiredandeligiblenumbersof

employeesaredeployedtotheidentifiedcenters.

Allowance on

redeployment

Alumpsumamountof̀ 400/-p.m.(notrankingforanyotherbenefit).Total

emolumentsattheoriginalcentreshallbeprotected.

Theabovelumpsumamountisnotpayableincaseoftransfersmadeattherequest

oftheemployee.
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B.JOBROTATION

Objective Job rotation scheme provides  for rotational transfer of  clerical staff

 andsubordinatestafffrom onedesk/functiontoanotherwithinthe

branch/officeorfromonebranchtoanother(withinthesameplace/city/town)

withtheobjectiveof:

 providingthestaffmemberswithopportunitytodeveloptheir

knowledgeandskillinvariousfunctionsandworkenvironment;

 tomeettheneedoftheBank;and

 asameasureofpreventivevigilance.

Coverage Noemployeeis exempted fromJob Rotationtransfer. Theoffice-bearersof

Unions/Association/WelfareOrganisationarealsocoveredunderjobrotation

scheme. However,thefollowingcategoryofemployeesmaybeconsidered

forsuitablepostingonjobrotationonsympatheticconsideration:

 PhysicallyHandicappedEmployees
 Widowsrecruitedoncompassionateground

JobRotationwithinthe

Branch

ItistheprimeresponsibilityoftheBranchHead.

Clericalstaffandthesubordinatestaff in generalmayberotatedfromone

department/functiontoanotherwithinthebranchaftercompletionof–6-

months.

However,  clerical staff posted  at certain departments like  credit, 

 foreignexchange,etc,inlargebrancheswheregettingallroundexperience

takeslongertime, theclerical staff postedatsuchdepartmentmay be

 rotated after12/18months.

Incasethereare morethanoneclericalstaffdrawingthesamecategoryof

specialPay,theyshouldalsoberotatedwithinthebranch.Forexample,if

morethanoneSpecialAssistantorSWO“A”&SWO“B”arepostedata

branch,theyshouldberotatedevery–6-months.

JobRotationfromOne

Branch to another

Branch

JobRotationofclericalstaff/full-TimeSubordinate/Parttimesweeperson

scalewageswhohavecompleted-5-yearsofserviceormorearetobe

includedstaffmembers whohavecompletedfive yearsofserviceata

branch/officewouldbeliabletobetransferredtoanotherbranch/officeinthe

sameplace/city/town.

Inacityhavingmorethantwobranches,itshouldbeensuredthattheofficer,
clerkorsub-staffwhoistransferredfromonebranchtoanotherbranchunder
jobrotationshouldnotbepostedtothesamebranchinthesubsequent
exerciseofjobrotation.
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Formaintainingefficient,smoothandpromptcustomerserviceandto

continuesmoothfunctioningofthebranch/office,careshouldbetakento

ensurethatnotmorethan50%ofthetotalstrengthoftheemployeesatthe

branch/officearetransferredoutonanyoneoccasionunderthejobrotation

scheme.

CompetentAuthority It istheresponsibilityof theRegionalHeadtoensurethat the postingsof

employeesas perthejob rotation schemeare madeinterms ofthe

 aforesaidguidelineswithin thestipulatedperiod. 

Theimplementationofthejob rotationschemeshouldbeproperlymonitored

bytheRegionalOfficeandprogressmadeinthisregardshouldbereportedto

theZonalCommitteeeveryquarter.

C.REQUESTTRANSFER

Eligibility Nominimum periodofservicewouldbenecessaryforrequesttransfer

providedtheemployeeisconfirmedinBank’sservice. 

However,aminimum serviceof–5-yearswouldbenecessaryfor

consideringrequestsforinter-Zonaltransfer.

Seniority ofthe employeesistobefollowedforconsiderationofrequest

transfersotherthanrequesttransferonmarriagegrounds/compassionate

grounds.

A workman requesting for transfer should agree in writing to forego

existingSpecialPay/Allowance,if any,and undertakenottoclaimany

SpecialPay/allowanceattheplaceoftransferforaperiodoftwoyearsfrom

thedateofsuchtransfer.

