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Recruitment Policy (wb‡qvM cwjwm)

1.1 KwgU‡g›U t

mwVK Ges †hvM¨ Kg©x evQvB Kiv GKBmv‡_ ¯̂RbcÖxwZ, nqivbx I ˆelg¨nxb Ges wkï kÖwgK gy³ ¯̂”Q wb‡qvM
cªwµqv Kvh©Ki ivLv|

1.2 †idv‡iÝ t

‡Kv¤úvbxi AvPib wewagvjv Ges †Kv¤úvbx cwjwm Ges evsjv‡`k kÖgAvBb-2006 Gi wØZxq Aa¨vq, wb‡qvM I
PvKzixii kZ©vejx AvB‡bi aviv - 3|

1.3 D‡Ïk¨t

‡Kv¤úvbxi Drcv`‡bi aviv Ae¨vnZ ivL‡Z Ges 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 Ges wb‡qv‡Mi †¶‡Î †Kv_vI †hb
†Kvbiƒc ˆelg¨ ev nqivbx bv nq Zv wbwðZ KivB n‡jv wb‡qv‡Mi D‡Ïk¨|

1.4 j¶¨ t

wb‡qv‡Mi †¶‡Î wkï kÖwgK gy³ k~b¨ ˆelg¨ wbwðZ Kiv, mwVK I †hvM¨ Kg©x wb‡qvM †`Iqv Ges wb‡qv‡Mi †ÿ‡Î
¯̂RbcÖxwZ, nqivbx, Avw_©K †jb‡`b Ges ˆelg¨ gy³ ¯̂”Q wb‡qvM cªwµqv Kvh©Ki ivLv|

wb‡qv‡Mi †ÿ‡Î, mKj cÖKvi RvwZ, ag©, eY©, †MvÎ, wj½ †f‡` ˆelg¨, ¯̂RbcÖxwZ, nqivbx, Nyl, ˆelg¨ Ges
wb‡qv‡Mi †ÿ‡Î †mKj cÖKvi †Rvi/ejcÖ‡qvM c~e©K/Nyl cÖ`vb wb‡qvM wbwl× Kiv n‡jv GKB mv‡_ wb‡qv‡Mi
mgq †cÖM‡bÝx †U÷ ev AbyfywZ‡K AvNvZ w`‡q wKs¤v̂ ¯úk©KvZi †Kvb wel‡q cÖkœ Kiv †_‡K weiZ _vK‡Z wb‡ ©̀k
†`Iqv n‡jv|

fzjµ‡g/‡Rvic~e©K hw` Ab¨ †Kvb †cvó ev wefv‡M wb‡qvM †`Iqv nq hv Zvi Av‡e`‡bi cwicwš’ ev Zvi `ÿZv,
‡hvM¨Zv ev kvwiixK mÿgZv Abyhvqx nqwb †m †ÿ‡Î Zv‡K †hvM¨ c` ev wefv‡M ’̄vbvšÍi Ki‡Z n‡e Ges
†Kv¤úvbxi cwjwm Abyhvqx gRyix wba©vib Ki‡Z n‡e| cvkvcvwk †Q‡j - †g‡q, RvwZ, ag©, eY©, ‡MvÎ I †hvM¨Zvi
cwi‡cÖwÿ‡Z Avgv‡`i †Kv¤úvbx mgvb my‡hvM bxwZgvjvi wfwË‡Z wb‡qvM cÖwµqv m¤úbœ K‡i| Dc‡iv³ cwjwmi
†Kvb kZ© f½ n‡j ‡Kv¤úvbxi wbqg Abyhvqx kvw Í̄g~jK e¨e ’̄vi AvIZvq Avm‡e|

cwiPvjK (cÖkvmb Ges Kgcøv‡qÝ)
ZvwiL t
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Organization:

AM©v‡bvMÖvg (Organogram)

2. `vwqZ¡cÖvß e¨w³e†M©i AM©v‡bvMÖvg t

D³ cwjwm Kvh©Ki Ki‡Z wbb¥wjwLZ `vwqZ¡cÖvß e¨w³eM©/wefvM i‡q‡Q|

cwiPvjK (Director)

†gwW‡Kj Awdmvi
Medical Officer

e¨e ’̄vcK (GBPAvi)
Manager (HR)

gnv-e¨e ’̄vcK (cÖkvmb)
General Manager (Admin)

e¨e ’̄vcK (cÖkvmb)
Manager (Admin)

Gw·wKDwUf (GBPAvi)
Executive (HR)

†gwW‡Kj mnKvix
Medicale Assistant

Gw·wKDwUf (cÖkvmb)
Executive (Admin)

mnt e¨e ’̄vcK (I‡qj‡dqvi)
Asst. Manager (Welfare)

Gw·wKDwUf (I‡qj‡dqvi)
Executive (Welfare)

e¨e ’̄vcK (IqvK©÷vwW)
Manager (Workstudy)

Gw·wKDwUf (IqvK©÷vwW)
Executive (Workstudy)
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Responsibility :

wb‡qvM c×wZ (Recruitment Mode)

wmwKDwiwU wefvM
(Security Dept)

I‡qj‡dqvi Ges
cÖkvmb wefvM
(Welfare &

Admin Dept)

‡M‡U Av‡e`bKvixi cÖv_wgK wbe©vPb
(Primary Selection of Applicant at gate)

‡M‡U Av‡e`bKvixi me cÖvmw½K bw_ †PK Kiv
(To Check all relavent documents of Applicant at gate)

Av‡e`bKvixi eqm, wdU‡bm, †PvL †U÷ Ges WªvM w¯Œwbs †U÷ Kiv
(Age, Fitness, Eye Test and Drug Screening Test of Applicant)

‡gwW‡Kj wefvM
(Medical Dept)

`ÿZv hvPvB, wjwLZ cixÿv, gRyix ’̄vqxKib
(Efficiency Assesement, Written Test, Wages Fixation)

AvB,B Ges GBP
Avi wefvM

(IE & HR Dept)

Iwi‡q‡›Ukb (Orientation)I‡qj‡dqvi wefvM
(Welfare Dept)

cÖkvmb wefvM
(Admin Dept)

P~ovšÍ Aby‡gv`b (IqvK©vm©) wb‡qvMcÎ I AvBwW KvW© Bmy¨
(Final Approval (Workers) Appointment Letter & ID card Issue)

P~ovšÍ Aby‡gv`b (÷vd) Ges dvBj msiÿb
(Final Approval (Staff) & File Keeping)

GBP Avi wefvM
(HR Dept)
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Kg©x wb‡qv‡Mi Pvwn`v cÎ (Requisition for workers recruitment)

c` Lvjx n‡j Ges bZzb kªwg‡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 cÖ̀ vb 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` Aby‡gv`b Kivi ci Zv P‡j hv‡e wb‡qvM KwgwU‡Z|

wb‡qvM (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 kZ© (Conditions for Appointment):

