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HR Policy Manual
1.

Introduction

1.1.

Odisha Livelihoods Mission (OLM)

Odisha Livelihoods Mission

Panchayati Raj Department, Government of Odisha

The National Rural Livelihoods Mission was launched in the state on 18th April 2011.
Odisha Livelihoods Mission, a registered society under Panchayati Raj Department as
per Society Registration Act 1860 is implementing NRLM,TRIPTI and other Poverty
eradication programs of the State/ Centre.

1.2.

Vision and Mission:
Vision
“By 2025, the rural people of Odisha live in a state of wellbeing and free from all
forms of poverty and have the capacity to cope with all types of vulnerability”
Mission
“Ensuring sustainable livelihoods for the rural poor through improved access to
financial, livelihood and other support services, with institutions of the poor playing
a catalytic intermediating role”

1.3.

Mission’s Goal:
The Mission has prepared a phased out strategy to reach out to all development
blocks in an intensive manner by 2017. 38 blocks in ten coastal districts where
TRIPTI is being implemented is the first phase of National Rural Livelihoods Mission
(NRLM) for intensive intervention, in addition intensive activities have been initiated
in 40 blocks in 10 districts in Southern, Western and Northern Odisha, out of these
40 blocks funding for 27 blocks is secured through the NRLP till 2017, for the
remaining blocks the mission will be utilizing the NRLM funds.
By 2017, the mission’s goal is to reach out to 50 lakh poor and extremely poor and
vulnerable households by mobilizing them into 5 lakh Self- Help Groups (SHGs)
in 314 development blocks. The specific outcomes that the Mission is striving to
accomplish in the next five years are as follows:
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scale-up from 38 blocks under TRIPTI to all 314 blocks;

zz Form, strengthen

and directly benefit 500,000 SHGs;

zz Facilitate

formation and institutional development of 6000 Gram Panchayat
Level Federations (GPLF) and 314 Block Level Federations of SHGs;

zz Mobilize

1000 Crores internal saving through SHGs;

zz Leverage

bank linkage of 5000 Crores for all SHGs supported by the mission;

zz Converge

benefits worth 5000 Crores from existing government schemes and

programs;
zz Promote

200,000 producer groups to ensure sustainable livelihoods and
incremental income increase; and

zz Create 80,000 Community Professionals/Resource Persons as social capital that

will serve the community with no cost to the State.

1.4.

Mission’s Purpose:
zz In order to achieve the above outlined outcomes, it is imperative for the mission

to mobilize, maintain and retain good quality human resource to facilitate and
implement the mission activities over the next five years. The purpose of this
policy framework is for enabling the mission to formulate a well-articulated
human resource policy and staff management guidelines that will focus on the
principles of:
zz Getting

on board the best quality human resource possible;

zz Create

a culture of performance and results orientation;

zz Provide

competitive compensation and benefits to ensure quality human
resource is recruited, maintained and retained;

zz Create

a system of performance appraisal for management of staff career
and ensuring that people who are hired for the mission are retained for their
performance only; and

zz Put
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resource working in the mission are keeping pace with knowledge and skills for
effective and efficient implementation of Mission activities.

2.

Definitions

2.1.

“Society” means Odisha  Livelihoods Mission and all its offices at State, District and
Block levels

2.2.

“Mission” means Odisha Livelihoods Mission

2.3.

“Government “means the Government of Odisha.

2.4.

“Staff ” means staff of Mission taken on board through recruitment/deputation.

2.5.

“NRLM” means National Rural Livelihoods Mission

2.6.

“Employer or Organisation ” means the Odisha Livelihoods Mission

2.7.

“EC” means the Executive Committee of OLM.

2.8.

“GB” means Governing Body of OLM.

2.9.

“SMD cum CEO”  State Mission Director and Chief Executive Officer of OLM

2.10.

“Additional CEO”  Additional Chief Executive Officer of OLM

3.

Dedicated Support Structure
The State Mission Management Unit (SMMU), District Mission Management Units
(DMMUs) and Block Mission Management Units (BMMUs) will be staffed with
competent professionals from the open market as well as from Government who
will anchor the Mission at various levels. The Human Resource Policy Manual shall
provide a set of guidelines for acquiring, developing and retaining competent people
towards facilitating achievement of Mission objectives.

4.

Guidelines for Developing Human Resource Policy Manual
The HR Manual has been prepared on the basis of the underlined principles under
which HR actions are to be driven in OLM.The HR Policy is linked to and supportive
of the project vision and goal on an ongoing basis with project’s priorities and key
3
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objectives being reflected in HR priorities and objectives. The HR Manual is built on
certain principles and underlining policies related to selection, recruitment, training,
development, performance appraisal system, benefits and services, training and
capacity building needs assessment and grievance redressal system, staff deputation
and outsourcing policies and disciplinary control systems.

4.1.

Training and Development
Training and Development is a process in a project environment will aim at enhancing
the ability of each member of project staff to address the present and future needs
of the project and their own developmental needs. Training is concerned with task
related learning activities aimed at improving on-the-job performance in order
to satisfy the current and future needs of the project, and to enhance staff job
satisfaction. Development is about learning activities which will improve the overall
competence of staff beyond the needs of their present job to be able to meet the
future needs of the project, and their own career goals. The HR Policy calls for
continuous learning atmosphere in the Mission, which will harness talent and build
capable Human Resource.
As a part of this process Training Need Assessment (TNA) will be crucial which
will be an ongoing exercise to ensure that staffs perform to their full potential.
It is proposed to conduct adequate training exercises including induction, skill
enhancement and management development programs allows the project to achieve
high productivity, promote job satisfaction and enhance the career development
opportunities for all staff.

4.2.

Job Enhancement and Staff Retention
The HR Policy promotes a framework in which the project will offer scope and
opportunity for job enhancement to its staff members.This is one of the key aspects
of organizational development that provides adequate job enrichment and job
enlargement for the employees to ensure their sustained motivation level. The HR
policy offers the possibility of providing mobility ensuring that staffs gain experience
of working in different roles in the organization with increased responsibilities.

4

HR Policy Manual
4.3.

Odisha Livelihoods Mission

Panchayati Raj Department, Government of Odisha

Performance Management System (PMS)
The underlining principle in designing the Performance Management System is
the linkage between individual or team performance to the project objectives. It
provides for measures so as to enhance contribution of staff members in line with
the achievement of project’s goals and objectives. The PMS will strive to create an
environment of effective performance management and appropriate mentoring and
development. It will provide the basis for an environment to support the enhanced
motivation, commitment and morale of staff. The PMS design will ensure translating
project objectives and activities to individual objectives and deliverables, developing
competency profiles for individual roles and in turn identifying the support required
for enhancing individual performance and using training and development of staffs in
the context of delivering project plans and objectives

4.4.

Policy on Communication
The HR Policy provides for a policy of transparent HR systems, open communication
and timely exchange of information.The Policy advocates for internal communication
strategy built on values like trust, honesty, equity and empathy. Open Communication
would reinforce credibility in the project, make the team aware of mission and goal
of the project, and reinforce organizational culture and value system and impact
positively on commitments towards Project goals. The HRPL Manual will prescribe
the means for external and internal communication in the line of this policy.

5.

Key Elements of HRPL Manual
The HRP Manual is based on the above outlined HR Policy. It is a summarized
form of systems and procedural documentation applicable to employment with the
Project OLM including appointment procedures, employment flexibility and staff
development provisions, employment staff contracting modalities, performance
appraisal, reward and compensation, grievance handling, etc. relevant to Mission.
This Manual would guide staffs at various levels like SMMU, DMMU and BMMU
Level on their roles and responsibilities, process for performance appraisal and
recognition system and offer the guidelines for HR formalities and processes in the
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project including recruitment, appraisal, incentive schemes, deputation, termination,
disciplinary actions, etc.
zz Organization
zz Staff

Structure, Functions and Job Description

Recruitment and Selection Process

zz Service

Conditions and contract policy for Project Personnel

zz System

and process of engaging outsourced human resource

zz Compensation
zz Performance
zz Working

Management System

Systems and Procedures

zz Disciplinary
zz Grievance
zz Capacity

Packages including Reward and Incentive Schemes

Control System

Redressal Mechanism

Building and Training Interventions

zz Delegation

of Powers

6.

Organization Structure, Function and Job Description

6.1.

Statutory and Governance System Established
Odisha Livelihoods Mission Society (OLMS) is led by its Governing Body (GB) that
is chaired by Hon’ble Chief Minister, Govt. of Odisha and executive functions are
performed by Executive Committee (EC) headed by Chief Secretary, Government of
Odisha. The day-to-day management of the OLM is carried out by the State Mission
Director-cum-Chief Executive Officer (CEO) and his/ her team of Officers. The
functions, programs and their relationship are illustrated below. The top decision
making activities are carried out in the State Mission Management Unit (SMMU)
headed by the CEO and Addl. CEOs and other functional specialists as indicated
below.
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The Governing Body
The Governing Body is constituted of the following members.

Sl.

Designation

Status

1

Hon’ble Chief Minister, Odisha

Chairman

2

Hon’ble Minister, Panchayati Raj, Odisha

Vice Chairman

3

Chief Secretary & Chief Development Commissioner

Member

4

Agriculture Production Commissioner & Additional Chief Secretary Member

5

Development Commissioner & Additional Chief Secretary

Member

6

Secretary, Finance Department

Member

7

Secretary to Chief Minister

Member

8

Secretary, Agriculture Department

Member

9

Secretary, Forest & Environment Department

Member

10

Secretary, Women & Child Development Department

Member

11

Secretary, ST & SC Development Department

Member

12

Secretary, Handlooms, Textiles & Handicrafts Department

Member

13

Secretary, Fisheries & Animal Resources Department

Member

14

Team Leader, UNDP, Odisha

Member

15

Chief General Manager, NABARD, Bhubaneswar

Member

16

Chief General Manager, SBI, Bhubaneswar Region

Member

17

Convener SLBC–cum- General Manager, UCO Bank, Bhubaneswar

Member

18

State Mission Director-cum Chief Executive Officer, OLM

Member

19

Regional Director, RBI, Bhubaneswar

Member

20

Secretary, Panchayati Raj Department

Member Secretary

The above members shall be initial members of the Governing Body.The Governing
Body can induct additional members to the Governing Body from industrial and
business associations, representatives from community organization and others,
whenever the requirement arises, in the interest of the project and can also remove
such members.
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Functions and Powers of the Governing Body
The Governing Body shall have powers to:
zz Undertake all activities necessary for the fulfillment of the vision and objectives
as laid down in Article 6 of the Memorandum and Articles of Association.
zz Expand the strength of its membership provided the expanded strength is filled
in the manner prescribed for enlisting the original membership.
zz Add, modify or amend these bye-laws provided that all such additions,
modifications or amendments shall be aimed at promoting the objectives of the
Mission.
zz Remove a member on the grounds listed in the bye laws under Section 5.3.
zz Approve the Annual Budget and Broad Action Plan, Annual Report, Balance
Sheet and the annual audited accounts of the Mission.
zz Approve the appointment of the auditors of the Mission.
zz Delegate to the Executive Committee or the Member Secretary any of the
above powers.

6.1.3.

The Executive Committee
The Executive Body has the following composition:
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Sl.

Designation

Status

1

Chief Secretary & Chief Development Commissioner

Chairman

2

The Development Commissioners & Additional Chief Secretary

Co-Chairman

3

Secretary, Panchayati Raj

Vice-Chairman

4

Secretary, Agriculture Department

Member

5

Secretary, Fisheries & Animal Resources Department

Member

6

Secretary, Handlooms, Textiles & Handicrafts Department

Member

7

Secretary, Women & Child Development Department

Member

8

Secretary, Forest & Environment Department

Member

9

Director, Special Project, P.R Department

Member

10

Additional Secretary(NTFP), Forest & Environment Department

Member

11

Project Director, WORLP

Member

12

Project Director, OTELP

Member

13

FA-cum-Joint Secretary, P.R Department

Member

14

Executive Director, ORMAS

Member

15

Chief General Manager, NABARD

Member

16

Convener, SLBC

Member
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Sl.

Designation

Status

17

Chief General Manager, SBI

Member

18

Chairman, Utkal Gramya Bank

Member

19

Chairman, Odisha Gramya Bank

Member

20

State Mission Director-cum-CEO, OLM

Member Convener

6.1.4.

Functions and Powers of the Executive Committee
Subject to the provisions of the Memorandum of Association and the Rules and
Regulations, the Executive Committee shall have the control and management of the
business and affairs of the Mission and shall have all advisory, executive and financial
power to conduct the affairs-of the Mission through its Member Convener. All the
duties, powers, function and rights, whatsoever, consequential and incidental to the
carrying of the objectives of the Mission shall only be exercised or performed by
the Executive Committee.
In particular and without prejudice to the generality of the foregoing provision, the
Executive Committee will:
zz Accept donations and endowment or give grants upon such terms and conditions
as it may think fit.
zz Delegate its power, other than those of making rules, to the Chairman.
zz Appoint committees, sub-committees, expert panels, task-force working or
study groups and Boards etc. for such purpose and on such terms as it may
deem fit, and to remove any of them.
zz Recruit and appoint all staff of the Mission through a competitive & transparent
process.
zz Set policy for the Mission.
zz Ensure that the Mission considers any comments made by funding agencies on
the progress in the implementation of the projects sponsored and funded by
them.
zz Monitor progress of the project to ensure achievement of project objectives.
zz Closely monitor the financial position of the Mission in order to ensure timely
income flow and to review annual audited accounts.
zz Do generally all such acts and things, as may be necessary or incidental to
carrying out the objectives of the Mission or any of them. Provided that nothing
9

Odisha Livelihoods Mission

Panchayati Raj Department, Government of Odisha

HR Policy Manual

herein contained shall authorize the Executive Committee to do any act or
to pass any bye laws which may be repugnant to the provisions hereof, to the
powers hereby conferred on the Executive Committee and other authorities,
or which may be inconsistent with the objectives of the Mission.

6.2.

10

Structure of State Mission Management Unit (SMMU)

HR Policy Manual

6.2.1.

Odisha Livelihoods Mission

Panchayati Raj Department, Government of Odisha

Functions of SMMU:
zz coordinate

and develop convergence with other missions and programmes in
the state for the required synergy to enhance the capabilities of rural poor and
their access to other entitlements such as wage employment, food security, risk
mitigation etc necessary for poverty eradication;

zz organize

state level skill training and placement support programmes, capacity
building programmes, workshops, seminars and cross-learning visits to promote
the objectives of the Mission in the state;

zz develop

required training and other material for promoting the functioning of
the people’s institutions, their transparent financial and democratic management
and statutory compliance;

zz document

the progress and process of implementation and best practices,
including institution of comprehensive MIS systems;

zz conduct/ commission studies to assess the

impact of the Mission on eradication

of poverty
zz To receive funds from the NRLM/MORD and other agencies as well as the state

government to execute the approved action plans; and
zz facilitate institution of monitoring and learning system and undertake concurrent/

periodic evaluations and
zz To

undertake publicity / information / awareness campaign to promote the
Mission objectives.
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6.3.

Structure of District Mission Management Unit (DMMU)

6.3.1.

Functions of DMMU:
The district unit will be headed by the District Collector, designated as the District
Mission Director. The Project Director, DRDA, designated as the District Mission
Coordinator will support the District Mission Director for overall programme
execution in the district. The Director will manage the Mission activities in the
district under the direction of the state agency.The District Mission Director will be
assisted by a team of functional specialists in the fields of Community Mobilization and
Institution Building, Capacity Building, Micro Finance, Livelihoods/ Micro Enterprises/
Marketing etc., in addition to administration and finance. The functional specialists
will be appointed on contractual basis and will undertake activities in the respective
fields under the proximate leadership of District Mission Director and the overall
guidance and supervision of the state project team. This will work in close liaison
with DRDAs.

HR Policy Manual
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6.4.

Structure of Block Mission Management Unit ( BMMU)

6.4.1.

Functions of BMMU:
The block level unit will be headed by Block Project Manager/ Team Leader supported
by community facilitators/coordinators responsible for social mobilization/ institution
building, bank linkage, micro finance, livelihoods promotion and book keeping. The
principal role of block level unit will be mobilization of all BPL households into the
SHG fold and build their capacities. The units will also be responsible for building
village level and block level federations of SHGs depending upon their economic
viability which will undertake the bigger tasks of negotiating with the financial and
marketing institutions as well as the PRIs. To support in the livelihoods promotion
activities, two to three Livelihoods Cluster Resource Persons will be appointed in
each block. To accelerate the process of social mobilization, the block level will be
divided into clusters, each cluster comprising of two Gram Panchayats and place
each cluster under the charge of a coordinator. Eventually, the block level federations
will replace the block level units over a period and perform all the activities that
the block level mission units will initially perform. Thus, the people’s institutions
are expected to take over the entire implementation responsibility of sustaining all
activities after the Mission.
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6.5.

Job Description
The job description of all the approved posts under the Mission has been uploaded
in the Mission web site.

7.

Institutional Arrangement at Various Levels
The Project is managed by OLM and it has a multi tire structure at State, District and
Block Level which are staffed by required professionals as given in the implementation
structure diagram. There will be a State Mission Management Unit (SMMU), District
Mission Management Units (DMMUs) at district level and Block Mission Management
Unit (BMMU) at block level for execution of the Mission.

7.1.

State Mission Management Unit (SMMU)
SMMU is headed by SMD-cum-CEO supported by Addl. CEOs and Dy. CEOs
and thematic leads in different verticals. The SMMU is responsible for the policy
designing, convergence, handholding support, policy advocacy and helps in creating
institutional and capacity building architecture at different levels.
Sanctioned Strength at SMMU
Post

7.2.

Post sanctioned

SMD-cum-CEO

1

Addl. CEO

3

Dy. CEO

7

Project Manager

17

Project Executive

26

Project Assistant

9

Total

63

District Mission Management Unit (DMMU)
DMMU is headed by the PD, DRDA-cum-District Mission Coordinator with overall
monitoring and supervision of Collector-cum-District Mission Director. PD, DRDA
is supported by the District Project Manager and other thematic leads of different

14

HR Policy Manual

Odisha Livelihoods Mission

Panchayati Raj Department, Government of Odisha

functions. DMMU is responsible for coordinating, implementing and managing
Mission activities in the Districts in coordination with SMMU. The DMMU will be
overall responsible for the activities undertaken by the BMMU in the respective
district.
Sanctioned Strength at DMMU
Post
District Mission Director (DMD)-cum- Collector
District Mission Coordinator (DMC)-cum- PD (DRDA)
District Project Manager (DPM)
Project Manager (PM)
Project Executive (PE)
Project Assistant (PA)
Cashier
Total

7.3.

Post sanctioned
30
30
30
90
180
30
30
420

Block Mission Management Unit (BMMU)
BMMU is headed by the BDO and supported by BPM and other staff. BMMU is
responsible for programme implementation of the Mission at Block level.
Sanctioned Strength at Block level
Post
Post sanctioned
BPM
314
Coordinators (Institution Building, Livelihoods, Financial
942
Inclusion)
Accountant
314
Skill Development Coordinator
118
Project Assistant
314
Total
2002
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Classification of Posts:
Level/Grade Designation
TM

SMD-cum-CEO/Additional CEO/DMD/DMC

SM

Deputy CEO/District Project Manager/BDO

MM

Project Manager/Project Executive

JM

Block Project Manager/Young Professional

SS

Coordinator, Project Assistant, Accountant and Cashier

TM- Top Management, SM- Senior Management, MM-Middle Management,
JM-Junior Management, SS- Support Staff

9.

