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SONALI BANK
HEAB OFFICE
34-45, MOTOHEEL COMMERCIAL AREA
DHAKA.
NOTIFICATION

Drated, 23-9-1996/11-6-1403

S.R.0O. No. 3837 a8 —In exercise of the powers conferred by Article 29 of
(he Bangladesh Busks (Nationalisation) Order, 1972 (P.ONo. 26 ol 1972) and in
supersession of all service regulations applicable 10 local based employees of Sonali
Bink in the United Kingdom. the Board af Directors of the Sonali Bank, with the
previous approval of the Government is pleased o make the following regulations,
namely:—

CHAPTER-1 :
PRELIMINARY .

I. Short title and application—{1} These regulations may. be called the Sonali
Bunk (Uhited Kingdom Branches) Local Based Employees Service Regulations, 1996,

(2Y They shall apply o all full-time local based employees of the Sonali Bank
appointed 11 the United Kingdom, other than those appointed on special contract who
shall be yovermed hy the terms of their contrict.

2. Definitions— In these regulations. unless there is anything repugnant in the
subject or context,
(a] “Bank" means the Sonali Bank ;

(h} “basic pay™ means the pay on the scale or fixed rate of pay which has been

sanctioned for a post held by an employee substantively or in an officiating

“capacity but does not include any other.remunerations which may be
classed as pay or is granted in view of personal consideration ;

fc) “Board” means the Board of Directors of the Bank ;
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“Branch™ means any Branch of the Bank in the Uniled Kinsdom, and
includes a° sub-branch and other offices of the Bank in the United:

~ Kingdom;

(e]

(i}

()

(k1
(1)

()

(nj

(o)

(p)

[ah

“competent authority™ means the Board and includes any officer of the
Bink authorised by the Board 1o excrocise powers of the competlent
authority ander this regolations

"duty™ includes service a$ a probationer and also the period durlng which

an employee s on joining lime ;

“employee” means an cmployee of the Bank, whether témporary or
permanent recruited locally in the United Kingdom and includes an officer
g0 recruited

“family" means the wife or hushand and the ¢hildren and step-children of
an cmployee residing with and wholly dependent upon him ;

Explanarien: Mol more than ane wife shall be included in & Tamily Tor the
purposes of these regulations :

“Gieneral Manager” means the General Manager of the Bank pmln.d in lhe
United Kingdom ;

“Institute of Bankers Examination™ means the examinations in all parls
conducied by the Institute of Bankers, London or any Banking cxamination
recognized as cdquivalent to it by the Board or '[1}" the Institute of Banker:
London &

"

“Joining ime” means the time allowed to-an employee Lo join 4 post ;

“Managing Director” means the Managing Director of the Bank ;

“olficiating™ in relation (o an employee, means officiating in a post when
he performs the duties ol a post on which another employee holds a lien
and includes an employee appointed-to officiate in o vacanl post on which
no ather employee holds a lien ;

“pay’™ means the amount drawn monthly or weekly by an employee as the
pay which alsoincludes all the allowances received in the pay packet ;

“personal pay” means an addilion in ‘the nature of pay, granted o an
employee to sdve him from loss of hasic pay in respect of a permancnl post
due 1o revision of pay or o any reduction of such basi¢ pay otherwise than
as disciplinary measure or, in exceptional circumsiances. on other personal
considerations ;

“post” means a post specitied fn Schedule-1 ;

*probatoner”™ means &0 employee appoinied - on - probation  agginst o
stbistniive vacancy in a-post ; :
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{r) “service™ includes the period during which an employee is on duty or on

leave duly authorized by a competent authority but dees not include any

period during which an employee is absent from duty withoul permission

ur overstays his leave unless. such period of absence or overstayal 1s
regularized hy an orderin wriling by the competent authorly ;

(s) “Schedule” means o Schedule appended to these Regulations.

' CHAPTERII
APPOINTMENT, PROMOTION, ETC,

3. Classification and designation—( ) The employees shall be classified and
lesignated as shown in Schedule-1.

(2) No post shall be created without prior appraval of the Government.

4. Method of recruitment— 1) Appointment (o the posts shall be made hy direct
reeruitment or by promation from such posis and in such proportion as given i
Sohedule-112 the minimum qualification and age limit required for direct recrntment
and cligibility for praomotion are also given in Schedule-11

(2) No emplayee shall elaim promotion as a matter of right or on the hasis of his
seniority alone, =

5. Nationality.— All United Kingdom nationals including Bangladeshis holding
British passport shall be eligible for appointment under these regulations.

6. Physical fitness— No person shall be appointed to a post unless he is declared
physically [it by a recognized general practitioner oF other medical authorily in the
United Kipgdom. '

7 Commencement of service—The service ol an employee shall commence
from the working day oo which an employee reports for duty at the place and lime
intimated o him by the competent authority. -

8, Agreement ete— (1) An employee enlering the sery ice of the Bank-shall. at
the time of his appointment, sign an agreement in such from as may be specified by the
Board.

