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Policy Summery 
 

 
Recruitment Policy ‰Zixi mgq wb¤œ³ welq ¸wj Abymib Kiv n‡q‡Q| 

 

 

1. Object  
2. Goal 
3. Organigation Chart 
4. Implementation 

5. Communication 

6. Documents /Records 

7. Feed back 
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1. Objective (D‡Ïk¨) t  

 

‡Kv¤úvbxi Drcv`‡bi aviv Ae¨vnZ ivL‡Z, Pjgvb Drcv`bkxjZv eRvq ivLv Ges Gi D‡Ëvi‡Ëvi e„w×i Rb¨ cÖ‡Z¨KwU †cv‡ó mwVK Kg©x 

wbe©vPb Kiv Ges `¶ Kg©x evwnbx †hvMvb †`Iqv , wb‡qv‡Mi †¶‡Î †Kvb iæc ˆelg¨ ev nqivbx hv‡Z †KD bv nq Zv wbwðZ KivB  wb‡qv‡Mi 

D‡Ïk¨ Ges cÖwZôv‡b Kg©iZ mKj kÖwgK Kg©Pvix I Kg©KZ©vM‡bi m¤§vb I gh©v`vi cÖwZ jÿ¨ †i‡L m¤ú~Y© nqivbx I Drcxobgy³ Kg©cwi‡ek 

eRvq ivLv nqivbx I Drcxobgy³  bxwZgvjvi cÖavb D‡Ïk¨ | 

 

  

2. Goal (jÿ¨): wb‡qv‡Mi †ÿ‡Î k~b¨ ˆelg¨ wbwðZ Kiv Ges mwVK I †hvM¨ Kgx© wb‡qvM †`Iqv |  

 

 

Table for the based on Recruitment policy: 
 

SL Implementation SL Communication & 

Documents 

S

L 

Record 

a.  Source of Recruitment a
. 

Source of Recruitment a. Training Documents 
with Picture 

b.  Mode of Recruitment b
. 

Recruitment flow chart b. Internal Audit 

c.  Committee of Recruitment & 
Job description 

c
. 

Way of Comminication c. Floor 
Monitoring/Visual 

d.  Organization Chart of 
Recruitment committee 

d
. 

Recruitment system when 
required 

d. WPC/ Meeting 
Minuts 

e.  Condition of Recruitment  1)Notice board e. Hot Line 

f.  Recruitment procedure & 
Selection 

 2)Announcement f.  Worker list 

g.  Female employee of recruit 
Prohibited to several ambit  

 3)Internal Audit   

h.  Approval of Appointment  4)Orientation   

i.  Confermation of New workers   5)Floor Monitoring/Visual   

   6)WPC/ Meeting Minuts   

   7)Hot Line   
 

 

3. Implementation: 
 
 

a. wb‡qv‡Mi Drm (Source of recruitment) 
 

2wU wb‡qv‡Mi Drm i‡q‡Q 

 

1. evB‡ii Drm (External source)  

2. Avf¨šÍixb Drm (Internal source). 

wb‡qv‡Mi †¶‡Î mswkøó mKj Drm wbb¥wjwLZfv‡e e¨envi Kiv nq 
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Avf¨šÍixb Drm (Internal source) 

AbšÍ KZ…©c¶ Avf¨šÍixb Drm†K cÖavb GKwU Drm e‡j g‡b K‡i Z‡e †mUv Gw›Uª-‡j‡fj cwRm‡bi Rb¨ †ekx cÖ‡hvR¨|  cÖ‡gvkb Ges 

UªvÝdv‡ii gva¨‡g Lvjx c` c~ib Kiv nq| G m¤úwK©Z Z_¨ cÖwZôv‡bi Z_¨ †K› ª̀ /cÖPwjZ c×wZ †_‡K Kg©xiv †R‡b Zvi wefvMxq cÖav‡bi 

gva¨‡g gvbe m¤ú` wefv‡M Av‡e`b Ki‡Z cvi‡eb| gvbe m¤ú` wefvM H †cv‡ói Rb¨ Zvi `¶Zv I †hvM¨Zv hvPvB K‡i Zv‡K c‡`vbœwZ 

†`‡eb A_ev UªvÝdvi Ki‡eb|    
 

evB‡ii Drm (External source)  
 

Avf¨šÍixb Drm †_‡K Av‡e`bKvix bv cvIqv †M‡j ZLb gvbe m¤ú` wefvM evB‡ii Drm †_‡K wb‡qv‡Mi Rb¨ Av‡e`bKvix LyR‡e| wb‡qv‡Mi 

evB‡ii Drm¸‡jv wbb¥iƒc 

 

IqvK-Bbm Ges ivBU-Bbm (Walk-ins and Write-ins) 
 

IqvK-Bbm n‡jv PvKix †LuvRKvix‡`i mivmwi gvbem¤ú` wefv‡Mi Kv‡Q †cuŠQv‡bv|  

ivBU-Bbm n‡jv hviv wjwLZfv‡e †LuvR K‡i| Dfq MÖc Gi `¶Zv I †hvM¨Zv Abyhvqx Application Form cyib K‡i gvbe m¤ú` wefvM 

dvBj Avc K‡i Ges Zv 6 gvm ch©šÍ †i‡L †`q Ges wb‡qv‡Mi mvKz©jvi n‡j †mLvb †_‡K Zv‡`i wmwf †bIqv nq|  

 

Kg©x‡`i mycvwik (Employee referrals) 
 

Kg©xiv PvKzix †LuvRKvix‡`i gvbe m¤ú` wefv‡M cvVv‡Z cv‡i Ges Zv‡`i †hvM¨Zv Abyhvqx PvKix †c‡Z cv‡i Z‡e †mLv‡b †Kvb ˆelg¨ Kiv hv‡e 

bv| 

 

weÁvcb (Advertising) 
 

PvKzixi weÁvc‡bi gva¨‡g Kg©x †LvRv nq| †h mg Í̄ myweav †Kv¤úvbx w`‡q _v‡K Zvi gva¨‡g Kg©x‡`i‡K wb‡qv‡Mi Rb¨ Avnevb Kiv nq Ges ejv 

nq hviv AvMÖnx Zviv B›UviwfD †dm Ki‡Z cv‡i| RvZxq, ’̄vbxq cwÎKv Ges e¨vbvi, †cvóv‡ii gva‡g wb‡qvM weÁwß †`Iqv nq|  

 AwaK †hvM¨ Kg©x cvIqvi Rb¨ gvbe m¤ú` wefvM wbDR †ccvi / B‡j±ªwbK wgwWqv‡Z cÖKvk/weÁvcb w`‡Z cv‡i|  

 Lvjx c‡`i Rb¨ weÁvcb †`Iqv `vwqZ¡ ïaygvÎ e¨e ’̄vcK/gnv-e¨e ’̄vcK (GBP Avi) Gi Z‡e kªwgK wb‡qv‡Mi †¶‡Î gnv-e¨e ’̄vcK 

(cÖkvmb) weÁwß w`‡Z cvi‡eb|  

 weÁvc‡b wbb¥wjwLZ welq¸‡jv Zz‡j aiv/nvBjvBUKiv nq| - 

- †Kv¤úvbxi bvg wVKvbv 

- ‡dvb /†gvevBj bv¤̂vi  

- ‡hvMv‡hvM i¶vKvix e¨w³i bvg 

- B-‡gBj bv¤̂vi  

- ‡eZb †¯‹j, †evbvm, Ab¨vb¨ myweav`x 

- GKwU dzU †bvU _v‡K †hgb -wk¶vMZ †hvM¨Zv I mKj Z_¨ mn Avcbvi wiwRDg cvVvb 

 ‡Kv¤úvbxi wiwmckwbó Ges GBP Avi Awdmviiv G e¨vcv‡i fv‡jvfv‡e AeMZ _v‡Kb hw` †KD †Uwj‡dv‡b hvPvB K‡i|   

 

kªwgK‡`i PvKzixi weÁvc‡bi †¶‡Î †h welq¸‡jv _v‡K Zv n‡jv - c` Ges Lvjx c‡`i msL¨v, wk¶vMZ †hvM¨Zv, Kv‡Ri AwfÁZv, eqm, 

†Kv¤úvbx cÖ`Ë wewfb œmy‡hvMmyweav BZ¨vw`|  

 

weÁvcb D`vnib (Example) 
 

General Manager- production (ref: PM) 

-Age: 32-40 years; Graduate with specialization in garment mfg technology from NIFT or equiv. 

-Minimum 10 years experience in similar position of a unit with a minimum of 1000 machines. 

-Must have detailed hands on knowledge of industrial engineering. 
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We offer competitive salary which is commensurate with experience and qualification. 

If you aspire to an exciting and rewarding career, send your detailed resume, quoting your present and 

expected salaries to jobs 

B›Uvi‡bU (Internet)   
 

AvRKvj B›Uvi‡bU Qvov †KD †Kvb wKQz fv‡e bv| ZvB B›Uvi‡b‡U wb‡qvM weÁwß †`Iqv nq| 

 

D`vnib (Example) 

www.bdjobs.com 

www.jobsa1.com 
  
 

wb‡qvM Gi †¶‡Î gvbe m¤ú` wefvM †h c×wZ Abymib K‡i Zv n‡jv 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

kªwgK‡`i †¶‡Î (For Workers) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 wiKzBwRkb dig Abyhvqx 

†Kvb †Kvb †cv‡ó KZRb 

Kg©x jvM‡e Zv wba©vib Kiv  

‡Kvb gva¨‡g weÁwß †`Iqv n‡e 

Zv wVK Kiv Ges weÁvcb 

†`Iqv  

Av‡e`b cÎ msMÖn Kiv 

mU© wj‡ói gva¨‡g 

mv¶vrKv‡ii Av‡qvRb Kiv 

`¶Zv I †hvM¨Zvi cix¶v/†Uó wb‡q mwVK Kg©x 

wba©vwiZ †cv‡ói Rb¨ wbev©Pb Kiv  

wbe©vwPZ cÖv_©x‡K wb‡qvM 

†`Iqv 

wiKzBwRkb dig Abyhvqx 

†Kvb †Kvb †cv‡ó KZRb 

Kg©x jvM‡e Zv wba©vib Kiv  

 

‡Kvb gva¨‡g weÁwß †`Iqv 

n‡e Zv wVK Kiv Ges 

weÁvcb †`Iqv  

. 

eqm Ges wdU‡bm cix¶vi 

Rb¨ Wv³v‡ii wbKU †cÖib 

Kiv  

gRyix wba©vi‡bi Rb¨ mswkøó 

wefvMxq cÖavb/IqvK©óvwW 

wefv‡M †cÖib 

wb‡qvM cÎ Ges AvBwW KvW© 

msMÖ‡ni Rb¨ cÖkvmb wefv‡M 

†cÖib 

Zvi mKj KvMRcÎ Ges Qwe Rgv †`Iqvi 

Rb¨ Kg©x wefv‡M †cªib 

cÖ`vbK…Z mKj WKz‡g›U 

wb‡qvM KwgwU KZ…©K †M‡U 

†PK Kiv  

. 