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

- ¯^ ¯^ c‡`i Rb¨ wba©vwiZ me©wbb¥ wk¶vMZ †hvM¨Zv I AwfÁZv _vK‡Z n‡e|
- 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|
- bvMwiKZ¡ mb`cÎ cÖ`vb e¨wZZ ‡Kvb Kg©x‡K wb‡qvM †`Iqv hv‡e bv|
- KvMR cÎ hvPvB evQvB Kivi c‡i AwiwRbvj WKz‡g›U ‡diZ †`Iqv nB‡e|
- ‡Kvb wkï kÖwgK wb‡qvM †`Iqv hv‡e bv| wkï kÖwgK wb‡qvM m¤ú~b© iƒ‡c wbwl×|
- 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¨qfvi †Kv¤úvbx enb Ki‡e GKBmv‡_ 18
ermi c~b© n‡j Zvi †hvM¨Zv Abyhvqx PvKzixi cȪ Zve †`‡e|

- wK‡kvi kÖwgK wb‡qvM bxwZgvjv|
- Av‡e`bKvix eqm cÖgv‡bi †h KvMRcÎ †`Lv‡e Zv wb‡qv‡Mi w`b †_‡K wnmve K‡i me©wbb¥ 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 hvPv B Kiv
n‡e Ges Zvi wi‡cvU© P zovšZ e‡j Mb¨ n‡e|

- ‡Kvb Kg©x‡K wb‡qvM †`Iqv n‡e bv hZ¶b bv ch©šZ †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|

- we‡kl †Kvb c‡`i Rb¨ AvB †Uó, Kvjvi eø vBÛ †Uó, wi‡d¬· †Uó, GwUwPDW (Aptitude) ‡Uó
cÖ‡qvRb n‡Z cv‡i|

- ‡Kvb Kg©x‡K wb‡qvM Kiv hv‡e bv hw` †m c~‡e© AbšZ MÖæc Gi †Kvb d¨±ix‡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¯Z ev PvKzixi Aemvb Kiv nq|

- mKj ai‡bi kªwg‡Ki wk¶vbexm Kvj †hvM`vb ZvwiL †_‡K ïiæ n‡e|
- GweGg d¨vkÝ wjt †Kvb fv‡eB (Subcontracts to a prisons) ew›` †Kvb kÖwgK wb‡qvM K‡i

bv|
- wb‡qvM Ges wbe©vP‡bi †¶‡Î †Kv¤úvbx ag©, eb©, ‡MvÎ, wj½, ˆeevwnK Ae ’̄v, ‡cÖ‡MœÝx, GBWm, GBP AvB wf,

¯‹¨vwem, cÖwZeÜx BZ¨vw` †Kvb †¶‡ÎB †Kvb ai‡bi ˆelg¨ mn¨ K‡i bv| †Kv¤úvbx PWD (Person with
Disabilty), Minority Group (numerical majority), Traffic victim †`i †_‡K cÖwZ eQi
5/6 Rb‡K we‡kl e¨e ’̄vq wb‡qvM w`‡q _v‡K|

wb‡qv‡M Av‡e`bKvixi cÖ‡qvRbxq KvMRcÎ -
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1. Kg©xi m`¨ †Zvjv 4 Kwc Qwe (3 Kwc cvm‡cvU©, 1Kwc ó¨v¤ú)
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|

wb‡qv‡Mi Drm (Source of recruitment)

wb‡qv‡Mi 2wU Drm i‡q‡Q

1. Avf¨šÍixb Drm (Internal source)

2. evB‡ii Drm (External source)

wb‡qv‡Mi †¶‡Î mswkøó mKj Drm wbb¥wjwLZfv‡e e¨envi Kiv nq

1) Avf¨šZixb Drm (Internal source)

AbšZ KZ…©c¶ Avf¨šZixb 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|

2) evB‡ii Drm (External source)

Re I‡cwbs G Avf¨šÍixb Drm †_‡K †jvK wb‡qvM †`Iqv hv‡e bv| gvbe m¤ú` wefvM evB‡ii cÖwZôv‡bi 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 MÖæc Gi `¶Zv I †hvM¨Zv Abyhvqx Gwcø‡Kkb e­vsK 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)
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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¯— 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/nvBjvBU Kiv 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- m`¨ †Zvjv Qwe, cÖ‡qvRbxq mKj KvMRcÎ, 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 cÖ̀ Ë wewfbœ my‡hvM myweav BZ¨vw`| GQvov Qwe mn wK wK ai‡bi cÖ‡qvRbxq KvMRcÎ m‡½
Avb‡Z n‡e Zvi weeib BZ¨vw`|

weÁvcb D`vnib (Example)

General Manager- production (ref: PM)
-Age: 36-45 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.
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)

B›Uvi‡b‡U wb‡qvM weÁwß †`Iqv nq| GBP Avi wefvM †b‡U wb‡qvM weÁwß w`‡Z cvi‡e|
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D`vnib (Example)

www.bdjobs.com
www.jobsa1.com

wb‡qvM c×wZ Ges wbe©vPb/evQvB cÖwµqv (Recruitment Procedure & Selection process)

kªwgK/Kg©Pvixi wb‡qvM wiKzBwRkb Aby‡gv`b cvevi ci weÁvcb Ges †MU I Av‡kcv‡ki GjvKvq †cvóvwis I gvBwKs
Kiv nq| kªwgK/Kg©Pvix wb‡qvM c×wZ wbb¥wjwLZ ch©v‡q fvM Kiv nq Ges mswk­ó Kg©KZ©vMb kªwgK/Kg©Pvix wb‡qvM
c×wZ wbb¥wjwLZ ch©v‡q fvM Kiv nq Ges mswk­ó Kg©KZ©vMb kªwgK/Kg©Pvix wbe©vPb cÖwµqvi cÖwZwU ch©v‡q Zv‡`i wbR
wbR `vwqZ¡ cvjb K‡i _v‡Kb|

(a) †MU

K| mv¤¢ve¨ PvKzix cÖv_©x kªwgK/Kg©PvixMb †M‡U wbe©vP‡bi Rb¨ mg‡eZ n‡e|
L| gvbe m¤ú` mnKvix, e¨e ’̄vcK (cÖkvmb), I‡qj‡dqvi Awdmvi I wbivcËv mycvifvBRvi kªwgK/Kg©Pvix wb‡qv‡Mi

cÖ_wgK dig c~ib K‡i m¤¢ve¨ cÖv_©x‡`i cÖv_wgK wbe©vPb Ki‡e Ges cÖv_©x‡`i Kv‡Q iw¶Z wb‡qv‡Mi cÖ‡qvRbxq mKj
KvMRcÎv`x cix¶v K‡i †`L‡e|