(2) On entering the service of the E.mi. L,Lu,h employee suall sign the dLleﬂlmn
af fidelity and secrecy in such form as may be specified by the Board,

b, Amignmcnl of duty —(1) An employce may be ussigncti such duties as the
competent authority may feel necessary in'its absolute discretion [rom ime o lime

(2) An employee may he reeired (o serve at any time at any Branch of the Bank
in the United Kingdom ; for this | 9se the Bodrd shall formulate appropriate transier
palicy.
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10. Probation and confirmation—(1) A person initially appointed to a post shall
remain on probation for—

(a) a period of one year, in the case of an officer :

(b) a period of six manths, in the case of an employeer provided that the perind
of probation may for reasons to be recorded in writing be extended hy the
competent authority for a lurther period not exceeding one year in hoth the

" ases, ! A

(2) No persomshall be confirmed in any post unless he has successtully completed:
the period of probation under this regulation. :

CHAPTER-IlI
TERMINATION OF SERVICE, ETC.

I'l. Termination of service—{1) The service of u probationer or a temporiry
employee shall be liable to termination hy the competent authority without assigning any
reason after giving him one month's nolice in WILing or on payment of ane month's pay
in liew of such notice and the probationer or the employee shall not be entitled (o any
other compensation for such termination. )

(2) In case of termination of service of a confirmed or permanen employee by the
Bank or resignation of such an employee the written notice shall be required from either
side of such period as detailed below, namely : —

Period of continuous service Period of notice required
Upto one month il

Mare than one month but not more than 2 years I week
More than 2 years but not more than 3 years 2 weeks
More than 3 years but not more than 4 years 3 weeks
More than 4 years but not more than 5 years 4 weeks
Mare than 3 years but not more than 6 years 3 weeks
More than 6 years but not more than 7 years 6 weeks
More than 7 years but not more than 8 years T weeks
More than 8 years but not more than 9 years & weeks
More than 9 years but not more than 10 years 9 wecks
Murc than 10 years but not more than 11 years - 10 weeks
More than 11 years bul not more than 12 YEirs 1 weeky
More than 12 vears : 12 weeks

Provided that the campetent authority shall have discretion to relax or condone
any employee’s requirement of notice in speeial circumstances,
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12. Resignation— 1) A confirmed employee shall not leave or discontinue his
serviee in the Bank withoul giving notice under regulation 11(2) to the General
Manager, in writing, of his intention 1o da so, and, in case of [ailure (o comply by him
with this sub-regulution, he shall be liable 1o pay 10 the Bank as compensation an
amount equal to his pay for the pedod for which! notice is required. under the said
regulation.

Frovided that the employee shall not leave or discontinue his service unless he is
relieved of his duties by the competent authority,

Provided further that the payment of the amount in lieu of notice by an employee
undir this sub-regulation may. in special cases, be waived hy the General Manuer,

(2) No probationer or temporary employce shall leave or discontinue his service in
the Bunk without giving one month’s previous notice in writing of his intention to do so,
and, in case ol any breach by him of this sub-regulation. he shall be liable to pay 1o the
Bank as compensation an amount equal 1o his pay for one month.

Provided that the payment of the amount in licu of notice by an emplyee under
this sub-regulation may. in special cases, be waived by the General Manager.

(3} An employee shill return books and other properties of the Bank, il any, before
his resignition is aceepled or he discontinues his service, us the case may be, and hand
over vacant possessiin ol the residentiul accommodation. if any, provided to him by the
Bank.

{-) Notwithstanding anything contained in sub-resulations (1) and (2}, the Bank
shall not aceept the resization of an employee against whom disciplinary action hus been
staried

Provided that the competent authority may. on such terms and conditions as it may
cleem AL allow such an employee to resign,

(53 Withou! prejudice to iny other made of recovery, the Bank may recover, as far
45 possible, the amount payable by an employee under sub-regulation (1) or (2) from any
amount admitted by the Bank as due to him from the Bank on the date of resignation.

|3 Retirement—aAn cmj-.ul'lug.-uu of the Bank appointed in the United Kingdom
shall retire from the Bank's service on attainment of 60 years of age.
CHAPTER-1V
RECORD OF SERVICE, ETC,

l4-Record of Service—(1) A personal file containing record of service shall be
maintained separately for cach employee,

(2) An employee may. inspect his  personal file once in a year in the presence of
the competent authority and, after such inspection; he shall put his signature with daie
indicating that the entries are correct and complete.
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(3 I an umpluyu':, in eourse’ of his  inspection, discovers any fmiceuricy or
omission in the personal file. he moy (ot it out in wriling 10 the competent authority
within fitieen days of the inspection.

. 15 Annual report— (1) A system of annual reporting on the wark and conduct
ol the employees shal-be laid down by the Board and such report shall be called the
annual confidential report and the Bank may alsa call for special confidentail report on
any emplayee as and when considered necessary.

{2) An employee shall notthave access o his confidential reports but he shall be

informed of adverse remarks relating 1o remediable defect, if any, in order (o give him
an opportunity. to explain his position or to correct himself,

CHAPTER-V
SENIORITY

I, Seniority —( 1) QILlemh_ seniority lists shall be maintained for l..mphw:_n ol
each post,

{2) Canfirmed employees in each category shall rank senjor to probationers and
temporary employees shall tke semeority interse according to the date of conbirmation.

(3) Employees confirmed in the same past on the same date shall rank according
to the dite o confirmation in the preceding lower post from which they were promoted.

(4y As between o direct reeruit and apromofee appointed with effect from the
samc date, the promatee shill rank senior o the direet recruit,

i5) In the cose of change ol post, the emplayee wha has changed the post shall
Like sentority in the new post fromhe date of change.

{6y Probationers of eatlier batch shall rank senior to that of the laer hatch and
pmha[mncr-. of the same hatch shall rank interse according to the position obtained in
the recruitment examination, provided they join within 30 days of 1]1:. receipt of the
‘letter of appointment.