Wherethereis more thanone workmanrequestingfortransfertoa

particularplaceandthereareSC/STworkmenalsoamongthem,thenforthe

SC/STworkmen,22½%vacanciesattheplacewouldbereservedandthe

 request for such workmen would beconsidered within the quota

accordingtoseniorityamongthemonly.

OutofTurn (subjectto

vacancy and other

administrativeexigencies.)

Requestfortransferoffemaleemployeesonthegroundofmarriageorfor

joining their spouse

Workmenseekingtransfer on compassionateand/orcompellingground
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CompetentAuthority

TA/DA on request

transfer

AwardStaffmembersareeligibleforTA/DAinrespectof firstrequest

transferonly.Incaseofsecondandsubsequentrequesttransfers,TA/DAand

transportationchargesarenotpayable.

TA/DAisnotadmissiblefortransferbetweenplacesfallingundertheurban

agglomerationofacity/town.

Joiningleave  Nojoiningtimefortransfersinthesamelocation/building.

 Onedayjoiningtimeiftransferstakeplacewithincityduringweekdays.

 Incaseoftransferfromonestationtoanother,6daysjoiningleave

excludingdaysoftravelling,dayhegotrelievedbutinclusive

holiday/Sunday.

 Incaseofsecondandsubsequentrequesttransferjoiningtimeisnot

eligible.

 Joiningtimewherevereligibleshallbeavailedbytheawardstaff

memberimmediatelyafterrelievingor3monthsafterjoiningthenew

post.


 AwardStaffmemberscanavailJoiningTimealongwithanyotherleave

Compensation on

Transfer

Anemployeeontransfershallbepaidthecostactuallyincurredfor
transportinghispersonaleffectsasunder:

Modeof
Travel

Status ClericalStaff
Subordinate

Staff
ByTrain Married 3000kg 2000kg

Unmarried 2000kg 1150kg
ByRoad Anemployeeontransferfromonestationtoanothercan

transporthis/herpersonaleffectsbyrail/roaduptothe
stipulated weightsby an IBA approved Transport
Operator.

Transferfrom/to                    CompetentAuthority

(a) TransferfromoneZonetoanother       General  Manager

 (HRM)/DGM(HRM)

BCC,Mumbai(b) Transferfrom one Region to another

RegioninthesameZone.

ZonalHead.

(C) Transfer  from   one  branch/office  to

anotherbranch/officewithintheRegion.

RegionalHead.

Cadre Traveleligibilityfortransfer/duty/training

ClericalStaff ACIItierClassbyrailforselfandfamily.

Bysteamer-1stclasscabin
Sub-ordinatestaff ACIIItierClassbyrailforselfandfamily.

Bysteamer-2ndclasscabin
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Compensationforlossesduetobreakageordamagetogoodsontransfer
ReceiptsorStatementofloss ClericalStaff SubordinateStaff
Produced Rs.1500 Rs.1000
NotProduced Rs.1000 Rs.750

Diemisprovidedforthedateofjourney

Wherethefamilyoftheemployeedoesnottravelwithhim,butjoinshimat

theplacewhereheistransferredwithinaperiodof6monthsfromthedateof

histransfer, the employeewillbeentitled totravellingallowance and  the

transportationchargesforpersonaleffectsforhisfamilyuptotheprescribed

limitmentionedabove.

Ifforsomereasonandasaconsequenceofanemployee'stransfer,hisfamily

isrequiredtotraveltoastationotherthantheplacewhereheistransferred,

hewillbe entitled toactualtravelling expenses for hisfamilyforgoing to

suchotherplace,buttheamountpayabletohimshallnotexceedtheamount

oftravellingexpenseshadhisfamilytravelledwithhimfromtheplaceofhis

transfertotheplaceofhisnewposting

Wherethefamilyoftheemployeeonaccountofhistransfer,travelsfroma

placeotherthantheplacefromwhichheistransferred,theemployeewillbe

entitledtodrawactualexpensesoftravelbyhisfamilytotheplacewherehe

istransferred;buttheamountsoreimbursedshallnotbemorethanthe

amountoftravellingexpenseshadhisfamilytravelledwithhimfromhis

placeoftransfertotheplaceofnewposting.