Iwi‡q†›Uk‡bi Rb¨ 

I‡qj‡dqvi wefv‡M †cÖib  

gRyix wk‡U bvg †Zvjvi Rb¨ 

GKvD›Um wefv‡M dvBj †cÖib  

dvBj msi¶‡bi Rb¨ GBP Avi  

wefv‡M dvBj †cÖib  

http://www.bdjobs.com/
http://www.jobsa1.com/
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Af¨šÍixb †cvwós (Internal posting) 
 

 Kg©x‡`i wek¦ Í̄Zv AR©b K‡i‡Z gvbe m¤ú` wefvM Kg© GjvKvq wb‡qvM Ki‡Z c`‡¶c †b‡e|  

 gvbe m¤ú`/cÖkvmb wefvM Lvjx c‡`i ZvwjKv ˆZix Ki‡e Ges Kg©GjvKvq Kg©Lvjx Av‡Q wj‡L UvwO‡q †`‡e|  

 

Av‡e`b c‡Îi WvUv e¨vsK (Resume/ application data banks) 
 

 AwaK †hvM¨Zv m¤úbœ cÖv_©x‡`i†K „̀wó AvKl©b Ki‡Z Av‡e`bc‡Îi WvUv e¨sK †gBb‡Ub Kiv n‡e| 

 fwel¨‡Zi cÖ‡qvR‡bi Kvi‡b gvbe m¤ú` wefvM Av‡e`b cÎ/ev‡qvWvUv msi¶b K‡i ivL‡Z cv‡i| 

 

b. wb‡qvM c×wZ (Mode of Recruitment): 
 

Kgx© wb‡qv‡Mi Pvwn`vcÎ (Requisition for workers recruitment): 

c` Lvwj n‡j Ges bZzb kÖwg‡Ki cÖ‡qvRb n‡j mswkøó wefvMxq cÖavbMb Pvwn`v cÎ(dig bs HR/Quota/01)c~ib K‡i  gvbe m¤ú` 

wefv‡M †cÖib Ki‡Z n‡e | †KvUvi evB‡i AwZwi³ †jv‡Ki cÖ‡qvRb n‡j GKB c×wZ Abymib Ki‡Z n‡e | gvbe m¤ú` wefvM Aby‡gv`b 

Kivi ci Zv P‡j hv‡e wb‡qvM KwgwU‡Z |  

wb‡qv‡Mi †ÿ‡Î KZ…©cÿ evsjv‡`k kÖg AvBb Abyhvqx mKj wb‡qvM c×wZ †g‡b P‡jb| 

 

c. wb‡qvM KwgwU (Recruitment Committee) : 
 

wb‡qvM KwgwU†Z GKRb cÖavb _vK‡e Ges evKxiv m`m¨| †Kvb GKwU GKK wefvM GKv GB KwgwUi mKj Kvh©µg cwiPvjbv Ki‡Z cvi‡e 

bv| K‡qKwU wefvM †_‡K Gi m`m¨ _vK‡e hviv Gi Kvh©µg‡K wbi‡c¶fv‡e I mwVKfv‡e m¤úbœ Ki‡e|  wb‡qvM KwgwUi `vwqZ¡ n‡jv mKj 

KvMRcÎ mn hveZxq mewKQz hvPvB evQvB K‡i mwVK I †hvM¨ †jvK Ly‡R †ei Kiv|  

 

1. kªwgK wb‡qvM KwgwU (Worker Recruitment Committee) 

K) cÖkvmb wefvM 

L) I‡qj‡dqvi wefvM 

M) †gwW‡KjwefvM 

N) mswkøó wefvM (†h wefv‡M Kg©x wb‡qvM n‡e) 

O) gvbe m¤ú` wefvM 

P) IqvK© óvwW wefvM 

Q) wmwKDwiwU wefvM 

 

2. Staff Recruitment Committee  
K) gvbe m¤ú` wefvM  

L) cÖkvmb wefvM 

M) †gwW‡KjwefvM 

N) mswkøó wefvM (†h wefv‡M óvd wb‡qvM n‡e) 

mKj †¶‡Î wb‡qvM KwgwU wbi‡c¶Zv I mZZv eRvq ivL‡e| 

 

AbšÍ wRÝIq¨vi wjt wb‡qv‡Mi hveZxq `vwqZ¡ cÖvß e¨vw³ n‡jb KwgwUi mK‡j| 
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d. Organization Chart of Recruitment Committee  
 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

Sl 

No 
Name Designation Committee Designation 

1 Mr. Ashim kumar Mojumdar DGM Compliance  Member 

2 Mr.Abdul Wadud  Sr.Manager Admin Member 

3 Mr. Dabashis  Sr. Executive, HR Member  

4 Ms. Mita Yeasmin Sr.Executive, Welfare Member  

5 Mr.Sumon Kumar  DM, workstudy Member 

6 Dr. Easmin Poly  Executive, Medical Member 

7 Mr. Panjab Incharge-Security Member 

 

 

 

wb‡qvM KwgwUi KvR  

 
  

KwgwU cÖavb Gi Kv‡Q cÖ‡qvRb Abyhvqx kÖwgK ‡bIqvi Rb¨ †mKkb ev wWcvU©‡g›U ‡_‡K ‡h ZvwjKv Av‡m Zvnv KwgwU cÖavb kÖwgK †bIqvi Rb¨ D³ 

KwgwU‡K wb‡ ©̀k †`b| 

  

K) wb‡qvM KwgwU bZzb kÖwgK‡`i ¯Œxwbs Ki‡e| 

L) evQvB Kivi ci wb‡qvM KwgwU cÖv_©x‡K B›UviwfD‡qi Rb¨ WvK‡e| 

M) bZzb Kg©xi mKj Z_¨, c~e©eZx© PvKzixi Z_¨vejx, cywjk †fwiwd‡Kkb (cÖ‡hvR¨ ‡¶‡Î), †idv‡iÝ, WªvM hvPvB, eqm, KvMRcÎ 

I mvwUwd‡KU hvPvB-evQvB Ki‡e wb‡qvM KwgwUi wba©vwiZ m`m¨Mb (cÖkvmb wefvM, UvBg †mKkb wefvM, I‡qj‡dqvi wefvM 

I gvbe m¤ú` wefvM)| 

N) †ekxievM †¶‡Î kªwgK‡`i‡K †gŠvwLK Ges cÖ¨vw±K¨vj cix¶v †bIqv n‡e| Z‡e kªaygvÎ †KvqvwjwU BbÝ‡c±i‡`i Gi m‡½ 

wjwLZ †Uó ‡b‡e| 

O) ‡Kv¤úvbxi †gwW‡Kj Awdmvi Gi `vwqZ¡ n‡jv Kg©xi eqm Ges wdU‡bm hvPvB K‡i mvwU©wd‡KU †`Iqv 

Mr. Kirser Hossain 

Mr. Dabashis Mr. A Wadud Ms.Mita Yeasmin Mr. Ashim Kumar Dr. Easmin Poly 

 

Mr.Sumon Kumar Mr. Panjab 
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P) cÖ‡hvR¨ mKj cix¶v †bIqvi ci KwgwUi wba©vwiZ m`m¨iv cÖv_©xi mv‡_ gRyix Ges Ab¨vb¨ my‡hvMmyweav wb‡q K_v ej‡e Ges 

b¨vh¨ gRyix wba©vib Ki‡e|  

Q) KwgwU AvBwW KvW©, wb‡qvMcÎ, mvwf©meyK BZ¨vw` webvgy‡j¨ cÖ`vb Ki‡e| 

R) I‡qj‡dqvi Ges Kgcøv‡qÝ Kg©x‡K cÖ‡qvRbxq Iwi‡q†›Ukb Ges †Uªwbs †`‡eb, †hgb - †Kv¤úvbx cwiwPwZ, `vwqZ¡ KZ©e¨, 

wbqgKvbyb I kvw Í̄g~jK e¨e ’̄v, wb‡qvM  c†Îi welq¸‡jv, ‡Kv¤úvbx KZ…©K cÖ`Ë, wewfbœ myweav Ges mvwf©m, Awf‡hvM, kªwgK 

AskMÖnb KwgwUi KvR I cwiwPwZ, ¯̂v¯’¨ I wbivcËv BZ¨vw` wel‡hi Dci Ges Gi †iKW© iv_‡e|  

S) wb‡qvMK…Z mKj Kg©xi dvBj mn e¨w³MZ ˆ`bw›`b mKj †iKW© ivL‡e| 

T) wb‡qvM cÖwµqvi †ÿ‡Î wb‡qvM KwgwUi m`m¨ Rbve Avãyj Iqv ỳ`, wmwb: e¨e ’̄vcK, cÖkvmb †K wb‡qvM KwgwUi mKj ai‡bi 

Kv‡Ri Øvq `vwqZ¡, d‡jvAvc,Z`viK I myôz e¨e ’̄vcbvi `vwqZ¡ cÖ`vb Kiv nj|  
 

 

e. wb‡qv‡Mi kZ© (Conditions of recruitment): 
 

wb‡qv‡Mi †¶‡Î wbb¥wjwLZ kZ©vejx Aek¨B c~ib Ki‡Z n‡e -  

 

K) ¯^ ¯^ c‡`i Rb¨ wba©vwiZ me©wb¤œ wk¶vMZ †hvM¨Zv I AwfÁZv _vK‡Z n‡e|  

L) ïaygvÎ we‡kl †Kvb `¶Zv ev wk¶vMZ †hvM¨Zv ev AwfÁZvi cÖ‡qvRb nq (expertise services) Zv e¨vwZZ mKj Kg©x‡K 

evsjv‡`‡ki bvMwiK n‡Z n‡e|  

M) AbšÍ wRÝIq¨vi wjt wb‡qv‡Mi mgq mKj kÖwgK‡`i(hw` we‡`kx kÖwgK/ †nvg kÖwgK wb‡qvM Ki v nq) kÖg AvBb 2006 

Abyhvqx hveZxq wb‡qvM cÖwµqv †g‡b P‡j| 

1. Skill Grade 
2. Base wage and Wage calculation 
3. Terms & condition 
4. Overtime & Incentive 
5. Benefits& Bonus system 

 
N) bvMwiKZ¡ mb`cÎ cÖ`vb e¨wZZ ‡Kvb Kg©x‡K wb‡qvM †`Iqv hv‡e bv|  

O) †Kv¤úvbx‡Z †Kvbfv‡eB wkï kªwgK wb‡qvM bv †`Iqv| 

 

‡idv‡iÝ t kªg AvBb 2006 

wkï - (2 - (63) kªg AvBb 2006) 

14 ermi eqm c~b© K‡ib bvB Ggb †Kvb e¨w³| 

 

wK‡kvi kªwgK - (2 - (8) kªg AvBb 2006) 

14 ermi eqm c~b© K‡i‡Qb wKšZz 18 ermi eqm c~b© K‡ib bvB Ggb †Kvb e¨w³| 

 

cÖvß eq¯‹ kªwgK -  (2 - (36) kªg AvBb 2006) 

18 ermi eqm c~b© K‡i‡Qb Ggb †Kvb e¨w³| 

 

hw` Avgiv wK‡kvi kªwgK A_©vr 14 †_‡K 18 erm‡ii bx‡P kªwgK wb‡qvM Kwi Zvn‡j wbb¥wjwLZ c×wZ Abymib K‡i _vwK| 

kªgN›Uv w`‡b 5 N›Uvi †ekx n‡e bv|  

mÜ¨v 7Uv †_‡K mKvj 7Uv mg‡qi g‡a¨ KvR Kiv‡bv n‡e bv| 

wmwfj mvR©‡bi KvQ †_‡K wdU‡bm mvwU©wd‡KU PvIqv nq 

Zvi wcZv gvZvi KvQ †_‡K wjwLZ AbygwZ PvIqv nq 

Zv‡`i Rb¨ Avjv`v †iwRóvi ivLv nq Ges Zv‡`i‡K †Uv‡Kb ‡`Iqv nq 

Zviv †Kvb NyišZ †gwk‡b KvR Ki‡e bv, nvjKv ai‡bi KvR †`Iqv nq| 

kªg AvBb Abyhvqx Zviv Zv‡`i cÖvc¨ cv‡e| 



                                                                                         Ananta Jeanswear Ltd. 

                                                                                       Paradise washing plant Ltd. 