CHAPTER-V1
PAY AND ALLOWANCES, ETC.

| 7. Pay and allowaneces—{ 1) Subject to the approval of the Government. from
time 1o time, the basic pay of the posts shall be such as may be determined by the Board,

(2) Employee shall be allowed. London or Cily. allowaneefTechnical aliowance
and Overtime allowsnee 4l such ratesas may be lixed by the Beard [rom time to fme,

{3 Anemployee shall normally start from the minimum:hasic pay of the post, but
where'an employee is found fo be exceptionally, bight or has past bunking experience,
the Board, in the case of oflicers, and the Mnaging Director, in casc of other employees
mity allow higher starting salary.
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18, Annual performance award.—( 1) Subject to the provisions of sub-regulation
(2); the employcees shull be cni:lle{i levan annual performance award on the basis of their
individual pérformances.

(2) A pcri"n:jrmmwu award shall not be an dutomatic entitdement for employees hut
shall depend purely on employees performance record - overall performance: of
employees shall be scrutinised and reviewed by o commiliee to be constituled by the
General Manuger belore a performance award is given. L5

19. Honorarium. An emplovee shall be paid a lump sum honarium of & 200 on
passing cach of the parts of the British Institute of Bankers Examination.

CHAPTER-YII
TRAVELS ON DUTY

20, Travelling allowances—An employee travelling on duty or on transter within
the United Kingdam or abroad shall be entitled  to such travelling allowances and daily
allowances us may be Fxed by the Board from time o lime. '

21. Joining time— (1) Joining time may he granted (o an employee to join & new
post in another station on transfer as under, namely @ —
ta) for preparation; six working diys ;

(hy  actualtime tuken for the juorney to enable him to join the new post in
another siation |

(c) if the transfer is in the same station, the joining time shall be one day.
(2) An employec on joining time shall be entitiled to pay and allowances including

travelling ullowance, which he reccived at the old station or may receive al the new
station, whichever isless. '

CHAPTER-VII
GENERAL CONDUCT AND DISCIPLINE

22, Conduct and discipline.—( 1) Every employee shall—
{a) . conlorm (o and abide by these regulations ;

ih)  observe, comply with and obey all orders and direetions which may,
[t lime 1o time, be ziven by any person or persons under whose
jurisdiction. superiniendence or control he may from time to time. be
placed ;

() servethe Bank honestly and-diligently ;

(d)  use his utmost endeavours to promote the interests of the Bank ;

{e) show eourtesy and atention in all transactions and
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{1} roaintdin strict secrecy regarding the affairs of the Bank, including the
aftairs of ils ‘constituents, irrespective of whethor the mfnrmunnn_ o
documents relating to the Bank come inio his possession in the cotrse of
his duties as an employee or otherwise,

(2) Mo employee shull—

(i) accept any outside employment. honorary ar stipendiary, or undertake part
ime awork, except those which may be required o be aceeped of
undertaken by the competent authority;

(b) engaged in any commercial business, indostry or pursuit either on his own
aceount or a8 agent of others,

ic) be connected with the formation or management of joint stock compiny
otherwise than as an agent of the Bank;

() act as agent of an insurance company or accepl commission, directly or
mndirectly, otherwisethan us an agent For oron behallol the Bank: -

Provided that the competent authority may permit an employee in special
circumstances (o accept an outside work of uuunstunwl nature:

Provided further that before such punmwmn is given the competent authority may
[ the lee payable hx the outside employerand miy stipulate that the fee so received by
_the employee shall be paid wholly or in parl Lo the Bank,

(3) Noemplyee shall absent himsell from duty without obtaining prior permission
of the compelent authorty,

(4) An employee who desires 1o make a representation relatipg o service in the
Bank shall addresss the representation to the competent authority through his immediate
hupumr

(5) Mo employee shall make any personal representation (o any Dircotor of the
Boacd or any outside authority nor directly or indirectly  approach any other person o
inteevene on his behalllin any matter.

(6} MNoemployee shall—

i) accept himsell or permil any member of his family 10 accept any gift from
a constituent of the Bank; any person hkely to have dealings with the
Bank. a subordinate emplovee or a eandidate for employment in the Bank.

{b) accept, without previeus permission in writing of the General Manager,
any gift from any Government other Lhun the Government of Bangladesh
and United Kingdam.

(c) lend money in his private capagity to. or horow money from. or place
himselt under any pecuniary obligation 1o a broker, money lender, u
subbrdingle emplayee, a candidate for employment in the Bank . orany

- Iirmy or person having or likely to have dealings with the Bank;

(d). have personal dealings with a constituent of the Bank in the purchase or
sale af hills ol exchange, Government paper or any other securities;
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(e) buy or sell stocks, shares or securilies of any description without funds 1o
meel the full cost, in the case of purchase, or seript for delivery, in the case
of a sale; :

(f) except with the permission of the cempetent authority, guarantee in his
" privaie capacity, the pecuniary obligations of another person or agree fo
indemnify in such capacity another person from loss;

{g) participate in gambling and benting;
(h) speculate in invesiments within the Bank;

(i) make or permit any member of his family to make any investment likely o
embarrass or influence him in the discharge of his official duties;

(i) make any investment the value of which is likely to be affected by some
event of which information is not available to the general public;

(k) except with previous approval in wriling of the General Manager, permit
any member of his family or any relative residing with him [o engage in
any trade in the area over which his dutics  as an employee of the Bank
exientl.