M| wkï Ges AcÖvß eq¯‹ kªwgK Kg©Pvix Mb‡K wbe©vPb cÖwµqv †_‡K weiZ ivLv n‡e|

(b) Wv³vix cix¶v

K| mv¤¢ve¨ PvKzixcÖv_©x kªwgKMb KviLvbvi Wv³v‡ii wbKU Zv‡`i Rb¥ mb` †ck Ki‡e Ges Wv³vi Zv‡`I kviixKfv‡e
cix¶v K‡i eqm wba©vib Ki‡e Ges cÖvß eq‡¯‹i mb`cÎ cÖ̀ vb Ki‡eb|

L| ‡h c‡`i Rb¨ Zv‡K wb‡qvM †`Iqv n‡e, kviixK Ges gvbwmKfv‡e †m cÖv_©x Dchy³ wKbv Zv Wv³vi cix¶v Ki‡eb|
M| cÖ‡qvRb n‡j AvB †Uó, Kvjvi e­vBÛ †Uó, WªvM †Uó Kiv n‡Z cv‡i|
N| eqm Ges wdU‡bm cix¶vq AK…ZKvh© e¨w³ Ges WªvM †Uó cix¶v †bIqv n‡j AK…ZKvh© cÖv_ª©x‡`i‡K cieZ©x cix¶vi

Rb¨ weiZ ivLv n‡e|

(c) wbe©vPb KwgwU

kªwgK/Kg©Pvix wbev©Pb KwgwU KviLvbvq Kg©iZ wbb¥wjwLZ Kg©KZ©vM‡bi mgš̂‡q MwVZ n‡e| wb‡qvM KwgwUi `vwqZ¡ n‡jv
mKj KvMRcÎ mn hveZxq mewKQz hvPvB evQvB K‡i mwVK I †hvM¨ †jvK Ly‡R †ei Kiv| GKB mv‡_ wb‡qv‡Mi mgq
hv‡Z †Kvb cÖKvi ˆelg¨ ev †Rvic~e©K wb‡qvM bv nq Zv wbwðZ Kiv| †hgb - wb‡qvMcÖ_©xi †Kvb AwiwRbvj KvMRcÎ
Awd‡m Rgv ivLv hv‡e bv| †h c‡`i Rb¨ Av‡e`b K‡i‡Q ‡mB c‡`i Rb¨ Zvi †hvM¨Zv hvPvB Ki‡Z n‡e, Ab¨ c‡`
Zv‡K †Rvic~e©K wb‡qvM †`Iqv hv‡e bv BZ¨vw`|

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

K) gvbe m¤ú` wefvM - gvbe m¤ú` Kg©KZ©v
L) cÖkvmb wefvM - cÖkvmb Kg©KZ©v
M) IqvK© óvwW wefvM - IqvK©óvwW Kg©KZ©v
N) I‡qj‡dqvi wefvM- I‡qj‡dqvi Kg©KZ©v
O) †gwW‡Kj wefvM- †gwW‡Kj Awdmvi
P) mswkøó wefvM (†h wefv‡M Kg©x wb‡qvM n‡e) - jvBbwPd, e¨e ’̄vcK - gnv-e¨e ’̄vcK
Q) wbivcËv BbPvR©
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2. Kg©Pvix wb‡qvM KwgwU (Staff Recruitment Committee)

K) gvbe m¤ú` wefvM
L) cÖkvmb wefvM
M) IqvK© óvwW wefvM
N) †gwW‡Kj wefvM
O) mswkøó wefvM (†h wefv‡M óvd wb‡qvM n‡e)

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

mKj †¶‡Î wb‡qvM KwgwU wbi‡c¶Zv I mZZv eRvq ivL‡e Ges wb‡qv‡Mi Rb¨ †KvbcÖKvi evoZx ev A‰bwZK
A_© Av`vq ev †jb‡`b Kiv nq bv|

kÖwgK wb‡qv‡Mi 01(GK) w`‡bi g‡a¨ wb‡qvM cÎ/ Contact Letter cÖ‡Z¨K bZzb kÖwgK‡K †`Iqv nq| Z‡e
we‡kl ‡Kvb Kvib _vK‡j Aek¨B Zv 03(wZb) w`‡bi g‡a¨ cÖ̀ vb Ki‡Z n‡e|

wb‡qvM KwgwU (Recruitment Committee)

µwgK bs bvg c`ex KwgwU c`ex
1 wgt gvRnviæj Avjg (wgjb) mnt gnv-e¨e ’̄vcK, cÖkvmb m`m¨

2 wgt gvngy ỳj nK mnt e¨e ’̄vcK, Kgcøv‡qÝ m`m¨

3 wgt my‡ik Kzgvi wbjq Gw·wKDwUf, GBP Avi mPxe

4
wgt eyjeyj Avn‡g` Ges
wgm. wbev©wPZv nK Lvub Gw·wKDwUf, †gwW‡Kj m`m¨

5 wgt BmgvBj †nv‡mb wmt e¨e ’̄vcK, IqvK©÷vwW m`m¨
6 wgt iwdKzj Bmjvg Dct e¨e ’̄vcK, cÖkvmb m`m¨

7 wg‡mm ggZv ivbx wmt Gw·wKDwUf, I‡qj‡dqvi m`m¨

8 wgt Avkivdyj nK BbPvR©, wmwKDwiwU m`m¨

wgt gvRnviæj Avjg (wgjb)

wgt ‡Mvjvg †gv Í̄dv

wg‡mm ggZv ivbx

wgt my‡ik Kzgvi wbjq wgt BmgvBj †nv‡mb wgt eyjeyj Avn‡g` Ges
wgm. wbev©wPZv nK Lvub

wgt gvngy ỳj nK



ABM Fashions Ltd.
Horina Chala, Kashimpur Road, Konabari, Gazipur

Page 10 of 19

(d) wb‡qvM KwgwUi KvR

1| PvKzix cÖv_©xi Av‡e`b cÎ Ges eq‡mi cÖZ¨vqb cÎ MÖnb Ki‡e|
2| cÖv_©xi mv¶vZKvi MÖnb Ki‡e|
3| RvZxq cwiPqcÎ Ges IqvW© Kwgkbvi ev BDwbqb †Pqvig¨b KZ…©K cÖ̀ Ë mb`cÎ cix¶v Ki‡e|
4| AZxZ PvKzixi bw_cÎ wbwi¶v Ki‡e|
5| AZxZ PvKzixi myÎavix wbwi¶v Ki‡e|
6| wk¶vMZ †hvM¨Zv wbwi¶v Ki‡e|
7| cywjk †fwiwd‡Kkb (cÖ‡hvR¨ †¶‡Î)

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|

gvbe m¤ú` wefvM

1| cªv_©xi wjwLZ cix¶vi cª‡qvRb n‡j Zv MÖnb Ki‡e|
2| wbe©vwPZ cÖv_©xi †eZb KvVv‡gv PzovšZ Ki‡e|
3| cÖv_©xi cÖ‡qvRbxq msL¨K Qwe MÖnb Ki‡e|
4| wb‡qvMcÎ, AvBwW KvW©, mvwf©m eyK cÖ̀ vb Ki‡e|
5| cwiwPwZg~jK cÖwk¶b cÖ̀ v†bi e¨e ’̄v Ki‡e
6| Kvh©cÖbvjx/Kvh©weeibx cÖ̀ vb Ki‡e|