 

 

   Page 9 of 21 

fyjekZt hw` 14 erm‡ii bx‡P †Kvb kªwgK wb‡qvM †`Iqv nq Zv‡nj †Kv¤úvbx Zr¶bvr Zvi PvKzix ¯’wMZ Ki‡e Ges Zvi 18 ermi eqm 

nIqv ch©šZ Zvi wk¶vi mKj e¨vqfvi †Kv¤úvbx enb Ki‡e GKBmv‡_ 18 ermi c~b© n‡j Zvi †hvM¨Zv Abyhvqx PvKzixi cÖ¯Íve †`‡e|  

 

P) mKj Av‡e`bKvixi eqm wb‡qv‡Mi mgq me©wb¤œ 18 †_‡K m‡e©v”P 45 ermi eq‡mi g‡a¨ n‡Z n‡e| Z‡e we‡kl †Kvb 

AwfÁZvi †¶‡Î wb‡qvMKwgwUi mycvwikµ‡g m‡e©v”P eqmmxgv wkw_j‡hvM¨ 

Q) KviLvbvi †Kv_vI, †Kvb D‡Ï‡k¨ †Kvb Ae¯’vq †Kvb cÖKvi †Rvic~e©K kªg ev KvR Ki‡Z bv w`‡Z †Kv¤úvbx e×cwiKi| mKj ai‡bi 

†Rvic~e©K kÖg wbwl× Kiv n‡jv| 

 iæwUb Ges c×wZ t 

Bmy¨ - 1| wb‡qvM Gi mgq ev Ab¨ †Kvb cÖ‡qvR‡b †Kvb Kg©xi AiwRbvj KvMRcÎ (‡hgb - wk¶vMZ †hvM¨Zvi mvwU©wd‡KU, AwfÁZvi 

mvwU©wd‡KU, RvZxq cwiPq cÎ, AvBwW KvW©, †Pqvig¨vb mvwU©wd‡KU BZ¨vw`) AvU‡K ivLv ev †diZ bv †`Iqv iæwUb Ges c×wZ t wb‡qv‡Mi 

mgq I‡qj‡dqvi wefvM cÖv_wgKfv‡e †PK Ki‡e| dvBj KgwcøU nIqvi ci cÖkvmb wefvM †PK Ki‡e cieZ©x‡Z GBP Avi wefvM dvBbvj 

†PK K‡i wbwðZ Ki‡e †h †Kvb AiwRbvj KvMRcÎ ivLv ev AvU‡K ivLv nqwb|Kgcøv‡qÝ wefvM gvwmK B›Uvibvj AwW‡Ui gva¨‡g wdWe¨vK 

†b‡e Ges †m Abyhvqx e¨e¯’v †b‡e|   

 

Bmy¨ - 2| ‡Rbv‡ij Kg©N›Uvi c‡i †KD KvR Ki‡Z bv PvB‡j Zv‡K †Rvic~e©K KvR Kiv‡bv| 

iæwUb Ges c×wZ t cÖwZw`‡bi Kv‡Ri wmwWDj cwiPvj†Ki Aby‡gv`b _vK‡Z n‡e| Aby‡gv`bKzZ Kg©N›Uvi AwZwi³ mgq †Kvb kÖwgK‡K w`‡q 

KvR Kiv‡bv hv‡e bv Ges Zv wbwðZ Ki‡e wR Gg, cÖkvmb| hw` †Kvb kÖwgK AwZwi³ mgq KvR Ki‡Z bv Pvq Zvn‡j AwZwi³ mg‡qi c~‡e©B 

mivmwi ev I‡qj‡dqv‡ii gva¨‡g cÖkvmb wefvM‡K AewnZ Ki‡e| cÖkvmb wefvM Zvi QzwUi e¨e¯’v Ki‡e|  Kgcøv‡qÝ wefvM gvwmK B›Uvibvj 

AwW‡Ui gva¨‡g wdWe¨vK †b‡e †m Abyhvqx e¨e¯’v †b‡e|   

  

Bmy¨ - 3| mvßvwnK QzwU ev †h †Kvb ce© QzwU‡Z KvR Ki‡Z eva¨ Kiv| 

iæwUb Ges c×wZ t ‡Kvb Riæƒix cÖ‡qvR‡b mvßvwnK QzwU ev †h †Kvb ce© QzwU‡Z KvR Kiv‡Z n‡j cwiPvj†Ki Aby‡gv`b _vK‡Z n‡e| Ges 

AšÍZ 1 w`b c~‡e©B kÖwgK‡`i‡K AewnZ Ki‡Z n‡e| hw` †Kvb kÖwgK KvR Ki‡Z bv Pvq Zvn‡j Zv‡K †Rvi Kiv hv‡e bv Ges G msµvšÍ †Kvb 

Awf‡hvM _vK‡j D³ kÖwgK mivmwi ev I‡qj‡dqv‡ii gva¨‡g cÖkvmb wefvM‡K AewnZ Ki‡e| cÖkvmb wefvM ‡m Abyhvqx e¨e ’̄v MÖnb Ki‡e| 

Kgcøv‡qÝ wefvM gvwmK B›Uvibvj AwW‡Ui gva¨‡g wdWe¨vK †b‡e †m Abyhvqx e¨e¯’v †b‡e|   

 

Bmy¨ - 4| Lvev‡ii weiZxi mg‡q KvR Kiv‡bv| 

iæwUb Ges c×wZ t KL‡bv nq‡Zv Kv‡Ri Ae¨e¯’vcbvi Kvi‡b G ai‡bi cwiw¯’wZi D™¢e NU‡Z cv‡i| Z‡e Zv MÖnb‡hvM¨ bq| Kvib cÖ‡Z¨K 

kÖwgK‡K 6 N›Uvi g‡a¨ 1 N›Uvi wekÖvg Ges Avnv‡ii Rb¨ weiZx †`Iqv eva¨Zvg~jK| †m Kvi‡b G ai‡bi cwiw¯’wZ Gov‡Z jv‡Âi mgq 

I‡qj‡dqvi Ges cÖkvmb wefvM hvi hvi †d¬vi wfwRU Ki‡e Ges †m Abyhvqx e¨e¯’v †b‡e| Kgcøv‡qÝ wefvM gvwmK B›Uvibvj AwW‡Ui gva¨‡g 

wdWe¨vK †b‡e †m Abyhvqx e¨e ’̄v †b‡e|   

 

Bmy¨ - 5|  Kg©Kvjxb mg‡q †KD Am~¯’ n‡q co‡j Zv‡K w`‡q †Rvic~e©K KvR Kiv‡bv| 

iæwUb Ges c×wZ t GB AgvbweK KvRwU †Kvb g‡ZB MÖnb‡hvM¨ bq| cÖvZ¨wnK †d¬vi wfwR‡Ui mgq I‡qj‡dqvi G welqwU hvPvB Ki‡e| 

Wv³v‡ii civgk©µ‡g cÖkvmb wefvM QzwUi e¨e ’̄v Ki‡e| Kgcøv‡qÝ wefvM gvwmK B›Uvibvj AwW‡Ui gva¨‡g wdWe¨vK †b‡e †m Abyhvqx e¨e ’̄v 

†b‡e|   

 

Bmy¨ - 6| Mf©eZ©x gwnjv‡`i‡K fvix KvR Ki‡Z eva¨ Kiv / KvD‡K Kv‡R Abycw¯’Z _vK‡Z eva¨ Kiv / Kv‡iv e¨w³MZ KvR Ki‡Z †Kvb 

Kg©x‡K eva¨ KiviæwUb Ges c×wZ t cÖvZ¨wnK †d¬vi wfwR‡Ui mgq I‡qj‡dqvi Ges Kgcøv‡qÝ Awdmvi wbwðZ Ki‡eb †h †Kvb Mf©eZx 

gwnjv‡K w`‡q fvix KvR Kiv‡bv n‡”Q bv| GKB mv‡_ I‡qj‡dqvi Ges cÖkvmb Awdmvi †d¬vi wfwR‡Ui mgq wbwðZ Ki‡e †h KvD‡K kvw¯Í 

¯^iæc Kv‡R Abycw¯’Z _vK‡Z eva¨ Ki‡Q bv ev Awatb¯Í KvD‡K w`‡q e¨w³MZ KvR Kiv‡Z eva¨ Ki‡Q bv| Kgcøv‡qÝ wefvM gvwmK B›Uvibvj 

AwW‡Ui gva¨‡g wdWe¨vK †b‡e †m Abyhvqx e¨e¯’v †b‡e 

 

R) Av‡e`bKvix eqm cÖgv‡bi †h KvMRcÎ †`Lv‡e Zv wb‡qv‡Mi w`b †_‡K wnmve K‡i me©w b¤œ I m‡e©v”P eqmmxgv †ei Kiv 

n‡e Ges eqm cÖgv‡bi †¶‡Î †m‡KÛvix ev nvqvi †m‡KÛvix mvwU©wd‡KU †Kv¤úvbxi wbKU MÖnb‡hvM¨ n‡e| Z‡e ‡¶Î 

we‡k‡l †Kv¤úvbxi †gwW‡Kj Awdmvi KZ… ©K hvPvB Kiv n‡e Ges Zvi wi‡cvU© PzovšÍ e‡j Mb¨ n‡e|  
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S) Gw›U- nqivbx Ges Lvivc AvPib (Anti-harassment and abuse) 
 

 †Kv¤úvbx mKj cÖKvi ‰`wnK, gvbwmK, †hŠb, †gŠwLK nqivbx ev AvPib BZ¨vw` †_‡K †Kv¤úvbx gy³ nIqvi Rb¨ G msµvšZ wjwLZ 

cwjwm †g‡b P‡j ZvB †Kv¤úvbx Avkv K‡i mK‡j G e¨vcv‡i mZK© Ges wbôvevb _vK‡e| 

 ‡Kv¤úvbx †Kvbiƒc nqivbx Ges GweDm mn¨ K‡i bv Ges G e¨cv‡i e¨e ’̄v wb‡Z †Kv¤úvbx cÖwZÁve× 

 AcÖPwjZ K_vevZ©v, wPrKvi, ‡hŠbvZ¡K ỳóvwg, MvjvMvwj Kg©GjvKvq wbwl×, hv‡Z Kg©xiv G RvZxq ~̀lbgy³ Ges kvwšÍgq cwi‡e‡k 

KvR Ki‡Z cv‡i| 

 ‡Kv¤úvbx gwnjv Kg©x‡`i m¤§v‡bi e¨vcv‡i h‡_ó m‡PZb Ges †g‡q‡`i e¨w³MZ GjvKvq cyiæl‡`i cÖ‡ek wbwl×| 

 wgW-‡j‡fj g¨‡bR‡g›U we‡klK‡i mycvifvBRvi, jvBb BbPvR©, e¨e ’̄vcKMb‡`i wb‡ ©̀k †`Iqv Av‡Q ‡Kvbiƒc kviixK, gvbwmK 

wbhvZb bv Ki‡Z we‡kl K‡i †g‡q‡`i e¨cv‡i LyeB m‡PZb _vK‡Z| 

 ‡Kv¤úvbx h‡_ó cwigvb mv‡Rkb/Awf‡hvM ev· ’̄vcb K‡i‡Q hv‡Z Kg©xMb we‡kl K‡i gwnjviv G msµvšÍ Awf‡hvM Rvbv‡Z cv‡i| 

 ‡Kv¤úvbxi i‡q‡Q GKwU Kvh©Ki AskMÖnbKvix KwgwU| ‡h‡Kvb ai‡bi nqivbx, GweDm Ges †hŠb nqivbx ev Ab¨vb¨ AˆbwZK ˆelg¨ 

msµvšÍ NUbv NU‡j Giv RiæixwfwË‡Z KwgwU Ges KZ…©c¶‡Z AewnZ Ki‡e| 

 Gw›U- nqivbx Ges Lvivc AvPib Gi Dci wgW-‡j‡fj g¨‡bR‡g›U Ges kªwgK Dfq‡KB wbqwgZ †Uªwbs ‡`Iqv n‡e| 

 ‡Kv¤úvbx Ggb †Kvb e¨envi ev Dw³ Aby‡gv`b †`q bv †hUv Kg©x‡`i Rb¨ ûgwK ¯̂iæc ev AgvbweK nq| 