Explanation—I{ any question arises whether s securnity or an investment is of
the nature referred 1o in clause (hy, (i) ot (j), the decision of the
Bank “thereon shall be fnal and these provisions are nol
intented 1o prohibit bonafide investments in stocks and shares
by an employce.

{7} An employee may undertake honorary work of & religious, special or charitable
nature and occasional work of a Hierary or artistic character provided that the public
dutics of the emplovee do not suffer by such honorary work.

Provided that the Bank may at any time, forhid an employee to undertake or require
him to abandon any work which, inits opinion. is undesirahle,

{8} Mo employee shall live beyond his means or indulge in ostentation an occisions
of marriage or other ceremonics. ; L

(9 An employee shall avoid habitual indebiedness. y

Explanation—I{ an employee is adjudged or declared insolvent or if the whole
of that portion of his salary which is liable to attachment is
[requently attached for debt, has been continuously so atiached
lor @ period of two years) or is attached for a sum which, in
ordinary circumsiances, he cannot repay within a peried of two
years, he shall be presumed (o have contravened sub-resulation
i4) unless he proves thal the insofvency or indebledness is the
result of circumstances which with the exercise of ardinary
diligence, he could not and have forcseen or aver which he had
no control has not_proceeded from éxtravagant or dissipated
hahits. E

{10) An employee who appears 1o be or is adjudged or declared inselvent shall
forthwith report his insolvency Lo the General Manager.
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23, Prohibition to disclose—{1) Unless generally or specially empowered by the
hank in this behall, no employee shall disclose, dircctly or indireetly, to other
employees, to the press or to any other person, the contents of any document or
communicate any information relating to the Bank to any of its customers or to any of its
dealers which has come into his possession in the course of his duties, or has been
prepared or eollected by him in the course of duties.

{(2) The provision of sub-regulation (1) shall bind an employee even alter his
employment has ended.

{3} Mo employee shall give evidence before a public committee and any court in the
Lnited Kingdom or-abroad unless he has 1|rﬁL ablained the permission of the General
Minager.

CHAPTER IX
DISCIPLINARY PROCEDURE AND ACTION

24, Procedure—Any shortcoming or complaint aboul an employee shall firstly be
investigated by his immediate superior who must then decide whether a disciplinary
hearing is required; it may also be decided to handle the situation informally using 2
counselling approach; if the maller appears to be gross or serious misconduct, the
employee may be suspended on normal pay during the investigation.

(2) If it s decided that formal action may be appropriate, a formal disciplinary
interview shall be convened at which the employee shall be entitled to be accompanied
ty a fellow employee or employee’s representative of his choice; at the interview the
employee shall be given full details of the matter and an opportunity to state his casc:
aller completion of the interview the employee shall be informed of the decision, the
reason therfore and any disciplinary sanction 1o be tuken against him.

{3) I appropriate, the employee’s progress may be reviewed periodically by his
immediate superior,

{4) An employee renders himself liable to disciplinary action if he—

Wilfully or otherwise disregards the condition of employment or any other rules of
the Bank ;

Fails to perform the duties for which he is employed to the satisfaction of the
competent authority :

Commits any act of misconduct which is deemed by the competent authaority to be
perjudicial to the interest of the Bank or its employees |

(5) For the purpose of these regultions, misconduct, serious misconduet and gross
misconduct shall respectivelly include the following and which, if committed, shall
riormally lead to formal disciplinary action, namwely

(A) Misconduct (which entaiis oral warning) :
{a) persistent late atiendence ;
{b) poor job performance involving sub-standard work ;

(c) unpunctuallity (poor time keeping) ;
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(d) any minor breach of the Bank's regulation ;

(e) bad personal hygiene ;

(F} violation of health safty regulation ;

{B) Serious misconduct (which entails written warning): —

(a)
(b}
ic)
{d)
(e)

(f)

(g)

{h)

(i)

{1

(k)

(1

{m

(n)

(o)

()

(q)

ir)

smoking in prohibited areas

disobedience ;

unautherized absence ;

unauthorized use of Bank's ;Iamperly and/or facilities for personal purpose;

failure to disclose any personal interest of the employee which conflicts
with any matter of a client or customer with which the employee is
cngaged |

sleeping while on dutics ;
collection or canvassing [or collection of money within the Bank premises

lor any purpose not apptoved by the compentent autharity

distribution or exhibition within the Bank premises of any papers, hand
bills, pamphletes or posters withoul the previous approval of the competent
authority ;

holding of meetings within the Bank permises without the previous

permission ol the competent authoriey

habitual indiscipline and leaving of work without permission. disappear-
ance [rom the seat or desk of duty or place of work withgout per ;mqqmn
turing duty hours ;

malingering, slow down of work, undue delay in the discharge of duty,
negligence (o carry oul 4 reasonable orders of the superior |

habitual neglisence of duty ; :
breach of Bank's regulation, standing orders or instructions ;
impraver o non-use of uniforms, i required, while on duty ;
writing anonymous latter or criticizing the superior and misbehaving with
the superior ;

Threatening or intimidating any employee within or outside the Bank
permises ;

getling corrupt ;

assuming style of living beyond ostensible means of the employae
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(C) Gross miscanduct (which entails dismissial without notice): —

(i)

(h)

)
(el

()
(f}
(&)
ihi
(i)
(j}

(k]
()
(m)
in

'{L;J
(p)
i)

(r)
(5]

(r}

{u)