 I‡qj‡dqvi Kg©x‡K cÖ‡qvRbxq Iwi‡q†›Ukb Ges †Uªwbs †`‡eb, †hgb - †Kv¤úvbx cwiwPwZ, `vwqZ¡ KZ©e¨,
wbqgKvbyb I kvw¯—g~jK e¨e ’̄v, wb‡qvM c†Îi welq¸‡jv, ‡Kv¤úvbx KZ…©K cÖ̀ 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|

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

Drcv`b ’̄j

1| mswkøó jvBbwPd ev †mKkb cÖav‡bi Kv‡Q †hvM`vb Ki‡e|
2| wbR wbR KZ©e¨ Kv‡R wb‡qvwRZ n‡e|

e) wb‡qvM †d¬v-PvU©
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wb‡qvM Gi †¶‡Î gvbe m¤ú` wefvM †h c×wZ Abymib K‡i Zv n‡jv

Kg©Pvix‡`i †¶‡Î (For Staff)

kªwgK‡`i †¶‡Î (For Workers)

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|

(f) Awdm óvd wbe©vPb cÖwµqvq GBP Avi Gi - `vwqZ¡ (Responsibilities):

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¨ mswk­ó
wefvMxq cÖavb/IqvK©óvwW wefv‡M

†cÖib

wb‡qvMcÎ 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

cÖ̀ 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
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 GBP Avi e¨e ’̄vcK Ges `vwqZ¡cÖvß Awdmv‡ii `vwqZ¡ n‡jv wiwRDg/Av‡e`b cÎ hvPvB K‡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| 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¨Zv m¤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|

kªwgK/Kg©Pvix wb‡qv‡M †RÛvi I ˆelg¨Zv ms‡e`bkxj cÖ‡kœi bgybv

1| AbšZ MÖæ‡ci mKj KviLvbvi mKj ag©, eb© I †MvÎ wbwe©‡k‡l bvix-cyi“l mg-gh©v`vi wfwË‡Z KvR Ki‡Q| AbšZ
KZ…©c¶ mKj kªwgK/Kg©Pvix ¯̂Kxq AbyfywZ‡K m¤§vb K‡i I wek¦vm K‡i| ZvB bZzb kªwgK Kg©Pvix wb‡qv‡Mi mgq GB
mg¯Z welq mg~n mswk­ó mKj‡K we‡ePbvq ivL‡Z n‡e| wb‡qvM †ev‡W© wb‡qvwRZ mK‡j c‡`i mv‡_ evÄbxq cÖkœ
Ki‡e| cÖv_©xi †Kvb iKg AbyfywZ‡K AvNvZ w`‡q wKs¤̂v ¯úk©KvZi †Kvb wel‡q cÖkœ Kiv †_‡K weiZ _vK‡Z n‡e| †hgb
-
Avcwb wK Mf©eZx ?/Mf©eZx n‡j Avcbvi ¯̂vgx Avcbv‡K wK PvKzix Ki‡Z AbygwZ †`‡e wK bv ?/Avbvi wK †QvU ev”Pv
Av‡Q ?/ †QvU ev”Pv wb‡q Avcwb wKfv‡e Kv‡R Avm‡eb ?/ †Kvb ivR‰bwZK `j‡K mg_©b K‡ib ?/ Ab¨ ag©vj¤̂x‡`i mv‡_
WvBwbs G WvBwbs G †L‡Z cvi‡eb wK ? BZ¨vw`|

2| Z‡e PvKzixi cÖK„wZi weeib w`‡q †Kvb ai‡bi †gwkb Pvjv‡bv Avek¨K †m me †¶‡Î cÖv_©xi BwZevPK g‡bvfve Av‡Q
wKbv? wKsev †Kvb cªKvi kviixK cÖwZeÜKZv Av‡Q wKbv BZ¨vw` gvwR©Zfv‡e cÖkœ K‡i †R‡b †bIqv †h‡Z cv‡i|

KwZcq †¶‡Î gwnjv kªwg‡Ki K‡g© wb‡qvM wbwl×

1| †Kvb gwnjv‡K Zvi mšZvb cÖm‡ei Ae¨ewnZ cieZ©x AvU mßv‡ni g‡a¨ †Kvb KvR Ki‡Z cvi‡e bv|
2| †Kvb gwnjv‡K Ggb †Kvb KvR Kivi Rb¨ wb‡qvM Ki‡Z cvi‡e bv hv ỳ®‹i ev kªg-Amva¨|

KwZcq †¶‡Î Mf©eZx gwnjv kªwg‡Ki K‡g© wb‡qvM myweav

‡h †Kvb Mf©eZx gwnjv†K Aek¨B PvKzix‡Z wb‡qvM †`Iqv hv‡e hw` D³ c`/Kv‡Ri Rb¨ cÖv_©xi cÖ‡qvRbxq kviwiK
wdU‡bm (mÿgZv) _v‡K|

KwZcq †¶‡Î Mf©eZx gwnjv kªwg‡Ki Kg© myweav
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cÖkvmb/GBPAvi wefvM, mKj Mf©eZx gwnjvi PvKzixi †ÿ‡Î wbb¥wjwLZ myweav cvIqvi e¨e ’̄v Ki‡e -
- `xN©ÿb ùvwo‡q KvR Ki‡Z bv †`Iqv
- fvix KvR bv †`Iqv †hUv Zvi c‡ÿ Amnbxq nq|
- IVv-bvgv Kivi Rb¨ wjdU e¨env‡ii e¨e ’̄v Kiv
- IfviUvBg Ki‡Z Zv‡K AbyrmvwnZ Kiv
- wPwKrmvmyweav Ges cvIbv QzwU cvIqvi †ÿ‡Î Zv‡K mn‡hvMxZv Kiv

Kg©xi Iwi‡q†›Ukb (Worker Orientation)

GKwU Iwi‡q›Ukb †cvMÖvg ‡Kv¤úvbx‡K eyS‡Z GKRb bZzb Kg©x‡K mnvqZv K‡i Ges Kg©xi `ªæZ Drcv`‡bi avivq
wb‡R‡K m¤ú„³ Ki‡Z cv‡i| I‡qj‡dqvi wUg kªwgK‡`i Iwi‡q›Ukb †cÖvMvg cwiPvjbv Ki‡e| bZzb kªwgK wb‡qv‡Mi
m‡Ÿ©v”P 3 w`‡bi g‡a¨ Iwi‡q‡›Ukb w`‡Z n‡e|
Z‡e óvd Iwi‡q›Ukb gvbe m¤ú` ev †mKkb/wefvMxq cÖavbMb †`‡eb|

