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. . CSLTD/R/2019/50001  Date of Receipt 13/01/2019
Registration Number (G501 E&T) : P

(mﬁraﬁ?nﬂ'a)

Online Receipt Language of English
Type of Receipt (RHIG BT YD) : Request (GIEIREI"U
P HTYT)
Name (FTH) : Gender (I%ITI') :
Address (UdT) :
State (YTSY) : Country (¥T) : India

Mobile Number

Phone Number (Clﬁq qdH) : (Iﬁil'lg?[ Ry :
Email-ID GHd-3TS8) :

Urban . Above
Status (@Iﬁ)(Rural/Urban) . Education Status : Graduate
Is Requester Below Poverty Line ? (@1 No Citizenship Status Indian
3Tde® TR Y@ A TR B18?) - (AT
. 10 ) (original Mode of Payment Payment
Amount Paid (TR $T YTTd) : recipient) (YT BT UPR) Gateway

Request Pertains to (Glﬁﬁ‘il' frafafad Kala. v
et %) :

1- Provide PDF/Mail of recruitment/selection policy of
executives at CSL.

2-Provide PDF/Mail of training policy of Executives at
CSL.

Information Sought (\_rlml'\&'l:l'l'lﬂ) 3-Provide PDF/Mail of leave policy of Executives at CSL

4-Provide PDF/Mail of Remuneration policy of
Executives at CSL.

5-Provide PDF/Mail of promotion policy of executives at
CSL.
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COCHIN SHIPYARD UMITED

{A Government of India Gategory-T Miniratna Company, Ministry of Shipping}

il Rreag ferfics

(SR w F Avil-1 fafet S, die e )

SEC/50/2019 February 12, 2019

Sub: Information Under Right to Information Act

Dear Sir,

1. Please refer your RTI request no. CSLTD/R/2019/50001 dated January 13, 2019,
The information sought under the said request is given below:

(@) Provide PDF/Mail of recruitment/selection policy of executives at CSL.
Answer;

The Recruitment Policy of Executives at CSL is placed at Annexure I.

(b} Provide PDF/Mail of training policy of Executives at CSL.
Answer;

The Training & Development Policy for Executives at CSL is placed at Annexure Il

(c} Provide PDF/Mail of leave policy of Executives at CSL.
Answer;

The Leave Rules for Executives at CSL is placed at Annexure Ill.

(d) Provide PDF/Mail of Remuneration policy of Executives at CSL..
Answer:

Please refer Annexure IV for Remuneration Policy of Executives at CSL.

(e) Provide PDF/Mail of promotion policy of executives at CSL.
Answer:

The Promotion Policy for Executives at CSL is placed at Annexure V.

Uipa R ; STEERE WaE, 0L § 1653, SEATR O, 3, HiT - 682015
Registered Office : Administrative Building, PO Bag Na. 1653, Perumanoor PO, Kochi - 682 015

B / Phone : +91(484) 2361181 / 2501200 I / Fax; +91 (484) 2370897 / 2383902
FTHET  Website : www.cochinshipyardcorn, TRIETA / CIN: (63032KL1972GOI002414




2. If you are not satisfied with the above reply, you may prefer an appeal within 30 days
from the date of receipt of this letter to Shri Suresh Babu N V, Director {Operations) &
Appellate Authority, Cochin Shipyard Limited, Administrative Building, Cochin Shipyard
Premises, Perumanoor, Kochi — 682 015.

Thanking you,

Yours faithfully,

ompan Cretary & CPIO
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RECRUITMENT POLICY
Prelude

The policy and procedure elucidated hereunder shall be applicable to recruitment and
selection process of all categories of employees below Board level uniess specifically
stated otherwise.

Human Resource Planning

P&A Department shall facilitate and coordinate the review of manpower requirement
taking into account the retirements and targets set for Shipyard to decide optimum man-
power and also augmentation plans for a financial year or for any other period as
required,

All departments are required to provide the requirements of manpower for one year or a
fixed period as required giving specific details of each new post other than existing
posts which are vacant due to wastage and Justification for creation and filling up the
posts. Any augmentation of manpower in the existing posts or the need for creation of
hew posts should be submitted with justification.

Based on the requirements of manpower received from the departments and taking into
account the separations, a detailed recruitment plan for the year or any other period
within the stabilized strength sanctioned by the Board will be consolidated by P&A
Department.

The approved recruitment plan will form the basis for recruitment activities during the
financial year.,

Creation of Posts

The Board has approved a stabilized strength in each category of employees on the
regular roils of Shipyard. Notwithstanding the sanctioned stabilized strength in each
category by the Board, approval of CMD is necessary for creation of any new posts and
replacement for existing posts due to wastages. Action for filling up the posts will be
initiated with the approval of CMD.

In line with the Government Directives, Posts in the Executive cadre E-7 and above
shall be created with the approval of Board and Administrative Ministry. CMD is
competent to create all posts in the Workmen, Supervisor and Executive cadres upto
E-6 grade.

Approval of CMD is required for operation of Specialized Training Scheme and
induction under such schemes and appointment of contract personnel and accordingly
appointments shall be made to the posts created within the approved recruitment plan.

Head (HR) shall have full powers to issue orders of appointment to any category of
employees, trainees and contract personnel subject to approval of Directors /CMD as

applicable. o Lo ‘S
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7.1

Recruitment Rules

Recruitment Rules for a post will invariably contain Job title, grade, scale of pay.
reservation, qualification, experience requirements, age limit and method of
recruitment for the post whether by direct recruitment, promotion, deputation, transfcr
or otherwise. Relaxation in upper age limit and experience requirements applicable 10
any categories shall also be specified.

Recruitment Rules in respect of all categories of posts will be issued by P&A from time
to time with the approval of the CMD.

All appointments shall be made in Shipyard with the candidates meeting the eligibility
requirements prescribed for the post as per the Recruitment Rules. Relaxation in the
case of reserved vacancies for candidates belonging to Scheduled Castes, Scheduled
Tribes, Other Backward Ciasses, Ex-servicemen, Person with Benchmark Disabilitics
(PwBD), Economically Weaker Sections (EWS) and any other special categories will
be extended as per Government of India guidelines.

Induction Levels

In all categories, Direct Recruitment will be resorted only at the entry levels to the
extent possible with a view to provide opportunity to the employees to gain hands on
experience to move to higher grades or positions.

Direct recruitment to fill up higher grades or positions through lateral entry shall also
be explored to meet the organisationai requirements to bridge the gap in any cadre or
higher grades or to meet the business requirements.

Executive cadre E-1 posts generally filled by way of Induction of Executive Traince
under the Executive Trainee scheme of Shipyard and training for one year will be
imparted to fresh professional graduates recruited in various disciplines.

Agencies for Recruitment

Recruitment activities in all cadres of Shipyard including those recruited as trainces,
apprentices or on fixed contract basis will be the responsibility of P&A department.

Written /Online / Practical/ Skill/ Physical tests shall be conducted by Shipyard cither
utilizing its own resources or by an external agency appointed through an open tender
process, depending upon the number of applications received/expected against notified
posts.

Mode of Recruitment

Posts are filled up by way of direct recruitment, deputation, transfer, redesignation and
promotion. Mode of recruitment as under.

¥t o / suml ‘S
TEaE WTE (A W) Page 2 of 8
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Category

Mode

Reservation

Group A
(Executive Grade E2 and above)

Direct Recruitment —All
India other than open
competition

SC-16.66%,
OBC-25.84%,
4%, EWS -10%

ST-7.5%,
PwBD-

Group B
(Executive Grade E1 and
Supervisory Grades PS-II to
PS-1V)

Direct Recruitment -Al]
India open competition

SC-15%, ST-7.5%,
OBC-27%, PwBD-4%,
EWS -10%

Group C
{Supervisory Grade PS-I and
Workmen Grades W7 to W13}

Group D
| (Workmen Grades W1 to Wé)

Direct Recruitment —
Regional Level

SC-10%, ST-1%,
OBC-27%, PwBD-4%,
EWS -10%

Recruitment of Executive Trainees

» Assistant Manager E-1 Grade will be made on an

All-India open competition basis. The vacancies shall be notified on Shipyard website,
NCS Portal, news dailies, Employment News and Shipyard Intranet.

For other executive posts at higher grade for E

made on all-India other than open competition basis.

categories shall be duly notified through the following mo

7.3.1 Press advertisements
7.3.2 Employment News
7.3.3 NCS Portal

7.3.4 Shipyard website
7.3.5 Intranet

For recruitment to posts falling under Supervisory and workmen cadres

-2 Grade and above, appointment will be

All posts falling under these
des:

and any

temporary posts for more than 45 days, in addition to the modes mentioned at para 7.3

above, requisitions in the prescribed formats will also be furnished to the

District

Employment Exchange, Special Employment Exchange for PWBD, Zila Sainik Welfare
Office, Ernakulam. Efforts will also be taken to announce vacancies through FM Radio.

Filling of Posts

Only application received from candidates against a notified post shall
For posts falling under Group C &D, candidates s

will also be considered.

Application for a post shall be submitted to Cochin Shi

online or as specified in the vacancy notification.

be considered.

ponsored by Employment Exchanges

pyard Ltd in the manner through

The internal candidates who fulfill all eligibility requiren&g{l{!%l‘l}amhakﬁnsidered along

(ava FT) Page 3 of
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with other candidates.

8.4 For higher grades in the executive cadre, candidates from within the organisation or
from any other Govt organisation should have minimum period of experience specified
in the immediate next lower grade. In the case of candidates from private organisation
should have experience of specified period in a post carrying a CTC equivalent 10 an
immediate lower grade of the post in Shipyard to which the recruitment is made.

8.5 Subject to fulfiliment of minimum eligibility requirements and other prescribed criteria,
regular employees including deputationists will be considered eligible for sclection to a
post in open competition along with external candidates.

8.6 Applications of all internal candidates should be forwarded to P&A Depariment
through proper channel.

9.0 Reservation for Candidates Belonging to Scheduled Castes/Scheduled Tribes/
Ex-Servicemen, Persons with Benchmark Disabilities, Economically Weaker
Sections etc.

10.0  Application Formalities

10.1 For all recruitments, applications should be in the forms prescribed for different
categories from time to time may be submitted through online or as notified.

10.2 Application fee (non refundable) as prescribed by Shipyard shall be paid in the manner
as specified in the vacancy notification. However, candidates belonging to Scheduled
Castes, Scheduled Tribes and Persons with Benchmark Disabilities are exempted from
the payment of application fee.

10.3  In all recruitments based on open advertisement, there will be a last date for the receipt
of applications through online, after which no application will be entertained. Last date
of application will be the cut off date for considering the age, educational qualification
and experience of candidates.

11.0 Forwarding of Applications of Candidates from Government and Public
undertakings

.1 Candidates under the employment of Government, Central or State Public Scclor
Undertaking and Autonomous Bodies should either forward their application complete
i all respect through the employer or submit No Objection Certificate along with their
application or produce at the time of test/interview. If application is submitted through
online, candidate should inform their employer about the same and produce NoC at the
time of test/interview. Failure on the part of candidate to comply the above
requirements, may entail rejection of candidature and they will not be permitted to
attend test/interview.

12,0 Processing of Applications

12.1 All applications received against a specific notification/advertisement will be
considered with or without a preliminary scrutiny by P&A Department, as notified. II
qq"rtm/SUMiS Page 4 of 8
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12.4

12.5

13.0

13.1

13.3

serutiny is conducted, it is ensured that :

(a)  Applications are duly completed and accompanied by the prescribed application
fees and were received within permitted time.

(b)  Age of the applicant is within the prescribed limit, considering all age relaxations
applicable. ‘

{¢) Qualifications and experience of the candidates conform to those prescribed.
(d)  Applications have been submitted Throu gh Proper Channel’ wherever required.

{€) In the case of candidates from Scheduled Castes and Scheduled Tribes, OBC,
Ex-Servicemen, Economically Weaker Sections ete. application is accompanied
by a certificate 1o that effect from the competent authority.