 †Kvb ai‡bi myweav ‡`Iqvi Rb¨ ‡hŠb m¤úK©‡K wewbgq‡hvM¨ Kiv m¤úybœ© wbwl×| 

 Uq‡j‡U Mgb Ges cvwb †L‡Z †h‡Z †Kvb ai‡bi wewa wb‡la MÖnb‡hvM¨ bq| 

 kvw¯ZgyjK e¨e ’̄v wnmv‡e `vqx†`i weiæ‡× ‡gŠwLK mZK©, wjwLZ mZK©xKib cÎ, mvm‡cÛ Ges cwi‡k‡l PvKzix †_‡K eiLv Í̄ Kiv 

n‡Z cv‡i| 

 ‡Kv¤úvbx G ai‡bi kvw Í̄g~jK e¨e ’̄v msµvšÍ mKj †iKW© ivL‡e| 

‡Kv¤úvbx mKj ai‡bi ˆelg¨, kviixK, gvbwmK, †hŠb nqivbx Ges AvPib ‡_‡K gy³ _vK‡e| G ai‡bi Aciv‡ai Gi e¨vcv‡i †Kv¤úvbxi mKj 

Kg©x, óvd m‡PZb Ges wbôvevb _vK‡e| 

 

U) ‡Kvb Kg©x‡K wb‡qvM †`Iqv n‡e bv hZ¶b bv ch©¯Í †Kv¤úvbxi †gwW‡Kj Awdmvi D³ c‡`i Rb¨ Zv‡K gvbwmK 

Ges kviwiK fv‡e †hvM¨/wdU mvwU©wd‡KU cÖ`vb  bv Ki‡Qb| 

 

V) ïb¨ ˆelg¨ bxwZt 

‰elg¨ †¶‡Î AbšÍ MÖy‡ci i‡q‡Q ïb¨ mn¨mxgv| mKj wb‡qv‡Mi †¶‡Î esk, ag©, eY©, †MvÎ, ˆeevwnK Ae¯’v, gvZ…Z¡, A_ev †h †Kvb ai‡bi 

c`gh©v`v Qvov wm×všÍ †bIqv nq †h¸‡jv †`kxq AvBb Øviv wbwl× Kiv n‡q‡Q| 

kªwgK‡`i‡K  ¯¿x-cyiyl m¤^Üxq ‰elg¨ Ki‡Z Kg©Pvix‡`i‡K AwaKvi †`Iqv nq bvB| 

Dc‡iv³  Ò¯¿x-cyiyl m¤̂Üxq nqivbxÓi mv‡_ AwZwi³ wnmv‡e AMÖnb‡hvM¨ ¿̄x-cyiyl m¤^Üxq myweavi Rb¨ Aby‡iva Ges Ab¨b¨ Pv¶zm, †gŠwLK 

A_ev ˆ`wnK ¯úk© ¯¿x-cyiæl m¤^Üxq AvPi‡bi g‡a¨ hy³ n‡e | 

GB msÁv A‡bK ai‡bi AvµgbvZ¥K AvPib‡K AšÍif©y³ K‡i Ges wbb¥wjwLZ¸‡jvI Gi AšÍf©y³ : 

 AhvwPZ ¯¿x-cyiyl m¤^Üxq Bw½Z Ges cÖ¯Íve 

 ¯¿x-cyiyl m¤̂Üxq myweavi wewbg‡q wb‡qvM myweavi cÖ¯Íve 

 ‡gŠwLK AvPib hvi gva¨‡g Akjxj gšÍe¨, weK…Z bvg, A¯úó Dw³/kã Ges †KŠZzK 

 ¯¿x-cyiyl m¤̂Üxq †gŠwLK `~e©¨envi, †Kvb e¨w³‡K m‡¤^va‡bi Rb¨ ¯¿x-cyiyl m¤̂Üxq Akjxj kã cÖ‡qvM, Lvivc D‡Ï‡k¨ †Kvb cÎ Ges 

Avgš¿Y Rvbv‡bv 

 kvwiixK e¨envi h_v -¯úk©, Avµgb, hvZvqv‡Z evav ev MwZ‡iva Kiv 

myZivs mKj‡K GB cwjwm f½ bv Ki‡Z wb‡`©k †`Iqv hv‡”Q| 

Gic‡iI hw` Kv‡iv wei‡× ¯¿x-cyiyl m¤^Üxq ‰elg¨nxbZv Awf‡hvM cvIqv hvq Ges Zv cÖgvwYZ nq, Zvn‡j Zv‡K †Kv¤úvbxi wbqg Abyhvqx kvw¯Í 

cÖ`vb Kiv n‡e| 

 

W) we‡kl †Kvb c‡`i Rb¨ AvB †Uó, Kvjvi eøvBÛ †Uó, wi‡d¬· †Uó, GwUwPDW (Aptitude) ‡Uó cÖ‡qvRb n‡Z cv‡i| 
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X) B Í̄dv (Resignation) 

GKRb Kg©x Zvi B”Qv‡K cÖKvk K‡i ev AcÖKvwkZ K‡iI wjwLZfv‡e PvKzix †_‡K †¯̂”Qvq wbb¥wjwLZ cš’vq B Í̄dv w`‡Z cvi‡e 

¯’vqx kªwgK n‡j -  

GKRb ’̄vqx kªwgK hw` wVK K‡i †h, †m PvKzix †_‡K B Í̄dv †`‡e Zvn‡j gvwmK gRyixfy³ n‡j 2 gvm cy‡e© wb‡qvM KZ©v‡K wjwLZ B Í̄dv /†bvwUk 

†`‡e A_ev †bvwUk †gqv‡` gRyix cÖ`vb c~e©K Ges Ab¨vb¨ kªwgKMb 1 gvm c~‡e© wjwLZ †bvwUk †`‡e ev †bvwUk †gqv‡`i gRyix cÖ`vb c~e©K 

A ’̄vqx kªwgK n‡j  
 

K) 1 gvm c~‡e© †bvwUk ev †bvwUk †gqv‡`i gRyix cÖ`vb c~e©K gvwmK gRyixwfwËK n‡j 

L) 14 w`‡bi wjwLZ †bvwUk ev †bvwUk †gqv‡`i gRyix cÖ`vb c~e©K Ab¨vb¨ kªwgK‡`i †¶‡Î 

†bvwUk †gqv‡`i gRyix Zvi AwR©Z QzwUi UvKv †_‡K mgš̂q Kiv †h‡Z cv‡i| hw` bv _v‡K Zvn‡j Ab¨vb¨ cvIbv`x †_‡K mgš̂q Kiv †h‡Z cv‡i|  

‡Kvb kªwg‡Ki †iwRM‡bkb †jUvi MÖnb†hvM¨ n‡e bv ev †bvwUk †gqv‡`i gRyix MÖnb Kiv n‡e bv hw` D³ mg‡q Zvi wei“‡× AvbxZ †Kvb 

Awf‡hv‡Mi †cÖw¶‡Z Zvi wei“‡× Z`šÍ Kvh© Pj‡Q ev †Kvb kvw Í̄g~jK e¨e ’̄v †bIqvi wm×všÍ †`Iqvi A‡c¶vq Av‡Q| Ges Zvi wbKU †_‡K 

†Kv¤úvbxi †Kvb cvIbv hZ¶b bv cwi‡kva Kiv nq| 

1| B¯Ídv cvIqvi ci KviLvbvi gvbe m¤ú` wefvM/cÖkvmb wefvM Kvh©Kix e¨e¯’v MÖnY Ki‡e|  

2| KviLvbvi gvbe m¤ú`/cÖgvmb wefvM mswkøó kªwgK/Kg©Pvix †K B¯Ídvi ZvwiL n‡Z 7 Kg©w`e‡mi g‡a¨ cvIbvw` eywS‡q w`‡eb|  

3| mswkøó kªwgK/Kg©Pvix Zvi me©‡kl cvIbvw` ey‡S w`‡e Ges †mB mv‡_ Zvi mvwf©m eyK eywS‡q †`qv n‡e hv‡Z †m fwel¨‡Z Zv Ab¨ †Kvb 

KviLvbvq †hvM`v‡bi mgq e¨envi Ki‡Z cv‡i|  

B Í̄dvi Rb¨ ¶wZcyib (Resignation) 

 †h †¶‡Î GKRb ’̄vqx kªwgK PvKzix †_‡K B Í̄dv †`b †m †¶‡Î gvwjK D³ kªwgK‡K ¶wZc~ib wnmv‡e Zvi cÖ‡Z¨K m¤úybœ erm‡ii PvKzixi Rb¨ 

- 

K) 5 ermi †_‡K 10 erm‡ii Kg ermi †gqv‡`i Awew”Qbœfv‡e PvKzixi Rb¨ ¶wZcyib wnmv‡e cÖwZ m¤úbœ erm‡ii Rb¨ 14 w`‡bi gRyix cÖ‡`I 

n‡e|  

L) 10 ermi †_‡K Z ỳ×© mgq †gqv‡`i Awew”Qbœfv‡e PvKzixi Rb¨ ¶wZcyib wnmv‡e cÖwZ m¤úbœ erm‡ii Rb¨ 30 w`‡bi gRyix cÖ‡`I n‡e| 

M) Ab¨vb¨ cvIbv`x †hgb - evrmwiK QzwUi UvKv, gRyix, IfviUvBg fvZv, †Kvb †evbvm BZ¨vw` cvIbv _vK‡j Zv cÖ‡`I n‡e| 

 

  eiLv‡¯Íi Kvi‡b ¶wZcyib (Compensation for Dismissal) 

1| hw` †Kvb kªwgK‡K Am`vPi‡bi `v‡q eiLv Í̄ Kiv nq ev PvKzix †_‡ K Acmvib Kiv n‡j gvóvi †iv‡j hvi bvg AšÍfy³ Av‡Q Ges hvi 

PvKzixii eqm eiLv Í̄ ev PvKzix †_‡ K Acmvib Gi ZvwiL †_‡K Awew”Qbœ GK ermi c~b© n‡j wbb¥wjwLZ nv‡i ¶wZcyib cÖ`vb Kiv n‡e| 

cÖ‡Z¨K m¤úyb© ermi PvKzixi Rb¨ 14 w`‡bi gRyix  

 

D‡jøL¨, †Kvb Kg©x hw` gvwj‡Ki e¨emv ev m¤úwË m¤ú‡©K Pzwi, cÖZvibv ev AmvayZvi Kvi‡b PvKzix †_‡K eiLv¯— ev AcmvwiZ nq Zvn‡j †m 

Dc‡iv³ ¶wZcyib cvIqvi Rb¨ we‡ewPZ n‡e bv| 

2| †dŠR`vix Aciv‡ai Rb¨ `ÛcÖvß A_ev Am`vPi‡bi Aciv‡a eiLv Í̄K…Z kªwgK-Kg©Pvix kªgAv`vj‡Z Avcx‡j Lvjvm †c‡j Zv‡K gvbe 

m¤ú` wefvM c~e©Zb c‡` envj ivL‡e ev bZzb †Kvb Dchy³ c` †`‡e| hw` Gi K‡vbUvB m¤̂e bv nq Zvn‡j Zv‡K wWmPvR© †ewbwdU cÖ‡`I n‡e 

Ges BwZg‡a¨ eiLv‡ Í̄I Kvi‡b cÖ`Ë ¶wZcyi‡bi UvKv GUv †_‡K ev` hv‡e| 

eiLv‡¯Íi hveZxq welqv`x wbqš¿b Ki‡e Ges PzovšÍ Aby‡gv`b †`‡e cÖkvmb Ges GBP Avi wefvM| 

 

Y) hviv ¯^í wkwÿZ I eyw× Kg hv mn‡RB †ev‡S bv Zv‡`i‡K wb‡qvM c‡Î D‡jøwLZ welq mgyn eywS‡q †`Iqv nq| 
  

 