(¥}

W

LX)

fraud or deliberate falsification of Bank’s records, documents, expense or
allowanece claims ;

incapacity or incapability at work - through the effects of alcohol or
upprescribed drogs or compulsive sambling ;

any racial or sexual discrimination or harassment or incitement therof

lighting or violence towards others or cIE:ﬁrrl.umn or damage of machinery.
equipment o premises ; -

rude or abusive hehaviour to clients or employees ;
theft from the Bank. its clients or employees ;
malicious damage to Bank's or colleagye's property
m:t,it.“' violation of health and safety rules, procedires or regulations ;
wilful insubordination ;

using o personal advantage, any business interest established whilst in the
Bink's employment ;

prolonged unauthorized absence

conduct violating commaon decency ;

conviclion on a criminal charge relevent to the employee's employment ;

refusal to work in another job or at any other offices or places of the Bank
ol the United Kingdom as may be directed by the competent authority ;

negligent behaviour endangering a collegeue’s life ;
submission of false references ;

divilging statutory regulations to Bank's clients  that would render the .
Bank or its employees linble (o prosecution ;

ESPIONHEC ;

drunkenness, compulsive gambling, disorderly conduct or indecent
hehaviour while on duty &

gross negligence or derelication of dutics ;

gross insubordination by self or in association with others, to any lawlul or
reasonable order of the superior ;

serious breaches of confidence ;

iiferage and theft, fraud or dishonesty in connection with the Bank's
business or property .

striking or picketing in any form within the Bank premises and in places
wihere it is lawfully prohibited ;
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{y) illegal striking of work, by self or with others, in contravention of any law
or rule for the time being in force, or inciling others (o strike

() doing uny!hing_ detrimental to the interest of the Bank ;

(an) engaging, whether self or in association with others, in subversive activity
which is considered to be prejudicial to the national or institutional
security, ‘

25. Disciplinary sanctions —(1) One or 2 combination of the following stmetions
ety be awarded. depending on the seriousness of the offence, namely:

type ol sanction lile of warning

{A) Minor : —
() oral warning six months :-
(h) writicn warning Iwelve months ;
(¢} final wt-illcn{ warning twelve months ;
B Mujor — 4

(a) demotion ;

() compulsory retirement

(e} removal from service ;

(d} dismissal with notice in lieu of pay ;
(e} summary dismissal without notice ;

f
(2} I the employee has responded 1o a warning of whatever type and showed
improvement during the fife of the warning, the warning shall be déemed o have
lapsed.

{3) Minor fault shall be deall with informally but where the matier is more serious
Uhe procedure Liid down in regulations 26-30 shall hl: followed,

26. Stage 1 : oral warning—If the conduct or performance Lln-:c nol meel
acceptuble standars the employee shall normally be given a formal oral warning ; he
shall be advised of the reason for warming and his right of appeal : a brief note of the
oritl wirning shall be kept hut it shall Iapa:. alter six. months, subjeel 1o satisfactory
conduct and performance.

27. Stage 2 : written warning—I1" the offence is a serious one, or if a further
offence is committed. a written waming shall be siven to the employee by ihe
supervisors this shall give details of the complaint, the improvemenl requried and the
time within which to accomplish it ; it shall warn that action under stage 3 shall be
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considered if there is no satisfactory improvement and shall advise of the right of 3
appeal; a copy of this written warning shall be kept by the supervisor but it shall be
disregarded for disciplinary purpose after 12(twelve) months, subject to satisfactory
conduel and performance.

25. Stage 3 : final written warning or disciplinary suspension—If there {5 still
4 failure to improve and conduet or performance still remain unsatisfactory, or if the
misconduct is sufficiently serious to warrant only one written warning but not so serious
to justify dismissal (in effect both Tirst and final wrilten warning), a final writien
warning shall normally be given to the employee; this shall give details of the
compluint, shall -warn that dismissal shall be the result il there is no satisfactory
improvement and shall advise of the right of appeal; a copy of this final written warning
shall be Kept by the supervisor but it shall be disreparded alter 1 2(twelve) months (in
cxceplional cuses the period may- be longer), subject to the satisfactory conduct and
performance, =

29 Stage 1 : dismissal— (1) If the conduct or performance is still unsatisfactory
and the employee still fuils 1o reach the preseribed standards, dismissal shall result; only
the General Manuger can take the decision o dismiss after receipt af the relevant
inquiry/investigation report concerming the employee involved: the employee shall be
provided, as sobn as reasonably practicable, with writien reasons for dismissal, the date
on which employment shall terminate and the right of appeal.

(2) I an employee is accused of an act of gross misconduet, he may be suspended

lrom work on [ull pay, while the Bank investigates the alleged offence; if, on completion

“of the investigation and the full disciplinury procedure, the competent authority is

satisficd that the allegations of gross misconduct has been proved beyond all reasonable

doubt, the result shall normally be summary dismissal without notice or payment in lieu
of notice,

30. Summary dismissal. — Summary dismissal shall take place at a very short or
o notice in cuse the employee has acled in a way which is outside the behaviour
expeeied of him. I he is accused of an act of gross misconduet, he may be suspended
from wark on full pay, normally - for not more than 5 (five) working days, while the
competent authority fnvestigales the alleged offence; if, on completion of the
investigation and the [ull disciplinary procedure, the competent authority is satisfied that
the allegations of gross misconduct has been proved beyond all reasonable doubt, the
result shall be summary dismissal without notice or payment in licu of notice,