Reporting Structure
The reporting structure of OLM at various levels will be as follows:

SMMU
Designation
Addl. CEO
Dy. CEO
Project Manager and Project Executive
Young Professional
Program Assistant
DMMU
District Project Manager
Project Manager and Project Executive
BMMU
Block Project Manager and Below

Reporting to
SMD-cum- CEO
Addl. CEO
Dy. CEO
PM/ Dy. CEO
Addl. CEO/Dy. CEO
PD, DRDA-cum-District Mission Coordiantor
District Project Manager
Block Development Officer

10.

Recruitment and Selection of Staff

10.1.

Procedure for Recruitment
The aim of the recruitment is to identify the source and to create the pool of job
seekers. Selection process is intended to select the best amongst the available lot
following multiple selection methods.The selection process will be part of approved

16
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recruitment plan. Recruitment from the open market will be done through a
competent external HR agency or by the Society itself adopting a transparent
selection process. The recruitment will be based on following non-negotiable
principles as follows:
zz Respond
zz Clearly

to project objectives and organizational needs

defined eligible criteria, skills and competencies   

zz Conducted
zz Comply

with all legislation and prevalent laws

zz Principles

10.2.

in a professional manner in accordance with best practices

of fairness, equality, openness and merit

Methods of recruitment:
zz Advertisement in local and national newspapers asking candidates to apply online.

Detail job profile, eligibility, job description and other conditions of recruitment
will be part of online application system.
zz Deputation

from Government (State/Central), PSUs, Nationalized Banks,
NABARD etc

zz Outsourcing the services to an external agency for support services e.g. security,

support staff, facility management, housekeeping, etc.\
zz The

outstanding personnel retired from govt. and its allied services having
relevant and specific experience may be recruited for the benefit of the project.
The upper age limit of such personnel would be 65 years.

zz Conducting Walk-in-interview

wherever required.

zz Direct campus recruitment from reputed rural development, rural management,

management, social work, agriculture as well as other technical colleges/
institutions
zz Promoting

existing staff member suitable or allowing them to apply against
vacancies with suitable relaxation

These methods may be applied from time to time depending on requirements at the
17
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given point of time with due approval from the Executive Committee.
Selection process will emphasize on selecting right candidates with desired skill,
competence and attitude to work in a poverty reduction project. Necessary approval
from the Executive Committee of OLM will be taken for creation of the posts in
Mission. Once the post is created, the SMD will be authorized to recruit and select
staff for all the positions other than deputed staff as per sanctioned strength. The
procedure for recruitment for any position in OLM will be as follows:
zz Decision

to be taken whether to hire HR agency or to do in-house
recruitment

zz Drafting
zz HR

of ToR and process started to hire the HR agency

agency will be taken on board following OLM procurement norms

zz Approved

eligibility criteria will be followed while publishing advertisement.
SMD-cum-CEO may decide to modify the said criteria considering the availability
of eligible candidates and in the best interest of the Mission, which may be
subsequently ratified by the EC.  

zz SMD-cum-CEO

will approve the recruitment plan including the selection

process.
zz Floating

of advertisement in national and local dailies.

zz Screening
zz Drawing

of merit list and issuing job offer

zz Execution

10.3.

of applications and conducting selection process.

of contract agreement

Selection Criteria
The candidates must be selected on the basis of merit and relevant experience,
keeping the desired competency requirements in view. The staff would be recruited
against a Job Description elaborating on the work domain, roles, responsibilities and
functions of the recruited individual.
Recruited Staff should have an attitude to serve the poor and a pro-poor

18
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facilitative orientation. S/He is expected to have domain knowledge about poverty,
development principles, strategies, knowledge of successful interventions, various
actors in development, their roles and limitations etc, if s/he has been recruited for
a program function. Other desirable skills in any candidate would be leadership skills,
mobilization skills, communication skills, training, presentation skills, etc.
OLM would follow the principle of gender equity in selection of its staff. Further,
persons with disabilities and from ST/SC community would be given special focus
during the selection.

10.4.

Selection Tools:
The Selection Process for OLM would use combination of various tools and specific
weightage will be allocated to different stages of selection.The recruitment plan will
envisage detail of weightage and selection methods. Standard selections tools may
used include:
zz Screening

of Application: CVs will be shortlisted on the basis of eligibility
age, qualification and experience specified for each position.

zz Subjective

written test: A written Test is to be conducted for assessing the
core area of the candidate on the subject/ thematic.

zz Trade Test:

it will be administered for position like Project Assistant, PA to
Director, Accountant

zz Personal

Interview: It is conducted on one-to-one basis and is most potent
method to judge a candidate. Candidates will be assessed against predefined
criteria through an independent interview panel.

zz Merit

list will be drawn by taking respective weighatge of subjective written/
Trade test and interview. However, the overall weightage should be 50% or more
to select the candidates in the merit list. In want of which, fresh advertisement
will be done.

zz Notwithstanding

the above selection tools, SMD-cum-CEO may decide to add
further tools or take any such decision in the matter of selection by taking
approval of EC depending on the requirement for the post.
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Outsourcing of Support Staffs and Functions
OLM can outsource service of an agency to provide manpower for positions
like, Receptionist, Driver, Guard, Office Boy, Data entry Operator etc. The human
resource provided by the agency to the Mission will be exclusively its own staff.
OLM may engage one or more agencies to place staff at State / District / Block level
for its offices. SMD-cum-CEO will have the authority to engage such agencies. The
outsourcing agency will be appointed as per the procurement norms of the Mission.
However, Mission may also outsource human resources from outsourcing agencies
engaged by other societies/department of Panchayati Raj.
The SMD will have the authority to renew the contract with the outsourcing
agencies based on the satisfactory performance of staffs deployed by them/delivery
of functions. In case of unsatisfactory performance of the staff deployed by the agency,
the SMD-cum-CEO may ask the service provider for a replacement of the person,
or even terminate the contract and engage a new agency. Thus all liabilities and
contractual obligations of such persons will lie upon the service provider agency.

10.6.

Deputation of Staff and Engagement of Retired Personnel
The SMD, Addl.CEOs and other officials will be deputed from the Government of
Odisha and their engagements will be governed as per the norms of the parent
department.
OLM may engage retired personnel from the Government of Odisha / Government
of India / Public Sector undertakings directly if they meet the required eligibility
criteria. This may be decided from time to time by the SMD with approval of the
Executive Committee. The appointment of retired government personnel will be
governed by the existing policy of the government.
Those joining on deputation from Govt of Odisha would continue to draw salaries
as per the scales in their parent department. In addition to this, staff hired on
deputation are entitled to a monthly allowance as determined by the Mission with
due approval of EC.
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Induction Program for new Staff
Induction of new staffs is an important process through which they are oriented
about the Mission and its activities. Induction of staff at the state, district, block and
sub-block levels is a critical component of the SRLM’s capacity building framework.
The induction would be conducted within the first six months of the staff coming
on board. The induction training may be conducted by in-house thematic lead and
external experts as required. SRLM may take support from various Capacity Building
Agencies (CBAs), Management Institutes or resource persons for staff training and
induction. However, the induction is not outsourced completely to the resource
person/agency.
The broad areas of induction include briefing, objectives and components, thematic
technical areas concerning SHG and community institutions and HR issues including
roles, responsibilities, reporting, performance management and working procedures
of the Mission. The induction should focus on four key areas – Facilitation,
Management, Training and Leadership Skills.
The induction plan would be conducted in a phase wise including both classroom
training and field experience.  Field learning would incorporate village immersion
visit, exposure visit to best practice sites, attachment to colleagues from own state
or advanced states, etc. All the participants would have to submit certain deliverable
during each phase which the participants would submit individually or in teams/
groups. In addition, they should also submit their tour diaries, book reviews, etc.

11.1.

Induction Design for the staff at all levels would broadly comprise of the four
phases:

Phase CCs
(18 weeks)

BBMs/District Specialists

SMMU/DMMs

(16 weeks)

(14 weeks)

Fieldwork:Village Immersion and Exposure visit to NRO
I

Understanding the Context - Poverty,Vulnerability & Livelihoods
Classroom Segment (CRS) – Classroom Segment (CRS) – 6 Classroom Segment (CRS) – 6 days
6 days
days
Fieldwork: Accompanying CRP rounds; Participatory Assessment
Field Work Segment (FWS) – Field Work Segment (FWS) – 4 Field Work Segment (FWS) – 2
6.5 weeks
weeks
weeks
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Phase CCs
(18 weeks)
II

BBMs/District Specialists

SMMU/DMMs

(16 weeks)

(14 weeks)

Understanding Institutions and Beyond
CRS – 10 days

CRS – 10 days

CRS – 10 days

Fieldwork: Plan for the Poverty Reduction in a village or two
FWS – 4 weeks

FWS – 4 weeks

CRS – 6 days

CRS – 6 days

III

FWS – 2 weeks

Thematic/Management Orientation
CRS – 6 days

Fieldwork: Attachment to existing DMM/DMM Specialist; Short-term and long-term Plans
for the District/State/Theme
FWS – 4 weeks
IV

FWS – 3 weeks

PHASE IV: Planning
CRS – 4 days

11.2.

FWS – 3 weeks
CRS – 6 days

CRS – 6 days

Training Modules in each of the phases would broadly include the
following:

All the staff members would undergo a field immersion visit including field
exposure to NRO states before the commencement of the first phase training.
PHASE I: Understanding the Context - Poverty,Vulnerability & Livelihoods
Introduction to NRLM & NRLM Framework; Identifying NRLM Target Group, PIP Process
Poverty,Vulnerability, Gender and Livelihoods
Understanding self, qualities of a development worker
Team building – cooperation, team work, conflict management, negotiation skills
Poverty,Vulnerability, Gender and Livelihoods
PRA/PLA Tools – introduction to tools
Initiation into Documentation
PHASE II: Understanding Institutions and Beyond
Architecture of Institutions (SHGs, Federations)
Gender and Social Inclusion
SHG: Mobilisation, Group Dynamics, Panchasutra
Financial inclusion beyond savings and credit
SHG: Bookkeeping, Grading, RF, MCP, CIF and Bank Linkages, Interest subvention,VRF
Livelihoods – major livelihoods of the poor, resources, issues; Livelihoods situation analysis
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Capacity Building: Community Institutions/Cadres, Local Stakeholders, Convergence and
Partnerships
Leadership – problem solving, decision-making; Team vision, Team Management and Team
Learning
Planning for interventions – feasibility, viability and cost-effectiveness
Participatory Training Methods Overview of Methods and Tools [Module Development, Planning,
Case Studies, Games, Songs, Material, non-verbal communication etc.]
PHASE III:Thematic/Management Orientation
Introduction and Scope of themes
Processes at community level – interventions, institutions, community cadres, capacity building,
etc.
Developing Personal and Team Vision
PHASE IV: Planning
Financial Management
MIS, M&L, FM, Community Procurement etc.; ICT and learning
Feasibility, viability, cost-effectiveness of interventions
Planning for Poverty Reduction, Planning for Interventions
Plan for Interventions: Business Plan, proposals, Training Plan, Integrated Plan
During their induction period, assessment is continuous by the induction anchor,
apart from assessing learning and performance by day-to-day assessment methods
and scores.The candidates who display not satisfactory performance during induction
would be de-selected. Also, any person who is not able to follow core values and
non-negotiable principles of NRLM and who is not interested to stay with/be with/
work with the poor would be filtered out during the course of the induction.
The induction program would be coordinated by the Dy.CEO (HR) under the
supervision of Addl CEO (Program Support). It should be completed for all
appointed staff before they take program responsibilities. Induction programme may
be organized at state/district/block depending on the suitability.
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zz Staff recruited for the Mission will execute a contract agreement for a period of

three years and nature of employment will be contractual and coterminous with
the Mission. Staff will remain on probation for an initial period of six months
from the date of joining. On satisfactory performance during probation, the
services of the staff will be retained for a period of one year including the period
of probation.
zz In

case the performance during the probation period is not satisfactory, the
probation will be further extended for a period of another three months.

zz If

the performance of the staff is still found unsatisfactory during the extended
period of probation, the staff will be disengaged from service with 7 days
notice. Prior notice is not required, if the disengagement is due to disciplinary
reason/s.

zz The

contract agreement will be renewed on completion of one year subject to
satisfactory performance based on Performance Appraisal System.

zz Others

terms and conditions of contractual engagement are mentioned in the
contract agreement as at Annexure-2.

zz Offer

letter and contract agreement format are given at Annexure-1 and
Annexure-2 of this manual respectively.

zz The

authority to appoint the contractual staffs is delegated to SMD-cum- CEO
against the sanctioned posts.

12.2.

Performance review during probation:
Defined reporting and reviewing authorities in this manual will review the performance
of the staff during probation against pre-decided indicators. The focus will be more
on to find out the initiation, motivation and willingness to work, empathy towards
the target population and task orientation of the staff.
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Termination of Contract
zz The

contractual engagement may be terminated by either side by giving one
month notice in writing and one month period will be exclusive of any leave
except in extreme emergency.

zz The

decision of SMD-cum-CEO will be final on the emergency leave availed by
the staff.

zz The

days so lost by availing of leave in normal course during the notice period
will be compensated by the staff by working for such number of days.

zz If

the termination of service is due to disciplinary ground, there will be no
requirement of the notice.

zz During

the month of termination, the staff member will be eligible to get all
allowances on a pro-rata basis. This clause will however not be applicable to
cases of termination without any notice.

zz Days

in service will be calculated till the last day (rounded off to lower day
in case of fractions) of presence at office and final settlement will be done
accordingly.

12.4.

Separation
Contractual staff members of the Mission may separate from OLM for various
reasons including unfortunate case of death of staff member. In all cases of separation,
settlement of all dues would be made fast and fair.
In all possible cases, a process of counseling would be undertaken to understand
the reasons why the staff member is seeking separation. In case there are
misunderstandings or an issue which can be resolved, the concerned person may
be counseled.
The following procedure and guidelines will guide cases of separations. Separation
could be due to:
zz Resignation

offered by staff member

zz Non-renewal

of contract

zz Disengagement

due to compelling reasons
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The resignation letter should be addressed to the SMD and it should be routed
through proper channel. Non-renewal of contract could happen either from OLM
side or from the staff side.
In all cases of separation due to above causes, the staff member concerned should
take a ‘No Dues Certificate’ before the last day of his/her duty from all concerned
offices/ department of OLM. This certificate should be finally submitted to Human
Resource Cell and after verification it will be put up to Addl.CEO (Finance), who in
turn will put up to SMD for approval for payment of all dues. Finance and Procurement
Cell shall prepare a final list of recoverable (in case of advances) and dues within
fifteen days of receipt of the copy of the approved resignation letter. All recoverable
must be first settled as per the accounting norms before payment of dues. Format
for no due certificate is attached in Annexure- 3.
The staff member should hand over charges to his/her successor or any other
officer as authorized by the head of office at different unit.
Amount spent for the staff by sending him for any such training programme on his
or her request meant for upgrading his/her knowledge and skill for the present as
well as future job in a way helps the career development may be recovered from the
concerned staff if he/she resigns without rendering less than one year service after
attending the said training. Final decision on this will be made by the SMD.

12.5.

Separation due to death of staff member
In case of unfortunate death of a staff member, Finance Cell will be responsible to
prepare a status list of clearance from all offices / departments of the Society and
submit to SMD for approval. A condolence message from the Mission signed by the
SMD and all the staff members may be sent to the bereaved family. Recoverable (in
case of advances) may be settled as per the accounting norms and payment of dues
made to the nominated member as per Mission records within a fortnight.

12.6.

Exit Interview
Staff members in whatever ranks represent an organization and its culture. In all cases
of separation except unfortunate demise of a staff member exit interviews shall be
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conducted. The purpose of the exercise would be gain critical feedback from the
staff member on areas which could be further improved within OLM. This process
shall be conducted just before the actual release of staff member. Exit interview
would be conducted only by a trained senior person within the OLM, preferably
the HR Specialist.This may be conducted for positions, DPM and above. It should be
conducted by someone not in the direct line of command. It would be done through
an in depth interview, with the purpose of seeking feedback for improvement. The
exit interview may be applicable to only Category I and Category II staff members.
A set of sample guiding questions have been provided in Annexure-4.

13.

Compensation and Benefits

13.1.

Purpose:
The purpose of the compensation and benefits policy is to support the overall
Mission and Human resource strategy by developing competitive compensation
structures and systems which will enable OLM to attract, develop and retain the
best talent. Also the purpose of the policy is to promote a result oriented culture at
OLM by rewarding and retaining high performers.

13.2.

POLICY GUIDELINES

13.2.1.

COMPENSATION POLICY
zz OLM

would base its compensation on the benchmarks assessed through a
compensation survey conducted every 5 years

zz In order to remain competitive in the employment market OLM’s compensation

structure would be benchmarked at a higher end of the market.
zz The

benchmarking would be a process conducted by an external HR
consultancy.

zz The

benchmarking process would draw a comparison of OLM staff with the
compensation of staff performing similar tasks in similar projects.

zz Post

the benchmarking exercise a recommendation would be made by the
Executive Committee to the governing body for an appropriate for approval.

zz These

recommendations would be made considering the budget
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COMPENSATION REVIEW
zz Compensation

would be reviewed on an annual basis considering the inflation
and performance of the individual as per the Policy on Compensation review.

13.2.3.

PERFORMANCE BASED PAY
zz OLM would make provisions to pay a year performance based pay in accordance

with the Performance management process. This performance based pay will be
paid on verification of the personal review / appraisal and the M& E/ MIS Data.
zz The performance based pay applies only to those who complete the performance

management exercise.

13.3.

GRADES AND BENEFITS

13.3.1.

PURPOSE
The purpose of this policy to classify various roles/ jobs in grades on the basis of
knowledge required, responsibilities handled impact on the organization, degree of
decision making and complexity of tasks. The grade structure would enable us
to define a growth path for staff in OLM. Grade structure would ensure that all
jobs that are similar for purposes salary and benefits are grouped within the same
grade.

13.3.2.

POLICY GUIDELINES
1. The job/ role evaluation exercise needs to be conducted before the gradation
happens.
2. This exercise needs to be done once every 5 years.
3. The exercise would be done by an External HR agency and a role benchmarking
would be done.
4. Job Definition and Validation
a. The roles definition that gets created through this process will be the
base for selecting the staff in to the various roles.
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b. The role definitions will also highlight role demands what would be
analyzed creating competency models for each role.
c. The fit- gap analysis after the competency mapping exercise would
become a base for various development programs.
5. Job levels and Hierarchy
a. Based on the complexity of the role, impact of the role on the organization
of decisions taken in the role, the responsibilities handled in the role and
the level of supervision would matter while defining the job grade levels.
b. Roles/ Jobs with similar values and types will be grouped under the same
level(grade)
c. These grades will define a growth path in OLM
6. Promotion and Up-gradation
a. Up-gradation: Staff moving in the same designation from BMMU to DMMU
or SMMU will be called as up-gradation.
b. Promotion: Staff moving to a higher designation within the same cell / unit
would be called as promotion.
7. Current Grade Structures
a. Following will be grade structure:
b. These Grades and levels will define salary and benefit levels

13.4.