(a) kªwgK‡`i Iwi‡q‡›Uk‡bi welq mg~n (Orrientation Subject)

1. wb‡qvM msµvšÍ bxwZgvjv (Recruitment Procedure)

2. mgvb my‡hvM bxwZgvjv (Equal Opportunity Policy Procedure)

3. wkï kÖg bxwZgvjv (Anti Child labor Recruitment procedure)

4. wK‡kvi kÖwgK bx‡qv‡Mi bxwZgvjv (Young/ Juvenile Worker Recruitment procedure)

5. ejcÖ‡qvMc~e©K kªg (Forced Labor)

6. Awf‡hvM c×wZ m¤ú‡K© cwiwPwZ (Introduction with Grievance Channels)

7. ¯̂v ’̄̈  m‡PZbZv (Health & Hygienic)

8. gRyix, †eZb †evbvm, Kg©N›Uv Ges AwZwi³ Kg©N›Uv (Wages, Working Hour & OT hours)

9. Pzw³ I wb‡qvM c‡Îi welqe ‘̄ (Contents of Appointment Letter)

10. kÖwgK mnvwqKv MvBW (Worker Hand Book)

11. mKj cÖKvi QzwU Ges QzwUi c×wZ (All type of leave procedure)

12. gvZ„Z¡Kvjxb QzwU Ges myweav (Maternity leave & benefit)

13. cÖwZôv‡bi wbqgbxwZ (Company’s Rules & Regulation)
14. AskMÖnYKvix KwgwU cwiwPwZ I Zv‡`i KvR (Introduction with PC Members & their

Activities)
15. ‡mBdwU KwgwU cwiwPwZ I Zv‡`i KvR (Introduce with SC members & their Activities)

16. nqivbx Ges Lvivc AvPib msµvšÍ bxwZgvjv Ges GB msµvšÍ kvw Í̄g~jK e¨e ’̄v (Abuse & Harassment

Policy and Disciplinary action in this regards)
17. `vwqZ¡ I KZ©e¨ Gi m‡½ Kv‡Ri `vwqZ¡ (Duties & Responsibilities with Job Description)

18. msMVb Kievi ¯̂vaxbZv I `iKlvKwli AwaKvi (Freedom of Association)

19. Amv`vPib Ges eiLv Í̄ c×wZ (Misconduct & Dismissal Procedure)

20. dvqvi †mdwU, BfvKy‡qkb wWªj Ges dv÷© GBW (Fire Safety, Evacuation Drill & First Aid)

21. ‡W-‡Kqvi Ges †gwW‡Kj ‡m›Uvi (Daycare & Medical center)
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22. ÿwZc~ib Ges Aemvb c×wZ (Compensation & Termination Procedure)

23. Abycw ’̄wZ (Absenteeism)

24. Pzw³/wb‡qvM c‡Îi welqe ‘̄ (Contents of Appoinment Letter) etc.

(b) Kg©Pvix‡`i Iwi‡q‡›Uk‡bi welq mg~n (Orrientation Subject)

1. cÖwZôv‡bi cwiwPwZ (Company Introduction)
2. cÖwZôv‡bi wmIwm (Company’s COC)
3. cÖwZôv‡bi wfkb, D‡Ïk¨ Ges jÿ¨ (Company’s Vision, Mission & Goal)
4. cÖwZôv‡bi wbqgbxwZ Ges Am`vPib (Company’s Rules-Regulation & Misconduct)
5. Ab¨vb¨ my‡hvM Ges myweav (Availability of Service & Benefits)
6. †hvMv‡hvM, †bZ…Z¡ Ges e¨envwiK G¨v‡cÖvP/`ÿZv (Communication, Leadership & Behavioural

Approach/skill)
7. ‰elg¨, nqivwb Ges Dcnvi-MÖvPzBwU bxwZgvjv (Descrimination, Harassement & Gift-Gatuity

Policy)
8. Awf‡hvM P¨v‡bj Ges Awf‡hvM cwiPvjbv c×wZ m¤ú‡K© cwiwPwZ (Introduction with Grievance

Channels & Grievance Handeling Procedure)
9. mKj cÖKvi QzwU Ges QzwUi c×wZ (All Kind of Leaves & Leave Procedures)
10. Aemvb c×wZ Ges ÿwZc~ib (Terminination Procedure & Compensation)
11. `vwqZ¡ I KZ©e¨ Gi m‡½ Kv‡Ri `vwqZ¡ (Duties & Responsibilities with Job Description)
12. AskMÖnYKvix KwgwU (Participation Committee)

13. wkï kÖg bxwZgvjv (Child labor Policy)
14. wK‡kvi kÖwgK bx‡qv‡Mi bxwZgvjv (Young/ Juvenile Worker Recruitment procedure)
15. wb‡qvM msµvšÍ bxwZgvjv (Recruitment Procedure)
16. e¨emv I gvbe AwaKvi msµvšÍ bxwZgvjv (Principle on Business & Human Rights)
17. mgvb my‡hvM bxwZgvjv (Equal Opportunity Policy Procedure)

(c) kªwgK A½xfyZKi ‡cÖvMÖvg (Worker Integration Program)

AbšZ MÖæ‡ci GKwU †mU †Uªwbs †cÖvMÖvg 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, †gwW‡Kj iæg BZ¨vw` †Kv_vq
- ‡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`|

wb‡qvMcÎ, AvBwW KvW© I mvwf©m eyK
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evsjv‡`k kªg AvBb, 2006 Abymv‡i cÖwZwU wb‡qvMcÖvß kªwgK/ Kg©Pvix‡K wb‡qvMcÎ cÖ̀ vb Kiv nq| wb‡qvMc‡Î
wb¤œwjwLZ welqvw` D‡jøL Kiv _v‡K -

 bvg
 wcZv / ¯̂vgxi bvg
 gvZvi bvg
 c`ex, †MÖW
 ‡hvM`v‡bi ZvwiL
 wVKvbv
 PvKzixi kZ©vejx
 ‡eZb fvZv I AwZwi³ mg‡qi fvZv
 Kg© mgq, QzwU, weiZx
 ‡evbvm Ges myweavw`
 Ab¨vb¨ myweavw` BZ¨vw`

wb‡qvMcÎ cÖ̀ vb

wb‡qv‡Mi 1 (GK) Kg©w`e‡mi g‡a¨ cÖkvmb wefvM wb‡qvMcÎ cÖ̀ vb wbwðZ Ki‡e| ‡Kvb Kvi‡b kÖwg‡Ki Qwe ev
cÖ‡qvRbxq KvMRcÎ cÖ̀ vb Ki‡Z wewNœZ n‡j ev Ab¨ Riæix Kvi‡b wb‡qvMcÎ cÖ̀ v‡bi ZvwiL wkw_j‡hvM¨ hv m‡ev©”P
3w`b ch©šÍ wej¤ ̂n‡Z cv‡i|