D.RESIGNATION
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 NoticePeriodforconfirmedawardstaffmembersis30daysandprobationersis14days.

 IncaseofResignation,PLcanbeencashedonlyupto50%.
 Noemployeeshallbesanctionedanytypeofleaveduringthenoticeperiod,otherthanCasual

Leave. However,inextremecaseswhereavailmentofleaveisunavoidableonaccountofpressing
reasonsduringthenoticeperiod,suchleaveshallbesanctionedbytherespectiveZonalHead/Functional
Head[foremployeesattachedtoBCC,Mumbai&HeadOffice,Baroda]dependingonthemeritsofeach
caseandthenoticeperiodwillbeextendedbynumberofdaysforwhichleaveisgranted.

E.RETIREMENT

 Allawardstaffmembersonreachingtheirageofsuperannuationi.e.60yearsshallberetiredonthelast

dateofthemonthinwhichtheyreachtheageofsuperannuationi.e.60yearsprovidedthatthosewhose

dateofbirthfallsonthefirstdayofthemonthshallretireonthelastdayoftheprecedingmonth.

STAFFWELFARESCHEMES

1.Additional Retirement

Benefit(ARB)

Awardstaffmembersonretirement/VRS/deathshallbeeligiblefor

paymentof6monthsemolumentsasARB providedhehas

completed30yearsofservice.

2.Schemeforsanctionof

scholarshipstosonsand

daughters of the

employees

FulltimeconfirmedemployeesinserviceoftheBankason31st

Decemberofpreviouscalendaryearwouldbeeligibleforsanctionof
scholarshipsfortheirchildrenunderthescheme,providedthechild
continueshigherstudies.

Ex-patriateofficersarealsoeligibletoapplyforscholarshipin
respectoftheirchildrenstudyinginIndia.

Themaincriteriaforawardingscholarshipwouldbemerit,i.e.
percentageofthemarksobtainedinthepreviousexaminationbythe
concernedstudent.

Thescholarshipswouldbegrantedontheresultsoftheexaminations
heldatthecloseofthepreviousacademicyear.

No.of
Scholarships

Amount
ofeach

Scholarshi
p

Course/
Class

Min
%of
marks

Total
emoluments
(permonth)

1526 Rs.1000/- Secondary
Education
(from
passing of
Std.IV up
to SSC
level)

50 Rs.18000/-
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1526 Rs.1500/- College
education
(Post SSC
education

up to 1st

graduation)

55 Noceiling

102 Rs.2000/- Post
graduate /
professional
Degree
courses(for
the
disciplines/
courses
listed)

- Noceiling

LISTOFPOSTGRADUATE/DEGREECOURSES/DISCIPLINES
COVEREDUNDERTHESCHEME:
1.PostGraduateinEngineering/Technology(M.E./M.Tech.)
2.PostGraduateinMedicines(M.S./M.D.)
3.MBAfromtherecognizedUniversity.
4.PostGraduateDegreecourseinBanking& Researchin

Banking.
5.Post-Graduate Degree courses in Computer

Management/Science.
6.MasterofFinance&Control-3-yearcourse.
7.MasterofBusinessFinance-2-yearcourse.
8.MasterofSocialWorks(MSW)-2-yearcourse.
9.MasterofEnvironmentManagement-2-yearcourse.
10.PostGraduateCourseinCharteredFinancialAnalysts(fromthe

Instituteof
11.CharteredFinancialAnalysisofIndia,Hyderabad)
12.PostGraduatedegreecoursefromIIT.
13.CostAccountantcourse.
14.PostGraduateDegreecourseinCompanySecretary.
15.CharteredAccountantcourse.
16.PGcourseofMA/MCom/MScnotcoveredintheapproved

list)
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3.Schemeforproviding
specialassistancetothe
employees having
physically /mentally
handicappedchildren/
spasticchildren

Parentemployeesofsuch children who arehaving serious
spastic/mentallyhandicappedlikementalretardness,totalblindness,
deafnessanddumbness,etc.andwhorequireeducation/training/
correctionaltherapyatthespecialschools/collegemeantforthemare
eligibletoapplyunderthescheme.