Remuneration and Benefits to Staff members
The manual spells out the remuneration and benefits to contractual staffs recruited
from the open market.
OLM has already approved a consolidated salary for different posts at various levels
as mentioned below.
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Designation
SMMU
SMD-cum-CEO
Addl. CEO (PS)
Addl. CEO (Finance)
Addl. CEO (Operation)
Dy. CEO
Project Manager
Project Executive
Project Assistant
Total
DMMU
District Mission Director-cum-Collector
District Mission Coordinator-cum-PD, DRDA
District Project Manager
Project Manager
Project Executive
Project Assistant
Cashier
Total
BMMU
Block Project Manager
Coordinators (Institution Building, Livelihood,
Financial Inclusion)
Accountant
Skill Development Coordinator
Project Assistant
Total

Post
sanctioned

Current approved
salary

1
1
1
1
7
17
26
9
63

State govt. salary
State govt. salary
State govt. salary
90,000-100,000
60000-70000
40000- 50000
25000-35000
10000-12000

30
30
30
90
180
30
30
420

State govt. salary
State govt. salary
60000-70000
40000- 50000
25000-35000
10000-12000
12000-15000

314
942

25000-35000
15000-20000

314
118
314
2002

12000-15000
15000-20000
10000-12000

In addition to the above approved remuneration, 3% annual increment is currently
applicable to the Mission staff on successful completion of one year of service.
In the mean time NMMU has furnished a guideline suggesting model salary structure
and other allowances for the above posts as furnished below. In order to attract
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the best talent and make the OLM as a desired destination, Mission may think of
reviewing the salary structure and other allowances in line with NMMU model and
practices of other SRLMs.
13.4.1.

Revision of Remuneration
Monthly consolidated package would be reviewed periodically taking into
consideration factors such as cost of living, inflationary trends and Consumer
Price Index. The Project may decide to keep the approved pay constant and revise
the proposed allowance periodically which will effectively increase the monthly
consolidated pay to the contractual staff member. Overall annual increment in
monthly pay can be up to 15%. If a structured salary (with break-up and provident
fund) is offered the increment will be an appropriate percentage increment in the
basic salary.

13.4.2.

Salary Structure and Statutory Provisions

13.4.2.1.

Employees Provident Fund (EPF) & Employees State Insurance (ESI)
zz The

Mission employs large number of contractual staffs and the provisions of
Employees Provident Fund (EPF) should be implemented as a matter of statutory
obligations.

zz It

is recommended that Mission should place the proposal of EPF before the
Executive Committee for approval.

zz The

employees’ provident fund will be implemented as per the provisions of
Employees Provident Fund and Miscellaneous Provisions Act, 1952.

The current structure is a consolidated package. In due course of time, Mission may
try to institute provision a structured salary with breakup of basic, HRA, conveyance
and other allowances, employee and employer PF contribution. This salary break-up
will attract better talent to the Mission.
13.4.2.2.

Annual Performance based Incentives
The Mission will provide for an annual incentive to its staff members on the basis
of their performance as evaluated in the Performance Appraisal System. The PAS
will give a comparative picture of the staffs engaged in the Mission and an incentive
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based on performance will be paid to the staffs. The detail of PMS is given in next
chapters in this HRPL Manual. Annual incentive will be given to staffs that have
completed one year of service with OLM and it will be released on a monthly basis
during the year ensuing performance year for which appraisal is carried out. Annual
incentive will have two components, one based on group performance and another
for individual performance. Details are given in PMS section.
13.4.2.3.

Provisions for Non Monetary Incentive
The Mission will offer non monetary incentives to encourage good performer to put
their best effort. The non-monetary incentives may be listed as mentioned below;
zz Nomination

for management development program and specialized training

program.
zz Nomination

13.4.2.4.

for higher studies.

zz Felicitation

through presentation of memento, certificate of appreciation etc.

zz Publication

in monthly magazine or news letter.

Provisions for House Rent Allowance
The mission will take step for providing house rent allowance to the staff keeping in
view the policy of the government and other organizations similarly placed.

13.4.2.5.

Gratuity
Gratuity will be payable to the mission staff on completion of five years of  continuous
service as a matter of statutory obligation.The payment of gratuity will be governed
by the “Payment of Gratuity Act 1972”. The Mission may decide to pay gratuity
through Insurance Company under Group Gratuity Scheme.

13.4.2.6.

Transfer Policy
The objective of transferring a person from one position or location to the other
is to provide career development opportunities for the employee and to meet the
OLM’s immediate manpower requirements.
Transfers will be made at the discretion of the management of OLM or on personal
request. All staff are transferable within any of the operations/mission units/
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departments/locations where Mission has the need, interests or activities. While
effecting transfer, it should be kept in mind that undue hardship is not caused to the
staff.
The need for transfer could arise out of the following broad categories, not limiting
to:
zz Transfer
zz Effect

necessitated by the exigencies of the OLM .

lateral transfers for broader development between similar positions

zz Transfer

in a district/sub unit or division/unit having less than required cadre

zz Effect physically removing an officer from one duty station on a personal conflict

one who made with another officer inside or outside the organization
zz Transfer

in a district/hub unit or division/unit on disciplinary grounds

zz Undertake

responsibilities of a new district/hub unit or division/unit or vacant
position due to expansion.

zz Accommodate

the request of one district/Block unit to another on personal

request
13.4.2.6.1. Policy guidelines
––

Transfer, in the context of OLM, is defined as relocation exceeding a six month
period.

––

Transfers may cover placement of a staff in another department, district, block,
sub-block, operating unit or location.

––

The SMD-cum- CEO will have the authority to approve all cases of transfers
within the operating units.

––

Expenses of the Transfer of staff involving shifting of household belongings and
family may be reimbursed after the submission of the bills.

––

OLM staff will be eligible to apply for request transfer only after completing one
year of service with OLM. The request should be made to the SMD-cum-CEO
in writing, through the reporting authority specifying the reasons with adequate
information and documentary proof.
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A staff on transfer that involves relocation is expected to join the new location
of duty within 7 working days of the Issue of transfer Letter/ order.These period
of 7 days will be granted as leave with pay and will not be accounted for in the
staffs leave account. In case the staff doesn’t avail this leave, the staff would be
entitled to avail his leave within the same calendar year.

––

The transfer proposal will be initiated by a committee, formed by SMD –cumCEO, who will approve the transfer proposal on recommendation of the
Committee.

––

A staff on transfer that doesn’t involve relocation is expected to join the new
unit/place of work within three days of the Issue of transfer Letter/ order.

––

The concerned manager/supervisor where the staff has been transferred will
provide a job description, job/area orientation, and explain new responsibilities.

13.4.2.6.2. Allowances during Transfer
This allowance will be applicable to all transfer other than transfer on personal
request and on disciplinary ground. Following amount will be reimbursable on
production of bills and vouchers.
Category of Officer / Allowance for baggage and
Staff member
shifting self / family (Lump
sum)
Category I (SM & MM)
Rs.12,000
Category II (JM)
Rs.8,000
Category III (SS)
Rs.5,000

14.

Promotion Policy
Internal promotion will be a kind of reward for existing staff, who have proved their
potential and developed their skill to handle responsibilities for higher positions.
It will be a motivating factor to retain the staff and to attract best talent in the
Mission.
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Merit and seniority will be the criteria for promotion. In addition to this a Committee
may be formed by SMD-cum-CEO which will give recommendation for promotion.
The Mission may design the detailed Promotion Policy within the approved staff
structure at different level.

15.

Leave Rules
Type of Leaves
Casual leave
Maternity leave
Paternity leave

15.1.

Days per year (Paid leave)
12
180
15

General Guidelines
zz Leave

cannot be claimed as a matter of right. It is a benefit conferred on the
staff by the employer

zz Leave already granted may be curtailed or cancelled at any time by the authority

granting the leave to meet emergency requirements of the Mission.
zz Any

kind of leave not covered under these rules shall be decided by the SMD.

zz If

the Mission staff is nominated for any kind of official workshop / training, the
period of absence from headquarters shall be treated as pay days.

zz If

the staff is applying for the leave to go out of the country, prior permission
from the Government must be obtained.

zz A

staff member when on leave shall not take up any paid assignment elsewhere
unless approved by the SMD.

zz Different

kind of leave are suggested in this Manual will be applicable to the
Mission staff.

zz In

addition to the above leave, SMD will have the right to grant Extra Ordinary
Leave in specific cases of emergency where the staff has exhausted CL and EL
and needs leave. This leave if approved will be without pay.
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Casual Leave
A person joining the Mission in the month of January shall be entitled to 12 days
Casual Leave and joining there after shall be entitled to Casual Leave on pro rata
basis @ 1 day per month.
zz Casual

leave lapses at the end of each year and cannot be carried forward

zz If

leave availed exceeds leave due, this will amount to loss of pay for additional
days.

zz Staff

can avail 10 days CL at a stretch.

zz Excess

of C/L availed beyond his/her leave due at the time of separation from
service; the same will be deducted @ 1day per month from the terminal dues
arising out of final settlement. In case the excess CL cannot be adjusted from
the terminal dues, the staff has to deposit the amount.

zz As

per his/her necessity, a staff member may avail half-day casual leave- 10 A.M
to 1 P.M during the morning session and 2 P.M to 5 P.M during the after-noon
session.

15.3.

Extraordinary leave (EoL)
zz Extraordinary

Leave for a period beyond one month may be granted only in
case of special emergency with approval of SMD-cum- CEO.

zz It

will be applicable only when the staff has exhausted his / her CL. It will be
treated as leave without pay subject to leave due.

zz Maternity

15.4.

leave will not be treated as EoL

Unauthorized Absence from Duty
zz A staff member shall not absent herself/ himself from duty, without prior approval

except under medical emergencies.
zz If

a staff member remains absent without intimation to his / her superior, the
days of absence will not be treated as pay days

zz Disciplinary

proceedings shall be initiated against staff who have been staying on
unauthorized absent frequently.
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zz If

a staff member is absent without intimation to his/her reporting officer for
more than seven consecutive working days, it will be deemed that staff has
vacated his/her post.

zz The

services will be terminated by serving a letter of termination to the listed
address of the staff.

zz Staying

beyond approved leave period shall be treated as unauthorized absence
from duty

zz Unauthorized

absence can be regularized on reasonable and sufficient ground
by discretion of State Mission Director.

15.5.

Maternity Leave
zz All

women staff members are eligible to avail 6 months Maternity Leave on
production of medical certificate.

zz The

leave may be considered as leave with pay for maximum 6 months.

zz This

leave is applicable even in case of a miscarriage, including abortion –
supported by a medical certificate to that regard.

zz Maternity

leave may be combined with any other leave.

zz Maternity

Leave shall not be debited against the leave account.

zz Such

leaves will be limited to two occasions subjected to the maximum number
of two living children.

zz Prior

written approval must be taken from the SMD-cum-CEO or any other
authorized officer before availing Maternity Leave.

15.6.

Paternity Leave
zz There

may be provision of Paternity Leave for all male staff members on
production of documentary evidence.

zz The

leave may be considered as leave with pay for maximum 15 days.

zz Paternity

leave may be combined with any other leave.

zz Paternity

Leave shall not be debited against the leave account.

zz Such

leaves will be limited to two occasions subjected to the maximum number
of two living children. Prior written approval must be taken from the SMD
before availing Paternity Leave.
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General Conditions of Admissibility of Leave
zz An application for leave must normally reach the office of the authority granting

leave at least three working days before the date from which the leave is to be
commenced.A format for leave application is given in Annexure-5. However, when
a staff member is unable to report for work due to illness or due to unforeseen
urgent circumstances, he/ she may convey a message over the telephone or any
other mean to his/her supervisor. Once the staff member returns to work, s/he
should submit a leave application to cover her/his absence.
zz Merger

of two different types of leaves will not be permissible except in case
of maternity leave and paternity leave or by approval of SMD. In case of medical
emergencies, the sanctioning authority may sanction a merger, which should be
later approved by the SMD.

zz Extension of leave already granted shall not normally be allowed. SMD at her/his

discretion may grant extension in event of any emergency.
zz SMS

sent for permission for leave must be confirmed with the authority
sanctioning leave. Mere sending SMS will not be treated as leave is granted. This
is not applicable for long duration leave

zz In calculating Casual Leave, government declared holidays, Second Saturdays and

Sundays should be excluded.

15.8.

Authorization for Leave
Leave sanctioning authorities are mentioned below:

Name of Position

Duration of leave

Recommending
Authority

Sanctioning
Authority

SMMU
Addl. CEO deputed
from Govt.

Any duration

SMD as per the Govt.
norms

Secretary , Panchayati
Raj Department

Dy. CEO

Any duration

Concerned Addl. CEO

SMD-cum-CEO

PMs, PEs and YPs

Up to 5 days

Concerned Dy. CEO

Concerned Addl. CEO

More than 5 days

Concerned Dy. CEO &
Addl.CEO

SMD-cum-CEO

Up to 5 days but less than one
month

Concerned Reporting
Authority

Addl.CEO (PS)

More than one month

Addl.CEO (PS)

SMD

SS
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Duration of leave

Recommending
Authority

Sanctioning
Authority

DMMU
DPM

Leave up to 10 days

DMC-cum- PD, DRDA

DMC-cum- PD, DRDA

Leave beyond 10 days

DMC-cum- PD, DRDA

DMD–cumCOLLECTOR

PMs, PEs,YPs and
other staff

Leave up to 3 days

DPM

DPM

Leave beyond 3 days up to one
month

DPM

DMC-cum- PD, DRDA

All staff

Maternity Leave

DMC-cum- PD, DRDA

DMD–cumCOLLECTOR

Leave up to 10 days

BDO

BDO

Leave beyond 10 days up to one
month

BDO

DMC-cum- PD, DRDA

BMMU
Coordinators &
Other staff

Leave up to 10 days

BPM

BDO

Leave beyond 10 days up to one
month

BPM

DMC-cum- PD, DRDA

All staff

Maternity Leave

BDO, PD, DRDA

DMD–cumCOLLECTOR

BMMU
BPM and YPs

15.9.

Medical Examination
Leave sanctioning authority if believes that medical certificate submitted by the
staff in support of medical leave is fake, the concerned staff may be examined by a
certified medical practitioner by requesting to the Chief District Medical Officer or
any other authority as decided by the SMD-cum-CEO or DMD-cum-Collector. In
the above circumstances, the staff found guilty, disciplinary action as deemed fit shall
be taken against the person.

16.

TA and DA Rules
*TA/DA rules will be referred in Financial Management Manual

17.

Performance Appraisal System
Performance Appraisal Systems is a HRD tool to help improve organization’s and
individual’s performance. PMS is employed in various formats and styles in different
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organizations towards enhancing performance level and consequently helps in
achieving organization goal and objectives. PAS for the Mission is designed with the
guiding factor that individual and group performance will collectively decide the
Mission performance.
A model PAS is proposed in this manual which may be utilized by the Mission to
measure performance of staff members and institute a reward system with approval
of the Executive Committee.
The Performance Appraisal System will be used to evaluate performance of SMMU,
DMMU and BMMU.This appraisal system has two components, a group performance
which will be conducted for operational units like SMMU / DMMU / BMMU and
an individual performance appraisal specific to each position. The reward system
proposed in the manual has also two components-group based and individual
incentives.The appraisal system is based on Key Performance Indicators (KPI), which
is linked to the Annual Action Plan (AAP) / MIS / progress reports.

17.1.

Objectives of Proposed PAS
zz Help

in enhancing individual and team performance towards attaining Mission’s
goals, objectives and targets

zz Assist

in planning and implementation of the Mission

zz Help

in identifying training need of the staff

zz Help

in succession planning of the staff

zz Help

in Human Resource Development and Capacity Building for the project

staff
zz Provides

17.2.

for rewarding performing individuals and teams

Performance Year
It is suggested that the financial year is taken as the performance year for the
purpose of PAS. Since the targets are taken from Annual Action Plan for measuring
performance, PAS will consider the financial year as performance year. The target
setting / KPI finalization meeting will be convened after AAP finalization.The appraisal
will take place during April month of every year for the preceding financial year.
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Performance Principles
In course of the Performance year, there would be three Quarterly Reviews, in the
first week, each, of July, October and January followed by the Annual Appraisal in
April of the following year. At the outsets, Key Performance Areas (KPAs) are to be
identified and Key Performance Indicators (KPIs) are to be finalized against each
KPA. The entire assessment system is being designed so as to achieve the Mission’s
objectives.
Based on AAP, KPAs and KPIs would be finalized through detailed discussion,
deliberation and brain-storming. As far as possible and pragmatic, the finalized KPIs
should be objective in nature i.e. quantitative, qualitative, time-bound and easily
measurable. It must be noted that the KPAs will be finalized before every performance
year and for each KPA targets will be set on which staff will be evaluated. The KPAs
can change or modified for each performance year depending on the extent of
work and Annual Action Plan. It is suggested that individual KPIs are kept constant
and group KPIs can change depending on AAP every year for easier implementation
of PAS.
As far as possible, qualitative measurements will be avoided as it will create difficulties
in objective assessment given the fact that the Mission is large scale in nature and
staffs are spread out in districts and blocks. Most of the indicators will be derived
out of AAP and are expected to be directly measurable. The indicative list of KPIs
given in this HR manual may be taken as a reference.
Performance Appraisal and Assessment would be done from the following sources:
zz Data

from the Monitoring and Evaluation System of the Mission

zz Data

from progress reports / MIS Reports at various levels

zz Qualitative

feedback on the functioning of staff from activity reports / MLE cell

zz Feedback

on overall functioning of staff from work reports / activity reports /
other experts

zz Feedback

on CBO operations from studies conducted by MLE cell
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PAS Execution in OLM
The Dy. CEO (HR) and his/her team will be responsible for overall coordination
of PMS activities under the supervision of ADDL. CEO (PS). Apart from this, a task
group may be formed by the SMD to spearhead PAS implementation. It is also
proposed that at the beginning of the year all staff members are circulated with
their KPIs along with the target sheets. The staff can themselves keep a track of
the achievement and during quarterly reviews they can discuss any issues with
their reporting authority which could be the bottleneck for their job delivery and
achieving the targets.
PAS will be applicable to all staff including contractual and deputed staffs. There
will be two stage assessment; one for individual assessment and one as a group
assessment. The groups such defined are contractual staffs in Category I / II / III in
SMMU, each DMMU and each BMMU. There will be separate KPIs for individual
performance and group performance. The group assessment will use indicators
from the AAP as KPIs while individual assessment will use specific KPIs given in this
manual. KPIs are worked out in Annexure-6.

17.5.

Performance Appraisal Process
Performance appraisal will be conducted by the reporting officer and the scores
submitted will be reviewed and finalized by the reviewing officer.
The reviewing officer will have the authority to make changes in the score. Each staff
will make a self appraisal and give scores on the basis of predefined KPIs and place
it before the reporting officer, who will ratify the scores and send it to reviewing
officer for approval.
The reviewing officer will finalize the scores on the same PAS formats.These scores
once finalized will be compiled by the HR cell and respective grades will be given as
per the PAS standard given in this manual.
Besides the annual appraisal, quarterly reviews will be conducted to understand staff
performance and flag any issues affecting progress / performance which are beyond
the control of staff member. The table below identifies steps through which the
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Performance Management System would be implemented.
SL

Component

Process Step

Key
Responsibility

Activity
Period

1

Identification of   •
KPAs and KPIs

Review of Annual Action •
Plan for ensuing year and
KPI meeting

SMMU members March
and Dy. CEO
(HR)

2

1st Quarterly •
Performance
Review

ADDL. CEOs July
&Dy. CEOs at
State Level

3

2nd Quarterly
Performance •
Review

4

3
Quarterly
Performance
Review

Review and Monitoring •
of actual progress against
set targets annual and
quarterly
•
Counseling of the staff and
flagging any performance •
deficiencies which is beyond
the control of staff

5

Performance
Appraisal &
Assessment

Collection
and •
consolidation of quantitative
data from various progress
reports and MIS
•
Self appraisal by the staff

ADDL. CEOs Jan
& Dy.CEO at of following
State Level
year
DPM at District
Level

•

Ratification and counseling •
by the reporting officer

BPM at Block
Level

•

Placing with reviewing •
officer for approval

Designated
reporting
officers for all
level

•

Analysis & Identification of •
Developmental Needs.