(f) Candidates belonging to Persons with Benchmark Disability, should submit
certificate in the prescribed format obtained from a notified Medical Authority by
Central / State Government for the purpose.

Submission of application is deemed as the candidate has accepted all terms and
conditions of vacancy notification.

Applications that fulfill the prescribed eligibility and other requirements after
preliminary scrutiny as above will be short listed for appearing for test/interview. If
required support of other departments may be sought for scrutiny of applications.

In case of regular / contractual posts, the list of candidates who are not short listed for
test/interview will be published on Shipyard website aiong with specific reasons.

Giving false information, suppression of facts, production of fake certificates etc. or
using illegal means for securing employment will be disqualified a candidate or if
employed expulsion from service at any time.

Selection Process and Constitution of Selection Committees

Selection methods like trade/Skill tests, Physical/proficiency test, written tests, online
tests, power point presentations, brain storming exercises, group discussions,
competency based interview etc. may be employed depending on the requirements of
the job for which selection is being made and for this purpose.

Selection commitiees for the above purpose will be appointed with the approval of
CMD. All selection committees shall consist of an Officer at appropriate level as in
charge of the committee and members tepresenting SC/ST, OBC, Minority, Woman
and a representative of P&A Department. The members of the committee shall have
qualification and experience in the relevant discipline/post.

The Selection Committee Report along with recommendations made by the selection
committee appointed will be put up to the Chairman for approval subsegueptity Sklxléh

¢ +
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13.5

14.0

14.1

14.2

14.3

all appointments to regular posts, fixed term contract basis and trainees shall be made.

All appointments to posts fall under Group C & D and Apprentices; interview process
for selection has been dispensed. Interview shall be conducted only for selection 1o
posts fall under Group A & B.

If required experts from outside will also be included in the selection committee.
Honorarium and reimbursement of boarding and lodging expenses may be made (o
such members.

All information to the candidates shall be disseminated through Shipyard website.
Reimbursement of Travel expenses

All SC/ST/PwBD candidates called for test/interview who come from places beyond a
distance of 30 km will be reimbursed actual expenses incurred on travel to and from the

place of test/ interview on production of proof of travel or any other supporting
documentary evidence in respect of the onward journey, limited to :

Third AC return - For executive posts in the
rail fare by the shortest route level of E1 and above, Executive Trainees
Sleeper class return rail fare - All Other posts

by the shortest route

The shortest route for this purpose will be from the mailing address mentioned in the
online application to Shipyard on production of proof.

The call letters to the candidates for appearing for test/ interview before the Selection
Board, to be issued by e-mail or candidate should download the same from Shipyard
website,

One of the members in the Selection Committee should be from P&A Department as {ar
as possible. Apart from participating generally in the selection process. the
representative of the P&A Department in the Selection Committee will have the
following specific responsibilities:

{a) At the commencement of the proceedings of the Selection Board, he will brief the
members generally on the specific requirements, responsibilities and
remuneration for each post, approximate number of suitable candidates 1o be
selected and empanelled for immediate and further requirements and any othcr
matter relating to the Selection.

(b} While the specialist/technical members of the Selection Board will be primarily
concerned with the suitability of the candidates in terms of knowledge, skill
expertise and technical and professional competence, it will be the primary
responsibility of the P&A representative to call the attention of the Commitice 1o
the attitudinal, motivational and personality aspects relevant to the job
requirements.

v [ SUMLS
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15.2
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16.2

17

17.1

(¢}  Ensure consistency in the selection standards.

(d)  Assist the Committee by providing information on grade, scale of pay, salary,
sentority, status, time allowed for joining etc. and furnish relevant information
regarding allowances, benefits, amenities, career prospects, service rules and
other allied matters, if and when asked for by any candidate.

The guidelines issued for conduct of selection issued by P&A Department have to be
strictly followed by the selection committee. Considering all aspects of qualifications,
experience, results of tests/group discussion, if any, and other relevant facts vis-a-vis
the specific requirements of the posts and on the basis of the standards of technical skill,
professional competence and overall personality factors as assessed, the Selection
Committee will grade the candidates in the order of merit. In case, same marks secured
by more than one candidate, marks scored in the subject / trade related part of the test
(where test is conducted) will be considered as the basis of determining the order of
merit list. In case of a tie thereafter, relative merit will be decided based on seniority in
age.

Operation of Rank list and Medical Fitness

The Rank List of candidates in order of merit against notified vacancies as
recommended by the Selection Committee and recommendations of P&A Department
regarding reservation will be submitted for approval of CMD. On approval
the candidates recommended for selection will be directed to undergo Medical
examination in specified hospitals and be further subject to verification by the
Company Medical officer. '

[f any candidate is found to be medically unfit by the Medical Officer of Shipyard,
offer for appointment will not be issued to such candidates and selection of such
candidates will be cancelied. Those candidates found to be medically fit will be issued
offer of appointment accordingly.

The Rank List will be valid til] all notified vacancies are filled up.

Offers of Appointment /joining time

P&A Department will issue the offer of appointment in the prescribed form in
duplicate. Receipt of the duplicate offer of appointment duly signed by candidate will
be construed as acceptance of all terms and conditions of the contract of appointment,
Candidates who are employed will be permitted Joining time to cover the notice period
if any as per the contract with their employer but not more than three months.
Depending on the urgency of filling the vacant post, the last date by which the
candidate must join Shipyard will be informed to the candidate failing which the offer
of appointment will be deemed to have been withdrawn.

Joining Formalities

Candidates in the initial appointment in Shipyard’s-&ﬂrmd i&‘-f&g\.lfar posts shall furnish

-
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18.5

copies of all documents and other details and particulars as given in Annexure-1.

Cochin Shipyard reserves the right to make any enquiries on educational qualification.

previous employment and such other details so as to verify the genuineness of

information furnished and certificates produced by the candidates.

On appointment of a person in Shipyard, the character and antecedents of the person
will be verified through the District Collector/District Magistrate concerned. The
prescribed attestation form will be forwarded to the authorities for the above purpose in
line with orders issued by the Government of India from time to time in this regard.
Provided, further that such verification of antecedents reveals that the persons is unfit
to hold a post under the Government and in Shipyard, his’her appointment in Shipyard
will be cancelled forthwith.

SC/ST/OBC(NCLYEWS certificates shall be verified by the District Magistrate/
Certificate Issuing Authority and Vigilance department of Cochin Shipyard Ltd.

Interpretation

In the case of any doubts arising with regard to any of the provisions in this
Recruitment Policy and Procedures and in the cases not covered by these, the
interpretation and decisions of the Chairman and Managing Director will be final and

binding on all concerned.

Any dispute arising out of Recruitment process of Shipyard shall be instituted in courts
having jurisdiction at Ernakulam.

When the Company is of the opinion that it is necessary and expedient to do so, the

Competent Authority may by order, for reasons to be recorded in writing, relax any of

the provision of these rules in respect of any class or category of persons.

Nothing in these rules shall affect reservations, relaxations of the age limit and other
concessions required to be provided for the candidates belonging to the Scheduled
Castes, Scheduled Tribes, Other Backward Classes, Ex-servicemen and other special
categories of persons in accordance with the orders issued by the Central Government
from time to time in this regard.

The rules stated above are not exhaustive and may be added/modified/substituted, as
and when required, with the approval of the Competent Authority.

ook ok ook ok ok
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ANNEXURE-I

Checklist of joining formalties

Sl No

Particulars

Remarks

Duplicate copy of offer signed on all
pages as token of acceptance along

To be sent by post within 5 days

! with acknowledgement portion duly of receipt of offer
filled
2 |Attestation Forms - 2 copies
3 |Character Certificate - 2 nos
4 [Police Clearance Certificate
5 {Form of undertaking
Online application print-out (with
Registration number) and Original
6 |certificates of qualification & work
experience {(with discharge certficate
from present employer)
7 |Caste Certificate (if applicable)
To be submitted at the time of
8 |Disabhility Certificate (if applicable) joining t':llong with self attested
copies of 8] Nos. 6 to 9
Copy of passport, PAN card, Aadhar
(please ensure that name and date
of birth in Aadhar matches that in
9 |SSLC/10th Std Certificate), front
page of Savings Bank account pass
book {containing account number &
IFSC code)
10 [Declaration of Marital status
11 Format for Access control cum
identity card
Recent passpost size colour
12
photograph
Soft copy of the recent passport size To be e-mailed to
13 [colour photograph citing Name and careen@cochinshipyard.com
proposed designation in Shipyard within 3 days of receipt of ofter
e/ SLIMEL S
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IGNITING MINDS - TRAINING & DEVELOPMENT POLICY FOR
EXECUTIVES

EX A CREROT & M F ¥ A NeT vd wEy RRve FeeTr sRv
IR Fe, U afeer 3R e A sy wwar §)

As part of People First Approach, C&MD is pleased to promulgate
‘igniting Minds” a Training and Development Policy for Executives.

2. 9REwr A & aga 77 AT o ¥ B Fwh F oweh sueE # sRT
B # i wmR R awd deuEt § WA wie e sewEt § am
4R BRI e SR TSR, A IR AR aEae 9 | SR dwe
Iﬁvw%%amaﬁmmﬁw%ﬁaﬁé,ﬁmmﬁﬁﬁmrgﬁrﬁﬁaﬂ
%qaﬁrmﬂaﬂﬁmaﬁﬂmamgnwmmmamﬁ
59T e )

It s envisaged under the training policy that all executives of the
company shall undergo structured Management Development Programmes at
Fremium Business and Technical Institutes in India and abroad so as to
enhance their Managerial, Leadership and Technical Competencies. The
training plan is focused on attaining the vision of CSL to emerge as an

irternationally preferred shipyard by equipping the executives to tackle the
diverse challenges in all endeavors.

5. Wl HEfadt A ST Hfav Rege @fr e ¥
The detailed policy is enclosed for information of all concerned.
N S —
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QOVERVIEW

1. INTRODUCTION

1.1.

1.2.

The training policy titled as Igniting Minds derives from the people
First approach adopted by CSL and value placed upon the human
resources which are undoubtedly the most valuable and
irreplaceable resource. Development of knowledge, skills and
attitudes enhances the performance of executives in their current.
tasks and prepares them for the emerging roles. It is a vital
investment from which executives and CSL will benefit equally.

As a progressive organisation, CSL assigns significant importance
on training and therefore identifies the need to formulate a training
policy titled “Igniting Minds” to ensureithat every executive in the
yard receives regular need based i;'g;ajriihg so. as to continually
improve their competence, skills, knowledge and effectiveness at
work. This will also provide opportunu.y for executives a common
learning platform leadmg to transform shipyard into a learning
organization. :

A. In-House Tralmng
B. Training at Premler ‘Inshtutes

2. DEFINITIONS .

2.1.

The. expressmns mentioned hereunder shall have the meaning

spemﬁcd agmnst them:

Sl No | Term Definition —!
1 Executive Means an officer at the level of Assistant
Sl Manager (AM) E-1 Grade to Chief General
Manager (CGM) E-8 Grade unless specified

otherwise.
2 Training Means any or combination of training

program, seminar, convention, workshop,
symposium or any other structured
learning or developmental program hased
on organizational needs and/ or Training
Need Analysis/Recommendation by HoDs
and as decided by CMD/Directors.

1




Sl. No

Term 5eﬁnition

Training Shall mean a collection of data related to
Database training & Develcpment of an employee &
organized in a specific manner.

Training Year Shall mean a period of one year
commencing from 15t April till 31st March of

the subsequent year for which all training
activities shall be organized.

3 IN-HOUSE TRAINING SCHEME

.1,

3.2,

3.3.

Purpose:- The purpose of the in-house training is to encourage
and foster a learning culture in CSL by providing learning and
development opportunities to all executives in:accordance with the
guidelines laid down. L

The Scheme also aims at achieving the following objectives:

(a) Facilitate Learning Cuiture in thé company

(b}  Value addition to the busmess

(c}  Enhancement of knowledge and skills of an employee

(d} Develop framework for development of training strategies
and its 1mplcm:¢g§§pon process

Scope, Training Location and applicability:- In-House training
would be held either in yard premises or outside. All customized
training programmes for executives held outside CSL premises,
also wdul_d be covered under the scope of In-House Training. This
training policy shall be applicable to executives at the level of
Assistant. Managers to Assistant General Managers {El to ES
Grades).