Applicationsundertheschemeforreimbursementuptoanamountof
Rs.2000/-p.a.willbeconsidered/sanctionedbythebranchesattheir
levelafteradheringtothefollowingprocedure.Reimbursement
aboveRs.2000/-p.a.uptoRs.10000/-p.a.willbeconsideredby
RegionalManagerandreimbursementexceedingRs.10000/-willbe
consideredbyHeadOffice.

4.Schemeforsanctionof
financial aid to the
familymembersofthe
employeewhodiesin
harness

Whenaconfirmedemployeediesinharness,irrespectiveofthefact
whetherhe/shewasondutyoroutsidedutyhours,his/hernext
kith/kinwillbegivenimmediatefinancialaidofRs.50000/-through
thebranch/officewheretheconcernedemployeewasworking.

Incaseofmarriedemployee,thespousewillbeentitledtogetthis
financialaidandincaseofunmarriedemployee,theparentswillget
thefinancialaid,incaseofunmarriedemployeewhoseparentsare
notalive,nextkinwillgettheaid.

5.Schemeforincentiveto
employees for
promotingsmallfamily
norms

Incaseofemployeeswithnotmorethan2livingchildrenwhenthey

undergosterilizationforfamilyplanning(selforspouse)anincentive

ofRs500(Govt.incentive)andRs1500/-(Bank’sincentive)willbe

paidinadditiontosanctionofspecialleave.

6.Schemeforextending
financialassistancethe
employeeswhoareon
lossofpayonaccount
ofmajorand special
operations/diseases

Employeeswhodonothavesufficientleavetotheircreditandare

requiredtoremainonleaveonlossofpay,duetomajorandspecial

operationswillbegivenfinancialassistanceattherateofRs.8000/-

p.m.subjecttoamaximumofRs.10,00,00/-.

Eligibleemployeesshouldsubmittheapplicationintheprescribed

formatalongwithsupportingbills/certificates(s)fromhospital,to

HeadOfficethroughtherespectivebranch/office.

7. CanteenSubsidy CanteensubsidyispayabletoallemployeesattherateofRs.10/-

perworkingday.

Canteensubsidyisnotpayabletotheemployeeswhentheyareon

tour/duty/deputationandispaidhalting/diemallowance.Canteen

subsidyisnotpayabletotheemployeeswhentheyareattending

training/seminar/workshopeitherlocallyoroutstation.

However,representativesofemployeesareeligibleforthedays,

theyattendstructuredmeeting.
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8. FinancialAssistancefor

purchase of artificial

limbs to physically

handicapped staff

member and/or their

handicappedchildren

UndertheScheme,aneedystaffmemberhastosubmitthe
applicationformintheprescribedformattoHeadOfficegivingfull
detailsabouthis/hisward'shandicappeddulysupportedbymedical
certificateandquotationforthecostofartificiallimbs.

Allsuchapplicationsaretobesubmittedthroughthebranch
concerned.MaximumLimitisRs.40000/-

9. FinancialAssistancefor
purchaseofhearingaid
apparatus to staff
membersand/ortotheir
handicappedchildren

Needystaffmemberhastoapplyinprescribedapplicationform
givingfulldetailsabouthis/herward’shandicappednessalongwith
supportingmedicalcertificateandaquotationforthecostofhearing
aid.

TheapplicationisrequiredtobeforwardedtoHeadOfficethrough
theBranch/Officeconcerned.MaximumLimitisRs.40000/-

10

.

Presentation of

memento’sto retiring

employees(Abhinandan

Yojana)

Underthisscheme,SilvermementohavingtheBanks'Emblem
engravedononesideandnameoftheemployee,branchanddateof
retirementengravedontheotherside,willbepresentedtoallretiring
employeeswhoretireonsuperannuationorVRSaftercompletionof
-30-yearsofserviceor-55-yearsofage.