•

Training / Capacity Building

Dy. CEO (HR) May
of
and reporting f o l l o w i n g
officers
year

rd

•

•

6

Staff
Development

DPM at District October
Level
BDO and BPM
January
at Block Level
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Identification of Key Performance Indicators
The Key Result Areas and Key Performance Indicators would be based on the overall
Mission objectives and based on each year’s Annual Action Plan.The KPIs are subject
to change depending on Mission progress and the particular Annual Action Pan. Each
KPI will be an objective number which can be found out from the Mission progress
reports or MIS. It is proposed that group KPIs are completely based on AAP and will
change every year. Individual KPIs as given in this manual can be used for evaluation
unless there is a situation where the activity for an individual is not in force in a year
and he / she is engaged in other activities.
Group Indicators: The KPIs for group performance (SMMU/DMMU/BMMU) will
be based on the targets under each component of AAP. These can be aggregated at
BMMU/DMMU/SMMU level and same indicators will be used for various units. The
indicators will percentage of achievement of either the budget for one component
or the targeted number for an activity. The average of all the percentages will form
the basis of rating unit performance. An example of unit performance based on
targets set by AAP for a district is given in Annexure-6.
Indicators for Individual Staff: Individual KPI will be both quantitative (80
percent weightage) and qualitative (20 percent weightage) in nature. This qualitative
KPI will be based on overall management capabilities like time management, cost
effectiveness, leadership ability and innovation on the job. Indicative KPIs are given in
Annexure-6. Two indicators for qualitative assessment amounting to 20 percentage
weightage are fixed for all positions. 1 to 5 quantitative KPIs are proposed with
equal weightage to each of these, totaling to 80% weightage.

17.7.

Performance Assessment
Unit wise assessment will be clearly on the basis of average percentage achievement
of targeted numbers or budget as illustrated in Annexure-6. Individual assessment
will be made on the basis of KPIs proposed in Annexure-6 which can be collected
form progress report / MIS data. The rating system will be based on a weightage
average of percentage target achievement. An example will illustrate the scoring
system for an individual. The example has two KPIs and as equal weightage is
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prescribed, each one will have 40% weightage. Qualitative indicators together have
20% weightage as defined above.
KPIs

Target for
the year

Achievement

Percentage*

Weight

Weighted
Score (4*5)

1

2

3

4

5

6

Percentage
of
GPs where SA is
completed

50

40

80

80%

0.7*0.8=0.56

Percentage of GPLFs
registered/Grading

50

HR / Mgt. skills
Domain skills

30

Qualitative Rating by Reporting
Officer

Total

(avg. of column
4*column 5)

60
70

20%

0.75*0.2=0.15

100

0.56+0.15=0.71

80

* For easier calculation purpose team score = (average of quantitative KPIs % achievements *
80%) + (average of qualitative KPIs % achievements * 20%)
Qualitative rating will have 20 pc weightage and given by reviewing officer. In percentage terms
it will offer the grades like: Excellent (80 pc), Good (70 pc), Average (60 pc), Below Average (50
pc)
The example above is for assessment of a staff with 2 quantitative KPIs with equal weightage and
the net weighted score come out to be 71% (0.71).

17.8.

Grading of Scores
A rating scale will be used to classify performance of the units (SMMU/DMMUs/
BMMUs) or individuals. Depending on the average percentage of achievement in for
a unit, grade of the unit can be decided. This unit grade can even be monitored on
a quarterly basis as the KPIs are directly linked to AAP indicators. Individual grading
can be calculated after performance appraisal as there are qualitative scores to the
tune of 20 percent. The proposed scoring scale is as follows:
Overall Grade: 		
Grade – A
(Very Good)
Grade – B
(Good)
Grade- C
(Satisfactory)
Grade – C
(Unsatisfactory)

Target Achieved
80% or more of the set target
65% and above but below 80%
50% and above but below 65%
Below50%
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The output of PMS will be grades and percentage scores for individuals and units
(SMMU/DMMUs/BMMUs). OLM may decide rewards / incentive structure based on
these scores which may vary from time to time.

17.9.

Performance Incentive
Based on the performance score for groups / individuals, combination of both
financial and non-financial incentive shall be awarded. Grade –D staff will not be
entitled for any kind of Individual incentives. The financial incentive will have two
components, one as part of the group incentive and other as an individual incentive.
Incentives will be released after the annual performance appraisal during June of
every year for the performance during preceding financial year.
Group Incentive: 0-15% (depending on their group performance score) of the annual
salary of all the eligible members in the unit will be pooled in and equally shared by
them.
Individual Incentive: 0-10% (depending on the individual performance score) of
annual salary of the staff will be paid as annual individual incentive.
SL

Rating in PMS (Individual)

Performance Incentive

1

Those scoring overall Grade ‘A’

5 percent of annual pay

2

Those scoring overall Grade ‘B’

3 percent of annual pay

Incentive Payment Process: The performance pay will be calculated by the PAS
conducted by the HR Cell and rankings obtained by units as well as individual. Total
incentives for an individual will the sum of group and individual incentives.
zz The incentive will be paid in lump sum on annual basis in the year following
completion of PAS.
zz If a staff leaves the Mission without getting his/her incentive due, same will be
calculated as terminal dues at the time of final settlement.
zz Mission reserves the right to release the performance incentive to the staff
concerned terminated from the service on disciplinary ground.

17.10.

Post Appraisal Counseling:
The Mission will provide necessary guidance and counseling in consultation with
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reporting and reviewing officer of the Grade- D staff to improve his/her performance.
If the performance is not improved within the period of six month (two quarterly
Performance review) in the next year appraisal, the services of the staff will be
terminated by giving one month notice or one month salary in lieu of that.
Non-monetary incentives
Besides financial incentives, there may be other incentives which can be offered to
performing staffs. Some examples include:
zz High-end performers may be deputed to Institutes of National Importance (IIM/

IRMA/ASCI) for undergoing specialized training.
zz High

performers can be recommended for promotions subject to vacancy.

zz Performers may be deputed to other OLM Districts/Blocks to act as a Facilitator

/Resource Person.
zz Be

awarded with Commendation/Merit Certificate towards outstanding
performance

zz Publication

in the Project newsletter/ bulletin

zz To

motivate the staff and promote team work best district and block awards
may be instituted which can be offered in annual review meetings

zz Exposure

visit to outside State to similar projects

zz Felicitation

17.11.

of performers in annual events

Identification of Capacity Building Needs
The appraising team would identify areas of growth and capacity building for staff
based on the performance and data from one to one interaction.This could be done
at the time of the personal interview with each staff for reviewing Performance
Appraisal Scores. The CB needs can be consolidated at district and block level and
common areas of Capacity Building would be taken up for teams at district and
block level.The CB Officer will take necessary steps to include these feedbacks into
the annual CB planning.
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17.12.

List of Reporting & Reviewing Officers
The reporting and reviewing officers will vary with positions. The accepting officer
in all cases will be the SMD other that for staffs deputed from the government.

Designation

Reporting Officer

Reviewing Officer

Accepting Officer

Addl. CEO (PS)

SMD

Secretary, PR

Chief Secretary

Addl. CEO (Finance)

SMD

Secretary, PR

ACS, Finance

Addl. CEO (Operation)

SMD

Secretary, PR

Chief Secretary

Dy. CEO

Addl. CEO

SMD

SMD

PM and PE

Dy. CEO

Concerned Addl. CEO

SMD

YP

Dy. CEO/ Addl. CEO

Addl. CEO /SMD

SMD

YP attached to SMD

SMD

SMD

SMD

PA to SMD

SMD

SMD

SMD

PA

Dy. CEO/ Addl. CEO

Addl. CEO /SMD

SMD

District Project Manager

DMC-cum-PD, DRDA

DMD-cum-Collector

SMD

PM/PE and others

DPM

DMC-cum-PD,DRDA

DMC-cum-PD, DRDA

BDO

DPM

DMC-cum-PD,DRDA

SMMU

DMMU

BMMU
BPM and other staff

18.

Capacity Building and Training

18.1.

Need for Capacity Building
Successful implementation of any project by and large depends upon the competency
of people handling it. Hence Training is a very essential intervention for inculcating
appropriate knowledge, skill and attitude for effective implementation of the Mission.
Training and development of human resource will include interventions like TNA
process, induction process, job enrichment and job enlargement plans.
It is proposed that OLM will set an example by providing adequate opportunity
to the staffs for their capacity building. The OLM will strive to develop a culture of
continuous learning through training programs, exposure visits, team meetings, sharing
within the Mission, cross learning and Organizational Development exercises.
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Training for Staff Members
An initial training plan will be designed for Mission staff based on general requirements
on the job such as managerial and interpersonal skills, leadership and communication
skills. This training plan will be specific to staff at various levels like SMMU/DMMU/
BMMU. This plan will be modified periodically based on training Needs identified
during performance appraisal as well as rapid Training Need Analysis (TNA)
conducted for the staff. This will help design of contents, modules and training
curriculum to meet the needs of the trainees.Training agencies or resource persons
will be engaged for the training sessions.

18.3.

Training Need Analysis
Training Needs Analysis (TNA) initiative may be undertaken to assess the training
needs of different levels of personnel engaged in the Mission.The TNA will be linked
to performance management system wherein the appraisal process output will also
help finalizing training needs of staffs. TNA will be a continuous process and it will
integrate the output of performance appraisal and discussion of the staffs with their
reporting officers.  
Various TNA Strategies as indicated below may be used in the TNA Process.
zz Structured

questionnaire

zz Interview
zz Consultation

with seniors

zz Observation

TNA may be conducted with the help of external agency/ consultant.
Based on the outcome of the TNA initiative or outcome of performance appraisal,
the annual training calendar can be modified and required training interventions are
conducted. Even if structured TNA is not conducted, the output of performance
appraisal should assist the Mission to design / modify the training / staff development
plan for Mission staff.
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Grievance Redressal System

19.1.

Objectives

HR Policy Manual

The objective of the grievance redressal procedure is to provide an easily accessible
machinery for settlement of grievances and to adopt measures in Odisha Livelihoods
Mission as would ensure expeditious settlement of grievances of staff leading to
increased satisfaction on the job and resulting in improved productivity and efficiency
of the organization.

19.2.

Applicability
This scheme will cover all staff of the Mission.

19.3.

Definition of Grievance
The International Labour Organization (ILO) defines a grievance “as a complaint of
one or more workers with respect to wages and allowances, conditions of work and
interpretation of service conditions covering such areas as overtime, leave, transfer,
promotion, seniority, job assignment and termination of service”

19.4.

POLICY GUIDELINES
It may be understood that the mechanism is not an alternative for the normal official
channels, but an additional channel for staff to seek redressal for their grievance when
the official channel fails to provide quick and satisfactory response. Organization
is keen to resolve staff queries and concerns.
zz All

grievances will be heard and assessed for its merit

zz The

person filing a complaint will be apprised if the grievance qualifies to be
processed through redressal mechanism

zz For

a qualified complaint the redressal will take place within the scheduled

time
zz The

mechanism will address the problem of the staff promptly so as to avoid
loss arising out of ill effect of grievance e.g. lack of interest, low morale, low in
commitment, etc.
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zz To prevent recurrence, to provide a channel to staff member across all levels for

expressing a grievance and seeking quick redressal.

19.5.

Appointment of Grievance Handling Officers
The Grievance Handing Officer at SMMU/DMMU level or any other officer as
designated by the SMD or DMC-cum-PD, DRDA will act as the nodal person for all
grievances handling at State and District level respectively. S/he will receive lodged
written grievances from the staff by post / e-mail / website interface and place it
in front of appropriate committee for action. Grievance Handling Officer at State
and District level will be called as State Grievance Handling Officer and District
Grievance Handling Officer respectively.

19.6.

Role of Grievance Handling Officer (GHO)

19.6.1.

S/he would list out all grievances lodged through written application by hand / post
/ e-mail with proper documentation.

19.6.2.

On receipt of grievance, GHO has to verify whether any such recourse has been
provided under any other act/scheme to handle the grievance and refer the same
accordingly.

19.6.3.

Communicate to the Chairman of Grievance Redressal Committee at appropriate
level well in advance

19.6.4.

The GHO concerned shall intimate the aggrieved party to present before the
committee for redressal of his/her grievance on specified date and time.

19.6.5.

Communicate the decision of the committee to the aggrieved party

19.7.

Formation of committee

19.7.1.

A four member committee to redress grievances should be constituted by the
SMD-cum-CEO at the state, and district level. They will be called as State Grievance
Redressal Committee and District Grievance Redressal Committee respectively.

19.7.2.

An equal representation of both the genders to be maintained in the Committee.

19.7.3.

The quorum for the meeting should be two members including one woman
member.
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19.7.4.

State Grievance Redressal Committee (SGRC)

19.7.4.1.

The committee shall comprise following members-Addl. CEO (Program Support),
any one Dy. CEO from Operation vertical, Dy. CEO (HR) and one of the woman
staff in the rank of officer and above.

19.7.4.2.

Addl. CEO (Programme Support) can preside over the committee as Chairperson
and others as members. Chairperson has the discretion to decide the name of
woman member. The committee may decide to call any other staff or external
member as ex-officio to take his/her views.

19.7.5.

District Grievance Redressal Committee (DGRC)

19.7.5.1.

The committee shall comprise following members-PD, DRDA of the district,
District Project Manager, district thematic manager and one or more staff from the
concerned BMMU.

19.7.5.2.

PD, DRDA of the district can preside over the committee as Chairperson and
others as members. Chairperson has the discretion to decide the name of woman
member. The committee may decide to call any other staff or external member as
ex-officio to take his/her views.

19.8.

Functions of the Committee

19.8.1.

Upon receipt of intimation from the GHO concerned, the committee at state &
district will sit once in every month for redressal of the grievances lodged before it
during last one month

19.8.2.

There will be a separate minute’s book with each of the committees where all
proceedings of meeting will be recorded.

19.8.3.

Record proceedings of the committee and issue the decision to the concerned
Grievance Handling Officer

19.9.
19.9.1.
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19.9.2.

Grievance can be lodged through letter, email, registration in the website or any
written communication. In case there exists a need for an immediate attention, the
aggrieved person could be contacted over phone, however, a written confirmation
would be necessary..

19.9.3.

The grievances could be at the State Level related to the policy matters which can
be resolved by SGRC or there can be grievances at Block or District level which can
be resolved by the DGRC.

19.9.4.

GHO shall first determine for whether one grievance qualifies to be resolved by
the SGRC/DGRC. Accordingly, CGHO will send intimation to the Chairman of the
respective Grievance Redressal Committee in the prescribed format within 7 days
of receipt of grievance from the aggrieved party.

19.10.

The Grievance Redressal Mechanism

19.10.1.

The aggrieved staff in the first place shall present his/her grievance to his immediate
superior, who in turn would try to resolve the matter in consultation with next
higher authority and furnish a written reply within 7 days.

19.10.2.

If the aggrieved staff is not satisfied by the decision of immediate superior, s/he lodge
his / her grievance in writing before the concerned GHO. The GHO will issue an
acknowledgement to the aggrieved party and intimate in the prescribed form to
the Chairman of the appropriate Grievance Redressal Committee within 7 days of
receipt of grievance from the aggrieved party.

19.10.3.

The concerned Grievance Redressal Committee shall convene the meeting, hear
the grievance of the aggrieved party and try to resolve it within maximum of 30 days
of receipt of written grievance from the GHO.

19.10.4.

If the matter is urgent, the Chairman of the concerned grievance redressal committee
shall call emergency meeting and hear the grievance in person. As far as practicable,
the committee will resolve the grievance expeditiously.

19.10.5.

If it is beyond the scope of DGRC to resolve the grievance with the reasons to
be recorded in writing, the Chairman of the DGRC will inform in writing to the
Chairman of the SGRC within 7 days from conclusion of proceedings.
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19.10.6.

On receipt of intimation from DGRC, the SGRC will resolve the grievance
expeditiously.

19.11.

Appellate authority
Aggrieved by the decision of the SGRC or DGRC, staff can appeal before the State
Mission Director (SMD) or District Mission Coordinator-cum-PD,DRDA within
7 days of getting intimation from the concerned GHO. The Appellate Authorities
will hear the aggrieved party after going through the entire grievance redressal
procedure. The decision of the Appellate Authorities will be final and binding and
grievance will be summarily closed. GHO will formally intimate the decision of the
Appellate Authority to the aggrieved party with copies of the proceedings and other
relevant details within 7 days.

20.

Process of Disciplinary Control
Discipline does not mean a strict and technical observation of rigid rules and
regulations. It simply means working, cooperating and behaving in a normal and
orderly way, as any responsible person would expect a staff to do. In other words,
discipline is staff self control which prompts him to cooperate with organizational
standards, rules and objectives.
Misconduct is a transgression of some established and definite rules. It is an act or
conduct which is prejudicial to the interest of the Mission or is likely to impair the
reputation of the Mission or create unrest and can be performed even outside the
Mission’s vicinity and beyond duty hours. It is for the Mission to determine in its
‘Code of Conduct’ as to what shall constitute acts of misconduct and to define the
extent of punishment for them.
All staff members at OLM shall live up to the highest standards of conduct,
accountability, and performance.The following acts and omissions by a staff member
of OLM shall amount to misconduct and provides for disciplinary action.
An act of misconduct can be categorized as follows:
a. Minor Misconduct, not so serious in nature
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b. Major Misconduct, serious in nature
Acts and omissions leading to minor misconduct or major misconduct are mentioned
hereunder:

20.1.

Acts and omissions amounting to minor misconduct, not so serious in nature

20.1.1.

Negligence in duty

20.1.2.

Deliberately avoiding meeting, training program, seminar, workshop, etc under some
pretext

20.1.3.

Non submission of monthly/quarterly report in time

20.1.4.

Unauthorized absence from duty

20.1.5.

Disobeying the orders of the higher officer or reporting authority

20.1.6.

Working on own way against the project guidelines and strategies

The above misconduct committed habitually for more than one time shall lead to major misconduct

20.2.

Acts and omissions amounting to major misconduct

20.2.1.

Willful damage to or loss of project’s goods or property

20.2.2.

Taking or giving of bribes or an illegal gratification whatsoever in matters related to
project

20.2.3.

Habitual absence without leave or unauthorized absence for more than a week.

20.2.4.

Habitual late attendance

20.2.5.

Habitual breach of any rules applicable to the project

20.2.6.

Riotous or disorderly behavior during working hours at the project or any act
subversive of discipline

20.2.7.

Habitual negligence or neglect of work

20.2.8.

Manhandling the higher officer and using abusive and derogatory language towards
him/her.
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20.2.9.