Broad Areas of Training:- Every financial year a minimum of six
In-House Training programmes titled “Igniting Minds” would be
conducted focusing on the following core areas:

a) Technology Updation Programmes
b) Leadership Development Programmes

c) General Management Programmes UM S
d) Behavioural Training and Attitude Re-engineering =@ ™ _" im FaA)
'ﬁﬁ’r ,-_:g_qe\’ \HR}
F P
’) _Tg 4 uid.

. shipyef 015
r““‘ J Koc%

4

e



¢} Finance for Non-Finance Executives
f) Corporate Governance/ Legal Compliance

Executives at the level of Assistant Managers to Assistant General
Managers (grade El1 to ES) would be covered under the In-House
Tramning programmes. The number of participants for each training
programme will be normally limited to 25/30 at the maximum.

3.4. Training Budget:- The total Training Budget for conducting six
In-House Training programmes in a financial year will be
approved by CMD, '

3.5. Trainers/ Faculty:- The Personnel & Admlmstratlon Department
shall prepare a database of external trainers/faculty and update
the same penodlcally The extemal tra.mers/ faculty may be chosen
knowledge in the six core_areas c_overcd under the purview of
Igniting Minds training.

4. SCHEME FOR TRAINING AT FREMIﬁh INSTITUTES

4.1. Objective:- [t 1s expected ‘that executives of Cochin Shipyard Ltd
develop competenmes in a wider horizon for scaling up to top levels
of management a.nd to help them unleash their leadership
potential to achleve organizational goals. This policy aims to
transform manager]al personnel as leaders enabling them to face
_varlous‘ challenges in technology and management. With the
glildarice of eminent faculty from premier institutes of the country
and .abroad, the executives can work together to sharpen their

'Competenmes The training would help the executive how to define

" and prioritize goals, think through various kinds of situations, take
" decisions with incomplete or uncertain information and to examine
the implications of such decisions, develop interpersonal skills and

the like.

4.2, Definition of Premier Institute:-The word “premier” by definition,
means first in importance, excellence or rank. Through this policy,
Shipyard intends to nominate middle and senior managerial



professionals to selected premier educational institutes that excel

in the field of education in India. Some of them are:

a) Indian Institute of Management, Ahmedabad (IIMA)

b} Indian Institute of Management,Bangalore ([IMB)

¢) Indian Institute of Management, Calcutta (IIMC)

d} Indian Institute of Management, Lucknow({IIML)

¢} Xavier School of Management, Jamshedpur (XLRI) .

f) Faculty of Management Studies (FMS), New Delhi”

g) Indian Institute of Management, Kozhikode (IIMK) -

h) SP Jain Institute of Management and Research, Mumbal

i) Management Development Institute (MDI},: Gurgaon

J} Indian School of Business (ISB), Hyderabad

kj Jamnalal Bajaj Institute of Management Studies (JBIMS),
Mumbai

I} Indian Institute of Foreign Trade; {HF’I‘] New Delhi

m) Institute of Rural Management (IRMA), Anand

n) Administrative Staff College of India, Hyderabad

o) Engineering Staff College of India, Hyderabad

p) Tata Institute of Social Sciences (TISS)

q) National Institute of Advanced Studies,{NIAS) Bangalore

4.3. Target Group:-T_l:x_e policy covers Training & Development of the
managerial  personnel on the rolls of Shipyard from middle
managcment‘-c_adre and above.

[ Target - No: of programmes / nominees Remarks
~ group |-
| MANAGER | One programme per year To be nominated
. (E3) to - At least six executives at E3 | by P&A
AGM (E5) level per month department.

- At least three executives at
E4 & ES level per month

DGMs One programme per year The executives may
(E6) and - At least four executives at|{be given the liberty
above the levels of BE6 and above | to choose the.
per month training
programme
relevant to CSL, .
a7 auie
pssistant Maﬂagé"ﬁ(:_?

Cochin Shipyard Ld.
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4.4. Duration:-The training may be for a shorter duration depending
upon the topics covered in the programme offered by the institute.

4.5. Training Budget:- Total Budget for Training & Development at
Premier Institutes in a financial year will be approved by CMD.

5. GENERAL CONDITIONS

5.1. Training Need Assessment [TNA]:- A training need assessment
exercise shall be conducted at least once:in three (3) years to
identify the training needs of exccutives. This exercise may be
conducted through the appointment of an in-house team or
external consultants as deemed necessary “Budgetary provisions
for the same should be apporuoned in the ‘training budget.

The objectives of TNA shall be to:

Systematically identify developmcnta.l needs of executives

Integrate individual needs of ‘the executives with the organizational

needs R GRN

5.2. Training, Needs Trammg needs of executives shall be classified

into followmg; three categories:

5.2.1. Technical Training Needs:- Focusing on the
gftcchr;ical / functional competencies or the trade knowledge of the
‘executives so as to facilitate their day to day operational decision

«:making. It is assumed that such training needs, if not fulfilled,
’éhall adversely affect the performance of executives.

”5'.;2.'2. Non-technical Training Needs:- Focus on the development of

non-technical competencies of executives in the areas of Human
Resources, Financial Management, Project Management etc.

5.2.3. Behavioral Training Needs:- Focus on the development of
behavioral & managerial competencies and inter personal
relations of the executives.



5.3.

5.4,

5050

5.6.

5.7.

Training Calendar:- Igniting Minds training calendar shall be
published on CSL intranet at the start of each financial year. The
calendar shall be formulated by the P&A Department. All
Department Heads may forward their recommendations in- this
regard to CGM (HR), P&A Dept. The executives shall be
communicated about the training calendar for a partlcular
financial year through appropriate channels. '

Training Feedback:- At the end of each fg:iitiﬁg' Minds training
programme, feedback from all part1c1pants with respect to the
trainer/faculty, training content, dehvery, ‘infrastructure and its
relevance shall be collected to analyze its effectiveness. It shall be
the responsibility of the P&A Department to maintain records of
the feedback collected.

Training Database:-. The database of the training shall be
maintained in SAP. The databasc shall include details with respect
to training like. datc ventie, course content, feedback form filled by
executives, total,_numl;cr of training programmes attended by the
executives in a financial year, name of trainer/faculty, name/code
number/ depa;‘-tmerif of the nominated executives etc.

Responsibility:-Manager (HR) shall be the nodal officer to
formulate action plan and to implement the policy in a time-bound
manner. CGM(HR) shall oversee the implementation of Igniting
Minds conducted in a financial year; monitor the impact,
effectiveness of the training programs and advice measures for
improvement.

Interpretation:-In the event of any doubts arising with respect to
any provisions of the In-House Training pelicy and inadequacy in
the scope of its coverage etc, the final authority of interpretation

shall vest with the C&MD, CSL. s’d”“.s 5
g
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LEAVE RULES

The rules notified from time to time are consolidated and given below for information of
employees. These are applicable to all categories of employees of this Company,
except those on deputation who are governed by the Leave Rules of their parent
Department.

A. TYPES OF LEAVE AND ELIGIBILITY:
I. Earned Leave

1.1. All employees will be entitled to 30 days Earned Leave per annum, earned at the
rate of 2 %2 days per month of service, “ Service” for this purpose will cover the periods
of duty and periods of authorised leave with pay and holidays but NOT unauthorised
absence from duty, for any reason whatsoever or any leave without pay or leave salary.

1.2 All Company declared holidays (3 National and 9 festival holidays) to be notified by
the Management every year, which falls within the periods of eligible Eamed Leave
sanctioned shall be excluded from Earned Leave.

1.3. Earned Leave on medical grounds for any period should be supported by medical
certificate from an AMA.

1.4. Earned leave is not permitted to avail in fractions of a day.

1.5. Employees will be allowed to accumulate Earned Leave up to a maximum of 300
days.

2. Sick Leave (Amended vide Office Order No. PERL/249/2013 dtd 18 Nov 2013)

2.1. Sick Leave is permissible to a maximum of 8 days in a Calendar Year. In case of an
employee joining during a year or retiring during a year, the admissible leave will be
- calculated on pro-rata basis; fractions of less than % a day will be ignored in calculating
the eligible Sick leave.

2.2. Unutilised Sick Leave in a year will be allowed to accumulate upto a maximum of
40 days.

2.3. Sick Leave for less than ¥ a day or for periods other than multiples of half a day is
not permissible.

2.4. Sick Leave in excess of continuous two days will be sanctioned only on production
of a valid medical certificate from an Authorised Medical Attendant (AMA), as defined in
CSL Medical Assistance Scheme. Sick Leave admissible upto a short period of 2 days
at a time need not be supported by medical certificate.



2.5. Accumulated sick leave in excess of 40 days will lapse at the end of each calendar
year. Sick leave can be availed of only on ground of sickness and will not be allowed to
be encashed or reckoned towards notice period required for relief from service etc.

3. Casual Leave.

3.1. Casual Leave at 12 days per year for executives/supervisors and 14.5 days for
workmen per year will be pemmissible. Casual Leave cannot be combined with any other
type of leave. Holidays falling in between sanctioned Casual Leave will be excluded.

4, Quarantine Leave/leave on account of Maternity, Vasectomy, Tubectomy, Loop
Insertion:

Employees will be eligible for availing leave under these categories in accordance with
the Govt. of India Rules to the extent made applicable to CSL on the subject from time
to time.

4.1. Guarantine Leave

Quarantine Leave is Leave of absence from duty necessitated by orders not to attend
office in conseguence of the presence of infectious disease in the family or household of
the employee. This leave is admissible for a period not exceeding 21 days or in
exceptional circumstances, 30 days on production of a certificate of the Public Health
Officer. Under the Govt. of India Rules on the subject, Quarantine leave is admissible
only in cases of Cholera, Small Pox, Plague, Diphtheria, Typhus fever and Cerebro-
Spinal meningitis, on the strength of a certificate issued by a Medical Officer in charge
of any Govt. or Municipal Hospital or Dispensary at the place where the employee is
stationed or nearest to it. In the case of chickenpox Quarantine leave shall not be
sanctioned unless under exceptional circumstances when the Health Officer responsible
considers that because of doubt as the true nature of the disease there is reason for the
grant of such leave. The incidence of Chickenpox in the family or household of the
employee does not qualify for the sanction of Quarantine leave.

4.2. Maternity Leave

Maternity Leave may be granted to the female employees of the Company for a period
of 180 days from the date of its commencement on application supported by a medical
certificate from an AMA. Materity leave may also be granted in case of miscarriage,
including abortion, upto a maximum of 6 weeks on application supported by a certificate
from the Authorised Medical Attendant.

4.3. Employees will be granted special casual leave for undergoing sterifisation
Operation/IUD Placement etc. as under, subject to production of Medical certificate.

a) Six (6) days to Male employees who undergo Vasectomy operation.

b) Fourteen (14) days to female employees who U"dgéP% ,ngﬂ Plgerperal
: M
tubectomy operation. e ( A,
Assistant Manager (HR)

Fie feras fates —J/
Cochin Shipyord Ltd.

FTeEl [ Kochi- 682 015



¢) One (1) day for IUD insertions to Female employees.

d) Seven (7) days to a male employee whose wife undergoes non puerperal
operation.

e) Special casual leave to the employees to cover the period for which the
incumbent is hospitalized for a post-sterilization operation complications.

5. Other Kinds of Leave.

5.1. In addition to the above leave entitlements, employees may avaii of 15 days ‘leave
without pay’ in a year on medical ground on production of valid medical certificate.
Besides, another 15 days ‘leave without pay in a year may also be granted to
employees for undergoing in-patient treatment in a Govt. hospital or a hospital
recognized by the Company under the CSL Medical Assistance Scheme.