Anemployeewhodiesaftercompletionof–30-yearsofserviceor
–55-yearsofageisalsoeligibleforthismemento.Insuchcase,
mementoisgiventotheirfamily.Howeveremployeeswhoretire
from serviceonaccountofresignationandterminationarenot
coveredunderthisscheme.

11

.

Scheme for health

checkupforemployees

abovetheageof-45-

years

Underthisscheme,fulltimeconfirmedemployeesabovetheageof
45yearsareeligibleforhealthcheck-uponceintwoyearsatBank’s
approveddiagnosticcenters.
Thehealthcheck-upunderthisschemeshallbevoluntaryandthe
costofsuchcheck-upwillberestrictedtoRs.1000/-.

12

.

Bank of Baroda
contributory medical
assistance scheme for
retiredemployees

Toacquirethemembershipofthescheme,retiredemployeesor
spouseofthedeceasedretiredemployeesshallhavetomakeone
timelumpsumcontributionequivalentto50%oflastdrawnbasic
pay(CorrespondingtotheBasicasperlatestBipartiteSettlement),
towardsmembershipfees.

Themembersoftheschemeareeligibleforreimbursementof
Rs.2000/-inayeartowardsdomiciliarymedicalexpenses,on
declarationbasis.Hospitalizationexpensesfortreatmentofall
ailmentswillbereimbursed,subjecttotheaggregatelimitsfixedby
theBankfromtimetotime;presentlimitisofRs.2,00,000/-forlife
time.

EmployeesoftheBankwhohaveretiredfromtheBank'sserviceon
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superannuation,VRSandthosewhoareallowedtoretire/resign
fromtheBank'sserviceonmedicalgroundandtheirspousesare
eligibleunderthescheme.

13

.

Reservationofbedsin

hospitals

BankhasarrangedreservationofhospitalbedsatallZonalcenters.
Theemployeesspouseanddependentchildrencanavailofthe
facilities.

The patientsare admitted to banksreserved bedson the
recommendationoftheBanks’medicalofficer/identifieddoctor.

Bankhasalsoarrangeddispensaryfacilitieswithparttimemedical
consultantsatallZonalcentersforthebenefitofemployees.

14

.

HolidayHomes Allemployeesincludingretiredemployeesofthebankareeligibleto
availthefacilityofholidayhomesestablishedatvariouscenters.
Holidayhomecharges:clericalstaff:Rs30perday,Sub-staff:Rs20
perday.
Canbebookedformax7days.

TERMINALBENEFITS

ProvidentFund AllEmployeeswhohavejoinedbank’sservicesonorbefore31-3-2010will

becomememberoftheProvidentFundfromthedateofjoininginbank's

service.

Employeesjoiningtheservicesofthebankonorafter1-4-2010willnotbe

eligibletobecomememberofProvidentFundastheywillbegovernedby

NewPensionScheme.

Each member of Provident Fund, when on duty, shall contribute to the

ProvidentFundattherateof10%ofPay.

TheBankshallcontributeanamountequaltotheamountsubscribedbythe

memberascompulsory subscriptiontoProvidentFund  asemployer’s

contribution.

Amember,whohasputinaserviceofnotlessthan10yearswiththeBank,

shallbeentitledtothefullamountofBank'scontributionwithinterest

attributablethereto.

(i)AmemberwhohasservedwiththeBankfor5yearsandmorebutless

than10years,shallbeentitledtotheBank'scontributionattherateof
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10%ofsuchcontributionwithinterestthereonforeachcompleted

yearofservice.

(ii)Amember,whohasputinserviceoflessthan-5-yearswiththeBank,

shallnotbeentitledtoreceiveanyamountofBank'scontributiontowards

ProvidentFundorinterestonitnotwithstandingthatthesamemayhave

beencreditedtotheaccountopenedinhisindividualaccount.

Gratuity Gratuityis payabletoemployeesofourBankonCessation from Bank’s

Serviceby wayofRetirement, VoluntaryRetirement,Resignation etc.,

subjecttoothertermsandconditions.

Gratuityentitlementiscalculatedunder-3-differentschemesandtheamount

thatismostbeneficialispaidtotheemployees. 