Going on strike in workplace or inciting others to go on strike in the area of work.
workplace in contravention of the provision of any law, or rule having the force of
law

20.2.10.

Theft, fraud or dishonesty in connection with the project’s business or property

20.2.11.

Willful insubordination or disobedience, whether alone or in conjunction with
another or others, or of any lawful or reasonable order of a superior. The order of
the superior should normally be in writing.

20.2.12.

Drunkenness, fighting or riotous, disorderly or indecent behaviors while on duty at
the place of work.

20.2.13.

Directly or indirectly involved in such activities tarnishing the reputation of the
Mission and causing harm to the integrity and self respect of co-staff and seniors

20.2.14.

Intentionally making slow progress at work.

20.2.15.

Habitual indiscipline

20.2.16.

Providing wrong information in the candidature for the sake of employment or any
other matter related to the project

20.2.17.

Producing fake medical certificate for the purpose of medical leave

20.2.18.

Causing willful harm to project implementation

20.2.19.

Unauthorized absence by a group of staff as a concerted effort

20.2.20.

Producing false bills and vouchers for reimbursement of expenditure

20.2.21.

Engagement elsewhere while employed by the project and thereby drawing
remuneration from both the organizations

20.2.22.

Disclosing project’s confidential information and sharing project documents without
approval of competent authority

20.2.23.

Participating in elections or campaigning in elections for any political party

20.2.24.

Holding meetings at state/district/block/GP level of the project without the previous
permission of competent authority, except in accordance with the provision of any
law for the time being in force
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20.2.25.

Distributing of, or exhibiting within local limits of state, district, block and GP area
of operation of the project, handbills, pamphlets, posters and such other things or
causing to be displayed, by means of sign or writing or other visible representation
or any other matter without the previous sanction of the competent authority

20.2.26.

Unauthorized possession of any lethal weapon while working in the project

20.2.27.

Sexual harassment like gesture, abusive language, intentional touch, showing sexual
favour or any kind of activities outraging the modesty of a women staff in the Mission
as spelt out in the guideline.
The above list is indicative. Any other lapses/ omissions/ commissions intentionally
done by the staff can be considered as misconduct if these are prejudicial to the
interest of the Mission.

Details instructions to conduct the disciplinary proceedings and do’s and don’t given in Annexure-8
and Annexure-9.

20.3.

Suspension
Since livelihoods projects are implemented on a Mission mode for limited years,
suspension procedure as applicable in service laws may not be attracted for its staff.
If any major lapses are done by any staff, the disciplinary authority will call for an
explanation of the staff and take a decision as to desirability of his continuance in the
organization and disengage him forthwith. However s/he will be entitled to receive
salary or allowances till the last date he has worked. As far as possible, principle of
natural justice, provisions of labor laws and court rulings are to be scrupulously
adhered to in dealing with the disengagement.

20.4.

Domestic Enquiry
If the explanation submitted by the delinquent staff in reply to the charge sheet is
not found satisfactory, the disciplinary authority may institute domestic enquiry by
appointing an Enquiry Officer (or  Enquiry Committee consisting of more than one
person) and the Presenting Officer and inform the charge sheeted staff about the
same.An indicative letter for appointment of Enquiry Officer is given in Annexure-9.
The Enquiry Officer would send a Notice of Enquiry as shown in Annexure-8 giving
him sufficient time to attend the enquiry.
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Order by the disciplinary Authority
The disciplinary authority will pass the order-punishment or otherwise on the basis
of report of the Enquiry Officer.While so deciding he has to take into consideration
the gravity of the misconduct and the past records of the charge-sheeted staff and
any other extenuating and/or aggravating circumstances that may exist. If he agrees
with the findings, he should take a decision regarding the punishment to be imposed.
If, on the other hand, he does not agree with the findings he should record his
own findings based on the evidence on record. In case the Enquiry Officer finds a
charge-sheeted staff not guilty and the disciplinary authority, disagreeing with the
findings of the Enquiry Officer records his own findings of guilt, he should afford
another opportunity to the charge-sheeted staff to show-cause against the findings
of guilt and take into consideration the causes, if any, shown before awarding any
punishment. In either case the delinquent would be given an opportunity to defend
against proposed punishment.

20.6.

Punishment
On the basis of the conclusions arrived at in the domestic enquiry, if it is found that
the charges levelled against the staff are not proved, he may be exonerated and a
letter to that effect may be issued. If any of the charges or all the charges are proved,
then the appropriate punishment may be imposed on the staff by referring to the
punishment provided under the HR Manual.
For Mission Staffs governed by Conduct, Discipline and Appeal Rules, the following
kind of penalties may be imposed:
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20.6.1.

Minor Punishment

20.6.1.1.

Censure

20.6.1.2.

Withholding of Promotion, if any

20.6.1.3.

Suspension

20.6.1.4.

Withholding of increments of remuneration with or without cumulative effect

20.6.1.5.

Recovery from remuneration or such other amount as may be due to staff, of the
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whole or part of any pecuniary loss, caused to the Project by negligence or breach
of orders.
20.6.2.

Major Punishment

20.6.2.1.

Reduction to a Lower Grade or Post

20.6.2.2.

Dismissal from service

20.6.2.3.

Removal from service which shall not be a disqualification for future employment

20.7.

Action not considered “Punishment”
The following shall not amount to a punishment:

20.7.1.

Issue of warning;

20.7.2.

Withholding of increment of a staff on account of his work being found unsatisfactory
or failure to pass a prescribed test or examination;\

20.7.3.

Non-promotion, whether in an officiating capacity or otherwise, of an staff to a
higher post for which he may be eligible, but for which he is found unsuitable;

20.7.4.

Termination of service

20.7.4.1.

of a staff appointed on probation during or at the end of the period of probation,
in accordance with the terms of his engagement.

20.7.4.2.

of a staff appointed under a contract or agreement, in accordance with the terms
of such contract agreement

20.7.4.3.

Non renewal of contract

20.8.

Appeal against the Order
A staff governed by Disciplinary Rules of the Mission will have the right to appeal
against the order of the disciplinary authority to the appellate authority as indicated
in delegation of power in section 20.9 of this Manual.
The appeal shall be addressed to the appellate authority and submitted to the
authority whose order is appealed against. The later authority shall forward the
appeal together with its comments and the records of the case to the appellate
authority within 15 days of receipt of appeal.
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The appellate authority shall consider whether the findings are justified or whether
the punishment lacks sense of proportion and pass appropriate orders within one
month of the date of appeal. The appellate authority may pass order confirming,
enhancing, reducing or setting aside the punishment or remitting the case to the
authority which imposed the punishment or to any other authority with such
direction as it may deem fit in the circumstances of the case. Provided that if the
enhanced punishment which the appellate authority proposes to impose is a major
punishment and an enquiry as provided under rules has not already been held in the
case, the appellate authority shall direct that such an enquiry be held in accordance
with the provisions of the rules and thereafter consider the record of the enquiry
and pass such orders as it may deem proper. If the appellate authority decides to
enhance the punishment but an enquiry has already been held as provided in rules,
the appellate authority shall give a show-cause notice to the staff as to why the
enhanced punishment should not be imposed upon him. An indicative format for
show cause notice is given in Annexure-9 The appellate authority shall pass a final
order after taking into account the representation, if any, submitted by the staff.

20.9.

Authority and Delegation of Power

The power of disciplinary control of staff of Mission is vested with the Executive
Committee of OLM. EC may delegate the authority to State Mission Director and
others as specified below:
Authorized
Subordinate
Disciplinary proceedings
Form of
Officer
Officers
Punishment
SMD-cumAll officers  and staff Issue charge sheet /show cause All power
CEO
in all units
notice, memos, ordering domestic
inquiry, appointment of Inquiry
Officer  & Presenting Officer etc.
Additional
All officers and staff Issuing charge sheet memo/show Warning,
CEO
at State Mission cause notice, appointment of Inquiry reprimand
(Programme
Management level. Officer, Presenting Officer and
Support)
ordering domestic inquiry.
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Authorized
Officer
Collectorcum-District

Subordinate
Disciplinary proceedings
Form of
Officers
Punishment
All officers and staff Issuing charge sheet memo/show Warning,
at District Mission cause notice, appointment of Inquiry reprimand, Fine

Mission
Director
PD-DRDAcum-District
Coordinator
BDO-cumBlock Mission
Leader

Management Unit

21.

Officer, Presenting Officer, and
ordering domestic inquiry.
All officers and staff Issuing charge sheet memo/show
at District Mission cause notice
Management Unit
All staff at BMMU Issuing charge sheet memo/show
level
cause notice, appointment of Inquiry
Officer, Presenting Officer, and
ordering domestic inquiry.

not exceeding
one weeks’s pay
Warning,
reprimand
Warning,
reprimand

Approval of Tour Program and Tour Diary
Designation

Tour Approving Authority

SMMU
Addl. CEO

SMD-cum-CEO

Dy. CEO

SMD-cum-CEO

PM, PE,YP

Addl. CEO (PS)

Support Staff

Addl. CEO (PS)

DMMU
DPM

DMC-cum-PD-DRDA

PM, PE,YP

DMC-cum-PD-DRDA

Support Staff

DPM

BMMU
BPM,YP

BDO

BMMU Coordinators and support staff BDO
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22.

Working Systems and Procedures

22.1.

Attendance and Absence from Office

22.1.1.

Staff shall report to office at 10 AM morning by signing the Attendance Register or
using Bio-metrics and reporting beyond 10.30 AM shall be treated as late coming.
Three late coming in a month shall lead to one day deduction of salary.

22.1.2.

On sufficient and reasonable ground, late coming may be considered by an application
to the authority and after obtaining her/his approval.

22.1.3.

There will be half an hour lunch break from 2 PM to 2.30 PM.

22.1.4.

Dy. CEO (HR) will be the competent authority to take decision on attendance and
absence of staff.

22.1.5.

It is mandatory to maintain one “Outgoing Register” at state/district/block level for
temporary absence of staff from the concerned headquarters.

22.1.6.

DMC-cum-PD, DRDA has been authorized to frame rules regarding attendance and
absence from office for the concerned district and block.

22.2.

Communication

22.2.1.

Internal communication within the staff shall be made in form of circular / office
order / email.

22.2.2.

All staff shall ensure that internal information and decisions within the Mission
ought not to be disclosed to any outside agency / person, failing which appropriate
disciplinary action shall be taken as per the disciplinary rules of the Mission.

22.2.3.

Representation or any submissions to the higher authorities shall be made through
proper channel

22.2.4.

No staff shall write down any letter to outside agency / individual in official capacity
/ relating to Mission without expressed permission of the competent authority.

22.2.5.

External communication can be made through fax / letter / e-mail. Copy of all letters
/ faxes will be kept in the office file for record.  
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22.2.6.

All letters received by the project will be numbered when received and a register
will be maintained by the Mission for all incoming letters.

22.2.7.

Any kind of innovations/success story/best practice followed by the staff may be
shared in group email account and it must be accessed by all.

22.2.8.

Monitoring and Evaluation Cell of SMMU-OLM shall take initiatives to facilitate
opening of email account in NIC.

22.2.9.

All e-mails and fax messages should include the standard disclaimer notice.

22.3.

Whistle Blowing
The organization shall have a system where in there will be a provision of
communication regarding instances of malpractice, corruption, omission and
commission in Mission transactions through a dedicated page posted on the Mission
website, maintaining confidentiality  about the identity of the informer. This facility
will be available on the Mission website and the details can be viewed by the State
Mission Director or any officer authorized by her/him. The Mission shall draft a
Whistle Blower policy and Vice-Chairman of the EC is authorized to approve the
said policy.

22.4.

HR Database Integrated with MIS
The MIS system of the Mission will have features to include Human Resource
Information System to make it part of the entire system.

22.5.

Human Resource Information System (HRIS)
HRIS will offer all information relevant to the Human Resource deployed/engaged
in the Mission. The objectives of the system are the following:
zz To

facilitate selection and appointments

zz To

support Compensation management

zz To
zz To

help in identifying training
generate periodical report on demand
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facilitate Performance Management System online

The following information shall be an integral part of HRIS
zz Recruitment

and selection records (e.g. test scores, rank, CV, interview ratings)

zz Personal

records (Name, Designation, Date of joining, Unit Name, Staff no.,
Father’s & mother’s name, spouse name & age, declaration dependant parents
and children, permanent & correspondence address, PAN No., certificates,
records of qualification, identity proof, EPF account no.)

zz Service

Related records (absenteeism, length of service, salary, record of
grievances and dispute, training records, disciplinary records)

zz Job

history (TOR, engagement units, performance scores on the job)

zz Training

received

zz Staff Turn

Over

zz Performance
zz Non

incentive rewards

zz Settlement
zz TA/FTA

of advance and other dues

released / pending

zz Declaration

of savings for the income tax purpose

zz Date

of signing contract agreement and date of renewal

zz Level

entitlement / leave status

zz Terminating

23.

grade

/ separation record

Delegation of Powers
Delegation of power will be applicable as per office orders from time to time.
Some of the basic powers delegated are indicated below. Details of financial power
delegation is presented in OLM Financial Management Rules and thus not offered
here.
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Administrative Power
Vice-Chairman of the EC shall approve the delegation of administrative power under
Odisha Livelihoods Mission.

23.2.

Disciplinary Power
As Indicated in Section 20.9 of this HR Manual

23.3.

Financial Power Delegation
Details are available in OLM Financial Management Rules

24.

Miscellaneous

24.1.

Hiring of Consultant:
Retainer and short-term individual consultants will be hired by the mission on need
basis to provide technical advice and services for implementation of various mission
activities. For hiring of good quality consultant the mission will clearly outline the
process of identifying and hiring a consultant. The mission will also fix clearly a
fees structure and other provisions that will be provided to the consultant for the
undertaking any assignment provided by the mission.

24.2.

Engagement of YPs
The Mission has already recruited young professionals (YPs) for various reputed
universities and academic institutions and posted them in various districts for
providing professional support to on-going mission activities. For ensuring that the
young professional are nurtured in a manner that they continue with the mission
with a career development vision this would require a clear guidelines articulating:
(i) where from the YPs be sourced; (ii) their orientation and induction into the
mission; (iii) clearly defining their role and the assignment they will be working
on; and (iv) providing proper mentorship support for them to contribute to the
mission’s goal and outcomes (v) providing them with a career development plan
so that they are developed to be future managers. The mission should appoint a YP
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coordinator for managing the YP strategy and ensuring YPs are sourced as per the
guidelines, maintained and retained for at-least 3 years in the mission.

24.3.

Hiring of Knowledge Partner :
To address this issues and for efficient and effective implementation of the MISSION,
SIRD of Govt./Academic Institute of repute/reputed NGOs/agency or firm working
on livelihood intervention with proven track record and expertise to deliver output
for the Mission may be hired as knowledge partner to support the mission to
conduct varieties of activities like Induction, staff capacity building etc.

24.4.

Repeals and Savings
Words and expressions used in this manual if not defined or illustrated will have the
same meaning as prevalent in the acts/rules of Government of Odisha. In case of
doubt, opinion given by Panchayati Raj Department, Govt of Odisha will be final.
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Annexure 1

Offer Letter Format for Appointment

No._______/14

Date:

/08/2014

File no:
From								

		

Additional CEO (Program Support)
To
Name, Regd no: ………….
Sub: Offer of engagement to join as …………………. in BMMU / DMMU / SMMU of
………………. under Odisha Livelihoods Mission.
Dear Ms/Ms …………,
1. It is hereby intimated that you have been selected for the post of ………………… in the
Block/District/State Mission Management Unit based at ………………….. of ……………
District.
2. Your engagement is purely contractual in nature for a period of three years and you shall
remain in probation for a period six months from the date of joining.
3. Based on the satisfactory performance during probation, your contract will be extended for
rest of the period.
4. Your contract will be renewed year wise based on satisfactory performance.
5. This contractual agreement can be terminated by either party by giving one month notice in
writing other than disciplinary grounds and notice period will be exclusive of any leave other
than availed for emergency purposes. Notice period will be further extended to cover the
period so reduced due to availing of leave.
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6. You will be paid a monthly consolidated remuneration of Rs…………….. (Rupees
………………… only) during the period of engagement. Other entitlements will be applicable
to you from time to time as per OLM norms.
7. The acceptance of your joining report is subject to submission of relieving order issued by
the last employer.
8. If the above offer of engagement is acceptable to you, please sign and return us a signed copy
of this offer of engagement as a token of your acceptance and report to SMMU- OLM on
………… in person during the office hours.
9. You shall sign an agreement on joining for which you need to bring one non judicial stamp
paper of Rs 10 and 4 cartridge papers purchased against your name by printing the enclosed
agreement thereon. The copy of agreement and printing format are enclosed herewith for
your reference.
10. The offer of engagement shall stand cancelled without further correspondence on failing to
join during office hours on the above mentioned date.
11. Notwithstanding selection of candidates, Mission Management reserves the right to terminate
the services at any stage without further notice if any such information have been suppressed/
fabricated or produced manipulated/forged documents by the candidate in support to his/
her eligibility
By order of State Mission Director-cum-CEO
Yours faithfully,

(Additional CEO (PS)
ACCEPTANCE OF OFFER
I accept the above terms and conditions of your offer of provisional engagement and agree to
abide by this.
Name:

Full Signature:

Date:
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Annexure 2

Staff Contract Agreement
AGREEMENT
This agreement is made on this 28th day of July 2014, BETWEEN the Odisha Livelihoods
Mission (OLM) a society registered under the Societies Registration Act, 1860 under the agies of
the Panchayati Raj Department and having its State Office at SIRD Campus, Unit-8,  Bhubaneswar7510012 represented by its State Mission Director-cum-CEO or his/her authorized officer,
hereinafter called the ‘First Party’ in one part.
AND
Shri/Smt./Kumari_______________________________
Son/Daughter
of
Shri______________________ aged about__________ year of (Permanent Address)
Village_________________ P.O_______________ P.S___________ Dist.______________,
hereinafter called the ‘Second Party ‘in other part.
WHEREAS, the First Party is managing the implementation of the projects called National
Rural Livelihoods Mission (hereinafter referred to as ‘NRLM’) and Targeted Rural Initiatives for
Poverty Termination & Infrastructure (hereinafter referred to as ‘TRIPTI’).
And whereas, the First Party has agreed to engage the Second Party on contractual
basis on the terms and conditions specified hereunder and the Second Party has agreed to enter
into this contract and abide by the specified terms and conditions of this agreement.
Now, THIS AGREEMENT WITNESSES and parties hereto, hereby agree as follows:
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(1)

The First Party hereby engages the Second Party on contractual basis with a consolidated
remuneration to render his/her services, as (designation) for OLM in State/District/Block
Mission Management Unit based at ……………………………………… for a period of
three years from ………………………. to ……………………………..

(2)

The Second Party will remain on probation for a period of 6 months from the date of
joining and on successful competition of probation; she/he will be retained for a period of
one year. In case, the performance in the probation period is not satisfactory, the Second
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Party may be disengaged from service with 7 days notice by the First Party. Prior notice is
not required to be furnished by the First Party ,if the disengagement is due to disciplinary
reason/s. this clause is applicable for newly joined staff.
(3)

The engagement of the Second Party has been made on a clear understanding that he/
she has supplied all necessary information to enable the First Party to judge his/her fitness
for the job. Should it be found later that the Second Party has given wrong or insufficient
information or misrepresented the facts ,the agreement shall be terminated without any
notice

(4)

Initially place of posting of the Second Party shall be at ……………………………. The
First Party reserves its right to transfer the Second Party as per the requirement of First
Party to any of the project location as and when necessary.