5.2. Special casual leave for a maximum period of 15 days including the transit time in
both ways may be granted to Ex- Servicemen boarded out of service and empioyed in
Cochin Shipyard limited for appearing before the Medical re-survey Board, for re-
assessment of their disability, on production of relevant documents to support the leave
application.

6. Special Casual ieave for attending Hindi examination

6.1. Special Casual leave for appearing in the examinations conducted under the Hindi
teaching Scheme will be granted to the employees of the company subject to fulfilling
the following conditions:

6.2. Special casual leave will be granted only in case the employee sit for the
examination with the previous approval of the Company.

6.3. in case the examination is held within the Corporation of Cochin, Special casual
leave will be granted for the day of the examination only.

6.4. If the examination is held outside the Corporation of Cochin, the employee will be
granted special casual leave for the actual transit period (to and fro) and for the days of
the examination. But an employee will be allowed to write the examination at an outside
station only if the same examination is not held at any place within Corporation of
Cochin.

7. Grant of special Leave/Time off to employees to attend Court as Prosecution
Witness.

7.1. Requests for special casual leave for attending before the court as prosecution
witness will be considered only if the concerned employee applies for the same well in
advance explaining the details of the case and his involvement supported by the
T T/ SUMI S
TERS TGIF (N8 GqRE)
Assistant Manager (HR})
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summons, in original, issued by the Court for each appearance. Grant of special casual
leave on merit will, however, be considered only on submission of attendance certificate
from the Court. Employees required to attend court as above within Headquarters will
only be granted time off for specific duration on the day of such appearance in the Court
depending upon the time indicated in the summons.

8. Study Leave under Leadership Acceleration Programme (LEAP)

8.1. A maximum of three executives will be allowed, on yearly basis for grant of study
leave anywhere in India/abroad. To be eligible under scheme, the executive should
have rendered a minimum of one year regular continuous service in the company.

8.2. Study leave for actual period of the course on regular mode for a minimum period
of six months or a maximum of two years during his career shall be granted to
executives who would like to pursue higher education in their respective disciplines in
premier institutes/ universities in India and abroad. The area/ discipline of study should
be relevant and beneficial to the business of CSL. The higher studies should be in the
field of his/her specialization or management discipline and executives shall be allowed
only at the discretion of the company and subject to exigencies of work.

8.3. Tuition / other related fees incurred by the executives would be reimbursed.
Accordingly, the maximum tuition fee amount admissible per person shall be limited to
T10 Lakhs. The reimbursement of tuition fee should be made after the individual returns
back from his study leave and will commence from the 5™ year onwards after return and
will be distributed in four equal installments thereafter. Method of selection will be in the
order of seniority / service in Shipyard and on the basis of the recommendation made by
a Committee of Officers nominated by CMD.

9. Permission to attend duty as examiner for ITI Examination.

9.1. Officers nominated by State Technical Education Department to serve as
examiners for 1Tl Examination etc. will be permitted to accept assignment subject to
exigencies of service and approval by HOD concerned. Such Officers should apply for
special casual leave for the purpose well in advance along with a copy of the
nomination by State Government and permission of HOD concerned. Attendance of
such days will be regularized by Special Casual Leave for which they should also
submit a certificate of attendance as examiner from the Institution.

10. Conditions for availing leave.

10.1. Leave may not be availed of without previous permission obtained through proper
channels by submitting leave request online. No employee can avail leave as a matter
of right and the leave Sanctioning Authority has the discretion to reject, revise, curtail or
revoke the leave at any time according to the exigencies of work.

10.2. An employee who desires to avail leave shall apply for leave one week in advance
and the orders on the application should be intimated to the employee within a week of
the submission of the leave application or at least two days before the commencement

T T / SUML 'S
UIEF WEes (AFE G4
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of the leave applied for, whichever is earlier. If leave is refused or postponed reasons
thereof shall be recorded and intimated to the employee.

10.3. An employee before proceeding on leave shall inform the Officer-in-Charge of
section/Department in which he is employed, of his contact address during the period of
leave. '

10.4. An employee who desires to extend his leave shall make an application in writing
to the sanctioning authority well before the expiry of the leave already sanctioned. If the
application for leave is on medical grounds, he shall submit with his application a
certificate from the AMA. In cases where employees or their family members are at an
outstation, a certificate from a Govt. Doctor/Registered Medical Practitioner {Allopathic)
must be attached. On receipt of such application, the sanclioning Authority shall
immediately inform the employee in writing, at the address given by him in his
application, whether the extension has been sanctioned and if so, for what period, or
whether the extension has been refused.

10.5. In the event of an employee absents without prior sanction of leave, on account of
sickness or any such other emergent reasons, he should apply for the leave
immediately and in any case not later than two days from the date he absents from duty
or while reporting for duty whichever is earlier.

10.6. Earned leave will not be granted to employee who do not apply for the leave 7
days in advance except in the case of illness supported by medical certificate issued by
AMA under the Company's Medical Assistance Scheme or unless there are very
extenuating circumstances. Earned leave is not meant for meeting with casual and
frequent requirements. Under the relevant provisions in the Factories Act, number of
times in which such leave can be availed during any year shall not exceed three.
However, in really genuine cases the HODs may at their discretion grant leave to the
employees subject to eligibility.

10.7. Employee should produce a fitness certificate from AMA when joining duty in case
of leave supported by a valid medical certificate. However the Company Medical Officer
of CSL will assess the fitness of the employee, if necessary, before permitting him to
join duty.

10.8. Cancellation of leave already enjoyed with a view to change the type of
leave/nature of ieave will not be agreed to.

11. Encashment of Leave.

11.1. Earned Leave at credit will be encashable at the rate of 15 days per year of
service at the option of the employee if he does not actually avail of such leave. Such
encashment will be allowed only on two occasions in a calendar year. The emoluments
admissible on account of such encashment of leave will be limited only to the last pay
drawn plus the DA (fixed plus variabie) admissible thereon. Emoluments paid on such
T T / SUMILS
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encashment will not be reckoned for any calculations to CPF. Earned Leave
encashment applications received prior to 5 working days of the supplementary
payment or monthly salary day will be processed and paid accordingly, on the
respective pay days. Applications for encashment once sanctioned cannot be revoked
oh any ground.

11.2. In the event of death of an employee of the Company while in service, the
dependent of the deceased employee shall be eligible to receive the encashment value
of the entire earned leave available to his credit as on the date of death. In the cases of
retirement and voluntary retirement also encashment value of the entire earned leave
available at credit as on the date is paid.

12. Setting off leave towards notice period.

Whereas employee resigns his post after due notice as stipulated under the terms and
conditions of his appointment, or deposits pay and allowances for the specified period in
lieu thereof, the employee may be permitled, at the discretion of the Company to set off
the earned leave admissible to him, towards the notice period to the extent possible.

Frdkdedkddhdkhktidkd
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COCHIN SHIPYARD LIMITED

KOCHI - 15
Nos PEAR(163)07 18 Nov 2013
Office Order No. PERE.Z249 /2(1 3

HALF PAY LEAVE FOR EXECUTIVES
AND NON- UNIONISED SUPERVISORS

I Circular of even number dated 24 Dee 2007 on the above subject.

2 CSL Board in the 203" meeting held on 25 Sep 2013 has approved the following
amendinents 1o the lcave rules governing Sick Leave applicable 10 Executives and Non
Lingonised Supervisors.

(a) Sick Leave

(i) Accumudated portion of Sick leave available at  the credit ol
Executives/Supervisors as on 30 Jun 2013 will stand frozen and there will be no
addiion  made  te  this  accumulated sick  leave therealter. However
Exceutives/Supervisors will be permitted to avail Sick Leave from this
accumulated Frozen portion subject 1o the existing rules. No encashment of Sick
leave will be permitted under any circumstances.

{(b) Half Pav L.cave

() A new half pay leave scheme (HPL) would be introduced w.e.f 01 Jul 2013

onwards.  All Executives/Supervisors will be entitled to 20 half pay leave (or

cach completed year of service.

(1) The haif pay leave may be granted on medical grounds. For availing more than
four Half Pay Leaves at a stretch the application shall be duly supported by a
medical certilicate issued by Registered Medical Practitioner as per rules,

(i11)  Maximun of 300 half pay leave will be permitted to accumulate. Hall pav

leave will not be reckoned towards notice period required for reliel from
service.

tiv)  For administrative purposes, employees who have rendered six months or niore
than six months qualifying service in a calendar year are given credit for HPL
as il they worked for the whole calendar year and the einployees who put in
less than six months of qualifying service will get credit of half pay leave on a
pro rata basis.

(vi The half pay leave can be combined only with earmed leavessick {eave {froven; UMt S
and not with any other type of feave. Intervening holidays while a\-'ailinziﬁ‘l. / ( o)
Pay Leave will not be excluded. - d g1 %)
m::ﬁsmi‘ M oS
(¢) Encashment of Leave -‘pyufd wd.
Cochi® Sh Y 820

(1) Ag per the DPE directives on the subject only Half Pay Leave and Eamed [.ﬁ?ﬂ“‘
will be allowed to be encashed at the time of retirement.




-
a,

2.

(ii) Unavailed half pay [eave can be carried forward from a year on vear basis ani
accumulated upto 300 days. At the time of retirement/death such accumulaicd
leave can also be considered for encashment subjeet to overall limit of 300 dave
inctuding earned leave standing at credit. However in order to make up shartladl

in camed leave (300 days), no commutation of half pay lcave would he
permissible.

(iit)The cash equivalent payable for half pay leave would be cqual to Teave salary o
admissible for half basic pay + DA for a day. To arrive at the halt pay salar
payable at the time of encashment on superannuation, the calculation iollowed
the casc of earned leave would be adopted as given in the illustration below:

Example

“X employce™ at the time of retirement has 250 days Earned Leave and 100 days
Half Pay Leave. Encashment in the gbove case would be permilted as under:

Maximum encashable leave -300 days
Eamned Leave balance -250 days

Hatf Pay Leave which can be
Considered for encashment) - 50 days

Out of the 100 Half Pay Leave balance available at credit. 50 Hali Pas
Leave can be clubbed with Earned Leave,

As against the 50 days Half Pay Leave that can be clubbed with Farned
Leave for encashment amount equivalent to 25 days full pay oniy shall he
payable towards 50 Half Pay Leave encashed.

No encashment of half pay leave will be allowed in the cases of restgnaion, werminalion
and dismissal,

All other rules governing leave applicable to Executives and Non Unjonised Supervizos
will remain unaltered.

,.___h’ =3
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LEAVE RULES REG.

L ¥ A B ¥ B $7 SOl o gEer fou e ey A @ arv w
yfow 3ol ol o @ 2

It is noted that some employees are availing Earned Leave more than
three times in a year and/or without giving sufficient notice.

2. Foaw ool fRaRl F @8 106 & AR, FuAr & fafeen agraan

RN

A & Fie itgd Rfewe o 8 Rfsew sAo gErr aAfda
Al F A & o R offRufel & o wfie ged o Fav
FHTR Sege 7 R & vge & o FAT saes a8 Rfar &, # Al
& STl 3T Pedt FwfeAE R aRER navasd @ g e SfAv 78
¥ wREE FNPEE & @ gEue & wtie, R oo av & e o am
T W geRe # wew 3 ¥ afaw A g BR M, amele A #
frFeneast 39 REeer & 9 F HE FAARA B ogedl AR T
FeEr 81"

As per the extant Leave Rules Clause 10.6, “Earned leave will not be
granted to employee who do not apply for the leave 7 days in advance except
in the case of illness supported by medical certificate issued by AMA under
the Company’s Medical Assistance Scheme or unless there are very
extenuating circumstances. Earned leave is not meant for meeting with
casual and frequent requirements. Under the relevant provisions in the
Factories Act, number of times in which such leave can be availed during
any year shall not exceed three. However, in really genuine cases the
HODs may at their discretion grant leave to the employees subject to
eligibility”.