31. Incapability issues. — Examples of incapability ‘at work may range in
seripusness from unsatisfactory workmanship 1o gross incompetence and may also
inelude ill health; the sume procedure shall be followed as laid down in regulations 26-
30 but, as there is no misconductl involved, cautions shall be issued rather than
warnings: there sl all be performance reviews at regular intervals during the life of any
caution; unsatistuctory progress following an oral caution could in turn lead to another
disciplinary interview with o written caution being given; should the required
improvement still nol be achieved. the emploves may receive  final written caution.
indicating that continued failure 10 meet the required standard within a further stated
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period shall result in I;JISI'I'IISSHI: il dismissal proves m:cexsar}r, the employee's
employment shall be terminated with the appropriate perfod of notice being given in
writing; every consideration shall be given to employees who are making every affort ta,
improve their performance and corrective measures may dnclude further training or
possibly transfer to alternative work as may be possible and appropriate,

32, Principles to be followed in awarding punishments. — (1) .The power of
awarding punishment to the employees shall vest in the competent authority

Provided that no authority subordinate 1o thal by which the employee was
appointed shall be competent to impose on him any mujor penalty.

(2) No diseiplinary action shall be taken against an me!n_‘,rcc until the case has
been tully investigated.

{3) At every stage in the procedure the employee shall be advised of the nature of
the complaint against him and shall be given the oppartunity lo state his case before any
decision s made.

(4) Avr all stages the employee shall have the right to be accompanied by a
employee representative or work colleague during the disciplinary interview,

(5) No employee shall he disnissed lor a first breach of discipline exeept in the
case of gross misconduct when the penglty shall be dismissal without notice or payment
in lieu of notice,

{6) The period ol absence of an employee on reinsialement in service after
wronglul retirement shall be treated as o period spent on duty. and he shall be entitled to
his usual pay and allowanees,

(7) Where it is deecided to procecd apainst an employee on the ground of
inefliciency by reason of infirmity of mind or body, the competent authority may, at any
time, require the employee to undergo medical examination by such medical consuliant
as may he specificd and the report of the medical consultant shall form part of the
proceedings aguinst the employee,

(8) If an employee refuses o underso medical examination under sub-
regulalion(7) his evasion or relusal may, subject to the consideration of any grounds he
may give in support af if, be taken inlo consideration against him as showing that he
had reason to believe that the result ol the examination would prove unfavourable to
i,

(9) No order awarding a major penalty shall be passed without the chorges against
the employee being framed in writing and given to the said employee so that he shall
have reasonable opportunity within a peried ol seven days (o answer in writing or in
person, as he prefers, and in the later case his defence shall be taken down in writing
and read Lo him.

: {10y In a-case where an olfence of misconduct is detected in the course of its
commission or is so [resh and its circumstances are so clear that to serve the employee
concerned with charges is pure pretentiousness, it shall be just and proper if the
competent authority demands immediate explanation and issues order describing the
offence as misconduet and awards punsiliment,
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{11) When an employce is to be proceeded against the allegations and the
competent authorily or such officer as may be empowered by it, is of opinion that the
allegations, if established, could call for a minor penalty, the competent authority or the
,ufficer, us the case may be, shall—

(a) make the allegations aganst him Known o the accused in writing and call
upon him to explain his conduct within a specitied time which shall not be
less than seven days nor more than fourteen days, and

(b} consider the explapation of the accused, if any, submitied within the
‘\']‘IL,CiﬁLU Iirm. :Jnd, after giving him an nppnnun'tly -:bt" h::ing heard in

Porvided that the competent uulhurﬂy or the officer, as the cuse may be, may in
suitable cases, appoint an officer senior in rank to the accused to- inquire into the =
allegations and submit his findings within a specified lime for the consideration of the:
compeient authority or, as the case may be, the officer helore passing the final order in
the case,

{12} When ag oyee 15 1o be proceeded against the allegations and the
competent authority is v the opinion that the allegations, if established, would call for a
major penalty, the following procedure shall be observed, namely :—

(i) the competent authority shall—

(i) “frame a charge and specify therein the penalty. proposed 1o he imposed; .
gommunicate it 1o the employee (hereinafier called the accused) (ogether
with a slatement of the allegations on which it is based and of any other
circumstances which the competent authority proposes 1o take into
mmtdu ution when passing orders on the case; and

{ii) require the secused to submit within seven days from the day the charge
hus been communicated to him a written statement of his defence and (o
shoty eause al the same time as to why the penalty proposed |0 be imposed
on him should not be imposed and also state whether he desires to be heard
IN Qerson ;

(b} if the accused so desires, or if the competent authority so directs, an inquiry
alficer or a Board of Tnguiry to be appainted shall hold aninguiry at which oral evidence
shall be heard asto such of the allegations as are not admitted and documentary
evidence relevant or material in regard 1o the charge shall be considered. The accused
shall be entitled fo cross-examine the witness against him;to give evidence in person and
to have such witness catled for the defence as he may wish; the person presenting the
case in support of the charge shall be entitled to cross-examinge the avecused and the
witnesses examined in his defence; ;

provided that the inquiry officer or the Board of Tnguiry may, for reasons to be
recorded in writing, efuse (o .call a particular witness or 0 summon or admit a
particular evidence;
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(c) the competent authority may nominale any persen 1o present the case in
suppart of the charge before the inquiry officer or the Board of Inquiry;