(5)

The Second Party shall report to ……………………….. in discharging his / her day to day
job responsibilities which may change as an when required.

(6)

This engagement is full-time in nature and the Second Party shall not take up any other
full-time / part-time engagement or assignments elsewhere or do any business during the
period of the agreement with the First Party.

(7)

The Second Party shall be entitled for consolidated monthly remuneration of Indian Rs
25,000/- (Rupees Twenty Five Thousand only) for his / her services.

(8)

The Second Party shall be entitled to allowances for conducting tours as per the rules of
the First Party

(9)

The monthly remuneration and other entitlement shall be paid to the Second Party by
crediting the amount to his/her Bank Account for which the Second Party has to open an
account in the scheduled Bank.

(10) The Second Party shall be entitled for the leaves as per the rules stipulated in HR Policy
Manual of OLM during the contract period in addition to one day weekly off day on
Sundays. The Second Party shall be entitled for National Holidays and Festival Holidays as
declared by the First Party.
(11) Statutory deduction(s) / contribution(s) if any will be made from the remuneration of
Second Party by the first party as per the act invoke.
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(12) Other benefits and services prevailing from time to time will also be applicable to the
Second Party as per the rules of society.
(13) Other terms and conditions not specified above but prevailing as per Human Resource
Policy Manual of OLM will also be applicable to Second Party.
(14) The Second Party agrees to perform all the duties set forth in the job description
prescribed by the First Party. Additional duties may be assigned and the job description
may be modified from time to time by the First Party in order to accommodate changing
circumstances and needs in the best interest of the society. The Second Party agrees to
perform all the duties set forth in the job description as well as those assigned by the First
Party from time to time.
(15) The initial tenure of the agreement is for a period of one year with an inbuilt renewal for
the subsequent two years based on the satisfactory performance of the Second Party
during each year of the tenure of the agreement. A new fresh agreement will be signed at
the end of third year.
(16) While in contract with the First Party or at any time thereafter, the Second Party shall not
divulge any information or knowledge gained and acquired by him/ her during the period
of agreement which could be detrimental to the interest of the First Party.
(17) The title rights, copyrights and all other rights of any nature in any material produced by
OLM under the period of this contract shall be exclusively vested with the First Party,
unless otherwise vested in Government by virtue of project document etc.
(18) During the period of contract, the Second Party shall not participate in any political party
or contest for election for member of any local or legislative body.
(19)

The Second Party would conduct herself/himself at all times with full regard for the
purposes and principles of the First Party and in a manner befitting her/his relationship with
the First Party under the contract.The Second Party shall avoid any action and in particular
any kind of public announcement which may adversely reflect on that relationship, or on
integrity, independence and impartiality which are required by the relationship.

(20) The Second Party is required to discharge his/her duties in a professional and honest
manner for accomplishment of tasks of First Party and to abide by law of the land. The
Second Party is expected to behave in a way which shall not discredit First Party in any
manner.
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(21) The Second Party shall not demand or accept any bribe, gift or payment etc., from any
person / supplier / vendor for passing any bills, for giving any undue favour and in the event
of its violation, the Second Party shall be liable for disciplinary, civil / criminal actions as
deemed proper in the circumstances.
(22) The Second Party shall diligently obey instructions given by the First Party and shall not
issue any circular, notice, letter, office order and inter office memo without approval of the
First Party.
(23) The Odisha Government Servants conduct rules will be applicable to the Second Party as
code of conduct and in violation of such code of conduct disciplinary action as deemed
fit shall be taken against him/her as per the provisions of the Odisha Civil Services
(Classification, Control and Appeal rules) till the approval of HR Policy Manual of OLM.    
(24) The agreement may be terminated by either party by giving one month notice in writing
other than disciplinary grounds and the one month period will be exclusive of any leave
except extreme emergency.
(25) The second party shall seek permission from the first party and obtain “No Objection
Certificate” issued in his/her favor before applying for any post in any other organization.
(26) The First Party reserves its right to rescind the contract if the Second Party violates any
of the conditions specified in this agreement during the period of contract by giving due
opportunities to the Second Party.
(27) This contract agreement shall be terminated automatically without any notice, if the Second
Party remains unauthorized absent for more than 7 consecutive working days.
(28) Any duties rendered under this agreement by the Second Party shall not confer him/
her any right under any circumstances whatsoever to claim for any scale of pay or to be
appointed on regular basis in the project.
(29) The Second party shall not claim for permanent absorption in OLM in future.
(30)

Notwithstanding anything contained hereinbefore, or in any rules, regulations, bye-laws,
instructions, lawful orders, etc. as and when framed and issued by the First Party relating to
the conditions of the contractual engagement and additions, amendments, modifications,
alterations, etc made in the said conditions of service from time to time shall apply to the
Second Party irrespective of whether these matters are provided for herein or not.
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(31) In case of breach of the above referred terms , the Second Party shall indemnify the First
Party of all losses, cost , expenses charges or hardships that may be suffered or cause to
be suffered by the First Party in any manner what so ever nature.
(32) The First Party shall not be responsible for any damage, compensation in case , the Second
Party suffers any hurt or injury due to any mishap or accident or for any reason whatsoever
during training or on field or during the performance of the duty for the First Party.
(33) In case of any dispute between the First Party and the Second Party in respect of the
interpretation, conduct or performance of any term of this agreement or with regard to
claims the same shall be referred to the Vice Chairperson of the Executive Committee of
OLM whose decision in the matter shall be final and binding on both the parties.
(34) All dispute shall be under the jurisdiction of the court at the Bhubaneswar
IN WITNESS WHEREOF, the parties hereto have caused this agreement to be signed in their
respective names on the day and year first above written

FIRST PARTY

SECOND PARTY

Authorised signatory	
FULL SIGNATURE
WITH SEAL			
WITNESS:
1) Signature
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2) Signature

Name: ………………………………..		

Name: ………………………...………

Address: ……………………………...		

Address: …………………...……….....

………………………………….…….		

………………………………….…….

Annexure-3

No Due Certificate Format

Odisha Livelihoods Mission
NO DUE CERTIFICATE
Date:
Name of the Employee

:

Designation

:

Employee ID

:

Date of Joining

:

Date of resignation

:

Notice period given

:

Days of work during notice period

:

Clearance

Signature of Section-In-Charge

1.

Accounts Section (Any advances / dues)

:

2.

Administration (Equipments / Materials)

:

3.

HR Cell (Any recovery against training)

:

4.

Unit head where posted (Any official documents) :

								
Signature of Reporting Authority
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Annexure 4

Lead Questions for Exit Interview
1. Why do you want to quit Mission?
2. Did you discuss with any peer/ senior prior to your decision for leaving?
3. Did you operate with your full potential? If not why?
4. What is your opinion about Mission’s HR policy, work system and procedures? Does
it promote a fair and progressive work environment?
5. What are areas where the Mission should improve upon to have a better work
place?
6. Were you given right feedback on your performance periodically?
7. What is your suggestion on HR policy of the Mission?
8. Did you receive counseling / support from seniors in overcoming your difficulty?
9. Would you recommend to your friend/ family to join Mission?
10. Will you come back and work again for Mission if there is a situation?
11. What do you suggest for existing staff of Mission
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Annexure 5

Format for Leave Application and joining report

Odisha Livelihoods Mission
Leave Application Form
To
: -----------------------------------------		 -----------------------------------------From ; ----------------------------------------------------------------------------------I would request you to kindly grant me ………… (……….).days/ Earned/casual/
sick/ compensatory/ Maternity/Paternity
leave on from………….to ………for (state
reason)…………………………………………………………………………………….
Contact address during Leave period……………..
Signature………………….
FOR OFFICE USE ONLY
Type of leave
Leave due as
Leave taken During Leave due on the
Leave applied
on…………..
the Year/Quarter Date of application
for now

Leave position certified by:
Signature………….………
Designation……………….
----------------------------------------------------------------------------------------------------------------------ORDER ON THE LEAVE APPLICATION
Not granted (with reason)
Granted (with pay…………day/s)
(Without pay……………….day/s
Total Balance……………………
Competent Authority
Date -To………………….
This is to inform you that your request for sanctioning Earned / Casual / Sick / Compensatory/
Maternity leave on/from………..to ………….has been/has not been
Not Granted (with reason)

Granted (with pay………day/s)
(Without pay……………..day/s)
Competent Authority
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Joining Report after leave
Sir,
I was on leave for …….days from ………….to ………… which was approved by you and
accordingly I joined back my duty at …am/pm on without extending/with extending leave for
…..Days (from…………..to …………..).
Hence I am submitting my leave application for the days along with this report for your kind
information and approval.

Signature:
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Date:

Annexure 6

Performance Appraisal System Formats
Annexure 6A:
PMS – Annual Target Setting Format
(i) ANNUAL TARGET SETTING-SAMPLE USED FOR ONE STAFF MEMBER
SL

Key Performance Indicator

Weightage

Annual Number / Remarks
pc Target

1
2
3
4
5
6
Note
zz Two KPIs with 10% weightage each will be qualitative in nature- managerial / HR performance

and quality of domain performance, total amounting to 20% weightage.
zz Managerial performance will relate to individual capability on time management, cost control,
innovation, leadership ability and other such traits. Domain performance relates to staffs’
contribution / knowledge in various thematic areas.
zz The score on above two aspects will be given by the reporting officer and ratified by the
reviewing officer for each staff.
zz The rest 80% of weightage will be given all quantitative indicators (1-5) fixed for each position
and each one of these or equal weightage.
zz The KPIs can be fixed for one group of staffs like CCs or DPMs by the competent authority
and communicated to the staff members.
zz The manual has attempted to list individual indicators for each position which can be used by

OLM. The Project will have the flexibility to make modifications in these while setting targets
for individuals during preparation of Annual Action Plan depending on the activities that are to
be undertaken during a particular year.
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Annexure 6B:
PMS-Format for Quarterly Performance Review
A. Comments on achievement with respect to targets set as per format 8A and with respect
to the quarterly target breakups in Annual Action Plan

B. Reasons for variance, if any

C. Suggestions for improvement

D. Staff Training / Development Requirement

E. Other support required from the project (infrastructure, support)

Signature of Staff Apprised

Date of Review meeting

Signature of Reporting Officer

Performance is to be reviewed against agreed targets with reasons for variance, if any. In case of
any difference of opinion, the same is to be resolved by the Reviewing Officer.
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Annexure 6C:
Individual Performance Appraisal staff
Name of Staff

Designation
Institution Building
Specialist

State/ District Posted

Employee ID:
Appraisal Round:

Joining Date:

Appraisal Date:

SL

KPI

Target for
the year

Actual
Achieved

1
2
3
4
1
2
3
4
Qualitative 1
5
Qualitative 2
TOTAL SCORE & GRADE:
Qualitative Comments:
–– Training / Development requirement:
–– External factors affecting performance:
–– Reasons for good / poor achievement:
Signature of the Reporting Officer

Percentage
Achieved

Weightage

5

6
80%

Score
(Weightage*pc
achieved)
7(Avg. of 5*6)

20%
GRADE:

Signature of the Reviewing Officer

Grading Pattern
Achievement in Qualitative Indicators: (80-70-60-50 percentage)
Score
Grade
Score
Grade
>80%
A
<65%
C
65% - 80%
B
i. The list of indicative KPI is given in this annexure for each position.
ii. Quantitative KPI results are generated from progress reports and qualitative scores are given
by the reporting officer, ratified by reviewing officer.  
iii. PMS will be conducted for achievement during the last financial year against the targets set
in Annual Action Plan.
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Annexure 6D:
Indicative JD and KPI for a few various positions
(KPI will change in view of changing role and responsibility)
The actual KPI (s) for each position may be finalized after preparation of Annual Action Plan.
Individual KPIs are given for a few positions and group indicators are shown at the end taking an
example of Annual Action Plan.

SMMU Positions
1. Dy. CEO (CM, IB and CB)
zz Planning, monitoring, achievement

of targets and Strategic Guidance to CM, IB & CB

Cell.
zz Be

responsible for planning, designing and ensuring implementation through staffs at
various levels of the project for all activities under IB & CB Cell.

zz Prepare

and ensure implementation of strategies for community institution building,
social inclusion, and capacity building of community institution.

zz Guide

and support IB & CB cell in delivering their duties.

zz Develop

necessary terms of reference for technical agencies, monitor and supervise
their work and ensure timely deliverables.

zz Finalization

of strategy for resource persons at community level (CRPs).

zz Coordination, monitoring

and evaluation of all institutional building & CB activities in

the project.
zz Develop

necessary terms of reference for technical agencies, monitor and supervise
their work and ensure timely deliverables.

zz Undertake

periodic field visits and work closely with DMMU and BMMU to monitor
progress of Institution Building & capacity building component as per annual plan and
prepare necessary reports.

zz Facilitate

State Resource Cell in organizing training plans and module related to IB &

CB.
zz Any
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other task as assigned by the CEO.
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SL
1

2

3

Key Performance Area
Project Progress under
Program Component

Management / HR
Performance
Qualitative Domain
Performance

Odisha Livelihoods Mission

Panchayati Raj Department, Government of Odisha

Key Performance
Means of
Indicator
Measurement
Program fund utilized as a Percentage against the
percentage of annual program target in Annual Action
fund budget (IB and Community
CB)
Leadership,innovation,initiative,
team building, decision making,
coordination
convergence
with
other
similar programs, reporting
and coordination with World
Bank

Plan

Qualitative
Percentage
50)

Rating in
(80-70-60-

2. Project Manager (CM and IB)
zz Planning, monitoring, achievement of targets and Strategic Guidance to activities related

to community mobilization and institution building intervention in the project.
zz Anchoring the strategy for community mobilization as well as building viable community
institution of the poor at village, GP, block level.
zz Coordination, monitoring and evaluation of all institutional building activities.
zz Prepare institutional ranking and maturity indicators to measure successful graduation
of the institutions to the higher level.
zz Develop strategies to make those institutions operationally viable and financially self
sustainable.
zz Work closely with the Project Manager-CB and provide technical inputs in designing
CB plan for different levels of institutions.
zz Any other task as assigned by the SMD-cum-CEO
Sl.
Key Performance Area
Key Performance Indicator
Means of
Measurement
1
Overall progress in Institution Percentage of fund utilization Percentage
against
Building Area of Project
in IB component against the Annual Action Plan
annual budget
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Sl.
2

3

Key Performance Area

Key Performance Indicator

Management / HR
Performance

Means of
Measurement
Leadership, innovation, initiative, Qualitative Rating in
team building, decision making, Percentage (80-70-

Qualitative Domain
Performance

coordination
60-50)
Quality of CRP strategy, SA
Process and Training Manual

3. Project Manager- Micro Finance
zz Planning,

monitoring, achievement of targets and Strategic Guidance to activities
related to micro finance intervention in the project.
zz Overall coordination of Micro Finance activities in the project, support to district units
on micro finance aspect.
zz Planning and development of processes to ensure capacity building of the SHG
federations to provide value added microfinance services to SHGs.
zz Development of guidelines and manuals on micro finance for the project.  
zz Developing and implementing accounting and financial monitoring systems for SHGs
and their federation.
zz Facilitate building capacity of DPMU and BPFT to strengthen microfinance activities in
the project area.
zz Adapt global good practices of micro finance to the project context and support their
implementation in the project.
zz Monitoring and reporting of micro finance activities under the project.
zz Facilitate preparation of baseline data on SHGs in the project area, and their periodic
grading.
zz Any other task as assigned by the SMD-cum-CEO.
SL
1
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Key Performance Area
Overall progress
component

of

Key Performance Indicator

Means of
Measurement
CIF Percentage of fund utilization under Percentage against
CIF component against the annual targets in AAP
budget

HR Policy Manual
SL
2

3

Key Performance Area
Management
Performance

/
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Key Performance Indicator

Means of
Measurement
HR Leadership, innovation, initiative, Qualitative Rating in
team building, decision making, Percentage (80-70-

coordination
60-50)
Domain Quality of MIP, quality of standards
set for CIF disbursement, grading
of groups

Qualitative
Performance

4. Project Manager-HR
zz Responsible to the ADDL. CEO (Administration) and work closely with other members

in SMMU.
zz Plan, design

and ensure implementation of all HR policies, systems and procedures.

zz Undertake

staff recruitment / selection, contracting, induction and posting of staffs.

zz Coordinate

with external HR agencies for providing recruitment or staffing services.

zz Develop

necessary terms of reference for technical agencies, monitor and supervise
their work and ensure timely deliverables.

zz Plan, design
zz Plan

and ensure execution of all staff training and capacity building activities.

and execute Performance Appraisal System for project staffs.

zz Design

and ensure implementation of all HR rule related to engagement, separation,
transfers, promotion, grievance redressal of issues related to HR and disciplinary
action, etc.

zz Maintain personal records for staff members and prepare necessary HRIS / coordinate

with external agency for development of HRIS.
zz Manage

statutory obligation related to staffing and employment.

zz Ensure

availability of HR documents like leave forms, attendance register, HRIS data
requirement at SMMU / DMMU / BMMU level.

zz Undertake

periodic field visits and work closely with DMMU and BMMUs to
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address HR issues at field level and provide technical assistance to project teams for
implementation of HR rules.
zz Any

SL

other task as assigned by the Project
Key Performance Area Key Performance Indicator

1

Staff Strength

2

Quality of Staff Training

3

Management / HR
Performance

4

Qualitative Domain
Performance

Means of

Measurement
Percentage of posts filled up Percentage
against sanctioned strength
Percentage of annual fund Percentage of target in
utilization for CB of project staff AAP
against the target annual plan
Leadership, innovation, initiative, Qualitative Rating in
team building, decision making, Percentage (80-70-60coordination
50)
Quality
of
recruitment,
effectiveness o HR system
implementation, staff training
effectiveness

5. Project Executive-Capacity Building
zz Planning, Monitoring, achievement

of targets related to capacity building intervention

in the project.
zz Support

PM-CB to prepare plan and strategy for implementation of capacity building
component through DMMUs & BMMU.

zz Preparation

of annual training calendar with budget estimates.

zz Work

closely with the State Resource Cell and coordinate in implementation of all
the CB plan.

zz Coordination

for providing required CB inputs to the districts.

zz Coordination, monitoring
zz Coordinate

and evaluation of all training activities.

all logistic and requirements for all thematic training events and exposure
organized for project staff and community members.
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a database of resource persons for various areas of capacity building.

zz Assist

the SRC in Training Needs Assessments activities for project staffs as well as
communities.

zz Coordinate

with SRC in designing and developing training manuals.

zz Assist

PM-CB in setting up of Cluster Livelihoods Resource Centre (CLRCs) and
Community Learning Academy.

zz Monitoring

and supervision of capacity building activities at district and block level.

zz Organizing Training
zz Designing
zz Develop

of Trainer sessions for the project staffs.

of feedback and evaluation system for training sessions under the project.

liasoning with NGO, Civil Society, academic institution etc.

zz Any

other task assigned by the SMD-cum-CEO
SL Key Performance Area
Key Performance Indicator
1

Financial
performance Percentage of CB budget utilized under
related to CB component institution building

2

Progress of Training of Number of trainings conducted for
Community Institution
community institutions (SHG/CLF/GPFL)
as a percentage of annual target
Progress
of Training Number of trainings conducted for CRPs,
of CRPs / community community mobilizers, bookkeepers, etc.
mobilizers / bookkeepers as a percentage of annual target
Management
/
HR Leadership, innovation, initiative, team
Performance
building, decision making, coordination
Qualitative
Domain Quality of resource person, quality of
Performance
training and CRP strengthening

3

4
5

Means of
Measurement
Percentage against
Annual
Action
Plan
Percentage against
Annual
Action
Plan
Percentage against
Annual
Action
Plan
Qualitative Rating
in Percentage (8070-60-50)

6. Project Executive-Bank Linkage
zz Planning, Monitoring, achievement of targets related to SHG-Bank Linkage interventions

in the project.
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zz Support PM-MF to prepare plan and strategy for implementation of different programs

with bank through DMMUs & BMMU.
zz Facilitating

the SHGs and SHG federations establish sustainable linkages with banks
and insurance companies.

zz Support

to and coordination with district offices efforts to strengthen bank and
insurance linkage of SHGs and GPLFs.

zz Coordination with banks and insurance companies at State level and find out economic

financial tie-ups for SHGs / Federations.
zz Developing training modules and orientations for project staff and financial institutions

staff.
zz Development

and implementation of processes for bank and insurance company
linkages including design of formats, eligibility criteria, processes, documentation, etc.

zz Any

SL.

other task assigned by the SMD-cum-CEO.