Z) ‡Kvb Kg©x‡K wb‡qvM Kiv hv‡e bv hw` †m c~‡e© AbšÍ‡Z A_ev Ab¨ †Kv¤úvbx‡Z PvKzix‡Z Zvi BbwUª†MwU, mZZv ev ˆbwZKZvi 

(integrity, honesty and morality ) Afv‡ei Kvi‡b PvKzix †_‡K Zv‡K eiLv¯Í ev PvKzixii Aemvb Kiv nq|  

mKj ai‡bi kªwg‡Ki wk¶vbexm Kvj †hvM`vb ZvwiL †_‡K ïiæ n‡e|  

_) AbšÍ wRÝIq¨vi wjt †Kvb fv‡eB (Subcontracts to a prisons) ew›` †Kvb kÖwgK wb‡qvM K‡i bv|  
 

 

 

wb‡qv‡M Av‡e`bKvixi cÖ‡qvRbxq KvMRcÎ -  

 

1. Kg©xi m`¨ †Zvjv 4 Kwc Qwe (2 Kwc cvm‡cvU©, 2Kwc ó¨v¤ú) 
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2. bvMwiKZ¡ mb`cÎ 

3. wk¶vMZ †hvM¨Zvi mvwU©wd‡KU (hw` _v‡K) 

4. AwfÁZvi mvwU©wd‡KU (hw` _v‡K) 

5. Rb¥ wbeÜb mvwU©wd‡KU (hw` _v‡K) 

6. ‡fvUvi AvB wW KvW© (hw` _v‡K) 

7. RvZxq cwiPq cÎ (hw` _v‡K) 

8. mvwf©m eyK (hw` _v‡K) 

 

wb‡qvM KwgwU mKj mb‡`i AwiwRbvj Kwc hvPvB K‡i †`L‡e Ges Gi d‡UvKwc¸‡jv‡Z wb‡qvM KwgwU cÖav‡bi ¯^v¶i _vK‡Z n‡e hv w`‡q 

Kg©xi dvBj ˆZix Kiv n‡e| †Kvb KvMRcÎ hw` B›UvwfD Giw`b †`Lv‡Z bv cv‡i Z‡e cieZ©x m‡e©v”P 48 N›Uvi g‡a¨ mKj KvMRcÎ mswkøó 

†mKk‡b Rgv w`‡Z n‡e| 

 

AbšÍ MÖæci Aax‡b mKj BDwb‡Ui wb‡qvM c×wZ mKj cÖKvi ˆelg¨ gy³| wj½ ev eY©‡f‡` †Kvb iæc ‰emg¨ K‡i bv| cÖwZôv‡bi g‡a¨ mKj 

wb‡qvM cwjwm evsjv‡`k kªg AvBb †g‡b P‡j| 

 

kªwgK‡`i wb‡qv‡Mi †¶‡Î wbb¥wjwLZ wKQz †ewmK MvBWjvBb †`Iqv n‡jv -  

 
 

K) wjL‡Z Rvb‡Z n‡e Ges A¶iÁvb m¤úbœ n‡Z n‡e| wb‡qvM KwgwUi Kv‡Q cvVv‡bvi cy‡e© cÖkvmb Ges I‡qj‡dqvi wefvM, 

cÖv_©x KZ…K AvbxZ mKj KvMRcÎ Ges cÖv_wgK eqm hvPvB Ki‡e Ges A¶i Ávb cix¶v †b†e|  Z‡e gvbe m¤ú` wefvM 

†h †Kvb e¨wZµg Aby‡gv`b w`‡Z cvi‡e| 

L) wb©avwiZ wKQz c‡`i Rb¨ Kgc‡¶ GKwU wbwÏ©ó mxgv ch©šÍ wk¶vMZ †hvM¨Zv/ AwfÁZv jvM‡e  

M) ‡Kvb wkï kªwgK wb‡qvM †`Iqv wbwl×| Kv‡Ri ai‡bi Kvi‡b kªg AvBb †gvZv‡eK cÖv_©xi eqm 18 ermi ev Z`yaŸ© n‡Z 

n‡e| 

N) we‡kl wKQz R‡ei Pvwn`vi mv‡_ g¨vP/wgj Ki‡Z we‡kl wKQz c`/e¨w³ we‡kl‡`i †K ‡cÖdv‡iÝ †`Iqv n‡Z cv‡i| 

O)  we‡kl †Kvb c‡`i Rb¨ AvB †Uó, Kvjvi eøvBÛ †Uó, wi‡d¬· †Uó, GwUwPDW (Aptitude) ‡Uó cÖ‡qvRb n‡Z 

cv‡i| 

P) we‡kl wKQz c‡`i †¶‡Î we‡kl wKQz kvwiixK ˆewk‡ói cª‡qvRb n‡Z cv‡i| 

Q)  †cv‡ói Pvwn`v Abyhvqx kvwiixK wdU‡bm cix¶v Kiv n‡e| 

R)  wb‡qv‡Mi mgq †Kvb kÖwg‡Ki wbKU †_‡K †Kvb cÖKvi Original Documents / KvMRcÎ ivLv nq bv| 

S) wb‡qv‡Mi mgq wb‡qvM cÎ Abyhvqx hvi hvi Post/ c`ex , Grade I b ÿbZg gRyix wba©vib Kiv nq|  

T) cÖv_©x †h c‡` Av‡e`b K‡i Zvi †hvM¨Zv Abyhvqx Zvn‡K †mB c‡` wb‡qvM Kiv nq|Ab¨ c‡` ev wb‡Pi c‡` cÖfvweZ K‡i 

wb‡qvM Kiv nq bv| 

U) wb‡qvMK…Z mKj kÖwgKB cÖwZôv‡bi mivmwi Kgx©| 

V) AbšÍ eªKvi kÖwgK wb‡qv‡Mi †ÿ‡Î †Kvb AbygwZ †`qbv| wKš‘ hw` KLbI cÖ‡qvRb nq Zvn‡j †m‡ÿ‡Î w¯Œwbs cÖ‡Qm mn 

eªKvi‡`i mv‡_ Pzw³ mn HIGG Gide Follow mn (HIGG Social Page-19)  

W) ‡jvKvj MÖæc /NGO Gi gva¨‡g wb‡qvM Kiv nqbv| hw` wb‡qv‡Mi cÖ‡qvRb nq Zvn‡j wb‡qvM cÖwµqvi gva¨‡g (hw` msL¨v 

jNy m¤úª`vq ev †Mvwô _v‡K) wb‡qvM Kiv nq| 

X) AbšÍ fvov we‡`kx kÖwgK wb‡qvM K‡i bv|   

Y) wb‡qv‡Mi mgq Human Rights (‰elg¨ `~ixKib, mg AwaKvi cÖ`vb, cÖwZeÜx‡`i AMÖvwaKvi,gvZ…Z¡ Kvjxb myweav cÖ`vb) 

I Business Principals(AwiwRbvj WKz‡g›U bv ivLv, wkï kÖwgK wb‡qvM bv Kiv,‡Rvi c~e©K / ej c~e©K kÖg bv Kiv‡bv, 

†Kvb iKg A‰bwZK Avw©_K †jb‡`b bv Kiv BZ¨vw` hveZxq bxwZgvjv ‡Kv¤úvbx Abymib K‡i | 

 kÖwgK †hvM`v‡bi Zvwi‡Li g‡a¨ wb‡qvM cÎ/ Contact Letter Gi GKwU Kwc I AvB wW KvW© cÖ‡Z¨K bZzb kÖwgK‡K †`Iqv nq| 

hw` †Kvb †ÿ‡Î H w`b wb‡qvM cÎ I AvBwW KvW© †`Iqv m¤¢e bv nq Zvn‡j c‡ii w`b mieivn Kiv nq|  

Z) wb‡qv‡Mi ci Orientation Class G gRyix, ÿwZc~ib, Termination, Working Hour,Leave procedure, 

Contact Letter, Service Benefit, Force labour, Day-care, Group Insurance, Pc Committee, 
Grievence, P.P.E. mn Orientation Manual Abyhvqx Av‡jvPbv Kiv nq|  
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AA) wb‡qv‡Mi mgq Company Policy wb‡q GLv‡b Kg©iZ Recruitment Committee I Mid Management ‡K I 

†mKkb cÖavb‡`i †K cÖwkÿ‡bi e¨e ’̄v Kiv nq, D³ cÖwkÿb Periodically Kiv nq, d‡j GLv‡b Staff/ Mid 

Management mn‡R †h †Kvb kÖwgK‡K cwiPvjbv Ki‡Z cv‡i Ges †m mgq hv‡Z bZzb H kÖwg‡Ki ‡ÿ‡Î †Kvb iKg 

mgm¨v / ˆel‡g¨i m¤§yLxb n‡Z bv nq Zv wbwðZ Kiv hvq |  
 

Training Agendas:  
1. Termination Procedure 
2. Hiring & Rercruitment Practice 
3. Findamintal best practice 
4. Recruitement policy & procedure. 

 
 

 

wb‡qv‡Mi †¶‡Î gwnjv kªwgK †cÖM‡b›U wKbv G RvZxq †Kvb cÖkœ ev cwiÿv Kiv nq bv| 

 

wbe©vPb/evQvB cÖwµqv (Recruitment procedure & selection process ) 
 

wbe©vPb cwµqv n‡jv Ggb GKwU cÖwµqv †h cwµqvi gva¨‡g †Kv¤úvbxi cÖ‡qvRb Abyhvqx wba©vwiZ c‡`i Rb¨ A‡bK Kg©xi g‡a¨ †_‡K `¶, †hvM¨ I Ávb 

m¤úbœ Kg©x hvPvB I evQvB Kiv|  

gvbe m¤ú` wefvM I wb‡qvM KwgwUi KvR n‡jv Re †¯úwmwd‡Kkb Abyhvqx `¶ Kg©x evQvB Kiv| 

hvPvB, evQvB, evwZj, wbe©vPb,  wb‡qvM I gRyix wba©vib  wb‡qvM KwgwU PzovšÍ Ki‡e| †Kvb wel‡q GB KwgwU wm×všÍ wb‡Z bv cvi‡j Ges Aby‡gv`bK…Z 

†eZb †¯‹j †_‡K †Kvb c`/Kg©xi Rb¨ D”P gRyix/†eZb †`Iqvi cÖ‡qvRb n‡j e¨e ’̄vcbv cwiPvj‡Ki Aby‡gv`b jvM‡e|   

 

kªwgK wbe©vPb (Selection process (workers)). 
 

wb‡qvM Ges wbe©vP‡bi †¶‡Î †Kv¤úvbx ag©, eb©, ‡MvÎ, wj½, ˆeevwnK Ae ’̄v BZ¨vw` †Kvb †¶‡ÎB †Kvb ai‡bi ˆelg¨ mn¨ K‡i bv| 

bZzb Kg©xi mKj Z_¨, eqm, KvMRcÎ I mvwUwd‡KU hvPvB-evQvB Ki‡e cÖkvmb wefvM, UvBg †mKkb wefvM, I‡qj‡dqvi wefvM, 

†gwW‡KjwefvM I gvbe m¤ú` wefvM| 

ev¯Íe †¶‡Î Zvi `¶Zv, AwfÁZv I †hvM¨Zv hvPvB-evQvB Ki‡e mswk ó wefvM (†h wefv‡M kªwgK/óvd wb‡qvM n‡e) Ges IqvK© óvwW 

wefvM| 

†eZb †¯‹j wba©vi‡bi †¶‡Î mswkøó wefvMxq cÖavb (†h wefv‡M Kg©x wb‡qvM n‡e)/ IqvK© óvwW wefvM Gi mycvwikµ†g cÖkvmb/gvbe m¤ú` 

wefvM PzovšÍ Aby‡gv`b †`‡e|  

 

wb‡qvM KwgwU wbb¥wjwLZ welq¸‡jv hvPvB Ki‡e| 

cÖv_x©i cÖ`Ë hvPvB t 

 cÖv_x©i cÖ`Ë BwZnvm 

 c~e©eZx© PvKzixi Z_¨vejx  

 cÖv_x©i cÖ`Ë †idv‡iÝ hvPvB 

 cywjk †fwiwd‡Kkb (cÖ‡hvR¨ ‡¶‡Î) 