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

AvBwW KvW© -

 AÎ KviLvbvq †hvM`v‡bi ci mKj kªwgK Kg©Pvix‡K ‡Kv¤úvbxi wbR Li‡P Qwe m¤̂wjZ GKwU cwiPq cÎ
mieivn Kiv nq|

 bZzb wb‡qvM cÖvß‡`i AvBwW KvW© †`Iqvi c~‡e© A ’̄vqx AvBwW KvW© †`qv nq hv‡Z K‡i cÖwZôv‡b cÖ‡ek ev
Pjv‡divq ev KvR Ki‡Z †Kvb mgm¨v bv nq |

 A ’̄vqx Kv‡W©i †gqv` mvavibZ 1 w`b, Riæix Kvi‡b hv 3 w`b| A_v©r 3 w`‡bi g‡a¨ mswkøó kªwgK / Kg©Pvix‡K
Qwe m¤ŵjZ cwiPq cÎ / AvBwW KvW© mieivn Kiv 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|
 wewRGgBG †_‡K mieivnK„Z mvwf©m eyK cÖ̀ vb Kiv n‡e bv n‡j kªgAvBb 2006 Gi aviv 7 Gi Gi cÖ̀ vbK…Z

dig/†cÖmwµckb †gvZv‡eK cÖ̀ vb Kiv n‡e|

kªwgK‡`i AvBwW KvW© I mvwf©m eyK GBP Avi / cÖkvmb wefvM cÖ̀ vb Ki‡eb Ges óvd‡`i‡K gvbem¤ú` wefvM cÖ̀ vb
Ki‡eb|
bZzb kªwg‡Ki Kbdvi‡gkb (Confirmation of New Worker)
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(a) 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 cȪ ‘Z Ki‡Z|

(b) wk¶vbexm Kvj (Probationer Period):

bZzb kªwgK‡`i PvKzix wbwðZ n‡e mdjfv‡e Zvi wk¶vbexmKvj m¤úbœ Kivi ci|
KiwYK cÖK…wZi Kv‡R kªwg‡Ki wk¶vbexm Kvj 6 gvm n‡e Ges Ab¨vb¨ kªwg‡Ki Rb¨ 3 gvm| Z‡e, hw` †Kvb Ae ’̄vq 3
gvm wk¶vbexmKv†ji g‡a¨ Zvi Kv‡Ri gvb wbY©q Kiv m¤¢eci bv nq Z‡e `¶ kªwg‡Ki wk¶vbexmKvj AwZwi³ 3 gvm
e„wØ Kiv hv‡e|

(c) wk¶vbwemKv‡j `¶Zv ZZ¡veavb (Performance Management during Probationary Period)

óvd‡`i Rb¨ GB mgqUv KwVb Ges ¸iæZ¡c~b©| GLv‡b cÖwZôvb Zv‡K GKwU mgq †`q ‡hLv‡b †m wkL‡Z cv‡i Ges
m‡PZbfv‡e Zvi mdjZv eyS‡Z cv‡i| †h‡nZz GUv †Kv¤úvbxi GKwU wewb‡qvM ZvB †Kv¤úvbx Pvq H mg‡qi g‡a¨ †m
wb‡R‡K ˆZix K‡i wbK|
Zv‡K mnvqZv Kivi Rb¨ I‡qj‡dqvi Ges †Uªbvi KZ„©K wewfbœ Iwi‡q‡›Ukb †cvMÖvg i‡q‡Q Ges mycvifvBRviiv Zv‡K
mnqZv Ki‡e|
wbw`©ó mgq †k‡l mycvifvBRviMb cvidi‡gÝ GcÖvBRvj di‡gi gva¨‡g Zvi cvidi‡gÝ cÖkvmb/gvbe m¤ú` wefv‡Mi
wbKU Zz‡j ai‡eb|
cÖkvmb/gvbe m¤ú` wefvM Gi wfwË‡Z wm×všÍ †b‡eb wk¶vbexm Kvj Av‡iv 3 gvm e„w× n‡e wKbv|
mycvifvBRvi Ges wefvMxq cÖav‡bi GKwU †mU cøvb _vKv DwPZ Kg©x‡K mdjfv‡e Zvi wk¶vbwemKvj m¤úbœ Ki‡Z
mnvqZv Kiv|

(d) c~‡e©i PvKzix`vZv n‡Z †idv‡iÝ (Reference From Previous Employers)

GKRb bZzb kªwgK wb‡qv‡Mi ci hZ ª̀æZ m¤¢e wk¶bwem Kvj †kl nevi c~‡e© cÖkvmb/gvbe m¤ú` wefvM Zvi dvB‡j
iw¶Z cy‡e©i PvKzix`vZvi †idv‡iÝ n‡Z Zv‡`i mv‡_ †hvMv‡hvM K‡i cÖ‡qvRbxq Z_¨ hvPvB Ki‡Z cv‡i|

hw` AMÖnb‡hvM¨ †idv‡iÝ/Z_¨ †`Iqv nq Zvn‡j cÖwekb wcÖ‡qv‡Wi g‡a¨B cÖ‡gvkb/gvbe m¤ú` wefvM wm×všÍ †b‡e
Zv‡K Uviwg‡bU Kiv n‡e wK  bv|

(e) wk¶vbwemKvj we‡ePbv Ges Kbdvi‡gkb †jUvi Bmy¨ Kiv (Probationary Review and Issue of
Confirmation Letter)

wk¶bwemKvj †kl nevi c~‡e© cÖkvmb /gvbe m¤ú` wefvM “Probationary Evaluation Report” wefvMxq cÖav‡bi
wbKU cvVv‡e|
Bfvjy‡qkb wi‡cv‡U©i mycvwi‡ki Dci wfwË K‡i cÖkvmb /gvbe m¤ú` wefvM wbb¥wjwLZ †h †Kvb GKwU wm×všÍ †b‡e

 Zvi PvKzix wbwðZ Kiv

 wk¶bwemKvj Av‡iv e„w× Kiv
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 PvKzixi Aemvb Kiv