{d) the proceedings of an inquiry under this regulation shall contain a sufficient
record of the evidence and where an inquiry officer of a Board of Inguiry is appeinted, -
also the report of the Andings of such officer or Board and the grounds therefor;

(13) (a) Where an employee is proceeded against the allegations and the
competent authority has decided that the case calls Tor & major penalty, it shall appoint
an officer, being senior in rank 1o the person proceeded against, o be inquiry afficer and
the competent authority may also specify a time limit within which the inquiry should
be completed by the inquiry officer unless prevented hy very special circumslances o be
recorded by him in writing;

{h) the inguiry officer shall hear the case from day-to-day and no adjournment
shall be given except for reasons to he recorded in wriling; every adjournment, with
seasons therefor,shall be reported lorthwith to the competent authority; fo adjournment
shall be given for more than a week;

(¢) it the inquiry officer is satisfied that the' employee proceeded against is
hampering or atiempling o hamper the progress of the inquiry he shall administer a
wirning, and if therealter he is satisficd that the accused is acting in disregird of the
warning, he shall record a finding to thal effect; and proceed o complele the inguiry in
such manner as he thinks best fitted to do substantial justice;

(d} the inguiry officer shall, within ten days of the canclusion of the - proceedings;
submit his findings and the grounds therefor to the competent authority;

(e} the competent authority may, in ahy case if deems fit, instead of appointing
an ingquiry officer under clause {(a) appoint @ Board of Inquiry consisting of two or more
persons and. where a Board of Inquiry is so appointed, references in this sub-regulation
1o an Inguiry alficer shall be construed as references (o the Board of Inguiry.

33. -Appeal procedure —{1} All employees have the right 1o appeal against any
disciplinary action 1aken against them. ;

{2) The Appeal must be put in writing 1o his immediale superior within
1 5(fifteen) working days: in'the event of appeal against dismissal the employee should
write within the stipulated time to the personnel department to notify it of his appeal,

{(3) Following the initial appeal at General Manager level, the employee shall
have the right, if he so wishes, o a further appeal o the Managing Direetor whose
decision in the matter shall be final.

(4) The appeal must be made, again in writing, within 15 (fifteen) working days
of the decision of inilial appeal béing given.
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CHAPTER X
GRIEVANCE PROCEDURE

34, Grievance procedure—{1) Employees have the right to be represented or
accompanied by a trade union representative or colleague at the hearings at stage 2 and
stage 3 mentioned below; if an employee wishes to raise-any matter in which he is
LEjrec[Ij."inme:cl he shull have to follow the following stages, namely —

(a) stage 13 in the first instance the emplovee should raise his grievance
orally with his immediate superior who would endeavour 1o resolve the
issue informally; the employee should raise his grievance within 10 {ien)
working days of the cause of the grivance accurring;  every attempt
would be made by his immediate superior (o resolve the issue within 5
{live) working days: g

(b) stage 2: if resolution is not achieved, the employee should formally
explain his grievance in writing to his next senior supervisor ar
manager (L. his manager’s manager) within 5 (five) days of being
informed of the outcome of stage 1; this manager should endeavour to
resolve the issue within 10 (ten) working days;

{c)  stage 3: il resolution is still not achieved, the employce may appeal ton
the gencral Manager by writing within 5 (five) warking days of being
informed of the oulcome of stage 2; the general Manager would
endeavour to resolve the issue within 10 (ten) warking days ; the general
Manager's decision shall be final and there shall be no further right of
appeal within the Bank.

(2) Every attempt shall be made to resolve a grievance as soon as possible and
within the periods stated; however, these periods may be extended by mutial agreement;
should a matter arise which affects a group of employees it shall be raised under the
collective procedural Agreement or special circumstances where further elaboraic
inquiries or investizations are called for.

CHAPTER-XI
35. Leave—(1) Leave is earnéd by duty only,and for the purpose of these
regulations. the period spent on deputation shall count as duty.

(2) All applications for leave shall be addressed 1o the compelent authority and
shill be submitted through the proper channel; except as otherwise provided by these
regulations,no employee shall proceed on leave without first abtaining the approval in
writing from compelent authority that he may proceed on leave,

(4) All employees shall resume duties on the expiry of leave initially granted or as
subsequently curtailed or extended,

(4} Overstayal of leave may warrant disciplinary proceedings.

(5) Anemployee on leave shall not aceept any emplayment or office of profit.
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(6) Before proceeding on leave, an emplovee shall make over charge to another
employee as directed by the competent authority.

(7} An emplovee on leave of any description shall, unless instructed otherwise,
report in writing his return to duty to his immediate superior at the place wherefrom he
proceeded on leave

{8) An employee who was granted leave on medical ground shall not retern to
duty without first praducing o certilicate of fitness from such medical authority as may
be specificd by the competent authonty;

Provided that no such certificate shall be necessary if the leave was lor seven duys
or less,

(9) In the event of an employee on leave for not less than one month, being
required by the competent authority 1o resume duty in the interest of the Bank before the
expiry of the leave already sunctioned, the Managing Dorector; in the case of  officers,
and the ‘General Manager, in the case of others, may allow him:the actual cost of
passage from Lthe plice of recall in the United Kingdom to the place of duty in the
United Kingdom and 10 count the time spent on the journey as on duty,

{10, Unless permitted by the compeient autharity o do so, an employee onleave
mity not retuen o duty more than foureen days belore the expiry of the period of leave
granied to him.