1.GRATUITYACT1972

2.PROVISIONSOFAWARDS/BIPARTITESETTLEMENTS

3.BANKOFBARODAGRATUITYFUNDRULES

Forfeitureofgratuity:

Thegratuityofanemployee,whoseserviceshavebeenterminatedforanyact,

 wilfull omission or negligencecausinganydamageorlosstoordestruction

ofpropertybelongingtotheemployer,shallbeforfeitedtotheextentofthe

damageorlosssocaused.

Thegratuityofanemployeeshallbefullyforfeitediftheservicesofsuch

employeehavebeenterminatedforhisriotousordisorderly conductor any

otheract ofviolenceon hispart, oriftheservices of such employee have

 been terminated for any act whichconstituted an offence involving

 moral turpitude, provided that suchoffenceiscommittedbyhiminthe

courseofhisemployment 

Pension Onlypermanentfulltimeaswellaspermanentparttimeemployeeswhohave

optedforpensionandinrespectofwhom,bank'scontributiontoProvident

FundstandstransferredtoPensionFund,arecoveredunderthepension

scheme.

PayforthepurposeofPension:Basicpay+ specialpay+ stagnation

increments+PQP+PPP(basic)

Fullbasicpayis50%ofpay.

Fullbasicpensionispayabletoanemployeewhohascompleted33yearsof

service.Theemployeeswhohaveputinlessthan33yearsofservice,the

pensionwillbereducedproportionately.

Commutation:Max.1/3rdofthefullbasicpensionmentionedabovecanbe
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commutedwhichwillberestoredafter15yearsfromthedateofcommutation.

Reducedpension:fullpension–commutatedamount

DAispayableonfullbasicpension.

New Pension

Scheme

Itismandatoryforallemployeesjoiningtheserviceafter01.04.2010to

contribute10%oftheirpayandDAandthebankswouldmakeamatching

contribution.

ThisamountconstitutesTier-IoftheNPSandmemberscancontributetoTier

IIofthefundvoluntarily.TierIIisnotoperationalyet.

TierIisanonwithdrawablefund.Ifanymemberwantstoexitfromthefund

atorafter60yearsofage,itwouldbemandatoryforhimtoinvest40%Tier-I

topurchaseanannuitywhichwillprovidepensionforthelifetimeofthe

memberandhisfamilymembers.

Theremaining60%oftheTier-1fundcanbeusedbyhiminwhicheverway

helikes.

ContributionstoNPSareconsideredfortaxbenefitsunderIncometaxact.

‘SPEED’SCHEMEFORPROFESSIONALENHANCEMENTANDEMPLOYEE

DEVELOPMENT

BCC:BR:107/213dated14.05.15

Objective Toenhancetheknowledge&skillsetsofemployeesofourBank

byencouragingthemtopursuevariouscourses/qualificationsfor

whichbankwillgrantloan,reimbursecoursefeeandprovide

incentiveonsuccessfulcompletionofthecourses.

Eligibility Confirmedemployeesupto55yearsofageworkingindomestic

operations(atthetimeofseekingpermission)

Listofcourses Giveninthescheme.

LoanAmount MaxloanamountthatcanbesanctionedundertheschemeisRs4

lacsor90%oftheactualexpenses(underthepermittedheads)for

aparticularcost,whicheverisless.

ROI OncompoundedbasisatBaserate.

Repayment 60EMI

CompetentAuthorityto UptoScaleIII:Branchheadsinallgrades
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sanctionloan ExecutivesingradeIVandabove:DRM/RM

Reimbursementofcoursefee Reimbursementaspertheamount/limitstipulatedunderthe

scheme.

Thereimbursedamountwouldbefirstappropriatedtowardsthe

educationloan(ifavailed).

Undertaking Whileclaimingreimbursementofcoursefeeandincentive,the

employeeisrequiredtogiveundertakingtoservethebankfor

certainperiodoftime(formthedateofdisbursement)as

mentionedinthescheme.

CashIncentiveonsuccessful

completionofthecourse

Amountmentionedintheschemefordifferenttypesofcourses.