5. w duIRET X gedl RIERY [ AR R A aReRE ¥ weE &
aret @ 3T gedr ¥ waltE adae RgAl # Al Aok gefar @
Hess | TAERA/ATY & TAT FET & Ui &l

All employees & leave recommending/sanctioning authorities are
advised to note the cxtant rules regarding Earned Leave and foliow the sg m"f SUMI $
- . . . - \ - X
while applying/ recommending/ sanctioning leaves. . sy (T W)
‘-\_\"\ . hsgistant Manager (HR)
EOR wem; fars
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= Rgard fafazz & frafta afker wiaRy SR ooy awiy ged

MATERNITY LEAVE APPLICABLE TO REGULAR WOMEN EMPLOYEES
OF COCHIN SHIPYARD LIMITED

. A Poad AR, Yoy a9 A § A0S weuE & e gEd, e
Wy & ate & fafhw wier shofet e it ool e @ ' §aEn,
droee, gER e & Ry ¥ 90 et Ffaw After wHafEr & wwia ged A
i o @ & | Seoiae 3egs A, sRa st & A $OUR W, "@rad
§% & R 07 &S 2016 F WART 79er 225 & aiF ¥&F A FFeER AvETS
ot fors A uwe ged wanfog forar g | .
Cochin Shipyard 1.1d has been granting Maternity Leave to regular women employees in
connection with delivery, miscarviage ete as per the Provisions under the Maternity Benetfit
Acl. Accordingly CSI. has been sanctioning Maternity Leave 1o Women Bmployees for a
period of 90 dayvs from the date of its commencement. Based on the directions of
Guovernment of India. Departiment of Public Enterprises CSL Board in its 225" Boarg
Meeting held on 07 May 2016 has amended CSI. Leave Rules and Maternity Leave as
detailed below:

ASEIEXISTING FMErE/ AMENDED

90 days Maternity Leave and | 180 days Maternity Lcave as
additional one month (30 days), for [ suggested in the DPE  Office
"illness and treatments arising out of | Memorandum dated 18 June 2014
pregnancy/delivery  as corlified by
' Medical Officer as per Matemnity
, Benefit Act.

1. IR FEAmER gufa ool # deiud o e §  (Reis 27 WS 2016 ¥) AW
e rafiea wiger sAEiE @ 3w R ged o ® B a1 3R s & wwe Sov
GO

The amendment to Maternity Leave as referred above has immediate effect (w.e.f 27 May

2016) and will be applicable to all regular women employees who are presently availing
Maternity Leave and [or luture cases.

5. TF WA I & TARA § T R S .

This issues with the approval of Competent Authorily, \\i‘\
i\

(@R &t FaffE/M D Varghese)
A% wWuF  (ALE. T TULYVGM (IR&Admn)
Tar Fflo
All Regular Women Employees - Thro® Intranet
" Al Notice Boards

Qﬁﬁﬁ'ff‘up-\' 1w
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Co-ordinator. WIPS Cell agsistant Manager (HR)

President. Cochin Shipyard Womens Forum

General Secretary, CSEO. CSEF,CSEU.SES.CSSSA.CSOA Cochin Shipyard 14,
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COCHIN SHIPYARD LIMITED
Kochi-15
(P&A Department)

No. PERL/2(10}/07 Vol HI 02 Apr 2018

OFFICE ORDER NO. PERL/032/2018

REVISION OF PAY SCALES OF BOARD AND BELOW BOARD LEVEL
EXECUTIVES AND NON-UNIONIZED SUPERVISORS
W.E.F. 01.01.2017

1

i In pursuance to the Presidential Directives received from the
Ministry of Shipping (CSL Section), Govt. of India, vide letter No.8Y-
11017/1/2009-CSL dated 31.01.2018, the company is pleascd to revise
the scales of pay and allowances for Board and Below Board Level
Executives and Non-unionized Supervisors w.e.f. 01.01.2017. The pay
revision is strictly in accordance with the parameters and conditions as
notified by the Dept of Public Enterprises vide its OMs No. W-
02/0028/2017-DPE(WC)-GL-X111/17 dated 03.08.2017, 04.08.2017 and
07.09.2017, as per the details given below:-

2. Revised Pay Scales

The following shall be the revised scales of pay for Board level and
Below Board level Executives and Non-unionized Supervisors w.c.f
01.01.2017.

2.1. Scales of Pay -~ Executives Board Level

81T Grade (Schedule) | Existing Scale  Revised Scale from
| No_ 01 Jan 2017

[ DIRECTOR(B) | 5000-75000 | 2160000-200000

X75000-90000 . R180006-320000

1
2 _| CMD (B)

2.2, Scales of Pay-Executives Below Board Level

sl [ Grade Existing Scale |  Revised Secale from

No 1 _ o 01 .Jan 2017

1 El 316400-40500 740000-140000
2 T E2 320600-46500 350000- 160000

3 . E3 T 224900-50500 Z60000-180000

4 E4 L. ._%29100-54500 ____%70000-200000
5 ES ~%32900-58000 T80000-220000

6 E6 - ¥36600-62000 _ Z90000-240000
7 E7 T43200-66000 | 7100000-260000 .
8 ES ~ ¥51300-73000 E 120000-280000

S



A

i

[

2.3. Scales of Pay-Non-unionized Supervisors
| Grade . Existing Scale Revised Scale from
S i 01 Jan 2017
PSSl T 11200-29500 ¥ 28000-110000
CPs-2 ¥12600-32500 | Z30000-120000 |
PS-3 __¥16400-40500 ] ¥ 40000- 140000
PS4 ¥18800-42500 ¥ 45000-150000

Fitment Benefit and Pay fixation Methodology

The pay of the Executives and Non-unionized Supervisors
who were on the regular rolls of the company as on
31% Dec 2016 and continue to be in the rolls as on 15t Jan
2017 will be fixed in the following manner.

Basic Pay +

Stagnation

_inerement(s) as _
©on 31122016
raenal Pay /|
waemial Pay not | methodology linked to All : i
o be included)

oy = .. : c 5 |
| i ! : i |
- (Fitment {Rfi;nsed Basic |
5 Benefit) ayason |
i i 01.01.2017}* !
| __ |
Industrial Dearness i 15% of Aggregate
i Allowance (IDA) @ 119.5% . (A+B) amount
L+ as applicable on + | = | rounded off to
01.01.2017 [under the IDA the next ¥10/-

pattern computation _s'

India Cumulative Price
Index {AICPI} 2001 = 100
series]

* In case révisedm BP as on 01.01.2017 arrived so is less than the

minimum of the revised pay scale, pay will be fixed at the minimum of
the revised pay scale.

3.2,

3.3.

in the case of Executives and Non-unionized Supervisors
who have been promoted to higher grades, the pay will be
first fixed in the revised scale in the lower post in the
manner explained at para 3.1 and subsequently the pay to
be fixed in the revised scale of pay of the promoted post.

Fixation of Pay where normal date of increment is on

01.01.2017

In the case of Executives and Non-unionized Supervisors O S
who are due for annual increment on 01.01.2017, the@m;y iﬂ\“ﬂ .Q{m

NETE el
T e W

. 1
(e s\\\p‘ﬁ'ﬁ
Cac\'\ ! \'\Och\.

A
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3
will be initially fixed as per the pay fixation methodology
given at para 3.1 above and increment will be granted
thereafter on the revised pay.

4. Executives and Non-unionized Supervisors appointed on or after
01.01.2017

All Executives and Non-unionized Supervisors who joincd the
scrvices of the company on or after 01.01.2017 would be deemed to have
been appointed in the revised scales of pay at the minimum of the scale
from the date of their joining the company. Such Executives and Non-
umonized Supervisors will not be eligible for fitment benefit under the
pay revision.

5, Executives who had been granted advance incremernts

il some of the Executives recruited by CSL after 01.01.2017 had
heen granted a higher start in the then existing scales of pay, then in
such cases equal number of increments would be allowed in the revised
scale from the start of the pay scale w.e.f. the date of appointment.

£, Annual Increment and Promotion Increment

A uniform rate of 3% of basic pay will be applicable for boti
Annual Increment as well as Promotion Increment. Pay of an
Executive /Non-unionized Supervisor after grant of annual increment as
well as promotion increment would be rounded off to the next multiple of
T0/-.

7. Stagnation Increment

In case of reaching the end point of pay scale, an Exccutive;
Non-unionized Supervisor would be allowed to draw stagnation
incremerntts, one after every two years up to a maximum of three such
merements provided the Executive/Non-unionized Supervisor geis a
performance rating of ‘Good’ or above.

5. Deame.ss Allowance {DA]

100% DA neutralization will be adopted for all the Executives and
Non-unionized Supervisors, who are on IDA pattern of scales of pav,
w.e.f. 01-01-2017. Thus, DA as on 01-01-2017 will become zero with
link point of All India Consumer Price Index (AICPI) 2001=100, which is
277.33 (average of AICP] for the months of September, October und
November 2016} as on 01.01.2017. The periodicity of adjustment will be
once in three months, as per the existing practice. Accordingly, quarteriv
DA payable from 01.01.2017 will be as per new DA scheme as under :



. Date of Dearness Allowance | Rate of Dearness Allowance (in %o)
: 01-01-2017 0.0
N 01-04-2017 -1.1
0i-07-2017 -0.2
01-10-2017 2.2
~01-01-2018 3.4

Fouse Rent Allowance

he revised rates of House Rent Allowance payable to the
Fxecutives and Non-unionized Supervisors w.e.f. 31.01.2018 i.e. the date
+issie of Presidential Directives, will be as under:-

: Cities with population Rates

A class (Population of 50 lakhs and 24% of Basic Pay

ibovey : oo
¥ class {(Population of S lakhs to 16% of Basic Pay
ou lakhs)
Z class (population less than 8% of Basic Pay

2 lakhs)

The rates of House Rent Allowance will be revised to 27%, 18% and
9% for X, Y and Z class cities respectively when IDA crosses 25% and
further revised to 30%, 20% & 10% when IDA crosses 50%. For the
period 01.01.2017 to 30.01.2018, HRA will be on the pre-revised basic
pay and on rates as applicable.

1. House Rent Recovery (HRR)

The HRR in respect of leased accommodation should be at the
(ollowing rate, or the actual rent, whichever is lower;-

- Classilication of cities Rates of HRR
X-class 7.5% of BP
- Y-class 5% of BP
Z-class 2.59% of BP

For accommodation arranged by CSL, the HRR shall be 7.5% of BP
{for X-class cities)/5% of BP (for Y-class cities)/2.5% of BP (for Z-class
cities), or standard rent fixed, whichever is lower.

i1, Leased Accommodation

Guidelines in this regard will be issued separately with the
approval of the competent Authority,

("4
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i2.  Non Practicing Allowance (NPA)

The Medical Officers of Shipyard will be eligible for grant of a
Non-Practicing Allowance @ 20% of Basic Pay w.e.f. 31.01.2018. NPA
will not be considered as pay for the purpose of calculating other bencfits
and will be outside the purview of ceiling of 35% of revised basic pay
snder Caletenia approach. NPA will be effective from the date of issue of
Presidential Directives. -

13.  Perks and Allowances

Effective from 01.01.2017, the revised guidelines on Cafeteria
approach towards payment of Perks and Allowances subject to a ceiling
of 35% of revised basic pay will be adopted. Guidelines in this regard will
be issued separately with the approval of the Board.

14. Perguisite Tax on Accommodation

In line with the DPE directives, as regards company owncd
accommaodation provided to executives, CSL would bear the Income Tax
liability on the ‘non-monetary perquisite’ of which 50% shall be loaded
within the ceiling of 35% of Basic Pay payable as perks and allowances
to such executives.

15. Performance Related Payment

The existing Performance Related Payment Scheme would be valid upto
31.03.2017 and shall be replaced with a new Performance Related Paymem
Scheme m hine with the DPE guidelines promulgated vide DPE OM dated
03.08.2017. The revised Performance Related Payment Order will be
adopted from the financial year 2017-18 onwards and the scheme will be
notified separately at a later date.