Key Performance Area

1

Extent of Bank Linkage

2

Management / HR
Performance

3

Qualitative Domain
Performance

Key Performance Indicator

Means of
Measurement
Number of SHGs with bank Percentage
against
linkage as a percentage of annual targets in AAP
plan
Leadership, innovation, initiative, Qualitative Rating in
team building, decision making, Percentage (80-70-60coordination
50)
Quality
of
bank
linkage,
sustainability, quality of interaction
with banks

7. Project Manager-Financial Management
zz Assist

in preparation of financial budget, financial reports and statements as per
prescribed norms of Government and the World Bank.

zz Ensure
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zz Forecast

monthly fund flow requirements jointly with concerned SMMU experts and
DMMU at various districts.

zz Ensure

CIF are disbursed in a timely manner.

zz Implement
zz Assist

project financial management systems and processes at all levels.  

in design and implementation of financial management component in project

MIS.
zz Any

SL

other task as assigned by the SMD-cum-CEO.

1

Key Performance
Area
Financial Reporting

2

Fund Disbursement

3

Management / HR
Performance
Qualitative Domain
Performance

4

Key Performance Indicator

Means of
Measurement
Compliance (Number of statutory reports, Percentage
financial progress reports, etc.) delivered
on time
Percentage of total budget spent as per P e r c e n t a g e
annual work plan
against AAP
Leadership, innovation, initiative, team Q u a l i t a t i v e
building, decision making, coordination
Rating
in
Quality of financial statements, timing of Percentage (80SOE, financial discipline in project, inputs 70-60-50)
for MIS reports on finance   

8. Project Manager-Procurement
zz Preparation
zz Follow

of Annual Procurement Plan.

up of procurement actions with respect to plan.

zz Preparation

& maintenance of different documents related to procurement of goods
& services and consultant.

zz Ensuring

adherence of different rules of procurement are being followed at different

level as per the norms.
zz Ensure

maintenance of “Fixed Asset Register”.

zz Imparting

training on procurement procedures to be followed at different level.

zz Responsible

for stock/inventory management.
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zz Facilitate

formation of committee for technical and financial evaluation, design and
publication of EOI, design and issue of RFP and execution of contract.

zz Any

SL

other task as assigned by the SMD-cum-CEO.
Key Performance Area
Key Performance Indicator

1

Progress of Procurement

2

Management / HR
Performance
Qualitative Domain
Performance

3

Means of

Measurement
Percentage
of
utilization
of P e r c e n t a g e
procurement budget for against the against AAP
annual work plan
Leadership, innovation, initiative, team Q u a l i t a t i v e
building, decision making, coordination Rating
in
Quality of procurement of goods Percentage (80and services, quality of procurement 70-60-50)
processes

9. Project Executive-MIS
zz Assist

database Management at the state level.

zz Assist

designing the specific reporting format to collect the reports from DMMU and
BMMU.

zz Assist

data collection from different levels and to prepare the data base.

zz Assist

monthly, quarterly and annual data consolidation for various report
preparation.

zz Assist

co-ordination with hired Agency for Establishment and rolling out MIS System
for the project.

zz Any
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other task assigned by the SMD-cum-CEO.

SL

Key Performance Area

1

MIS Reporting

Key Performance Indicator

Means
of
Measurement
Percentage of monthly / quarterly project Percentage of
progress monitoring reports for districts desired number
and state submitted to SMMU generated of reports
through MIS system

HR Policy Manual
SL

Key Performance Area

2

Management
Performance
Qualitative
Performance

3
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Key Performance Indicator

Means
of
Measurement
/
HR Leadership, innovation, initiative, team Q u a l i t a t i v e
building, decision making, coordination
Rating
in
Domain Quality of MIS reports, efficiency of MIS Percentage (80system and its usage
70-60-50)

DMMU Position
1. District Project Manager
zz Overall

management of district and block staff and responsible for successful
implementation of the project at the district level.

zz Responsible

for creating awareness and coordinate implementation of the project
with all key stakeholders (district administration, line department, NGOs, technical
agencies, banks, etc.).

zz Guide

and supervise all district and block staff in implementing their allocated tasks.

zz Provide

necessary technical and management support to district and block staff.

zz Responsible

for coordinating with lead bank / banks for bank linkage of SHGs.

zz Responsible

for ensuring timely availability and disbursement of project funds.

zz Plan, coordinate and implement all training and capacity building activities of the project

at the district.
zz Implement
zz Record

HR policy, administrative and financial rules and systems of the project.   

and address grievances, project level issues with support from Project.

zz Prepare

district annual action plan, budget, progress and other performance reports
as prescribed by the Project. Work closely with BPFTs and SPMU for project
implementation.

zz Conduct

regular review meetings of district and block staff and develop action plans.

zz Undertake

regular monitoring through field visits and prepare necessary reports.  
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zz Be

responsible for the collective performance of all district and block staff.

zz Consolidating
zz Review
zz Any

SL
1
2
3
4

HR Policy Manual

progress reports and submitting to SPMU including MIS.

performance of BPFT members and provide feedback for improvement.

other task as assigned by the SMD-cum-CEO.

Key Performance
Area
Overall Project
Progress
Performance of
BMMUs
Management / HR
Performance
Qualitative Domain
Performance

Key Performance Indicator

Means of
Measurement
Percentage of fund utilized against the Percentage against
annual budget for the district
AAP target
Average of performance scores BPMs Score in Percentage
under the district
Leadership, innovation, initiative, team Qualitative Rating in
building, decision making, coordination Percentage (80-70Quality of interface with district officials, 60-50)
convergence models demonstrated,
quality of planning and reporting on
project progress and process in the
district

BMMU Positions
1. Block Project Manager
zz Overall

management of BMMU and successful implementation of the project at the
block level.

zz Coordination

of training activities, various components and specialist based out of the

block.
zz Responsible

for creating awareness and coordinate implementation of the project
with all key stakeholders (block administration, line department, NGOs, etc.).

zz Guide

and supervise all concerned BMMU staffs in implementing their allocated tasks.

zz Responsible
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zz Implement
zz Record
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for ensuring timely availability and disbursement of project funds.

HR policy, administrative and financial rules and systems at block level.   

and address grievances, project level issues with support from Project.

zz Prepare annual action plan,budget,progress and other performance reports as prescribed

by the Project. Work closely with DPM and SMMU for project implementation.
zz Undertake
zz Be

regular monitoring through field visits and prepare necessary reports.  

responsible for the collective performance of the BMMU.

zz Any

SL
1

2
3
4
5
6

other task as assigned by the SMD-cum-CEO.
Key Performance
Key Performance Indicator
Area
CIF Disbursement
Number of SHGs who have received CIF
as a percentage of annual target for the
block
Funds
disbursement Number GPLFs who have received PPIF
–PPIF
as a percentage of annual target
Extent of Bank Linkage Number of SHGs linked to bank as a
percentage of annual target
BMMU
Member Average of performance score of BMMU
Performance
members
Management / HR Leadership, innovation, initiative, team
Performance
building, decision making, coordination
Qualitative
Domain Quality of reports generated at block
Performance
level, quality of Community Institutions
promoted in the block

Means of
Measurement
Percentage of AAP
target
Percentage of AAP
target
Percentage of AAP
target
Avg. Percentage
Score
Qualitative Rating
in Percentage (8070-60-50)

2. Institutional Building Coordinator
zz Responsible

to the BPM and work under the overall guidance of DPM and the
concerned experts and officer in SMMU.  

zz Assist

and supervise Cluster Coordinators in implementing Institution Building
component of the project.
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zz Responsible

for implementation of awareness building, social mobilization and social
inclusion strategies of the project.

zz Implement

capacity building activities for strengthening of community institutions.

zz Undertake

regular monitoring through field visits and prepare necessary reports for
institution building, capacity development and social development.

zz Participate
zz Assist

in preparation and implementation of block level plans.

in recruitment and capacity building of Community Resource Persons.

zz Implementation

of tribal development strategy.

zz Any

SL
1
2
3
4
5

6
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other task as assigned by the DPM.
Key Performance Area
Key Performance Indicator

Progress of SA

Number of GPs where SA is
completed as a percentage of target
Progress of MIP
Number of GPLFs completed MIP as
a percentage of annual target
Capacity Building of CBO
Number training conducted for CRP /
CBOs as percentage of annual target
Institution Building progress Number of GPLFs formed as
percentage of annual target
Management / HR
Leadership, innovation, initiative,
Performance
team building, decision making,
coordination
Qualitative Domain
Quality of training program, quality of
Performance
SA and inclusion plans

Means of
Measurement
Percentage of AAP
target
Percentage of AAP
target
Percentage of AAP
target
Percentage of AAP
target
Qualitative Rating
in Percentage (8070-60-50)
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Annexure 6E:
Sample Indicators for Group KPI and Performance Evaluation
calculated on the basis of AAP
SL

I
A
A.1
A.1.1
A.1.2

A.1.3
A.3
A.3.1
A.3.2
A.4
A.5

A.6
A.7

A.8

ACTIVITY

INSTITUTION BUILDING
Community Level Institution Building
Situation Analysis of GP Federation :
(No. of GP)
SA Initiation Workshop at GP Level
Situational Assessment at GP level: Social
Mapping, Well Being Analysis, SHG gradation
etc. including entry of data.
SA sharing workshop at GP level
Start Up Activities (No. of GPLF)
Assessment of GPLF (5 GPLFs in a Block)
Registration of GPLF (5 GPLFs in a Block)
Communication Campaign (Budget)
GPLF Institution Building Plan
(Budget)
Total Budget for Training of GPLF Members
(Lakh INR)
Budget for Functional Committee Members
Training (Lakh INR)
GPLF Strengthening and Sustainability
Plan (Budget)
Total allocated budget (Lakh INR)
FM Systems for SHGs and GPLFs
(Budget)

Target
Unit /
Budget

Achievement
(Example)

% age

94
94

74
64

0.79
0.68

94

54

0.57

20
20
22.20

15
14
15.20

0.75
0.70
0.68

67.46

56.00

0.83

0.80

0.70

0.88

3.34

2.50

0.75
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SL

A.8.1

A.9

C

E
E.1.0

E.2.0
E.2.1

E.2.2

III
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ACTIVITY

Training of GPLF Auditors-cum-Master
Book Keepers at District level for 3 days : 5
persons per Block-Budget in Lakh INR
Training of Community Resource
Persons (Budget)
Total Budget for CRP Capacity Development
(Lakh INR)
Developing Capacity of Project Staff
(Budget)
Total Budget for CB of Staffs (Lakh INR)
Micro Investment Plan (No. of GPLF)
MIP Grants to GPLF on the Basis of MIPs
prepared by member SHGs : At least 10
SHGs per GPLF of 20 GPLFs
Pro-poor Inclusion (No. of GPLF)
Matching Grants for inclusion of vulnerable
groups : Grants to SHGs both New and
SHGs consisting of 5 or More
Poor/EPVG/Tribal Members as seed fund ,
Rs.5000/ per group (at least 10 SHGs per
GP for 200 Registered GPLFs)
Enhancing capacity of extreme poor and
vulnerable groups : sub-projects by GPLF
to help the EPVG groups @ Rs.50,000/-per
GPLF for 100 GPLFs (No. of GPLF)
LIVELIHOODS
Skill Development Training and placement of
Rural Youth - Number of Targeted Youth

Target
Unit /
Budget

Achievement
(Example)

% age

0.18

0.10

0.56

9.34

8.50

0.91

0.946

0.800

0.85

200

170

0.85

200

170

0.85

10

9

0.90

200

180

0.90
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ACTIVITY
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Target
Unit /
Budget

STRATEGIC
COMMUNICATION
(Budget)
Total planned Budget for workshops / 0.801
meetings (Lakh INR)
MONITORING,
LEARNING
&
EVALUATION (Budget)
Total planned Budget for workshops / 4.312
meetings (Lakh INR)
Data Entry of SHG member Profile :1000 0.200
SHG profile - Budget (Lakh INR)

Achievement
(Example)

% age

0.700

0.87

3.800

0.88

0.180

0.90

Average

0.79
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Annexure 7

Format for Grievance Redressal
Annexure 7A:
Format for Registering Grievance with Grievance Handling Officer
Odisha Livelihoods Mission
GRIEVANCE REGISTRATION FORM
Name of the Employee
Office / Unit  
Reporting
Authority
Name
Grievance Details - Date
Discussion with reporting
authority – Date and
time
Next level of authority –

Designation
Employee ID
Designation
of
Reporting Authority
Time of grievance
Result of discussion –
immediate superior

Name
Discussion with next
level of authority – date
and time

– designation
Result of discussion
– next level of
authority

Next level of authority

Key Issue of grievance (tick):

Interpersonal issues with team members or seniors / HR rules
related (leave/transfer/allowances/travel) / sexual harassment /
infrastructure or facilities provided / roles or responsibility / any
other (pl specify)

Grievance Against (tick):

Particular staff member (s) / system or procedure

Description of grievance:
Signature of Applicant with date:				
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Annexure 7B:
Format for Grievance Presentation by GHO
Odisha Livelihoods Mission
GRIEVANCE PRESENTATION FORM FOR GHO
Name of the Employee

Designation

Office / Unit  

Employee ID

Reporting
Name

Authority

Grievance Details – Date

Designation
of
Reporting Authority
Time of grievance

Key Issue of grievance as per understanding of GHO:

Grievance Classification:
––

Local within the unit (BMMU / DMMU / SMMU) due to interpersonal problems.

––

Broad issues related to OLM policies.

––

Case related to sexual harassment.

––

To be addressed by district grievance redressal committee OR state grievance redressal
committee (pl. tick one).

			
Signature of the Grievance Handling Officer with date:
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Annexure 8

Indicative Formats for Disciplinary Proceedings
Annexure 8A:
Indicative Format for Chargesheet
Date:
Name of the Staff:
Address of the Staff:
Employee Code:
Sub: Charge sheet
Mr. / Ms. ________________________________________________________,
Body: Brief on reasons for charge sheet:

The above activity amounts to major misconduct as per clause number _____ of HR Policy
Manual which read as under:
(Mention the exact clause as written in the HR Manual)
You are therefore hereby called upon to explain in writing within five days of receiving the Letter
of charges as to why appropriate disciplinary action should not be taken against you for your
above mentioned acts of major misconduct.
Should you fail to submit your written explanation within the above stipulated time, it will be
inferred that you admit the charges leveled against you and that you do not have any explanation
to offer in your defence.
In such eventuality, the management will be at liberty to take necessary disciplinary action against
you, as it deems proper, under the circumstances.
On behalf of OLM
Authorized Signatory
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Annexure 8B:
Indicative Letter for Appointment of Enquiry Officer (EO)

Date
Name and Address
Sub: Letter Appointing the Enquiry Officer
Dear Mr. / Ms. …….
The project authorities are pleased to appoint you as the Enquiry Officer to conduct a Domestic
Enquiry to investigate into the charges levelled against Mr./Ms.…………(Designation, Location,
Unit), a staff member of Project OLM, vide Charge Sheet dated……..
Copies of the Charge Sheet, the reply submitted by the Charge Sheeted employee in response
to the said Charge Sheet are enclosed herewith for your ready reference.
You are requested to conduct the Domestic Enquiry against the above named employee and
submit your report to the management.
On behalf of OLM
Authorized Signatory
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Annexure 8C:
Indicative Letter by the EO to the charge sheeted staff for
Domestic Enquiry
Date:
Name of the Staff:
Address of the Staff:
Employee Code:
Sub: Letter for Domestic Enquiry by the EO
Mr./Ms._____________________________________________________________,
This is to inform you that I have been appointed as Enquiry Officer to conduct a Domestic
Enquiry to investigate into the charges leveled against you vide Charge Sheet dated……vide
letter number ______.
I propose to conduct the Enquiry on….……date) in the ______________(venue) at _______
mention the time).
The Enquiry will be conducted in accordance with the principles of natural justice and you will
be given full and fair opportunity to defend yourself against the charged leveled against you. You
may also seek the assistance of a co-employee to represent you on your behalf in the Enquiry
proceedings.
Please present yourself for the Domestic Enquiry on the date, time and place mentioned above
failing which the Enquiry proceedings will be conducted ex-parte.

______________(Name and Project Designation)
Enquiry Officer
This letter should be sent under Registered AD Cover and the Postal Receipt and the Acknowledgement
card should be preserved in the records of EO.
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Annexure 8D:
Indicative Format for Issue of Punishment Order

Date:
Name of the Staff:
Address of the Staff:
Employee Code:
Sub:

Decision of Disciplinary Authority against the charges levelled against you vide
chargesheet dated ______ letter number _________.

Pursuant to the charge sheet above referred and findings of enquiry report dated________, the
management has come to the conclusion that the charges leveled against you have been proved
categorically.
As you have been found guilty of serious misconduct, the management has decided to demote /
removal / dismiss / ____________you from service. (Mention nature of punishment)
You are, therefore, directed to settle your dues / handover charges / start working as_______
(demoted position) with effect from _________ (date) and __________hours (time).

On behalf of OLM
Authorized Signatory
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Annexure 8E:
Indicative Format for Show Cause Notice

Date:
Name of the Staff:
Address of the Staff:
Employee Code:
Sub:

Show Cause Notice against the charges levelled on you vide chargesheet dated ______
letter number _________.

WHEREAS you were charge sheeted for an offence as stated.
AND WHEREAS you were granted an opportunity to defend the charges by way of Domestic
enquiry which commenced on _______ and ended on __________ (dates).
AND WHEREAS you have failed to prove your innocence before the Enquiry Officer.
NOW THEREFORE, the management is constrained to take disciplinary action against you.
Without prejudice and following the Enquiry Officer’s report your act of o/ com has been proved
to be a serious misconduct which attracts punishment which may extend to dismissal from
service.
THEREFORE, you are hereby called upon to show cause why disciplinary action including dismissal
should not be taken against you/ why you should not be removed from service. A copy of the
findings of the Enquiry Officer is enclosed herewith for your perusal.
Your written reply should reach the undersigned within 7 days of receipt of this notice.
On behalf of OLM
Authorized Signatory
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Annexure 9

Disciplinary Control, Do’s and Don’t
9. Do’s & Don’t
9.1.