Dc‡ii wZbwUi †h †Kvb GKwUi Rb¨ mwVK wPwV Kg©x‡K cÖ̀ vb Kiv n‡e| mvavibfv‡e Zvi †eZb KvVv‡gv wbwðZ Kivi
mgq wiwfD Kiv n‡e bv (hw` bv †Kvb Pzw³ _v‡K)
Z‡e †Kvb Kvi‡b Kbdvi‡gkb wPwV Bmy¨Kiv bv n‡j a‡i wb‡Z n‡e Zvi PvKzix wbwðZ n‡q‡Q|

kªwgK‡`i gRyix wba©vib (Wage determination of the workers)t

gRyix KvVv‡gv Ges Gi me©wbb¥ Ges m‡e©v”P †iÄ wba©vi‡bi ‡¶‡Î miKvi †NvwlZ me©wbb¥ gRyix, cvicvwk©K Ae ’̄v,
gv‡K©U †iU, kªwg‡Ki Pvwn`v Ges gyj¨wùwZ BZvw`i mgš̂q I we‡ePbvq G‡b ‡UKwbK¨vj Ges bb †UKwbK¨vj mKj
kªwgK‡`i wewfbœ †MÖ‡Wi me©wbb¥ Ges m‡e©v”P gRyix wba©vib Kiv nq †h †Kvb mgq c~b-g~j¨vqb n‡Z cv‡i|
Acv‡iUi - IqvK©óvwW wefvM cÖ‡Z¨K Acv‡iUi‡K Zvi `¶Zv Abyhvqx 5wU cÖavb †MÖ‡W fvM K‡i (G, we, wm, wW Ges
gvwëw¯‹j) Ges Gi Av‡iv wKQz mve-†MÖW _vK‡Z cv‡i| cÖ‡Z¨KUv †MÖ‡W bgbxqZvi Rb¨ me©wbb¥ I me©‡”Pv gRyix i‡q‡Q|
Z‡e me©wbb¥ †MÖW Gi gRyix miKvi †NvwlZ me©wbb¥ gRyix †_‡K KL‡bvB Kg n‡e bv| `¶Zv hvPvB‡qi †¶‡Î †h welqUv
we‡ePbvq Avbv nq Zv n‡jv Zvi B‡dwm‡qwÝ (`¶Zv) KZ % Ges †m KZ¸‡jv †gwkb Pvjv‡Z cv‡i Ges GwU GKwU
cwiw¶Z ˆeÁvwbK c×wZ Ges G c×wZ‡Z ˆelg¨ Kivi †Kvb my‡hvM †bB|

Ab¨vb¨ c`ex (bb ‡UKwbK¨vj †h me c` i‡q‡Q) - hv‡`i AwfÁZv bvB ev PvIqv nqbv Zv‡`i †Kv¤úvbxi me©wbb¥
†NvwlZ gRyix‡Z wb‡qvM n‡e Ges hv‡`i AwfÁZv i‡q‡Q Zv‡`i †gŠwLK/wjwLZ cix¶vi gva¨‡g Zv‡`i AwfÁZv Ges
†hvM¨Zv hvPvB K‡i †MÖwWs n‡e Ges †m Abyhvqx †Kv¤úvbx KZ…©K wba©vwiZ gRyix cÖ‡`q n‡e|
bb ‡UKwbK¨vj cÖ‡Z¨KUv c‡`i ‡hvM¨Zv AwfÁZvi Dci wfwË K‡i gRyix KvVv‡gv wba©vib Kiv nq| GBP Avi wefvM Gi
Aby‡gv`b K‡ib|

e`jx Ges c`exi cwieZ©b (Transfer and Change of Designation)

‡Kv¤úvbxi e¨emvwqK ¯̂v‡_© †h †Kvb Kg©x‡K ‡h †Kvb mgq MÖ“‡ci GK cªwZôvb †_‡K Ab¨ cÖwZôv‡b ev GKB cÖwZôv‡bi
GK wefvM/†mKkb †_‡K Ab¨ ‡mKkb/wefv‡M e`jx Ki‡Z cv‡ib Ges Zvi c`ex I `vwqZ¡ KZ©e¨ cwieZ©b Ki‡Z cv‡ib
hw` Zv‡K Dchy³ g‡b K‡ib|
GB e`jx ev c`ex Ges `vwqZ¡ KZ©e¨ cwieZ©‡bi mv‡_ Bwµ‡g›U ev cÖ‡gvk‡bi †Kvb mswkøóZv bvI _vK‡Z cv‡i|
Z‡e GB ai‡bi e`jx ev c‡`i cwieZ©b ev `vwqZ¡ KZ©e¨i cwieZ©b wbb¥wjwLZ †h †Kvb Kvi‡b n‡Z cv‡i

1. †Kv¤úvbxi e¨emvwqK ¯̂v‡_©
2. Zv‡K wewfbœ †¶‡Î Dchy³ K‡i M‡o Zzj‡Z
3. ‡Kvb kvw¯Zg~jK e¨e ’̄v wnmv‡e
4. Zvi AvPibMZ cwieZ©b ev DbœwZi Rb¨
5. Zvi cÖ‡gvk‡bi Rb¨

K) †gŠvwLK Av‡`k ev wb‡ ©̀‡k e`jx Kiv hv‡e bv|
L) ‡Kvb kªwgK-Kg©Pvix‡K erm‡i ỳBev‡ii †ekx GK d¨±ix †_‡K Ab¨ d¨±ix‡Z e`jx Kiv hv‡e bv Z‡e cÖ‡qvRb

n‡j gvbe m¤ú` wefvM Zv Ki‡Z cvi‡e|
M) gvbe m¤ú` wefvM e`jxi Av‡`kbvgv I e`jx cieZ©x †hvM`vb cÎ Ges cv‡m©vbvj dvBj e`jxK…Z d¨±ix‡Z

†cªib Ki‡e cª‡qvRb †ev‡a dvBj GBP Avi wefv‡Mi cÖavb Kvh©j‡q ivL‡Z cv‡i|
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N) kªwgK/Kg©Pvix Zvi e`jxi cieZ©x †hvM`vb cÎ gvbe m¤ú` wefvM †_‡K wb‡q cieZ©x w`‡bi g‡a¨ e`jxK…Z
KviLvbvq †hvM`vb Ki‡e|

O) gwnjv kªwgK-Kg©Pvix‡K mšZvb avib Kivi mgq †_‡K mšZb fywgó nIqvi cieZ©x Qq gvm ch©šZ GK
KviLvbv †_‡K Ab¨ KivLvbvq e`jx Kiv hv‡e bv hw` Zv 40 wK‡jvwgUv‡ii AwaK ~̀i‡Z¡ Aew ’̄Z nq|

(a) e`jxi †¶‡Î `vwqZ¡ n¯ZvšZi Ges e`jxK…Z kªwg‡Ki †hvM`v‡bi mgq

1| e`jx Av‡`k cÖvß kªwgK-Kg©Pvix Zvi Dci Awc©Z mKj `vwqZ¡ 5 w`‡bi g‡a¨ Zvi ’̄jvwfwl³ kªwgK/Kg©Pvix‡K eywS‡q
†`‡e|
2| `vwqZ¡fvi n¯ZvšZ‡ii ci †_‡K e`jx Kvh©Ki n‡e| `vwqZ¡fvi n¯ZvšZ‡ii 2 Kg©w`e‡mi g‡a¨ bZzb Kg©̄ ’‡j
†hvM`vb Ki‡Z n‡e| 2 w`‡bi †ekx n‡j AwZwi³ mg‡qi Rb¨ QzwU wb‡Z n‡e| H mg‡q hw` QzwU cvIbv _v‡K Z‡e Zv
mgš̂q n‡e| QzwU cvIbv bv _vK‡j Zv gvbweK „̀wó‡Z †`Lv †h‡Z cv‡i| QzwU e¨wZZ wbw ©̀ó mg‡qi g‡a¨ bZzb Kg©̄ ’‡j
†hvM`v‡b e¨_© n‡j Zv kvw¯—‡hvM¨ Aciva wnmv‡K Mb¨ n‡e|