16, Superannuation Benefits

The existing provisions regarding superannuation bencfits shall
continue and CSL shall continue to contribute as per notified rates uplo
30% of Basic Pay plus DA towards Provident Fund (PF), Gratuily, Post
Superannuation Medical Benefits and Annuity Pension scheme,

17. Gratuity

The ceiling on gratuity amount pavable stands enhanced [rom
710 lakhs to T20 lakhs w.e.f. 01.01.2017 and the funding for the entire
amount of Gratuity would be met from within the ceiling of 30% of Basic



S

6
Pay plus DA. Besides, the ceiling of gratuity shall increase by 25%
whenever 1DA rises by 30%.

13. Pension and Medical

The requirement of a minimum of 15 years of service to be eligible
au the time of superannuation for drawal of pension stands dispensed.
The existing post retirement medical benefits will continue to be linked to
v rerpurement of superannuation and minimum of 15 years of
~oaturuous service for other than Board Level executives. The post
—aremoent medicat benefits shall be allowed to Board Level Executives

ut amy binkage to provision of 15 years of service) upon completion
“roienure or upon attaining the age of retirement whichever is earlier.

<lub Membership

Board Level executives will be allowed corporate club membership
upts a maximum of two clubs, co-terminus with their tenure.

20.  Periodicity

The periodicity of this pay revision will be in line with Govt.
directives and the next pay revision would take place as decided by the
Crovt. but not later than 10 years.

21.  Review of Profitability

The impact of pay revision vis-a-vis profitability will be reviewed
after every three years and corrective action will be taken in line with
directives as contained in DPE OM dated 03.08.2017.

22, Payment of Arrears

22.1. Eligible Executives and Non-unionized Supervisors who are
on the rolis of the Company on the date of issue of this Office
Order will be paid arrears in terms of provisions of this Office
Order viz. on account of revised basic pay, DA, increments,
fixation of pay on promotion (if any), leave encashment,
applicable perks and allowances and terminal benefits like
provident fund, gratuity, pension, superannuation medical
benefits as applicable from 01.01.2017. However, the
revised rates of HRA and NPA will be applicable from
31.01.2018 1.e. the date of issue of Presidential Directives.

22.2. All Executives and Non-unionized Supervisors who were on
the rolis of CSL as on 01.01.2017 but subsequently ceased
to be in service on account of superannuation, resignation

voluntary retirement, termination of employment, death e‘t‘%&ﬁ 8 “,«a%ﬁ
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would be eligible for arrears on pro-rata basis

wherever .due in terms of this Office Order on account of

revised basic pay, DA, increments, promotion (il any), lcave
encashment, applicable perks and allowances, provident
fund, gratuity and pension as applicable from 01.01.2017.

3. The benefits of pay revision will, however, not be allowed 1o

those who have left the service of the Company afier

01.01.2017 on the following grounds:

{a}  Dismissal

(b}  Resignation without permission or notice

(c) Resigned and left the service and bond liability has not
been discharged at the time of leaving the Company.

{d) Abandoned the service

{e) Absconding from service

All Recoveries (including Notice Pay, if any) to be effected
from erstwhile Executives and Non-unionized Supervisors
will be re-calculated and recovered. Similarly wherever
amounts are due from such Executives the samc will be
recovered from the arrears payabie to them. Further, excess
payments, erroneous payments/arithmetical and system
errors if any in {ixation of pay/calculation of arrears will be
subject to corrections, adjustments and requirements.

General

23.1.

Salary in the revised scale will be disbursed w.c.f. Apr 2018
onwards. Payment of arrears in terms of this office order wiil
also be disbursed during Apr 2018, in two installments.

. Excess payment, if any, made as a result of incorrect fixation

of pay in the revised scales and in calculation of arrears ov
detected in the light of discrepancies noticed subsequently,
shall be recovered either by adjustment against future
payments due to the employee concerned or otherwise.

will be addressed separately.

3. Anomalies, if any, arising out of implementation of this order
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23.4. Method of fixation of pay in respect of supervisors
promoted from workmen cadre

The Long Term Settlement (LTS} on wage revision applicable
to workmen is due from 01.04.2017. Hence, in the case of
Non-unionized Supervisors promoted from the workmen
cadre on or after 01.04.2017, their pay will be fixed
provisionally at the minimum of the revised scale of pay to
which they are promoted or at the Basic pay plus DA drawn
by the employee as on the date of promotion, whichever is
nigher. Their basic pay will be refixed on implementation of
the wage settlement for workmen.

23.5. The above order on Pay Revision will remain in force till the
next Pay Scale Revision as per DPE orders applicable to
CPSE’s or till further order issued by DPE.

23.6. From any payment made to employees by way of this order,
recovery towards income tax, professional tax etc will be
effected as per Rules,

23.7. All other allowances, benefits and terms and conditions,
other than those specifically revised, as above will continue
as per existing Rules,

24 All issues pertaining to the Pay Revision Orders as above,
discrepancy, interpretation, clarification shall be addressed to P&A
department. The issues raised would be examined and the decision of
C&MD in this regard shall be final and binding.

25, Notwithstanding anything detailed above, the DPE
guidelines/directives issued from time to time on any matter above will
have an overriding effect and the same would be implemented.

<26, This issues with the approval of CMD.

\,}, - "‘{:/
(K J Ramesh)
CGM (HR)
To
All Executives/Supervisors : Through Intranet
D(F)/D(O)
CGMs/GMs/DGMs UM S
AGM (Admn) to CMD @ IS ﬁ@ia)
- )
ﬂmtxstaﬂ‘ “‘“ag%’gr‘
b S T,
Cochi® Sh‘:""
e
e /1o
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No.PERL/2(10)/07 Vol III 02 Apr 2018
FEEY AN HJOFFICE ORDER NO.PERL/031/2018

FRGTES] v AT S Siav_Aqafera ¥R
PERKS AND ALLOWANCES TO EXECUTIVES &
NON-UNIONISED SUPERVISORS

1. wEdaE 3eaa Ran & siey Aol § d 3e0g-02/0028/2017 -
AN (seogen)-Moer-XIH/ 17 RiF 03.08.2017, 04.08.2017 3T 07.09.2017
@ RAE 01 FAY 2017 § @ 3k i ' @ A & Fd9eE ©
FadFd e & Adq digd R Aeliady sl B € 1 sew Al F a9
AETAEY F wfta He das F 35% & Wen & Iada, FRRwr efkwor &

I afeal AR e F e i &

The Department of Public Enterprises vide its OMs No.
W-02/0028/2017-DPE{WC)-GL-XIII/17 dated 03.08.2017, 04.08.2017
and 07.09.2017, has issued guidelines on Pay Revision of Board and
Below Board level Executives and Non-Unionized Supervisors effective
from 01 Jan 2017. Inter-alia the guidelines cover payment of Perks and
Allowances under the concept of ‘Cafeteria approach’, within a ceiling of
35% of revised Basic Pay.

2. 39ad APAER & AR, FRAUHH U9 qHIeH dew aw) HisEr
Tt IR o A AR @ aiafhs a@fafa ak @8 @R e #r
wt & | Reiw 05 wal 2018 F FREE 2300 dow & @ @ il
3R s & TR AT AT IgAfed TR A ¥ 3R Rens 01 S@El 2017 @
e gen | I it F e 9g o vty far @ R srdvrest oF adawrst
Ffaw 27 svpftas =ag (MaNss) Hr wfagfd e 05 wead 2018 @ #d &

‘maﬁmﬁa’rl

In line with the above guidelines the existing Perks and Allowances
currently applicable to Executives and Supervisors have been reviewed by
the Nomination and Remuneration Committee and by the Board. A new

set of Perks and Allowances has been approved by the Board in i o / SUMI S
239t Meeting held on 05 Feb 2018 and the same would be admissill s (ama T
from 01 Jan 2017. Inter-alia it has also been decided that 2 tant Manager (M)

Reimbursement of Incidental Expenses (RIE) payable to Executives aggs fdd
Supervisors will stand withdrawn from the baskel of allowances witdihin 54
effect from 05 Feh 2018. ' wrea f Kg

]




3.

4.

TAHRAAE Zar HTARARER et 3R #e F U AT dT W

farawor A Tz sier €
Details on the new set of Perks and Allowances as approved by the
NRC/Board are given below:

SR TiEwor & andler sqeiPedi AR wed
Perks & Allowances under Cafeteria approach

4.1,

FOA F I W @ FEUEE I NG TR & e awe|

wisEr FeTefenat MR R & SRR TR & A e 01
sFAEl 2017 ¥ @eww IR ¥e & PR deer Z@nn

gfaenfae Ry s |

The Perks and Allowances presently applicable to Executives
and Non- unionized Supervisors on the rolls of the company

will be replaced by

the following scheme of Perks and

Allowances effective from 01 Jan 2017 under a Cafeteria

Approach.

Ted% Ao A W S W 39 R F Y - 1 g B S §

Guidelines ont each of the allowances are indicated at Annexure-I to this

order.
Aot - wfer #ES A AT W % |
%, CATEGORY - % OF BASIC PAY PER
’a; " MONTH _
.. ﬁ i
st Descrinti AL T F L ERE E
No. escriphon FAMEE | s 5 gdrers | TORTE
Board Below Board | Supervisors
Level . !
B : Level Executives
xecubives{
L)
1 |Conveyance Loan Interest Subsidy - Upto 5% Upte 5%
2 |Leave Travel Allowance {LTA] Upto20% | Upto 10% | Upto 10%
3 [Professional Development Allowance Upto 15% Upto 10% Upto 10%
4 |Children Education Allowance Upto 5% |  Upte 5% Upto 5%
5 |Reimbursement of Local Travel ) o
Expenses [RLTE) Upto 10% Upto 10%
6 'Transport Allowance - Upto 5% Upto 5%
7 Sports & Fitness Allowance : Upto 10% Upto 5% Upto 5%
5 Personal Home Loan Interest Subsidy _
. 8 |cum Maintenance Allowance : Upto 10% Upto 10% Upto 10%
i 9 [Intermet Allowance . - Upto 5% Upto 5%
10 |Personal Soft Furnishing Allowance Upto 3% | Upto 5% Upto 5%
| |1 [Telephone Reimbursement 1 Upto 5% Upto 5%
12 ‘Uniform Maintenance Allowance ! Upto 5% Upto 5% !
13 |Family Planning Allowance Upto 3% Lquﬁ%suml SUpto 3% |
T SR (T T
Assistant Manager (H
- 'n - fs.r‘-‘——_--—? fretl

Coc_h]n St

e Kol




4.2.

4.3

4.4

4.5.

4.6

Y% #ed Fav WUl #o dda @ sfee wafa et §
HUwaA 3T 8e | FAwEF IR uddeTE Jo add F 35% aF
AfAa Bre Hefofeudl R oed & J ¥ 97 @9 £ |

The percentage of Basic Pay earmarked for each of the
allowances will be the maximum payable for the respective
item. Executives and Supervisors can choose from the set of
Perks and Allowances, limited to 35% of the Basic Pay.

T g (n5InEs) & ufAglE f Ao B RaF 05 wiad
2018 & % ¥ anae ¥ e &7 | R 01 SWal 2017 A
04 G 2018 & e zw i & wehw gga & faafa v 73

i # FewEr Pofda e sro |

The Scheme for Reimbursement of Incidental Expenses (RIE)
stands withdrawn from the basket of Allowances with effect
from 05 Feb 2018. Amount already disbursed under this head
during the period 01 Jan 2017 to 04 Feb 2018, shall stand
regulated accordingly.

&g ARt F IR, ETA, FAA, el Ry SR
HEEE GRUIR F TR qU ST WS W g ad! ana
HA aaa & 35% * WA &« S s |

In accordance with the DPE guidelines the recurring cost
incurred on running and maintaining of infrastructure
facilities like hospitals, colleges, schools etc would be outside
the ceiling of 35% of basic pay.

IafRrt wd e & o BT 9 e AR § 3EER
¥ &y gem F@ A A |, arEe Fufas F A
o H AT F HIAT ATIU/CEAREHN FHIOT JEgd Ty e
oIgT | Wdfla e & faaor giua T g

Payment on account of Perks & Allowances would be subject
to Income Tax as per Income Tax Act on the subject.
Wherever applicable, vouchers/documentary proof should be

submitted for claiming exemption under the IT Act. Details
are mentioned in the respective paragraphs.