Preliminary Enquiry

9.1.1.

As soon as a complaint is received, it should be evaluated whether it is worth dealing
with in an elaborate manner by charge-sheeting the staff and conducting a domestic
enquiry or not. This is determined by the gravity of the misconduct committed by
the staff.

9.1.2.

When an act of misconduct has been committed and the disciplinary authority
receives a complaint, he should conduct a preliminary enquiry either himself or get
it done by another Officer (Officer other than the one who has made the complaint
or who is a witness to the incident). Preliminary enquiry is done with a view to
decide whether there is adequate material for proceeding with a domestic enquiry.
Domestic enquiry starts the moment a charge sheet is issued and preliminary
enquiry ends with the issue of charge sheet. In all cases, preliminary enquiry is not
essential. If the matter is based on evidence, the domestic enquiry can start with the
issue of charge sheet.

9.1.3.

Disposal of minor misconduct proceedings: In case of minor misconduct, the
disciplinary authority may call for explanation from the staff within a stipulated date,
consider the same based on various factors and order awarding minor punishment
or exonerate the staff as per merit.

9.1.4.

Differences between domestic enquiry and preliminary enquiry:

9.1.4.1.

Preliminary enquiry is not an essential step while domestic enquiry is a must for
taking disciplinary action for major punishment cases.

9.1.4.2.

Domestic enquiry aims at determining whether charges are established or not while
preliminary enquiry is conducted for finding out whether a prima-facie case has
been made out.
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9.1.4.3.

Conclusions of preliminary enquiry lead to framing of charge-sheet while the report
of domestic enquiry forms the basis for awarding punishment.

9.1.4.4.

Preliminary enquiry is not subject to any rules while conduct of domestic enquiry is
subject to principles of natural justice/ labor and service laws.

9.2.

Principle of Natural Justice
The procedure for taking disciplinary action against any delinquent staff must be
based on principles of “natural justice” - which again are in conformity with the
doctorine of a Welfare State. The principles are summarized as follows:
zz No

one shall be a judge in his own cause.

zz No

one shall be condemned unheard, right of the either party to be heard.

zz Justice

should not only be done but it should appear that it is being manifestly

done.
To hold an enquiry in conformity with the principles of natural justice, the following
conditions are to be met:
zz The

staff proceeded against has been informed clearly of the charges leveled
against him.

zz The

witnesses are examined ordinarily in the presence of the staff in respect of

the charges.
zz The

staff is given a fair opportunity to cross-examine the witnesses.

zz The

staff is given a fair opportunity to examine his own witnesses, including
himself in his defense, if he so wishes.

zz The

enquiry officer records his findings with reasons for the same in his
report.
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9.3.

Charge sheet

9.3.1.

If on the basis of preliminary enquiry or otherwise, the disciplinary authority is
satisfied that a prima-facie case exists and decides to take disciplinary action against
the staff concerned, the first thing to be done is to issue a charge sheet to the
delinquent staff.
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9.3.2.

Charge sheet is a memorandum of charges or allegations levelled against the staff
which consist acts of misconduct as per the process of disciplinary control enshrined
in the HR Manual for the Mission.

9.4.

Check List for preparation of charge sheet
While framing a charge sheet, the following items may be kept in mind so that
nothing relevant would be missing from the charge sheet.

9.4.1.

Date of charge sheet

9.4.2.

Correct Name and Card No./Staff No. of delinquent staff, if any

9.4.3.

Specify date of incident

9.4.4.

Description of incident

9.4.5.

Reproduce the language in verbatim if there are words of abuse, defamation or
threat.

9.4.6.

Give reference of relevant rules as Disciplinary procedure rules enshrined in the HR
Manual for Mission.

9.4.7.

Specify within how much time and to whom the reply should be submitted.

9.4.8.

Check the authority competent to issue the charge sheet (See delegation of power
in the process of disciplinary control in the HR Manual for Mission).

9.4.9.

Decide whether staff is to be kept under suspension or not.

9.4.10.

Decide whom to send the copies of charge sheet.

9.5.

Guidelines for preparing charge sheet

9.5.1.

The charge sheet should be specific and must spell out all the relevant particulars
of the misconduct.

9.5.2.

As far as possible, the charge sheet should conduct the act of misconduct as per
such rules/ act as committed by staff.

9.5.3.

The charge sheet must be signed by the competent authority so as to avoid facing a
situation where the Charge-sheet is made invalid because it is signed by incompetent
authority. (Refer to Delegation of Powers).
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9.5.4.

If the charge is of abusing or threatening, reproduce the exact words used in the
charge sheet.

9.5.5.

Avoid using abbreviations such as “etc.” and also phrases such as “such other things”
and charge sheet should be specific to the point and relevant.

9.5.6.

If the previous record of the staff is referred to, then sufficient particulars of the
previous record should be given in the charge sheet.

9.6.

Time for reply to charge sheet
A reasonable period of time should be given to the staff to submit his reply to the
charge sheet. The ideal time period is a week from the date of service. If the charge
sheeted staff requests for extension of time, such request(s) may be considered on
its own merit.

9.7.

Signing of the charge sheet
Unless it is delegated otherwise, Disciplinary Authority is the Competent Authority
to sign charge sheet. The authority to sign the charge sheet has been delegated by
the Disciplinary Authority who is empowered to impose major punishment.

9.8.

Service of charge sheet
Serving the charge sheet on the delinquent staff plays a very important role in
disciplinary proceedings. Hence, all efforts should be made by the project management
to see that the charge sheet is served on the delinquent staff.
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9.8.1.

The charge sheet may be handed over to the staff and his signature or thumbimpression of his having received the same obtained on the office copy.

9.8.2.

In case he refuses to accept the charge sheet, an endorsement to the effect should be
made on the office copy in the presence of at least two witnesses whose signatures
should be obtained.

9.8.3.

In case the concerned staff receives the charge sheet but refuses to sign or give his
thumb-impression on the office copy, an endorsement to the effect should be made
on the office copy and signatures of at least two witnesses may be taken.
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9.8.4.

Charge sheet should be in the official language on which official transactions are
carried out.

9.8.5.

If the staff either refuses to accept or give acknowledgement of the charge sheet or
is not present within the Project due to suspension or any other reason, the charge
sheet should be sent to his last known and recorded address (both local as well as
permanent) by registered post with acknowledgments due.

9.8.6.

If the staff concerned refuses to accept the registered letter carrying the charge
sheet and there is an endorsement by the Postal Authorities to that effect on the
envelope, the same may be treated as adequate service.The returned postal envelope
in that case should be retained, without opening, for record and further action.

9.8.7.

In case of absence or refusal of the staff to take the charge sheet or refusal to give
acknowledgement of its receipt, a copy of the same should also be displayed on
Notice Board.

9.8.8.

If all efforts to serve the charge sheet on the staff fail, the charge sheet may be
published in two local / regional newspapers with widest circulation.

9.8.9.

While preparing a charge sheet, the format suggested in Annexure-8A may be
followed.

9.9.

Role of Participants in Domestic Enquiry
The persons concerned with domestic enquiry and those who would participate in
domestic enquiry are:

9.9.1.

Enquiry Officer: The Enquiry Officer is the officer appointed by the disciplinary
authority to conduct an enquiry into the allegations levelled against the charge
sheeted staff. The Enquiry Officer’s job is to listen to and record the statements of
both the parties i.e., the accused staff and the management representative; allow
both the parties to submit to him the relevant documents in support of their
contentions; allow both the parties to examine their witnesses as well as crossexamine the other’s witnesses; allow both the parties to submit arguments and
counter arguments in respect of the charges and evidence adduced in the enquiry;
and finally submit his enquiry report to the disciplinary authority.
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Presenting Officer: Presenting Officer is the officer appointed to present the
case of the management before the Enquiry Officer relating to the charges levelled
against the accused staff. The Presenting Officer will produce in the enquiry; all the
relevant documents relating to charges levelled against the staff and also examine
the witnesses of the project as well as cross-examine the witnesses of the charge
sheeted staff. In other words, he plays the role of a Prosecutor. In cases where felt
appropriate, complainant may also be appointed as Presenting Officer.
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9.9.3.

Charge sheeted Staff: It is necessary that the enquiry should be held in the
presence of the accused. If, however, the staff failed to report for the enquiry at the
appointed place, date and time, the Enquiry Officer may proceed with the enquiry
ex-parte, provided the enquiry notice included a provision to that effect.

9.9.4.

Defense Assistant of the Accused Staff: If the accused staff wishes another staff
of his choice to assist him at the enquiry in the conduct of his defence, it should be
allowed.

9.9.5.

Interpreter: The presence of an interpreter, from amongst the staffs, would be
desirable in case the accused staff is not familiar with the language in which the
enquiry is conducted.

9.9.6.

Management Witnesses: These are the persons who appear in the enquiry to
give their statements in support of the charges leveled against the charge-sheeted
staff.

9.9.7.

Charge-sheeted Staff ’s Witnesses: These are the persons who appear in the
enquiry to give their statements in defense of the charge-sheeted staff.

9.10.

Qualification for the Enquiry Officer

9.10.1.

If a person is the witness in the case, he should not be Enquiry Officer.

9.10.2.

Enquiry Officer should not be appointed by an Officer who is a witness in the
case.

9.10.3.

Enquiry Officer can be any Officer of the Project. In exceptional cases, if it is felt
desirable, any public servant or retired honest public servant may be appointed as
Enquiry Officer (*Subject to the provisions of Rules).
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9.10.4.

A person to be Enquiry Officer must be a responsible Officer commanding respect
from the staff. He should not be a judge in his own case.

9.10.5.

A person to be Enquiry Officer should be open minded and unbiased.

9.11.

Documents to be forwarded to Enquiry Officer
The disciplinary authority shall forward to the Enquiry Officer:

9.11.1.

A copy of the charge-sheet;

9.11.2.

A copy of the reply, if submitted by the charge-sheeted staff;

9.11.3.

List of witnesses, if available;

9.11.4.

List of documents to be produced in enquiry, if available;

9.11.5.

Copy of order appointing the Presenting Officer.

9.12.

Procedure of Domestic Enquiry

9.12.1.

At the commencement of the enquiry, the charges should be read out and explained
to the charge-sheeted staff and he should be asked whether he pleads guilty to the
charges or not. If the staff admits his guilt it will be open to the Enquiry Officer to
examine the staff himself even in the first instance, so as to enable him to offer any
explanation for his conduct, or to place before the Enquiry Officer any circumstances
which may go to mitigate the gravity of the offence. If, after the examination of the
staff, the Presenting Officer chooses to examine any witness, the staff must be given
a reasonable opportunity to cross-examine those witnesses and also to adduce any
other evidence that he may choose including his own further statement for further
corroboration. If, on the other hand, the staff denies the charge, the burden of proving
the truth of the charge and the allegations will be on the project management and
the witnesses for establishing the same should be examined first.

9.12.2.

At the conclusion of the statement given by each witness in support of the charges, the
same should be read over and explained to the charge-sheeted staff in the language
understood by him and he must be given a chance to cross-examine the witness.
An endorsement to this effect should be made at the bottom of the statement. The
Enquiry Officer may, as well as, put certain questions to the witness to elicit certain
details/clarifications from him but the Enquiry Officer should not cross-examine
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the witnesses by putting leading questions or making suggestions.If the Enquiry
Officer puts certain questions to the witnesses after the cross examination of the
said witnesses by the staff is over, the latter may again be given a chance to crossexamine on the basis of the supplementary statement given by the witness. Similar
facility may as well be afforded to the Presenting Officer, after the Enquiry Officer
asks some questions to a defence witness.
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9.12.3.

After the examination and cross-examination of all the witnesses in support of the
charge are completed, the charge-sheeted staff should be asked to adduce his defence.
He may offer himself to be examined as a witness and also produce witnesses in his
defence. The charge-sheeted staff may, if he so likes, submit his defence statement in
writing, which should be accepted by the Enquiry Officer as part of the proceedings.
The burden of bringing the defence witnesses before the Enquiry Officer is on the
charge-sheeted staff. But if the charge sheeted staff requests for time to adduce his
defense such request should duly and liberally be considered by the Enquiry Officer.
If the staff refuses to examine any witness the same should be recorded by the
Enquiry Officer.After the examination of the defence witness is over, the staff should
be asked whether he desires to make any further statement. Any statement which
he may make should be taken down and questions may be put to him and asking
him to clarify any particular point or circumstance. It is advisable for the Enquiry
Officer to put the following question to the charge-sheeted staff before concluding
the enquiry - “Have you anything further to state”? and record his answer thereto.

9.13.

Recording of the Proceedings

9.13.1.

Proceedings of the enquiry must be recorded elaborately. The statement of the
witness and subsequent examination/cross-examination should be recorded. The
statement should be recorded in a narrative form. However, on crucial and vital
points the actual question put and answer given may, if necessary, be recorded. But
as far as practicable question-answer form of recording should be avoided.

9.13.2.

All documents and records relied upon by the Presenting Officer and produced at
the enquiry for establishing the charge should be produced in the presence of the
charge sheeted staff and he should be explained the contents thereof relevant for
the purpose.
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The charge-sheeted staff and/or his co-staff should be allowed to inspect all such
documents and records produced as evidence during the enquiry and his signature
obtained on the documents and records which will show that he had inspected the
same. Such documents and records should be marked as exhibits for the charge.
Similarly documents and records produced by the charge-sheeted staff in his defense
should also be marked as exhibits in defense.

9.13.4.

If the charge-sheeted staff declines to cross-examine any witness examined in
support of the charge, the fact of his having declined to do so should be recorded
and the signature of the charge-sheeted staff and his co-staff obtained thereon.

9.13.5.

The statements at each page should be signed by the witness, the Enquiry Officer,
the charge-sheeted staff and the co-staff. If the charge-sheeted staff does not know
the language in which the statement is recorded, the Enquiry Officer should read
it over and explain the statement in the language understood by him/them and, if
necessary, may take the help of an interpreter. The Enquiry Officer then should
record at the conclusion of the statement of each witness to the effect that the
statement was recorded in presence of the staff and was explained to the witness
and the staff in the language understood by them, as the case may be and then ask
the witness to put his signature at the end and on each page and so also the staff
be asked to sign on each page and at the end. The co-staff, if any, should similarly be
asked to sign on each page and at the end. If any of the (above referred) persons
refuses to sign as required, the same should be recorded by the Enquiry Officer and
attested by any witness present.

9.13.6.

In case, during the proceedings of the enquiry, the charge-sheeted staff asks for
copies of statement for the purpose of cross-examination, he should be supplied
with the same provided that he is unable to read and understand the deposition.

9.14.

Specific Cases of Enquiry

9.14.1.

Ex-parte Enquiry
When the domestic enquiry is fixed at a particular time, place and date and the
charge-sheeted staff does not turn up and seeks a postponement on genuine grounds,
the same may be granted. If the charge-sheeted staff makes further attempts for
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adjournment and the Enquiry Officer is convinced that it is being done with a view
to deliberately delay the proceedings, the Enquiry Officer may proceed with the
enquiry ex-parte. Every adjourned proceedings of the ex-parte enquiry should be duly
notified to the charge-sheeted staff. If he presents himself and desires to participate,
he should be allowed to do so. In no case the Enquiry Officer should proceed exparte on the first date of enquiry. One ex-parte hearing does not preclude giving
notice for subsequent hearings. Where an ex-parte enquiry is held, it should not be
presumed that the misconduct as mentioned in the charge-sheet stands proved.The
Enquiry Officer still should hold the enquiry and the Presenting Officer prove the
charge against the charge-sheeted staff and adduce adequate evidence to that effect.
If the Presenting Officer fails to prove the charge, the Enquiry Officer should give
his findings accordingly, holding the delinquent not guilty.
9.14.2.

Partly Heard Enquiry
If an Enquiry Officer, after having heard and recorded the whole or any part of
the evidence in an enquiry, ceases to function as Enquiry Officer for any reason
and a new Officer is appointed as Enquiry Officer for conducting the enquiry, the
new enquiry officer may proceed with the enquiry from the stage left over by the
predecessor and act on the evidence already recorded by his predecessor.

9.14.3.

Joint Enquiry
Where two or more persons are charge-sheeted in connection with the same
incident or transaction, the authority competent to take disciplinary action for all of
them may direct a joint enquiry to be held against them. If the authorities competent
to impose the punishment are different, an order for joint proceedings may be made
by the highest of such authorities in terms of imposing penalties.

9.14.4.

De-Novo Enquiry
If the charge-sheeted staff makes a request for re-conducting the enquiry or the
Disciplinary Authority feels the enquiry has to be reopened and conducted a fresh
in the interest of justice, the enquiry may be re-opened and conducted again as per
the orders of the Disciplinary Authority. This is called De-Novo Enquiry.
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Report of the Enquiry Officer
After the conclusion of the recording of evidence, the Enquiry Officer should
prepare and submit his report. The Enquiry Officer should record clearly and
precisely his findings and indicate the reasons for arriving at such findings in respect
of each charge. The findings must be based on the evidence on record. He should
not import his personal knowledge or any material which is not on record.The oral
evidence and the documents and records marked as exhibits at the enquiry should
alone form the basis for arriving at the findings in respect of each charge.
i.

After conclusion of the enquiry, a report shall be prepared by the Enquiry
Officer and it shall contain:
a. The articles of charges and the statement of the allegations of misconduct
or misbehavior.
b. The defense of the staff in respect of each article of charge.
c. An assessment of the evidence in respect of each article of charge.
d. The findings on each article of charge and the reasons there for.

ii. The Enquiry Officer, where he is not himself the disciplinary authority, shall
forward to the disciplinary authority the records of enquiry which shall
include:
a. The report prepared by it under clause (i) above.
b. The written statement of defense submitted by the staff.
c. The oral and documentary evidence produced in the course of the
enquiry.
d. The orders, if any, made by the disciplinary authority and the enquiry
authority in regard to the enquiry.
iii. The disciplinary authority shall consider the records of the enquiry, record his
conclusions on each charge and pass appropriate order.
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Checklist for Disciplinary Authority
The disciplinary authority before passing final orders should check up if the following
aspects have been taken care of:

9.14.6.1.

Whether definite and specific charges were framed.

9.14.6.2.

Whether the charge-sheet was properly served.

9.14.6.3.

Whether the charge-sheeted staff was given sufficient time/ opportunities to
submit his explanation, as required under the rules. Whether the explanation, if any,
submitted was duly considered.

9.14.6.4.

Whether the person charged was allowed to cross examine the witness produced
in support of the charges, to give evidence in person and to call witness on his
behalf.

9.14.6.5.

Whether the findings are based on evidence on record, and whether the punishment
is proportionate to the gravity of the offence established.

9.14.6.6.

The disciplinary authority should also look into the past records of the staff and
extenuating and aggravating circumstances, if any, while deciding the punishment to
be imposed.

9.14.6.7.

The disciplinary authority should also check-up if any final show-cause notice has
been given to the charge-sheeted staff before passing the punishment order.

9.14.7.

Communication of Order to the Charge-sheeted Staff
After the disciplinary authority decides to impose a major punishment it should
be communicated to the staff as early as possible in the indicative form as given in
Annexure-9. The orders should be unambiguous and must relate to the charge. It
should be signed by the authority competent to sign the order and in no case by any
subordinate officer as “for and on behalf of” the Disciplinary Authority.
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