(b) e`jxK…Z kªwg‡Ki †eZb
gv‡mi †h †Kvb Zvwi‡L e`jxi †¶‡Î kªwgK/Kg©Pvix †h KviLvbvq hZw`b KvR K‡i‡Qb †m KviLvbvi wnmve wefvM
†_‡K KZ©‡e¨ AwZevwnZ w`b¸‡jvi gRyix MÖnb Ki‡e|

(c) c‡`i bvg cwieZ©b
cÖ‡qvRb mv‡c‡¶ †h †Kvb kªwgK-Kg©Pvixi c‡`i bvg gvbe m¤ú` wefvM cwieZ©b Ki‡Z cv‡i Z‡e D³ kªwgK-Kg©Pvixi
c~e-© Kvi wba©vwiZ gRyix/†eZb G Kvi‡b Kgv‡bv hv‡e bv|

Feedback:

wb‡qv‡Mi †¶‡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 cix¶v Kiv n‡e|

Communication:

‡Uªwbs, Iwi‡q‡›Ukb, wc.G wm‡óg, †bvwUk †evW©, AskMÖnbKvix KwgwUi wgwUs BZ¨vw`i gva¨‡g D³ cwjwm mKj‡K
AewnZ Kiv n‡e/mK‡ji Kv‡Q †cŠ‡Q †`Iqv n‡e|

Kgx©i wb‡qv‡Mi †ÿ‡Î me© wel‡q wb‡qvM msµvšÍ bxvZgvjv Abymib Kiv nq Ges G e¨vcv‡i wgW
g¨v‡bRg¨v›U, wmwbqi g¨v‡bRg¨v›U‡`i mv‡_ cÖwkÿY I Av‡jvPbvi e¨e ’̄v Kiv nq|

e¨emv I gvbe AwaKvi msµvšÍ bxwZgvjv (Principle on Business & Human Rights):

2011 mv‡ji Ryb gv‡m RvwZms‡Ni gvbevwaKvi KvDwÝj KZ©„K MvBwWs bxwZgvjv me©mg¥wZµ‡g Aby‡gv`b Kiv nq, hv
we‡k¦i mKj AÂ‡ji miKvi KZ©„K mgw_©Z| RvwZms‡Ni MvBwWs bxwZgvjv¸wji cÖavb Ges e¨vcKfv‡e ¯̂xK…Z
Ae`vb¸wji g‡a¨ GKwU n‡jv iv‡óªi KZ©e¨ Ges †Kv¤úvbxi `vwqZ¡̧ wj wbwðZ K‡i †h, e¨emv¸wj gvbevwaKv‡ii cÖwZ
kÖ×vkxj| wb‡¤œ cÖavb wZbwU Í̄¤¢ m¤úK© Av‡jvPbv Kiv n‡jvt

1. h_vh_ bxwZgvjv, AvBb, wewa I wePv‡ii gva¨‡g e¨emvmn Z…Zxq c‡ÿi Øviv Ace¨env‡ii weiæ‡×
gvbevwaKvi iÿv Kiv ivóªxq KZ©e¨|

2. gvbevwaKvi‡K m¤§vb Kivi Rb¨ K‡c©v‡iU `vqe×Zvi A_©, Ab¨‡`i AwaKvi¸‡jv j•Nb Kiv †_‡K weiZ
_vKv Ges Zv‡`i mv‡_ mvgÄm¨c~Y© cÖwZwµqvi †gvKv‡ejv Kivi Rb¨ h_vh_ Aa¨emv‡qi m‡½ KvR Kiv|
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3. e¨emv msµvšÍ gvbevwaKvi j•N‡bi wkKvi e¨w³‡`i Rb¨ Kvh©Kix cÖwZKv‡ii Rb¨ e„nËi A¨v‡·m, wePvi I
wePvwiK Df‡qi Rb¨ cÖ‡qvRb|

Recruitment Training Rutin:

Yearly training schedule (evrmwiK cÖwkÿb mgqm~Px)

Sl.
Topics

welq

Target Group
(Participants)

`‡ji jÿ
(AskMÖnbKvix)

Trainer
cÖwkÿK

Responsible
Department

`vwqZ¡cÖvß
wefvM

Training Period Frequency
cybt cybt
msMwVZDate

ZvwiL
Time
mgq

1

Induction/Orientation for
newly recruited Workers/
Employees, Appointment
letter & Recruitment
Related Training.
bZzb kÖwgK/ Kg©Pvixi cwiwPwZ,
wb‡qvMcÎ cÖ̀ vb Ges wb‡qvM msµvšÍ
cÖwkÿb|

Recruitment
Policy

wb‡qvM cwjwm

Respective
Admin,

Welfare &
HR Officer
wbR wbR Kj¨vb
Ges gvbem¤ú`

Kg©KZv©

HR &
Compliance
gvbem¤ú` Ges

K¤úøv‡qÝ

16.09.15 4:00 - 4:45
Once in 4
months

4 gv‡m GKevi

Internal Audit Questioners:

bvg t c`ext KvW©t jvBb/†mKkbt

bs we¯ZvwiZ n üv bv gšZe¨

1 Avcbv‡K h_vh_fv‡e g~j¨vqb Kiv n‡q‡Q e‡j Avcwb g‡b K‡ib?

2 wb‡qv‡Mi mgq Avcbv‡K AevšZi †Kvb cÖkœ Kiv n‡q‡Q?

3 wb‡qv‡Mi Rb¨ Avcbvi Kv‡Q †KD †Kvb wewbgqg~j¨ †P‡q‡Q?

4 Avcbv‡K we‡kl †Kvb myweav †`Iqvi Rb¨ †KD Avk¦vm w`‡q‡Q?

5 †eZb wba©vi‡bi †¶‡Î Kv‡iv Øviv Avcwb cÖfvweZ n‡q‡Qb?

6 ‡KD Avcbv‡K †Kvb iKg fqfxwZ cÖ̀ k©b K‡i‡Q?

7 wb‡qvM KwgwUi weiæ‡× Avcbvi †Kvb cÖKvi Awf‡hvM Av‡Q?

cwjwm Kvh©K‡ii ZvwiL t  Rvbyqvix 2015
2q wiwfD ZvwiL t Ryb 2017
3q wiwfD ZvwiL t  Ryb 2018
4_© wiwfD ZvwiL t  Ryb 2019
cieZ©x wiwfD ZvwiL t Ryb 2020