 WªvM hvPvB  

D‡jøwLZ Z_¨ mg~n mivmwi kªwg‡Ki mv‡_ Av‡jvPbv mv‡c‡¶ Ges †Uwj‡dvb ev wPwVi gva¨‡g hvPvB Ki‡Z n‡e| 

 

óvd wbe©vPb cÖwµqv -  

we‡kølK‡i óvd wb‡qv‡Mi †¶‡Î ‡Kvb †cv‡ói Rb¨ wb‡qvM Kiv n‡”Q Zvi Dci wbf©i K‡i wbb¥wjwLZ †Uó¸‡jvi g‡a¨ K‡qKwU ev me¸‡jv †Uó 

†bIqv n‡Z cv‡i|  

 

 wbivcËv m‡PZbZv (Safety Awareness) 

 wWwmwcøb (Discipline) 

 Kv‡Ri cÖwZ A½xKvi (Commitment to task) 
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 mZK©Zv (Alertness) 

 DÏ¨gx (Energizing) 

 ms‡e`bkxjZv (Perceptivity) 

 wek¦¯ÍZv, mZZv, ˆbwZKZv (Loyality, Morality, Honesty) 

 Kv‡Ri c×wZ¸‡jv (Procedures of Work) 

 wjWviwkc `¶Zv (Leadership Skill) 

 ZZ¡veav‡bi `¶Zv (Supervision Skill) 

 †KŠkj/cÖhyw³MZ `¶Zv (Technical skills) 

Dc‡iv³ †Uó Ges †gŠvwLK cix¶vi djvd‡ji Dci wfwË K‡i óvd wm‡jKkb PzovšÍ n‡e Ges †m Abyhvqx wb‡qvM w`‡Z n‡e|  

 

`vwqZ¡ (Responsibilities): 

 GBP Avi e¨e ’̄vcK Ges `vwqZ¡cÖvß Awdmv‡ii `vwqZ¡ n‡jv wiwRDg/Av‡e`b cÎ hvPvBK‡I mU© wjó ˆZix Kiv  

 wb‡qvM KwgwUi mv‡_ Av‡jvPbv K‡i mv¶vrKv‡ii ZvwiL wVK Kiv| B›UviwfD‡qi msL¨v cÖ‡qvRb ‡ev‡a G‡Ki AwaKevi Kiv hv‡e|  

 cÖ‡hvR¨‡¶‡Î wjwLZ cix¶v †bIqv n‡e| Z‡e wKD AvB Ges mKj Awdm óvd, mKj mycvifvBRvi, jvBb wPd, †KvqvwjwU K›Uªjvi I 

mn e¨e ’̄vcK †_‡K DaŸ©Zb mK‡ji GQvovI mswkøó wKQz c‡`i cÖv_©x‡K wjwLZ cix¶vq AskMÖnb Kiv eva¨Zvg~jK|  

 wjwLZ cix¶vi cÖkœcÎ cwiPvjK, GBP Avi gnv-e¨e ’̄vcK, mswkøó wefvMxq cÖav‡bi mgš̂‡q ‰Zix Kiv n‡e|  

 ‡gŠwLK B›UviwfD‡qi Rb¨ c~e© ‡_‡K wKQz cÖkœcÎ wVK Kiv _vK‡Z cv‡i|  

 mU©wjó Av‡e`bKvix‡`i‡K B›UviwfD‡qi mgq, ’̄vb Ges mswkøó Ab¨vb¨ wb‡ ©̀kbv †Uwj‡dvb, B-‡gBj ev wPwVi gva¨‡g Rvwb‡q †`Iqv 

n‡e|   

 GB Kv‡Ri Rb¨ GBP Avi e¨e ’̄vcK `vwqZ¡cÖvß _vK‡e|  

 wbe©vwPZ /†hvM¨Zvm¤úbœ K¨vwÛ‡WU†K  †Uwj‡dvb, wPwV  ev B-‡gB‡ji gva¨‡g Rvwb‡q †`Iqv n‡e|  

 wbe©vwPZ cÖ_©x‡K wb‡qvMcÎ MÖn‡bi Rb¨ Avgš¿b Rvbv‡bv n‡e Ges wbe©vwPZ cÖv_©x Zvi †hvM`vb cÎ wb‡qvMKZ©v eivei †cÖib Ki‡eb|  
 

 

wb‡qv‡Mi Aby‡gv`b (Approval for appointments) 
 

mKj cÖwµqv †k‡l evQvBK…Z cÖv_©xi PzovšÍ Aby‡gv`b †`‡eb wefvMxq cÖavb, cÖkvmb Ges gvbe m¤ú` wefv‡Mi cÖavb| 

Ges K¨Ryq¨vj Kg©x e¨wZZ mKj ai‡bi Kg©x‡K GKwU wb‡qvM cÎ cÖ`vb Ki‡eb|  

IwiwRb¨vj Kwc Kg©x‡K cÖ`vb Kiv n‡e Ges Kg©xi ¯^v¶i m¤^wjZ GKwU Kwc Zvi dvB‡ji g‡a¨ _vK‡e|   

GKvD›Um wefv‡Mi mv‡_ cwiwPwZ (Intimation to Accounts Department) 

cÖkvmb/gvbe m¤ú` wefvM †_‡K bZzb Kg©xi dvBj GKvD›Um wefv‡M hv‡e †c †ivj wm‡ó‡g Zvi †iKW© ivLvi Rb¨|  

Kg©xi Iwi‡q†›Ukb (Worker Orientation) 

GKwU Iwi‡q›Ukb †cªvMÖvg ‡Kv¤úvbx‡K eyS‡Z GKRb bZzb Kg©x‡K mnvqZv K‡i Ges Kg©xI `ªyZ Drcv`‡bi avivq wb‡R‡K m¤ú„³ Ki‡Z 

cv‡i| I‡qj‡dqvi wUg Iwi‡q›Ukb †cÖvMvg cwiPvjbv Ki‡e| 

kªwgK A½xfyZKib †cvMÖvg (Worker Integration Program) 
 

AbšÍ MÖ‡ci GKwU †mU †Uªwbs †cªvMÖvg i‡q‡Q| GB †Uªwbs Gi Ask wnmv‡e kªwgK‡`i‡K Iwi‡q›Ukb †Uªwbs †`Iqv nq| †UªBbvi/cÖwk¶K‡`i 

`vwqZ¡ bZzb †hvM`vbKvix kªwgK‡`i‡K mwVK †Uªwbs †`Iqv|  

I‡qj‡dqvi wefv‡Mi cvkvcvwk mKj wefv‡Mi cyivZb kªwgK‡`i `vwqZ¡ n‡jv bZzb kªwgK‡K mewKQz ‡Pbv‡bv| †hgb -  

- Zvi Kg© GjvKv †KvbwU 

- jvÂ iæg, †ió iæg, cvwb LvIqvi RvqMv, Uq‡jU †Kv_vq, †gwW‡Kj iæg BZ¨vw` 

- ‡hLvb †_‡K wRwbmcÎ mvcøvB nq Zv †Pbv‡bv 

- wKfv‡e cvÂ Ki‡Z n‡e wKfv‡e QzwU wb‡Z n‡e 

- Zvi cÖ‡qvRb nq Gme wefv‡Mi †Kvb †Kvb Kv‡R Kvi mv‡_ †hvMv‡hvM Ki‡Z n‡e BZ¨vw` 

- ‡m †h Kv‡Ri Rb¨ wb‡qvM n‡q‡Q Zvi `vwqZ¡ wK BZ¨vw` 
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wb‡qvMcÎ, AvBwW KvW© I mvwf©m eyK  

 

evsjv‡`k kªg AvBb , 2006 Abymv‡i cÖwZwU wb‡qvMcÖvß kªwgK / Kg©Pvix‡K wb‡qv‡Mi w`b B wb‡qvMcÎ cÖ`vb Kiv nq, hw` †Kvb †ÿ‡Î H 

w`b wb‡qvMcÎ© †`Iqv m¤¢e bv nq Zvn‡j c‡ii w`b ‡`Iqv nq|  

wb‡qvMc‡Î wb¤œwjwLZ welqvw` D‡jøL Kiv _v‡K - 

 

 bvg 

 wcZv / ¯^vgxi bvg  

 gvZvi bvg` 

 c`ex 

 ‡hvM`v‡bi ZvwiL 

 wVKvbv 

 PvKzixi kZ©vejx 

 ‡eZb fvZv I AwZwi³ mg‡qi fvZv 

 Kg© mgq, QzwU, weiZx 

 Ab¨vb¨ myweavw` BZ¨vw` 
 

Kgcøv‡qÝ, cÖkvmb Ges GBP Avi wefvM kªwgK wb‡qvMc‡Îi wWRvBb Ki‡Z cvi‡eb| 

 

wb‡qvM cÎ I AvBwW KvW© -  

 AÎ KviLvbvq †hvM`v‡bi Zvwi‡LB wb‡qvMcÎ /K›UªvK †jUvi †`Iqv nq, hw` †Kvb †ÿ‡Î H w`b wb‡qvMcÎ †`Iqv m¤¢e bv nq 

Zvn‡j c‡ii w`b †`Iqv nq|Kj kªwgK Kg©Pvix‡K ‡Kv¤úvbxi wbR Li‡P Qwe m¤̂wjZ GKwU AvB wW KvW©/cwiPq cÎ I wb‡qvMcÎ 

mieivn Kiv nq| 

 AÎ cÖwZôv‡b cÖ‡Z¨K‡K †hvM`v‡bi Zvwi‡LB AvBwW KvW© †`Iqv nq| hw` †Kvb †ÿ‡Î H w`b AvBwW KvW© †`Iqv m¤¢e bv nq Zvn‡j 

c‡ii w`b †`Iqv nq |  

mvwf©m eyK -   

 AbšÍ MÖæ‡c cÖ‡Z¨K kªwgK / Kg©Pvix‡K †Kv¤úvbxi wbR Li‡P mvwf©m eB mieivn Kiv nq Z‡e wk¶vaxb , e`jx ev mvgwqK  

kªwgK‡`i mvwf©m eB mieivn Kiv nq bv| 

 mvwf©m eB KZ…©c‡¶i †ncvR‡Z _v‡K Z‡e kªwgK PvB‡j wbR Li‡P mvwf©m eB‡qi GKwU d‡UvKwc wb‡Z cvi‡e| 

 kªwg‡Ki PvKzix Aemvb Kv‡j mvwf©m eB †dir †`Iqv nq|  

 wewRGgB †_‡K mieivnK„Z mvwf©m eyK cÖ`vb Kiv n‡e bv n‡j kªgAvBb 2006 Gi aviv 7 Gi cÖ`vbK…Z dig/†cÖmwµckb 

†gvZv‡eK cÖ`vb Kiv n‡e| 

kªwgK‡`i AvBwW KvW© I mvwf©m eyK cÖkvmb wefvM cÖ`vb Ki‡eb Ges óvd‡`i‡K gvbe m¤ú`wefvM cÖ`vb Ki‡eb|  

 

gvbe cvPvi wbqš¿b t 
 

AbšÍ wRÝIq¨vi wj: gvbe cvPvi Kiv‡K mg_©b K‡ibv hvnv gvbeZvi Rb¨ RNb¨Zg Aciva Ges Dnv †iva Ki‡bi Rb¨ K‡Vvifv‡e c`‡ÿc 

MÖnb K‡I _v‡K| †Kvb kÖwgK, Kg©Pvix Ges Kg©KZ©v‡K wb‡qvMK…Z cÖwZôvb e¨wZZ, †Rvi c~e©K Ab¨ †Kvb cÖwZôv‡b wKsev kn‡i ¯’vbvšÍi A_ev 