Tl wHEOEE AR G AR Rl a:ﬂ:su““@m

Sfre e Reeq @1 G Y, ﬁammauﬁmw‘“ﬁ%

& Rl 7€ 15 W F R A SeATEE & ot W
m%mmmm:wmmwammwﬁg“’”
# oRafde =@ e on awar § | e af Reiw 1 st & 1527
e o & IR F ST ARy A | +—




4.7.

4.8.

4.9.

All Executives and Non-unionized Supervisors shall exercise
their option for the type of Perks/Allowances, which they
would like to draw. The option should be exercised through
their ESS/MSS portal before 15t April of every financial year.
Option once exercised cannot be changed in that financial
year. Changes shall be permitted only during the period of 1st
April to 15 April every year.

feses 01 S=adr 2017 & 31 AR 2018 @ € 3@ FRv,
Fegeferrat AR oY W upe & e Brw Rmer W A aRadw
T8 B SN | 3, sREa gRaRER, feeiE 01 sl 2017
¥ 04 s 2018 o & a0 ST IOGMEE F 7 F 3w
Tl 35% & Iada Havg &L I Fegan Refaa fear smeen

!

For the period 01 Jan 2017 te 31 Mar 2018, there would be no
change in the option already exercised on Perks and
Allowances. Further as mentioned above, the amount drawn
as RIE for the period 01 Jan 2017 to 04 Feb 2018 would stand
frozen within 35% and accordingly be factored.

degER feAm 01 Sad 2017 & 31 AW 2018 @& #r 3y
&few, dvg I IERT Fd F A FR W R B s
AT I IR qHA AN F1 30 HEY F IFE FwN H g
W A FEAEH H AT e S e 2018 JE=

F NI &Y freat & R{afa & smoer |

Accordingly for the period 01 Jan 2017 to 31 Mar 2018, the
difference between eligible and drawn allowances will be
considered and arrears as applicable disbursed to all
Executives and Non-unionized Supervisors, on the rolls of the
company in terms of this order, in two installments during the
month of April 2018.

fAl® 01 Fwall 2017 & A 2018 a% & W= Qaredfed,
g e & #RoT RuaE f d@r oz Re FEuwes iR
TR F A A, IR AT FFAR FS & veed Fo ¥ F
HARISE/ Tt & g H daa & 35% o AfAa onp @efta
ygafer 3R s # Rala B s |

In the case of those Executives and Supervisors who have left
the services of the Shipyard on account of retirement, death
etc during the period 01 Jan 2017 to Mar 2018, revised Perks
& Allowances applicable limited to 35% of basic pay after
adjusting/recovery of sum already paid, as detailed above will
be disbursed.
R / SUMI S

T WauE (TR T>

i anager {
Assnsta% g tald

Cochin Shipyard Lid.
Fredl / Kochi- 682 015

,9‘



4.10. R oY, gt AR e B awrEn O fArfaf@a SRt 93
Ho B Rar o R ATt & a8 & swad

However the arrears on perks and allowances, will not be
allowed to those who left the service of the Company on the
following grounds:

(i) Dismissal

(i1} Resignation without permission or notice

(iiii  Resigned and left the service without discharging Bond
liability at the time of leaving the Company.

4.11. 30FARER AT At 3R T den # wavue §, A
T @ A I AT vd uifeeRE afafy @ F aepees
F | & T R ST |

Modification if any to the revised Perks and Allowances Scheme
as above, quantum of payment ctc will only be made applicable
with the approval of the Nomination and Remuneration
Committee /Board.

5. I AW Ud YeY fAQUE & Iegdlesr & S0 faar S §
This issues with the approval of CMD.

Yt
(FXIWAT/KJ nan;esh)
AT FEI WAGEF (ALY HHG)
CGM {HR)}

Gt A/ To

All Executives / Supervisors

D(F) / D(O) Thro’ Intranet
CGMs / GMs / DGMs

AGM {Admn} to CMD

gfafai / Copy to:-

General Secretary to : CSOA/ CSSSA . .
i FEnA)

HR

Assistant Mangger { ;

Cochin Shipryard Lid.

et £ Kochi-657
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2.

Annexure-I

PERKS AND ALLOWANCES UNDER CAFETERIA APPROACH

- W.E.F. 01 JAN 2017

+

Conveyance Loan Interest Subsidy

1.1.

All Executives and Supervisors will be eligible for drawal of
conveyance loan interest subsidy for conveyance loans
availed from any source including CSL at the rate limited to
a maximum 5% of Basic Pay per month. In the case of those
Executives and Supervisors who availed conveyance loan
fromm Shipyard at’ concessional rates of interest, the
difference between Government rate of interest charge on
conveyance loans for the respective categories as on 01 April
every year and CSL rate of interest as applicable will be
recovered on a monthly basis.

Leave Travel Allowance {LTA)

2.

2.

2.

1.

2.

3.

Executives and Supervisors will be paid Leave Travel
Allowance {LTA) as indicated below:

Category Amount-

% of Basic Pay (Max)

Board lLevel - Executives Upto 20 % of Annual
____________ Basic Pay

All other Executives & Upto 10 % of Annual
Supervisors Basic Pay

The LTA Allowance will be paid on monthly basis to all those .
who are on the rolls of the Shipyard along with the salary.

There would be no income Tax exemption as per rules for LTA
drawn. However in the case of those who submit necessary
vouchers of travel performed etc, on request the same shall be
considered as Leave Travel Concession, for Income Tax

Exemption as applicable subject to rules.

Professional Development Allowance (PDA}

3.

1.

for membership fees in proiessional bodies etc.

For enrichment of professional knowledge, Executives

Supervisors will be paid a Professional Devclopment Allowﬁ
(PDA) as indicated below for purchase of Professional W5k
Encyclopedia, Manuals, Journals, Audio Visual Aids, pay

suw S )

R}
nt Manage‘ (nf
ﬁafqz



Category Amount -
% of Basic Pay {Max)

Board Level Upto 15 % of Basic Pay
All other Executives &
Supervisors

Upto 10 % of Basic Pay

3.2. The PDA applicable will be paid on a monthly basis.

Children’s Education Allowance (CEA)

4.1. Executives and Supervisors will be granted Childrens’
Education Allowance upto 5 % of their Basic Pay on a monthly
basis. Income Tax benefit as applicable will be aliowed.

Reimbursement of Local Travel Expenses (RLTE}

5.1. Executives and Supervisors owning a motor vehicle in their
own name and not availing facility of Company car/vehicle,
and using conveyance for official purpose and commuting
from residence to office and back will be entitled to
Reimbursement of Local Travel Expenses upto 10% of Basic
Pay per month. The RLTE amount would also cover for
maintenance of the vehicle and such other purposes.

Transport Allowance

6.1. Executives and Supervisors not possessing conveyance in
their own name and not availing Reimbursement of Local
Travel Expenses or the facility of Company car, will be paid
Transport Allowance upto 5 % of Basic Pay per month.

Sports and Fitness Allowance [SFA)

7.1. To develop a passion for physical fitness, improved health and
- promotion of sports, a Sport and Fitness Allowance upto
amount equivalent to 10 % of Basic Pay in the case of Board
level executives and 5 % of Basic Pay in case of all other
Executives and Supervisors will be paid per month as Sports

and Fitness Allowance.

Home Loan Interest Subsidy cum Maintenance Allowance o ™ / ?U Far)
T Manager (B8

Y gistan . ﬁ;ﬁqz'g

d W19

a2 013

8.1. Executives and Supervisors will be allowed personal
loan interest subsidy for Housing loan availed in their pgamess™??",
or maintenance of an existing home in their own namesgepté$e™
10 Y% of basic pay per month, towards repayment of interest
on House building loans taken/amount incurred for
maintenance etc.



10.

11.

12.

13.

Internet Alowance

9.1. An amount upto 5 % of basic pay per month will be paid to all
Executives and Supervisors for their use of Internet at home
for enriching knowledge in their respective spheres of work.

Pergsonal Soft Furnishing Allowance

10.1. An amount upto 5 % of basic pay per month will be paid to all
Executives and Supervisors for purchase, repair or
replacement of Household furniture and other durables and
appliances.

Telephone Reimbursement

11.1. For expenditure on 'residential telephone, Fax etc an amount
upto 5 % of Basic Pay per month will be paid to all
Executives Below Board level and Supervisors.

Uniform Maintenance Allowance

12.1. An amount upto 5% of Basic Pay per month will be paid to all
Executives and Supervisors as washing/stitching and
maintenance of uniforms/working dress provided for.

Family Plann Allowance

13.1. In line with the DPE directive, allowance at the rate of 3% of
basic pay per month shall be payable to all eligible executives
and non-unionized supervisors.

Yedkdde fek ek okk ok &

\Q_,’c«ﬁ{//
/"./'
g/ SUN
o 1 (R}
pssistant Manage
d.
Cochin sh:vﬂ‘: p 15
et [ Koeht
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No.PERL/ 18(27}/94 Vol IIl 03 Dec 2018

ST ARy 4./ OFFICE ORDER NO.PERL/109/2018

FEIES! H TEtig Ay
PROMOTION POLICY FOR EXECUTIVES

1.  F9o FHOEH # wea @fe § W s 05 el 2000 ¥ wEew
nder ¥, MERRTE/024/2000, R 07 3t 2003 & @ 089, s 25 fodsw 2003 &
¥, NS3RETE233/2003 WY RN 18 Ruer 2006 F ¥, EIRTA /2922006 F HEHf
J

Ref. Office orders No. PERL/024 /2000 dated 05 Feb 2000, No. 089
dated 07 Apr 2003, No. PERL/233/2003 dated 25 Sep 2003,
No. PERL/292/2006 dated 18 Dec 2006 regarding Promotion Policy for
Executives.

2. e Hz@ F R 31 NEaER 2018 & 3roeh 245 ff doF A wgEY 1 F
WW%M%%@M@WM%%@WM
HaE] 2018 @ #0[ &R

- The Board of Directors in their 245% Meeting held on 31 Oct 2018

have approved amendments to the Promotion Policy for Executives as at
Annexure-I. The same will come into force with effect from 31 Oct 2018.

3. ag ytaw ve veu PRvE F e 3 STl R S g

This issues with the approval of C&MD.
S_'z_/‘y

(T & )
{K J Ramesh)
HET A7 YeeUE (AL v, i)
CHIEF GENERAL MANAGER (HR&TRG)

uar # /To s
All Executives : Thro’ Intranet A j SUM )
Y
gfafef/Copy to:- Ms‘\sﬁ“ﬁ ad Eafﬁ
D(F)/D(0)/D(T) o SRS
PS to CMD o Koch-

Secretary, CSOA



ANNEXURE-I

(Annexure to Office Order No. PERL/ 109/2018)

PROMOTION POLICY AND RULES FOR EXECUTIVE CADRES

1. The Policy and Rules notified hereunder will apply to promotion of
Executives Below Board level (E-1 to E-2, E-2 to E-3, E-3 to E-4, E-4 to
E-5, E-5 to E-6 and E-6 to E-7).

2. These Rules aim at providing reasonable opportunity for growth
and career advancement consistent with the needs of the Company and
the qualifications and performance of Executives in the organisation.

3. Promotions shall mean movement from one post to another post in
the immediately higher grade in the direct line of advancement i.e. in
posts within the group to which the individual belongs.

4. Level jumping will be treated as Direct Recruitment and such posts
shall be open to Executives who fulfill the job specifications laid down for
Direct Recruitment.

5. For the purpose of these Rules Executives in different departments
will be grouped as under:-

{a) Finance Department
- (b}  Civil Engineering
(c) Secretariat and Personnel
{d)  All the remaining Departments

Executives c¢ligible for promotion shall be considered for
appointment to the vacancies in the group to which they belong,

6. {a) For promotion to the grades ES5, E6 & E7, depending upon
organizational requirements, vacancies in these grades shall
be notified and only those Executives in the respective
groups meeting eligibility requirements shall be shortlisted
for consideration for selection.