OtherGuidelines PriorpermissionfromtheBankisrequired.

Thecourseshouldbethroughdistance/correspondenceorpart-

timemodeonly.

Dependingupontheprofessionalknowledgeacquired,theBank

reservestherighttosuitablyplacetheemployeeinanassignment

wheretheprofessionalknowledgecanbeutilized.

Noreimbursementoffee/incentivewillbereleasedincaseofany

disciplinaryactionpendingagainsttheemployees.

Thebenefitoftheschemeshallbeprovidedonlythriceinan

employee’scareer.Howeverthisisnotapplicabletocourses

offeredbyIIBF,NSE&BSE,NISMandIRDA.

Noseparateleavewouldbegrantedforpursuinganyofthe

courses.HoweverPLuptomax30dayscanbeprovidedfor

examsetcsubjecttofeasibilityandleavebalanceavailability.
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SCHEMEFORCOMPASSIONATEAPPOINTMNETORPAYMENTOFEX-

GRATIAFINANCIALRELIEFTODEPENDENTSOFDECEASEDEMPLOYEES

ONCOMPASSIONATEGROUND

ObjectiveoftheScheme ToprovideeitherCompassionateappointmentorEx-gratia

financialrelieftothedependentsofdeceasedemployeeson

Compassionategrounds.

Applicability Applicabletoadependentfamilymemberofaconfirmedfull

time/part-timeemployeewho:

 Dieswhileinservice(includingdeath bysuicide)

 Isretiredonmedicalgroundsduetoincapacitation

If an employee

dies/medicallyretires,before

reachingtheageof50years.

If an employee

dies/medicallyretires,after

reachingtheageof50years.

Compassionate recruitment

may be granted to the

dependent.

OnlyEx-gratiamedicalrelief

grantedtothedependent.



83

Thedependentwillhavean

optionofavailingfinancial

relief instead of

compassionate recruitment,

iftheydesireso.

-

FamilyIncomeEligibility Incomefromallsourcesislessthan60%ofthelastdrawnsalary

(netoftaxes)oftheemployee.

EX-GRATIAFINANCIALRELIEF

DefinitionofDependent

FamilyMember

ForthepurposeofEx-gratiafinancialrelief:

1.Spouse

2.Whollydependentchildren(son,includinglegallyadopted

son/unmarried daughter including legally adopted

unmarrieddaughter)

3.Parentswhoarewhollydependentontheemployeeincase

ofunmarriedemployee.

TimeLineforPaymentof

amount

Willbepaidtotheemployeeontheirrequestwithinaperiodof3

monthsfromthedateofdulycompletedapplicationandwithina

periodof6monthsfromthedateofdeath/medicalretirementdue

toincapacitationoftheemployee.

AmountofPayment Shallbecalculated@ 60%ofthelastdrawn/payablemonthly

grosssalary(netoftaxes)foreachremainingservicesofthe

employee(i.e.uptotheageofsuperannuationsubjecttocadre-

wiseceiling:

Category Max.amount
ClericalStaff Rs.7lacs
SubordinateStaff Rs.6lacs

ModeofPayment Theex-gratiaamountshallbepaidtotheeligibledependent/s.In

caseofemployeesseeking‘PrematureRetirement’duetototal

physicalincapacitation,theEx-gratiawillbepaidtotheconcerned

employee.
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APPOINTMENTONCOMPASSIONATEGROUNDS

DefinitionofDependent

FamilyMember

Forthepurposeofcompassionateappointment:

1.Spouse

2.Whollydependentson(includinglegallyadoptedson),or

3.Whollydependentdaughter(includinglegallyadopted

daughter),or

4.Whollydependentbrotherorsisterincaseofunmarried

employee

5.Ifdependentseligibleforemploymentarenot

inclined/unabletotakeuptheemploymentorareotherwise

eligible,theapplicantwillhaveanoptionforfinancialrelief

onmakingaspecificapplication

Appointmenton

CompassionateGrounds Shallbemadeonlyintheclerical&sub-staffcadre.