AÁvZ ¯’v‡b AvU‡K †i‡L KvR Kiv‡bv mg_©b K‡i bv|GRb¨ kÖwgK wb‡qvM †`Iqvi mgq GBP Avi wefve Aek¨B hvPvB (†gŠwLKfv‡e) K‡i 

wbwðZ n‡e †h D³ kÖwgK cvPviK…Z bq Ges †m”Qvq PvKzix‡Z †hvM`vb K‡i‡Q| GB c×wZi Dci gvb m¤ú` wefv‡M Kg©iZ e¨w³‡`i‡K 

Avjv`v fv‡e cÖwkÿb †`Iqv nq| 

 

 

KwZcq †ÿ‡Î gwnjv kÖwg‡Ki K‡g© wb‡qvM wbwl× (Female employee are prohibited to recruit is several 

ambit) 
 

 

1. †Kvb gwnjv‡K Zvi mšÍvb cÖm‡ei Ae¨ewnZ cieZ©x AvU mßv‡ni g‡a¨ †Kvb KvR Ki‡Z cvi‡ebv| 

2. ‡Kvb gwnjv‡K Ggb †Kvb KvR Kivi Rb¨ wb‡qvM Ki‡Z cvi‡e bv hv ỳ¯‹i ev kÖg-Amva¨| 
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wb‡qvM (Approval of Appointment): 
 

mKj c‡`i Rb¨ ‡jvK †bIqv n‡e mivmwi wb‡qv‡Mi gva¨‡g A_ev cÖ‡gvkb w`‡q| mKj †¶‡Î gvbe m¤ú` wefv‡Mi Aby‡gv`b jvM‡e| 

 

 

wb‡qv‡Mi †ÿ‡Î k~b¨ ˆelg¨ Ges nqivbxg~jK bxwZ : 

 

‰elg¨ Ges nqivbxi †ÿ‡Î AbšÍ MÖæ‡ci i‡q‡Q k~b¨ mn¨mxgv | mKj wb‡qv‡Mi †ÿ‡Î esk, ag©, eY©, †MvÎ, ˆeevwnK Ae¯’v, gvZ…Z¡ A_ev †h 

†Kvb ai‡bi c`g©hv`v Qvov wm×všÍ †bIqv nq †h¸‡jv †`kxq AvBb Øviv wbwl× Kiv n‡q‡Q |  

kÖwgK‡`i‡K ¯¿x –cyiæl m¤̂›axq nqivbx Ki‡Z Kg©Pvix‡`i‡K AwaKvi †`qv nq bvB | 

Dc‡iv³ Ò¯¿x-cyiæl m¤̂›axq nqivbxÓi mv‡_ AwZwi³ wnmv‡e AMÖnb‡hvM¨ ¿̄x-cyiæl m¤^Üxq myweavi Rb¨ Aby‡iva Ges Ab¨vb¨ Pvÿzl , †gŠwLK 

A_ev ˆ`wnK ¯ú©k ¯¿x-cyiæl m¤^Üxq AvPi‡bi g‡a¨ hy³ n‡e |  

 GB mÁv A‡bK ai‡bi AvµgbvZ¥K AvPib‡K AšÍ©fz³ K‡i Ges wb¤œwjwLZ¸‡jv I Gi AšÍ©fz³: AhvwPZ ¯¿x-cyiyl m¤^Üxq Bw½Z 

Ges cÖ¯Íve 

 ¯¿x-cyiyl m¤̂Üxq myweavi wewbg‡q wb‡qvM myweavi cÖ¯Íve 

 ‡gŠwLK AvPib hvi gva¨‡g Akvjxj gšÍe¨, weK…Z bvg, A¯úó Dw³/kã, Ges †KŠZzK 

 ¯¿x-cyiyl m¤̂Üxq †gŠwLK `~e©¨envi, †Kvb e¨w³‡K m‡¤^va‡bi Rb¨ ¯¿x-cyiyl m¤̂Üxq Akvjxj kã cÖ‡qvM, Lvivc D‡Ï‡k¨ †Kvb cÎ Ges 

Avgš¿Y Rvbv‡bv 

 kvwiixK e¨envi h_v -¯úk©, Avµgb, hvZvqv‡Z evav ev MwZ‡iva Kiv 

myZivs mKj‡K GB cwjwm f½ bv Ki‡Z wb‡`©k †`Iqv hv‡”Q| 

 

Gic‡iI hw` Kv‡iv wei‡× ¯¿x-cyiyl m¤^Üxq nqivbxi Awf‡hvM cvIqv hvq Ges Zv cÖgvwYZ nq, Zvn‡j Zv‡K †Kv¤úvbxi wbqg Abyhvqx 

kvw¯Í cÖ`vb Kiv n‡e| 

 

I. bZzb kªwg‡Ki Kbdvi‡gkb (Confirmation of New Worker)     
D‡Ïk¨ (Objectives) 
 

GUv Ggb GKUv ¸iæZ¡c~b© Ask †hLv‡b kªwgK/óvd Zvi PvKzix wbwðZ n‡jv wKbv Zv †m Rvb‡Z cv‡i GKBfv‡e †Kv¤úvbx eyS‡Z cv‡i †m mwVK 

Kg©x Ly‡R †c‡q‡Q wKbv| GKRb mycvifvBRvi welqwUi ¸iæZ¡ Abyaveb K‡i †m †Póv K‡i ‡Kv¤úvbxi Pvwn`v Abyhvqx †mB Kg©x‡K mdj n‡Z 

Ges Kg©x wb‡RI †Póv K‡i cÖwekb wcÖq‡Wi g‡a¨  wb‡R‡K Lvc LvB‡q †Kv¤úvbxi PvIqv Abyhvqx wb‡R‡K cÖ¯‘Z Ki‡Z|  

 

Re †¯úwmwd‡Kkb (Job Spesification)  
Re †¯úwmwd‡Kk‡bi Rb¨ wbb¥wjwLZ wKQz †ewmK MvBWjvBb d‡jv Kiv nq -  

me ai‡bi ‡njcvi (Helpers) –  

 cÖvBgvwi wk¶v _vK‡Z n‡e Ges A¶iÁvb m¤úbœ n‡Z n‡e Ges A¶i‡Uó cix¶vq DËxb© n‡Z n‡e 

 Kv‡Ri ai‡bi Kvi‡b evsjv‡`k AvBb Abyhvqx 18 ev Z`yaŸ© eqm n‡Z n‡e| 

 wb‡qv‡Mi mgq m‡e©v”P eqmmxgv 45 ermi 

 we‡kl wKQz Kv‡Ri Rb¨ AwaK kviixK m¶gZvi cÖ‡qvRb n‡Z cv‡i|  

 wdU‡bm cix¶vq DËxb© n‡Z n‡e| 

 we‡kl †Kvb Kv‡Ri Rb¨ AvB †Uó, Kvjvi e vBÛ †Uó, wi‡d¬· †Uó, GwUwPDW (Aptitude) ‡Uó cÖ‡qvRb n‡Z cv‡i| 

 ev¯Íe AwfÁZvi cÖ‡qvRb †bB 

 e¨wZµg gvbem¤ú` wefvM Aby‡gv`b Ki‡e 

meai‡bi †gwkb Acv‡iUi (Machine Operators) – 

 cÖvBgvwi wk¶v _vK‡Z n‡e Ges A¶iÁvb m¤úbœ n‡Z n‡e Ges A¶i‡Uó cix¶vq DËxb© n‡Z n‡e|  

 Kv‡Ri ai‡bi Kvi‡b evsjv‡`k AvBb Abyhvqx 18 ev Z`yaŸ© eqm n‡Z n‡e| 

 wb‡qv‡Mi mgq m‡e©v”P eqmmxgv 45 ermi 

 wbwÏ©ó †gwkb Pvjv‡bvi ev¯—e AwfÁZv _vK‡Z n‡e| 
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 we‡kl wKQz Kv‡Ri Rb¨ AwaK kviixK m¶gZvi cÖ‡qvRb n‡Z cv‡i|  

 wdU‡bm cix¶vq DËxb© n‡Z n‡e| 

 we‡kl †Kvb Kv‡Ri Rb¨ AvB †Uó, Kvjvi e vBÛ †Uó, wi‡d¬· †Uó, GwUwPDW (Aptitude) ‡Uó cÖ‡qvRb n‡Z cv‡i| 

 R‡ei Pvwn`v Abyhvqx cÖ‡qvRbxq †hvM¨Zv _vK‡Z n‡e 

 AwfÁZv _vK‡Z n‡e 

 e¨wZµg gvbem¤ú` wefvM Aby‡gv`b Ki‡e 

 

 

‡KvqvwjwU BbÝ‡c±i (Quality Inspector) – 

 myBs I KvwUs †mKk‡bi Rb¨ †KvqvwjwU BbÝ‡c±i‡`i me©wbb¥ D”Pgva¨wgK ¯‹yj mvwU©wd‡KU/mggv‡bi mvwU©wd‡KU _vK‡Z n‡e 

Ges wdwbwks †mKk‡b me©wbb¥ gva¨wgK ¯‹zj mvwU©wd‡KU ev mggv‡bi mvwU©wd‡KU _vK‡Z n‡e| Z‡e gwnjv‡`i‡K DrmvwnZ Kivi 

Rb¨ myBs I KvwUs †mKk‡b wk¶vMZ †hvM¨Zv wKQzUv wkw_j †hvM¨, †m‡¶‡Î me©wbb¥ gva¨wgK ¯‹zj mvwU©wd‡KU ev mggv‡bi 

mvwU©wd‡KU _vK‡Z n‡e cix¶vq DËxb© n‡Z n‡e|  

 Kv‡Ri ai‡bi Kvi‡b evsjv‡`k AvBb Abyhvqx 18 ev Z`yaŸ© eqm n‡Z n‡e| 

 wb‡qv‡Mi mgq m‡e©v”P eqmmxgv 45 ermi 

 we‡kl wKQz Kv‡Ri Rb¨ AwaK kvwiixK m¶gZvi cÖ‡qvRb n‡Z cv‡i|  

 wdU‡bm cix¶vq DËxb© n‡Z n‡e| 

 

 AvB †Uó Ges Kvjvi eøvBÛ †Uó cix¶vq Aek¨B DËxb© n‡Z n‡e Ges †¶Î we‡k‡l wi‡d¬· †Uó, GwUwPDW 

(Aptitude) ‡Uó cÖ‡qvRb n‡Z cv‡i| 

 c~e© AwfÁZvi cÖ‡qvRb Av‡Q Z‡e Riæix bq| 

 R‡ei Pvwn`v Abyhvqx cÖ‡qvRbxq †hvM¨Zv _vK‡Z n‡e 

 e¨wZµg gvbem¤ú` wefvM Aby‡gv`b Ki‡e 
 

 

c¨vKvi g¨vb, †dvwìs g¨vb, G‡mvU© g¨vb, wdwbs Avqib g¨vb  (PM, FM, AM, FIM) – 

 cÖvBgvwi wk¶v _vK‡Z n‡e Ges A¶iÁvb m¤úbœ n‡Z n‡e Ges A¶i‡Uó cix¶vq DËxb© n‡Z n‡e|  

 Kv‡Ri ai‡bi Kvi‡b evsjv‡`k AvBb Abyhvqx 18 ev Z`yaŸ© eqm n‡Z n‡e| 

 wb‡qv‡Mi mgq m‡e©v”P eqmmxgv 45 ermi 

 we‡kl wKQz Kv‡Ri Rb¨ AwaK kviixK m¶gZvi cÖ‡qvRb n‡Z cv‡i|  

 wdU‡bm cix¶vq DËxb© n‡Z n‡e| 

 we‡kl †Kvb Kv‡Ri Rb¨ AvB †Uó, Kvjvi eøvBÛ †Uó, wi‡d¬· †Uó, GwUwPDW (Aptitude) ‡Uó cÖ‡qvRb n‡Z cv‡i| 