(b)  Where there is no eligible candidate within the Organisation
for promotion fo any of the vacancies, which may arise as a
result of the operation of these Rules or due to other
reasons, such posts may be filled up by Direct Recruitment
or by deputation from other sources.

A @/ $

S
Assnslanl Manager
wrend faoare
Cochin Shipyard “d
< | Kochi - 682 015 W



{a)

Promotions from E-1 to E-2, E-2 to E-3, E-3 to E-4 grades
under the scheme shall normally be considered twice a year
on 01 January and 01 July, the qualifying period being
determined with reference to 31 December and 30 June of
the year respectively.

{b) Depending upon  Organisational requirements and
availability of vacancies, promotions from E-4 to E-5, E-5 to
E-6 and E-6 to E-7 under the scheme shall normally be
considered once in a year.
Eligibilit
(a} Qualifying Period: For all groups mentioned in Para 5 the
qualifying period for consideration for advancement to higher
Executive Grade is as given below:-
SL Eligibility Period (Years)
No. | CRE8OTY I Eipa [ Foks | B B4 | B4-B5 | E5-56 | BGE7
(ij {Category A 3 3 4 3 3 2
{ij) |Category B 3 4 | s 4 4 -
i [Cateaoy 5 z g g e e

(b)

{c)

Depending upon the qualifications possessed by the
Executives, they will be divided into three categories viz.
Category A, Category B and Category C. Equivalent or
suitable qualifications can be included in the above
categories by the Company.

Qualification: For the purposes of regulating Career
Advancement/Promotion under the Scheme, a list of
qualifications applicable and that are essential requirements
for discharge of duties in the respective groups/categories
are given below. The qualifications/ certificates issued
should be from recognized Colleges / University/ Approved
Professional bodies.

(i) Category A - Qualification

{i} Graduate in Engineering (any discipline} or H‘?‘W'J

equivalent.
(ii) Graduate in Medicine.

SUMI S

(AR FERE
Assistant Manager {HF\l

{iti) Graduate with Membership in Professional bodies ciolchin shipyard Lic

like ICA of India/ I[CWA of India/ICS of India.

#r=l / Kochi-6§2 O
—

—



(iv)] Graduate with Masters’ Degree qualification in
Business Administration, Social Work with
specialization in Labour Welfare and Industrial
Relations, Personnel Management, Computer
Applications, Computer Science, Information
Technology, Industrial Safety and Hygiene,

(v} LLB Graduatie/B.L (5 vears).

(ii) Category B - Qualification

(i} Master's Degree in Arts, Science or Comrmerce as
applicable to the nature of jaob.

{iij Diploma Holders in Engineering (any discipline).

{iii) Graduate with SAS or equivalent, (pass in the
examination conducted by  Shipyard for
Accountants).

(iv) Graduate with Degree/ Diploma of minimum one
year duration in specific discipline in Computer
Applications/ Data Processing/ System
Analysis/Management/Library Science/ Industrial
Safety and Hygiene/Public Relations as applicable
to job.

(lii) Category C
Those who possess qualifications not covered under
Category A or Category B.

(d) Executives who possess qualifications as stipulated under
Clause 3{c]){i} and 8(cj{ii} will only be eligible for selection to
E6 grade after the completion of stipulated eligibility as

- indicated at Clause 8{a).

(e) Executives who possess qualifications as stipulated under
Clause 8(c}(i) will only be eligible for selection to E7 grade
after the completion of stipulated eligibility as indicated at
Clause 8(a).

o, Norms for Promotion/Career Advancement

{a}  Advancement from E-1 to E-2, E-2 to E-3, and E-3 to E-4
will be made on merit-cum-seniority basis, The
Departmental Promotion Committee {DPC) nominated by
Head (HR}/Directors/CMD will grade all eligible Executives
based on their Annual Performance Assessment Reports P ;SU"’\ mm
(APARs) for the previous three years for advancement from (wa ot (P
El to E2, E2 to E3 grade and four years for advancemelll, gstant Manaﬁw
from E3 to E4 grades respectively and on other factors asgeA wipye" d Lte
detailed below, Only those who secure minimum prescribedcochiﬂso 682 015
marks will be eligible for career advancement subject to
availability of vacancies and in the order of seniority.
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(b)

()

For advancements from E1 to E2 the DPC will consider the
suitability of Executives for advancement to the next higher
grade based on the following factors and marks apportioned

as under: I S
Factor Max. Remarks
o Marks|
Annual 70 | Total APAR marks secured
Performance for the preceding three years
Appraisal Reports divided by 300 and
mutltiplied by 70
Work Diary 5 Diary pertaining to the
immediate preceding year of
consideration for career
| advancement
Power Point 5 Presentation on major
presentation assignments carried out and
achievements
DPC 20 | Personal interview-
Competency based
) assessment.
Total 100

In the case of executives in E2 and E3 grades suitability for
advancement will be decided based on APARs, Seniority and

overall assessment by the DPC as shown below:-

{i) Weightage for APARs

Weightage for APAR will be calculated by adding the marks
of APAR for the prescribed eligibility period immediately

preceding the

date

of

consideration

for career

advancement and converting into marks corresponding to
the weightage percentage as applicable.

Weightage (Max. Mai-i::s)

E2 to E3

E3 to E4

50

50

{ii) Weightage of seniority would be calculated as under:

l,__._____.__ T Weightage {(Max.Marks)
Factor E2t0E3 | E3 toE4

For completion of minimum |20 marks 20 marks
eligibility period as siipulated for
cach category in clause 8 0

| For every additional vear spent in ! 2.5 marks | 2.5 marks
the grade ORI
Maximum Marks 30 25

15
e )
Assistant MM y

Cochin Shipyord Lid
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(d

(iii) DPC assessment will be based on following factors:-

Weightage | Remarks
Factor (Max. Marks) |
E2t0E3| E3toE4
Assessment 5 5 . Assessment of the
| efforts taken for
acquiring additional
i Qualification/Training

I related to Job and
i Exposure by Job

| Rotation.
Power point S5 S Presentation on major
Presentation | assignments carried out
‘ and achievements
Personal 10 15 Personal interview-
Interview Competency based
] assessment.
| Total 20 25

(iv} Minimum qualifying marks would be as under:

Minimum Qualifying Marks
Category EltoE2 | E2t0 E3 E3 to E4
SC/ST/PwD 60 65 70
Others 65 70 75

Promotions from E4 to E5, ES to E6 and E6 to E7 grades will
be on “Merit-cum-Seniority” basis, seniority being relevant
only to determine the eligibility for consideration in terms of
the period set out in the Policy, To be eligible for
consideration for promotion from E4 to ES, ES to E6 and E6
to E7, Executives should secure “Very Good” grading or
above in their Annual Performance Assessment Reports
(APARs) consecutively during the immediately preceding 3, 3
and 2 years respectively. The candidates will be required to
appear before a Selection Committee (DPC), nominated by
CMD for a personal interview. The DPC nominated will
assess candidates based on factors as detailed below:-

UMI S

HEA

A
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istant Manager {H"!
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(i) Promotion from E4 to E5 and ES to E6

Factor Max. Remarks
Marks
Qualification 10 Marks for entry level
qualification as possessed: 5
marks. Marks for additional
post graduate qualification in
the relevant discipline/
function: 5 marks.
Seniority 10 | For completion of prescribed
eligibility period : 5 marks
Additional one mark for each
year thereafter
APAR 50 Total APAR marks secured for
the preceding three years
! divided by 300 and multiplied
by 50
S e ]
Power point 10 Presentation on major
Presentation assignments carried out and
achievements
Personal 20 Personal inlerview- Competency
interview ; based assessiment.
ot 166 ]

Only those who securc at least 75 marks (70 marks for
SC/ST/PWD) in the overall assessment by the Committee
based on the performance at the interview as well as APARs
will be considered fit for the promotion, subject to availability
of vacancies. The select list will be arranged in the order of
merit, which will form the seniority in the higher grade.

‘)‘7—-;/
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(ii) Promotion from E6 to E7

Factor Max. Marks Remarks
APAR 70 ' Total APAR marks secured
 for the preceding two years
divided by 200 and
multiplied by 70
Power point 10 Presentation on major
Presentation assignments carried out and
achievements
Personal 20 Personal interview-
Interview Competency based
assessment.
Total 100 )

Only those who secure at least 75 marks in the overall
assessment by the Committee based on the performance at
the interview as well as APARs will be considered fit for the
promotion, subject to availability of vacancies. The select list
will be arranged in the order of merit, which will form the
seniority in the higher grade.

10. For promotions from E1 to E2, E2 to E3 and E3 to E4 grades, the
final grading/rank awarded by the DPC will form the basis ior
determining seniority in the respective grades.

11. Head (HR)/Directors/CMD shall nominate appropriate
Departmental Promotion Committee and Selection Committee to consider
and make recommendations for promotion.

12. Qualifying period fixed will only determine the eligibility of the
Executives for consideration for promotion to existing vacancies and
completion of such period will not confer any right for automatic
promotion.

13. Any Executive against whom disciplinary proceedings have been
initiated or who is under suspension shall not be debarred from
consideration for promotion, but such an Executive shall be promoted
where found otherwise suitable only from the date he is unconditionally
reinstated or exonerated. His seniority will, however, be g verx}eéi'_,ms

= dT)
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i ho has been
ther an Executive who fia
he case may be. Fur ) : be eligibie for
Clau_si 9;/ ;2 Zsr::suit of disciplinary p?oceedmgs Wégrng:)m thegldate of
pun;'sd:ration for promotion for a period of one y
COIL

imposition of the penalty.

i i be made to a Committee
if any, against supersession may ot
;? -thcAgfzraé, ;ff Di:;ectirs within two (_:alenda{‘dmo?}tlgs g:;g?a]tha; e
i The Commitiee will consider
promotion order.

i i uch an
decision will be communicated within two months of receipt of s

T
appeal. The decision of the Committee shall be final. Reasons fo

i i iti Officer
supersession will not be communicated in writing to the

concerned.
15. Probation:-

i i - - d E-6 on promotion to
Executives in the grades of E-4, E-5 an . _
? the respective higher grades will be on probatlon for a peqod
of one year w.e.f. the date of the Promotion order /assumption
of charge of the Post in the higher scale of pay.

b) During the period of probation the performance‘ of the
Executives will be assessed on a half yearly basis. ' On
satisfactory completion of Probation the Executive will be
confirmed in the higher scale of Pay. Probation may be
extended if the work and conduct during the period Qf
probation is not satisfactory. In such cases if an Executive is

not confirmed he may be informed of the position in writing
within one months’ time.

¢)  Probation may be extended, not more than once by a period
not exceeding six months. The decision to extend the
probation shall be communicated within one month of the
expiry of the probation period.

d) In the event of the probation being extended the Executive
concerned shall not earn his normal increment either during
the original probation period or during the extended period
and his date of increment shall be postponed by the period
for which the probation is extended. If he is confirmed in
the scale of pay on satisfactory completion of the extended
period of probation he shall draw his increment from the date
of completion of the extended period of probation.

If the performance of an executive promoted is not found
satisfactory even during the extended period of probation the
promotion effected will be treated as cancelled and be
withdrawn and he shall be placed in the scale from which he
was promoted. He will be considered for pPromotion next only
after completing one year in that scale,
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16.  The Chairman and Managing Director may, at his discretion relax

these Rules to meet  organizational requircments or special
circumstances,

17. Amendment to this Policy shall be made only with the approval of
the Board,

18. Pay Grades:- The Executive grades below the Board level covered
by this Promotion Policy and their pay scales are as under:-

E-1 . ¥ 40000-140000
E-2 - ¥ 50000-160000
E-3 - ¥ 60000-180000
E-4 - ¥ 70000-200000
E-5 - T 80000-220000
E-6 - ¥ 90000-240000
E-7 - T 100000-260000
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