36. Kinds of leave—The lollowing kinds of leave muay be granted to an
mployee, namely—

) Annual leave,
ith) Sick leuve,
() Malernily leave,

tdy Speciul leave, ; .

37. Annual leave—(1) Annual Leave shall be taken aceording (o o rota 1o be
arranged belore the commencement of the leave year: to avoid undue dislocation, the
“Bank shall have discretion 1o determine the maximum number of employees in any one
catepory to be allowed 1o procecd on annual leave at a time.

(2) Leave may nol necessurily be granled for the particular period applicd [or; it
mmay - be declined or deferred by the competent authorily because of operational
imperatives: all employees must aviil minimum |5 (filteen) days uninterrupted leave
every year (e between Junuary Lo December); the leave year shall count in respect of
service for complect calendar year; except svhere it cun be shown that no interference
will he vaused, annual leave shall not be taken during the fortnight preceding or
following the annual closing. -
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(3) To avail any kind of leave prior approval of the competent authority is
necessary; if such prior approval is nol possible due to unavoidable circumstances, this
should be brought to the notice of such authority immediately after return from leave
and the leave should be regularized, but after examining the matter if such authority for
reasons to be recorded in writing, decides nol to approve the leave, the said authority
iy, at its discretion take appropriate disciplinary action against the employee and also
hm_}' treat such period of absence as leave without pay even if the employee has leave in
his credit.

{4) No» employee shall be allowed 1o carry forward his annual leave to next W,
cxcepl in a very special circumstances, for a period nol exeeeding 4 (Tour) weeks and the
decision of the-Bank in this regard shall be final.

Explanation—Employer should see that every employee ulilizes his annual leave
before the year is over. i.e, cither the employee avils the leave, or if it is not possible to
allow the leave withinthe year payment of salary in licu of the leave is paid.

38. Sick leave, unavoidable absence ete—In all cases necessitating absence
from work, notice must be given by 10.30 am on the first day. if possible, over telephone
or by a letter, stating the cause of absence and its probable durdtion; a certilicate from
the Ministry of Sicial Security of Her Majesty's Government of United Kingdom or the
attending physician, as the case may be: most be forwarded in all cases of illness
exceeding T(seven) days at a time and this shall be accompanied by o stamped envelope
addressed 1o the employee's local Mrm:-ny s Office, and alter recording, il shall be
mailed direet to that office.

39. Entitlement of sick leave—The entitlement of sick leave shall be an the
following scale, namely :-

Length of serviee Leave on full pay

Over 6 months but not exceeding | year 2 weeks,

Over | year but not-exceeding 2 yeiars = | manth,
Over 2 years Bhul not cxeceding 3.years = 2 months,
Over 3 years but not exceeding lyeats = 3 months,
Ower | years but not chceeding 5 yeurs =" | month,
Over 3 years =  months:

Provided that an employee may avail such leave for a maximum period of six
months during the whole period of his service.

1. Maternity leave —Maternity leave shull be allowed as per rules issued by the
Department of Secial Security in the United Kingdom, from time to time,
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b,  Special leave (compassionate leave)—lIn case ol death of immediaie
relatives, e. g, wife, hushand, father, mother, sister, brother or child, one day’s special
leave may be allowed for funeral attendance: on these and other urgenl occasions
requiring further absence fromy work, special Jeave may be sanctioned. not exceeding
three days on full pay, sceording to the particular circumstances at the discretion of the
competent authorily. :

12. Leave salary—Leave salary on full pay shall be equal 1o the basic pay and
city allowance which the employee was drawing before proceeding on leave or the
average of pay drawn during last twelve complete months preceding the month in which
leave is tuken, whichewver is more favourable to the employee,

13, Leave procedure—(1) The leave account of an cmployee shall be
maintained in such form and by such officer as the competent authority may specify.

(2} The leave year shall be from the Ist January in any year o the 315t December
in that year and in case of an cmployee being confirmed in o post during o year. the
leave entitlement of the employee shall be adjusied pro raa.

(3} All employees must avail two weeks uninterrupted annual leave from his leave
entitlement each year.

(4]

CHAPTER-XI
SECURITY

14, Security—{1) All irregularities or occurrences giving rise lo reasonable
doubt must be reported o 4 Senior Officer or above irrespective of the person or persons
involved in the breach ol rules or suspected 1o be invaolved.

(2) All documents of any importance whatsoever and permanent books of record
(e.g. Ledgers, Registers, ete.) must be kept without fail in the bank safe at the end of
cach day’s work and should not be taken out of the Bank without proper authority.

15, Hours of attendance —Normal working hours of the Bank are from 9,30 0.m
to 5.30 pan with a break ol one hour for lunch form Monday (o Friday: this timing may
be changed by the competent authority under special circumsiances.

16, Institute of bankers examination—All employees are required, as o
condition of service, 10 make every effort 1o'siudy for the London Instituie of Banker's
cxaminations: employees qualilied in such examination shall be favourably placed for
consideration of promotion as and when the question of such consideration may arise.

I7. Lost property—The Bank shall not accept responsibility for the loss of any
praperty lefl on the Bank premises in or out ol bunking hours,
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Classification

(A)  Officers

(B)  Other employees

SCHEDULE-1

{see regulation-30 1)

ad

B

fad

A

Designation
Assistant General Manager
senior Principal Officer
Principal Olficer

Senior Officer

~ Officer

Gieneral Manager's Secretary
Clerk Grade-]

Clerk Grade-I1
Driver/Chaufleur

Security Guard-Cum-
Messenger/Messenger
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