 AwfÁZv _vK‡Z n‡e 

 R‡ei Pvwn`v Abyhvqx cÖ‡qvRbxq †hvM¨Zv _vK‡Z n‡e  

 e¨wZµg gvbem¤ú` wefvM Aby‡gv`b Ki‡e 

 

myBs Avqib g¨vb  (Swing IM) – 

 cÖvBgvwi wk¶v _vK‡Z n‡e Ges A¶iÁvb m¤úbœ n‡Z n‡e Ges A¶i‡Uó cix¶vq DËxb© n‡Z n‡e 

 Kv‡Ri ai‡bi Kvi‡b evsjv‡`k AvBb Abyhvqx 18 ev Z`yaŸ© eqm n‡Z n‡e| 

 wb‡qv‡Mi mgq m‡e©v”P eqmmxgv 40 ermi 

 we‡kl wKQz Kv‡Ri Rb¨ AwaK kvwiixK m¶gZvi cÖ‡qvRb n‡Z cv‡i|  

 wdU‡bm cix¶vq DËxb© n‡Z n‡e| 

 we‡kl †Kvb Kv‡Ri Rb¨ AvB †Uó, Kvjvi eøvBÛ †Uó, wi‡d¬· †Uó, GwUwPDW (Aptitude) ‡Uó cÖ‡qvRb n‡Z cv‡i| 

 c~e© AwfÁZvi cÖ‡qvRb Av‡Q Z‡e Riæix bq| 

 e¨wZµg gvbem¤ú` wefvM Aby‡gv`b Ki‡e 

 

Job description of each category of staff, employees, and workers: 
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Re †Ww¯Œckb (Job Description) 

Re UvB‡Uj (Job Title): Acv‡iUi Job Code: 003 

ZvwiL (Date): --------------- A‡_vi (Author): e¨e¯’vcbv cwiPvjK 

Re †jv‡Kkb (Job location): myBs †mKkb Job Grade: ------------------ 

wi‡cvU© Uz (Report to): mycvifvBRvi 

 

Re mvgvix (Job Summary): ‡Kv¤úvbxi mKj cwjwmi mv‡_ Acvi‡Ui‡`i cwiwPwZ _vKv DwPZ| Zv‡`i Aek¨B Rvbv DwPZ Zviv wK 

cvidig K‡i Ges †Kvb †j‡f‡j Zv‡`i cvidi‡gÝ Av‡Q Ges Zv‡`i KvQ †_‡K wK ai‡bi `¶Zv Ges KvR PvIqv n‡”Q| evqvi Pvwn`v 

Abyhvqx †Kvb ai‡bi †KvqvwjwU †j‡fj PvIqv n‡”Q Ges myBs †UKwbK cÖ‡qvRb Zvi cÖ‡qvRbxq wb‡`©kbv mycvifvBRv‡ii wbKU †_‡K ey‡S 

wb‡Z n‡e| Zvi N›Uv Ges ˆ`wbK Uv‡M©U KZ Zv mycvifvBRv‡ii wbKU †_‡K †R‡b †bIqv| cÖ‡qvRbxq wmg GjvDÝ KZ, Mv‡g©›Um Gi 

†gRvi‡g›U wK, myZvi †Ubkb wK n‡e BZ¨vw` cÖ‡qvRbxq Z_¨ mycvifvBRv‡ii †_‡K Rvbv †m Abyhvqx †KvqvwjwU I Uv‡M©U wbwð Kiv| mvavibZ 

†m Zvi mycvifvBRv‡ii wbKU Kv‡Ri wi‡cvU© Ki‡e| 

    

PvKzixii KZ©e¨ (Job Duties): †d¬v‡i mgqg‡Zv Avmv I †gwkb cwi¯‹vi Kiv Ges †gwk‡bi wmdwU MvW©¸‡jv wVK Av‡Q wKbv Zv †PK Kiv| 

Zvi Kv‡Ri ¯’j mwVKfv‡e Av‡Q wKbv Zv wbwðZ Kiv| Zvi KvR m¤ú©‡K mycifvBRv‡ii wbKU †_‡K wb‡`©kbv †LuvRv| †gwkb Pvjv‡bvi Rb¨ 

cÖ‡qvRbxq cvU©m, Uzjm wVK Av‡Q wKbv Zv †PK Kiv| Mv‡g©›Um Gi †KvqvwjwU Ges Uv‡M©U wbwðZ Kiv| Aëvi, wi‡RKkb I I‡q‡óR Kgv‡bv 

Ges Drcv`bkxjZv e„w× Kiv Acv‡iU‡ii `vwqZ¡| 

  
 

Kv‡Ri kZ©vejx (Working Conditions): †Lvvjv‡gjv cwi‡e‡k Ges wbivc` myBs †mKk‡b KvR Kiv| mKvi 8Uv †_‡K weKvj 5Uv ch©šÍ 

KvR Kiv Ges cÖ‡qvRb n‡j AwZwi³ mg‡qi Rb¨ KvR Kiv|  

 
 

Dc‡iv³ Z_¨¸‡jv mwVK wnmv‡e Aby‡gv`b Kiv n‡jv t 
 

---------------------------      --------------------------- 

(¯^v¶i)          (¯^v¶i) 

          Acv‡iUi                      Drcv`b e¨e ’̄vcK 

 

`vwqZ¡ I KZ©e¨ (Role and responsibilities): 
 

Acv‡iUi‡`i wb‡¤œwjwLZ `vwqZ¡ I KZ©e¨¸wj n‡jv -  

 

 wbw ©̀ó mg‡qi g‡a¨ d¨±ix‡Z Avmv cÖ‡ek Ges evwn‡ii mgq KvW© cvÂ Kiv  

 mycvifvBRv‡ii wb‡`©kbv Abyhvqx mKj cÖ‡qvRbxq wbwÏ©ó cvU©m/Uzjm Mwj wVK ivLv 

 ‡gwkb Ges Gi cvU©m¸wji mwVKfv‡e e¨envi Kiv| Mv‡g©›Um Gi †KvqvwjwU Ges Uv‡M©U wbwðZ Kiv| Aëvi, wi‡RKkb I I‡q‡óR 

Kgv‡bv Ges Drcv`bkxjZv e„w× Kiv| 

 wb‡`©kbv Abyhvqx Mv‡g©›Um Gi mwVK †gRvi‡g›U wbwðZ Kiv Ges wmg GjvDÝ wVK ivLv Ges myZvi †Ubkb †PK Kiv 

 wb‡`©kbv I Pvwn`v Abyhvqx GjvDÝ wVK ivLv 

 mycvifvBRv‡ii wbKU †_‡K cÖ‡qvRbxq mg‡qi c~‡e© BbcyU I Ab¨vb¨ cÖ‡qvRbxq wRwbmcÎ PvIqv Ges †KvqvwjwU †j‡fj Ges myBs 

†UKwbK Rvbv 

 N›Uv Ges w`‡bi Uv‡M©U KZ Zv mycvifvBRv‡ii mv‡_ †PK Kiv 

 Mv‡g©›Um cvU©m¸‡jv h‡Zœi mv‡_ †mjvB Kiv hv‡Z `vM ev †Zj bv jv‡M 

 Uv‡M©U Ges †KvqvwjwUi e¨cv‡i m‡e©v”P mZK© Ges m‡PZb _vKv 

 wbwWj cwjwm †g‡b Pjv Ges KvUvi wmRvi †gwk‡bi mv‡_ †e‡a KivR Kiv 

 GmwcAvB wVK Av‡Q wKbv Zv †PK Kiv 

 ‡gwkb Ges wb‡Ri Pvicvk cwi¯‹vi ivLv Ges Mv‡g›Um †Uwe‡j/Szwo‡Z †i‡L KvR Kiv 

 Dab‡¯Íi wb‡`©kbv †g‡b Pjv  
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4. Comminication and Documents: 
 

a. See Implementation no “a” 

b. Recruitment flow chart: 
 

wb‡qvM Gi †¶‡Î gvbe m¤ú` wefvM †h c×wZ Abymib K‡i Zv n‡jv 

 

  

 

 

 

 

 

 

 

 

 

 

 
 
 

kªwgK‡`i †¶‡Î (For Workers) 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

c. Recruitment System when Required. 

 
 

 

 wiKzBwRkb dig Abyhvqx 

†Kvb †Kvb †cv‡ó KZRb 

Kg©x jvM‡e Zv wba©vib Kiv  

‡Kvb gva¨‡g weÁwß †`Iqv n‡e 

Zv wVK Kiv Ges weÁvcb 

†`Iqv  

Av‡e`b cÎ msMÖn Kiv 

mU© wj‡ói gva¨‡g 

mv¶vrKv‡ii Av‡qvRb Kiv 

`¶Zv I †hvM¨Zvi cix¶v/†Uó wb‡q mwVK Kg©x 

wba©vwiZ †cv‡ói Rb¨ wbev©Pb Kiv  

wbe©vwPZ cÖv_©x‡K wb‡qvM 

†`Iqv 

wiKzBwRkb dig Abyhvqx 

†Kvb †Kvb †cv‡ó KZRb 

Kg©x jvM‡e Zv wba©vib Kiv  

 

‡Kvb gva¨‡g weÁwß †`Iqv 

n‡e Zv wVK Kiv Ges 

weÁvcb †`Iqv  

. 

eqm Ges wdU‡bm cix¶vi 

Rb¨ Wv³v‡ii wbKU †cÖib 

Kiv  

gRyix wba©vi‡bi Rb¨ mswkøó 

wefvMxq cÖavb/IqvK©óvwW 

wefv‡M †cÖib 

wb‡qvM cÎ Ges AvBwW KvW© 

msMÖ‡ni Rb¨ cÖkvmb wefv‡M 

†cÖib 

Zvi mKj KvMRcÎ Ges Qwe Rgv †`Iqvi 

Rb¨ I †Ug‡cvivwi AvBwW KvW© msMÖn Kivi 

Rb¨ Kg©x wefv‡M †cªib 

cÖ`vbK…Z mKj WKz‡g›U 

wb‡qvM KwgwU KZ…©K †M‡U 

†PK Kiv  

. 

Iwi‡q†›Uk‡bi Rb¨ 

I‡qj‡dqvi wefv‡M †cÖib  

gRyix wk‡U bvg †Zvjvi Rb¨ 

GKvD›Um wefv‡M dvBj †cÖib  

dvBj msi¶‡bi Rb¨ GBP Avi  

wefv‡M dvBj †cÖib  

 

Director Through the instruction to 
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d. Way to communication: 

 
1. Notice Board 

 

GM Production 

 

Line Chief and Supervisor 

 

Age and Fit ness test when new 

worker comes. 

 

Orientation Program for the new 

workers 

 

Interview in the floor by work study 

 

Salary Nagotiation 

 

Sr.Manager 

Admin 

 

After confirm than distribute the 

contact letter & ID card to the 

workers within one / two days  
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2. Announcement 
3. Internel Audit 
4. Orientation 
5. Floor Monitoring/ Visual 
6. WPC/ Meeting  
7. Hot Line 

 

5. Records  
 
a. Training documents with picture 
b. Internel Audit 
c. Floor Monitoring/ Visual 
d. WPC/ Meeting  
e. Hot Line 
f. Worker list 

 
 6. Feedback:  
  
wb‡qv‡Mi †ÿ‡Î †Kv_vI †Kvb ˆelg¨ n‡”Q wKbv Zv LwZ‡q †`L‡Z B›Uvibvj AwW‡Ui gva¨g wbwðZ Kiv n‡e| 

B›Uvibvj AwW‡Ui gva¨‡g wb‡qvM cwjwm Kvh©KixZv cixÿv Kiv n‡e| 

 

Required legal Information including some special documents  

 

Contracts 

Worker List 

Worker File 

Workers Handbook 

Personal file records 

Copy of ID card 

Barth certificate 

Education certificate 

Family card copy 

Training records with content, workers signature, Photos 

Labor broker company license 

Medical records 

 