Theapplicationforemploymentundertheschemeshouldbe

receivedbytheBank,attheearliest,inanycasenotlaterthan12

monthsfromthedateofdeathoftheemployee.
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Eligibility a.TheapplicantshouldbeanIndiancitizen.

b.Age

Clericalcadre Sub-staffCadre

 Min18years.

 Max:aspertherulesapplicableform

timetotimetodirectrecruitmentin

clericalcadre.

Wherenodependentofthedeceased

employeewithintheprescribedage

limit,themax.agelimitmaybe

relaxedwhereverfoundnecessarybut

minagelimitcannotberelaxed.

(Incaseofdependentsbelongingto

SC/ST/OBC,theexistingconcessionas

pergovt.guidelines)

Sameincaseof

clericalcadre.

c.EducationQualification

Clericalcadre Sub-staffCadre

PassinGraduation

foralldependents

includingwidows.

PassinXthstandardoritsequivalent.

However,thecompetentauthoritymay

relaxeducationqualificationscriteria,

wherever necessary, to a min

requirementofsimplereading&writing

Engorvernacularlanguage.

Thismaybefurtherrelaxedincaseof

widowsonlyprovidedshecanperform

thedutiesofthatcadre.

Medicalfitness Selectedcandidateshallberequiredtopassthemedicalfitness

examination.

Probation 6months
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REDRESSALMECHANISM/PROCEDUREFORSEXSUALHARASSMENTAT

WORKPLACE

AsperSupremecourtguidelines,‘SexualHarassment’includessuchunwelcomesexuallydetermined

behaviors(whetherdirectlyorotherwise)as–

a) Physicalcontact&advances
b) Ademandorrequestforsexualfavours
c) Sexuallycolouredremarks
d) Showingpornography
e) Anyotherunwelcomephysical,verbalornon-verbalconductofasexualnature.

 BankhasaproperRedressalMechanismandprocedureforquickredressalofcomplaints
relatedtosexualharassment.

 AComplaintscommitteehasbeenconstitutedattheapexlevelheadedbyChefLiaisonofficer
intherankofGeneralManger.ApartfromChiefLiaisonofficer,thereare-5-othermembersin
thecommitteetodealwithanddisposeoffthecomplaints.

 AZonalladyliaisonofficer(ZLO)hasbeenappointedateachZone,whotakesissuesrelating
tosexualharassmentofaggrievedladyemployeeswiththeappropriateauthorityforredressal
andforinitiatingfurthernecessaryactionagainstthedelinquentemployee.

 Theladyemployeeshallgivehercomplaintinwritingwithinafortnightoftheoccurrenceof
sexualharassmenttoZonalheadwhowillinturndiscussthematterwithZLO/RM&direct
ZLOtosubmitinvestigationreport.

 TheZLOshalldiscussthematterwithcomplainant&theAccused,separately&inconfidence,
&collectallthenecessarystatementsofwitnesses,evidenceandsubmitthereporttoZonal
headimmediatelyoncompletionofinvestigationorwithinafortnightofreceiptofcomplaint
withacopytoChiefLiaisonofficeratBCC.

 IftheZonalheadfindsthecomplaintgenuine,hemayimmediatelytakestepstoseparatethe
complainant&accused.He,asthecasemaybe,may,thereaftercallforclarificationfromthe
accusedperson,ifrequired.

 Theoriginalcomplaint,investigationreportofZLO,bio-dataandobservationsontheconduct
ofaccusedandcomments/observations/recommendationsofZonalheadshallbesubmittedt
ChiefliaisonofficerwithacopytoGM,HRM.

 Chiefliaisonofficerwillplacethepapersbeforethecomplaintscommitteewhowillthen
recommendactionorotherwiseonthesubjectcase.

 TheZonalheadonreceiptofobservationsofcomplaintscommitteewillinitiate/directto
initiateappropriateactionagainsttheerredemployee.Thedisciplinaryauthoritywillproceed
withactionincasewhereprimafaciecomplaintscommitteeconcludesthatthereisacaseof
sexualharassment.

 Thedisciplinaryauthoritywillsendtheactiontakenreporttocommittee.
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